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AGENDA
BOARD OF TRUSTEES
TOWN OF WESTCLIFFE
THURSDAY, DECEMBER 12, 2024
PATTERSON HALL — 1000 MAIN
SPECIAL MEETING
1:30 P.M.
Join by Zoom

Meeting 1D: 865 4982 7171
Passcode: 588429
By phone: 1 719 359 4580

Call to Order

Pledge of Allegiance

Roll Call

Recognition of Visitors

Order of Business

a. Discussion on the Town of Westcliffe’s government structure.

b. Executive Session- For the purpose of determining positions relative to
matters that may be subject to negotiations, under C.R.S. Section 24-6-
402(4){e).

c. Discussion and possible decision regarding government structure and item(s)
subject to negotiation discussed in Executive Session.

Adjourn




First Document Introduction

Four areas for Clear Governance

1) Allocation of responsibilities

2) Transparency in meetings

3) Quasi-judicial rules of engagement
4) Personal conduct

How we have faited:

1) Noclearroles

2) No uniform reporting procedures

3) No gquasi-judicial procedures. Meetings getting off task, not all trustees are heard, unciear
outcomes, lack of public trust

4) Inappropriate behaviors from local government

What has come because of our failure

1) No transparency in administrative tasks

2} Lackof teamwork, tasks get lost

3} Public, staff, and trustees lose their voice and their attention
4) Lack of public trust

Why we have failed

Leadership. A lack of Town Managers, myself most of all, has led to all of these problems we face.
By implementing extreme ownership, we will start to work on issues that can lead to avoiding
liability. A lack of leadership will lead to multiple problems, including but not limited to, A lack of:
allocated responsibilities, transparent governance, quasi-judicial rules of engagement, and
personal conduct.

if we can understand where we went wrong, how we went wrong, and identity key steps to
solve these problems, then we will fail and be right at this point again.

Areas to improve how, when

1) Allocation of responsibilities
- Roles by ordinance, please see “Roles by Ordinance”

- Roles by Rank Structure {organizational chart), please see “Roles by Rank Structure”
Why it’s important to have Roles by Ordinance?

e [t is state statute

s Defines by law, all parties’ roles and responsibilities for all town employees and board
members.

o No confusion on who does what

Why it’s important to have an organizational chart?
¢ Clear roles and responsibilities
» Dissemination (dividing functions and workloads)




2)

3)

Sparks interests in professional managers, to adopt a statewide organization (job retention)
Lays Down the Relationships Between Functional Groups and Employees

Helps Gauge Competency {helps evaluating employees)

Improves Coordination {meet objectives more functionally

lllustrates Clearly Who to Bring In {(conquering road blocks)

Organizational Charts Find Various Holes in an Organizational Structure (identify holes in
your structure)

Helps manager administer local policies

Employee protection (Board members must go through Administrator); Barriers

Statewide normality (to invite and spark professional managers, the town should adopt the
statewide average}; healthy for Town turnover.

Iransparency in meetings

Transparency by reports, please see “BLANK reporting format”

Adopting by policy minimum posting dates

a. We Currently have this, but a formal document, and policy giving minimum date
guidetines for all meetings and their postings would be essential.

By having monthly reports, trustees and citizens will be comprised and updated on alt

administrative happenings in the town.

Quasi-Judicial rule of engagement/Honoring Standards of personal conduct

Making decisions (in the case of rezoning, ordinances, variances, etc) based on
information given, rather than public opinion. Quasi-Judicial Rules of engagement
by adopting “Town of Westcliffe- Board Code of Ethics”.

a. After having CIRSA come in and explain this, it should be the duty of the board to
answer “holes” in our current rules and procedures.

By having a more in-depth code of ethics trustees can make well informed decisions
and keep each other and its employees accountable.




4) The future for management in Westcliffe

If the Board can follow the four points to govern affectively, we as a body, in service to the
citizens will start on the right path. Though that is the beginning of what needs to get done. Clear
and effective governance also starts with a good manager, advising and helping the board get its
mission done. Based off of the last review | created a document titled, “Effective Management- in
Response to the Review”. This document will address the last review and how we can work
together for the betterment of the community. This document will lay out what our roles our and
how we can navigate the future of the town, its starts with roles and responsibilities.

A} How to keep and maintain an effective manager
1) Honor roles and responsibilities

2) Adopt a management structure, in congruence with State Statute, DOLA, CIRSA’s and
CML definitions

3) Position should come with a contraci. Please see “Example Contract™ In order to keep
me as a manager a few things would need to be done.

Creating a contract with this position to include the following:
a) Adopting by ordinance roles and responsibilities

b} Working with the manager to create a raise and pay schedule to include a 2% COLA
allowance and an additional 3% Merit raise. This would also include adopting a rank
structure similar to the one given.

c) An immediate raise of 5%
d) Contractual obligations set forth shall be completed by no later than July 1 2025.

4} Trust and let your manager MANAGE your town for you. Trust your experts.

In return | can provide the following services (excluded from those already stated):
1) Monthly reporting from all department heads

2) Yearly review process that will keep the board in charge of the direction of the town.
Please see “yearly objectives” and “Town Manager Performance Evaluation Process...”

- This will keep the board in charge of the big picture with ACCOUNTARBILITY

3} Hiring a part time HR director to help guide the town through proper HR related process’.
Please see “Human Recourses Director FINAL”

4) Separate the Building and Zoning position from the Town Management position.
5) Other policies and items that should be addressed:

“Parental leave policy, vehicle usage policy, employee department heads-town manager
review policy”




I'know this may come off as adversarial, but understand that we need to change things and
how we structure our government. In order to change the way, we view our managers, we need to
start trusting in them more. At the current rate the Town is changing managers every two years, this
is damaging to the local government.

| am asking you to judge this request on what you know currently. In order to do that | am
going to asking you to ask yourself a few questions. Essentially, | am using my currency
(accomplishments) to buy your trust (figurative speech, not bribery).

1) In what you have set me out to accomplish, whether it be roads, grants, day to day tasks, and
overall management, have | done that you do not feel confident in these changes?

2) If you feel confident in these changes taid out in this document, do you believe, based on my past
accomplishments with you all, that | can help you govern affectively?

3) Is it the Town’s best interest to operate against state statute? Is this willful behavior?
4) If you believe this current system works, why has there been a lot of turnover?

5) After answering these questions, given all the evidence laid out before you, is itin the Town’s best
interest to continue me as a manager?

6) If the answer to #5 is no, then | will stay on with the town for a few months as you look for another
individual to fill the vacancy.

Please take your time in the executive session to work this out between yourselves, thank you for
your time.




ROLES BY ORDINANCE

Title 1, Chapter 2 Town Officers and Personnel
1-2-1: Town Officers—Appointment

A, The Board of Trustees shall appoint the following Town officers: Town Clerk/Treasurer, Town
Administrator and Town Attorney. The appointment of said Town officers shall be for a period
eslablished al the time of appointment, but in no event shall continue beyond thirty (30} days after
compliance with Section 31-4-401, C.R.S., as amended, by members of the succeeding Board of Trustees.

B. The Board of Trustees may enter into a written contract with any Town officer. Such contract
shall be supplemental to the provisions of this Chapter. The provisions of this Title shall supersede any
such contract when in conflict. {Ord. 211 §l(part), 1994).

1-2-2: Town Officers—Oath/Bond/Vacancy

A Each of the officers appointed under Section 1-2-1, before entering upon the duties of such
office, shall take an oath cr affirmation, administered by the Municipal Judge, Clerk or other person who
is designated by the Board of Trustees, or who is authorized by law to administer such oaths, to support
the Constitution and laws of the Town, and faithfully perform the duties of his office.

B. Before entering upon the duties of their respective offices, each officer mentioned in the
preceding sections of this ordinance, shall take and subscribe the oaths usuaily required by law from
public officers and may be required by a majority vote of the Board of Trustees to give bond to the Town
of Westcliffe, with sufficient sureties approval by the Board of Trustees, in the sum of $150,000, One
Hundred Fifty Thousand Dollars.

C. The Board of Trustees has the power, by appointment, to fili the fill the administrator vacancy,
and the person so appointed shall hold his/her office until the next regular election and until members
of the Board of Trustees have complied with Section 31-4-401, C.R.S., as amended.

1-2-3 Town Officers

A Mayor. The Mavyor shall preside over board meetings and has shail only vote in the case of a tie,
but may also veto spending ordinances, but may be over ruled by the Board of Trustees by a two-thirds
vote. The Mayor shall also have the power to make sub committees, given two-thirds of board
agreement. The Mayor shall also sign checks the Treasurer, with approval from administrator, deems
necessary for the efficient administration within the Town. Insofar as required by statute, and for all
ceremonial purposes, the Mayor shall be the executive head of the Town. The Mayor shall have a voice
in all matters before the Council but in accordance with state law, may not vote on any agenda items
requiring Council action.

The Mayor shall preserve order and decorum and shall require Board members engaged in debate 1o
{imit discussion to the question under consideration.

The Mayor is the spokesperson for the Board on all matters unless absent, at which time the Mayor Pro
Tem or his/her designee will assume the role.




The Mayor will encourage all Board members to participate in Board discussion and give each
Councilmember an opportunity to speak before any Board member can speak again on the same
subject.

The Mayor is responsible for keeping the meetings orderly by recognizing each Board member for
discussion, limiting speaking time, encouraging debate among Board members, and keeping discussion
on the agenda item being considered.

Should a confllct arise among Board members, the Mayor serves as mediator.

The Mayor shall also appoint Planning Commission members and Board representatives on other
councils.

B. Board of Trustees. The Board of Trustees shall be the legislative and corporate authority of the
Town of Westcliffe. Each Board members shall have duties prescribed by them, to report on monthly
meetings, individually, to inform other board members of the varicus happenings within the
government.

1. Trustee 1 (Mayor Pro Tem): Shall fill in for the mayor when absent, sign checks for office staff,
and coordinate with the mayor members for sub committees.

2. Trustee 2: Shall reside over the Westcliffe Parks Advisory Committee (WPAC) as chair and report
to the Board.

3. Trustee 3: Shall be a member of the Custer County Workforce Housing Committee (CCWHC) and
shall report to the Board

4, Trustee 4: Shall serve as the chair on the Economic development board and report back to the
BOT.

5. Trustee 5: Shall sign checks for staff when the Mayor and Mayor Pro Tem are not available. Shall

filt in for the other officers’ vacancies when needed and will be assigned to the Town of Westcliffe
Master Plan Review Committee as the Chair.

6. Trustee 6: Shall fill in for the other officers’ vacancies when needed and will be appointed to the
Town of Westcliffe Planning Commission.

C. Town Manager {Town Administrator)/Planner




The Town Manager shall be the Chief Administrative Officer responsible for the day-to-day activities of
municipal government, such as hiring staff and carrying out policy directives. The Town
Administrator/Planner shall serve as personnel director in establishing and implementing human
resource policies and administering daily practices.

The Town Administrator shall serve as an officer of the Town pursuant to a contract entered into by the
Town Administrator and the Town. Such contract shall address such matters as compensation, benefits,
minimum and maximum hours per week of employment, and termination of employment. Such contract
may provide for termination “at will” in return for severance compensation. The Town Manager shall be
the direct point of contact to the Board of Trustees and Mayor.

1. Supervision Received: The Town Administrator shall work under the general guidance and
direction of the Mayor and the Board of Trustees.

2. Supervision Exercised: The Town Administrator shall exercise supervision over all Town
employees.

3. Essential Duties and Responsibilities. The Town Adrinistrator shall:

a, Hire/fire all employees under the Town Administrator’s command.

b. Work concurrently with the Treasurer to develop, prepare, and present the annual budget (Town

Administrator Creates Capital Improvement Plan), assuring that assigned areas of responsibility are
performed within budget; monitor revenues and expenditures in assigned areas to assure sound fiscal
control; assure effective and efficient use of budgeted funds, materials, facilities, and time;

C. Research grant programs; prepare grant applications and oversee administration of the use of
the grant funds, work with the Board of Trustees and Mayor to develop priorities for capital
improvements and find grant programs or other funding sources which will help the Town achieve its
capital improvement projects;

d. Administer a personnel system for all employees, including evaluations, guidance, training, rules,
records, job descriptions, and policy documents approved by the Board of Trustees; enforce the
Personnel Handbook;

e. Attend Board Meetings to inform the Board of Trustees on personnel, department activities, and
recommend policies and ordinances. To be responsible for the efficient administration of all departments
of the Town government and to recommend to the Board of Trustees for adoption such measures as he
or she may deem necessary;

f. Manage and supervise assigned operations to achieve goals within available resources; plan and
organize workloads and staff assignments, review progress and direct

changes as needed;

g. Provide leadership and direction in the development of short- and long-range plans; gather,
interpret, and prepare data for studies, reports and recommendations; coordinate department activities
with other departments and agencies as needed;

h. Work with the Town Attorney to administer and monitor contracts and agreements;




i. Maintain harmony among workers and resolve grievances;

i- Act as an economic development liaison for the Town, responding to requests for business
information; develop and implement a marketing plan for the Town;

k. Act as a liaison with various community groups relating to Town issues;

l. Perform public relations duties in support of the Town and Board of Trustees; meet with private
citizens to inform and resalve various issues and problems; coordinate with and serve as primary contact
with various federal, State, and local agencies and municipalities;

m. Perform such other duties and responsibilities as required and directed by the Mayor and Board
of Trustees;
n. To establish, subject to Trustee approval, appropriate personnel standard salary schedules and

rules and regulations governing officers and employees of the Town;

0. To serve as Public Relations Officer of the Town government, in such capacity to investigate and
adjust all camplaints filed against any employee, department, division or service of the Town, and to
cooperate with all community organizations whose aim and purpose is to advance the best interests of
the Town and its citizens;

p. Provide leadership and direction in the development of short and long range plans; gather,
interpret, and prepare data for studies, reports and recommendations; coordinate department activities
with other departments and agencies as needed;

4, Physical Demands: The physical demands described here are representative of those that must
be met by the Town Administrator to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

a. While performing the duties of this job, the Town Administrator is frequently required to sit and
stand and talk or hear, use hands to finger, handle, feel or operate obiects, tools or controls; and reach
with hands and arms. The Town Administrator is occasionally required to walk. The Town Administrator
must occasionally lift and/or move up to twenty-five pounds (25 Ibs.). Specific vision abilities required by
this job include close vision and the ability to adjust focus.

b. Work Environment: The work environment characteristics described here are representative of
those the Town Administrator will encounter while performing the essential functions of the job.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the Town Administrator works mostly inside. The Town
Administrator works constantly with computer, technical, and mechanical equipment.

The noise levei in the work environment can vary from moderate to quiet.



D. Town Clerk/Treasurer

The Town Clerk/Treasurer provides a variety of routine and complex supervisory role over her
department, clerical, and administrative work.

1. Supervision Received: The Town Clerk works under the general guidance and direction of the
Town Administrator/Planner.

