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 Denver Southeast Suburban Water and Sanitation District d/b/a 
Pinery Water and Wastewater District 

Regular Board Meeting 
August 17, 2022 

 
 
 
 
Opening: 6:00 P.M. 
 
 
Presiding: Chairman Walt Partridge 
 
 
Director’s Business 
 
 
Public Comment for Items Not on the Agenda  
 
 
Minutes of the July 20, 2022 Regular Board Meeting 
 
 
Items for Board Action and/or Discussion 

• Resolution 2022- 25 Approval of agreement with Glacier Construction for Site/Civil 
construction of the Well-L site. 

• Discussion regarding first draft of the 2023 District Budget 
• Discussion regarding the first draft of a revised Employee Handbook 

 
 

Reports 
• Attorney Report 
• Accountant Report  
• Treasurer Report  
• Manager Report 

 



MINUTES OF THE BOARD MEETING  
OF THE BOARD OF DIRECTORS OF THE  

DENVER SOUTHEAST SUBURBAN WATER 
AND SANITATION DISTRICT 

 
 
A regular meeting of the Board of Directors of the Denver Southeast Suburban Water and Sanitation 
District was held on Wednesday July 20, 2022, the time and place of the meeting according to the posted 
notices. Present were District Board Chairman Walt Partridge, and Board Members Jim McGannon, Terry 
Franklin, and Joshua Connors. Lisa Neal-Graves joined via telephone. Chairman Partridge opened the 
meeting at 6:00PM established that there was a quorum. Also, present was Heather Beasley, District 
Manager, and Joe Kinlaw, District Counsel. 
 
 
DIRECTOR BUSINESS 
Chairman Partridge asked for Director Neal-Graves to write the next article for the newsletter. She agreed 
and let the group know that she would write about the Water Fluency class she is participating in.  
 
Director McGannon asked to hear from the Water Efficiency Task Force about their opinions on the new 
legislation regarding turf removal. Manager Beasley said that the bill is still in flux and we would need 
more concrete guidance from the State on what the program will be before we could bring that issue to 
the Task Force. 
   
 
PUBLIC COMMENT FOR ITEMS NOT ON THE AGENDA 
Ron Blidar, resident of the Pinery Water District, asked the Board about how the District is planning for 
climate change. He also believes the Board should implement more aggressive conservation measures.  
Chairman Partridge explained our situation. Mr. Blidar also asked about the claim in the newsletter that 
the District is compelled to provide services within the District. Manager Beasley and Mr. Kinlaw will 
work together to provide that response to Mr. Blidar. 
 
Bruce Kelly, resident of the Pinery Water District, was present to discuss mandatory watering 
restrictions. He believes that restrictions actually undercuts conserving water.  
 
Judith Stokes, resident of the District, was present. She asked the Board if they would start encouraging 
the installation of artificial turf. Mr. Kinlaw told the group that the new bill in legislation right now 
specifically excludes incentives for installing artificial turf. 
 
 
MINUTES OF THE JUNE 15, 2022 REGULAR BOARD MEETING  
The minutes for the June 15, 2022 Regular Board meeting were approved as presented.  
Motion: Jim McGannon 
Seconded: Terry Franklin 
Vote:  All Directors present voted in favor. 
 
 
 
 
 
 



ITEMS FOR BOARD ACTION AND/OR DISCUSSION  
 
 
PUBLIC HEARING REGARDING THE POTENTIAL REVISION TO DISTRICT SCHEDULE OF WATER AND SEWER 
RATES AND OTHER FEES AND DISTRICT TAP FEES 
The Public Hearing was opened at 6:45PM. Only one comment from the Public came from Mr. Kelly. He 
asked what is the purpose of the change to the fees. Manager Beasley explained and then confirmed there 
will be no change to existing customers. The Public Hearing was closed at 6:49PM 
 
 
RESOLUTION 2022-22 REVISING THE DISTRICT SCHEDULE OF WATER AND SEWER RATES AND OTHER 
FEES 
A motion was made to approve the Resolution 2022-22 revising the District Schedule of Water and Sewer 
Rates and Other Fees effective July 25, 2022.  
Motion: Jim McGannon      
Seconded: Terry Franklin 
Vote:  All Directors present voted in favor. 
 
RESOLUTION 2022-23 REVISING THE DISTRICT SCHEDULE OF TAP AND CONNECTION FEES 
A motion was made to approve the Resolution 2022-23 revising the District Schedule Tap and Connection 
Fees effective July 25, 2022.  
Motion: Joshua Connors      
Seconded: Terry Franklin 
Vote:  All Directors present voted in favor. 
 
 
RESOLUTION 2022-24 AMENDING THE DISTRICT RULES AND REGULATIONS: PART I – GENERAL RULES 
AND REGULATIONS 
The changes to the Rules and Regulations to match the revisions to the rates and fees were presented for 
approval. A motion was made to approve Resolution 2022-24. 
Motion: Terry Franklin      
Seconded: Joshua Connors 
Vote:  All Directors present voted in favor. 
 
 
ATTORNEY REPORT 
Mr. Kinlaw presented the Attorney Report. He noted that all the approved changes to the Rules and 
Regulations would be incorporated into the Master Copy and published. He also noted that he believes 
staff will be wrapping up a construction contract and will be presenting that for approval next month.  
 
ACCOUNTANT REPORT 
CliftonLarsonAllen was not present to discuss the June 2022 Financial Statements and there were no 
questions about either the Variance Report of the Financial Statements. Thuy Dam of CLA will be 
present in August. 
 
 
 
 
 
 



 
 
TREASURER REPORT 
Treasurer Franklin presented the District’s June 2022 Disbursement and Interim reports for approval. 
There was a motion to approve the interim payments of $4,217,494.31 and the current disbursements 
in the amount of $521,902.48 for a total authorization of payments in the amount of $4,739,396.79. 
Manager Beasley gave the Board a heads up that a large invoice would be paid in between Board 
meetings to the Cherry Creek Project Water Authority. The invoice would be for the District’s pro rata 
share of the Walker Reservoir Construction costs. The invoice is approximately $3.8 million.  
Motion: Terry Franklin 
Second: Lisa Neal-Graves 
Vote:  All Directors present voted in favor. 
 
MANAGER REPORT 
Manager Beasley presented the Quarterly Manager Report and reported on the progress of the District’s 
capital projects and WISE project.  
 
 
There being no additional business to come before the Board, Chairman Partridge adjourned the 
meeting at 7:35 PM.  
 
 
 
 
               ________________________________________________ 
   WALT PARTRIDGE, CHAIRMAN  

DENVER SOUTHEAST SUBURBAN WATER & SANITATION DISTRICT 
 
 
 
ATTEST: 
________________________________ 
JIM MCGANNON, SECRETARY 



BOARD ACTION AND DISCUSSION 



 
 
 
Title:    Resolution 2022-25 Approving an Agreement with Glacier 
Construction Co. Inc, for the Well L Site Improvements Project 
 
Discussion:  The District needs construction services related to the Well L to 
complete the site civil work. The District has identified new Well L to reduce 
dependency on potable water for golf course irrigation at the Club at Pradera.  
 
Staff issued an invitation to bid and received two bids with the following results: 
 

• Glacier Construction - $367,000 
• Garney Construction - $448,720 

 
Glacier Construction has successfully performed work for the District in the past 
including Reservoir 2b and Well H site improvements and is currently under 
contract to complete Reservoir 8b. Glacier construction is qualified to complete 
the Well L site improvements.  
 
Construction services for the project are required in the amount of $367,00 and 
include required GESC BMP’s, survey, pipelines and valves, metering vault, 
fencing, excavation, and finish grading, electrical, and instrumentation. Staff is 
requesting a 10% staff managed contingency in the amount of $36,700 for a total 
not to exceed $403,700.  
 
The Well L project is a planned capital project with budget of $600,000 for 2022 
with $357,000 spent so far. With approval of this contract, the total spent and 
authorized will be more than $600,000; however, most of the site work will be 
completed at the beginning of 2023 after the downhole equipment is installed. 
There are adequate funds in the well reserve fund to cover any budget shortfall  
arising from awarding a contract greater than the available budget.  
 
Recommendation: Staff recommends the Board approve Resolution 2022-25 
approving the Agreement with Glacier Construction, Co for construction services 
of Well L in the amount of $367,000 with an additional 10% staff managed 
contingency in the amount of $36,700 for a total not to exceed $403,700.  



RESOLUTION NO. 2022-25 
 
 

RESOLUTION OF THE BOARD OF DIRECTORS OF 
DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT, 

D/B/A PINERY WATER AND WASTEWATER DISTRICT, DOUGLAS COUNTY, 
COLORADO, APPROVING AN AGREEMENT WITH GLACIER CONSTRUCTION  

CO. INC., FOR THE WELL L SITE IMPROVEMENTS PROJECT 
 

WHEREAS, the Board of Directors of the Denver Southeast Suburban Water and Sanitation 
District d/b/a Pinery Water and Wastewater District, Douglas County, Colorado (the “District”), a 
quasi-municipal corporation and political subdivision of the State of Colorado, has made a 
determination that it would be beneficial to the District to enter into an Agreement with Glacier 
Construction Co., Inc., a Colorado corporation, in the form attached hereto as Exhibit 1 for the Well 
L Site Improvements Project (the “Project”). 

 WHEREAS, an Invitation to Bid on the Project was published in the Douglas County News 
Press on July 14, 2022. 
 
 WHEREAS, Glacier Construction Co., Inc., was determined to be the lowest qualified bidder. 
 

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS OF DENVER 
SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT, D/B/A PINERY WATER 
AND WASTEWATER DISTRICT, DOUGLAS COUNTY, COLORADO: 

 
That the District hereby accepts the bid submitted by Glacier Construction Co., Inc., in the 

amount of Three Hundred Sixty-Seven Thousand and 00/100 Dollars ($367,000.00) for the Project; 
and further;   

 
That the Agreement attached hereto as Exhibit 1 is hereby approved, with an authorized 

contract amount of Three Hundred Sixty-Seven Thousand and 00/100 Dollars ($367,000.00) with an 
additional Thirty Six Thousand Seven Hundred and 00/100 Dollars ($36,700.00) staff managed 
contingency, for a total authorization of Four Hundred Three Thousand Seven Hundred and 00/100 
Dollars ($403,700.00), and the appropriate officers of the District are hereby authorized and directed 
to execute the same on behalf of the District upon the advice of the District Manager and General 
Counsel. 
 

 
 ADOPTED AND APPROVED this 17th day of August, 2022, by a vote of ____ for and 
____ against. 

 
 
 
 
 
 
 

DENVER SOUTHEAST SUBURBAN WATER AND 
SANITATION DISTRICT, D/B/A PINERY WATER 
AND WASTEWATER DISTRICT, a quasi-municipal 



corporation and political subdivision of the State of 
Colorado 

 
     By: _________________________________ 
 Walter E. Partridge, Chairman 

 
 
ATTEST: 
 
 
By: ______________________________       
       Jim McGannon, Secretary 
  



EXHIBIT 1 
 

AGREEMENT BETWEEN GLACIER CONSTRUCTION CO. INC.,  
AND THE DISTRICT  

FOR WELL L SITE IMPROVEMENT PROJECT 
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SECTION 0500 

 

AGREEMENT 

 

 

This agreement (the “Agreement”) for construction of the Well L Site Improvements 

Project (the “Project”) is entered into, effective on the date it is signed by the last party hereto, by 

the Denver Southeast Suburban Water and Sanitation District, a quasi-municipal corporation and 

political subdivision of the State of Colorado (the “Owner”), and GLACIER CONSTRUCTION 

CO., INC., a Colorado corporation (the “Contractor”).  

  

 1. SCOPE AND PERFORMANCE OF THE WORK: The Contractor shall complete 

all Work on the terms and conditions contained in the Contract Documents; shall commence the 

Work under this Agreement within fourteen (14) consecutive calendar days after its receipt from the 

Owner of a Notice of Award; and shall finish Substantial Completion of the Work by March 17, 2023 

and shall finish Final Completion of  the Work by April 14, 2023.   

 

 2. AGREEMENT PRICE: The Owner shall pay the Contractor for completion of the 

Work in accordance with the Bid Form submitted by the Contractor. The Contractor will 

complete the Work in accordance with the Contract Documents for the following fixed sum as 

compensation in full for performance of the Work:  

 

Three Hundred Sixty-Seven Thousand and 00/100 Dollars ($367,000.00). 

 

 3. CONTRACT DOCUMENTS: The Contract Documents, which include this 

Agreement (Section 0500), all exhibits and written amendments hereto, and Contractor’s 

completed Bid Form, Bonds and certificates of insurance, the Drawings and Specifications, and 

all notices required or permitted to be furnished under the Contract Documents, and all Addenda, 

Change Orders, Directives, Field Orders and Modifications issued there under, constitute the entire 

agreement between the Owner and the Contractor regarding performance of the Work. The 

Contract Documents also include the following, which are expressly incorporated herein: 

 

3.1  Invitation to Bid (Section 0100) 

3.2  Instructions to Bidders (Section 0200) 

3.3  Bid Form – Well L Site Improvements Project (Section 0410) 

3.4  Bid Security Bond (Section 0430) 

3.5  Bidder Qualifications (Section 0450) 

3.6  Notice of Award (Section 0510) 

3.7  Bonds (Section 0600) 

3.8  Performance, Payment, and Maintenance Bond (Section 0610) 

3.9  Certificate of Substantial Completion (Section 0630) 

3.10 Certificate of Final Completion (Section 0635) 

3.11 Lien Waiver and Release (Section 0640) 

3.12 Notice of Final Settlement (Section 0650) 

3.13 General Conditions (Section 0700)  

3.14 Insurance Requirements (Section 0840)  



0201932.01  AGREEMENT 

FINAL - AUGUST, 2022  0500-2 

 

3.15 Measurement and Payment (Section 01025) 

3.16 Abbreviations (Section 01070) 

3.17 Reference Standards (Section 01090) 

3.18 Summary of Work (Section 01110) 

3.19 Preconstruction and Progress Meetings (Section 01200) 

3.20 Changes In The Work (Section 01250) 

3.21 Payment Procedures (Section 01290) 

3.22 Shop Drawings, Samples, and Operation and Maintenance Manuals (Section 01300) 

3.23 Construction Schedules (Section 01310) 

3.24 Quality Control (Section 01400) 

3.25 Construction Facilities and Temporary Controls (Section 01500) 

3.26 Contract Closeout (Section 01700) 

3.27 Structure Excavations, Fills, and Embankments (Section 02220) 

3.28 Trenching, Backfilling, and Compacting (Section 02221) 

3.29 Gravel Surfacing (Section 02519) 

3.30 Cast-In-Place Concrete (Section 03300) 

3.31 Pinery Technical Specifications (April 1998: Revised February 2021) 

 

 4. AGREEMENT BINDING; APPROPRIATIONS: The Owner and the Contractor 

agree that this Agreement shall be binding upon and inure to the benefit of the parties hereto, their 

agents, successors, permitted assigns and legal representatives, with respect to all covenants, 

agreements and obligations contained in the Contract Documents. The District represents that it has 

appropriated funds for fiscal year 2022 in an amount equal to or in excess of the Agreement Price. No 

Change Order increasing the Agreement Price shall be valid unless the District provides the 

Contractor with written assurance that lawful appropriations to cover the costs of the additional work 

have been made, unless such work is covered under a remedy-granting provision in this Agreement. 

This Agreement is not intended to create a multi-year fiscal obligation. Financial obligations of the 

District payable after the current fiscal year are contingent upon funds for that purpose being 

appropriated, budgeted, and otherwise made available in accordance with the rules, regulations, and 

resolutions of the District, and other applicable law. Upon the failure to appropriate such funds, this 

Agreement shall be terminated. 

 

 5. LIQUIDATED DAMAGES: The Owner and the Contractor recognize that time is 

of the essence and that the Owner will suffer financial loss if the Work is not completed within the 

Contract Time. They also recognize the delays, expense and difficulties of proving, in a legal 

proceeding, the actual loss suffered by the Owner if the Work is not complete within the Contract 

Time. Accordingly, instead of requiring such proof in the event of a delay in the Contractor’s 

performance of the Work, the Contractor shall be liable to the Owner for liquidated damages 

resulting from such delay in the amounts provided for in Paragraph 11.5 of the General Conditions. 

 

6. GOVERNING LAW/VENUE: This Agreement will be governed by and construed 

in accordance with laws of the State of Colorado, and the venue for any actions brought under this 

Agreement will be Douglas County, Colorado. 

 

7. AUTHORITY: Each of the parties represents to the other that such party has full 

power and authority to execute, deliver, and perform this Agreement; that the individuals executing 
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this Agreement on behalf of said party are fully empowered and authorized by all requisite action 

to do so; that this Agreement constitutes a valid and legally binding obligation of such party 

enforceable against such party in accordance with its terms; that such execution, delivery, and 

performance will not contravene any legal or contractual restriction binding upon such party; and 

that there is no legal action, proceeding, or investigation of any kind now pending or to the 

knowledge of such party threatened against or affecting such party or the execution, delivery, or 

performance of this Agreement. 

 

8. COUNTERPARTS: This Agreement may be signed in two counterparts, each of 

which shall be deemed an original, but both of which together shall constitute one and the same 

instrument. The Owner and the Contractor shall each receive one original of the Agreement. A 

copy of fully executed and acknowledged Agreement shall be delivered to the Owner. 

 

 

IN WITNESS WHEREOF, the Owner and the Contractor have caused this Agreement to be 

executed on the dates set forth below.  

 

OWNER: 

 

DENVER SOUTHEAST SUBURBAN WATER 

AND SANITATION DISTRICT, D/B/A PINERY 

WATER AND WASTEWATER DISTRICT, a 

quasi-municipal corporation and political 

subdivision of the State of Colorado 

 

 

 

By:  ________________________________ 

   Walter E. Partridge, Chairman 

 

Date: ________________________________ 

ATTEST: 

 

 

By:  ____________________________________ 

Jim McGannon, Secretary 
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      CONTRACTOR:  

 

GLACIER CONSTRUCTION CO., INC., 

a Colorado corporation 

 

By:        

 

Name:        

 

Title:        

 

Date:        

 

 

ATTEST: 

 

 

By:       

 

Name:       

 

Title:       

 

Date:       

 

 

END OF SECTION 



SECTION 0510 

 

NOTICE OF AWARD 

 

DENVER SOUTHEAST SUBURBAN  

WATER AND SANITATION DISTRICT 

 

August 17, 2022 

 

 

TO: GLACIER CONSTRUCTION CO., INC. 

 Attn: Randall L. Wambsganss, President 

 9801 Centennial, CO 80112 

 

Capitalized terms not defined herein shall have the meanings respectively ascribed to them in the Agreement 

included as part of the Contract Documents. 

 

The Engineer, having considered the Bids submitted on August 10, 2022 for the work described in the: 

 

CONTRACT DOCUMENTS  - WELL L SITE IMPROVEMENTS PROJECT 

 

and it appearing that your Bid is fair, equitable, and in the best interests of the Owner, the said Bid is hereby accepted 

at the Bid Price contained therein.  

 

Per the terms of the Contract Documents, you are required to execute the Agreement and deliver it, along with the 

required Performance Bond and Payment Bond, and proof required insurance to the Owner within fourteen (14) 

consecutive calendar days after the date of this notice. Owner’s address is 5242 Old Schoolhouse Road, Parker, 

Colorado 80134. 

 

The Bid Security submitted with your Bid will be returned upon your delivery of the executed Agreement and 

Bonds to the Owner.  If you should fail to do so within the time limit specified, the Bid Security shall be drawn 

upon and the proceeds thereon will be retained by the Owner as liquidated damages and not as a penalty for the 

delay and extra work caused thereby. The Owner’s drawing upon and retention of proceeds on the Bonds as 

provided herein shall not result in an increase in the Contract Price, or otherwise reduce your obligations under the 

Contract Documents in any manner. 

 

DENVER SOUTHEAST SUBURBAN WATER AND SANITATION 

DISTRICT d/b/a PINERY WATER AND WASTEWATER DISTRICT 

 

 

 

     By: __________________________________ 

            Walter E. Partridge, Chairman 
 

 

ATTEST: 

 

By: ____________________________________ 

      Jim McGannon, Secretary 

 



 
 
 
Title:    First draft of 2023 District Budget 
 
Attached to this memo is a table detailing the expected revenues and expenses 
for the District in 2023 (DRAFT - 2023 District Budget). The last column of the table 
provides very brief comments regarding each line item. Next month, staff expects 
to refine the line items and provide a very detailed memo explaining the basis for 
each line item in the budget.  
 
Below are some of the considerations for preparing this table. 
 
1. Anticipated rate-generated revenue shown on the attached budget table from 

the 2020 Rates and Fees Study Update is shown below. The table below shows 
the recommended rate revenue increases over time for two scenarios – with 
and without a surface water treatment plant included in the 10-year capital 
improvement plan. 

 

 
 
Below is a table comparing the modeled revenue and expenses to the actual 
revenue and expenses in 2020, 2021 and 2022. The “Actual” revenue and 
expenses for 2022 are anticipated based on YTD financials. Because revenue 
has exceeded actual expenses in the last few years, this year I am only 
recommending a 1% increase to the residential and commercial water rates 
and a 1% increase to the wastewater rates. The expenses in 2023 will likely be 
greater than modeled due to the huge jump in inflation in 2022.   

 
 Water Wastewater 

 Modeled Actual ▲ Modeled Actual ▲ 
2020  $  5,717,682   $   6,285,200   $       567,518   $  2,510,000   $  2,683,325   $  173,325  
2021  $  4,792,913   $   5,752,497   $       959,584   $  2,555,584   $  2,696,047   $  140,463  
2022  $  4,964,549   $  6,730,000   $  1,765,451   $  2,591,595   $  2,700,000   $  108,405  

 
The same as last year, a 5% increase is recommended for Golf Course and 
Large Irrigator customer classes to continue to bring them up to their cost of 
service.  

 
 

 2021 2022 2023 2024 2025 2026 2027 2028 2029 
Water No WTP 0.0% 2.5% 2.5% 2.5% 2.5% 2.5% 0.0% 0.0% 0.0% 
Water w/ WTP 0.0% 2.5% 2.5% 2.5% 2.5% 2.5% 3.0% 3.0% 3.0% 
Wastewater 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 0.0% 



2. I’ve included some money in Water Operating Salaries for a new proposed 
position on the Distribution/Collection Maintenance Team. This was 
recommended in 2017 (see attached Analysis of Repair and Maintenance Work 
for the Water Deliver and Wastewater Collection Systems in the Pinery District 
memo). Due to the pandemic and key staff retirement, plans to complete that 
team were deferred and we are now ready to move forward.  
 

3. Included in all salaries is a larger than normal increase to account for the large 
jump in inflation we are all experiencing. More details of the plan are detailed 
in the Manager Report section of this packet.  

 
My goal for the budget this year was to present a budget with an effort to limit water 
and wastewater rates and/or fee increases to 2%. This first draft of the 2023 District 
Budget meets that goal. Staff welcomes any questions or comments to steer 
further budget development into the coming months.  
 
 



2021 Actual 2022 Budget
YTD 2022 
(6/30/22)

2022 
Projected YE 2023 Budget

% of 2022 
Budget Comments

OPERATING REVENUE

WATER OPERATING INCOME
Water sales 4,684,460       4,720,000       1,714,687         5,500,000       5,000,000         105.9% YTD-Water Sales beyond previous years at same time in year. Sales will be higher than anticipated.
Water supply project fee 759,798          750,000          391,789            780,000          790,000            105.3% Growth related increase, Fee per SFE remains unchanged
Irrigation Fees 960,224          1,000,000       273,404            1,100,000       1,000,000         100.0% Consistent with 2022
Bulk and Hydrant Water 107,813          130,000          24,510              130,000          140,000            107.7% Increase to bulk water fee
Ground water protection fees 29,660            28,000            16,362              29,000            29,000              103.6% No additional homes in GWP Zone in 2023
Ready to serve fees 44,571            35,000            14,546              32,000            35,000              100.0% Consistent, addition of 100 lots in Cross Creek subject to inclusion agreement. 
Cherry Creek Project Water Authority 59,398            94,000            11,780              70,000            60,000              63.8% 2022 YE Actual time for Walker Res was less than expected.

Other 129,633          40,000            404,428            2,279,975       1,250,000         3125.0%
2022 YE includes $1.5M from CCPWA sale proceeds from 2017 and $329k for CCPWA grant funds. 2023 includes 
Cash-In-Lieu payment for renewable water on Cross Creek

Total water operating income 6,775,557$     6,797,000$     2,851,506$       9,920,975$     8,304,000$       122.2%

SEWER OPERATING INCOME
Sewer user charges 2,547,389       2,600,000       1,290,876         2,600,000       2,700,000         103.8% Includes new sewer flow from Canyons South and Cielo 
Ready to Serve Fees 36,175            30,000            11,581              23,000            30,000              100.0% 100+ new lots in Cross Creek Inclusion Should build out in 2024

Canyons South 148,658          100,000          56,043              100,000          25,000              25.0%
Canyons only has 273 unutilized taps (per agreement) next triggar is year 2027. Should build through the 273 taps 
by September 2023

Total sewer operating income 2,732,222$     2,730,000$     1,358,500$       2,723,000$     2,755,000$       100.9%

NONOPERATING REVENUE
Net investment income 10,842            20,000            53,602              75,000            50,000              250.0% As interest rates go up, so does investment income
Late charges 27,081            50,000            17,576              40,000            40,000              80.0% Consistent with projected 2022 YE
Other income 196,188          20,000            3,609                10,000            10,000              50.0% Consistent with projected 2022 YE
Proceeds from sale of assets -                  10,000            -                    7,000              7,000                70.0% One vehicle; old polaris and WWTP old tractor
Total non operating income 234,111          100,000          74,787              132,000          107,000            107.0%

TAP FEE REVENUE
Tap fees - water 5,764,661       2,331,000       627,990            2,331,000       1,998,000         85.7%
Tap fees - sewer 1,424,603       711,046          350,215            711,046          423,500            59.6%
Tap Surcharge Water 21,600            20,000            9,600                20,000            15,000              75.0% Only Pinery West and CO Golf agreements still in effect
Total Tap Fees 7,210,864$     3,062,046$     987,805$          3,062,046$     2,436,500$       79.6%

TOTAL REVENUE 16,952,754$   12,689,046$   5,272,598$       15,838,021$   13,602,500$     107.2%

Tap fees follow Construction Cost Indexes, Annual increase from 2021-2022 is 8.09%, Assumption is 50 taps at 
$39,960 for Water and $8,470 for wastewater.
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2021 Actual 2022 Budget YTD 2022 
(6/30/22)

2022 
Projected YE 2023 Budget % of 2022 

Budget Comments

OPERATING EXPENSES
WATER OPERATING EXPENSES

Vehicle expense/maintenance 42,533            40,000            26,413              45,000            45,000              113%
2022 YE: Running extra trucks for the Retrofit program including gas, tires and maintenance.  2023: Retro may 
continue Gas, tires and repair price have gone up. Meter Fleet, assume two vehicles all year

Laboratory testing and chemicals 315,560          320,000          201,990            340,000          340,000            106%
2022 YE: Phos Acid, Aqua Mag & S.H. all realized price increases. Did not anticipate having to do GWDUI sampling 
on Well 4.  2023: Sampling should decrease slightly. However, chemicals will continue to increase

Legal 15,564            15,000            741                   5,000              10,000              67% Only monitoring of water resume

Outside services 124,737          130,000          59,703              130,000          150,000            115%
PFAS Survey of Shallow Well 2/5 Treatment $25k; Looping of Winwood $50k, completion of Water Dist. Model $50k; 
HRS tme for Water Rights and Aug Plan $25k

Repairs, maintenance and supplies 286,025          240,000          127,263            240,000          240,000            100% Hold Constant

Salaries and related costs 828,865          841,000          379,851            820,000          965,000            115%
Includes addition of 3-rd person to Maintenance Crew consistent with 2017 Maintenance Crew Business Case 
Report

Payroll taxes 63,098            62,400            29,286              57,400            67,550              108% 6.9% of salaries
Employee benefits 229,445          280,000          118,532            250,000          335,000            120%
Small tools and safety items 15,635            10,000            8,366                11,000            17,500              175% Includes new Buzz box and large Welder
Utilities 662,376          705,000          189,147            705,000          750,000            106% Rate increase of 6% in late 2022
Meter Services -                  30,000              Operating expenses for meter team
Conservation 10,753            30,000            2,660                20,000            20,000              67% 60 STF - $8500; 40 GITB -$ 4000; Lawn Removal Pilot Program $6000
Eye on Water Service Fee 21,008            50,000            4,389                20,000            50,000              100% Should have all accounts reporting by end of 2023
CCPWA Water Lease 62,926            75,000            -                    60,000            75,000              100% Operations may change once Walker is online. Place holder for now. 
CCPWA Operations -                  45,000            -                    45,000            250,000            556% Additional operations, accounting, electricity for Walker Reservoir at higher ownership %
SMWSA and SPWRAP Dues 13,889            20,000            11,977              20,000            30,000              150% SMWSA $13k; SPWRAP $17k
South Metro WISE Authority Operations 86,105            83,370            51,718              83,500            85,500              103% Sub Dues $62500; Infr Dues $17k; Binney Ops $6k

WISE Water 220,126          1,050,000       294,571            650,000          697,000            66%
YE 2022 - will trade some of water to Meridian in November and December. 2023 - Binney Connection Disinfection 
and Pumping $47k; Water Sales $650k; Another ramp up year with 3000 AF water offered by Aurora

Total water operating expenses 2,998,645$     3,996,770$     1,506,607$       3,501,900$     4,157,550$       104.0%
SEWER OPERATING EXPENSES

Vehicle expense/maintenance 13,648            14,000            5,805                10,000            14,000              100.0% Hold Steady
Cherry Creek Basin fees 15,940            17,000            3,997                17,000            17,000              100.0% Hold Steady

Laboratory testing and chemicals 96,046            91,000            52,042              99,755            148,000            162.6%
YE 2022 overage is result of increased lab testing costs; 2023 -  $64k regulatory testing; $25k process testing and 
service agmts; $60k for alum and filter poly

Outside services 26,534            60,000            448                   10,000            50,000              83.3% On Call for emergency type of evaluations
Repairs, maintenance and supplies 170,652          180,000          42,271              170,000          180,000            100.0% Includes Sewer Inspection #3 @ 70000 feet @.81 per ft. $56,700 plus cleaning $10,000
Salaries and related costs 30.5% 534,432          567,000          217,360            500,000          540,000            95.2% 2023: Includes savings from WW superintendent retirement
Payroll taxes 40,069            42,530            18,037              35,000            37,800              88.9% 6.9% of salaries
Employee benefits 149,278          173,050          79,403              165,000          172,800            99.9% adjustment of percentages of shared FTE between Water and Sewer costs

Solids Removal 93,533            73,000            66,337              117,000          121,100            165.9%

YE 2022 - Poly Totes  total cost $8,450 and Trucking has increased from 41.75 to over 52.00 per ton (25%) 2023 - 
Poly 3 Totes @ $8,500.00 each = $25,500  Testing $2,000   Hauling 52.00 per wet ton currently. 1800 wet tons @ 
$52.00 per ton = $93,600 

Small tools and Equipment 4,801              5,000              1,007                5,000              7,000                140.0% Includes new Drill press and vice
Utilities 232,622          215,000          119,464            215,000          223,000            103.7% Increases in electricty and growth of system
Total sewer operating expenses 1,377,555$     1,437,580$     606,171$          1,343,755$     1,510,700$       105.1%
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2021 Actual 2022 Budget YTD 2022 
(6/30/22)

2022 
Projected YE 2023 Budget % of 2022 

Budget Comments

NONOPERATING EXPENSES
Accounting and audit 83,058            95,000            45,162              95,000            105,000            110.5% Increase in labor costs
Admin vehicle 5,037              1,000              -                    200                 1,000                100.0% Hold Steady
Data processing 64,994            65,000            38,405              75,000            75,000              115.4% Labor cost increases
Directors' fees 5,900              6,000              -                    5,000              8,000                133.3% Includes special meetings for Rates and Fees Study discussions
Dues and seminars 15,952            20,000            10,452              20,000            20,000              100.0% Hold steady
Paying agent fees 1,500              1,500              1,500                1,500              1,500                100.0% Hold steady
Insurance 144,710          150,000          71,610              150,000          160,000            106.7% Place holder, will know increases by October
Legal 59,873            65,000            36,028              65,000            65,000              100.0% Hold Steady, not anticipating as many contract developments
Miscellaneous 2,133              7,000              1,346                5,000              70,000              1000.0% Hold Steady
Office expense 14,553            20,000            9,725                20,000            21,000              105.0% Increase in cost of goods
Outside services 39,398            100,000          93,879              110,000          120,000            120.0% Includes $80k for Rates and Fees Study, $40k for Election

Repairs and maintenance - office 59,530            225,000          51,463              225,000          75,000              33.3%
Includes - $40k for landscaping; $6k for cleaning; $4k for WM Trash; $3k for artwork in building; $2k Repairs 
windows and screens. $1k Vestibule Heater. Patio Furniture etc

Salaries and related costs 347,281          412,000          193,573            412,000          440,000            106.8%
Payroll taxes 23,953            31,000            15,634              29,000            30,800              99.4%
Employee benefits 68,449            82,400            44,995              82,400            88,000              106.8% Assume 6% increase, will have final number by October 
Utility billing system 14,010            15,000            2,110                13,000            15,000              100.0% Hold Steady
Safety and training 24,794            35,000            13,925              30,000            35,000              100.0% Hold Steady (will reach 2500 day safe milestone as team, several individuals, 12 safety meetings)
Security services 26,572            25,000            14,422              30,000            35,000              140.0% Increase to security with upgrade at DO and WWTP
Customer communications 39,855            36,000            14,973              36,000            36,000              100.0% Hold Steady, Hopefully decrease in number of paper bills sent out.
Telephone and utilities 51,392            40,000            21,493              45,000            45,000              112.5% Increase in energy costs
Total nonoperating expenses 1,092,944$     1,431,900$     680,695$          1,449,100$     1,446,300$       101.0%

DEBT SERVICE
2015 CWRPDA Loan - principal 632,569          638,590          319,295            638,590          639,611            100.2% Per pg 38 of 2021 Audit
2014 CWCB Loan - principal 3,202,034       -                  -                    -                  -                   Loan was paid in full 2021
2010 Revenue Note - principal 514,728          535,261          266,487            532,974          556,614            104.0% Per pg 38 of 2021 Audit
2005 CWRPDA loan - principal 260,000          265,000          132,500            265,000          275,000            103.8% Per pg 37 of 2021 Audit
2002 CWRPDA loan - principal 379,444          410,000          200,800            401,600          429,025            104.6% Per pg 37 of 2021 Audit
2015 CWRPDA Loan - interest 154,406          187,864          97,891              195,782          196,044            104.4% Per pg 38 of 2021 Audit
2014 CWCB Loan - interest 40,025            -                  -                    -                  -                   Loan was paid in full 2021
2010 Revenue Note - interest 237,211          218,389          111,826            223,652          197,035            90.2% Per pg 38 of 2021 Audit
2005 CWRPDA loan - interest 51,401            46,933            21,476              42,952            42,000              89.5% Per pg 37 of 2021 Audit
2002 CWRPDA loan - interest 49,733            26,962            18,069              36,138            5,000                18.5% Per pg 37 of 2021 Audit
Total debt service 5,521,551$     2,328,999$     1,168,344$       2,336,688$     2,340,329$       100.5%
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2021 Actual 2022 Budget YTD 2022 
(6/30/22)

2022 
Projected YE 2023 Budget % of 2022 

Budget Comments

CAPITAL OUTLAY
Cost recovery payments 98,240            100,000          23,168              50,000            100,000            100.0% Pinery West $8384 per tap (10 lots); CO Golf $800 per lot (20 lots) Timbers agmt is complete
Water repair & replacement

Well Rehabilitation & Inspection 342,564          600,000          321,968            600,000          250,000            $420k for existing agreement and $180k for new contract about to bid ; 
Air Vac Valve Upgrades 3,696              5,000              2,995                5,000              15,000              
System Valves Upgrades 80,045            100,000          54,579              100,000          100,000            Consistent with Asset Management Implementation Plan.  Includes AM - Red Orb valves
Meter Pit Upgrades 21,876            30,000            15,608              30,000            100,000            
Curb Stop Replacement 23,865            40,000            3,696                40,000            40,000              Consistent with Asset Management Implementation Plan
Fire Hydrant Replacement 10,578            15,000            4,604                15,000            15,000              Consistent with Asset Management Implementation Plan
PRV Upgrades (Fire Side) -                  26,000              Upgrade copper tubing to SS flex tubing, replacement parts, rubbers/stems on all large PRVs.
Potable Pipeline Replacement Program 38,392            200,000          383                   90,000            2,000,000         Completing Hillside (already designed, waiting on confirmation from Douglas County)

SCADA 61,514            75,000            13,968              75,000            60,000              Continue radio system upgrade to XetaWave, keep upgrading obsolete PLC's to Rx3i PLC's, VFD programming, 
system improvement programming,

New Mag Meters -                  30,000            -                    -                  30,000               2022 Update:  Push to 2023 - Replace the ultrasonic influent meter @ P.S. 5 and the Res. 5 ultrasonic 
EOW Maintenance: Cellular endpoint/register head replacement 15,000            45,000               Replacement of malfunctioning or damaged (150 endpoints each month); replacement register heads 
Electric System Upgrades 25,246            25,000            27,571              27,571            25,000              Continued installation of VFD's at Pump Stations.
Pump Station Improvements 60,181            100,000          84,527              100,000          100,000            Refurbish 1 Splitcase pumps @ Pump Station 3 and P.S. 6. Refurbish 1 Vertical Turbine @ P.S. 5 
Well B Improvements -                  200,000          -                    200,000          -                   
Facility Roofing -                  40,000            -                    40,000            -                   
Shallow Well 5 -                  100,000          -                    100,000          50,000              Estimated construction costs, proposal coming this week
Reservoir Repairs (5, 9A, 9B, 7, 4) 78,950            45,000            53,495              53,495            30,000              Repairs to Well C2A Reservoir
Power Receptacle at Pump Stations 32,264            75,000            29,084              30,000            -                   Project complete 2022
Chemical Containment in PS1 35,000              Upsizing the Sodium Hypochlorite bulk tank.
Lead Service Line Survey 10,000              Copper & Lead Rule Revisions. Service Line Survey required. Some Potholing may be required.
Pump Station HVAC Upgrades 35,000              For Well C2-A, Pump Station 3, Pump Station 8 (venting)

Well V Main Breaker 20,000              Currently we have no way to shut down the well electrically so we can work on it or perform maintanence on it 
without calling CORE for an outage.

Well AI VFD 120,000            Eliminates large capacitors, Minimizes intial In-rush, more electrically efficient. Easier on P.S. 5's switch gear. 
Elimates the need for a flow control valve and associated solenoids.

Total Water Repair & Replacement 779,171$        1,680,000$     612,478$          1,521,066$     2,886,000$       171.8%
Water new capital

Water rights -                  100,000          -                    -                  -                   
Major Meter EyeOnWater Retrofit 586,781          500,000          404,474            410,000          -                   Plan is to complete by 2022 YE, supply of materials is spotty. Materials purchases may spill into 2023. 
Reservoir 8B 40,147            2,000,000       47,683              1,000,000       1,500,000         Revised total project cost after bid opening. Construction will begin in September and conclude in 2023
Pipeline Loop from PS 1 to Zone F -                  1,000,000       -                    75,000            2,000,000         $3,300,000 for 12" and $4,400,000 for 16"
Shallow Well 14 -                  350,000          -                    -                  400,000            New Aug Plan well
CCPWA 1,818,554       3,528,000       3,813,527         3,813,527       300,000            Pro Rata share of wells to fill Walker Reservoir
WISE 10,521            304,180          -                    304,180          422,500            Salinity Management $22500; DIA Connection $400k; SM Land Aq $300k
Water Meters 205,065          60,000            1,698                60,000            80,000              New development in Cross Creek and buildout of Pinery West (Pradera)
Portable Generator -                  18,000            22,533              22,533            -                   Project complete
Hydraulic Power Rack 25,000              Hydraulic Power Pack and associated tools
Dawson Well L -                  600,000          341,443            600,000          375,000            Equip and partial site work this year, complete site work and pipeline next year
Pump Station 4 Improvements -                  200,000          -                    50,000            150,000            2022 YE: Waiting until summer demand is over to send flow data to Hazen & Sawyer to size pump(s) more 

accurately. This may spill into 2023 due to lead times on pumps and motors?
Well A-6 201,331          1,000,000       585,149            1,000,000       450,000            Equip and partial site work this year, complete site work and pipeline next year
Secondary Electrical Feed to PS1 -                  300000 650 300,000          -                   2022 YE: Waiting on final ATO cost. Should be installed by end of year.
Pump Station 4 ATO/Generator 250,000            Upsizing of PS4 in 2022 necessitates a secondary feed or larger generator

Distribution System Utility Trailer 25,000              This trailer will provide a secure, mobile and centralized location for required tools, supplies, parts and equipment to 
perform maintenance on PRVs, FHs,AVs,Altitude Valves and main/service line breaks

Cla Valve Lifting Device 9,000                Tool for safely lifting large PRV, Flow Contol and PCV tops off of their bodies. 
Well A-8 200,000            Water Supply on east-top side of District if lower zones unavailable; Design and permitting
Cellular Handheld for Meter Team 10,000              

Total Water New Capital 2,871,160$     9,960,180$     5,217,157$       7,635,240$     6,186,500$       62.1%Page 4 of 5
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2022 
Projected YE 2023 Budget % of 2022 

Budget
Wastewater RR and New Capital

Collection System Point Repairs and Lining 264,390          280,000          225,797            238,000          250,000            Continue to line Reinforced Concrete Pipe (RCP) then start with Asbestos Concrete (AC) pipe
SCADA 6,879              10,000            -                    10,000            10,000              Hold steady
Misc WWTP Repairs 136,435          100,000          40,805              65,000            50,000              Exterior Painting of all WWTP Buildings
WW New Capital 28,784            300,000          -                    116,500          540,000            $300k Liner for Lagoons; $100K begin design on WWTP Efficiency Projet; $140k other capital

Total Wastewater Projects 436,488$        690,000$        266,602$          429,500$        850,000$          123.2%
General and Administrative

GIS program 46,633            40,000            12,583              40,000            40,000              100.0%
SEDARU AM/ Code RED 15,000            20,000            -                    20,000            35,100              175.5% SEDARU $30k, CodeRED $5100
Vehicles/Equipment 56,388            35,000            -                    35,000            30,000              85.7% Polaris needs replacement; 2004 needed for site maintenance; snowblower for bobcat
Furniture and office equipment 12,563            5,000              2,310                50,000            2,500                50.0% reduced because District Office Upgrade project is complete
Cyber Security Upgrade -                  30,000            14,616              30,000            10,000              33.3% Two Factor Authentication.
District Office Upgrade 390,628          -                  284,391            325,000          -                   Project complete
Capital Salaries/taxes/benefits 347,483          324,500          173,336            324,500          360,000            110.9%

Computer/Networking/Hardware 11,897            30,000            2,902                30,000            206,000            686.7%

Extra monitors for remote work $1k; 2 new 10G network switches and UPS upgrade $45k. Includes upgrading the 
CAT 5 Patch Panel & intalling a Ladder Rack for cabling $XXk; Replacement laptops $12k; New SAN 
device/switches and UPS at WWTP $110k, Replacement of HyperV1 and HyperV2 servers $30k

Total G & A 880,592$        484,500$        490,138$          854,500$        683,600$          141.1%
Total Capital Outlay 5,065,651$     12,914,680$   6,609,543$       10,490,306$   10,431,100$     80.8%

TOTAL EXPENSES 16,056,346$   22,109,929$   10,571,360$     19,121,749$   19,885,979$     89.9%
OVER/UNDER 896,408$        (9,420,883)$    (5,298,762)$      (3,283,728)$    (6,283,479)$     

Offsetting Developer Contributions
Developer contributions (water) 1,349,453       750,000          -                    850,000          800,000            106.7% F1k and Reata F1, 4th Amendment (9 lots) 2022 and 5th Amendment 2023 (34 lots)
Developer contributions (sewer) 1,387,245       750,000          -                    875,000          750,000            100.0% F1k and Reata F1, 4th Amendment (9 lots) 2022 and 5th Amendment 2023 (34 lots)
Total developer contributions 2,736,698$     1,500,000$     -$                  1,725,000$     1,550,000$       103.3%

Developer Improvements
Contributed Developer Improvements 2,736,698       1,500,000       1,725,000       1,550,000         103.3%
Total developer improvements 2,736,698$     1,500,000$     -$                  1,725,000$     1,550,000$       103.3%

TOTAL REVENUE 16,952,754$   12,689,046$   5,272,598$       15,838,021$   13,602,500$     
TOTAL EXPENSES 16,056,346$   22,109,929$   10,571,360$     19,121,749$   19,885,979$     
OVER/UNDER 896,408$        (9,420,883)$    (5,298,762)$      (3,283,728)$    (6,283,479)$     

Beginning Funds Available 33,158,681$   34,055,089$   34,055,089$     34,055,089$   30,771,361$     
Ending Funds Available 34,055,089$   24,634,206$   28,756,327$     30,771,361$   24,487,882$     
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AN ANALYSIS OF REPAIR AND MAINTENANCE 
WORK FOR THE WATER DELIVERY AND 

WASTEWATER COLLECTION SYSTEMS IN 
THE PINERY DISTRICT 

 
 
 
EXECUTIVE SUMMARY 
 
Fiscal constraints are a recognized factor in the operation of the Pinery Water District and incent 
management to consider all possible opportunities to streamline operations, optimize efficiency, and 
maximize the effectiveness of all expenditures.  With an aging infrastructure in a large portion of the 
District’s service area, significant ongoing maintenance, repair and replacement costs will continue to 
impact the operating budget for a number of years.  In addition, a backlog of work identified in the Asset 
Condition Report as ‘status red’ needs to be addressed.  When combined with the considerable growth 
through new development that continues in the District, the resulting work load represents an accelerating 
activity level within the District without corresponding growth in the District staff.  As a result, 
contracting most of the maintenance and repair work emerged as the alternative method for providing the 
high-quality services the District desires.  The magnitude of the investment in contracted work over recent 
years (averaged $401,178 for years 2010 – 2014), along with the prospect of increased contractor 
investment requirements for new programs, necessitated a review of this District business process.  This 
study focuses on the field portions of the water distribution system and the wastewater collection system, 
with the objective of answering the following questions: 
 
 What are the processes currently in place in the District for managing contractors and their work? 
 Are the contractors’ invoices accurate and representative of the work actually performed? 
 How do neighboring Districts manage and accomplish their maintenance, repair and replacement 

work? 
 Faced with rapidly increasing costs associated with expanding contractor work, is now an 

appropriate time for the District to consider becoming more self-sufficient by bringing the 
contractor work in-house? 

 What are the factors to be considered in comparing contracted work vs. in-house work 
alternatives? 

 Can the costs of the alternative methods of accomplishing the work be compared and an 
economic analysis performed given the data available? 

 If so, what do the comparisons indicate? 
 What are the recommendations for the future? 
 How should the recommendations be implemented in the District? 

 
The study began with an analysis of the processes and costs for the contracted work being performed in 
the District.  Similar cost factors and processes were reviewed in two neighboring districts in Parker and 
Castle Rock, followed by on-site visits to those districts and interviews with the key personnel involved in 
managing and performing similar work.  Extensive interviews and discussions with District personnel 
were also held, resulting in an understanding of the work involved and the processes and procedures for 
managing and accomplishing that work in each district. 
Armed with this information alternative methods for accomplishing the District’s maintenance, repair and 
replacement work were formulated.  Costs for the targeted work were determined using current cost data 
and projected future budgets incorporating both known work and planned work (including work identified 
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in the Asset Condition Report).  Investment costs for an in-house crew were based on estimated labor, 
equipment, tools and parts that would be required to establish such a crew.  Reasonableness of the 
equipment investment estimates were confirmed through review of equipment vendor and auction 
websites and recent purchasing experience from the Castle Rock Utilities Department.  Non-quantifiable 
factors associated with contracting vs. in-house options were tabulated. 
  
Three options were analyzed: 

 Option 1 compares the contracting option to a 5-person in-house crew properly equipped to 
accomplish a majority of the repair and maintenance work required in the District.  Main line 
distribution and collection work would still be contracted, along with peak requirements and/or 
emergencies where the in-house crew could not accommodate the load.  In this option the crew 
is considered to be all incremental additions with all the associated costs.  

 Option 2 compares the contracting option to a 3-person in-house crew properly equipped to 
accomplish a smaller selection of the repair and maintenance work required in the District.  In 
this option the crew is again considered to be all incremental additions with all the associated 
costs.  

 Option 3 compares the contracting option to a third in-house option which keeps the targeted 
volume of work consistent at the 5-person crew level but examines the possibility of mining 
two of the 5-person crew from the existing staff through reassigning and combining some 
current job responsibilities. 

 
Spreadsheets were created for each option (see attached spreadsheets) and results of these comparisons 
are shown in chart form in the report, displaying each option’s yearly and cumulative costs.  While the 3-
person in-house crew size does not prove to be an economic alternative to contracting, due to the limited 
work volume brought in-house, both 5-person crew options show early breakeven points (2 years or less) 
as compared to continued contracting.  As would be expected, option 3 with two crew members mined 
from existing staff resources is particularly attractive, as shown on Chart 1, due to the reduced labor costs 
involved.  
CHART 1    

Based on the obvious economic 
benefits presented by this option, 
the practical feasibility of 
implementing it was examined. 
Recognizing that this option 
represents a fundamental change 
in the District’s established 
methods of accomplishing this 
portion of its work, a detailed 
implementation plan was created. 
 
Making available the equivalent 
of two persons from the existing 
staff will require some significant 
restructuring of existing work 
assignments. Several factors will 
contribute toward making this 
possible.  Minimizing contractor 
coordination and oversight will 
free up some hours. Providing the 

capability for more self-sufficiency for the staff will optimize their time management by providing them 
with the equipment necessary to address problems immediately and to proactively work to prevent service 
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issues.  Dependence on the availability of contractors, locators, etc. will be greatly reduced, along with 
the time wasted and inherent inefficiencies that accompany the requirement to wait on others’ schedules.   
 
In addition, a properly equipped and skilled in-house crew can achieve significant efficiencies that are not 
even included in the study.  For example, the study compares the cost of work currently being performed 
by contractors to the equivalent costs of performing the work via an in-house crew, assuming that the time 
involved is equivalent under each option. While no anticipated increased efficiency is reflected for the in-
house crew in the cost comparisons, considerable improvement is expected by the staff, with the result 
being more work getting accomplished by the in-house crew than the costs reflect.  While no attempt has 
been made to quantify this potential cost saving impact, the staff relates numerous time-consuming issues 
on virtually every contractor job that will be eliminated, including waiting on contractors’ schedules, 
waiting on contractor travel time, waiting on locates, and chasing needed parts.  Overtime labor will be 
reduced and all overtime costs associated with equipment, currently being charged by contractors, will be 
eliminated. 
 
Considerable expertise exists in the staff for accommodating the work requirements targeted for the in-
house crew.  In addition, their knowledge of the District’s facilities provides much insight and potential 
efficiency.  To utilize this existing expertise for the new crew the most sensible approach for staffing is to 
define the new jobs, allow existing staff the first opportunity to fill those jobs as they are qualified, and 
hire new staff members for the remaining openings and backfills.  Using this approach it is possible that 
up to three of the positions would be filled by existing staff and that one of the new employees would 
provide the heavy equipment operating expertise and the other two new hires would provide staff backfill 
and/or field support functions.  This rollout would be carefully orchestrated and supported by clear job 
descriptions and work assignments, such that the back-up and on-call requirements of the District would 
still be met. 
 