2. Supervision Exercised: The Town Clerk shall exercise supervision over all of the clerical staff,

3. Essential Duties and Responsibilities: The Town Clerk shall have the powers, duties and
responsibiiities as follows:

a. Shall attend all meetings of the Board of Trustees and make a true and accurate record of all the
proceedings, rules, and ordinances made and passed by the Board of Trustees;

h. Shall serve as custodian of the Town’s official records and public documents; performs
certification and recording for the Town as required on legal documents and other records requiring such
certification; seals and attests by signature to ordinances, resolutions and contracts, easements, deeds,
bonds or other documents requiring Town certification;

C. Shall prepare and distribute agendas, materials, minutes and records of Board Meetings;

d. Shall prepare and advertise Board meeting agendas, bid and other advertisements, and legal
notices of public hearings and special meetings;

e. Shall administer all applicabie provisions of the Colorado Municipal Election Code, Sections 31-
10-101, et seq., C.R.S., as amended, and perform all duties required by the Colorado Campaign Reform
Act, pursuant to Section 1-145-115, C.R.S,, as amended;

f. Shalt administer oaths of office to public officials;
E. Shall serve as a notary public;
h. Shall maintain employment records for all officers and Town employees, keeping record of

vacation time, sick leave, maternity leave, military leave, bereavement leave, overtime and
compensatory leave;

i. Shall prepare payroll and administer checks to employees and officers;
j Shall countersign all checks drawn upon the Town, in the absence of the Mayor;

k. Shall attend seminars, workshops, and training related to Town Clerk’s duties and
responsibilities;

L Shall tactfully deal with the public in a pleasant, yet firm manner when advising them on
regulatory matters and shall be skilled in reception and telephone etiquette;




m. Shall type Board members’ and Mayor’s correspondence and shail make reservations and travel
arrangements for meetings, seminars, and conventions;

n. Shall assist in the preparation of ordinances and resolutions as directed;
0. Shall accept claims for damages and other legal papers served on the Town;
p. Shall receive moneys belonging to the Town and shall give persons paying money into the

treasury a receipt specifying the date of payment and what payment is for;

q. Shall serve as Loss Control Coordinator and Safety Coordinator for Workman'’s Compensation
insurance and shall coordinate in-house training sessions for safety issues;

r. Develop and prepare financial reports and plans, including budgets; forecast, estimate, and
monitor the financial condition of the Town to assure the fiscal wellbeing of the Town;

s. Oversee the Town insurance programs to ensure appropriate coverage is maintained and claims
are addressed;

t. Develop, prepare, and present the annual budget assuring that assigned areas of responsibility
are performed within budget; monitor revenues and expenditures in assigned areas to assure sound
fiscal control; assure effective and efficient use of budgeted funds, materials, facilities, and time;

u. Shall complete in a timely and accurate manner all other duties as assigned.
v, Services as Utility Billing Clerk:
(1) Shall process forms, payments or other material according to established methods and

procedures and shall examine them for accuracy and completeness;

(2) Shall accept payments and shall issue receipts for water/sewer billing, shall post monthly utility
payments and meter readings and shall prepare monthly utility bills and shut-off notices. The Clerk shall
prepare all correspondence pertaining to utility billing, such as credits, changes in addresses and
computations of final billings;

(3) Shall accept and refund water service deposits, shall insure new accounts are opened correctly
and shall receive new water customers’ local information to set up accounts.

4, Physical Demands.

The physical demands described here are representative of those that must be met by the Town Clerk to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functons.

While performing the duties of this job, the Town Clerk is frequently required to sit and stand and talk or
hear, use hands to finger, handle, feel or operate objects, tools or controls; and reach with hands and
arms. The Town Clerk is occasionally required to walk. The Town Clerk must occasionally [ift and/or move
up to twenty-five pounds (25 lbs.).



Why it's important to have an organizational chart?

- Clear roles and responsibilities

- Dissemination (dividing functions and worklgads)

- Sparks interests in professional managers, to adopt a statewide organization (job retention})
- Lays Down the Relationships Between Functional Groups and Employees

- Helps Gauge Competency (helps evaluating employees)

- Improves Coordination (meet objectives more functionally

- llustrates Clearly Who to Bring In (conquering road blocks)

- Organizational Charts Find Various Holes in an Organizational Structure {identify holes in your
structure)




- Helps manager administer local policies
- Employee protection (Board members must go through Administrator); Barriers

- Statewide normality {to invite and spark professional managers, the town should adopt the
statewide average); healthy for Town turnover.
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Town of Westcliffe
Mission Statement

The Town of Westcliffe is committed to improve the quality of life of its
citizens, employees businesses, and visitors by providing a wholesome and
friendly environment, retaining jobs, creating housing solutions, safe and
enjoyable parks, and community events and activities.

Introduction

The Town of Westcliffe Board and the Mayor comprise the governing body for the citizens of
Westcliffe: therefore, they must bear the initial responsibility for the integrity of governance.
The Governing Body is responsible for its own development (both as a body and as
individuals), its responsibilities, its own discipline, and its own performance. The development
of this policy is designed to ensure effective and efficient governance.

This policy will address Mayor and Board relations, Board and Staff relations, and Board and
Media relations. By adopting these guidelines for elected officials, we acknowledge our
responsibility to each other, to our professional staff, to our respective district, and to the public
as a whole.

The Town Board will govern the Town in a manner associated with a commitment to the
preservation of the values and integrity of representative local government and democracy, and
a dedication to the promotion of efficient and effective governing. The following statements
will serve as a guide and acknowledge the commitment being made in this service to the
community.

1. The Governing Body has high priorities the continual improvement of the Board member’s
professional ability and the promotion of an atmosphere conducive to the fair exchange of
ideas and policies among Board members.

o

The Governing Body will endeavor to keep the community informed on municipal affairs;
encourage communication between the citizens and the Governing Body; strive for strong,
working relationships among Custer County, the Town of Silver Cliff, the Custer County
School District, and neighboring communities.

3. In its governance role, the Governing Body will continue to be dedicated to friendly and
courteous relationships with Staff, other Board members, and the public, and seek to
improve the quality and image of public service.

4. The Governing Body will also strive to recognize its responsibility to future generations
by addressing the interrelatedness of the social, cultural, and physical characteristics of the
community when making policies.

5. The Mayor and each Board member will make a commitment to improve the quality of life
for the individual and the community, and to be dedicated to the faithful stewardship of the
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public trust.

Town Board Relations

A. Introduction
This section outlines the respective responsibilities of the Mayor, Board, and the Code of Conduct
of each in their respective roles as elected representatives of the people. It holds to the principle
that the effective delivery of services and the efficient administration of government is ultimately
the aim of all concerned.

The Town of Westcliffe is a statutory town. It is governed by a 6 member board presided over by
the Mayor. The Mayor is the chair of the Board and represents the Town insofar as required by
statute, and for all ceremonial purposes, the Mayor shall be the executive head of the Town. The
Mayor is limited to act on the will and accord of the Board; for this reason, Board members being
informed in all matters involving the Town is one of the principle responsibilities of the Mayor’s
position. Board members are to be kept informed of city business or activities which come to the
Mayor's attention, resulting in better-informed Board members who will be able to contribute
ideas, voice opinions, or make timely and proper decisions.

B. Mayoral Responsibilities
1. The Mayor shall be the presiding officer at all Board meetings.
2. The Mayor Pro-Tem shall preside in his/her absence.

3. The Mayor shall have a voice in all matters before the Board but in accordance with state
law, may not vote on any agenda items requiring Board action.

4. The Mayor shall preserve order and decorum and shall require Board members engaged in

debate to limit discussion to the question under consideration.

5. The Mayor is the spokesperson for the Board on all matters unless absent, at which time

the Mayor Pro Tem or his’her designee will assume the role.

6. The Mayor will encourage all Board members to participate in Board discussion and give
each Councilmember an opportunity to speak before any Board member can speak again

on the same subject.

7. The Mayor is responsible for keeping the meetings orderly by recognizing each Board
member for discussion, limiting speaking time, encouraging debate among Board
members, and keeping discussion on the agenda item being considered.

8. Should a conflict arise among Board members, the Mayor serves as mediator.

Courcil Relations Policy
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C. Council Responsibilities

1.

10.

I1.

At the request of any member of the Town Board, the Town Administrator shall place an
item on the agenda for discussion or action.

Each Board member is responsible for being prepared to attend meetings and discuss the
agenda.

Fach Board member is encouraged to attend at least one Colorado Municipal League
sponsored conference during their term in order to stay informed on issues facing
municipalities.

Each Board member shall have duties prescribed to them in Title 1, Chapter 2, Section 1
of the Municipal Code.

It is the responsibility of Board members to be informed about previous action taken by
the Board in their absence. In the case of absence from a workshop session where
information is given, the individual Board member is responsible for obtaining this
information prior to the Board meeting when said item is to be voted upon.

When addressing an agenda item, the Board member shall first be recognized by the
Mayor, confine himself/herself to the question under debate, avoid reference to
personalities, and refrain from impugning the integrity or motives of any other Board
member or Staff member in his/her argument or vote.

In the absence of a ruling by the Mayor on any procedural matter, a Board member may
move to change the order of business or make any other procedural decision deemed
appropriate. The affirmative vote of a majority of the Board members present and voting
shall be necessary to approve the motion.

Any Board member may appeal to the Board as a whole a ruling by the Mayor. If the
appeal is seconded, the person making the appeal may make a brief statement and the
Mayor may explain his/her position. The Mayor will then put the ruling to a vote of the
Board.

Add language about only voting if tie and veto spending

Any Board member may ask the Mayor to enforce the rules established by the Board.
Should the Mayor fail to do so, a majority vote of the Board members shall require him/her
to do so.

When a Board member is appointed to serve as liaison to a board, the Board member is
responsible for keeping the Town Administrator and all Board members informed of board
activity.

Neither Board member nor the Mayor shall direct or request the appointment of any person

Council Relations Palicy
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to, or removal from employment by the Town Administrator or any of the Town
Administrator's subordinates (or in any manner take part in the appointment or removal of
employees in the administrative services of the Town). Neither a Board member nor the
Mayor shall interfere in the Town Administrator's recommendation process of the
appointment, suspension, or removal of a municipal officer other than Board members and
those municipal officers who are appointed by the governing body. Except for the
purpose of inquiry, the Board nor any Councilmember thereof shall give orders to
any subordinates of the Town Administrator, either publicly or privately. Nothing in
this section interferes with the role of the Mayor to make temporary appointments of
municipal officers subject to confirmation by the Town Council, nor does this section
interfere with the role of the Mayor and/or Town Board to determine the selection process
of municipal officers.

D. Code of Conduct for Mayor and Board members

1.

~J

During the Council meetings, Board members shall preserve order and decorum, shall not
interrupt or delay proceedings, and shall not refuse to obey the requests of the Mayor or
the rules of the Board.

Board members shall demonstrate respect and courtesy to each other, to Town Staff
members and to members of the public appearing before the Board.

Board members shall refrain from rude and derogatory remarks and shall not belittle other
Board members, Staff members, or members of the public.

Board members will not use their position to secure special privileges and shall avoid
situations that create a perception of bias or partiality in regard to a question before the
Board.

Board members will not condone any unethical or illegal activity. All members of the
Board agree to uphold the intent of this policy and govern their actions accordingly.

Board members shall not unreasonably interfere with the everyday duties of town staff,
and shall limit meetings and phone calls with the Town Administrator to discuss town
business. Mayor and Board members should initially make attempts to contact the Town
Administrator to discuss town business by either phone call or e-mail; personal meetings
with the Town Administrator should be limited to one-hour a week. Requests for
information should be directed to the Town Administrator.

. Except for the purpose of investigations, Town Board members shall deal with Town

employees, who are subject to the direction and supervision of the Town Administrator,
solely through the Town Administrator. The Town Board members shall not give orders
to any Town employee, either publicly or privately.
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8. Elected Officials shall not create a hostile work environment towards employees by verbal,

written, or physical presence which disrupts their work environment. If an elected official
has knowledge of a hostile work environment, he/she will notify the Town Administrator.

Council and Staff Relations Policy

No single relationship is as important as that of the Board and their Town Administrator in
effectively governing the Town of Westcliffe. It is for this reason that the Board and Town
Administrator must understand their respective roles in that process.

The Town Board is the WHAT/WHY while the Administrator is the WHEN/HOW.

The Town Administrator is the primary link between the Board and the professional Staff,
Therefore, Board relationships with the Staff shall be through the Board Administrator on any
issues related to the management or administration of the Town. In this manner the citizens
are assured that integrity is evidenced in local governance in Westcliffe.

1.

In order to ensure presentation of agenda items by Staff, questions arising from Board
members after receiving their information packet should be whenever possible, presented
to the Town Administrator for Staff consideration prior to the Board meeting. This allows
Staff time to address the Board member’s concern and provide all Board members with the
additional information.

The Town Administrator shall designate the appropriate Staff member to address each
agenda item and shall see that each presentation is prepared and presented in order to
inform and educate the Board on the issues that require Board action.

The presentation shall be professional, timely, and allow for discussion of options for
resolving the issue.

The Staff member making the presentation shall either make it clear that no Board action
is required, present the Staff recommendation, or present the specific options for Board
consideration.

The Town Administrator is directly responsible for providing information to all the Board
concerning any inquiries by a specific Board member. With the exception of Public
Information Act requests, requested information shall be shared with the entire Board.
Staff is committed to providing a timely response to a request for information, as such
elected officials shall respect the time it may take for staff to provide requested information
given current workload.

The Town Administrator is responsible for the professional and ethical behavior of
himself/herself and the discipline of his/her Staff in any matter related to unprofessional or
unethical behavior.
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10.

11.

12,

13.

14

The Town Administrator is responsible for ensuring that the Staff receives the education
or information necessary to address the issues facing municipal government. -

The Mayor and Town Administrator will address any conflicts arising between the Town
staff and the Board.

All Staff members shall show each other, each Board member, and the public respect and
courtesy at all times. They are also responsible for making objective, professional
presentations to ensure public confidence in the process.

When asked to respond to question in their professional opinion, staff may respond without
fear of repercussions, retaliation, or disciplinary action.

The Town Administrator, after an election, will make certain the Staff has prepared
information needed for the orientation of Board candidates and new Board members, and
inform them of any Colorado Municipal League conferences and seminars available.

The Town Administrator will also be responsible for meeting personally with new Board
members and prospective Board and informing them about Town facilities and procedures.

The Town Administrator serves as the purchasing agent for the Town and supervises the
purchase of all material and equipment for which funds are provided in the budget; let
contracts necessary for operation or maintenance of the town services for amounts
approved by the Board.

. If the City Administrator is absent. he/she shall appoint a designee until their return or the

Mayor shail substitute as designee with Town Board approval. That designee shall inform
the Administrator of any information missed while absent.

IV. Town Board Code of Ethics

I

The office of an elected official is one of trust and service to the citizens of Westcliffe. This
position creates a special responsibility for the Westcliffe Town Board member. In response to
this unique challenge, the Westcliffe Town Board is expected to govern this Town in a manner
associated with commitment to the preservation of the values and integrity of representative local
government and local democracy and dedication to the promotion of efficient and effective
governing.

To further these objectives, certain ethical principles shall govern the conduct of every Board
member, who shall adhere to the following:

Dedicate themselves to the highest ideals of honor and integrity in all public and personal
relationships in order that the member may merit the respect and confidence of the citizens
of Westcliffe.
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10.

11.

Recognize the chief function of local government at all times is to serve the best interest of
all the people of Westcliffe.

Be dedicated to public service by being cooperative and constructive, and by making the
best and most efficient use of available resources.

Refrain from any activity or action that may hinder one’s ability to be objective and
impartial on any matter coming before the Board.

Do not seek or accept gifts or special favors in exchange for official conduct; do not utilize
their official position for personal gain; do not use confidential information for personal
gain; do not misuse public funds or public property.

Avoid the undesirable influences of family relationships or close relatives of the Board
members, the appearance of preferential treatment related to family relationships or close
relatives, and any interference with the proper administration of the affairs of the Town of
Westcliffe.

Nepotism is the showing of favoritism toward a relative. The Town forbids the practice
of nepotism in hiring personnel or awarding contracts in accordance with state law. No
person related within the second degree by affinity or third degree by consanguinity to the
Mayor or any Board member or the Town Administrator or to any employee who would
supervise his or her job performances either directly or indirectly shall be appointed to any
paid office or position of the city. Exception: This prohibition shall not apply to any
person who shall have been employed by the city for two (2) or more years prior to and at
the time of election of the Mayor, or Board members or the appointment of the Town
Administrator so related to him or her.