To address the equipment purchases, a small committee will be charged with reviewing the proper 
sequence of equipment purchases to be timed to support the rollout of the specific targeted work 
functions.  Prior to the purchase of any unit, further examination will be conducted with neighboring 
districts and previous contractors regarding their experiences with various brands and models that are 
available.  Armed with this list of pros and cons, the committee will review the market availability of the 
desired unit, considering both new and used options as well as any feasible leasing considerations.  Only 
then will the acquisition be made, and through this approach, the initial investment will be minimized and 
timed for the District’s best advantage.  Obviously, all appropriate reviews and approvals for each 
purchase will be conducted according to existing District procedures and guidelines.  Regular progress 
reports will be provided.  
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I. INTRODUCTION 
 
Fiscal constraints are a recognized factor in the operation of the Pinery Water District and incent 
management to consider all possible opportunities to streamline operations, optimize efficiency, and 
maximize the effectiveness of all expenditures.  With an aging infrastructure in a large portion of the 
District’s service area, significant ongoing maintenance, repair and replacement costs will continue to 
impact the operating budget for a number of years.  In addition, a backlog of work identified in the Asset 
Condition Report as ‘status red’ needs to be addressed.  When combined with the considerable growth 
through new development that continues in the District, the resulting work load represents an accelerating 
activity level within the District without corresponding growth in the District staff.  As a result, 
contracting most of the maintenance and repair work emerged as the alternative method for providing the 
high-quality services the District desires.  The magnitude of the investment in contracted work over recent 
years (averaged $401,178 for years 2010 – 2014), along with the prospect of increased contractor 
investment requirements for new programs, necessitated a review of this District business process.  This 
study focuses on the field portions of the water distribution system and the wastewater collection system, 
with the objective of answering the following questions: 
 
 What are the processes currently in place in the District for managing contractors and their work? 
 Are the contractors’ invoices accurate and representative of the work actually performed? 
 How do neighboring Districts manage and accomplish their maintenance, repair and replacement 

work? 
 Faced with rapidly increasing costs associated with expanding contractor work, is now an 

appropriate time for the District to consider becoming more self-sufficient by bringing the 
contractor work in-house? 

 What are the factors to be considered in comparing contracted work vs. in-house work 
alternatives? 

 Can the costs of the alternative methods of accomplishing the work be compared and an 
economic analysis performed given the data available? 

 If so, what do the comparisons indicate? 
 What are the recommendations for the future? 
 How should the recommendations be implemented in the District? 

 
 
II. CURRENT CONTRACT MANAGEMENT PROCESSES 

 
The District has evolved to using a single contractor for most of the work under review.  No formal 
contract has been executed and a bidding process is used only rarely.  While the amount of work is 
significant to the District in terms of its impact on the budget, the relatively small size of the District 
would naturally require only a few contractors at best.  Contract administration work and job oversight 
functions are handled by the staff as additional duties on top of their other job responsibilities.  With a 
limited staff considerable job overlap and coverage is inherent in each job. 
 
Evolving to this single contractor would be expected for a number of reasons.   
 The District represents an ongoing source of work and, as a result, the contractor is very 

responsive to District needs.   
 The contractor is local and close enough to provide quick action on every call. 
 The contract workers are very familiar with District facilities, projects, and preferred methods 

for doing the work which adds a degree of efficiency by the contractor and increased confidence 
for the staff. 
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 The work performed is high quality and dependable. 
 District staff and contractor staff work well together. 

 
No standard job bidding process has been implemented in the District.  The majority of the repair and 
maintenance work is in the water distribution facilities, and while bidding may force lower initial job 
cost estimates, the District could subsequently be inundated with change orders because neither the 
District nor the contractor really knows what to expect in the Pinery distribution facilities until the crew 
is on-site and the job is in progress.  Therefore, charging for time and materials has been adopted as the 
best approach in order to minimize unnecessary paperwork and administration efforts.  At least yearly, 
the Water Superintendent meets with the contractor to negotiate a price list for work and materials that 
may be provided by the contractor.  An itemized invoice is submitted by the contractor for each job and 
is reviewed by District staff.  Any concerns are addressed and resolved prior to payment being issued.   
 
The relatively infrequent contracted repair work required in the wastewater collection facilities has 
recently been accomplished using a bidding process with the same contractor that performs the water 
distribution repair and maintenance work.  Only two such jobs were available for review, but neither 
resulted in any change orders.     
 
All invoices reviewed appear to be accurate and representative of the work actually performed.  Much of 
the work involved is repetitious, distinct for the most part only in the site locations involved and the 
degree of complexity experienced at the particular site.  The hours required to complete the job and the 
combination of parts and materials supplied by the contractor do impact the final costs, but the basic 
skills needed to complete the work remain quite consistent.  The District handles customer contact 
activities and provides job oversight and direction or approval as needed, as well as some parts and 
materials, depending primarily on what the contractor brought along to the job site rather than on any 
preapproved agreement or process.  The contractor supplies traffic control and the equipment, tools and 
manpower to complete the work to the standards that the District requires.  The primary contractor 
(Emergency Pipe Repair --- EPR) does agree to some flexibility with the District in coordinating the 
final wrap-up activities of the job (paving, etc.) when overtime costs for EPR may come into play.  
Often, in these cases, the District may dismiss the contractor and provide oversight for completion of the 
job to avoid the extra overtime expenses.  Not all contractors are agreeable to this approach, but it does 
benefit the District when used. 
 
III. REPAIR & MAINTENANCE WORK IN NEIGHBORING DISTRICTS 
 
Two neighboring Districts were queried as to their current method of accomplishing repair and 
maintenance work, Town of Castle Rock - Utilities Department (Castle Rock Water) and Parker Water 
and Sanitation District (Parker Water).  Parker Water contracts all their repair work for the distribution 
and collection facilities in the District.  They do valve exercising on their transmission mains and most 
meter replacements, but all the remaining maintenance work is contracted as well.  The primary 
contractors used by Parker Water are EPR, TW Summit, and QPS (sewer lines).  They follow a bid 
process for all planned work, but not for emergency repairs.  A price list is reviewed each year, and so 
long as the increases are reasonable, not a lot of negotiation takes place.  Invoice review processes are 
similar to the current Pinery processes. 

 
Parker Water currently believes that their repair and maintenance work load is not large enough to 
justify the expenditures associated with converting to in-house crews.  The facilities are in good shape 
and the current amount of repair and maintenance work required is not as significant as might be 
expected.  In fact, major line break occurrences are quite rare.  For comparison, Parker Water District is 
3 ½ - 4 times larger than the Pinery District, in terms of total taps, but their line maintenance and repair 
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budget averaged about $285,000 per year from 2010 through 2013, which is almost 30% less than the 
amount the Pinery spent for similar work (averaged $401,178 for years 2010 – 2014).  

  
When asked about the specific job costs, Parker Water indicated that they do keep an eye on the costs, 
but the total costs are not really highly significant, and paying some reasonable premium is expected and 
acceptable in light of the convenience that they experience from their high quality and responsive 
contractors.  They have tried other contractors with less success and are satisfied with and settled on 
their current contractors.  They feel they get excellent response, high quality work, and relief from the 
problems and hassles associated with being responsible for doing the type of work involved.  They 
believe that having the convenience and ease of contracting is currently worth the incrementally greater 
costs, and upsetting that balance through hard negotiations or nit-picking on specific costs is not worth 
the potential problems it may cause.  They acknowledge that future developments could change the 
picture.  For example, if the district grew significantly, or if the facilities started presenting increased 
problems and issues, an in-house crew may become more feasible and desirable.  Also, the work 
associated with the WISE project could point toward more in-house involvement in the future. 
 
During 2013-2014 Parker Water conducted a brief study to determine the feasibility of doing more of 
the work in-house.  The new District Manager had recently joined Parker, having come from a water 
department where most repair and maintenance work was done in-house, and he was interested in the 
feasibility of Parker Water bringing more of its work in-house in order to gain the institutional 
knowledge from actually doing the work.   

 
The study as executed did not break even, financially, on a yearly basis until year 4 and did not prove 
profitable until year 6.  This result was due primarily to the upfront capital costs and the slow transition 
of the limited amount of contracted work to in-house work.  As a result, the plan was abandoned and 
contracting remains the chosen approach for Parker Water pending further developments. 

 
A review of Parker Water’s study did confirm several important points being considered in this study: 
 The quantity of work projected for the in-house crew is a critical factor in determining the cost 

effectiveness of bringing the work in-house.  First, the work must be adequate to keep the 
assigned employees busy, or inefficiencies will result.  Secondly, the savings realized from 
bringing work in-house must be financially attractive enough to offset the costs of starting up an 
in-house crew, including employee costs, equipment, tools, and other required additions. 

 While the overall costs charged by contractors may present what appear to be ample opportunities 
for cost savings, other less quantifiable factors favorable to the contracting option are also 
present: 

• The contractor has all the responsibility for managing and maintaining an effective crew 
size to match the work presented.  This includes the additional time required to address 
all the situations, complications, and considerations inherent in managing an increased 
number of employees involved with performing outside work in traffic areas using both 
heavy equipment and tools. 

• The contractor absorbs the costs of equipment additions, breakdowns, etc. 
• The contractor assumes all liability for the work performed. 
• The convenience offered by a responsive contractor who delivers quality work has a real 

value that is difficult to quantify.  Conversely, those occasions where the chosen 
contractor cannot respond as needed do present an added complication to the District, 
who, without any in-house resources, is unable to respond independently and, therefore, 
remain very dependent upon the availability of the contractor to accomplish the needed 
work.   
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Castle Rock Water presents the opposite point of view.  With a long history as a precedent, the Town of 
Castle Rock Utilities Department has in-house workers with associated equipment and tools to perform 
nearly all of their maintenance work as well as selected emergency repairs.  If they have the crew 
available they will do repairs, unless it requires a rotatable backhoe, which they always contract.  While 
they have separate distribution and collection crews, they often overlap in order to keep the crews busy 
and to accomplish the needed work.  They have a number of seasoned workers with good backgrounds, 
and supplement their summertime work with seasonal workers.  Turnover is not significant, with the 
exception being the wastewater cleaning crew employees who often use that experience to qualify for 
other openings in the organization. 

 
No economic studies comparing in-house vs. contractor provided repair and maintenance work in Castle 
Rock Water are available, but according to their Operations Manager, three factors influence their 
continued choice of an in-house operation even without current comparative studies:   
 The difference between the costs of contracting individual jobs vs. the charge-out rates Castle 

Rock Water applies on each job is so significant that they feel cost savings are obvious. 
 They have a history of self-sufficiency supplemented by contracted work only in specifically 

chosen instances.  They boast of a seasoned and proficient staff who are available as needed, 
removing most of the dependence upon contractors.  They do not want to lose the proficiency and 
institutional knowledge that has been acquired over the years.   

 Although organized in separate groups the crews go where the work is most urgent and the 
flexibility helps their processes work very cost-effectively. 

 
A tour of their facilities and the available equipment was very helpful and provided several insights as 
to the equipment the Pinery should consider if an in-house crew were established for the District.  The 
features, configurations, sizes and capabilities of the various units were discussed, along with cautions 
on performance and dependability characteristics made evident through usage history and experience.  
Further discussions would be appropriate prior to any possible purchase decisions made in the District.  

 
IV. COMPARING IN-HOUSE VS. CONTRACTED WORK OPTIONS    
 
The quality and accuracy of any cost comparison is dependent upon the data used for the analysis. 
Attempting to compare the costs of in-house and contract service delivery is difficult without some use 
of estimated costs.  Part of the difficulty of accurately determining these costs is inherent in the nature of 
the task. As Jonathan Richmond of MIT's Center for Transportation Studies has observed: 

 
“Cost analysis is art, not science. In complex organizations, large numbers of 

assumptions must be made about how costs which are incurred are to be allocated to 
various parts of the organization. Many costs are shared by a number of services, and 
there is often no one obvious way of assigning them to their sources.”1 

 

While the Pinery District is far from a ‘complex organization’, the task of accurately allocating     
associated costs presents inherent challenges, even with a flexible and data rich accounting system, 
which the District is just beginning to build.  The most available reliable source of cost data in the 
District are the files of invoices for each contractor, which do provide some detailed data for each 
contracted job.  However, even this data does not represent the full cost of providing a given service.  
Ancillary costs associated with contracted services, such as contract administration,  monitoring of 
quality and procedures, and other overhead costs should be included as well.  Some definition of terms may 
be appropriate: 
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• In-House Fully Allocated Cost = Direct Costs + Share of Indirect Cost.   Direct costs are those 
cost items that only benefit the targeted service, and thus are totally (100%) chargeable to that 
service. Examples of direct costs include the salaries, wages, and benefits of employees who 
work exclusively on the in-house delivery of the target service, as well as the costs of supplies, 
materials, utilities, and other costs consumed or expended for the exclusive benefit of the target 
service.  Any interest paid on capital items purchased should be included, along with facilities 
and capital equipment used exclusively for the target service. 
 
Indirect costs, or overhead costs, are items that benefit the target service and at least one other 
service, program, or activity. The expenses of various administrative and support services 
provided to a target service by other groups or individuals are overhead costs.  These indirect 
costs should be identified and included, as appropriate, in each option being considered.  
 

• Avoidable costs are those in-house costs that will not be incurred if a target service is contracted 
out.  All direct costs are avoidable, but determining what portion of overhead costs are avoidable 
is a matter of allocation.  The current District accounting system allocates administrative costs 
(such as salaries) incurred by support groups to the water and wastewater departments on a 
60%/40% basis, and an end-of-the-month entry is also made to allocate some salaries to capital 
expenditures.  Further allocation of these costs to specific functions within a department, i.e., 
distribution facilities repair and maintenance within the water department, is not feasible or 
particularly useful, given the relatively small costs involved.  
  

In most cases for the Pinery, the individuals performing support functions under the current method of 
operation would also be performing support roles under any alternative process, and the time involved 
would likely not change appreciably although the specific tasks may be different.  For the purpose of 
this study, support costs are assumed to be equal under each alternative, as no change in support 
personnel or facilities is foreseen in either case. 

 
Other additional concerns must also be considered:  
• Quantity of work expected:  The primary costs associated with an in-house repair and maintenance 

force (salaries and benefits, equipment maintenance, overhead) will continue on at a constant rate, 
barring any force adjustments.  Variations from the expected quantity of work involved could result 
in cost inefficiencies if the crew is not kept busy, or additional costs in the form of overtime if the 
actual work exceeds forecasted levels.  To address this variable, the in-house options in this study 
target definable and steady levels of work and assume that contracting options would still be 
available to address emergency situations beyond the capability or availability of the in-house crew.  

• Provision of parts and materials:  Current procedures for provision of parts and materials required 
for the distribution repair and maintenance work in the District involve a mix of contractor provided 
and District provided results, depending on the situations of a given job.  If the job requires parts 
and/or materials that the contractor did not bring along to the job site and the District has them 
available the District will often provide what is available.  If the contractor provides the required 
parts and/or materials, they do so at a significant mark up in price over what the District pays for the 
identical items.  Converting to an in-house solution would capture these savings. 

• Potential changes to current contracting procedures:  Current contracting procedures in the 
District do not require a formal contract or a bidding process for the repair and maintenance work.  
Prevailing opinion is that the detailed review of each invoice, combined with the periodic review of 
the pricing lists, assures accurate and fair billing.  While some hard negotiation on each job may 
produce some specific reductions, the question lingers as to whether those specific savings are true 
savings in the long run.  Parker Water’s opinion is that the considerations received from a 
contractor by being considered ‘a regular customer’, such as priority response in emergencies, 
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produces greater actual savings in reduced wait times and fewer customer complaints than 
individual job negotiation would produce.  District operational personnel certainly agree and point 
out that additional time would be required for both the District and the contractor if formal bids 
were required on each job.  This study assumes that no significant reductions in contractor costs are 
likely.    

• Non-quantifiable impacts:  While cost is the primary consideration in making the decision between 
contracted and in-house service provisioning, other ‘softer’ issues must be considered as well.  
Benefits of contracting include:  

o Shielding from liability associated with contract work activities  
o Convenience in addressing service issues  
o Minimal workforce adjustment issues  
o Simplification of the District’s daily workload 

   
             Benefits of in-house crews include: 

o District self-reliance  
o Development and preservation of institutional knowledge  
o Immediate response to emergency situations  
o Lack of ‘scheduling’ requirements with contractors which would allow quick action to 

take advantage of weather breaks, etc.  
o Expanded job experience and satisfaction.   

Since both options offer some advantages and disadvantages, a clear economic advantage of one 
option over the other is needed to support the ultimate recommended choice. 

 
V. DETERMINING THE COST OF CONTRACT SERVICE DELIVERY 

 
For this study, the total cost of contract service delivery is the sum of contractor costs and contract 
administration costs for the work activities involved. 

A. Contractor Costs 
Contractor costs are composed of budgeted discretionary work plus projected demand work, typically 
repair work that the District chooses to contract.  A CPI of 3.5% is used for determining projected 
costs. 

 
B. Contract Administration Costs 
Contract administration can be defined as all those activities that take place from the time a decision 
is made to contract the work until the contract is fully executed and final payment is made, and 
typically include procurement, contract negotiations, contract award, the processing of amendments 
and change orders, the resolution of disputes, the processing of contractor invoices, and contract 
monitoring and evaluation.  Contracting administration activities in the District are imbedded as minor 
portions of some employees’ jobs and have been streamlined such that, with the exception of a couple of 
field operation employees, only minimal time is involved.  For purposes of this study, the in-house option 
assumes these field employees would be a part of the crew and only the costs of any incremental 
manpower requirements are included. 
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VI. DETERMINING THE COST OF IN-HOUSE SERVICE DELIVERY 
 

To obtain the data necessary to quantify the costs that would be incurred upon establishing an in-house 
crew, interviews were conducted with operations managers in neighboring water districts and multiple 
discussions were held with District personnel involved with daily service delivery.  The objective was 
to capture information from actual experiences that could answer the following questions: 

 Which work activities associated with maintenance and repair of the distribution and 
collection systems are best candidates for work performed by an in-house crew? 

 Based on combinations of targeted work activities, what is the appropriate size of an in-
house crew with the capability of accomplishing the work? 

 What additional equipment and tools would the District need to acquire to support an in-
house crew in performing the targeted work? 

 What are the non-quantifiable considerations pertinent to bringing some previously 
contracted work in-house?  

 
From these discussions two different options for in-house work combinations were examined,   based     
upon the following assumptions: 

 Significant proactive maintenance work has been deferred for a number of years in an effort 
to control staffing levels and District expenditures.  A prime example of this deferred work 
is the valve exercising program.  Industry standards and vendor recommendations call for 
regular exercising of valves throughout a system to assure that all are working correctly as 
well as to lengthen the lives of the valves.  Over time, unexercised valves will develop 
problems such that when they are forced open, leaking, or worse yet breakage, will often 
occur.  Currently, the District has approximately 1200 valves in service, none of which have 
been on a valve exercising schedule.  Many are identified as ‘status red’ in the Asset 
Condition Report and are part of the work included in the recommendations in the report.  
Impacts of starting a valve exercising program are included in the study.   

 A reasonably constant workload for the crew would be essential for true economical 
operation and to avoid future workforce reductions.  To accomplish this, combinations of 
known and predictable work activities were chosen that would optimize the efficient use of 
in-house personnel with the option to contract additional work on those occasions where the 
load was unmanageable without added resources, such as emergencies. 

 The complexity of the work available for bringing in-house was considered.  Some work 
activities were immediately dismissed from consideration due to the scope of the work and 
the support equipment required.  For example, distribution and collection main line 
installation and repair was deemed a non-candidate due to the excavation depths involved, 
presence of other utilities, expanded equipment and tools required, and the overall risk 
present in that line of work.   
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 The following table displays the work activities that were considered and the options that were chosen: 
 
 TABLE 1 

Repair & Maintenance Work Currently Performed In-House Crew Size 

 
In-House Contracted 3 5 

Distribution System Valve Exercising # #     
Transmission System Valve Exercising # #     

Broken Valve Replacement - Exercising # #     
Asset Condition Valve Replacements # #     

Valve Map Verification         
Distribution System locates         
Collection System locates         

PRV Maintenance         
Hydrant repair and maintenance         

Hydrant & bollard painting/upkeep         
Jet/Vac work         

Televising sewer lines         
Sewer line cleaning         
Valve replacements     

 
  

Emergency Repair     
 

  
Curb Stop Replacement         
Meter Pit Replacement         
Hydrant Replacement         

Manhole Repairs         
 Air Vac Valve Upgrades         

Service Line Repairs         
Vault Maintenance         

Planned Repl. - Distribution     * * 
Planned Repl. - Collection     * * 

#Not Currently Being Done     *Will Always Be Contracted. 
 

The difference in work chosen between the two options, valve replacements and emergency repair work, 
is a bit more complex than the other work items listed, but is certainly well within the scope of a 
properly equipped and experienced crew with the proper certifications. 

 
To bring responsibility for selected work activities into the District would require providing the crew the 
availability of equipment, tools and parts consistent with the work that is to be performed.  During the 
interviews mentioned previously, the need for specific equipment capabilities was heard repeatedly. 
Only with the proper equipment can a crew be ultimately efficient and effective, accomplishing the work 
with maximum safety, minimal time, minimum interruption in service, and minimum disruption of 
landscaping and the environment.  Those critical items include; 
 

 For excavation:  Much of the work involved in the repair and maintenance of distribution and 
collection facilities requires some form of excavation for access to the targeted facilities.  
While a backhoe can be used, increasingly the industry standard is to accomplish this 
excavation through hydro-excavation techniques -- high pressure water jets to remove dirt, 
etc. – produced by a Jet/Vac unit.  Two types of jet/vac units are widely used, a trailer unit 
and a truck unit as pictured below, along with samples of various nozzle applications. 
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The benefits provided through the features and capabilities of these units are numerous and 
add greatly to the ease and efficiency in accomplishing the work.  Using a Jet/Vac unit rather 
than a backhoe is analogous to performing surgery laparoscopically rather than with an 
incision and sutures.  Compared to digging with a backhoe, the process is less time 
consuming, minimally invasive to the terrain, friendlier to other utilities in the area (liability 
is reduced), much cleaner in that the material is sucked from the area (no street washing 
involved), and considerably safer.  The efficiency that the crew would experience through 
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access to these units would be significant through reduced wait times on the job for 
scheduling of contractors and equipment, management of waste material, waiting on locates, 
and overtime costs.  Faster overall response and repair times would increase customer 
satisfaction as well.     
 
The trailer unit is ideal for smaller jobs, such as curb stop repairs and replacements, and with 
the addition of the hydraulic valve opening equipment, this unit is ideal for the valve opening 
program.  The larger truck unit is capable of handling most excavations that the crew would 
perform, and would be additionally useful in combination with the backhoe for addressing 
facility breaks in the system. 
 
A dump truck of sufficient size to manage the removal and delivery of materials at the job 
site is also required for overall efficiency.  Waiting time by crew and equipment resulting 
from multiple trips with a small dump truck can significantly increase the overall job costs as 
well as prolonging the disruption and liability at the job site. 
 

 For sewer line inspection and cleaning:  With a Jet/Vac truck and a Closed Circuit Television 
(CCTV) truck available, the sewer line cleaning and televising work can be done as pictured 
below; 
 

   
 
While the District does have some of the required items, others would need to be acquired, and the 
impacts of these investments must be accommodated in the cost comparisons.  An analysis of existing 
inventory shows that some items may be adequate for some of the work, for example the relatively new 
backhoe, while others may not suffice for the increased activity, including the dump truck, junk trailer 
and vac truck.  These later items may need to be modified or replaced in order to suffice for the planned 
workload.  A modest stock of tools and parts currently exists but would require supplementing if the 
planned volume of work was brought in-house.   
 
A summary of the required support equipment associated with the targeted work is shown in the 
following table.  
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TABLE 2            SUMMARY OF WORK PERFORMED & ESTIMATED EQUIPMENT COSTS FOR NEW IN-HOUSE CREWS 

Work Activities Equipment 
Needed 

Incremental 
Investment ($) 

Maint. & 
Insurance ($) 

Total I-H Costs ($) 

3-Man Crew 5-Man Crew 

System Valve Exercising Jet/Vac Trailer Unit 57000 2,850 59,850 59,850 
Jet/Vac Work (Increase) TV Truck 100000 5,000 105,000 105,000 
Televising Sewer Lines Jet/Vac Truck 300000 15,000 315,000 315,000 
Cleaning Sewer Lines Dump Truck 100000 5,000 105,000 105,000 

Curb Stop Replacement Backhoe Trailer 20000 1,000 21,000 21,000 
Meter Pit Replacement Tool Trailer 15000 750 15,750 15,750 
Hydrant Replacement 1-Ton Truck 40000 2,000 42,000 42,000 

Manhole Repairs Pickup Truck 27000 1,350 28,350 56,700 
Air Vac Valve Upgrades Tools 30000 1,500 31,500 31,500 

Distribution Repair Stock Parts  25000 0 25,000 25,000 

TOTAL   $714,000 $34,450 $748,450 $776,800 

 
Of interest is the realization that the equipment and tools required to support the 3-person crew differ 
from that required for the 5-person crew by only a single pickup.  It will be seen in the economic 
comparison later in this study that the economies related to in-house repair and maintenance crews are 
highly impacted by the amount of work chosen to be performed in-house rather than contracted.  The 
contractor cost savings resulting from specific additional in-house work that could be accommodated 
with only a modest increase in District investment will play a significant role in the economic 
comparison. 
 
 VII.   COMPARING THE COSTS  OF IN-HOUSE AND CONTRACT SERVICE 

DELIVERY 
  

The attached worksheets summarize and compare the costs for the options considered.  Three options 
are shown: 

 Option 1 compares the contracting option to a 5-person in-house crew properly equipped to 
accomplish a majority of the repair and maintenance work required in the District.  Any main 
line distribution and collection work included in the capital program would be planned, 
scheduled and funded as special projects and would be contracted, along with peak 
requirements and/or emergencies where the in-house crew could not accommodate the load.  
Important assumptions are listed on the spreadsheets.  In this option the crew is considered to 
be all incremental additions with all the associated costs, and the work to be done by the in-
house crew is consistent with Table 1.  A factor included in all the options that represents 
substantial costs is the 10% “Miscellaneous” addition to the in-house numbers to cover any 
costs that may have been missed. 

 Option 2 compares the contracting option to a 3-person in-house crew properly equipped to 
accomplish a smaller selection of the repair and maintenance work required in the District.  In 
this option the crew is again considered to be all incremental additions with all the associated 
costs, and the work to be done is consistent with Table 1.  None of the valve work would be 
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performed by the smaller in-house crew. 
 Option 3 compares the contracting option to a third in-house option which keeps the targeted 

volume of work consistent at the 5-person crew level but examines the possibility of mining 
two of the 5-person crew from the existing staff through reassigning and combining some 
current job responsibilities. 

  
The results of these comparisons are shown in the following charts.  First, the 5-person crew option: 
 
CHART 1 – OPTION 1 

 
 
As shown by the cumulative cost lines, the crossover point on this option occurs in the second year, and 
the economic attractiveness grows with time.  The net incremental investment in year one is 
approximately $336,000.   
 
The following chart shows the 3-person crew option.   The economic results of this option are not 
attractive and never reach a crossover point.  A review of the spreadsheets show the reasons; 
 The initial investment in equipment required for this option is only modestly less than the 

investment required for the 5-person option, and 
 The limited work list for this size crew is insufficient to offset the associated investments. 

A smaller crew size limits the amount of contracted work that can be brought in-house, but does not limit 
the equipment required to perform the work in the same proportions. 
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CHART 2 – OPTION 2 

 
Analysis of the preceding options highlight two of the important variables that most prominently 
influence the economics in this study – the volume of work involved and the number of employee 
additions required.  In an effort to optimize these economics, the third option is considered which, as 
stated before, keeps the targeted volume of work consistent at the 5-person crew level but examines the 
possibility of mining two of the 5-person crew from the existing staff through reassigning and combining 
some current job responsibilities. Those results are shown in the following chart. 
 
CHART 3 – OPTION 3 
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VIII.   IMPLEMENTATION PLAN 
 
Results of the previous analysis shows that the establishment of a 5-member in-house repair and 
maintenance crew to assume most of the work currently being done through contractors is the most 
economically advantageous for the District.  By mining two members of the crew from the existing staff, 
this option becomes even more attractive, both in terms of the costs involved as well as minimizing 
growth of the staff.  However, the decision to capture these cost efficiencies and become more self-reliant 
represents a fundamental change in the course the District has followed for many years, and begs the 
question as to the practicality of pursuing this change.  Is the District ready to embark on this new 
approach with the attendant job changes and the resultant increased complexity of the Districts’ work 
activities?  
  
To answer this question, additional discussions were held with key members of the staff to assess the 
current impressions of the operations staff, the likely degree of buy-in that could be expected, the 
realignment and combining activities that are possible, and to develop a practical and workable 
implementation plan.  These individuals report that, while there are typical concerns with change, they 
sense a realization among the staff that the economics support what they had already suspected, that self-
reliance would be good for the District, that much of the needed expertise is already in-house, and that the 
additional work would be very doable and even an exciting addition to their jobs.  Several members of 
today’s staff were on staff many years ago when much of this work was done in-house using equipment 
that seems quite archaic in light of what’s available today.  If there is a concern, it is a fear that a decision 
might be made to move forward with bringing the work in-house but failing to provide the staff and 
equipment necessary to make the plan work. 
 
Making available the equivalent of two persons from the existing staff will require significant 
restructuring of some existing work assignments. Several factors will contribute toward making this 
possible.  Minimizing contractor coordination and oversight will free up some hours. Providing the 
capability for more self-sufficiency for the staff will optimize their time management by providing them 
with the equipment necessary to address problems immediately and to proactively work to prevent service 
issues.  Dependence on the availability of contractors, locators, etc. will be greatly reduced, along with 
the time wasted and inherent inefficiencies that accompany the requirement to wait on other’s schedules. 
   
In addition, a properly equipped and skilled in-house crew can achieve significant efficiencies that are not 
even included in the study.  For example, the study compares the cost of work currently being performed 
by contractors to the equivalent costs of performing the work via an in-house crew, assuming that the time 
involved is equivalent under each option. While no anticipated increased efficiency is reflected for the in-
house crew in the cost comparisons, considerable improvement is expected by the staff, with the result 
being more work getting accomplished by the in-house crew than the costs reflect.  While no attempt has 
been made to quantify this potential cost saving impact, the staff relates numerous time-consuming issues 
on virtually every contractor job that will be eliminated, including waiting on contractors’ schedules, 
waiting on contractor travel time, waiting on locates, and chasing needed parts.  Overtime labor will be 
reduced and all overtime costs associated with equipment, currently being charged by contractors, will be 
eliminated. 
 
Considerable expertise exists in the staff for accommodating the work requirements targeted for the in-
house crew.  In addition, their knowledge of the District’s facilities provides much insight and potential 
efficiency.  To utilize this existing expertise for the new crew the most sensible approach for staffing is to 
define the new jobs, allow existing staff the first opportunity to fill those jobs as they are qualified, and 
hire new staff members for the remaining openings and backfills.  Using this approach it is possible that 
up to three of the positions would be filled by existing staff and that one of the new employees would 
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provide the heavy equipment operating expertise and the other two new hires would provide staff backfill 
and/or field support functions.  This rollout would be carefully orchestrated and supported by clear job 
descriptions and work assignments, such that the back-up and on-call requirements of the District would 
still be met. 
 
To address the equipment purchases, a small committee will be charged with reviewing the proper 
sequence of equipment purchases to be timed to support the rollout of the specific targeted work 
functions.  Prior to the purchase of any unit, further examination will be conducted with neighboring 
districts and previous contractors regarding their experiences with various brands and models that are 
available.  Armed with this list of pros and cons, the committee will review the market availability of the 
desired unit, considering both new and used options as well as any feasible leasing considerations.  Only 
then will the acquisition be made, and through this approach, the initial investment will be minimized and 
timed for the District’s best advantage.  Obviously, all appropriate reviews and approvals for each 
purchase will be conducted according to existing District procedures and guidelines. 
 
X.  SUMMARY AND CONCLUSION 

 
Based on the clear economic advantages demonstrated in this study, staff’s recommendation is to proceed 
with the establishment of a 5-member in-house repair and maintenance crew.  Staffing for this crew will 
include a combination of existing staff expertise supplemented by new hires for the remaining talent 
required and for backfilling openings created in the staff.  Equipment purchases will be carefully 
orchestrated to assure the proper timing and the most economical and proven solutions.  Regular progress 
reports will be provided. 
 

          
 

 

 

 

1.  Irwin T. David,  “Privatization in America,” in The Municipal Yearbook 1988 (Washington, D.C.:  The  
International  City  Management  Association,  1988),  pp.  43-55;  David  Seader,  “Privatization and America's 
Cities,” Public Management, 68 (December 1986), p. 7. 
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IMPORTANT NOTICE (AT WILL EMPLOYMENT) 

THIS HANDBOOK IS DESIGNED TO ACQUAINT EMPLOYEES WITH THE PINERY WATER AND 
WASTEWATER DISTRICT (“THE DISTRICT”) AND PROVIDES SOME INFORMATION ABOUT 
WORKING HERE.  THIS HANDBOOK IS NOT ALL INCLUSIVE BUT IS INTENDED TO ADVISE 
EMPLOYEES WITH A SUMMARY OF SOME OF THE DISTRICT’S EXPECTATIONS REGARDING 
EMPLOYEE CONDUCT.  THIS EDITION SUPERSEDES AND REPLACES ALL PREVIOUSLY ISSUED 
EDITIONS OF PERSONNEL MANUELS OR EMPLOYEE HANDBOOKS AND ANY INCONSISTENT 
VERBAL OR WRITTEN POLICY STATEMENTS ISSUED PRIOR TO THIS HANDBOOK. 

EXCEPT AS MAY BE REQUIRED BY STATE LAW, EMPLOYMENT WITH THE DISTRICT IS AT-WILL.  
EMPLOYEES HAVE THE RIGHT TO END THEIR WORK RELATIONSHIP WITH THE DISTRICT, WITH 
OR WITHOUT ADVANCE NOTICE, FOR ANY REASON.  THE DISTRICT HAS THE SAME RIGHT.  
THE LANGUAGE USED IN THIS HANDBOOK, ANY BENEFIT PLAN, AND ANY VERBAL 
STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A CONTRACT 
OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED; NOR ARE THEY A GUARANTEE OF 
EMPLOYMENT FOR A SPECIFIC DURATION.  NO REPRESENTATIVE OF THE DISTRICT OTHER 
THAN THE DISTRICT MANAGER OR THEIR AUTHORIZED REPRESENTATIVE, HAS THE 
AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD 
AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE DISTRICT MANAGER OR THEIR 
AUTHORIZED REPRESENTATIVE AND THE EMPLOYEE. 

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR QUESTION. AFTER 
READING THE HANDBOOK, EMPLOYEES WHO HAVE QUESTIONS SHOULD TALK WITH THEIR 
IMMEDIATE SUPERVISOR OR THE DISTRICT MANAGER.   

IN ADDITION, THE NEED MAY ARISE TO REVISE, DELETE, OR ADD TO THE PROVISIONS IN THIS 
HANDBOOK. EXCEPT FOR THE AT-WILL NATURE OF THE EMPLOYMENT, THE DISTRICT 
RESERVES THE RIGHT TO MAKE SUCH CHANGES WITH OR WITHOUT PRIOR NOTICE.  NO ORAL 
STATEMENTS OR REPRESENTATIONS CAN CHANGE THE PROVISIONS OF THIS EMPLOYEE 
HANDBOOK. 
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SECTION I.   EQUAL EMPLOYMENT 
OPPORTUNITY/ANTI-HARASSMENT 

 
A.  Equal Employment Opportunity/Unlawful Harassment 

The District is dedicated to the principles of equal employment opportunity, ensuring equal 
access and opportunity in all matters of compensation, terms, conditions or privileges of 
employment. The District prohibits unlawful discrimination against applicants or employees on 
the basis of the following protected classes:  race, (including hair texture, hair type, or a 
protective hairstyle that is commonly or historically associated with race, such as braids, locs, 
twists, tight coils or curls, cornrows, Bantu knots, Afros, and headwraps), sex, sexual 
orientation, gender identity, gender expression color, religion, national origin, ancestry, creed, 
age 40 and over, disability (a mental or physical impairment which substantially limits a major 
life activity), military status, genetic information, pregnancy, childbirth and related conditions, 
or any other status protected by applicable federal, state or local law.  

This prohibition includes unlawful harassment based on any of these protected classes. 
Unlawful harassment includes verbal or physical conduct that has the purpose or effect of 
substantially interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  

This policy applies to all employees, including managers, supervisors, co-workers, elected and 
appointed officials, and non-employees such as customers, clients, vendors, consultants, and 
similar.  

Equal employment opportunity is not only the law, itis also a principle of District operations.  
Each Employee is expected to cooperate toward achieving and supporting this goal.   

 

B. ADA and Religious Accommodation 

The District complies with the Americans with Disabilities Act (the ADA), Title VII of the Civil 
Rights Act of 1964 and any other applicable laws prohibiting discrimination in employment 
against qualified individuals with disabilities.  The District will identify, on their job descriptions, 
duties that are essential and marginal and will make reasonable accommodation for qualified 
individuals with known disabilities unless doing so would result in an undue hardship to the 
District or cause a direct threat to health or safety. If an employee requests an accommodation, 
the District will engage in a timely, good faith, and interactive process with the employee to 
determine whether there is an effective, reasonable accommodation that will enable the 
employee to perform the essential functions of their position.  The District may require that an 
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employee provide a note from their health care provider detailing the medical advisability of 
the reasonable accommodation. 

The District will make reasonable accommodation for employees whose work requirements 
interfere with a religious belief, unless doing so poses undue hardship on the company.  
Employees needing such accommodation are instructed to contact their supervisor or the 
District Manager immediately. 

C. Accommodations for Nursing Mothers 

The District will provide reasonable unpaid break time or allow an employee to use paid break 
and/or mealtime to express breast milk for their nursing child for up to two (2) years after the 
child’s birth.   

The District will make reasonable efforts to provide a room or other location in close proximity 
to the mother’s work area with electricity to enable the employee to use a breast pump, other 
than a toilet stall, where the mother can express breast milk in privacy.  For information on 
where the nearest accommodation is located, contact the District Manager. 

D. Diversity  

The District values and promotes diversity and strives to attain a workforce that reflects the 
community.  Diversity refers to human differences, including those based on culture, ethnicity, 
gender, ability and age.   

Some of the benefits our organization derives from the diversity of its workforce are: 

• Different viewpoints and perspectives in decision-making. 

• Greater innovation and creativity. 

• A broad pool of qualified employees. 

• Greater community trust and participation. 

E.  Pregnancy Accommodation  

Employees have the right to be free from discriminatory or unfair employment practices 
because of pregnancy, a health condition related to pregnancy, or the physical recovery from 
childbirth.  

Employees who are otherwise qualified for a position may request a reasonable 
accommodation related to pregnancy, a health condition related to pregnancy or the physical 
recovery from childbirth. If an employee requests an accommodation, the District will engage 
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in a timely, good faith, and interactive process with the employee to determine whether there 
is an effective, reasonable accommodation that will enable the employee to perform the 
essential functions of her position.  A reasonable accommodation will be provided unless it 
imposes an undue hardship on our organization's business operations.  

The District may require that an employee provide a note from their health care provider 
detailing the medical advisability of the reasonable accommodation. Employees who have 
questions about this policy or who wish to request a reasonable accommodation under this 
policy should see the District Manager.   

F. Sexual Harassment 
The District strongly opposes sexual harassment and inappropriate sexual conduct Sexual 
harassment is a serious form of misconduct which undermines the integrity of employment 
relationships.  It is the policy of the District that no Employee will be subjected to sexual 
harassment.  Sexual harassment is defined as any unwelcome sexual advances, requests for 
sexual favors, or other physical or verbal conduct of a sexual nature, when: 

 
• submission to or rejection of such conduct is used as a basis for affecting an 

individual’s employment, , or 
 
• submission to such conduct is made explicitly or implicitly  condition or term of 

employment, or 
 
• such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive 
working environment. 

 
District Employees are expected to always conduct themselves in a professional and 
businesslike manner.  Conduct that may violate this policy includes, but is not limited to, 
sexually implicit or explicit communications whether in: 

 
 

• Written form, such as cartoons, posters, calendars, notes, letters, e-mails, or 
 

• Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 
gossiping or questions about another’s sex life, or repeated unwanted requests for 
dates, or 

 
• Physical gestures and other nonverbal behavior, such as unwelcome touching, 

grabbing, fondling, kissing, massaging, and brushing up against another’s body. 
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G. Complaint Procedure 
An Employee who has experienced or believes there has been a violation of the District’s 
EEO policy, has been subjected to such conduct (by another employee, a customer, or 
anyone else) on the job, in the workplace or otherwise connected with District work, or 
who has observed such conduct, must promptly report the incident or situation to his/her 
immediate supervisor, the District Manager, or Chairman of the Board of Directors.  Each 
reported incident will be promptly investigated and kept as confidential as practicable.   

Employees who are requested to provide information during an investigation are expected 
to participate in an honest and confidential manner.  All information discussed in the session 
should not be shared with other employees.  Not abiding by this may harm the 
investigation, be considered retaliation and/or may be cause for corrective or disciplinary 
action up to and including termination from employment. 

When warranted, prompt corrective action will be taken by the District up to and including 
termination of employment.   

H. Retaliation 
The District prohibits retaliation against any employee for filing a complaint under this policy 
or for assisting in a complaint investigation.  If you believe there has been a violation of 
the District’s EEO or retaliation standard, please report this information immediately to the 
District Manager and/or the Chairman of the Board of Directors.  Such complaints shall be 
promptly investigated. When warranted, prompt corrective action will be taken by the 
District up to and including termination of employment.   
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SECTION II.   MISSION VISION AND VALUES 
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SECTION III.   EMPLOYEE STATUS 
 

A. Full-time Employee  
An employee normally scheduled to work at least 32 hours per week.  Full-time employees 
are eligible for District benefits. 

 

B. Part-time Employee  
An employee normally scheduled to work less than 32 hours per week and are paid at an 
established hourly rate. Part-time Employees are not eligible for paid time off or benefits 
except as required by law or otherwise provided herein. 

C. Temporary/Seasonal Employee  

Employees who are hired as interim replacements to temporarily supplement the workforce 
or to assist in the completion of a specific project or for a specific season or seasons. 
Employment assignments in this category are of limited duration and the 
temporary/seasonal employee can be let go before the end of the defined period. Short 
term assignments generally are periods of three (3) months or less, however, such 
assignments may be extended. All temporary/seasonal employees are at-will regardless of 
the anticipated duration of the assignment (see Important Notice (At-Will Employment) 
Policy). Temporary/seasonal employees retain that status unless and until notified in 
writing of a change.  Temporary/seasonal employees are not eligible for paid time off or 
employee benefits except as required by law or otherwise provided herein. 

D. Independent Contractor or Consultant 
These individuals are not employees of the District and are self-employed.  An independent 
contractor or consultant is engaged to perform a task according to his/her own methods 
and is subject to control and direction only as to the results to be accomplished.  
Independent contractors or consultants are not entitled to benefits. 

 

E. Exempt Employee  

Exempt employees are employees whose job assignments meet specific tests established 
by the federal Fair Labor Standards Act (FLSA) and state law and who are exempt from 
minimum wage and/or overtime pay requirements.  
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F. Non-exempt Employee  
Non-exempt employees are paid at an established hourly rate and are eligible for overtime 
pay under the Fair Labor Standards Act ); paid at one and one-half times their regular rate 
of pay for all hours worked in excess of 40 hours per work week.  
 

G. Period of Close Review 
 

The District has a period of close review for new employees who are in training with the 
District.  An existing employee is also considered to be in a period of close review as a result 
of a promotion, transfer to a different position or demotion (voluntary or involuntary) to a 
different position.  The period of close review is typically one hundred twenty (120) days.  
During this time, the supervisor works closely with the employee to ensure they understand 
their new duties, and allows the supervisor the opportunity to observe and evaluate the 
capacity of the employee, which includes the employee’s ability to satisfactorily perform the 
essential functions of his or her job; and to observe and evaluate the employee’s work habits 
and conduct, including attendance and the employee’s relationship with co-workers and 
superiors. 
 
During this period of close review, the District may terminate employment immediately, 
with or without cause and with or without notice. Likewise, the employee may also 
terminate his or her employment with the District during this period, with or without notice 
and with or without cause. 

 
This one hundred twenty (120) day period of close review is not a term of employment 
and is not intended to, nor does it, impact the At-Will nature of the relationship between 
the District and the employee. 
 

H. Reassignment or Promotion  
When a job vacancy is announced, any employee may apply for the position.  All qualified 
applicants will be given consideration, although no employee is ensured selection, and the 
District reserves the right to hire an outside candidate judged by the District, in its exclusive 
discretion, to be best qualified. 

 
The District Manager may, in his or her exclusive judgment, reassign an employee to a 
different position within the District. 
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SECTION IV.  EMPLOYEE COMPENSATION 
 

A. Paydays and Pay Statements 
 

Employees are paid on a biweekly (i.e., 26 paydays per calendar year) basis on alternating 
Mondays.  If the normal payday falls on a holiday, wages will be paid the next work day.  
 
On each payday, the District will provide an itemized pay statement to all employees showing 
gross pay,  deductions, and net pay.  Automatic deductions such as additional tax withholding, 
contributions to voluntary benefit plans, and individual savings plans may be arranged through 
the Billing Supervisor. 
 

B. Timesheets 

Nonexempt employees are required to complete a timesheet daily or use the timeclock. Time 
sheets must be submitted to each employee’s supervisor by 9:00AM on the “off” payday 
Tuesday.  Accurately recording time worked is the responsibility of every employee. It is 
necessary for employees to indicate whether the recorded hours are for time worked, or for 
time off.   Time worked is all the time actually spent on the job performing assigned duties.  
Employees should accurately record the time they begin and end their work.  Overtime work 
must always be approved before it is performed.  See also “Overtime”.  

Exempt employees are required to report bi-weekly to their supervisor their 
timesheet/timeclock, vacation or sick time used. 

It is the employee’s responsibility to sign his/her time record to certify the accuracy of all time 
recorded.  The supervisor will review and then sign the time record before submitting it for 
payroll processing. 

  

C. Time Records 

The District’s pay system records are the only ones used by the District to calculate employee 
pay, vacation and sick time balances. It is very important that they are accurate and complete.  
Employees who choose to keep their own personal time records must provide them to the 
District if they find a discrepancy between the District’s records and their records.  

Employees should contact their supervisors or the District Manager with any questions about 
how their pay is calculated. Employees must promptly notify their supervisor or the District 



 Pinery Water and Wastewater District Employee Handbook – September, 2022 Page 14 of 53 

Manager of any mistakes in their time records or pay. Employees also must notify one of these 
individuals if they perceive that anyone is interfering with their ability to record their time 
accurately and completely. All reports will be investigated and, if warranted, appropriate 
corrective action will be taken. The District will not tolerate retaliation against employees for 
making a report or participating in an investigation. 

D. Work Week 
The established work week for all employees is a seven (7) day period beginning on Monday 
at 12:01 a.m and ending Sunday at 12:00 midnight. 

E. Work Schedules 
The general District working hours are between 7:00 AM and 5:00 PM Monday through Friday. 
However, work schedules shall be established and approved by each employee’s supervisor.  
Such work schedules shall be established in accordance with the needs of the District and may 
include varied hours and different workdays.  

 

F. Meal and Break Periods 

Non-exempt employees who work five or more consecutive hours will be provided at least one 
unpaid 30-minute meal break. During the break, employees will be relieved of all duties and 
permitted to pursue personal activities.  

However, the District has concluded that an uninterrupted meal period may be impractical in 
some instances (as provided by Colorado Department of Labor orders and regulations), and 
therefore, at the Manager’s discretion, will allow Employees to consume an “on-duty” meal 
period that will be fully compensated.   

 
In a regular workday, no more than two work breaks may be granted, not to exceed 10 minutes 
each.  These work breaks are paid, and cannot be saved up to shorten the work day or to use 
at another time.  Granting of work breaks will depend on the constraints and operational needs 
of the department and the supervisor will communicate to employees when they may or may 
not take a break based on the conditions.    

G. Pay for Exempt Employees 

Exempt Employees, as defined under the Fair Labor Standards Act of 1938 (FLSA), may be 
required from time to time to work in excess of the standard work week. Time devoted to this 
end, in general is not compensable, and is considered a condition of employment.   Exempt 
employees must be paid on a salary basis. This means exempt employees will regularly receive 
a predetermined amount of compensation each pay period. The District is committed to 
complying with salary basis requirements that allow for properly authorized deductions. 
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If an employee believes an improper deduction has been made to their salary, they should 
immediately report this information to the Finance Director. Reports of improper deductions 
will be promptly investigated. If it is determined that an improper deduction has occurred, the 
employee will be promptly reimbursed. 

 

H. Authorization for Leave 
 

All leave,  except for non-elective sick leave, must be approved prior to its starting date by the 
employee’s manager or supervisor.  The employee must request leave, in writing, with a 
specific starting date and return date, and must submit a time sheet with the leave 
appropriately charged. 

 
 

G. Overtime   
For nonexempt employees, hours worked in excess of 12 hours in a day, 12 consecutive hours 
without regard to the starting and ending time of the workday, or 40 hours per workweek, 
whichever results in the greater payment of wages, are paid at one and one-half (1 ½) times 
the employee’s regular rate.  When a nonexempt employee has daily overtime and weekly 
overtime hours, the payment of daily overtime counts toward the payment of the weekly 
overtime.   

 
For purposes of calculating overtime payments, “hours worked” includes hours paid for 
vacation and paid Holidays; sick leave and personal leave are not included in the calculation of 
overtime. 
 
Overtime work must be pre-approved by the employee’s supervisor and noted by the employee 
on the time sheet.  An employee who works overtime without permission from their supervisor 
will be paid the appropriate overtime amount but may be subject to disciplinary action for 
having worked overtime without permission. 
 
If it appears that an employee may garner overtime in a workweek, the supervisor, at their 
discretion, my rearrange the employees schedule so they do not incur overtime. 
 
Any overtime work (as defined above) between the hours of 9:00pm and 4:00am will be paid 
at two times the Employee’s base hourly rate. 
 
An employee who is required to report in an emergency situation or to work on a District 
recognized holiday will be paid at an overtime rate of two (2) times the employee’s base hourly 
rate.   
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I. On-Call Time 
 

If an employee who is on-call is not required to remain at a particular location during such on-
call period but is required only to leave word where he/she may be reached, the hours spent 
on-call are not regarded as compensable working time.  When such employee is called out on 
a job assignment, time actually spent at the call, as well as travel time up to 30 minutes each 
way, is counted as hours worked. 
 

J. Payroll Deductions  

Various payroll deductions are made each payday to comply with federal and state laws 
pertaining to taxes and insurance. Deductions will be made for the following: Federal and State 
Income Tax Withholding, Social Security, Medicare, and other items designated by you or 
required by law (including a valid court order). You can adjust your federal and state income 
tax withholding by completing the proper federal or state form and submitting it to the Billing 
Supervisor. At the start of each calendar year, you will be supplied with your Wage and Tax 
Statement (W-2) form for the prior year. This statement summarizes your income and 
deductions for the year. 

The District offers programs and benefits beyond those which are required by law and are paid 
via payroll deductions.  Eligible employees must voluntarily authorize deductions from their 
paychecks to cover the costs of participation in some of these programs. 
 
All deductions are listed on your statement of earnings distributed on payday. 

 
K. Wage Garnishment 

A garnishment is a court order requiring an employer to remit part of an employee's wages to 
a third party to satisfy a just debt. Once the District receives the legal papers ordering a 
garnishment, we are required by law to continue making deductions from your check until we 
have withheld the full amount or until we receive legal papers from the court to stop the 
garnishment. Even if you have already paid the debt, we still need the legal notification to stop 
the garnishment. 

L. Direct Deposit 
For our employees’ convenience, the District offers employees the opportunity to have their 
pay directly deposited into their savings and/or checking accounts.  Upon hire, the employee 
will be provided a form to enable them to  voluntarily authorize the deposit and provide specific 
financial institution information to the District.   
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M. Equal Pay for Equal Work 

The District will make reasonable efforts to announce, post or otherwise make known 
opportunities for promotion to all current employees on the same calendar day and prior to 
making a promotion decision.  The opportunities will be posted on the District’s website.  
Employees with email will be notified the same day as when the opportunity is posted.    