A close relative is defined as a person who is related within the second degree of affinity
or the third degree of consanguinity.

The term spouse shall mean persons who are living together in conjugal relationship,
whether legally married or not, and such persons shall be considered a spouse for the
purposes of determining by affinity.

Recognize that public and political policy decisions, based on established values are
ultimately the responsibility of the Town Board.

Conduct business in open, well-publicized meetings in order to be directly accountable to
the citizens of Westcliffe. It is recognized that certain exceptions are made by the State for
executive sessions and any action as a result of that type of meeting will be handled later
in the open session as noted on the agenda.

Board members should refrain from voting on issues that do not necessarily constitute a
legal conflict but may be perceived as a conflict of interest by the public or members of
council.
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12. A Board member shall not intentionally or knowingly disclose any confidential information
gained by reason of said official position concerning the property, operations, policies or
affairs of the town. This rule does not prohibit:

(a) Any disclosure that is no longer confidential by law; or
(b) The confidential reporting of illegal or unethical conduct to authorities designated
by law.

13. Any sustained violation of the Code of Conduct by any Town member(s) are grounds for
removal in accordance with Section 21.025 of the Local Government Code. Any
Councilmember may only be removed from office in Accordance with Chapter 21,
Subchapter B of the Local Government Code. By other board members. Add to municipal
code

V. Town Board Meeting Information

(A) This section will explain components of meetings, agendas, presentations,
minutes, parliamentary procedure, maintain order and citizen participation. There are
three basic types of meetings and they are recognized as a Regular Meeting, Special or
Called Meeting and Workshop Meeting. All meetings are restricted to considerations
of items posted on their agendas by the Town Administrator, Staff or Board member.
Unless items are posted on the agenda, there can be no action or discussion. For Town
Board to convene proper posting of: time, place and purpose and notification is required
for all meetings. All Meetings require minutes to be taken. All Meetings are open to
the Public except for Executive Session items. Meetings require a Quorum of Town
Board members to convene while Workshops do not.

1) Regular Meeting: Regular meetings of the Town Board shall be held on
the fourth (3rd) Tuesday of each month at 5:30 p.m. at Patterson Hall, 1000
Main Street, Westcliffe, Colorado, 81252. This is a mandatory monthly
meeting in which most of Town Board activities transpire. A majority of four
Town Board members, including the Mayor, must be present to constitute a
quorum to conduct business. However, at a regular meeting or a special /called
meeting to consider the imposition of taxes, five members (not including the
Mayor) are required to constitute a quorum. If you lack a quorum no action
can take place, but you are allowed to have discussion.

2)  Special/Called Meetings: Special /Called meeting are subject to call by
the Mayor, the Town Administrator, or the application of four Board members.
Except for unusual circumstances, these meetings shall be held at Patterson
Hall. The purpose of such meetings is to act on upon matters that cannot be
delayed until a regular meeting. Quorum for Special /Called meetings four
Board members (including the Mayor). If you lack a quorum, no action can
take place but you are allowed to have discussion.

3)  Public Hearings: The purpose of a public hearing is to present evidence
on both sides of an issue and making key decisions for important issues facing
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the Town.

4y  Workshops: Workshops are under the guidelines for a special /called
meeting. They can be held anytime or anyplace with proper posting and
notification. Quorum of council is not required. The Board may hear reports
and deliberate on items listed on the agenda. No official action items can be
taken.

5)  Emergency items: Emergency Special Called meetings or Emergency
agenda items must be posted at least 2 hours in advance of the meeting.
Emergency meetings or items are extremely rare. Please consult the Town
Administrator, or Town Attorney regarding which items qualify. The Mayor,
Town Administrator or Board members can add to the agenda or call a Special
Meeting. Individuals who have filed a wriiten request for emergency
notification will be informed.

(B) Agenda. The following stipulations relate to the agenda for meetings of the
Council.

(1) NO ACTION CAN BE TAKEN ON ANY ITEM UNLESS THAT ITEM
HAS BEEN POSTED ON THE AGENDA FOR THAT MEETING AND THE
AGENDA POSTED AT CITY HALL 72 HOURS PRIOR TO THE MEETING.

[ STOPPED HERE. {ICK BACK UP
(2) Preparation of the agenda.

(a) The Mayor and/or Town Administrator will exercise their best
judgment in determining the most important items received for placement on the agenda
and adding other items of business to come before the Board. An item not appearing on
the agenda shall not be taken up for discussion as a matter of Board business during any
Board meeting. However, the Board may receive items as information. The Mayor shall
not have the power to remove agenda items.

(b) Any member of the town staff wishing to have an item placed on the
agenda shall submit that item to the Town Administrator's office, through regular
supervisory channels, for approval. The Town Administrator may establish procedures
for submission of routine items without his or her approval.

(¢) Any Board member may request an agenda item to be placed on any
regular or special meeting as long as the request is submitted five business days prior to
the Board meeting for an action item and two business days prior to the Board meeting
for a discussion item. All such requests shall contain the following minimum
information in writing:

(i) The name and department of the person filing the request.

(if) The date the request is filed and the date of the meeting at which
the matter is to be addressed.

Council Relations Policy
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(iii)A brief, concise statement of the matter to be addressed.
(iv)A copy of any supportive documents or attachments.
(3) Distribution of agenda packets.

(@) Agenda packets will be delivered, either electronically or hand delivered, to the
appropriate elected officials on the Friday evening before the Board meeting. Agenda packets for
special meetings will be distributed either electronically or hand delivered to the Mayor and Board
member’s homes as early as possible. This should afford ample time for the Mayor and Board
members to enquire into the nature of each matter to be discussed and to personally investigate
the matter so as to better inform himself or herself Board a Board meeting. Town clected officials
are encouraged to call the Town Administrator or Mayor regarding any questions about items on
the agenda or any other matter that concerns the town. Board members are cautioned about
engaging in discussions of town business with other Board members. While one Board member
may talk to one other Board member, any discussion that covers town business that could be
interpreted as action to circumvent the Open Meetings Act could result in charges being brought
against the Board member so doing.

(C) Board proceedings. These procedures shall apply to all meetings of the Town Board. The
Mayor shall be the presiding officer at all meetings of the Town Board and have a voice in all of
its proceedings, but the Mayor shall have no vote except in the event of a tie vote by the council
in accordance with state law. Board members shall speak in Board meetings only upon being
recognized by the presiding officer, whose recognition shall not be unreasonably withheld. In the
event of the absence of the Mayor, the Pro-tem Mayor shall be the presiding officer. The Mayor
Pro-tem shall be able to have a vote in all matters as the Mayor Pro-tem continues to be a Board
member even when presiding. In the event of the absence of the Mayor and Mayor Pro-tem, the
Councilmembers in attendance, if constituting a quorum, shall select one of its Board members to
preside over that meeting. Mayor and Board members shall refrain from private conversations
with one another during Board meetings.

(1) Call to order. All meetings will begin promptly at the hour stated. A quorum shall
be the attendance of a majority of the members of the Board. In the event of there not being a
quorum at the time the meeting is called to order, the Board may discuss matters, but shall not
take any action until a quorum is present. In the event the Mayor or a Board member leaves the
Board room and the remaining members do not constitute a quorum, the Board may continue to
discuss matters listed on the agenda, but may take no vote or conduct other business.

(2) Agenda. Ordinarily the Mayor or other presiding officer will follow the agenda as
published, however the presiding officer shall have, subject to the approval of the Board, the
prerogative of addressing items out of order should such change facilitate guests or other factors.

(3) Presentation of agenda items. Agenda items scheduled by the Town Administrator
will be presented by the Town Administrator or the Town Administrator may call on a staff
member to present the item. Staff members may attend Board meetings and be available as a
resource person; however they are not to speak on city issues unless directed by the Town
Administrator, Mayor or the Town Board.
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(4) Presentations from the floor.

() All guests and other persons who are to speak to the Town Board, including
staff members, other than the Town Administrator, Town Attorney, or Town Clerk who are seated
at the table, shall wait in the audience until recognized. When called by the presiding officer for
an opportunity to be heard, that person shall move immediately to the podium and make their
comments.

(b) The speaker shall identify herself or himself by name and address and the
agency represented, if any. The speaker shall remain at the podium until all Board questions have
been answered and the Mayor has dismissed the speaker. Speaking from the podium will assure
that the recording equipment picks up the presentation.

(5) Council action. After the Board has heard all of the facts reviewed the supporting
data, and listened to the arguments for and against each agenda item; it will act by approving or
disapproving a motion. In the event that there is no motion or no second to a motion, no action
will be deemed taken. Robert's Rules of Order would require a motion to act prior to any
discussion of any item on the agenda, however this Board’s policy permits introduction of an item
and discussion prior to making a motion for action.

(@ The Town Board acts in one of two methods. It may adopt a resolution or an
ordinance. A resolution is an expression of the will of the Board. The resolution may be written
to honor some person, to recognize an event, to ask the town administration to look into a matter,
perform a task, to execute a contract, or to fulfill some other desire of the Board. An ordinance is
a law or regulation. The Board adopts an ordinance to set traffic regulations, to establish zoning
or land use regulations, to set the tax rate, etc. Both ordinances and resolutions require the
presentation of the item on the agenda, a motion and a second to the motion and an affirmative
vote of three Board members.

(b) From time to time, a question is raised about the legality of a person making a
motion and then voting against his or her own motion. There is no prohibition in doing that. The
person may be opposed to an action and wants the motion on the floor so that person can register
the opposing vote.

(D) Minutes of meetings.

(1) The Town Clerk or the Town Clerks assistant will keep minutes of all meetings. The
Clerk will record the proceedings and the tapes will be kept in accordance with state retention
requirements unless there have been questions rose which indicate possible need to keep the tapes
longer.

(2) The minutes will record the presence of each elected official, each Town staff
member, and all guests who registered their attendance. The minutes will include all areas of
discussion and identify each speaker and the topic, as far as possible, the key point or points that
were made. The minutes will not be a verbatim recording of al discussions. The minutes will
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reflect all motions made, who made and who seconded the motions, although it is not necessary
to identify the person seconding a motion. The outcome of each motion, including the roll call
vote, if requested, will be included in the minutes. The minutes will include the key points of any
specific comments made by Board members for the record.

(3) Each agenda item will be identified in the minutes by sub-headings to facilitate
review by the Mayor and Board members. It is important that the minutes include the name and
address of any guests who address the Board as well as the specific subject or request presented.

(4) The minutes shall not include verbatim copies of statements or any extraneous
discussions; however any Board member who desires to have a verbatim statcment included as a
part of the minutes shall provide a typed copy of such verbatim statement to the Town Clerk prior
to the presentation of such statement. This statement will not be typed into the minutes, but will
be attached to the minutes and so noted.

(5) Copies of the minutes will be included in the agenda packets distributed to the Board
prior to the next regular meeting. Minutes may be amended should a Board member recognize an
incorrect statement and then may be approved by the Town Board without a motion unless a
member of the Board desires otherwise. After allowing time for review, the presiding officer may
state that the minutes are approved as amended or approved as distributed. Always keep in mind
that the minutes are a record of the council action, even though they may differ from a tape or
other recording of the meeting.

(E) Parliamentary procedure.

(1) In regular and special meetings, Robert's Rules of Order will be followed as far as
is feasible. Generally, the Town Attorney will be the Parliamentarian for Board meetings. Below
is a summary of motions that are commonly used.
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(2) Any Board member may call for the question on any issue, and upon seconding by
another Board member; the issue to call for the question shall immediately be put to vote. Passage
of the motion to address the previous question shall terminate debate on the motion, amendment
or item under discussion and action shall be taken on that item immediately, and the chair shall
move to the next item.

(3) The Board may agree to limit debate on any business before it. That agreement
should be formalized by a majority of the Board on a roll call vote prior to any deliberation on
that item.

(4) Any Board member may request a roll call vote at any time.
(F) Decorum and debate.

(1) ITISIMPERATIVE THAT THE PRESIDING OFFICER MAINTAIN ORDER AT
ALL TIMES. THE OFFICER MUST NOT PERMIT DEBATE OR COMMENTS FROM ANY
INDIVIDUAL WHO HAS NOT BEEN RECOGNIZED. INTERRUPTIONS MUST BE
SILENCED BY VOICE, USE OF THE GAVEL OR OTHER MEANS, AND, IN THE EVENT
OF ANY PERSON’S FAILURE TO HEED THE DIRECTIONS OF THE PRESIDING
OFFICER, THE OFFICER MAY HAVE THAT INDIVIDUAL REMOVED FROM THE
ROOM.

(2) When a measure is presented to the Board for consideration, the presiding officer
shall recognize the appropriate individual to present the case. When two or more Board members
wish to speak, the presiding officer shall name the Board member who is to speak first and may
direct that the other shall speak next. No Board member shall speak first and may direct that the
other shall speak next. No Board member shall interrupt another who is speaking except to make
a point of order or to make a point of personal privilege.

(3) No member of the public or Board member shall be permitted to indulge in
personalities, use language personally offensive, question motives of other members, charge
deliberate misrepresentation, or use language tending to hold another Board member or the public
up to contempt.

(4) Ifa Board member is speaking without being recognized or otherwise violating any
of the rules of the Board, the presiding officer shall, or any Board member may, call him or her to
order in which case he or she shall immediately be quiet unless permitted to explain. The Board
shall, if appealed to, decide the case without debate. If the decision is in favor of the member
called to order, he or she shall be at liberty to proceed, but not otherwise, and if the disruptions
continues, he or she shall be liable to censure or to such punishment as the Board deems proper
consistent with state statutes or Town ordinances if applicable.

(5) In accordance to Roberts Rules of Order, the majority of the Town Board may
override any decision of the presiding officer regarding the conduct and handling of the Board
meeting. In order for a decision of the presiding officer to be overruled, there must be a motion, a
second and a vote by the majority of Board overruling the decision of the presiding officer.

(@) Citizen participation at meetings.
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(1) All citizens attending any regular or special Board meetings will be asked to sign
the visitor’s register provided. The Town Clerk, as a matter of record, will add their names to the
minutes of said meeting. Persons wishing to speak to the Board, in addition to signing the visitors
register, must complete a “speakers card” and indicate the subject that they wish to address.
Ordinarily, one who wishes to address an agenda item will be invited to speak when the agenda
items comes up for discussion. One who wishes to address a subject not on the agenda will have
an opportunity to speak during the citizen comments agenda item. Citizen comments are limited
to three minutes. A citizen may be given the time of another citizen to speak if approved by the
presiding officer; however, citizen will be limited to a total of six minutes. The Mayor or Board
may make a motion to grant additional time for a citizen to continue speaking, A majority of the
Board members would be required to grant additional time.

(2) To maintain decorum, the Mayor, at all meetings, will ask the citizens present if they
wish to speak for or against any item on the agenda. If so, they will be given an opportunity to do
so at the proper time, when recognized by the chair. Citizen comments, when speaking on an
agenda item, are limited to three minutes. A citizen may be given the time of another citizen to
speak if approved by the presiding officer; however, citizen will be limited to six minutes. No
citizen may speak nor otherwise interrupt any meeting until recognized by the presiding officer.
Citizens will not be allowed to bring placards, banners or any type of sign into the Board chamber.

(3) If a citizen or organization wishes to make a presentation to the Town Board, the
time limit restrictions under divisions (G)(1) and (2) of this section will not apply if the citizen or
organization complies with this division. A citizen or organization that wishes to make a
presentation to the Board on any item, whether on the agenda or not, will receive 15 minutes if
the citizen or organization contacts the Town Clerk five business days prior to the scheduled Town
Board meeting in order for the presentation to be placed on the Board agenda. A citizen or
organization must inform the Town Clerk if any technological support will be required.