Announcements will include, among other potential matters, the job title, compensation, 
benefits and means by which an employee may apply for the position.  The posting may include 
the qualifications for the position and may provide that applications are open only to persons 
with certain qualifications. 
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SECTION V.  EMPLOYEE CONDUCT 
 
A. Ethics 

 
Employees are required to comply with the District’s Employee Code of Ethics/Business 
Conduct Policy and the terms of which is attached hereto as Appendix A.  By signing 
this Handbook, an employee also confirms his/her receipt of this Employee Code of 
Ethics/Business Conduct policy and his/her commitment to comply with that policy. 

 

B. Outside/Secondary Employment 
Employees may hold employment outside of the District as long as they continue to meet the 
attendance and performance standards of their job with the District.   If in the exclusive 
judgment of the District Manager, outside employment may be interfering with proper 
attendance or effective job performance, or compliance with the Ethics/Business Conduct 
Policy, the employee will be required to terminate either the outside employment or 
employment with the District. 
 
Outside employment that constitutes a conflict of interest or a violation of the said 
Ethics/Business Conduct Policy, in the exclusive opinion of the District, including moonlighting 
for a company directly related to the District, is strictly prohibited.  If an employee has 
questions about whether other employment would present a conflict of interest or a violation 
of the Ethics/Business Conduct Policy, the employee should speak with his/her supervisor or 
the District Manager. 

 
C. Employee Behavior and Work Rules  

 

District employees are expected to perform all duties as required by their job description, or 
any other duties assigned by their supervisor.  Occasionally performance or other behavior 
may fall short of our standards and/or expectations. When this occurs, management will take 
action, which in its opinion, seems appropriate. 

The District does not have a progressive discipline policy. Corrective actions can range from a 
formal discussion with the employee about the matter to immediate discharge. Action taken 
by management in an individual case does not establish a precedent in other circumstances. 

 

D. Performance Evaluation 
 
Employees are subject to evaluation and appraisal by the District at any time, but will receive 
at least one evaluation approximately at the end of the first six (6) months of employment, 
and further evaluations on an annual basis thereafter.  The appraisal will be discussed with the 
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employee.  He/she will be asked to sign the review and may insert his/her own comments if 
desired.  The original review will be filed in the employee’s personnel file and a copy will be 
provided to the employee and the supervisor. 
 
The purpose of the performance review is to provide the employee feedback as to past 
performance and set forth areas which can be improved.  It may be used in evaluating raises 
at such time as they are considered.  If an employee wishes, he/she may also ask to discuss 
the performance review with the District Manager. 

 

E. Job Related Problems 
Employees who disagree or are dissatisfied with a department practice should promptly discuss 
the matter with their immediate supervisor, where appropriate. Normally, this discussion 
should be held within three to five days of the incident, or in a timely manner. Discussions held 
in a timely manner will enhance our ability to resolve concerns while they are fresh in 
everyone’s mind. The majority of misunderstandings can be resolved at this level. 

If the solution offered is not satisfactory, or if it is inappropriate to go to the supervisor, then 
employees are encouraged to take the problem to the District Manager.  If the problem still 
cannot be resolved, employees may submit a written complaint to the Chairman of the Board 
of Directors if needed for a review and final decision about the situation.  

 
F. Attendance and Punctuality   

 
To maintain a safe and productive work environment, employees are expected to be reliable 
and punctual in reporting for work.  Absenteeism and tardiness place a burden on others.  If 
an employee cannot avoid being late to work or is unable to work as scheduled, he/she must 
notify their supervisor as soon as possible in advance of the anticipated tardiness or absence. 
Calls or notifications to fellow employees are not accepted. 
 
Habitual tardiness may result in disciplinary action or termination.  Additionally, failure by an 
Employee to contact the District for three (3) consecutive days may result in immediate 
termination.  

 
 

G. Conduct, Appearance and Dress. 
 

For most employees, contact with customers and the public is an everyday occurrence, whether 
in person or by phone.  The District as a whole is judged by the impression left with customers 
and others by its employees.  All employees are expected to act in a manner reflecting 
professionalism, tact, courtesy, and good judgment.  Even if customers are offensive, personal 
confrontations must be avoided and when an employee finds themselves in a high-conflict 
situation, they should turn the matter over to their supervisor. 
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Personal appearance, hygiene and attire should similarly reflect a favorable image of the 
District.  It is recognized that many of the tasks which employees must accomplish make it 
impossible to always stay clean and neat.  However, coveralls and other items are provided for 
employees and showers are available if needed.  Decisions about personal appearance are left 
to the good judgment of each employee; however, minimal guidelines appropriate to work 
assignments and personal safety may be prescribed.  Please check with your supervisor.   

 
The District may on occasion provide various garments (shirts, jackets, sweaters, etc.) sporting 
the District logo as approved by the Manager.  Employees may wear such garments in public 
settings.  However, management stresses that if an employee is wearing District logoed 
garments while off work, they are representing the District and therefore must use excellent 
judgement in their off-duty behavior.  If an employee is concerned that there may be any 
question about their off-duty behavior, it is recommended they choose not to wear District 
logoed apparel.   
  

H. Alternative Work Schedule 
The District is committed to maintaining a healthy balance between work, family and life related 
issues by offering flexible work arrangements. This provides employees with increased 
flexibility with their work schedule while allowing the District to maintain a progressive and 
productive work environment.    
 
District employees may be considered for alternative work scheduling on a case-by-case basis 
and at the discretion of the employee’s immediate supervisor. Alternative work schedules are 
not appropriate for all employees or positions and are not a universal employee benefit. The 
nature of the employee's work and responsibilities must be conducive to an alternative work 
schedule without causing significant disruption to performance and/or service delivery. 
Mandatory conditions must also be met for an alternative work schedule to be approved.  The 
employee must: 
 

• have a satisfactory attendance record; and 
• be meeting all performance expectations in their current role. 

 
There will be a 3-month trial period to assess the impact of the flexible work arrangement. 
After successful completion of the trial period, the work arrangement will be reviewed annually 
thereafter to ensure continued success.  The arrangement may be canceled for any reason by 
either management or the employee with a 1-week notice period.  
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I. Political Activity  
 

Political beliefs, activities, and affiliations are the private concern of the employee.  An 
employee’s work status will not be affected by participating or not participating in lawful civic 
and political activities. Employees will not be required to work for, or participate in, the support 
of any political candidate during their off-duty hours.  No employee of the District shall directly 
or indirectly coerce or command any other employee to pay, lend, or contribute salary, 
compensation, service, or anything else of value to any political party, group, organization, or 
candidate whatsoever.  Employees may not use their official authority or influence for the 
purposes of interfering with or affecting the results of elections or nominations for office.   

The District encourages employees to participate in matters of responsible citizenship.  The 
District will not interfere with the conduct of District employees engaged in political activity, as 
long as the activities are confined to hours when the employees are not on duty, are not 
campaigning in their official organization uniforms, and that the activities do not impair the 
employee’s job efficiency or that of others. 

Any District employee may be a candidate for a partisan political office provided that the 
involvement does not interfere or present a conflict of interest with his or her job.  If 
involvement is necessary during normal working hours, the individual must take vacation leave 
or leave without pay.  Employees whose salary comes in part or in whole from federal 
government sources are subject to the Hatch Act and its revisions. 

 
An employee desiring to be a candidate for Denver Southeast Suburban Water and Sanitation 
District office should request an unpaid leave beginning the date of filing as a candidate and 
ending on the day following the election.  A candidate who is elected to office must immediately 
resign from his/her position. 
 

 
J. Nepotism/Personal Relationships in the Workplace  

 

The District may hire spouses or relatives of current District employees who are qualified for 
certain jobs.  For purposes of this section, a relative is any person who is related by blood or 
marriage, or whose relationship with the employee is similar to that of persons who are related 
by blood or marriage, such as parties to civil unions.  Should a spouse or relative be hired or 
should an employee marry another employee, the following guidelines apply: 

• A spouse or relative may not directly or indirectly supervise or be supervised by the 
other spouse or relative. 

• A spouse or relative may not be hired for a position that audits, verifies, receives, 
or is entrusted with monies received or handled by the other spouse or relative. 
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• Neither spouse nor a relative may work in a department that handles confidential 
matters including payroll and personnel records of the other spouse or relative. 

Supervisors may not have a dating relationship with anyone that they supervise.  Should such 
occur, the supervisor is obligated to report this to the Distract Manager.     

A dating relationship is defined as a relationship that may be reasonably expected to lead to 
the formation of a consensual relationship.  This guideline applies to all employees without 
regard to the gender or sexual orientation of the individuals involved. 

The employment of relatives or individuals involved in a dating relationship in the same area 
of the District may cause serious conflicts and problems with real or perceived favoritism and 
employee morale.  In addition to claims of partiality in treatment at work, personal conflicts 
from outside the work environment can be carried over into day-to-day working relationships. 

The District reserves the right to take prompt action if an actual or potential conflict of interest 
arises involving relatives or individuals involved in a dating relationship where one individual 
has the ability to make employment decisions over the other.   

If a relative relationship or dating relationship is established after both supervisor and 
employee are hired, the individuals concerned will be given the opportunity to decide who is 
to be transferred to another available position for which they are qualified, if one is available.  
If that decision is not made within thirty (30) calendar days, the District Manager will decide 
who is to be transferred or, if necessary, terminated from employment. 

In other cases where a conflict or the potential for conflict arises because of the relationship 
between employees, even if there is no line of authority or reporting involved, the employees 
may be separated by reassignment or terminated from employment.   
 
Employees in a close personal relationship should refrain from public or private workplace 
displays of affection, arguments or excessive personal conversation.   
 

K.   Confidential Information 
The protection of confidential business information is vital to the interests and the success of 
the District.   Such confidential information includes, but is not limited to, names, addresses, 
telephone numbers, and personal financial information of past and present customers.  
Disclosure of confidential information might seriously damage the District or its citizens and, 
therefore, such action will not be tolerated. This non-disclosure prohibition applies both during 
and after an employee’s employment. Any copying, reproducing, or distributing of confidential 
information in any manner must be authorized by the District Manager in writing. Confidential 
information remains the property of the District and must be returned to the District upon 
separation or at any time upon demand.  
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Employees who improperly use or disclose confidential business information will be subject to 
disciplinary action up to and including termination of employment determined at the sole 
discretion of the District, and legal action, even if the Employee does not personally benefit 
from the use or disclosure.  Any employee who permits inspection of or transmitting 
information contained in customer records, may be guilty of a misdemeanor, fined and/or 
imprisoned based on existing Colorado Statutes.   
 

L. Uniforms 
 

Work clothing is generally the responsibility of the employee.  However, the District provides 
special protective gear for use when required by the job assignments.  Coveralls and other 
washable clothing are not to be taken home for safety reasons and will be laundered by the 
District at the District’s expense. 

 
M. Training/Education 

 
All Full-time employees are encouraged to continue their education and training in areas related 
to their present position or a reasonably anticipated future job with the District. 
 
Training:  
Fees associated with pre-approved seminars, conferences, technical and non-technical 
courses, and certification courses may be eligible for reimbursement.  To be eligible, course 
fees must be reasonable and reimbursement must be recommended by the employee’s 
supervisor and approved by the District Manager.  Travel, lodging and subsistence will be at 
the employee’s expense unless otherwise approved by the District Manager. 

 
Employees who attend approved, job-related seminars, conferences, classes, or take 
certification tests on a regular scheduled workday will be paid their regular wage for applicable 
hours.   Hours paid for training purposes will not be counted as time worked for the calculation 
of overtime. 
 
Tuition Reimbursement:   
The District encourages career advancement opportunities for employees by promoting 
professional and educational development. College-level courses that are relevant to an 
employee’s current position or required under a degree program which may benefit the District, 
will be considered on a case by case basis.  The employee’s supervisor and the District Manager 
must approve reimbursement prior to the course beginning.   
 
The District may reimburse up to 80% of the tuition and books (excluding fees) for college 
level course work, subject to IRS regulations and a passing grade of “C” or better.   Employees 
must submit proof of completion and grade, as well as receipts for approved expenses prior to 
receiving reimbursement.   
 
Education expenses do not include the cost of tools or supplies (other than textbooks) the 
employee is allowed to keep at the end of the course.  Nor do they include the cost of lodging, 
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meals, or transportation.  Additionally, courses involving sports, games or hobbies are excluded 
from consideration unless required as part of a degree program. 
 
Maximum educational assistance per employee is $1,500 per calendar year. 
 
Prior to participating in the Training and/or Tuition Reimbursement programs an employee will 
be expected to sign an agreement that, prior to the District disbursing any funds to the 
employee, the employee will repay the obligation on a month by month sliding scale should 
they voluntarily leave their position within 6 months of receiving the training or tuition 
reimbursement. 
 

N. Technical Organization Memberships 
 
Full-time employees are encouraged to participate in technical organizations relative to their 
work such as Wastewater Environment Federation (WEF), American Water Work Association 
(AWWA), Special District Association (SDA), and others.  With the District Manager’s approval, 
a percentage of the annual dues may be paid for employees who actively participate and 
regularly attend a majority of scheduled meetings.  At the District’s discretion, full or partial 
payment of registration and other costs for attending annual or special meetings will be 
available for employees who hold office or are active on committees. 

 
O. Personnel Records 

 
The District shall maintain confidential files for each Employee in accordance with provisions 
of applicable state and federal laws.   Portions of the Employee records are confidential and 
shall not be treated as open records under Colorado law. Personnel files are kept in the District’s 
Administration office. Medical information will be filed independently.  

Generally, only those who have a legitimate reason to review information in an employee's file 
are allowed to do so. Disclosure of personnel information to outside sources will be limited.  
However, the District will cooperate with requests from authorized law enforcement or local, 
state, or federal agencies conducting official investigations and as otherwise legally required. 

Employees may contact the District Manager to request a time to review their personnel file. 
With reasonable advance notice, an existing or former employee may review their personnel 
file in the presence of an individual responsible for file maintenance and may request, in 
writing, copies of any documents in their personnel file and these will be provided to the 
requesting employee within a reasonable time frame.   

It is the responsibility of each employee to promptly notify the District of any changes in 
personal data including, but not limited to: 
 Name 
 Mailing and/or home address  
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 Telephone numbers (home, cell)  
 Marital Status 
 Dependent coverage information (insurance) 
 Tax Exemptions 
 Direct Deposit Authorization  
 Emergency contact information  
 Educational accomplishments 

 
 
Administrative staff maintains and updates the employee records (electronic & hard copy) of 
each District Employee. This record typically includes: 

• Disciplinary action records  
• Grievance records 
• Application for employment/accompanying documents 
• Direct deposit authorization forms 
• Commendation letters (Supervisors and/or customers) 
• Insurance enrollment and change forms 
• Deferred Compensation forms (enrollment/change) 
• Performance appraisals 
• Salary change documents 
• Personal information changes (name, address, etc.) 
• Transcripts documenting education 
• Certification documents 
• Workman’s Compensation documents 
• Sick Pay transfer letters 

 
Once an employee leaves employment with the District, the employee record shall be 
considered closed and cannot be amended.  The employee’s record is then archived as required 
by federal and/or state law. 

P. References 

The District does not furnish open letters of recommendation addressed “To Whom It May 
Concern.” Employment information will only be given when a signed request to release has 
been received by the District Manager.   
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If any District employees receives a call inquiring about a former or current employee, please 
refer the caller to the District Manager. Only the District Manager has the authority to respond 
to such inquiries. This restriction includes recommendations on social media sites.  The District 
will provide only the former or present employee's dates of employment and position(s) held 
with the District. Compensation information may also be verified if written amount is provided 
by the inquiring party. 

Q. Separation of Employment 

The District requests that employees who wish to resign their positions notify their supervisor 
of their anticipated departure date, in advance.  This will enable the District to go over the 
“check out” procedures (conversion of insurance, return of property, future address to send 
annual W-2, where to send final paycheck if the banking information has changed, and so 
forth) prior to separation. 

Employees may be considered for re-employment provided they apply for and qualify for the 
position of interest and maintained satisfactory performance and attendance while they were 
employed with the District. 

Upon separation of employment, the employee will receive their final pay and any accrued 
leave on the regular pay day following their separation date. 

R. Data Disposal Policy. 
During the course of your employment, the District will collect certain information that is 
classified as “personal identifying information,” or PII, under applicable laws. Such information 
may include, but is not limited to: 

• Your first and last name or initials; 

• Username(s) and password(s); 

• Social security number; 

• Passport number 

• Driver license or other identification card number; 

• Medical documentation; 

• Biometric data; 

• And more.  

The District may keep these records in paper and/or electronic format.  

When such documentation is no longer needed, pursuant to the District’s Records Retention 
Schedule and best practices, the District will either (a) destroy the records or (b) arrange for 
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their destruction, e.g. by shredding, erasing, or otherwise modifying the personal identifying 
information in such a manner as to render it unreadable or indecipherable through any means.  
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SECTION VI.  EMPLOYEE SAFETY 
 

 
A. Safety – Everyone’s Responsibility   

 
The safety of employees, visitors, contract service providers and others is of primary concern to 
the District and it is the object of the District to create and maintain safe and healthful working 
conditions.  Employees must share the responsibility for ensuring a safe work environment and 
are expected to report any unsafe conditions observed to their supervisor and the Safety 
Coordinator immediately.  Minor safety hazards should be corrected by the employee when found 
if no undue risk is involved. 
 
No employee should suffer needless injury on the job.  Employees are expected to learn and obey 
all safety rules and exercise caution in all work activities.  Employees have an obligation to work 
safely and efficiently, use prescribed methods, report problems to their supervisor and abide by 
the District’s Safety Rules and Regulations.  Failure to do so may result in disciplinary action or 
termination.   
NOTE:  This Employee Handbook does NOT supersede District Safety Rules and Regulations. 
 
Safety is everyone’s responsibility. No job must ever become so routine or so urgent that every 
safety precaution is not observed.  The prevention of personal injury and damage to property and 
equipment must always remain uppermost in every employee’s mind.   
 
As part of the effort to provide the safest possible work environment for employees, customers, 
and visitors, the District has appointed a safety coordination team.  The coordinators are to help 
communicate and execute an effective safety program and may be consulted by any employee on 
safety matters or with suggestions.  Monthly safety meetings and in-house seminars will be 
conducted by the safety coordination team.  It is mandatory that all employees attend. 
 
If an Employee sustains an on-the-job injury or does damage to District equipment, or public or 
private property, his/her supervisor must be notified immediately.  A follow-up written report with 
appropriate statements from the Employee and other witnesses shall be prepared by the 
Supervisor within two (2) working days.  These reports are necessary to comply with applicable 
laws and initiate insurance and Workers’ Compensation procedures. 

 
B. Safety Award Program 

 
In appreciation of the District Employees’ effort to maintain a safe working environment, the 
District has developed a two-tiered safety recognition program. As individuals, employees are 
recognized annually for completion of a year without a safety incident and as a team, all District 
employees are recognized every 250 days for days worked without a Lost Time Accident. Further 
details can be found in the District’s Safety Award Program policy, as is amended from time to 
time.  
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C. Workers’ Compensation 
 
Employees of the District are covered by the Colorado Workers’ Compensation Act for employment 
related injury or illness).  Under the Act, you may receive benefits for missing work as a result of 
an employment related injury or illness.  Any work-related injury or illness or the witnessing 
thereof, no matter how minor, must be reported to the supervisor immediately.  Failure or delay 
to report, as well as certain circumstances as provided by the Act, may result in denial of a claim 
or reduction of benefits, as well as possible disciplinary action by the District. 

 
Employees may be subject to a drug/alcohol test when involved in an accident.  Workers’ 
Compensation benefits may be reduced when an injury results from the use of drugs or alcohol by 
an Employee.  

 
Neither the District nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in any 
off-duty recreational, social, or athletic activity sponsored by the District. 

 
A designated health provider has been established by the District. All Employees having a work-
related injury or illness shall be referred to them.  Subsequently and upon referral, additional 
doctors or medical facilities may be called upon by the designated provider. 
 
The District may pay the employee’s regular pay less any proceeds received for loss of work from 
Workers’ Compensation insurance for a period of up to 90-calendar days beginning with the report 
of injury or illness to ensure the employee receives their full wage during that time frame.  Sick 
leave will not need to be used during this time.   
If an employee has not been released by the treating physician to work his/her job 90-calendar 
days following the injury, the employee may apply for long term disability benefits.     

 
An employee released by their treating physician to return to work, either full or partial, shall 
provide to the District a written certification from the physician.  Upon release, an employee who 
is unable to perform his/her regular job duties may be reassigned to another position for which 
the employee is qualified and medically able.  If the employee does not accept the position offered, 
any further obligation on the part of the District to place such employee shall conclude and the 
employee’s employment will terminate. 
 
If an employee has not been released to work his/her regular duties within six (6) months of the 
original date of injury, an employee may be terminated at the District’s discretion.    

 

D.  Public Health Emergency Whistleblower Law (PHEW) 
The District will not discriminate, take adverse action, or retaliate against any employee based on 
the employee, in good faith, raising any reasonable concern about workplace violations of 
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government health or safety rules, or about an otherwise significant workplace threat to health or 
safety, related to a public health emergency to the District, other workers, or the public if the 
District controls the workplace conditions giving rise to the threat or violation.  

The District will not require or attempt to require an employee to sign a contract or other 
agreement that would limit or prevent the employee from disclosing information about workplace 
health and safety practices or hazards related to a public health emergency or to otherwise abide 
by a workplace policy that would limit or prevent such disclosures. 

The District will not discriminate, take adverse action, or retaliate against an employee based on 
the employee voluntarily wearing the employee’s own personal protective equipment (PPE), such 
as a mask, faceguard, or gloves, if the personal protective equipment: 

(a) Provides a higher level of protection than the equipment provided by the District, 
(b) Is recommended by a federal, state, or local public health agency with jurisdiction over the 

District, and 
(c) Does not render the employee incapable of performing his or her job or prevent an 

employee from fulfilling his or her duties. 

The District will not discriminate, take adverse action, or retaliate against an employee based on 
the employee opposing any practice he or she reasonably believes is unlawful under PHEW or for 
making a charge, testifying, assisting, or participating in any manner in an investigation, 
proceeding, or hearing as to any matter the employee reasonably believes to be unlawful under 
PHEW. 

Without limiting an employee’s rights under PHEW, an employee shall send a written notice of his 
or her complaint and provide the District Manager with 14 business days to respond. The District 
will receive and investigate each safety concern and address it as appropriate as defined in the 
District’s Complaint Procedure described in Section I (H).   

For purposes of this section, an “employee” may include an independent contractor as provided in 
PHEW. 

 

E. Drug and Alcohol-Free Workplace. 
 
The District is committed to protecting the safety, health and wellbeing of all employees and 
individuals in our workplace. The District recognizes that alcohol and drug use pose a significant 
threat to the goals of the District, as well as employee health and safety. The District has 
established a drug-free workplace policy that balances respect for individuals with the requirement 
to maintain an alcohol and drug-free environment.  The purpose of the District’s Drug and Alcohol-
Free policy is to enhance the safety, health, and the well-being of Employees in regard to: 
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• verifying employee drug/alcohol use/abuse/misuse; 

• the protection of other employees and the public from employees who are under the 
influence in their working environment; 

• confrontation of affected employees with proof of drug/alcohol abuse to encourage 
rehabilitation; 

• compliance with Department of Transportation/Commercial Driver’s License (DOT/CDL) 
regulations, and 

• the protection of all employees’ rights. 
 
As a condition of employment, no employee may be under the influence of or have his/her ability 
to perform be impaired by any alcoholic beverage, illegal drug, or controlled substance, including 
marijuana, while on the job or on-call.  In addition, employees are prohibited from the unlawful 
distribution, dispensing, possession or manufacturing of alcohol, prescribed or non-prescribed 
drugs during working hours. Upon reasonable suspicion, an employee may be required to undergo 
drug and alcohol testing.  If an employee tests positive, he or she may be subject to disciplinary 
action up to and including termination of employment. 
 
Abuse or misuse of over-the-counter or prescription drugs, including marijuana, will be considered 
a violation of this policy. Employees who must use over-the-counter or prescription drugs which 
may preclude the employee from safely performing their job must inform their supervisor before 
starting work.  The supervisor, and working in conjunction with the District Manager, after proper 
inquiry, which may include requiring the employee to provide a doctor’s statement outlining the 
possible effect of the drug on job safety, will decide if the employee can remain at work and what 
work restrictions, if any, are necessary. 
 
The District encourages employees to voluntarily seek help with drug and alcohol problems.  
Employees who voluntarily admit to  drug or alcohol problems that have not resulted in Disciplinary 
Action may be eligible for unpaid time off, consistent with FMLA guidelines, to participate in a 
rehabilitation program. 
 
Random drug tests will be conducted for CDL certified employees or for periodic testing due to an 
employee’s previous violation of the drug/alcohol policy.  
 
All District employees are required to drive District vehicles at some point in their employment 
term.  Therefore, any employee who is convicted of any criminal offense resulting from  

a. a finding of guilty by a judge or jury, or the entry of a guilty or no contest plea involving a 
drug/alcohol statute violation, or 

b. a drug/alcohol-related crime including a conviction of, or entry of a guilty or no-contest 
plea to a lesser or other offense as part of a plea bargain in a case where the original 
charge was drug or alcohol related  
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shall notify the District Manager on or before the employee’s first day of work (scheduled or 
unscheduled) after the entry of the conviction. 
 
F. Security Inspections 
The District wishes to maintain a work environment that is free of controlled substances, alcohol, 
firearms, explosives, or other improper materials.  To this end, as stated, the District prohibits the 
possession, transfer, sale, or use of such materials on its premises.  Employees shall not have a 
reasonable expectation of privacy in lockers, desks, cabinets, or file drawers, all of which are keyed 
by the District and copies of those keys are kept by the District. 

The District reserves the right to open and enter any office, desk, locker, file cabinet or other 
storage device or areas on District premises and to inspect District vehicles and any containers 
brought into the workplace.  Although employees may be assigned an office, desk, vehicle, locker, 
computer, file cabinet or other storage device, and similar, the assignment does not suggest that 
employees have rights or expectations of privacy in their use.   All such items are provided for our 
employees’ convenience.  
 