(4) Citizens who wish to bring up a matter not on the agenda at a regular meeting may
do so, but only under citizen comments agenda item. Citizens must be reminded that the Board is
prohibited from discussing or acting on any item that has not been posted on the agenda.

(5) Fire safety. Citizens are welcome and invited to attend Board meetings. However,
the number admitted shall be limited to the fire safety capacity of the Board Chamber.

(6} Prohibition. Any attendee to a Town Board meeting is prohibited from drinking
alcoholic beverages, smoking or chewing any tobacco products in the Town Hall. This prohibition
shall apply to all attendees and shall apply to all business hours of the Town Hall.

(Ord. 2012-01, passed 2-13-12)

VI.  Regular Council Meeting Agenda Format—

The agenda for regular and special meetings of the Town of Westcliffe shall be divided
into the following types of business:

a. Invocation and Pledges of Allegiance to the USA and Colorado flags. The Mayor,
prior to the meeting, shall designate a Board member to lead the Board and audience
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in the prayer and pledges.

b. Public Comments Period — A meeting that is “open to the public” under the Open
Meetings Act is one that the public is permitted to attend. The act does not entitle the
public to choose the items to be discussed or to speak about items on the agenda. A
governmental body may, however, give members of the public an opportunity to speak
at a public meeting [Id]. If it does so, it may set reasonable limits on the number,
frequency, and length of presentations before it, but it may not unfaicly disctiminate
among speakers for or against a particular point of view. The Open Meetings Act
permits a member of the public or a Board member to raise a subject that has not been
included in the notice for the meeting, but any discussion of the subject must be limited
to a proposal to place that subject on the agenda for a future meeting.

The Public Comment Period on the agenda is for citizens to raise a subject that has not
been included in the notice for the meeting. The remarks section is not to allow debate
on items on the agenda but to inform Board in regard to subjects not on the agenda. To
participate in the remarks from visitor’s citizens must fill out a form outlining the
subject they wish to address and turn forms in to Town Clerk prior to the first action
item on the agenda. The speaker will be allowed three (3) minutes and Board is
restricted from comments other than to direct the speaker to the proper person or
foreman or elaborate on current policy.

The Mayor shall prohibit disruptive comments from the public regarding staff or Board
members.

The registration form to speak under citizens to be heard will read: “You may speak
on any subject other than personnel matters or matters under litigation. A time limit of
three minutes per speaker is requested. No Board action or discussion may take place
on a matter until such matter has been placed on an Agenda and posted in accordance
with law.”

c. Presentations — The Mayor will recognize individuals, groups, firms, etc. for
meritorious service to the citizens of Westcliffe and short presentations, requiring no
Board action may be made to the Town Board regarding any issue of interest to the
citizens of Westcliffe.

d. Consent Agenda — A consent agenda contains routine items, which do not need
further discussion and may be approved with one motion and vote. An explanatory
note to the public shall precede the consent agenda portion of the printed agenda:

“The following items are of a routine or administrative nature. The Town Board has
been furnished with background and support material on each item, and/or it has been
discussed in a previous meeting. All items can be acted upon by one vote without
being discussed separately, unless requested by a Board member or a citizen, in
which event the item or items will immediately be withdrawn for individual
consideration in their normal sequence after the items not requiring separate
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discussion have been acted upon. The remaining items will be adopted by one motion
and vote of the Town Board:”

The Town Board and Town Administration agree in advance on the general type of
items that are to be included on the consent agenda. Routine business found on consent
agendas will include:

1. Minutes

2. Monthly Check Register

3. Monthly Financial Reports

4. Approval of revenue license applications and bonds

5. Other Items already seen or approved by the Town Board in past
meetings.

When the consent agenda is used, the Town Clerk is to ensure that such consent agenda
items are incorporated into the minutes of the Town Board Meeting.

e. Board and Commission Appointments — The Board will vote to appoint, re-
appoint, or remove Board and Commission members on:

1. Planning and Zoning Commission
2. Board of Adjustments and Appeals

The Mayor will nominate and the Board will vote to approve/disapprove each member.
Board Member

f. Public Hearings — Staff will provide introduction of request and any background
information that needs to be presented. The Mayor will open public hearing for those
in favor of the change or presenting request, declare that portion of the public hearing
closed. Mayor will open public hearing for those against the change or presenting
request, declare that portion of the public hearing closed. Mayor considers motion for
request.

g. Action Items - Any agenda item requiring a Board vote will be placed here. Some
items considered are:

Ordinances

Resolutions

Budgets and Amendments

Minute Orders

All other municipal actions requiring Board Approval except for Bids and
Contracts and Purchases

L e Ly 2 e

h. Purchases/Bids and Contracts — Any purchase bid, or municipal contract/contract
amendment will be done in accordance with state law and will require Board action.
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1, Discussion Items —any items of interest to the Citizens of Westcliffe that may require
future Board action is placed here so Board members can talk about the issue before
action is taken or ascertain if any future action is to be taken.

j- Executive Session — Executive session must be posted and only may be held
regarding specific items. Discussions may be in private, however action must be taken
after meeting is reopened to the public.

VII. ORDINANCES AND PUBLICATION OF ORDINANCES.

(A) The Town Board may adopt, publish, amend, or repeal an ordinance, rule, or police
regulation
that:

(1) 1s for the good government, peace, and order of the municipality or for the trade and
commerce of the municipality; and

(2) is necessary or proper for carrying out a power granted by law to the municipality
or to an office or department of the municipality.

(B) The Town Board may adopt an ordinance, act, law, or regulation, not inconsistent with
state law, that is necessary for the government, interest, welfare, or good order of the municipality
as a body politic.

(C) Upon the adoption of any ordinance that imposes a penalty, fine, or forfeiture, the Town
Clerk shall publish the ordinance, or a caption that summarizes the purpose of the ordinance and
the penalty for violating the ordinance in every issue of the official newspaper for two days; or
one issue of the newspaper if the official newspaper is a weekly paper.

(D} Anaffidavit by the printer or publisher of the official newspaper verifying the publication
shall be filed in the Office of the Town Clerk.

(E) An ordinance required to be published by law takes effect when the publication
requirement is satisfied unless the ordinance provides otherwise. An ordinance that is not required
by law to be published takes effect when adopted unless the ordinance provides otherwise.

VIII. BOARD MEMBER OR MAYOR, MOVING FROM TOWN; COMPLAINT
PROCEEDINGS.

Council Relations Poticy
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Council Elections

IX.
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XI.

COMPENSATION.

(A) The Mayor and Board or Trustees shall receive no compensation for their

(B)

positions.

Each town official shall be paid his/her actual expenses incurred, or reasonably
expected to be incurred, while engaging in activities for or on behalf of the town
and based on vouchers, receipts, statements or other evidence satisfactory to the
Town Clerk. The Town shall not reimburse food expenses unless dictated
otherwise by the Mayor or Town Manager.

Council Travel Policy

(A) The Town of Westcliffe will reimburse the Mayor and Town Board for reasonable

business travel expenses incurred while on assignments away from normal work
location. The Mayor must approve all business travel in advance. Board members
with approved travel are responsible for their own travel arrangements. Expenses
are expected to be limited to reasonable amounts. Expenses that generally will be
reimbursed are:

» Air or train fare for travel in coach or economy class or the lowest
available fare

»  Car rental fees, only for compact or mid-sized cars

= Fares for shuttle or airport bus service, or other public ground travel

»  Taxi fares, only when there is no less expensive alternative

=  Mileage costs for use of personal cars, only when less expensive
transportation is not available

Council Relations Policy
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(B)

©

(D)

€

)

@

(H)

*  Staying at moderately priced hotel/mote] establishments

*  Meals reimbursed with receipts. When approved

= Charges for telephone calls, fax, and similar charges required for
business purposes only

* Training events or similar events used to provide knowledge to
Trustees.

Board members who are involved in an accident while traveling on business must
promptly report the incident to the Town Manager or Town Clerk. Vehicles
owned, leased or rented by the Town of Westcliffe may not be used for personal
use without approval of the Mayor.

A family member or friend may accompany Board members on business travel,
when the presence of a companion will not interfere with successful completion
of business objectives. Generally, Board members are also permiited to combine
personal travel and business travel as long as time away from work is approved.
Additional expenses arising from such non-business travel are the responsibility
of the Board member. Costs incurred by personnel other than Board members will
not be reimbursed.

Travel advance may be paid when business travel expenses are expected to exceed
five hundred dollars ($500.00). When travel is completed, town officials shall
complete travel expense reports to the personnel clerk on the appropriate forms
within 15 days. Town officials should contact the Town Clerk for guidance and
assistance on procedures related to travel arrangements, expense reports,
reimbursement for specific expenses or any other travel arrangements.

When two or more Board members are traveling to the same location for the same
purpose, they should travel together whenever possible to avoid unnecessary travel
expense. When two or more Board members travel in a single automobile, only
one Board member will receive mileage reimbursement.

Expenses which are not permitted under the terms of grants, contracts, or
agreements with other agencies will not be charged as costs to those grants,
contracts or agreements,

In cases where a rental car is used, Board members do not need the optional
insurance coverage; the Town’s auto liability coverage (Colorado Municipal
Lcague Intergovernmental Risk Pool) will suffice. Board members personal auto
insurance will pay for damage to auto unless town official obtains (purchases) the
collision damage waiver.

Where use of a personal vehicle is judged to be the most reasonable means of
transportation in the conduct of official town business, reimbursement will be at
the current 75% of the cost of trave].
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(D Town Board members are expected to report the shortest distance between points
of departure and destinations for all travel. All reimbursements must be approved
by the Town Manager or Town Clerk and be within budgeted appropriations.

(J) Town Officials who travel in a city-owned vehicle may be reimbursed for the
actual cost of fuel, oil or other expenses related to the safe operation of the vehicle
(with actual receipts).

(K) Conference registration checks will be made out only to the organization
sponsoring the conference.

XII.  Council keys to the Balcones Heights Justice Center

A Town Board member may request a key to Patterson Hall. The following rules will apply:

1. Pursuant to the desire of the Town Board, Board member shall be provided a key
to Patterson Hall, located at 1000 Main Street, Westcliffe, CO. Tt will be the
responsibility of the Board member to safeguard the key to the Town Hall and shali not
allow the transfer or otherwise assign the key to any other person. Any attempt to
transfer or otherwise assign the key, even for a one-time use, the Board member will
be required to immediately return said key to the Town. Also, once the Board member
is no longer an elected official, he must immediately surrender the key

2. If said key is lost, misplaced or no longer in the control of the Board member,
he/she must immediately notify the Town. Such notification must take place within
twenty-four (24) hours of losing, losing control or misplacing of said key. Any cost
the Town incurs in changing locks, or re-keying the Town Hall as a result of the Board
member losing, losing control or misplacing of said key, will be the responsibility of
the Board member.

3. If said key is lost or misplaced by another Town employee, and a new key is
reissued, the Town will provide another key to the Bord member at no cost.

4. Board member further agrees that his/her use of the Town Hall will be to provide
services and guidance to the Town of Westcliffe. Board member agrees that facilities
shall not be used, either directly or indirectly, for any personal business venture, nor
political activity including, but not limited to, an activity to further the election or defeat
of any candidate for public office.

XIIl. Board Access to Town Computers

With the exception to a Town-issued smart phone and/or tablet, no Town Board
member shall access a Town computer or the Town computer system without
express approval of the Town Manager.
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X1V. Board E-Mail
Each Westcliffe Board member shall be assigned a Town e-mail address. Access for Town
e-mail shall be in the Town Clerk’s office or by a Town-issued or personally-provided

device.

XV. _Board -issued Equipment

(A) Any equipment issued to the Mayor or Board member shall be returned
immediately to the Town Clerk upon vacating that position.

(B) Any equipment issued to the Mayor or Board member shall be used for official
use only. Any violation of this policy will result in denial of privilege to use Town
equipment.

XVI. Media Relations Policy
Refer to Appendix A
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Effective Management- In Response to the Review

Timeline of Key Events

o The Town of westcliffe originally had an administrator {manager) in 1986 {Res #2) with an
organizational structure.

o In 2001 the Town then hired and created the position of a manager (administrator) in 1999 (Res
#1).

o Thenin 2006 {Res #9) the Town of Westcliffe repealed the position of administrator (manager).

o By 2010, the Town rehired a manager (unable to find resolution).

1) The town has never adopted Administrative positions by ordinance
From this point on (post '06/pre '10) the Town has always had a manager {administrator) but has

never adopted it into the Municipal Code book, but has passed it through Resolution, following and
abiding by CRS Section 31-4-304, but falling short of said statute, “The board of trustees shall appoint a
clerk, treasurer, and town atterney, or shall provide by ordinance for the election of such officers, and
may appoint such other officers, including a town administrator, as it deems necessary for the good
government of the corporation, and it shali prescribe by ordinance their duties when the same are not
defined by law and the compensation or fees they are entitled to receive for their services”. By not
adopting by ordinance, we have failed to adequateiy define the roles, responsibilities, and
organizational structure of our administrative staff.

We need to adopt positions by ordinance.

We need to adopt an organizational structure.

2) The 2020 change in the job description was temporary

In 2020 the board, after the previous manager resigned, had an agenda item to amend the town
clerk’s job description. From what | gathered, the goal of this was to transfer some administrative duties
over to the clerk while the town searched for a new manager in the interim period. Yet, 1 was unable to
find any resolution that affirmed these new responsibilities indefinitely, only a board meeting, which has
been the towns way of doing things since 1986. Without having the proper replacement in place at the
time the board sat down to review the job descriptions, we have created uncertainty regarding roles and
responsibilities as Erin assumes the head clerk position.

The town has always had the manager position separate from the clerk’s position. (information
hased on the town's procedures from the past)

No other statutory government has two managers {information provided by Kevin B. — CML, not
a direct quote)

3) Roles and responsibilities, Job Descriptions, and a well-defined
Organizational Structure




Why is this important? As a statutory town, we must follow state statute in order to be in
compliance with the law and provide clear roles and responsibilities reflecting such. Every organization,
whether government, military, corporate, etc. follows an organizational structure [ike the Town had
adopted in 1986. The DOLA local government handbook describes the manager (administrator} as
someone who, “oversees staff and the daily operations of the Town” and the Board as “the legislative
and corporate authority”.

CML under Governance 101, describes the Town Manager/administrator as, “Tha city council or
board of trustees sets policy and adopts an annual budget for the municipality, while the city manager
or town administrator is responsible for the day-to-day activities of municipal government, such as
hiring staff and carrying out policy directives. |n this system, municipal government is run more like a
business with the manager in the role of chief executive officer.”

Under chapter ane of the CIRSA Ethics Liability & Best Practices Handbook for Elected Officials,
CIRSA defines the roles amongst local governments as, “As in other levels of government, municipal
powers and responsibilities are typically allocated among the governing body, judge, staff, and possibly
others, according to charter or statutory requirements. Thus, for instance, the governing body is
responsible for all legislation, the municipal judge is responsible for determining ordinance violations,
and the manager/administrator and staff are responsible for administrative matters.”

Furthermore, it also states, “To the extent the charter or statutory provisions set forth a clear
allocation of responsibilities, respecting that allocation is part of an elected official’s oath. Inappropriate
involvement in administrative matters, then, could be a violation of your oath.”

When the Board acts as the manager in administrative matters, the board members risk violating
their oath. {information provided above)

in addition, the Town is opens itself up to potential liability. {information provided above)

4) Why a Well-defined Organizational Structure [Chain of Command] is

important
CIRSA Ethics Liability & Best Practices Handbook for Elected Officials, states the following, “From a hest
practices standpoint, inappropriate involvement in personnel matters can effectively destroy the chain
of command. While most municipal offices are not operated according to a military-style chain of
command, some version of a chain of command is critical for effective functioning no matter how large,
small, formal, or informal your operations are. Once you allow inappropriate involvement fo occur, you
have effectively disempowered managers and supervisors throughout the organization, and sent the
message that employees are free to disregard the chain of command. Personnel matters are also a high-
risk liability area. The more you're personally involved, the more likely it is that your name may
someday appear on the wrong end of a lawsuit or come up in an executive session where your fellow
members are assessing the risks your conduct has created. So, you can see that honaring the allocation
of responsibilities by staying out of most personnel matters is a means of avoiding or reducing liability.”

The Town is currently breaking chain of command, however ill defined. (information provided above)

5} Conclusion




Currently, we have two staff members that report to the board. We should be operating as a
manager/board form of government, as the original intent to change the clerk’s job description in 2020
was temporary, having a single point of contact to the board (manager).

The board needs to decide on whether to have a true administrator/board form of government.
If the board does, then | can help the town get to that point. If the board does not want this, then they
should adopt a strong mayor government. The town has historically had a single manager position and
never two managers.

The Town is asking me to agree to go against the intent of state statute by adopting the two-
manager position. | cannot ethically agree to that. The State Statutes clearly state a difference between
the two positions. The DOLA local government handbook and the other handbooks clearly state the role
of the administrator {manager) position.

The title of the Town Manager implies that the Town has a manager (administrator)/Board
government. If that is the case then the town should be following state statute and adopt a system, by
ordinance, that reflects CMLU’s, DOLA’s, and CIRSA’s definition of such offices, and other examples of
other towns similar ordinances, laying out clear roles and responsibilities for the manager/ clerk
positions.

By creating a two-manager system we have created a system that lacks of transparency, operates
with unclear roles, and which promotes discord in the day to day operations of our local government.
We, as a team and for the betterment of the community, should adopt a one manager system. As CIRSA
states, “So, you can see that honoring the allocation of responsibilities by staying out of most
personnel matters is a means of avoiding or reducing liability.”

If we as a town and one body, can work together to clearly define roles and responsibilities and
trust our manager o provide for the efficient administration of our town, we will start to head in the
right direction of being a smoother operating and statutory government.

Section 31-4-211

The city manager is responsible to the city council for the proper administration of all affairs of the city
placed in his charge and, to that end and except as otherwise provided in this part 2, he shall have the
power to appoint and remave all officers and employees in the administrative service of the city except
the city attorney and the municipal judge.

Section 31-4-304

The board of trustees shall appoint a clerk, treasurer, and town attorney, or shall provide by ordinance
for the election of such officers, and may appoint such other officers, including a town administrator, as
it deems necessary for the good government of the corporation, and it shall prescribe by ordinance their
duties when the same are not defined by law and the compensation or fees they are entitled to receive
for their services. The board of trustees may require officers to take an oath or affirmation in accordance



with section 24-12-101. The election of officers shall be at the regular election, and no appointment of
any officer shall continue beyond thirty days after compliance with section 31-4-401 by the members of
the succeeding board of trustees.



Example Contract

The following is an example of another Municipality. Contract specifics are not
westcliffe specific (amounts, provisions etc.)

EMPLOYMENT AGREEMENT

THIS EMPLOYMENT AGREEMENT ("Agreement"), made and entered into as of
the day of . YEAR, by and between THE
TOWN OF WESTCLIFFE, State of Colorado, a municipal corporation, (hereinafter
referred to as the "Town"), and MANAGER NAME, (hereinafter referred to as the
"Manager"), both of whom understand as follows:

WHEREAS, the Town desires to employ the services of MANAGER NAME as
Town Manager of the Town of Westcliffe, Colorado; and,

WHEREAS, it is the desire of the Board to provide certain benefits, establish
certain conditions of employment, and to set working conditions of said Manager; and,

WHEREAS, it is the desire of the Board to:

1. Secure and retain the services of the Manager;

2. Provide inducement for her to remain in such employment;

3. Assure the Manager's morale and peace of mind with respect to future
security;

4. To provide a just means for terminating the Manager's services at such time

as she may be unable to fully discharge her duties or upon disability or when the Town
may desire to otherwise terminate her employ; and,

WHEREAS, MANAGER NAME desires to accept employment as the Town
Manager of said Town.

NOW, THEREFORE, in consideration of the mutual covenants herein contained,
the parties hereto agree as follows:

SECTION |
DUTIES

The Town agrees to employ MANAGER NAME as Town Manager of Westcliffe,
Colorado, beginning immediately upon the execution, by both parties, of this Agreement
to perform the functions and duties specified in the Code of Ordinances of the Town and
to perform such other legally permissible and proper duties and functions as the Board
shalf from time to time assign. The duties of the Town Manager shall be further defined
by the job description adopted by the Board of Trustees as amended from time to time.

SECTION ||
TERM

A. The term of this Agreement shall be indefinite and the Manager shall be an
"at will" employee. This Agreement is subject to annual appropriation by the Town. In the

event the Town Board fails to annually appropriate money necessary to meet the
Employment Agreement




compensation requirement set forth in this Agreement, the Agreement shall be considered
as a termination when the Manager is willing and able to perform the duties of Town
Manager as provided in Section S(a).

Contract amounts do not have to be exact, especially since we have budget constraints. You
can offset the “hard cost” by intreducing “soft costs” such as:

- Putting the truck in the contract as a benefit

- Giving the manager a cell phone fo be used for town business

- Increasing the base amount of pay ($65k-$75k)

- Honoring roles and allowing the manager to separate the building and zoning position
- Reimbursing the manager a monthly gym fee.

This may sound crazy, but this are taken from other communities. In order to keep and retain

a manager you would also sing a 3 year contract with them, to ensure that turnover is
reduced.
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B. Nothing in this Agreement shall prevent, limit, or otherwise interfere with the
rights of the Board to terminate the services of the Manager at any time, subject only to
the provisions set forth in Section 5 of this Agreement.

C. Nothing in this Agreement shall prevent, limit, or otherwise interfere with the
right of the Manager to resign at any time from her position with the Town, subject only to
the provisions set forth in Section 5 of this Agreement.

D. Manager agrees to remain in the exclusive employ of the Town and neither
to accept, nor to become employed by any other employer until termination or resignation
of the Manager, pursuant to Section 5. The term "employed” shall not be construed to
include occasional teaching, volleyball officiating, writing, or consulting performed on the
Manager's time off.

SECTION Ul
SALARY

A The initial base salary to be paid to the Manager for her services as Town
Manager shall be One Hundred Thousand Dollars and no/100 ($100,000.00) per year
beginning upon the commencement of this Agreement, which shall be paid in equal
installments as other employees are paid. Provided the Manager receives a satisfactory
job performance evaluation, by the new Board as composed after the April 2020 election,
under their objectives and criteria, at a six-month evaluation to be performed on
November 3, 2020 then, the salary shall be reviewed by the Board and the Board shall
consider a salary increase up to One Hundred and Four Thousand Dollars and no/100
($104,000.00).

B. In addition to such base salary, the Manager shall receive health insurance,
life insurance, holidays and other benefits as provided to other employees and shall
receive vacation, sick leave and other retirement benefits as provided herein.

C. The Town recognizes that certain expenses of a non-personal but job-
related nature are incurred by the Manager and agrees to reimburse or pay said general
expenses. The Finance Director is authorized to disburse such monies upon receipt of
duly executed expense or petty cash vouchers, receipts, statements or personal affidavits.

D. The Town shall provide the Manager with a computer, software, fax/modem
and smart phone required for the Manager to perform the job and to maintain
communications.

SECTION IV
RETIREMENT BENEFITS

The parties agree that the Manager will participate in PERA on the same basis
as all other Town employees.
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SECTION V
TERMINATION AND SEVERANCE PAY

A. In the event the majority of the full seven-member governing body votes to
terminate the Manager (meaning four or more Board members voted to terminate) at a
duly authorized public meeting when the Manager is willing and able to perform the duties
of the Town Manager or when the Manager is disabled under the provisions of Paragraph
10, then in that event, the Town agrees to pay Manager severance payment equal to three
(3) month's compensation and benefits, figured at the rate of compensation of the date of
termination; paid in a lump sum or in a continuation of salary and benefits on the existing
biweekly basis, at the Manager's option.

B. In the event Manager is terminated as a result of an illegal act related to the
performance of the job duties, then in that event, the Town shall have no obligation to pay
the aggregate severance sum designated in this paragraph.

C. In the event the Manager is terminated by the Town during the four (4)
months immediately following the seating and swearing-in of one or more new governing
body members, when the Manager is willing and able to perform the duties, the Town
agrees to pay Manager severance payment equal to six (6) month's compensation and
benefits, figured at the rate of compensation of the date of termination and contributing
the unvested PERA Town portion to the Manager's 401K; paid in a lump sum or in a
continuation of salary and benefits on the existing biweekly basis, at the Manager's option.

D. In the event the Manager voluntarily resigns her position with the Town, then
the Manager shall give the Town thirty (30) days written notice in advance, or such lesser
amount of advance notice as may be otherwise mutually agreed to. The Manager shall not
be entitled to, nor shall she receive, severance pay in the event of voluntary resignation.

E. In addition to any and all forms of compensation mentioned in this Section,
at the time of termination or of resignation, the Manager is entitled to receive and shall
receive:

1. Pay for allaccrued time in the current pay period; and,
2. Pay for all accrued paid time off, as set forth herein.

F. If the Town reduces the base salary, compensation or any other financial
benefit of the Manager, unless it is applied in no greater percentage than the average
reduction of all department heads, such action shall constitute a breach of this Agreement
and will be regarded as a termination when the Manger is willing and able to perform the
duties of Town Manager. In such an event, the Manager shall be entitled to receive the
severance pay stated in this Section.

G. If the Manager resigns following an offer to accept resignation, whether
formal or informal, by the Town as decided by a majority of the full seven-member
governing body that the Manager resign, then the Manager may declare a termination as
of the date of the suggestion. In such an event, the Manager shall be entitled to receive
the severance pay stated in this Section.
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SECTION VI
HOURS OF WORK

It is recognized that the Manager must devote a great deal of her time outside
normal office hours to the business of the Town. To that end, the Manager may take
reasonable time off during said normal business hours as the work schedule allows fo off-
set time worked outside normal hours. The Manager shall be an exempt employee and is
not subject to overtime or compensatory time under the Fair Labor Standards Act.

SECTION VII
PROFESSIONAL DEVELOPMENT

The Town agrees to budget for the travel expenses, subsistence expenses and
fees or dues incurred by the Manager for professional and official travel, meetings,
seminars and occasions adequate to continue the professional development of the
Manager and fo adequately pursue necessary cfficial function for the Town, which the
parties agree, shall include the annual CML and ICMA conference.,

SECTION Vil
VACATION

The Manager shall accrue and have credited to her personal annual vacation at
the rate accordance with the Town's personnel policy manual.

SECTION IX
PERFORMANCE EVALUATION

The Board shall conduct a performance evaluation with the Manager in November
2020. From that point forward the Board shall conduct a performance evaluation at least
annually in November. The evaluation shall be on the basis of mutually agreed
performance indicators and standards that reflect the specific job duties of the position.
The purpose of the evaluation shall be:

A. To determine goals for the next twelve (12) months;

B. To review the performance of the Manager based on the previously agreed
job indicators;

C. To use a basis for determining the compensation of the Manager for the
succeeding year; and,

D. The Board (as composed after the April 2020 election) agrees to provide the
Manager with specific criteria for performance review within the first three (3s) months
of employment.
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SECTION X
DISABILITY

If the manager is permanently disabled or is otherwise unable to perform her duties
because of sickness, accident, injury, mental incapacity or health for a period of four (4)
successive weeks beyond any accrued vacation and sick leave, the Town shall have the
option fo terminate this Agreement, subject to the severance pay requirements of Section
5.

SECTION XI
SICK LEAVE

The Manager shall accrue sick leave at the rate in accordance with the Town's
personnel policy manual.

SECTION XIi
AUTOMOBILE

The parties agree that the Manager must have access to an automobile for the
Town business at all times. The Town shall pay the Manager an automobile allowance of
Three Hundred Twenty-Five Dollars and no/100 ($325.00) per month for providing that
automobile. The Manager shall be responsible for the purchase and for all maintenance,
insurance, taxes, registration, fuel and other upkeep of the automobile. The Manager shall
assure that the Town is appropriately named as an additional insured in any insurance
policy in accordance with the policies of the Colorado Intergovernmental Risk Sharing
Agency (CIRSA). In the event automobile travel is required outside of Custer County, then
the Manager shall be additionally reimbursed for that travel at the prevailing rate then
approved by the Internal Revenue Service.

SECTION Xiil
INDEMNIFICATION AND INSURANCE COVERAGE

The Town will provide indemnification of the Manager against claims arising from
her duties as Town Manager in accordance with State Law. The Town is insured by
Colorado Intergovernmental Sharing Agency (CIRSA), and the Town shall maintain that
coverage or similar coverage which will provide for the payment of the costs and defenses
and which provide for payment of any judgment, compromise or settlement arising from
any suit or claim brough against the Manager as a consequence of her employment either
in her official capacity or as an individual, under the current terms of the Town's policy,
which excludes coverage for claims for punitive damages or claims arising from criminal
acts.
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SECTION XV
RESIDENCE IN PROXIMITY TO THE TOWN

The Manager is a key employee of the Town whose duties require that she be close
to the Town. Therefore, the Manager after three (3) months of employment is required to
reside within ten miles of the boundary of the Town, unless otherwise agreed by the
Board of Trustees. The parties agree that this requirement is necessary to assure
reasonable response time in the event an urgent or immediate response is required on
behalf of the [own.

SECTION XV
RELOCATION EXPENSES

The Town shall pay the Manager, at the time she commences work for the Town, a
total of $1,000.00 for relocation expenses.

SECTION XVI GENERAL
PROVISIONS

A. The text herein shall constitute the entire Agreement between the parties.
Any amendment to this Agreement must be in writing and signed by the parties in order
to be effective.

B. This Agreement shall become effective commencing on the date first above
written.

C. If any provision, or any portion thereof, contained in this Agreement is held
to be unconstitutional, invalid or unenforceable, the remainder of this Agreement shall
be deemed severable, shall not be affected, and shall remain in full force and effect.