G. Smoking  
The health risks of smoking and passive or secondary smoke are well known.   A smoke-free 
workplace promotes a healthier workforce, cleaner premises for both Employees and customers, 
and increased compliance with safety responsibilities.  Therefore, the District strictly prohibits 
smoking in all District offices and vehicles.   Employees are allowed to smoke in areas outside of 
District facilities a minimum of fifteen (15) feet away from public entrances.  This restriction applies 
to all employees and visitors including during non-business hours. 

 
H. Anti-Violence/Bullying  

The District’s goal is to maintain a workplace free from violence or threats of violence.  Any action, 
which in management’s opinion is inappropriate for the workplace, will not be tolerated.  This 
includes, but is not limited to, physical and/or verbal intimidating or threatening behavior, threats 
of violence, violent conduct, fighting, physical mistreatment, vandalism, sabotage, arson, use of 
weapons, bullying, the use of vulgar or abusive language, horseplay, practical jokes or any similar 
act or conduct that may endanger others, damage property and/or is inappropriate in the 
workplace.   

The use of District property, such as computers, networks, telephones, email or an employee’s 
personal telephone or computer while on-site, in a threatening or inappropriate way is also 
prohibited.   
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The District prohibits the possession or use of unconcealed weapons or the use of concealed 
weapons in District buildings, vehicles or mobile equipment, regardless of whether or not the 
person is licensed to carry the weapon. This guideline applies to all employees, contract and 
temporary employees, elected and appointed officials, visitors and citizens. 

If any employee feels they have been subjected to violence, threats of violence or bullying, they 
should immediately report the incident to their supervisor or the District Manager.  Employees are 
expected to report any prohibited conduct to management.  However, employees should directly 
contact proper law enforcement authorities if they believe there is a serious threat to the safety 
and health of themselves or others. 

Complaints will receive prompt attention and the situation will be investigated.  Based on the 
results of the investigation, corrective, disciplinary or other appropriate action will be taken.   

Retaliation for making a complaint or participating in the investigation of a complaint will not be 
tolerated.  Any employee who believes they have been retaliated against, please follow the 
reporting procedure described in Section I (H).   

 

I. Use of Equipment and Vehicles 
 

Equipment and vehicles essential to accomplishing job duties are expensive and may be difficult 
to replace.  Employees are expected to exercise care, perform required maintenance, and follow 
all operating instructions, safety standards and guidelines.  Alteration to the appearance of District 
vehicles is prohibited including the installation of bumper stickers/decals, antennas, stereos, and 
similar.  The supervisor can answer any questions about an employee’s responsibility for 
maintenance and care of equipment or vehicles used on the job.   

To protect our employees, our investment and our customers, the District expects all employees 
to follow all safety procedures and guidelines when working with District property.  For example: 

• Operating machinery or equipment is prohibited unless the employee is specifically trained 
and authorized. 

• Employees should never remove guards from any machinery except for cleaning, and only 
when equipment is disconnected. 

• Any chemicals (paint, glue, or similar) used should be handled with care, with proper 
ventilation and protective personal equipment. 

• Employees should return all equipment to the designated storage place when they have 
completed its usage.   

Employees who participate in malicious mischief, abuse, intentional destruction, abandonment, 
theft, improper or inappropriate use; or who damage property, tools, facilities, vehicles, or 
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equipment belonging to third parties, other employees, or the District may be subject to discipline 
up to and including termination. 
 
The person assigned to a District vehicle shall be responsible for maintaining it in accordance with 
the manufacturer’s recommendations and seeing that repairs needed are made on a timely basis. 
Problems involving major expense and outside services shall be brought to the supervisor’s 
attention to obtain approval for the work. Because of the nature of the use, all service vehicles 
shall have an oil change according to the manufacturer’s recommendations. They shall be cleaned, 
inside and out, at least bi-weekly. Tools and equipment contained on or in the vehicle shall be the 
responsibility of the person assigned and are to be maintained in a clean and orderly manner. 
Broken, damaged or lost tools are to be reported to the supervisor immediately. 
 
District vehicles, except as set forth herein, are for use during normal business hours and 
authorized overtime. 
 
Water operators assigned to on-call duty will be permitted to drive a District vehicle home at night. 
This is intended to facilitate a prompt response to our customers in a timely manner. Employees 
will exercise discretion in using the vehicle for any reason other than transportation to and from 
work as public relations problems may occur if the vehicle is seen in an unexpected location. In 
the winter, try to keep the vehicle garaged or in a protected location so that it will be ready to 
respond to an emergency. Wastewater personnel who must use their own vehicles, will be paid 
mileage to and from home for emergencies and on-call responsibilities.  
 
Superintendents are required to be on-call at all times, and may be assigned a District vehicle, if 
one is available, on a full-time basis. Such individuals will use good judgment when operating the 
vehicle and treat it as if it were their own. Servicing and fuel will be provided at District expense. 
Use of the vehicle for travel to and from work and for personal activities must be logged and 
reported monthly to the District personnel office. The number of miles driven for personal use 
multiplied by the latest cost per mile listed in the Federal Internal Revenue Service (IRS) 
regulations will be calculated is considered as additional compensation to the employee and taxed 
as such by the I.R.S. 
 
When an employee has been given permission or is requested to attend an out-of-District function, 
he/she may request use of a District vehicle. If one is not available for any reason the employee 
will be reimbursed in accordance with IRS guidelines for use of his/her personal vehicle. 
 
When employees are required to respond to an emergency in their own vehicle or if a personal 
vehicle is used for District business for any reason, the employee will be reimbursed per IRS 
guidelines for the miles driven from the District office or personal home, to the location and back. 

In addition, all employees driving on behalf of the District are required to have a valid unrestricted 
driver’s license and, if driving their own personal vehicle, up-to-date vehicle insurance. 

It is the policy of the District that vehicles will be turned off and the keys removed while 
unattended. The exception to this is for warming of vehicles to defrost windows so that they may 
be driven safely. Vehicle warming shall be done in the following manner: 
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a. The vehicle shall be in "Park'' and the parking brake shall be on. 
b. The operator of the vehicle shall be in the immediate area. 
c. The time for  warming  a  vehicle  will  be  kept  to  the minimum necessary for safe 

operation. 
 
While working around the District, vehicles may be left running when needed to power lights (or 
other equipment), or to provide a space for warming of Employees working outside. Care must be 
taken to ensure the safety of the public and our Employees whenever vehicles are left running.  
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SECTION VII.  EMPLOYEE LEAVES 
 
 
A. Holidays 

 
The following days are District paid Holidays for all Full-time Employees: 

• New Year’s Day 

• Presidents’ Day  

• Memorial Day 

• Independence Day 

• Labor Day 

• Thanksgiving Day 

• Day after Thanksgiving Holiday 

• Christmas Eve 

• Christmas Day 

• And one floating holiday determined each year. 

 
When a designated Holiday falls on a Saturday or Sunday, the adjacent Friday or Monday shall 
be considered as the Holiday. 

 
Payment will be at the Employee’s base rate for eight hours.  Holiday pay is counted as hours 
worked in computation of overtime for non-exempt employees. 

 
B. Vacation. 

  
Full-time Employees accrue paid vacation time per pay period as follows: 

        
 CONTINUOUS SERVICE  DAYS        ACCRUAL 

 
     One through Three years      10   3.08 hours per pay period  

  
     Four through Five years         12  3.69 hours per pay period 
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     Six through Ten years        15           4.62 hours per pay period 
 
     Eleven through Fifteen years          18  5.53 hours per pay period 
 
     Sixteen through Twenty-five years      20           6.15 hours per pay period 
 
     Over Twenty-five years     25            7.69 hours per pay period 
 
 

The District encourages employees to use all earned vacation each year.  However, employees, 
may accrue up to a maximum of two times their then-current annual paid vacation allotment. 
Upon reaching this benchmark, an employee will cease to accrue any further paid vacation 
hours until earned vacation hours fall below the benchmark.    

 
Employees may not borrow on future vacation earned time. 

 
A department supervisor may prepare an annual vacation schedule prior to the last day of 
January, and each employee shall indicate, to the best of their ability the dates requested for 
using earned vacation time.  The supervisor may alter the vacation schedule depending on the 
needs of the District.  Requests for vacation submitted after January will be subordinate to the 
approved vacation schedule. 
 
When a recognized Holiday falls in the vacation period, an employee will not be charged a 
vacation day. 
 
Upon termination of employment, employees receive payment for accrued and unused vacation 
hours up to the maximum amount allowable for years of service as detailed in accrual table 
above.   
 
C. Personal Leave   

 
Full-time employees are provided three (3) days per calendar year which may be taken as 
personal time off with pay.  Selected days must be approved by the employee’s supervisor at 
least one (1) week in advance and shall be scheduled so as not to disrupt normal work 
activities, in the exclusive judgment of the supervisor.  Personal days may also be used in 
emergency situations where other Leave hours are not applicable.  Unused personal leave may 
not be carried forward to subsequent years and has no monetary value upon termination of 
employment.  
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D. Sick Leave 
ACCRUALS: 

Full-time employees begin to accrue sick leave immediately upon start of employment with the 
District at 2.46 hours per pay period while in a pay earning status, which is equal to a maximum 
of 65 days (510 hours). This amount is pro-rated for full-time employees who work less than 
40 hours per week.   

As part of Colorado’s Healthy Families and Workplaces Act (HFWA), part-time employees, 
seasonal and temporary employees accrue sick time at the rate of 1 hour per 30 hours 
immediately upon hire, while in a pay earning status, up to 48 hours in a year.  
 
Any accrued sick leave over 65 days (510 hours) at the end of the calendar year will be 
converted at the rate of 10 paid hours of regular pay or additional vacation, for each 20 hours 
of unused sick leave.  Payment will be made on the first regular pay day of the ensuing calendar 
year at the pay rate in effect on the last day of the calendar year in which the sick leave was 
accrued 

 

SICK LEAVE IS ALLOWED FOR: 

Paid sick leave may be used if an employee:   

1. has a mental or physical illness, injury, or health condition that prevents them from 
working, 

2. needs to obtain preventive medical care such as doctor, dental or vision appointments 
and similar, or to get a medical diagnosis, medical care, or treatment, of any mental 
or physical illness, injury, or health condition, 

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

4. they, or the employee’s family member, have been a victim of domestic abuse, sexual 
assault, or criminal harassment, and need leave for related medical attention, mental 
health care or other counseling, victim services (including legal services), or relocation; 
or 

5. is unable to go to work due to a public health emergency forcing the closure of the 
District or the closure of the school or place of care of the employee’s child. 

If an employee uses sick leave for three (3) or more consecutive days, the District may require 
reasonable documentation that the paid sick leave is for a purpose authorized in this section 
(above 1-5). If the absence was due to the employee’s own illness, the District will also provide 
the employee information on the District’s Medical Leave program. Additionally, the District 
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Manager may require the employee to provide periodic written reports from his/her physician 
regarding the employee’s condition during Medical Leave.   
 
If a recognized District holiday occurs during a period of sickness, the day of the holiday will 
be paid with holiday pay, not sick leave pay.     
 
Sick leave will not be counted as hours worked in the calculation of overtime. For example, if 
a full-time employee takes a Monday off due to illness, they will receive 8 hours (one day) of 
sick leave pay for the missed day of work.  If they work 33 hours in the remainder of the week, 
they will not earn overtime.  They will only earn overtime for that week if they actually work 
over 40 hours in that week. 

If an individual runs out of sick leave they may use their vacation or personal leave in lieu of 
sick.   

Employees may donate available sick leave hours to another employee with a need for 
additional sick leave which is not covered by other compensation.  Should this situation occur, 
the transfer must be authorized by the District Manager and the employee must agree in 
writing as to the number of hours assigned. 

 
If an employee has an injury, illness or other medical condition, or is providing needed care 
for an Immediate family member with an injury, illness or other medical condition, for a period 
longer than his/her accrued sick leave, vacation leave, and personal leave accruals, the District 
Manager, in his/her exclusive discretion, may grant an extended disability leave without pay, 
not to exceed six months from the first day of the sick, vacation or personal leave (See Medical 
Leave in this Section).  
 
Immediate family for this purpose is defined as the employee’s mother, father, sister, brother, 
wife, husband, son, daughter, mother-in-law, father-in-law, grandchildren, grandmother, 
grandfather, relative who takes the place of a parent, or other relative living in the employee’s 
home.   

 
Employees off work for longer than ninety (90) calendar days due to an accident or extended 
illness must apply for Long Term Disability (LTD) benefits as funded by the District.  The sum 
of LTD benefits plus sick leave paid by the District simultaneously shall not exceed the 
employee’s standard rate of compensation.   

 
REQUIRED NOTIFICATION FOR USE: 

It is the employee’s responsibility to notify their supervisor each day prior to the beginning of 
the employee’s shift when they cannot come to work because of their or a family member’s 
illness, injury, medical care, or domestic violence. Also, employees should let their supervisor 
know when they expect to return to work.  

 
Sick leave may be taken by an employee for doctor and dentist appointments, if such 
appointment cannot be scheduled during non-working hours.  Non-emergency appointments 
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which require the use of sick leave must be approved in advance by the employee’s supervisor 
and must be scheduled to minimize the disruption of work schedules. 
 
All sick leave used will be accounted for in one-hour increments. 
 

PAY OUT UPON SEPARATION 
 

Upon separation, payment will be made for one-half of the unused sick leave, provided that 
the employee has worked for the District at least 10 years.    

 

E. Supplemental Sick Leave During a Public Health Emergency 
(Colorado’s Healthy Families and Workplaces Act – HFWA) 
On the date a public health emergency is declared, each employee’s sick leave accrual will be 
automatically supplemented to ensure that each employee has a one-time allotment of up to 
80 hours of sick leave available. Full-time employees who regularly work 40 or more hours a 
week will receive up to 80 hours of supplemental sick leave. All other employees who work 
less than 40 hours a week will receive a one-time allotment of sick leave prorated by the 
average number of hours they are normally scheduled over a two-week period.   

New employees, hired after January 1, 2021, will be allocated a one-time allotment of 80 hours, 
or the appropriate pro-rated amount, of sick leave immediately upon start until the Public 
Health Emergency is rescinded.      

Employees may use supplemental sick leave from the date a public health emergency is 
declared until four (4) weeks after the official termination or suspension of the public health 
emergency for the following purposes: 

(1) Needing to self-isolate due to either being diagnosed with, or having symptoms of, a 
communicable illness that is the cause of the public health emergency. 

(2) Seeking a diagnosis, treatment, or care (including preventative care) of a 
communicable illness that is the cause of the public health emergency. 

(3) Being excluded from work by a government health official, or by an employer, due to 
the employee having exposure to, or symptoms of, a communicable illness that is the 
cause of the public health emergency (whether or not they are actually diagnosed 
with the illness). 

(4) Being unable to work due to a health condition that may increase susceptibility or risk 
of a communicable illness that is the cause of the public health emergency.  

(5) Caring for a child or other family employee in category 1, 2, 3 or whose school, 
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childcare provider, or other care provider is unavailable, closed, or providing remote 
instruction due to the public health emergency. 

Supplemental Sick Leave During a Public Health Emergency is not used in the calculation of 
overtime and is not paid out upon termination of employment.  

F. Retaliation or Interference with HFWA Rights 

The District will not retaliate against any employee for requesting or using paid sick leave or 
for otherwise exercising his or her rights under the Colorado Healthy Families and Workplaces 
Ac (HFWA).  This includes an employee who:  

• Requests or takes HFWA leave, 
• Informs another person about HFWA rights, or supports that person’s exercise of 

HFWA rights, 
• Files a HFWA complaint, or 
• Cooperates/assists in an investigation about potential HFWA violations. 

The District will not count paid sick leave used by an employee as an absence that may to lead 
to or result in a corrective or disciplinary action. 

An employee has the right to file a complaint or bring a civil action if HFWA paid sick leave is 
denied by the District or the District retaliates against the employee for exercising the 
employee’s rights pursuant to HFWA following the procedures set out in Section I (H) of this 
handbook. 

G. Family and Medical Leave (FMLA) 

Public sector employers are subject to the provisions of the Family Medical Leave Act (FMLA). 
However, to be eligible to take FMLA leave, employees must work at a worksite with at least 
fifty (50) employees at the work site or within seventy-five (75) miles. Because the District 
does not have 50 employees within a 75-mile radius, employees are not eligible to take FMLA 
leave. However, the District does provide Medical Leave as outlined below.  

H. Medical Leave  
If an employee has an injury, illness or other medical condition, or needs to care for a family 
member with an injury, illness or other medical condition as described in Part C Sick Leave 
above, for a period longer than his/her accrued sick leave, vacation leave, and personal leave 
availability, the District Manager, in his/her exclusive discretion, may grant an extended 
medical leave without pay, not to exceed six (6) months from the first day of the use of the 
sick, vacation or personal leave usage.  
 
All employee benefits shall continue during the period for which such sick leave, vacation leave, 
and personal leave are paid. 
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Employees off work for longer than ninety (90) calendar days due to an accident or extended 
illness must apply for Long Term Disability (LTD) benefits as funded by the District.  The sum 
of LTD benefits plus sick leave paid by the District shall not exceed the employee’s standard 
daily rate of compensation, for non-exempt employees, and weekly rate of compensation for 
exempt employees.   

 
After an employee takes approved Medical Leave and upon release to return to work by his/her 
treating physician, the employee will be returned to the employee’s last position or another 
position for which he/she is qualified in the exclusive judgment of the District.  If the District, 
in its exclusive discretion, concludes that it does not have a position available for which the 
Employee is qualified to perform, the employee will be separated.  

 
 
I. Military Leave. 

 
A Military Leave of absence will be granted to employees who are absent from work because 
of service in the U.S. uniformed services in accordance with the Uniformed Services 
Employment and Re-employment Rights Act (USERRA). Employees shall promptly notify their 
supervisor of impending active duty.  A copy of the military orders requiring the employee’s 
active duty must be given to the District Manager before the military leave is taken.   
 
Members of the National Guard or military reserve units shall be granted a maximum of fifteen 
(15) days of leave each calendar year without loss of pay, benefits or status.  Such leave shall 
not be accumulated and such leave shall not count against the employee’s vacation or personal 
leave.  No extra day will be given for any holiday during a military leave.  
 
Any amount of time served in excess of fifteen (15) days in a calendar year, shall be considered 
as leave without pay unless the employee chooses to use vacation or personal leave.   
 
Benefit accruals, such as vacation and sick leave, will continue during the paid time off, but 
will be suspended during any unpaid leave and will resume upon Employee’s return to active 
work for the District. 
 
Continuation of insurance benefits is available as required by the USERRA based on the length 
of the leave and subject to the terms, conditions and limitations of the applicable plans for 
which the employee is otherwise eligible. 
 
Upon the employee’s return from military leave, the District will provide re-employment 
opportunities to the extent provided by the USERRA.  
 
Employees who resign their employment with the District to enlist full-time in the military shall 
no longer be eligible to receive paid military leave from the District.  They will be considered 
for re-employment, if they so request, upon their release from military service, but will not 
necessarily be re-employed. 
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J. Bereavement Leave 

 
Full-time employees may be permitted up to three (3) paid days of leave per incident because 
of a death in their immediate family as approved by the District Manager. Immediate family 
for this purpose is defined as the employee’s mother, father, sister, brother, wife, husband, 
son, daughter, mother-in-law, father-in-law, grandchildren, grandmother, grandfather, relative 
who takes the place of a parent, or other relative living in the employee’s home at the time of 
death.  
 
Employees may also use accrued vacation or personal leave upon approval of the District 
Manager.   In the case of the loss of an employee’s spouse or child, ten (10) days of paid 
bereavement leave will be provided.   

 
K. Voting.  
Voting is an important responsibility we all assume as citizens.  The District encourages you to 
exercise your voting rights in all municipal, state and federal elections.  Under most 
circumstances, it is possible for employees to vote either before or after work.  However, if it 
is necessary for an employee to arrive late or leave work early to vote in any election, the 
employees must make arrangements with their supervisor no later than the day prior to 
Election Day.  In some circumstances, time off from work will be provided.  

 
 

L. Jury Duty/Court/Witness Leave 
 

A Full-time employee who is summoned to serve on a jury or subpoenaed to court in connection 
with District employment during regular working hours, will be paid for time lost at their regular 
pay rate less non-District compensation they receive for such service.  If an employee is 
released from duty for a day or part of a day, he/she must return to work in order to be eligible 
for this allowance.  Employees shall promptly notify their supervisor upon receipt of a summons 
or subpoena and provide a copy of the subpoena or court order requiring such duty. If the 
employee’s jury service continues for longer than a work week, the employee will be granted 
leave without pay until the day he/she is discharged from jury duty and returns to work.  The 
employee may use their accrued vacation or personal leave in lieu of leave without pay. 
 
All other employees, part-time, temporary or seasonal, who are summoned to serve on a jury 
will be paid for time lost from their job less the compensation received for jury duty for the 
first three (3) days of such duty.  If jury service continues for longer than three (3) days, the 
employee will be granted leave without pay until the day the employee is discharged from jury 
duty.  Employees shall promptly notify their supervisor upon receipt of a summons or subpoena 
and provide a copy of the subpoena or court order requiring such duty. 
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M. Domestic Abuse Leave 
The District is sensitive to an employee’s need for anonymity and confidentially when situations 
of domestic abuse occur.  Employees are eligible for a paid leave of absence of up to three (3) 
working days in any twelve-month period if the employee is the victim of domestic abuse, 
stalking, sexual assault, or any other crime related to domestic abuse.  The request for 
Domestic Abuse Leave will be kept confidential.  Please see the District Manager if you need 
such leave or for more information. 

 
N. Unpaid Leave 

 
Under extenuating circumstances an Employee may request time off for a period of one to five 
days without pay.  Approval of such absence will be at the discretion of the District Manager. 
 

 
O. Weather Emergencies or Civil Disasters  

 
The District Manager may declare an emergency day, partial emergency day, or delayed start 
day, if weather conditions or a civil disaster makes it impossible or extremely hazardous to get 
to or from work for all, or part of, a regularly scheduled work-day.  Full-time employees 
scheduled to report to work that day will be compensated for the scheduled hours not worked 
at the discretion of the District Manager.   
 
An employee, who’s supervisor deems their work critical to District operations or whose 
presence is required to deal with an emergency situation, is required to report.  The employee 
will be allocated discretionary time off on an hour for hour basis based on the amount of time 
worked that day. 
 
Employees who have previously scheduled leave for a period during which a shut-down is 
declared will be charged with the same leave originally requested (e.g., vacation, bereavement, 
and similar). 

 

P. Colorado Family Medical Leave Insurance (FAMLI) Leave 

Colorado’s Family Medical Leave Insurance (FAMLI) program provides workers 12 weeks of 
paid leave to take care of themselves or a family member during life events like injury, serious 
illness, or pregnancy. A vote was taken by the District Board on XXX Date to opt-out of 
participation in this program at the current time.  However, that does not prevent employees 
from participating on their own without the District’s participation. Participating employees will 
contribute to premiums for FAMLI and these benefits are available starting January 1, 2024.    

CPSHR
The District will need to vote on whether they will participate in this program by paying 4.5% of their employees' wages and withholding 45% of their employees' wages to fund the FAMLI insurance program.  This vote of your Board should be accomplished this year.  I have written this as though you are not participating, but I recommend a decision be made prior to publishing the Handbook, if possible.
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Employees who wish to participate in this State program should contact the Colorado 
Department of Labor and Employment (CDLE) for more information and to make 
arrangements to obtain benefits if they desire.  The website is 
https://famli.colorado.gov/State’s FAMLI Division.   
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SECTION VIII.  INSURANCE PROGRAMS 
 

A. District Benefits 
The District offers a group medical, dental and vision insurance program to all full-time employees.  
The District Board shall establish annually, or at other times as it determines necessary, the amount 
of the District’s contribution toward health insurance premiums.  Employees should check with 
District’s administrative staff as to their eligibility and for a copy of the plans. 
 
At the discretion of the Board, the District contributes a set annual amount (determined each year) 
to the employees’ personal Health Savings Accounts (HSA). The amount is distributed quarterly in 
four equal amounts and/or at the discretion of the District Manager. Upon separation of the 
employee from the District, for any reason, the employee is not entitled to any additional payments 
from the District into his/her HSA account and is required to reimburse any contributions made in 
advance of their separation date. 

 
Long term disability (LTD) and life/accidental death and dismemberment insurances are provided 
for all full-time employees.  Details of eligibility requirements and benefits are set forth in summary 
plan descriptions available from the District’s administrative staff.  The amount of this insurance 
coverage shall be determined annually by the District. 
 
In the event of a separation of employment from the District, employees are eligible at their own 
expense to continue group health coverage consistent with any applicable governmental 
requirements.  
 
 
B. Retirement  Program 
 
The District offers a voluntary deferred compensation plan for eligible full-time employees.  
Accounts are established and managed under Section 457 of the Internal Revenue Code.  26 U.S.C. 
§457 (2005).  The District has also established a 401(a) Plan in which the District will match 
contributions made by the employee to their 457(b) Plan, dollar for dollar, up to 8% of the 
employee’s annual compensation. Details of the plan for eligible employees, including District 
contributions, will be provided by the District administrative staff.  Changes in the plan may be 
made from time to time at the discretion of the Board, but all contributions made by the employee 
are protected by Federal law. 
 
 
C. Social Security.    

 
The District participates in the Social Security Program for all employees.  The District and 
employee each contribute to the plan according to the schedule provided by federal law.   
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D. Unemployment Benefits 

The District pays a state and federal tax to provide the District’s employees with unemployment 
insurance coverage in the event they become unemployed through no fault of their own or due to 
circumstances described by law.  This insurance is administered by applicable state agencies, who 
determine eligibility for benefits, the amount of benefits (if any), and duration of benefits.  While 
the District pays into this fund, the District does not determine who qualifies or does not-qualify.   
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SECTION IX.  COMMUNICATION SYSTEMS 
 

A. Computer Usage  
The District’s communication systems are property of the District and intended for business use.  
Therefore, the District maintains the ability to access any computer files, use of software, Internet 
usage, e-mail, and voice mail. The District also reserves complete discretion whether and to what 
extent, to restrict Employees’ use of District computers, software, Internet access, e-mail and voice 
mail. 

 Although employees may select individual passwords, employees should not assume that such 
files are confidential.  Other than management employees acting on behalf of the District, 
employees should not attempt to gain access to another employee’s computer, Internet files, e-
mail, or voice mail without the latter’s written permission. 