TOWN OF Westcliffe MANAGER

Mayor
Altest

By:
Town Clerk

Employment Agreement




2ouewIan0d an1329442 1oy sainpadsold pue saiijod 21e2.0 0} sjualljiedap a1e)s pue [BIO] JUBIBHIP LIM HIOM O
Alyuow-ig pue yisodap 10211p Aq JuswAed ayew o) shkem aojdx3 q
sassanoud uodn paaide yim sainpasold Sunelado pue spiepuels Juawedap ajeal) e
$34NA3204Ud ANV S312110d TYNYILNI IZINYOHO $3AILIIMEO0 7€
Joyoadsul j0afoud pue jeiyjo Suiuoz pue Buipjing Mau e aliH ‘p
UMOY U3} 10} aneIuasaldal YH aw 1ed e aay o
spaau Alpeded ssaupe pue AJUS1D1)§2 3UNsUs 03 34N3aNJ)s [euoieziuiBio pue suolysod 23en|eAd 'q
uoddns aaessiuWpE pue ‘spiemal ‘saijiuniioddo Juawdojanap [euoissajold Yiim uoiualal jjels Joddns e

ALIDY AV 44V1S NO IAOHdWI :3ALLDIMEO T'E

ADIAY3S ALINYND NI ADNITTEIX3 F1V09 e#

sanuoud AjunwiLiod ay)y 519324 pue Asonied st ssadoud Bunadpng ayl 1ey) aunsuj 'q
232 ‘Buiseyound ‘sansasal ‘sye8pnq uo saioijod ajeal) e
ADNIHYISNYHL TVIONVNIL :3AILDAME0 £°2
192ys BunJodal ajejdwa) e Buneatn Aq pieoq ay3 03 Jodad AjYjuow uo JIopn p
27 Ul saAnaalqo ay) sayjiqisucdsad ‘sajnd sy ‘saueuipio Aq ydopy o
sucdsal pue sajod SpIeOq 2y} 221ue8i0a1 0) pJeog B4 YIM HIOM ‘g
joogpuey Adijod ojul uoiinjosal Ag 1dope pue SUCIEPUALIOII3 Y100 PUB ‘¥SY|D “TIAID PUB 21N1BIS 21B1S LM 2UI| Ul 21n30NU3s [euoileziuedio ue ajeal) ‘e
FUNLINYLS TYNOILYZINYOHO S,NMOL IHL NIHLNOIYLS s3AILIAME0 22
112e pue ‘sweidoud ‘sy0aloid |B20| Ul 133IUN|OA 0} SUSZIND J0) SABM puedxa 0] SAeM SAIIRAOUUI UC J5FRUBLY SUOITEDIUNLUILLGD BY] YIIM HIOM g
s12afoud 21qnd Joj Asuasedsuel) s1ea.0 pue dljgnd ay3 a8e8ua 0] SABM 3AITBACUUI UO J3SEUBLU SUOIEDIUNWLIOD AU YIM YIOAN &

AINJIWIOVINI NIZILID :3AILDIE0 T'T

Jaquiaul pieoq yoea Joj sajol

“Jeah 3x2u 1oy sjeod 135 pue Aed Inage 1sBeuety sy Wioju) pue
SSINSIP ||IM PJOEQ 3UY3 Uay) ‘pJeog ayz 0] asuodsal ul aney Aew ay
$JUBWWOD 3pnjou

M Ja8euew 2y) “UOISN|UOD SpIEOq 3Y) Inoge
323 03 Ul JaBeuew ay} AUl USYY |[1M ABY3 ‘SIY3 SSnasip

03 @1eald Ul s1aaw dal YH 3yl pue pieoq sy} Jayy "isi| siy)
wouy paysidwodde uaaq sey 12ym uo odad e asedaid ||im
Buiyesw siy3 03 Joud Jadeuew au| "ssaidold JaBeuewl M3IASI

IINVNYIAOD INIIDIF43 ANV INFHVASNVYEL -TV0D Z#
J1ed JIWISH 1B WOOILIe] E ||BISUI OF SAEM 3a11BAOUUI PUI4 "D
“jded [ellowal ul Juawdinba |eaisnw ||eIsul 01 s10jueld ayl Yiim jiom ‘panosdde 2ouQ q
X2|dwiod yiediuwiaH/ [eliowalA Uidsap 01 a211Wwod syied ayy yum JIop e
$30VdS NIdO ONV SHYVd ‘NOILLIV tv'T
192435 UIBW UO 53343 [|BISU| D
122435 UIBW UO 53x0q J2jueld awWos |[e1su] 'q
anpay2s Jujnue|d mau e 3)eald 01 gn|3 uapJes ayl Yum JIop e
192.15 uley Ajaneag :NOILIV €T
*GTOT 10§ d4Y pue Buniaauidus uo ylom ‘panoidde s1jueld 4|SH a2uQ g
"AHPISIM JO UMOL 33 Ul [eRS dIyD [|RIsu| 'q
S70T 40 pua ayl Aq pala|dwaod uoiie||eIsul 31a1oU0D pue ‘44y ‘BuuaauiBua 138 ‘panoidde s jueld sy aoup ‘e
FUNLINYLSYHANI H1YMIAIS ANY L3FHLS INOLLIV Z°T
JuawWsassy spasn BuisnoH palepdn ue 138 01 S311IUB YIIM HIOM PRPIEME §| D
*3DURISISSE [BDIUYD3 ] BY) 213|dW0D 01 Y4HD YIIM 3IOM °q
5707 404 d4Y pue SuliaauiBus uo jiom ‘pascidde sijueld mopn Suisnoy alop 2auQ e
HNISNOH F18VAY044Y :NOILIV T'T

03 323png AleaA ayy Buiuued oy Joud 193w |im pieog m;._._

344112153M 40 SNIZILID FHL HOd 341140 ALNYNO 3HL ISVHINI “TVO0D T#




*$3500 3n2 03.323faud Ajunwiwod e 10y 13Y39 501 J10M SURZIID PUB UMO| '39SI3A0 03 [S 10} d4Y "Jaquiadaq ul Sujuueld

}4ed JWISH 1B WOOIYIeq € [|eIsul 0} SAeM JAIIBACUUL PUI

*Buiids 21e|/piu Ui |easuj Jaquwiadag ul Ang

“jied [BIIOWSA Ul Juawdinba [edisnw
|leasul 03 S103UeIS YL yUM yi0m ‘paacidde aouQ ‘g

(10e11u00 Jad) yued 2y JeauiBua/udisep 0] saidy

xa|dwod yiednwiay/
[eLOWIN UIFSap 01 3aRIWwW 03 syied Yl YUm IoM ‘e

§30VdS N3dO ANV SH¥Vd :NOILLDV #'T

1sn8ny Ul ||eIsu| ‘aunf ul m.u_x 1udy ut Ang

122415 UlEW U0 S99 ||Bejsu| 2

Ainp ut ieasu| ‘|1udy Ajaea ut Ang

122135 UIBLU UO SaX0q J3jue|d awos ||ejsu) ‘g

SPAEPUE]S 1§ UIEIA 918240 0] 151] 25 “13qUW239P U} YjEL

?|npayos
Sunpuejd mau e 218312 01 (N|I UBPJES BYI YUM HIOM B

W LN e S P e TR o

13341S NIVIN AJILNY3E :NOILDY €'T

9707 Ul UORINIISU0D 'GZOT 4O |1 @3 el 03 Suueauidul ‘Aew ul | Q@D woly samsuy “Aseingad ul Ajddy

'§¢0¢ 10} ddy pue
BuueauiBua uo jyiom ‘panoidde s|jueld diSH aduQ 2

salep alewixoiddy

DJ1|23SAM JO UMOL 3L Ul (23S diy) [|Bsu| 'q

Jawiwins a1e| usia|dwo) ‘Bulids a1e| Ul uonINASUO) SyIuow /¢ undauidug ‘Apes Alddy

5707 $0 pua 2y} Aq paia|dwod uolje| elsul 81342002
pue ‘d4y ‘GuussuiBua 193 ‘pancidde si Juead Y 20uQ e

“AInf u 239]dwod 03 B1EPIPUED “SYIUOLU 7 UNJ 0} d4Y 390 Ul Y1OQ WO Jamsuy 330 Ul 44y

FUNLONYLSVHINI XTVM3IAIS ANV 133U1S :NOILDVY T'T
JUIWSISSY spaan Juisnoy
pajepdn ue 123 03 SIYIUD YIIM 3I0M PIpIBME §| D

‘ludy 21042q 1sn[ paisjdwod ag pinoys 1

“33UR)SISSE [RIIUYIS] 243 232(dW0D 03 Y4HD YHM 30 'q

“18q030Q Ul 350]2 puE 3sndny Ul pIseajal aq ued d4¥ Y1 ‘syjuow ¢ 03 dn ayey ued Juuaauug “judy uj pudsal [im v10a

‘G707 104 d4Y pue Fuaaujdua uo yJom
‘panoidde si Juesd mop BuiSnoH alol aduQ ‘e

ONISNOH 319V aY¥044V :NOLLDV T'T

120 ony NNl HdV 434 J3a
S20¢

¥z0T

4411D153M 40 SNIZILID IHL HOd 3417 40 ALINYNO FHL 3SYHINI -1V0D TH#

ssaiFoud Ajuead uo pieoq ayy 03 Lodas Jadeuew umo|




JRM A3 1BYM [OB NSV

.....“m_.__.ume ‘108 W awajdw ‘spealy Juaunedap Jagio yim ajeal)

auopii1s9

.u.w.mu_EEnu qNS/1PLIRON JRIBYIP UC SISQAB | OF JUAID3)IQ “SIINLEIS 31BIS O} JURAD[SI ABIS

[e83] 20U *331IILLLIOD GNS B pue SAOUSYIOM ‘JaBeu B 31 YUM ¥I0pm

wooyieq Suip|ing 21043q tuawaldw) pue uejd
79a4E OJU) Ji1g "Pleod WU} "RULIGE] YIM Wsgsulely

20y NAr Hd¥ g3 234 AON

sajord
Ajuntiiuioa ayy s398)3) pue Aroyosed s ssavord Buyedpng agy jeyy ainsuy *q

219 "Buiseyaind ‘saniasal 's}edpng ua sayjod ajeal) ‘e

AJNIUVASNYEL TYIONYNE 3ALD3M80 £7

193ys duijioda. 210 cwa) B Suiieald Ag precq ayl 01 120034 AjYIUoLW uo JIoas P

T'T Ut $aA10al00 ay sa|IgIsucdsat 'sa)nl 3yl ‘oUBULPIC Aq 1dopy 2

“531)1q15U0ds3. PUE 5301 sPJR0q AYL SZIUETI03] 03 PIE0g FUI YiIM HI0A 'O

yooqpuey Asijod oxul uoin|osal Aq jdope pue sUCI)EPUBLLCIDE: YI0(0 PUB

"YSHID TN PUE DINIELS S1RIS LM AU UL 2150108 [RUCIIEZILREIO UR D1BAI] B
’ : o " WNLIMELS TYNOILYZINYOHO
S:NMOL IHL NIHINDIU1S -IAILDI[0 T°T

sallAlle pue “suresdoad ‘5322/04d [220) U JRIUNIOA O] SURZNID 10) SABM
PUBAXD 0] SABM AIBACUUL U0 JAFRUEW SUCHEMUNWILLICD U YIM HICAN °G

s12afoad 21jqnd 1o} Aduasedsuel) ajeald pue J|qnd ay) 2dedus 0]
SARA SALIEAOULI UO JaTeULLL SUOIENUNLLLUGD AL LM YoM 'e

ANIWADYONT NIZLLEY IAEDAME0 T2

SE0T LEA

TONVNYIAOD INI D133 ONY INJHVASNVHL (V0D 28




120

pawuojul Jayjoyoes dasay 23 JaY19801 JupIOM UD SBIUIUB 3)BIS JBYI0 PUB ‘HIID JBAJIS ‘SIBUOISSILILLOY ‘JHMDID UM 10
*232 ‘uoiiejulWsIdwul ‘$1509 UO JBINSEIIL/HIB]D UM YIOM

‘s198euew -ay3o sy “Juawa|duwi 03 1OF PUR ‘I2AME| ‘Speay JuaLLIedap YIIM HI0M

JuswaBeuew juaidiy] ‘Aeme 148l 01 199

weaj} e se JI0M ‘pasufiuem Asy) 1eym s10s1AIRdNs ysy

9Ny NP ddv 834 2J3a AON

2JUeUIA0E BAI1DRYR 10} Saunpado.d pue
od 918219 0 sjuawIedap 21e1S pue [BI0] JUSIBHIP YHM HIOM D

Ajyiuow-1q pue ysodap 12211p Aq JuawAed axyew o) shem aiojdx3 q

sassao0ud uodn paaude yum
sa.npa20id Suijelado pue spiepuels Juawiedap aleal) e

S3¥NA3D0Ud ANY $312110d TYNHILNI IZINYOHO *3AILI3180 T'E

J10393dsut 199foud pue |eidyjo Buluoz pue Suiping Mau e 3alH 'p

UMO} 3y} 10§ aallejuasaidal yH awn yed e adiy o

spaau Ajoeded ssalpe
pue AJuaidiya ainsua o1 8Jn1onals [euoneziuigio pue suonisod ajenjeay 'q

1oddns aaessiulupe pue ‘spiemal
‘saniunyioddo uawdo|zasp jeuoissajoid yum uoijualal jels poddng e

ALIDVdVYD 44V1S NO 3AOUdNI -3AILD3M90 T'E

ST0Z 20¢

JONVNH3IAOD IN3IDI443 ANV LNIHVASNYHL 1TV0D Z#




SO NBULLA@SBINSY + SZLP-PYI-COE '} - 6FZE-FFI-E0E 'd » 20108 O ‘nauuag - Aepy 9BBan £07 - auuag Jo umo]

"WiIo} swes

SIUL Yaim 'spesy Jusuiziedsp ayy maiaal uay) [m Jabeury Umo) ay3 ‘speay uswpedap sieyi Aq paren|eas aie seakojdwg a3uQ °g
'SUOREeN|eAd

seakojdwy ay1 ‘ypdep Ul ssnosip pue speay juswpedsp syl yum suoneddde 353U} MaIAa1 usyl |Im uabeuepy umol 3yl v

“jabeuBA UMOL 3y} 0 WY} PJemIo} PUE SWLIO) LIoieN(eAd dy3 919|dWwiod 0] payse aq |jim siosiusdng ¢
‘uoljen|ens-41as s,saAc|dwz syt yum Huoje safojdwiz ay) Jo sdUBLLIOMEd pUE S3IIAISS BU] JO JUBISSBSSE L] UO 818|dWo 0} wioy

uonen|eAs ue usAlb a9 |im Josiaiadns syt Uebeuely umoy 4o Josiaiadng syl Aq paieniul pue ‘siseq [enuue ue Jownwiuiw ey 7
Hosiniadng ay3 Aq 1es seanRda(go sduewopad By} JO SNJEIS BU) UO SANBLIEU B SE ||am se ‘ieak Joud ay1 J1aAo aduewioped

JO JusWssasse-4@s e Bulpiroid ‘wiioy uonen|eAs By) Jo UoMUOd uonenjeAy ssAojdwy ay) e1e(dwod |m Josiaadng eyl |

'sdays Buimol|o sy3 apnpul (iim ssaoad uonenieas auy ‘|essush u) Aanod siyy yum 1PIuod
Ul 30U s1 31 se Buoj se swi} Aue 1e payipow g AL pue JoSIAIBANS BY) JO UONDBIIP PUE [|IIM AU} 18 SUIBWS aimpadoud uopenjess ey

ainpadold uonenjeny

93ko|dwig pue Josiuadns ayy Ag Apuiof paysijgeiss a4 ||Im uonen|eAs syl 10} S[NPayds =V}
"Ao1j0d SIyy Ul Y140y 195 sk 10 Jeak Jepuajed yoes jo uiZ Aenuer a1ojaq 10 uo Ajjenuue jses) 1e sako|dwy ay} a1en|eAs [jIm Josiatadns sy

ASusibalg

'sea.e yimodb ssouy buijjiyng uj sakojdwg sy 1s1sse 03 Josiaiadng ay) 4o sjeob aumny AJnuspi o g

‘AsnowAuoue

uaalb J0u S| MaIBL Byl ‘umol ayr pue aakojdwy syl Jo) sarniunpoddo Ymolb pue deqgpssy iseuoy ‘uado apimoid o]
‘@sholdwiz sy 104 saARda(qo sdueRWLIOLBd aininy Ajpuspl pue siuswysidwoe s eak jsed syy 21eig3|dd 01

‘uoiienjeas ejnbaJ Joy wsiueydaw e apiacid o)

‘sahojdw3 pue Josinedng ayy ussmiag diysuones ayy usyibusns o

— ol oo

:a4e safojduwiz pue Josiniedns sy usamiag pue Aq pa3anpuod aq o} ssa0.d uonen|eas axuewlopad ay) jo asodund sy

uonenjeag Jo asodind

uoijenjens sauewioua sebeueiy umo |



2822°€8L°6LL "d - Z5Z18 QD BHIPISOM « 1S UIRIN 000L + SPIPISOM JO UMO

4abDUD I UMO By} 4apun papopauod s} dat yH suoilold Alpge
pue sadideld 352g MQ|10) 01 UMO] Byl 104 ISPIO Ul 'SmBIAS] TV Ul @AlBIUSS3IdDaY YH 3yl apnpul 01 axnoead 3sag aq pjnoys 3 -

"SyIBLUDI JBY/SIY J0SIAISANS Ylm SSNDSIP UsL ||im speay 1uswpiedaq pue abeuely UMO] — G 19g0IP0 o
“19beuUBN UMO] B} O3 UonEN|eAD
aouewlopad pue uonen|eAs-Jjas UMO 119Ul yum Buoje smaiaas s@ekoidwl J1Isyl Ul puBy (M 10sSiARANS — g Jaquiaides e
'sydewal Jay/siy sakojdwg yum ssndsip Josiauadng — gL Jaquiaydas o
uona|dwod 104 10siaradng au) 0} paplroid uolien|eas aouewopad pue uonenieAs-§as s,e9A0idwI— | Jaquadas

'SMOJ|04 SE SI uonen|eal saafo|dw3 8yl 104 SBUIPEIP pUR J|NPBYDS MBIASI 8|

a|npaYy>S UoNEen|jeAy isbeuey/10siAIadnsg/asko[dUig y20¢

'spesy Jusipiedap (|2 10} ‘9OIJ0 SIY Ul Aeme WSk 814 UBY] ||IM ‘dA0ME WO sainpadoad Jejiwis Bumo)|o) Jaye Jabeueiy oyl ‘9




Z8TT'EBL6LL A « 25218 OD "944I2159M » 1S UIRIA 0001 + SHDISOM JO UMOL

ét1eak bunwuod ayy juswdojanaq

ui dojaaap 03 91| hoh pinom abpapmoud] 10 sj|Djs IeYM jeuosiad
£PWO0DI9N0/18]UN0dUd

nok pip sabusjjeyd juediiubis Jeysa sabuajjeyd

sjuawysijdwoddy
éaeah siyy syuswysijdwionde A3y 1nok a1am jeyma A3y

“1eak s1y} aouewrroyiad
inoA 99s noA moy jJo anljelieu Jauiq e apinoad Aewwing

dAnEMEN UONIEN[EAT-}|9S dakojdwg :| uoldag




2822'€84°61 /L "d » 25218 OD ‘@J}1[2159M « IS UIBIA 0001 * OHIPISEM JO UMO]

uony/aa1199[q0 €# 20D

uonoy/an1afqo 2i# |e0D
uonduasaq

uony/aa132[q0 L# |20

saA1Da{( O sduewIoLIdg dafojdw]




Z82T'E8L61L 'd « 25218 OD "DYIPISIM = 1S UIBIA| 0001 + BJ1|21SIMN JO UMO)

SNOLLY13d HIDVNYIN/QEV0d I

jusweaoidw| spasp ~ |

suolie)radxy 188N 10N S0 — 2

suoneeadxy s1esN — €

SUONe}IDdXg SpPaadx] —

Buipueising - g

S)uBWIWIOD yum Bupjuer aaneyuenb unoA Juswaiddns asea|d ‘ajeds Bumol|o; ay3 Buisn Jabeuey umo| sy ajel asea|d
9eds Buney Julog g — UOIIIDS UONEN[BAT 7 UOKDAS

uondudsaq




28CT'EBL6LL A ZGZL8 OD 'BHIPISIM « 1S UIRIN 000 L = SH[DISSAN JO UMOL

‘uopeziuebio ay) jo suonesado sy sebeuew Ajpadeya

NOILVZINYDYHO FHL 40 INJWIDYNYIN kL

sUsWLIWO)

"UMOo|
U3 Jo silejje Sy Jo pauiiojui Ajjersuab suofisas Buidssy siseq senbas e UO pJeog sy} YlIm SS1EDIUNWIWOD e
aquusiy pieog Yoea yum diysuoiielad [euorssajold e suieluiely e
“Jauuew Apwir pue JuLlsIsuod e ul pieag ay Aq 3ybnouq ale jey; senss| sajpueH e
"AieSS208U SB SISqUISI PIROg O} J[qISS2IIE 3 O} LIOYS UE SOXeyl e
‘uoloe
pleog BuLinbal swiay uo pieog ay3 0} suoHEPUSWILLCIRL [BUOISS30Id ‘pazAleuR pue paydiessa: SBPINOL] e
‘SUBWNDOP [ruonewlojul pue sepusbe Bulpnpul ‘sBuneaw pieog 1oy swsyl jje seiederd e
"MO[3q ale uonoas siy} Jo Hed se PaJBPISUOD 8¢ UBD 1Y) SI01edIPUI A3 BSOS

"APAIIDSYS pleOg BU) UM SS1RDIUNWIWIOD pue Bunssw
Jeinfai au) Jo IN0 pue Ul sIBGUIBW YUM Yeads 0} HOYS 9|qeUOSEal B SaMe 'sanssi a1eaud pue d1gnd Bulpnpur umo |
243 Bunoagle sanss [eaRL> pue JuaLIND INOqe pauojul Wiy Buideay pieog ayy 03 uonedIuUNWWo? Jejnbal sapiaoiy




2827°€8L°6LL 'd » 25218 OD '9J121S5M « 1S UIRIA Q00L « BHIPISIM JO UMO]

"S2INUPUBAXD pue SaNUBAS] UO
spodad Ajpwi] "$824N0S3I UMO] JO UONREZI|IN JUSIDIYT “UOREIUSWNIOP pue ‘Buiiojuow ‘siskjeue ‘uoneiedsid 196png

NOLLVYYLSININGY SSINISNG ANV 1vYDSId

SO

Jsuuew

3|qissod JUaIIYS JSOW Y3 Ul Umo] 3y} Jo suonesedo ayl sabeuew pue Alessadsu alaym Jiels 01 sa1ebala
"UMo] 3y} jo suonesado [|e1eA0 aty) pue Jels sabeuew Ajpanday]

"SBNSSI 9L} BA|0SBI pUB SSRIPPE O} LONDE [e[pawal saxel pue swajqoad jeuoneziueblo salyiuap)

SUDISIISP J0 5103[01d UMO] JO SWO0INO Y3 PUB 4e1S Joj ANjIgRIUN0DE [Ny s1deddy

‘uonieziuebio syy uiyum Aunyioddo pue yamosb jeuoisssyold spoddng

"UMO 2U} JO Jeyag uo Bupuom ssipuabe Jaylo pue yeis jo spuswiysidwodde sy saziuboday

"HEIS UMO] 10} JUSLULIOIIAUS BuIp|ing Wea) aARRIOgER||0) B S31e8 )

IMO[S(] 818 UOIISS SIY JO Hed se palapisuod aq ued 1ey} sIo1edpui A3 awos




2822 €8L'6LL 'd « ZGZLG OD SJISOM « 1S LB 000 L « DI[DISIM JO UMO]

"s|esodoid |I2unod pue

1eys Buipiebaa suorepuswwods) pue sisAjeuy “saoiaes pue sweiboud jo uonejusws|dwl pue ‘uotieziuebio ‘Buluue|d

ANINDOTIAIA WYEAD0Hd ANV DONINNY1d DIDILVILS N

SJUIWILLOY)

AHUNWIWIOD
9y} 03 @1a1es aAoidwir 03 sanunuoddo Buiziwixew ajiym sainosas Buidsioid pue Bulaesuod AjoA3dee
camunpoddo uononpas 186png pue Bunesaush aNUBAL BAIIRSID PUR SAIJBACUUI AJIUSP] A[|ENURUOD 0} SIALYS o
'9oUR|Rq puny |enuue aienbape ul Buiynsal |04IU0D 16PNy SUIBIUIRN e
'sainypuadxa pue sanusasi pansoidde uypim 3ebpnag perdope ayi sisasiuipe pue saziueblo ‘sueld e
196png |enuue ue jo uoneledald ay) saziuebio pue sueld e
:MOJB(] ale uo)19as SIY} Jo Med se palspIsuod g UeD 1ey] s103edIpul A9y awosS




2822'€8L°61L "d » 25218 OD "8J[2153M « 1S UIBIA 000 L » DJHDISOM JO UMO]

Ao1jod 211gnd 108448 Ajey) [1im 18yl sBurna [epipnf pue ‘uone|siBa) ‘sanss| 'spaau JO UOREdYIIUSP)

DNINNV1d 39NV DNO1

A

SIULWWoD)

'suonelado pue spuswiiedep [edpiunw Jof saaalgo pue sjeob jo Juswidojaasp sy saledasd pue sajeyjde,
11215 Buowe Juswanaiyde jeob Bunowoud ‘saaidalqo pue sjeob Jo Jusluassiyde piemo) ssaibold sioluop
"$S821N0S8.) PAIRIOY|R YIM PUB SBWIEL} BWIY PAUSIIGEISS UIUHM SaAB[Go pue s|eob suleyy

'suonesado pue syuswipedep [edpiunw Jof saaafgo pue sjeob Jo wuswdoppasp sy seledaid pue sareyjioey

:MO|3q 8.E UOID3S SIY} JO Hed se palapisuod aq Ued Jeyl SI01edpul A33 aWOoS




2822687612 d » 25718 QD BHIDISOM = 1S UIBIN Q00L « 2JIPISIM JO UMOL

"SIUDLIDIE)S SON|EA PUE ‘UDISIA *UOISSILU JNO YILM 82UBPIODDE Ul A
a4} Jo abewi aasod Jo uonowold sdnoib usznid pue suazpd jo spurejdwod pue ‘senssi ‘'sysenbal 0 ssausAlsuodsey

SNOILLY13d ALINNWWINGCD ‘IA

ISJULLIUIOD)

"Spasu ALUNWWOD ssaappe o) sjeob Wwial-Buo| pue 216a1e41s UsI|ge1sad 01 pIeod ayl UM SHIOM
"UMO] 343 JO SUSZIHD 83U} JO J|BUIQ UO SUOISIDBP 93ew O} papaau UoIIBWLIOU| 8y} pleogd ay)
sepiro.d 1ey) Jsuuew aalsuayaldwod pue ‘|edinkjeue ‘lenyoe) e ul AXjod JO SISA|eUE SB1EDIUNWILIOD/SIUBSSId o
:MOJ2q 3Je UO11D3s Sy} 40 Yed se palapisucd ag ued jey) S101edipul £33 swos




28Z2'€8L°61LL "d » 26218 OD "SHPISAM » 1S UIRIA 000L = HI[PISBA JO UMO]

"UMO] 3y} 1094e 1eyl suondipsun( 1ayio jo sueld pue syuswidoj@asp 01 ssauaAIsU0dsal pue JO ssaualemy

SNOILYIIY TYINIANYIAODYILNI  lIA

SiuRuiniond

'sjeob pajejal pue ue|d 21631245 SUCIIESIUNWIWOYD) S,UMOY 9] S8INJ8X] e
"S@DIAIDS pue ‘sanss| ‘'sjeob umo | U0 AHUNWIWIOD By} sa1eInpg e
"SDIHAIFIE PUB SIUBAS AJUNWILLIOD Ui uoneddiued e
“Jauuew aanRisod pue jeuoissajoid B Ul Umo] S} syuasaiday e

:MOJ2( 818 UOI128S SIYL JO Led Se palapisuod aq Ued ey} siojedipul Asy awos




¢8TZ'E8L6LL D » ZSZL8 OD "HHPISAM « IS UIBN 000 L * SHIMISIMA JO UMD

‘suonenosse pue suoneziuebio [euoissaiold Lim JUSWSAJOAU| "UMO] 8l JO poob alfl 10} TUSWSdUBApE
pue yimolb ‘uonedidiued |euoissajold abeinodus Jey) sSMARDE JUSWORASP pue uonRedNpa |euoissajold Buinunuod

ININDOTINIA TYNOSHId ANV TYNOISSTI0Ud  “HIA

SUBLULLOD)

Juawanob
UMOJ 3094k 10 0] @1e(al Aew 1ey) suondipsunf Jsuyo Uy suejd pue sjuswdo|aAsp JO SSaUaleme SUlRILIBIA o
‘uopie|sibe) pssodoud pue psjuswsidull 03 aale|a uonisod pieog pue UMo] ayl Juasaldal
pue ‘azAjeue ‘mainay ‘swetboid pue saidijod o3 Bureas siellew ul $31PUS6E JBYI0 PUB 8181S YLIM SHIOM  ©
"$3puabE JBYLo pue 1211SI 39y ‘PLaSI
3414 PUISIF [00UDS ‘HIID J2A|IS pue Ayuno) Jo1snD buipn)pul suoneziuebio AJUNWIWOD yiim A|AIIDS1S SHIOM
'ssaud pue eipaw sy} yum Ajeandeosd SHIOM e
‘seaje
Buipunoins pue umo] syj Ul S8USNISUOD pue sANoIB SSISAIP Ylm SUOKEIS SAIDSMS SUIRJUIBL PUE SPJING e
:MO|2q ale UOo1123s SIY) JO Jed se PatepISuod ag ued JeY) S101edipul Ay awos




2822°€8L 6L L "D » ZSTL8 OD 'SHHINSIM « 1S UIBIN 000 L = 2121SIM JO UMO]

aleq laquisip pieog

1SIUAWWOD

JuswiaAotdwl Jo sease Buissaippe pue Buiziubodas Aq uonisod syl Ul Yyimolb |euostad panuiuod S1BIISUCWR(] e
"S93UBIRJUOD pue sleulwss ‘sbuneaw jeuoissajoud
1€ 8ouepusNe 01 payiwi| jou Ing Buipnpu) ‘suoieziuebio |euoisseoid jeuoijeu pue a1e)s Ul dIySIaQUISW BAIPDY o
:MOJRQ 948 UOIID8S SIUY JO Med se palepisuod aq ued Jeyl Si01edipul A3 SWOS




Westcliffe, COLORADO
JOB DESCRIPTION

JOB TITLE: Human Resources Director

DEPARTMENT: Human Resources

FLSA Status: Exempt

JOB SUMMARY:

This position is responsible for leadership, strategic direction and oversight of all functions of the
Human Resources Department, including the Risk Management Division. Responsible for
originating Human Resources practices and objectives that will provide balanced programs
throughout all divisions/departments, aligning them with the mission, vision, values, goals and
objectives of the Organization. This position serves as a member of under the Town Manager,
carrying out Council goals and directives, developing internal policy and guiding
interdepartmental initiatives.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

The following statements are illustrative of the essential functions of the job and do not include
other nonessential or peripheral duties that may be required. The Town of Westcliffe retains the
right to modify or change the duties or essential functions of the job at any time.

o Organizes and directs the activities of the Human Resources Department in a manner that
optimizes the use of financial, physical and human resources in accomplishing assigned
functions and achieving organizational objectives.

o Works with the Manager to recommend policies for adoption by the Town
Council. Oversees development and implementation of policies and procedures and
applies them consistently throughout the organization. Implements compliance with
numerous laws, such as, but not limited to, the FLSA, ADA, Civil Rights Act, etc.

o Ensures the development, implementation and administration of compensation and
benefits programs and policies according to legal plan documents, organizational
philosophies and recognized human resource standards.

* Ensures the design, delivery and evaluation of comprehensive training and development
programs and skill development workshops in response to business needs.

e Provides direction, oversight and support to the Risk Management Division and its
collective policies, procedures and programs.
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Establishes and administers employee relations programs and support systems designed
to increase equity, improve quality of work life and limit potential sources of employee
conflicts and grievances; develops and implements dispute resolution systems, exit
interviews, wellness programs, and reward and recognition programs.

Directs human resource functions. Determines staffing, hiring criteria, testing, training,
performance standards, and disciplinary actions/recognition of all personnel.

Provides leadership and direction in the development of short and long range goals, plans
and organizational initiatives.

Provides excellent customer service; communicates courteously and responsibly;
provides effective and efficient service both internally and externally.

Establishes and maintains a working environment conducive to positive morale,
individual style, quality, creativity, and teamwork.