Employees may not attempt to gain access to another employee’s personal network file, e-mail 
messages or send a message under someone else’s name without the latter’s express written 
permission. Employees are strictly prohibited from using the District communication systems in 
ways that management deems to be inappropriate. If an employee has any question whether their 
behavior might constitute unauthorized use, they should contact their supervisor before engaging 
in such conduct. 

The District’s computer network, access to Internet, e-mail, and voice mail systems are business 
tools intended for employees to use in performing their job duties. Therefore, all documents and 
files are the property of the District.  All information regarding access to the District’s computer 
resources, such as user identifications, modem phone numbers, access codes, and passwords are 
confidential District information and may not be disclosed to non-District personnel unless it is at 
the direction of the District Manager. 

All computer files, documents, and software created or stored on the District’s computer systems 
are subject to review and inspection at any time. This includes web-based email that an employee 
is able to access through District systems, whether password protected or not.  Employees should 
not assume that any such information is confidential, including e-mail either sent or received. 

Upon separation of employment, all District-issued communication equipment will be returned to 
the District. 

 

B. Use of Social Media  

District management understands that social media (communicating or posting information on the 
internet) can be a fun and rewarding way to share life and opinions with coworkers, family and 
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friends around the world.  However, use of social media also presents certain risks and with it 
carries certain responsibilities. 

The personal off-duty use of social media is generally not of concern to District management.  The 
District reminds employees to use common sense when using social media to express ideas related 
to the District, other team members, or their position with the District.  The District’s EEO/Anti-
Harassment Policy extends to social media. 

• An employee’s personal postings posted on their own time and on their own devices 
concerning the District are not prohibited provided they comply with guidelines set forth 
below or elsewhere in this handbook.  If an employee publishes or posts statements or 
information regarding District government matters, federal law requires that the employee 
disclose that they are affiliated with the District and the posting should include a disclaimer 
making clear the posting is their own and does not necessarily represent the District’s 
positions, strategies, or opinions. 

• Employees are encouraged to positively promote our work through their personal networks; 
social media, blogs, word of mouth, and similar are all appropriate outlets.  All social media 
postings on behalf of the District must be preapproved in writing by the District Manager.  
All such postings must comply with all applicable laws including copyright and fair use laws. 

• Employees must not disclose any sensitive, proprietary, confidential or financial information 
about the District.  Employees are prohibited from doing any of the following on social 
media: 

o Disclosing confidential information regarding the District or persons relying on the 
District’s services. 

o Making defamatory comments about District Board members, District management, 
team members or citizens using our services or vendors providing the District services. 

o Making discriminatory, bullying or threatening comments about District personnel that 
would violate District policies if they were made in the workplace. 

• Personal use of social media is never permitted while on the job, or by means of the 
District’s computers, District-issued mobile devices, networks, and other IT resources and 
communications systems, except as otherwise provided herein.                  

A blog, wiki, or social networking site is not the ideal place to make a complaint regarding alleged 
discrimination, unlawful harassment, or safety issues.  Complaints to the District must be made 
consistent with the complaint process in this handbook so that they can be addressed. 

Employee postings in violation of this guideline will not be tolerated. 
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Nothing in this guideline is meant to interfere with an employee’s rights under federal law to 
engage in protected and concerted activity, including their ability to discuss terms and conditions 
of their employment. 

 

C. Personal Use of the Internet 
Some employees need to access information through the Internet to do their job. Use of the 
Internet is for business purposes during the time employees are working.  However, limited use 
of District computers and the Internet for non-business reasons is acceptable, but must not disrupt 
the operation of the District network or the networks of other users.  Such use absolutely must 
not interfere with employees’ productivity or work performance and must not violate any other 
provision of this Handbook. 
 
Employees are not permitted to visit gamboling or gaming websites or or visit sites that contain 
sexually oriented material, ethnic slurs, racial epithets, or anything that may be construed as 
offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, 
disparaging of anyone particularly those in protected classes identified in the District’s EEO policy.     
 

The District reserves the right to determine when an employee is sending excessive personal or 
improper electronic mail, is spending inappropriate time on the Internet for personal reasons, or 
is visiting inappropriate websites. 

 

D. Software and Copyright 
The District licenses and/or owns all software used by Employees.  Therefore, use of the 
software is intended for District purposes.   
 
EMPLOYEES ARE STRICTLY PROHIBITED FROM LOADING OR DOWNLOADING 
PERSONAL SOFTWARE ONTO DISTRICT COMPUTERS. 
 
The District fully supports copyright laws. Employees must not use the Company’s technology 
resources to copy, retrieve, forward or send any software, images, music, or other intellectual 
property (such as books or videos) unless the employee has the legal right to do so. Employees 
must comply with all licenses regulating the use of any software and may not disseminate or copy 
any such software without authorization. Employees may not use unauthorized copies of software 
on personal computers. 
 

E. E-Mail 

E-mail is to be used for business purposes. While personal e-mail is permitted, it is to be kept to 
a minimum. Personal e-mail should be brief and sent or received as seldom as possible.  
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The District prohibits the display, transmittal, or downloading of material that is offensive, 
pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, or otherwise 
unlawful at any time. No one may solicit, promote, or advertise any outside organization, product, 
or service through the use of e-mail or anywhere else on District premises at any time.    
The District reserves the right to monitor e-mail usage of its employees from time to time and 
without prior notice following a determination by the District Manager that the best interests of 
the District will be served thereby.  Colorado law provides that e-mails written in the conduct of 
public business are generally considered to be public records.  All e-mails written and sent in the 
conduct of public business by employees of the District regardless of whether the e-mail was sent 
or received on a public or privately owned personal computer, may be public record under the 
public records law and may be subject to public inspection under Section 24-72-203, C.R.S. 

Employees are prohibited from unauthorized use of encryption keys or the passwords of other 
employees to gain access to another employee’s e-mail messages. 

 

F. Telephones/Cell Phones/Mobile Devices 
Employee work hours are valuable and should be used for business. Excessive personal phone 
calls can significantly disrupt business operations. Employees should use their break or lunch period 
for personal phone calls.  Personal use of telephones for long distance and toll calls is not 
permitted.  Employees should practice discretion in making or receiving personal calls.   

 
Telephone Etiquette:  
To assure effective telephone communications, always speak in a courteous and professional 
manner.  Please confirm information received from the caller, and hang up only after the caller 
has done so.  If you do not have an answer to the customer’s questions, advise that someone will 
call them back and obtain complete information to do so.  Employees are responsible for 
responding to their voice mail messages in a timely manner. 

Phones and mobile devices with cameras should not be used in a way that violates other District 
guidelines. 

For safety reasons, employees shall avoid the use of cell phones and mobile devices to make calls 
while driving for District business. Employees must park whenever they need to use a cell phone. 
Employees are prohibited from using a cell phone or other device to text while operating a motor 
vehicle. Texting is permitted only where the vehicle is at rest in a shoulder lane or lawfully parked. 

 
The District may require an employee to have a cell phone and cell service at the employee’s 
expense.  A monthly cell phone allowance may be provided to partially reimburse employees who 
are required to maintain contact with other employees and/or customers during and after normal 
business hours.  A cell phone service provider and the selection of telephone, accessories, 
insurance plan, and similar are at the option and expense of each employee. 
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District-issued cell phones must be returned to the District upon termination of 
employment.  Employees are responsible for any damages to cell phones accrued due to 
negligence. 
 

G. Voice Mail 

The District voice mail system is intended for transmitting business-related information. Although 
the District does not monitor voice messages as a routine matter, the District reserves the right to 
access and disclose all messages sent over the voice mail systems for any purpose. Employees 
must use judgment and discretion in their personal use of voice mail and must keep such use to a 
minimum. 

 

H. US Mail 
Use of District-paid postage for personal correspondence is not permitted. 
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SECTION X.  EMPLOYEE ACKNOWLEDGMENT OF RECEIPT 
I HAVE RECEIVED A COPY OF THE PINERY WATER AND WASTEWATER DISTRICT “THE 
DISTRICT” EMPLOYEE HANDBOOK DATED    .  I UNDERSTAND THAT THE 
HANDBOOK PROVIDES A SUMMARY OF THE DISTRICT’S GUIDELINES AND ITS 
EXPECTATIONS REGARDING MY CONDUCT.  I UNDERSTAND I AM TO BECOME FAMILIAR 
WITH ITS CONTENTS. 

I UNDERSTAND THAT, EXCEPT AS MAY BE REQUIRED BY STATE LAW, MY EMPLOYMENT WITH 
THE DISTRICT IS AT-WILL.  THIS MEANS THAT NEITHER I NOR THE DISTRICT IS 
COMMITTED TO AN EMPLOYMENT RELATIONSHIP FOR A SPECIFIC PERIOD OF TIME AND 
THE EMPLOYMENT RELATIONSHIP MAY BE TERMINATED BY ME OR THE DISTRICT AT ANY 
TIME, FOR ANY REASON.   

THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS OF MANAGEMENT 
ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR 
IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR ANY SPECIFIC DURATION. 

I UNDERSTAND THAT NO REPRESENTATIVE OF THE DISTRICT, OTHER THAN THE DISTRICT 
MANAGER OR THEIR AUTHORIZED REPRESENTATIVE, HAS THE AUTHORITY TO ENTER INTO 
AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND ANY SUCH AGREEMENT 
MUST BE IN WRITING, SIGNED BY THE DISTRICT MANAGER OR THE AUTHORIZED 
REPRESENTATIVE AND ME.  WE HAVE NOT ENTERED INTO SUCH AN AGREEMENT. 

FURTHER, I UNDERSTAND THAT THE CONTENTS OF THIS HANDBOOK ARE SUMMARY 
GUIDELINES FOR EMPLOYEES AND THEREFORE NOT ALL INCLUSIVE.  THIS HANDBOOK 
SUPERSEDES ALL PREVIOUSLY ISSUED EDITIONS.  NO ORAL STATEMENTS OR 
REPRESENTATIONS CAN CHANGE THE PROVISIONS OF THE HANDBOOK OR ANY 
SUPPLEMENT. EXCEPT FOR THE AT-WILL NATURE OF EMPLOYMENT, THE DISTRICT 
RESERVES THE RIGHT TO REVISE, DELETE, OR ADD TO ANY OR ALL OF THE GUIDELINES 
MENTIONED, ALONG WITH ANY OTHER PROCEDURES, PRACTICES, BENEFITS, OR OTHER 
PROGRAMS OF THE DISTRICT.  THESE CHANGES MAY OCCUR AT ANY TIME, WITH OR 
WITHOUT NOTICE. 

I HAVE READ AND UNDERSTAND THE ABOVE STATEMENTS. 

 
____________________________________     ___________________________ 
Employee Signature     Date 
 
 
____________________________________ 
Printed Name 
 
Original:  To Employee File                   Copy to:  Employee  



 

Pinery Water and Wastewater District 

Acknowledgement of Receipt 
 

I have received a copy of the January 18, 2017,   

Employee  Handbook, including the District’s Employee Code of 

Ethics/Business Conduct Policy.  I understand that it is my responsibility to become familiar with and comply 

with its contents as it outlines some of my responsibilities and certain policies of the Pinery 

Water  and Wastewater  District.  This Handbook 

supersedes all prior District policies, guidelines, handbooks, and statements, oral or written, regarding the terms 
and conditions of my employment.  
 
The material included is intended to acquaint me with the organization and provide information about working 
for the Pinery Water and Wastewater District.  I understand that no Employee or employer can anticipate every 
circumstance or question, and that therefore, this document cannot and does not describe all circumstances and 
situations that might arise for District Employees.  Nor does it describe all conditions or factors that may affect 
the employment relationship. If I have any questions regarding this Handbook or any other aspect of my 
employment, I will speak with any immediate Supervisor or other members of the Pinery management team. 
 
Any provision of this Handbook may be amended, revised or revoked at any time by the District Board, without 
advance notice.  Final interpretation of any provision is solely at the discretion of the District Board and 
Manager. 
 
I understand that employment with the District is “at-will” and nothing in this Handbook in any way creates an 
express or implied contract of employment between the District and me.  Employees have the right to terminate 
their work relationship with the District at any time, for any reason or no reason, with or without notice.  I 
understand that the District has the same right.  I understand that, upon the termination of my employment, the 
District’s only obligation to me will be the payment of wages or salary earned through my last day, plus accrued 
and unused vacation pay. 
 
I understand and agree that no agent or Employee of the District has the authority to make any commitment or 
promise inconsistent with anything stated in this Handbook, except the District Board, and that only to such 
extent the commitment or promise is reduced to writing and signed by all members of the Board.   
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________________________________   _____________________ 
Signature       Date 
 
 
 
________________________________   _____________________ 
Print Name       Department 
 
Cc: Personnel File Employee 
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IMPORTANT NOTICE (AT WILL EMPLOYMENT) 

THIS HANDBOOK  IS DESIGNED TO ACQUAINT EMPLOYEES WITH THE PINERY WATER AND 

WASTEWATER  DISTRICT  (“THE  DISTRICT”)  AND  PROVIDES  SOME  INFORMATION  ABOUT 

WORKING HERE.    THIS HANDBOOK  IS NOT ALL  INCLUSIVE  BUT  IS  INTENDED  TO ADVISE 

EMPLOYEES WITH A SUMMARY OF SOME OF THE DISTRICT’S EXPECTATIONS REGARDING 

EMPLOYEE CONDUCT.  THIS EDITION SUPERSEDES AND REPLACES ALL PREVIOUSLY ISSUED 

EDITIONS OF PERSONNEL MANUELS OR EMPLOYEE HANDBOOKS AND ANY  INCONSISTENT 

VERBAL OR WRITTEN POLICY STATEMENTS ISSUED PRIOR TO THIS HANDBOOK. 

EXCEPT AS MAY BE REQUIRED BY STATE LAW, EMPLOYMENT WITH THE DISTRICT IS AT‐WILL.  

EMPLOYEES HAVE THE RIGHT TO END THEIR WORK RELATIONSHIP WITH THE DISTRICT, WITH 

OR WITHOUT ADVANCE NOTICE, FOR ANY REASON.   THE DISTRICT HAS THE SAME RIGHT.  

THE  LANGUAGE  USED  IN  THIS  HANDBOOK,  ANY  BENEFIT  PLAN,  AND  ANY  VERBAL 

STATEMENTS MADE BY MANAGEMENT ARE NOT  INTENDED TO CONSTITUTE A CONTRACT 

OF  EMPLOYMENT,  EITHER  EXPRESS  OR  IMPLIED;  NOR  ARE  THEY  A  GUARANTEE  OF 

EMPLOYMENT FOR A SPECIFIC DURATION.   NO REPRESENTATIVE OF THE DISTRICT OTHER 

THAN  THE  DISTRICT  MANAGER  OR  THEIR  AUTHORIZED  REPRESENTATIVE,  HAS  THE 

AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD 

AND SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE DISTRICT MANAGER OR THEIR 

AUTHORIZED REPRESENTATIVE AND THE EMPLOYEE. 

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR QUESTION. AFTER 

READING THE HANDBOOK, EMPLOYEES WHO HAVE QUESTIONS SHOULD TALK WITH THEIR 

IMMEDIATE SUPERVISOR OR THE DISTRICT MANAGER.   

IN ADDITION, THE NEED MAY ARISE TO REVISE, DELETE, OR ADD TO THE PROVISIONS IN THIS 

HANDBOOK.  EXCEPT  FOR  THE  AT‐WILL  NATURE  OF  THE  EMPLOYMENT,  THE  DISTRICT 

RESERVES THE RIGHT TO MAKE SUCH CHANGES WITH OR WITHOUT PRIOR NOTICE.  NO ORAL 

STATEMENTS OR  REPRESENTATIONS  CAN  CHANGE  THE  PROVISIONS OF  THIS  EMPLOYEE 

HANDBOOK. 
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SECTION I.   EQUAL EMPLOYMENT 

OPPORTUNITY/ANTI‐HARASSMENT 
 
A.  Equal Employment Opportunity/Unlawful Harassment 

The District is dedicated to the principles of equal employment opportunity, ensuring equal 
access and opportunity in all matters of compensation, terms, conditions or privileges of 
employment. The District prohibits unlawful discrimination against applicants or employees on 
the basis of the following protected classes:  race, (including hair texture, hair type, or a 
protective hairstyle that is commonly or historically associated with race, such as braids, locs, 
twists, tight coils or curls, cornrows, Bantu knots, Afros, and headwraps), sex, sexual 
orientation, gender identity, gender expression color, religion, national origin, ancestry, creed, 
age 40 and over, disability (a mental or physical impairment which substantially limits a major 
life activity), military status, genetic information, pregnancy, childbirth and related conditions, 
or any other status protected by applicable federal, state or local law.  

This prohibition includes unlawful harassment based on any of these protected classes. 
Unlawful harassment includes verbal or physical conduct that has the purpose or effect of 
substantially interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  

This policy applies to all employees, including managers, supervisors, co-workers, elected and 
appointed officials, and non-employees such as customers, clients, vendors, consultants, and 
similar.  

Equal employment opportunity is not only the law, itis also a principle of District operations.   
 

SECTION I. 
 

GENERAL PROVISIONS AND AUTHORITY 
 
 
A. PURPOSE OF GUIDELINES.  This Handbook outlines certain policies, procedures and 

benefits for District Employees. 
 

THESE GUIDELINES ARE NOT INTENDED TO CREATE NOR SHOULD THEY BE 
CONSTRUED TO CREATE AN EXPRESS OR IMPLIED CONTRACT BETWEEN THE 
DISTRICT AND ITS EMPLOYEES, OR A LEGALLY-BINDING COMMITMENT OR 
OBLIGATION OF ANY KIND BY THE DISTRICT.  ANY PROVISION OF THE 
GUIDELINES MAY BE AMENDED, INTERPRETED, REVISED OR REVOKED AT 
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ANY TIME BY THE DISTRICT, WITHOUT ADVANCE NOTICE.  FINAL 
INTERPRETATION OF THIS HANDBOOK IS SOLELY AT THE DISCRETION OF 
THE DISTRICT BOARD AND DISTRICT MANAGER. 
 
EMPLOYMENT BY THE DISTRICT IS CONSIDERED “AT-WILL.” THE DISTRICT 
AND ANY EMPLOYEE MAY TERMINATE EMPLOYMENT, AT ANY TIME, WITH 
OR WITHOUT JUSTIFICATION, CAUSE, EXPLANATION, OR NOTICE.   
 
NEITHER AN AGENT, NOR ANY EMPLOYEE OF THE DISTRICT HAS THE 
AUTHORITY TO MAKE ANY COMMITMENT OR PROMISE INCONSISTENT WITH 
ANYTHING STATED IN THIS HANDBOOK, EXCEPT THE DISTRICT BOARD, AND 
THAT ONLY TO SUCH EXTENT THE COMMITMENT OR PROMISE IS REDUCED 
TO WRITING AND SIGNED BY ALL MEMBERS OF THE BOARD.  
 
These guidelines promote efficiency and effectiveness for all District operations.  Policies 
with economic impact are subject to funding availability.  When situations occur which are 
not addressed by these guidelines, they will be resolved by the Board of Directors or the 
District Manager. 
 
The guidelines apply to all District Employees except where applicable law provides 
otherwise.  Each Employee shall acknowledge receipt and responsibility to read and comply 
with these guidelines on the form provided.  An Employee claim of ignorance of these 
guidelines will have no bearing on any District determination.   
 
This Handbook supersedes all prior District policies, guidelines, handbooks and statements, 
oral or written, regarding terms and conditions of employment.  The Handbook is intended 
only as a summary and is presented as a matter of information.  Questions regarding any 
guideline, procedure or benefit explained herein, should be directed to your immediate 
Supervisor or the District Manager. 
 
 

B. MODIFICATIONS.   The Manager may make recommendations to the Board for changes 
to this Handbook.  The guidelines may be amended or modified by action of the Board at 
any time, without advance notice.  The District has the right to interpret or change its policies 
and benefits in accordance with the needs of the District, in the exclusive judgment and 
discretion of the Board.  Revised information may supersede, modify or eliminate existing 
policies.  Some modifications to this Handbook will be put in writing and distributed to 
Employees, and acknowledged by each Employee by the signing of an Acknowledgement 
of Receipt.   

 
 
C. PERSONNEL RECORDS.  

Each Employee is expected to cooperate toward achieving and supporting this goal.   
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B. ADA and Religious Accommodation 

The District complies with the Americans with Disabilities Act (the ADA), Title VII of the Civil 
Rights Act of 1964 and any other applicable laws prohibiting discrimination in employment 
against qualified individuals with disabilities.  The District will identify, on their job descriptions, 
duties that are essential and marginal and will make reasonable accommodation for qualified 
individuals with known disabilities unless doing so would result in an undue hardship to the 
District or cause a direct threat to health or safety. If an employee requests an accommodation, 
the District will engage in a timely, good faith, and interactive process with the employee to 
determine whether there is an effective, reasonable accommodation that will enable the 
employee to perform the essential functions of their position.  The District may require that an 
employee provide a note from their health care provider detailing the medical advisability of 
the reasonable accommodation. 

The District will make reasonable accommodation for employees whose work requirements 
interfere with a religious belief, unless doing so poses undue hardship on the company.  
Employees needing such accommodation are instructed to contact their supervisor or the 
District Manager immediately. 

D. Accommodations for Nursing Mothers 

The District will provide reasonable unpaid break time or allow an employee to use paid break 
and/or mealtime to express breast milk for their nursing child for up to two (2) years after the 
child’s birth.   

The District will make reasonable efforts to provide a room or other location in close proximity 
to the mother’s work area with electricity to enable the employee to use a breast pump, other 
than a toilet stall, where the mother can express breast milk in privacy.  For information on 
where the nearest accommodation is located, contact the District Manager. 

E. Diversity  
The District values and promotes diversity and strives to attain a workforce that reflects the 
community.  Diversity refers to human differences, including those based on culture, ethnicity, 
gender, ability and age.   

Some of the benefits our organization derives from the diversity of its workforce are: 

 Different viewpoints and perspectives in decision-making. 

 Greater innovation and creativity. 
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 A broad pool of qualified employees. 

 Greater community trust and participation. 

F.  Pregnancy Accommodation  

Employees have the right to be free from discriminatory or unfair employment practices 
because of pregnancy, a health condition related to pregnancy, or the physical recovery from 
childbirth.  

Employees who are otherwise qualified for a position may request a reasonable 
accommodation related to pregnancy, a health condition related to pregnancy or the physical 
recovery from childbirth. If an employee requests an accommodation, the District will engage 
in a timely, good faith, and interactive process with the employee to determine whether there 
is an effective, reasonable accommodation that will enable the employee to perform the 
essential functions of her position.  A reasonable accommodation will be provided unless it 
imposes an undue hardship on our organization's business operations.  

The District may require that an employee provide a note from their health care provider 
detailing the medical advisability of the reasonable accommodation. Employees who have 
questions about this policy or who wish to request a reasonable accommodation under this 
policy should see the District Manager.   

G. Sexual Harassment 
The District strongly opposes sexual harassment and inappropriate sexual conduct Sexual 
harassment is a serious form of misconduct which undermines the integrity of employment 
relationships.  It is the policy of the District that no Employee will be subjected to sexual 
harassment.  Sexual harassment is defined as any unwelcome sexual advances, requests 
for sexual favors, or other physical or verbal conduct of a sexual nature, when: 
 

 submission to or rejection of such conduct is used as a basis for affecting an 
individual’s employment, , or 

 
 submission to such conduct is made explicitly or implicitly  condition or term of 

employment, or 
 
 such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive 
working environment. 

 
District Employees are expected to always conduct themselves in a professional and 
businesslike manner.  Conduct that may violate this policy includes, but is not limited to, 
sexually implicit or explicit communications whether in: 
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 Written form, such as cartoons, posters, calendars, notes, letters, e-mails, or 

 
 Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 

gossiping or questions about another’s sex life, or repeated unwanted requests for 
dates, or 

 
 Physical gestures and other nonverbal behavior, such as unwelcome touching, 

grabbing, fondling, kissing, massaging, and brushing up against another’s body. 
 
 
 

H. Complaint Procedure 
An Employee who has experienced or believes there has been a violation of the District’s 
EEO policy, has been subjected to such conduct (by another employee, a customer, or 
anyone else) on the job, in the workplace or otherwise connected with District work, or 
who has observed such conduct, must promptly report the incident or situation to his/her 
immediate supervisor, the District Manager, or Chairman of the Board of Directors.  Each 
reported incident will be promptly investigated and kept as confidential as practicable.   

Employees who are requested to provide information during an investigation are expected 
to participate in an honest and confidential manner.  All information discussed in the session 
should not be shared with other employees.  Not abiding by this may harm the 
investigation, be considered retaliation and/or may be cause for corrective or disciplinary 
action up to and including termination from employment. 

When warranted, prompt corrective action will be taken by the District up to and including 
termination of employment.   

I. Retaliation 
The District prohibits retaliation against any employee for filing a complaint under this policy 
or for assisting in a complaint investigation.  If you believe there has been a violation of 
the District’s EEO or retaliation standard, please report this information immediately to the 
District Manager and/or the Chairman of the Board of Directors.  Such complaints shall be 
promptly investigated. When warranted, prompt corrective action will be taken by the 
District up to and including termination of employment.   
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SECTION II.   MISSION VISION AND VALUES 
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SECTION III.   EMPLOYEE STATUS 
 

A. Full-time Employee  
An employee normally scheduled to work at least 32 hours per week.  Full-time employees 
are eligible for District benefits. 

 

B. Part-time Employee  
An employee normally scheduled to work less than 32 hours per week and are paid at an 
established hourly rate. Part-time Employees are not eligible for paid time off or benefits 
except as required by law or otherwise provided herein. 

C. Temporary/Seasonal Employee  

Employees who are hired as interim replacements to temporarily supplement the workforce 
or to assist in the completion of a specific project or for a specific season or seasons. 
Employment assignments in this category are of limited duration and the 
temporary/seasonal employee can be let go before the end of the defined period. Short 
term assignments generally are periods of three (3) months or less, however, such 
assignments may be extended. All temporary/seasonal employees are at-will regardless of 
the anticipated duration of the assignment (see Important Notice (At-Will Employment) 
Policy). Temporary/seasonal employees retain that status unless and until notified in 
writing of a change.  Temporary/seasonal employees are not eligible for paid time off or 
employee benefits except as required by law or otherwise provided herein. 