Provides professional advice on human resource management issues to the departments,
Works with all employees on numerous aspects of employment.

Presents departmental issues and recommendations on major issues requiring policy
direction to the Manager to present to the Town Council.

Prepares and administers the departmental budget. Ensures effective and efficient use of
budgeted funds, personnel, materials, facilities, and time.

Ensures that all records are maintained, distributed and retained as required based on all
applicable laws and established human resource standards.

Directs the development, administration and evaluation of wage and benefit surveys to
determine a competitive compensation plan and benefit structure; monitors and reports
consumer price index impact in cost-of-living adjustments.

Represents organization at personnel related hearings and investigations.
Directs preparation and distribution of written and verbal information to inform
employees of benefits programs such as insurance plans, retirement plans, paid time off,

bonus pay, and special employer sponsored activities.

Analyzes existing benefits policies of organization, and prevailing practices among
similar organizations, to establish competitive benefits programs.

Acts as Retirement Plan Administrator, consulting with the Executive Team, Town
Manager and Clerk as the need for changes arise.
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» Writes directives advising department managers of local, state, and federal policy
regarding equal employment opportunities, compensation, and employee benefits.

» Develops and maintains a human resources system that meets top management
information needs.

* Acts as Privacy Officer, overseeing all ongoing activities related to the development,
implementation, maintenance of, and adherence to the organization's policies and
procedures covering the privacy of, and access to, protected health information in
compliance with federal and state laws and the Town's information privacy practices.

¢ Oversees the analysis, maintenance, and communication of records required by law or
local governing bodies, or other departments in the organization.

» Evaluates services, coverage, and options available through insurance and investment
companies to determine programs best meeting needs of organization,

* Works under the Clerk to oversee biweekly payroll processing for all employees and the
associated benefits within payroll.

EXPERIENCE AND TRAINING:

Minimum Education: Bachelor's degree in Human Resources, Public Administration, Business
Management or a closely related field. Three to Five (3-5) years of HR Generalist experience,
including experience in a management/supervisory role in an HR Department. Master's degree
strongly preferred. SPHR or SHRM-SCP certification highly desired.

Job Requirements: Valid Colorado Driver’s License.

Language Skills: Ability to read, write and speak English fluently. Ability to respond to common
inquiries or complaints from customers, regulatory agencies or authorities, or members of the local
business community. Ability to create and present oral presentations to a variety of audiences
including Town staff, the community and Town Council.

Compensation and hours: This position will be a part time position with a mixture of remote
work and in office duty, when the Manager sees fit.

Estimated hours per week: 10-20

Salary pay: $17,500-$27,500

REPORTING RELATIONSHIPS:

This Position Reports to: Town Manager

KNOWLEDGE, SKILLS AND ABILITIES:
e Considerable knowledge of modern policies and practices of public personnel
administration; through knowledge of employee classification, compensation and
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benefits, recruitment, selection, training, and labor relations; working knowledge of risk
management and safety practices.

¢ Must be a well-organized, decisive, self-directed, intelligent and articulate team player
who can relate to all levels of the organization. Must be able to effectively present
information to top management, public groups and Council members.

» Skill in preparing and administering municipal budgets; skill in planning, directing and
administering personnel programs and systems; skill in operating the listed tools and
equipment.

e Ability to prepare and analyze comprehensive reports; ability to carry out assigned
projects to their completion; ability to communicate effectively verbally and in writing;
ability to establish and maintain effective working relationships with employees, Town
officials and the general public; ability to efficiently and effectively administer a human
resource system and effectively supervise and motivate division staff.

e Office procedures, methods, and equipment including computers and applicable software
applications. Computer systems, interfaces, and data warehousing

e Knowledge of roadway and street construction, drainage, concrete and parks.

e Adhere to State and Federal laws and regulations governing Hluman Resources and
dynamic employment issues.

e Ability to interpret a variety of instructions furnished by management in written, oral,
diagram, or schedule form.

EQUIPMENT USED:

Standard office equipment—includes computers and peripherals, copy machine, fax, telephone,
two-way radio, pager, calculator, and other related equipment. Also, may use/operate a variety of
construction/maintenance/engineering instruments, tools, or equipment associated with this
particular area of responsibility.

ENVIRONMENTAL CONDITIONS:

e The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job.

o Reasonable accommodations may be made to enable qualified individuals with
disabilities to perform the essential functions.

e While performing the duties of this job, the employee frequently works in a climate
controlled office environment. The noise level in this environment is usually quiet to
moderate.

e The duties listed are intended only as illustrations of the various types of work that may
be performed, and are in no way construed or perceived to be exhaustive.

¢ The job description does not constitute an employment agreement between the employer
and the employee, and is subject to change by the employer as the needs of the employer
and requirements of the job change.

PHYSICAL REQUIREMENTS:
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While performing the duties of this job, the employee is regularly required to sit, stand,
walk, talk, use hands, fingers, handle, feel, or operate objects, and stoop, kneel, crouch, or
crawl. The employee is occasionally required to reach with hands and arms.

Employee must communicate clearly and effectively; must understand and be
understood.

On rare occasions, the employee may be required to climb and balance. The employee
must occasionally carry, pull, push, or lift up to 20 pounds.

Specific vision abilities required by this job include close and distance vision acuity and
the ability to adjust his or her focus, allowing a broad field of vision.

It is essential that the employee be physically able to operate a variety of computer and
office equipment successfully in order to fulfill the essential functions of this position.
Ability to conduct activities involving walking 20% of the time, standing 20% of the
time, and sitting 60% of the time.

OTHER REQUIREMENTS:

Ability to understand verbal information and instruction. Ability to exchange information
with others and to develop and present recommendations.

Ability to read and understand written information. Ability to compose information and
instruction in written form.

Ability to translate verbal communication into effective written material, e.g. reports and
other documents.

Ability to use mathematical reasoning is necessary to carry out the budgeting and
regulatory requirements.

Ability to utilize analytical skills and apply resulis.

Ability to use and apply technology.

Multilingual ability is desirable. The ability to speak Spanish is particularly desirable.
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1} Parentai Leave
The Town should be willing to adopt a parental leave policy for employees. The policy should
reflect the following:
General

The Town provides eligible employees up to twelve {12) weeks of paid parental leave for bonding
with a new child. This leave may be taken in the 6-month period following the:

» Birth of the employee’s child;

* Placement of a child with the employee for adoption;

* Placement of a child with the employee for foster care; or

* Placement of a child with the employee for parenthood by surrogacy.

Mothers shall get advantage of the full 12 weeks and fathers shall get advantage of 6 weeks.
IF LEGALA This policy is subject to ongoing evaluation and budgetary considerations; as
such, the program can be modified or discontinued at any time.

Eligibility
To be eligible for paid parental leave benefit, employees must:

* Have been employed by the City for at least 12 consecutive months on the day the leave will
commence, and

» Work an average of at least 20 hours per week over a 12-month period.
Benefit
A. Amount of Leave

Paid parental leave consists of a maximum eligible paid leave of twelve (12) weeks after the
birth, foster placement, or adoption of a child for the purpose of family bonding.

* Full-Time Employees — the 12 weeks is defined as a maximum of up to 480 hours of paid
parental [eave. For fire department staff working a 24-hour shift, 12 weeks is defined as a
maximum of 672 hours.

° Part-Time Employees — the amount of hours provided over the parental leave period (up to 12
weeks maximum) will be based on an employee’s average work hours per week over the
previous 12-month period. For example, if an employee worked an average of 24 hours

a week over the previous 12-month period, the employee would be eligible for a maximum of
288 hours (24 hours x 12 weeks) of paid parental leave.

Upon termination of employment, an employee will not be eligible for payment of any unused
parental leave,

Each officer, employee, or department head must inform the Town Administrator 4 weeks prior
to taking parental leave




Conditions of Leave Use

1. Use of Leave

Eligible employees may take paid parental leave for the purpose of family bonding following the
birth, surrogacy, adoption, or foster placement of a child. The paid parental leave must be taken
within six months from the date of the qualifying event. Prior approval for intermittent leave is
required by the City Administrator if the leave is not used in a continuous block of time.
Otherwise, paid parental leave will be treated as a continuous block of time immediately
foilowing the first day of leave. Paid parental leave must be taken before any employee utilizes
any of their own personal paid leave for bonding with a new child.

2. Requests for Paid Parental Leave

Absent unforeseen circumstances, employees must provide their Supervisor and Human
Resources with at least two weeks’ notice of the anticipated start date of the leave, if
practicable. In the event of unforeseen circumstances, such as a premature birth or the
unexpected placement of an adopted or foster child, notice must be given as soon as possible.

3. Family and Medical Leave Act (FMLA)

For employees eligible for FMLA, FMLA will run concurrently with paid parental leave. FMLA
leave is unpaid, and employees are required to use paid parental leave to substitute for unpaid
leave while on FMLA. Employees who are not eligible for FMLA leave may still qualify for
parental leave provided they meet the efigibility rules as defined by this policy.

4. Multiple City Employees

Consistent with FMLA, if both parents or legal guardians work for the City, and are eligible for
paid parental leave under this policy, each employee will be eligible for 6 weeks of parental leave
for a combined total of 12 work weeks off for the birth, adoption, or placement of the same
child.

5. Multiple Qualifying events

If multiple births or placements occur (e.g. the birth of twins or the placement of siblings or
multiple placements not related), the length of paid parental leave for that event does not
increase. In no case will an employee receive more than 12 weeks of paid parental leave in any
12-month period, regardless of whether more than one qualifying event occurs during that 12-
month period.

C. Benefits, Paid Leave, and Service Credit

An employee is not required to exhaust paid leave such as sick leave or vacation leave to be
eligible for paid parental leave. paid parental leave will be counted as time worked for purposes
of benefit accrual and service credit.

During paid parental leave, the City maintains the employee’s health coverage under any group
health plan on the same terms as if the employee had continued to work. Employees must
continue to pay their poriion of any insurance premium while on parental leave.




Unpaid Parental Bonding Leave

Employees not eligible for paid parental leave and/or FMLA may take up to 12 weeks of unpaid
parental bonding leave for the purposes of bonding with a new child immediately following the
birth, adoption, or placement of a child with the employee. All Part-Time, Regular Part-Time, and
Full-Time employees are eligible for Unpaid Parental Bonding Leave effective their first day of
employment. Seasonal and Temporary employees are not eligible for unpaid parental bonding
leave.

Employees may take this leave unpaid or use their own leave banks to pay for their time off.

Employees may take the unpaid parental bonding leave intermittently during the 12-week period
following the qualifying event, provided they have obtained approval from their supervisor to do
so. However, the unpaid parental bonding leave must be taken within 12 weeks from the date of
the qualifying event, and the use of intermittent leave does not extend past the 12-week period.

Eligible employees may continue to participate in the group insurance program(s) provided they
continue to pay their portion of premiums or contributions. The City will continue to pay its
portion of benefit contributions for the time the employee is on approved unpaid parental
bonding leave.

During unpaid personal leave of more than thirty (30) calendar days, paid leaves {e.g., vacation,
sick, and holiday leave) will not accrue, nor will service time be credited for the purposes of

.anniversary date longevity awards and vacation accruals.

Should an employee become eligible for FMLA while on Unpaid Parental Bonding Leave, FMLA
will supersede the Unpaid Parental Bonding Leave.

Interpretation and Application

Employees with questions or concerns regarding this policy should contact Human Resources.

Exceptions/Changes

This policy supersedes ail previous policies covering the same or similar topics. Any exception to
this policy may be granted by the City Administrator or Human Resources Director. This policy is
subject to review and change at any time. This document is not intended to be an employment

contract.




Town of Westcliffe Vehicle usage Policy

Purpose

The purpose of this policy is to ensure all Board members, Supervisors, employees, and department
heads use the Town owned vehicles in a safe, ethical, and responsible manner. While adding benefits to
job descriptions at a “soft-cost” to the Town.

Safety and Ethics

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult
to replace. When using property, employees are expected to exercise care, perform required
maintenance, and follow all operating instructions, safety standards, and guidelines. Equipment owned
by the Town may be used only for official Town business.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs
could prevent deterioration of equipment and possible injury to employees or others. The supervisor can
answer any questions about an employee’s responsibility for maintenance and care of equipment or
vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or
vehicles, as well as excessive or avoidahle traffic and parking violations, will not be tolerated.

Employees shall not have an expectation of privacy with respect to any Town property, except as
required by law. Such property inciudes, but is not limited to the contents of Town offices and building,
desks, furniture, lockers, vehicles and data on Town computer equipment, telephones and other
electronic equipment. No employee shall remove Town equipment from the Town premises or the work
site without proper authorization.

No Town vehicle is to be operated without a valid Colorado driver's license appropriate for the
type of vehicle being operated. Some Town vehicles require a Commercial Driver's License to operate
legally.

All employees using a Town vehicie or their personal vehicle on Town business must utilize
appropriate safety devices and seat beits.

Business Travel, Training and Education Expenses

The Town will reimburse employees for reasonable business travel expenses incurred while on
assignments away from the normal work location. All business travel must be approved in advance by
the department heads for employees. Supervisors must go to the Town Manager for approval.

When approved, the actual costs of travel, lodging, and other expenses directly related to accomplishing
business travel objectives will be reimbursed by the Town. One exception is that meals will not be
reimbursed. Employees are expected to limit expenses to reasonable amounts.

Costs reimbursed from Town




Town of Westcliffe Vehicle usage Policy

*  Air or train fare for travel in coach or economy class or the lowest available fare

» Car rental fees, only for compact or mid-sized cars

» Fares for shuttle or airport bus service, or other public ground travel

* Taxi fares, only when there is no less expensive alternative

= Mileage costs for use of personal cars, only when less expensive transportation is not
available, to the full cost of the receipt.

= Staying at moderately priced hotel/motel establishments

= Meals reimbursed with receipts. When approved:
- Breakfast: $25.00. Lunch: $25.00. Dinner: $45.00

= Charges for telephone calls, fax, and similar charges required for business purposes only

" Training events or similar events used to provide knowledge to direct supervisor.

Employees who are involved in an accident while traveling on business must promptly report the
incident to their immediate supervisor. Vehicles owned, leased, or rented by the Town may not be used
for personal use without prior approval {unless otherwise stated for contracted employees).

With prior approval, employees on business travel may be accompanied by a family member or
friend, when the presence of a companion will not interfere with successful completion of business
objectives. Generally, employees are also permitted to combine personal travel with business travel, as
long as time away from work is approved. Additional expenses arising from such non-business travel are
the responsibility of the employee.

When travel is completed, employees should submit completed travel expense reports within 15
days. Reports should be accompanied by receipts for all individual expenses.

Employees should contact their supervisor for guidance and assistance on procedures related to
travel arrangements, expense reports, reimbursement for specific expenses, or any other business travel
issues.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs
not incurred by the employee, may be grounds for disciplinary action, up te and including termination of
employment.

Education leave is available, at the Town's discretion, to assist employees in developing
professional and technical skills related to employment with the Town. Such leave may be granted to
attend professional or technical conferences, training seminars, schools or programs. Termination or
resignation by any employee during the first year will require reimbursing the Town for 100% of all
expenses paid for educational purposes. Prior to two years of employment will require a 50%
reimbursement and a 0% reimbursement if termination or resignation occurs prior to three years of
employment. These reimbursements may, in the sole discretion of the Manager be deducted from the
employee's final pay check, but may at his discretion, belay reimbursement. The Town agrees to pay the
fees and costs for any initial training, education, and/or testing required by and related to employment
with the Town according to the termination reimbursement policy outlined above. However, if an
employee fails to successfully complete any required initial training and/or education or fails to pass any
required and/or standardized tests associated with such training and/or education, then the employee
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shall be responsible for any fees and costs of re-training, re-education, and/or re-testing required for
continued employment with the Town,