D. Independent Contractor or Consultant 
These individuals are not employees of the District and are self-employed.  An independent 
contractor or consultant is engaged to perform a task according to his/her own methods 
and is subject to control and direction only as to the results to be accomplished.  
Independent contractors or consultants are not entitled to benefits. 

 

E. Exempt Employee  

Exempt employees are employees whose job assignments meet specific tests established 
by the federal Fair Labor Standards Act (FLSA) and state law and who are exempt from 
minimum wage and/or overtime pay requirements.  

F. Non-exempt Employee  
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Non-exempt employees are paid at an established hourly rate and are eligible for overtime 
pay under the Fair Labor Standards Act ); paid at one and one-half times their regular rate 
of pay for all hours worked in excess of 40 hours per work week.  
 

G. Period of Close Review 
 

The District has a period of close review for new employees who are in training with the 
District.  An existing employee is also considered to be in a period of close review as a result 
of a promotion, transfer to a different position or demotion (voluntary or involuntary) to a 
different position.  The period of close review is typically one hundred twenty (120) days.  
During this time, the supervisor works closely with the employee to ensure they understand 
their new duties, and allows the supervisor the opportunity to observe and evaluate the 
capacity of the employee, which includes the employee’s ability to satisfactorily perform the 
essential functions of his or her job; and to observe and evaluate the employee’s work habits 
and conduct, including attendance and the employee’s relationship with co-workers and 
superiors. 
 
During this period of close review, the District may terminate employment immediately, 
with or without cause and with or without notice. Likewise, the employee may also 
terminate his or her employment with the District during this period, with or without notice 
and with or without cause. 

 
This one hundred twenty (120) day period of close review is not a term of employment 
and is not intended to, nor does it, impact the At-Will nature of the relationship between 
the District and the employee. 
 

H. Reassignment or Promotion  
When a job vacancy is announced, any employee may apply for the position.  All qualified 
applicants will be given consideration, although no employee is ensured selection, and the 
District reserves the right to hire an outside candidate judged by the District, in its exclusive 
discretion, to be best qualified. 

 
The District Manager may, in his or her exclusive judgment, reassign an employee to a 
different position within the District. 
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SECTION IV.  EMPLOYEE COMPENSATION 
 

A. Paydays and Pay Statements 
 

Employees are paid on a biweekly (i.e., 26 paydays per calendar year) basis on alternating 
Mondays.  If the normal payday falls on a holiday, wages will be paid the next work day.  
 
On each payday, the District will provide an itemized pay statement to all employees showing 
gross pay,  deductions, and net pay.  Automatic deductions such as additional tax withholding, 
contributions to voluntary benefit plans, and individual savings plans may be arranged through 
the Billing Supervisor. 
 

B. Timesheets 
Nonexempt employees are required to complete a timesheet daily or use the timeclock. Time 
sheets must be submitted to each employee’s supervisor by 9:00AM on the “off” payday 
Tuesday.  Accurately recording time worked is the responsibility of every employee. It is 
necessary for employees to indicate whether the recorded hours are for time worked, or for 
time off.   Time worked is all the time actually spent on the job performing assigned duties.  
Employees should accurately record the time they begin and end their work.  Overtime work 
must always be approved before it is performed.  See also “Overtime”.  

Exempt employees are required to report bi-weekly to their supervisor their 
timesheet/timeclock, vacation or sick time used. 

It is the employee’s responsibility to sign his/her time record to certify the accuracy of all time 
recorded.  The supervisor will review and then sign the time record before submitting it for 
payroll processing. 

  

C. Time Records 

The District’s pay system records are the only ones used by the District to calculate employee 
pay, vacation and sick time balances. It is very important that they are accurate and complete.  
Employees who choose to keep their own personal time records must provide them to the 
District if they find a discrepancy between the District’s records and their records.  

Employees should contact their supervisors or the District Manager with any questions about 
how their pay is calculated. Employees must promptly notify their supervisor or the District 
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Manager of any mistakes in their time records or pay. Employees also must notify one of these 
individuals if they perceive that anyone is interfering with their ability to record their time 
accurately and completely. All reports will be investigated and, if warranted, appropriate 
corrective action will be taken. The District will not tolerate retaliation against employees for 
making a report or participating in an investigation. 

D. Work Week 
The established work week for all employees is a seven (7) day period beginning on Monday 
at 12:01 a.m and ending Sunday at 12:00 midnight. 

E. Work Schedules 
 The general District working hours are between 7:00 AM and 5:00 PM Monday through Friday. 
However, work schedules shall be established and approved by each employee’s supervisor.  
Such work schedules shall be established in accordance with the needs of the District and may 
include varied hours and different workdays.  

 

F. Meal and Break Periods 

Non-exempt employees who work five or more consecutive hours will be provided at least one 
unpaid 30-minute meal break. During the break, employees will be relieved of all duties and 
permitted to pursue personal activities.  

However, the District has concluded that an uninterrupted meal period may be impractical in 
some instances (as provided by Colorado Department of Labor orders and regulations), and 
therefore, at the Manager’s discretion, will allow Employees to consume an “on-duty” meal 
period that will be fully compensated.   

 
In a regular workday, no more than two work breaks may be granted, not to exceed 10 minutes 
each.  These work breaks are paid, and cannot be saved up to shorten the work day or to use 
at another time.  Granting of work breaks will depend on the constraints and operational needs 
of the department and the supervisor will communicate to employees when they may or may 
not take a break based on the conditions.    

G. Pay for Exempt Employees 

Exempt Employees, as defined under the Fair Labor Standards Act of 1938 (FLSA), may be 
required from time to time to work in excess of the standard work week. Time devoted to this 
end, in general is not compensable, and is considered a condition of employment.   Exempt 
employees must be paid on a salary basis. This means exempt employees will regularly receive 
a predetermined amount of compensation each pay period. The District is committed to 
complying with salary basis requirements that allow for properly authorized deductions. 
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If an employee believes an improper deduction has been made to their salary, they should 
immediately report this information to the Finance Director. Reports of improper deductions 
will be promptly investigated. If it is determined that an improper deduction has occurred, the 
employee will be promptly reimbursed. 

 

H. Authorization for Leave 
 

All leave,  except for non-elective sick leave, must be approved prior to its starting date by the 
employee’s manager or supervisor.  The employee must request leave, in writing, with a 
specific starting date and return date, and must submit a time sheet with the leave 
appropriately charged. 

 
 

G. Overtime   
For nonexempt employees, hours worked in excess of 12 hours in a day, 12 consecutive hours 
without regard to the starting and ending time of the workday, or 40 hours per workweek, 
whichever results in the greater payment of wages, are paid at one and one-half (1 ½) times 
the employee’s regular rate.  When a nonexempt employee has daily overtime and weekly 
overtime hours, the payment of daily overtime counts toward the payment of the weekly 
overtime.   

 
For purposes of calculating overtime payments, “hours worked” includes hours paid for 
vacation and paid Holidays; sick leave and personal leave are not included in the calculation of 
overtime. 
 
Overtime work must be pre-approved by the employee’s supervisor and noted by the employee 
on the time sheet.  An employee who works overtime without permission from their supervisor 
will be paid the appropriate overtime amount but may be subject to disciplinary action for 
having worked overtime without permission. 
 
If it appears that an employee may garner overtime in a workweek, the supervisor, at their 
discretion, my rearrange the employees schedule so they do not incur overtime. 
 
Any overtime work (as defined above) between the hours of 9:00pm and 4:00am will be paid 
at two times the Employee’s base hourly rate. 
 
An employee who is required to report in an emergency situation or to work on a District 
recognized holiday will be paid at an overtime rate of two (2) times the employee’s base hourly 
rate.   
 



 
 

Revised January 18, 2017 
 Pinery Water and Wastewater District Employee Handbook – November XX, 2022  Page 22 of 91 

I. On-Call Time 
 

If an employee who is on-call is not required to remain at a particular location during such on-
call period but is required only to leave word where he/she may be reached, the hours spent 
on-call are not regarded as compensable working time.  When such employee is called out on 
a job assignment, time actually spent at the call, as well as travel time up to 30 minutes each 
way, is counted as hours worked. 
 

J. Payroll Deductions  

Various payroll deductions are made each payday to comply with federal and state laws 
pertaining to taxes and insurance. Deductions will be made for the following: Federal and State 
Income Tax Withholding, Social Security, Medicare, and other items designated by you or 
required by law (including a valid court order). You can adjust your federal and state income 
tax withholding by completing the proper federal or state form and submitting it to the Billing 
Supervisor. At the start of each calendar year, you will be supplied with your Wage and Tax 
Statement (W-2) form for the prior year. This statement summarizes your income and 
deductions for the year. 

The District offers programs and benefits beyond those which are required by law and are paid 
via payroll deductions.  Eligible employees must voluntarily authorize deductions from their 
paychecks to cover the costs of participation in some of these programs. 
 
All deductions are listed on your statement of earnings distributed on payday. 

 
K. Wage Garnishment 

A garnishment is a court order requiring an employer to remit part of an employee's wages to 
a third party to satisfy a just debt. Once the District receives the legal papers ordering a 
garnishment, we are required by law to continue making deductions from your check until we 
have withheld the full amount or until we receive legal papers from the court to stop the 
garnishment. Even if you have already paid the debt, we still need the legal notification to stop 
the garnishment. 

L. Direct Deposit 
For our employees’ convenience, the District offers employees the opportunity to have their 
pay directly deposited into their savings and/or checking accounts.  Upon hire, the employee 
will be provided a form to enable them to  voluntarily authorize the deposit and provide specific 
financial institution information to the District.   
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M. Equal Pay for Equal Work 

The District will make reasonable efforts to announce, post or otherwise make known 
opportunities for promotion to all current employees on the same calendar day and prior to 
making a promotion decision.  The opportunities will be posted on the District’s website.  
Employees with email will be notified the same day as when the opportunity is posted.    

Announcements will include, among other potential matters, the job title, compensation, 
benefits and means by which an employee may apply for the position.  The posting may include 
the qualifications for the position and may provide that applications are open only to persons 
with certain qualifications. 
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SECTION V.  EMPLOYEE CONDUCT 
 
A. Ethics 

 
Employees are required to comply with the District’s Employee Code of Ethics/Business 
Conduct Policy and the terms of which is attached hereto as Appendix A.  By signing 
this Handbook, an employee also confirms his/her receipt of this Employee Code of 
Ethics/Business Conduct policy and his/her commitment to comply with that policy. 

 

B. Outside/Secondary Employment 
Employees may hold employment outside of the District as long as they continue to meet the 
attendance and performance standards of their job with the District.   If in the exclusive 
judgment of the District Manager, outside employment may be interfering with proper 
attendance or effective job performance, or compliance with the Ethics/Business Conduct 
Policy, the employee will be required to terminate either the outside employment or 
employment with the District. 
 
Outside employment that constitutes a conflict of interest or a violation of the said 
Ethics/Business Conduct Policy, in the exclusive opinion of the District, including moonlighting 
for a company directly related to the District, is strictly prohibited.  If an employee has 
questions about whether other employment would present a conflict of interest or a violation 
of the Ethics/Business Conduct Policy, the employee should speak with his/her supervisor or 
the District Manager. 

 
C. Employee Behavior and Work Rules  

 

District employees are expected to perform all duties as required by their job description, or 
any other duties assigned by their supervisor.  Occasionally performance or other behavior 
may fall short of our standards and/or expectations. When this occurs, management will take 
action, which in its opinion, seems appropriate. 

The District does not have a progressive discipline policy. Corrective actions can range from a 
formal discussion with the employee about the matter to immediate discharge. Action taken 
by management in an individual case does not establish a precedent in other circumstances. 

 

D. Performance Evaluation 
 
Employees are subject to evaluation and appraisal by the District at any time, but will receive 
at least one evaluation approximately at the end of the first six (6) months of employment, 
and further evaluations on an annual basis thereafter.  The appraisal will be discussed with the 
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employee.  He/she will be asked to sign the review and may insert his/her own comments if 
desired.  The original review will be filed in the employee’s personnel file and a copy will be 
provided to the employee and the supervisor. 
 
The purpose of the performance review is to provide the employee feedback as to past 
performance and set forth areas which can be improved.  It may be used in evaluating raises 
at such time as they are considered.  If an employee wishes, he/she may also ask to discuss 
the performance review with the District Manager. 

 

E. Job Related Problems 
Employees who disagree or are dissatisfied with a department practice should promptly discuss 
the matter with their immediate supervisor, where appropriate. Normally, this discussion 
should be held within three to five days of the incident, or in a timely manner. Discussions held 
in a timely manner will enhance our ability to resolve concerns while they are fresh in 
everyone’s mind. The majority of misunderstandings can be resolved at this level. 

If the solution offered is not satisfactory, or if it is inappropriate to go to the supervisor, then 
employees are encouraged to take the problem to the District Manager.  If the problem still 
cannot be resolved, employees may submit a written complaint to the Chairman of the Board 
of Directors if needed for a review and final decision about the situation.  

 
F. Attendance and Punctuality   

 
To maintain a safe and productive work environment, employees are expected to be reliable 
and punctual in reporting for work.  Absenteeism and tardiness place a burden on others.  If 
an employee cannot avoid being late to work or is unable to work as scheduled, he/she must 
notify their supervisor as soon as possible in advance of the anticipated tardiness or absence. 
Calls or notifications to fellow employees are not accepted. 
 
 Habitual tardiness may result in disciplinary action or termination.  Additionally, failure by an 
Employee to contact the District for three (3) consecutive days may result in immediate 
termination.  

 
 

G. Conduct, Appearance and Dress. 
 

For most employees, contact with customers and the public is an everyday occurrence, whether 
in person or by phone.  The District as a whole is judged by the impression left with customers 
and others by its employees.  All employees are expected to act in a manner reflecting 
professionalism, tact, courtesy, and good judgment.  Even if customers are offensive, personal 
confrontations must be avoided and when an employee finds themselves in a high-conflict 
situation, they should turn the matter over to their supervisor. 
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Personal appearance, hygiene and attire should similarly reflect a favorable image of the 
District.  It is recognized that many of the tasks which employees must accomplish make it 
impossible to always stay clean and neat.  However, coveralls and other items are provided for 
employees and showers are available if needed.  Decisions about personal appearance are left 
to the good judgment of each employee; however, minimal guidelines appropriate to work 
assignments and personal safety may be prescribed.  Please check with your supervisor.   

 
The District may on occasion provide various garments (shirts, jackets, sweaters, etc.) sporting 
the District logo as approved by the Manager.  Employees may wear such garments in public 
settings.  However, management stresses that if an employee is wearing District logoed 
garments while off work, they are representing the District and therefore must use excellent 
judgement in their off-duty behavior.  If an employee is concerned that there may be any 
question about their off-duty behavior, it is recommended they choose not to wear District 
logoed apparel.   
  

H. Alternative Work Schedule 
The District is committed to maintaining a healthy balance between work, family and life related 
issues by offering flexible work arrangements. This provides employees with increased 
flexibility with their work schedule while allowing the District to maintain a progressive and 
productive work environment.    
 
District employees may be considered for alternative work scheduling on a case-by-case basis 
and at the discretion of the employee’s immediate supervisor. Alternative work schedules are 
not appropriate for all employees or positions and are not a universal employee benefit. The 
nature of the employee's work and responsibilities must be conducive to an alternative work 
schedule without causing significant disruption to performance and/or service delivery. 
Mandatory conditions must also be met for an alternative work schedule to be approved.  The 
employee must: 
 

 have a satisfactory attendance record; and 
 be meeting all performance expectations in their current role. 

 
There will be a 3-month trial period to assess the impact of the flexible work arrangement. 
After successful completion of the trial period, the work arrangement will be reviewed annually 
thereafter to ensure continued success.  The arrangement may be canceled for any reason by 
either management or the employee with a 1-week notice period.  
 

I. Political Activity  
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Political beliefs, activities, and affiliations are the private concern of the employee.  An 
employee’s work status will not be affected by participating or not participating in lawful civic 
and political activities. Employees will not be required to work for, or participate in, the support 
of any political candidate during their off-duty hours.  No employee of the District shall directly 
or indirectly coerce or command any other employee to pay, lend, or contribute salary, 
compensation, service, or anything else of value to any political party, group, organization, or 
candidate whatsoever.  Employees may not use their official authority or influence for the 
purposes of interfering with or affecting the results of elections or nominations for office.   

The District encourages employees to participate in matters of responsible citizenship.  The 
District will not interfere with the conduct of District employees engaged in political activity, as 
long as the activities are confined to hours when the employees are not on duty, are not 
campaigning in their official organization uniforms, and that the activities do not impair the 
employee’s job efficiency or that of others. 

Any District employee may be a candidate for a partisan political office provided that the 
involvement does not interfere or present a conflict of interest with his or her job.  If 
involvement is necessary during normal working hours, the individual must take vacation leave 
or leave without pay.  Employees whose salary comes in part or in whole from federal 
government sources are subject to the Hatch Act and its revisions. 

 
An employee desiring to be a candidate for Denver Southeast Suburban Water and Sanitation 
District office should request an unpaid leave beginning the date of filing as a candidate and 
ending on the day following the election.  A candidate who is elected to office must immediately 
resign from his/her position. 
 

 
J. Nepotism/Personal Relationships in the Workplace  

 

The District may hire spouses or relatives of current District employees who are qualified for 
certain jobs.  For purposes of this section, a relative is any person who is related by blood or 
marriage, or whose relationship with the employee is similar to that of persons who are related 
by blood or marriage, such as parties to civil unions.  Should a spouse or relative be hired or 
should an employee marry another employee, the following guidelines apply: 

 A spouse or relative may not directly or indirectly supervise or be supervised by the 
other spouse or relative. 

 A spouse or relative may not be hired for a position that audits, verifies, receives, 
or is entrusted with monies received or handled by the other spouse or relative. 

 Neither spouse nor a relative may work in a department that handles confidential 
matters including payroll and personnel records of the other spouse or relative. 
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Supervisors may not have a dating relationship with anyone that they supervise.  Should such 
occur, the supervisor is obligated to report this to the Distract Manager.     

A dating relationship is defined as a relationship that may be reasonably expected to lead to 
the formation of a consensual relationship.  This guideline applies to all employees without 
regard to the gender or sexual orientation of the individuals involved. 

The employment of relatives or individuals involved in a dating relationship in the same area 
of the District may cause serious conflicts and problems with real or perceived favoritism and 
employee morale.  In addition to claims of partiality in treatment at work, personal conflicts 
from outside the work environment can be carried over into day-to-day working relationships. 

The District reserves the right to take prompt action if an actual or potential conflict of interest 
arises involving relatives or individuals involved in a dating relationship where one individual 
has the ability to make employment decisions over the other.   

If a relative relationship or dating relationship is established after both supervisor and 
employee are hired, the individuals concerned will be given the opportunity to decide who is 
to be transferred to another available position for which they are qualified, if one is available.  
If that decision is not made within thirty (30) calendar days, the District Manager will decide 
who is to be transferred or, if necessary, terminated from employment. 

In other cases where a conflict or the potential for conflict arises because of the relationship 
between employees, even if there is no line of authority or reporting involved, the employees 
may be separated by reassignment or terminated from employment.   
 
Employees in a close personal relationship should refrain from public or private workplace 
displays of affection, arguments or excessive personal conversation.   
 

K.   Confidential Information 
The protection of confidential business information is vital to the interests and the success of 
the District.   Such confidential information includes, but is not limited to, names, addresses, 
telephone numbers, and personal financial information of past and present customers.  
Disclosure of confidential information might seriously damage the District or its citizens and, 
therefore, such action will not be tolerated. This non-disclosure prohibition applies both during 
and after an employee’s employment. Any copying, reproducing, or distributing of confidential 
information in any manner must be authorized by the District Manager in writing. Confidential 
information remains the property of the District and must be returned to the District upon 
separation or at any time upon demand.  

 
Employees who improperly use or disclose confidential business information will be subject to 
disciplinary action up to and including termination of employment determined at the sole 
discretion of the District, and legal action, even if the Employee does not personally benefit 
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from the use or disclosure.  Any employee who permits inspection of or transmitting 
information contained in customer records, may be guilty of a misdemeanor, fined and/or 
imprisoned based on existing Colorado Statutes.   
 
L. Uniforms 

 
Work clothing is generally the responsibility of the employee.  However, the District provides 
special protective gear for use when required by the job assignments.  Coveralls and other 
washable clothing are not to be taken home for safety reasons and will be laundered by the 
District at the District’s expense. 

 

M. Training/Education 
 

All Full-time employees are encouraged to continue their education and training in areas related 
to their present position or a reasonably anticipated future job with the District. 
 
Training:  
Fees associated with pre-approved seminars, conferences, technical and non-technical 
courses, and certification courses may be eligible for reimbursement.  To be eligible, course 
fees must be reasonable and reimbursement must be recommended by the employee’s 
supervisor and approved by the District Manager.  Travel, lodging and subsistence will be at 
the employee’s expense unless otherwise approved by the District Manager. 

 
Employees who attend approved, job-related seminars, conferences, classes, or take 
certification tests on a regular scheduled workday will be paid their regular wage for applicable 
hours.   Hours paid for training purposes will not be counted as time worked for the calculation 
of overtime. 
 
Tuition Reimbursement:   
The District encourages career advancement opportunities for employees by promoting 
professional and educational development. College-level courses that are relevant to an 
employee’s current position or required under a degree program which may benefit the District, 
will be considered on a case by case basis.  The employee’s supervisor and the District Manager 
must approve reimbursement prior to the course beginning.   
 
The District may reimburse up to 80% of the tuition and books (excluding fees) for college 
level course work, subject to IRS regulations and a passing grade of “C” or better.   Employees 
must submit proof of completion and grade, as well as receipts for approved expenses prior to 
receiving reimbursement.   
 
Education expenses do not include the cost of tools or supplies (other than textbooks) the 
employee is allowed to keep at the end of the course.  Nor do they include the cost of lodging, 
meals, or transportation.  Additionally, courses involving sports, games or hobbies are excluded 
from consideration unless required as part of a degree program. 
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Maximum educational assistance per employee is $1,500 per calendar year. 
 
Prior to participating in the Training and/or Tuition Reimbursement programs an employee will 
be expected to sign an agreement that, prior to the District disbursing any funds to the 
employee, the employee will repay the obligation on a month by month sliding scale should 
they voluntarily leave their position within 6 months of receiving the training or tuition 
reimbursement. 
 
N. Technical Organization Memberships 
 
Full-time employees are encouraged to participate in technical organizations relative to their 
work such as Wastewater Environment Federation (WEF), American Water Work Association 
(AWWA), Special District Association (SDA), and others.  With the District Manager’s approval, 
a percentage of the annual dues may be paid for employees who actively participate and 
regularly attend a majority of scheduled meetings.  At the District’s discretion, full or partial 
payment of registration and other costs for attending annual or special meetings will be 
available for employees who hold office or are active on committees. 

 
O. Personnel Records 
 
1. The District shall maintain confidential files for each Employee in accordance with 
provisions of applicable state and federal laws.   Portions of the Employee records are 
confidential and shall not be treated as open records under Colorado law.   Personnel files are 
kept in the District’s Administration office. Medical information will be filed independently.  

 

Generally, only those who have a legitimate reason to review information in an employee's file 
are allowed to do so. Disclosure of personnel information to outside sources will be limited.  
However, the District will cooperate with requests from authorized law enforcement or local, 
state, or federal agencies conducting official investigations and as otherwise legally required. 

Employees may contact the District Manager to request a time to review their personnel file. 
With reasonable advance notice, an existing or former employee may review their personnel 
file in the presence of an individual responsible for file maintenance and may request, in 
writing, copies of any documents in their personnel file and these will be provided to the 
requesting employee within a reasonable time frame.   

2. It is the responsibility of each Employeeemployee to promptly notify the District of any 
changes in personal data including, but not limited to: 
 Name 
 Mailing and/or home address  
 Telephone numbers (home, cell)  
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 Marital Status 
 Dependent coverage information (insurance) 
 Tax Exemptions 
 Direct Deposit Authorization  
 Emergency contact information  
 Educational accomplishments 

 
 
Administrative staff maintains and updates the Employeeemployee records (electronic & hard 
copy) of each District Employee. This record typically includes: 

 AdverseDisciplinary action records  
 Grievance records 
 Application for employment/accompanying documents 
 Direct deposit authorization forms 
 Commendation letters (Supervisors and/or customers) 
 Insurance enrollment and change forms 
 Deferred Compensation forms (enrollment/change) 
 Performance appraisals 
 Salary change documents 
 Personal information changes (name, address, etc.) 
 Transcripts documenting education 
 Certification documents 
 Workman’s Compensation documents 
 Sick Pay transfer letters 

 
Once an Employeeemployee leaves employment with the District, the Employeeemployee 
record shall be considered closed and cannot be amended.  The Employee’semployee’s record 
is then archived for an indefinite period of timeas required by federal and/or state law. 

 
 

D. EQUAL EMPLOYMENT OPPORTUNITY.  
The District is dedicated to the principles of equal employment opportunity in all terms, 
conditions and privileges of employment.  It is the policy of the District to promote Equal 
Employment Opportunity (“EEO”) and not to discriminate against qualified applicants or 
Employees on the basis of age, race, creed, color, religion, sex, national origin, veteran 
status, or ancestry.  In addition, no person shall be discriminated against due to mental or 
physical disabilities unless related to a bona fide occupational qualification. The District 
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will make reasonable accommodation for qualified individuals with known disabilities 
unless doing so would result in an undue hardship to the District.   

 
This policy shall apply to all aspects of employment, including recruitment, hiring, job 
assignment, training, promotion and all disciplinary actions.  
 
The District prohibits retaliation against any Employee for filing a complaint under this 
policy or for assisting in a complaint investigation.  If you believe there has been a violation 
of the District’s EEO or retaliation standard, please report this information immediately to 
the District Manager.  Such complaints shall be promptly investigated. 

 
Equal employment opportunity is not only the law, it is also a principle of District 
operations.  Each Employee is expected to cooperate toward achieving and supporting this 
goal.  A violation of this policy will result in disciplinary action, including possible 
termination of employment.  See also “Sexual Harassment”. 
 
 

E. ETHICS. 
 
Employees are required to comply with the District’s Employee Code of Ethics/Business 
Conduct Policy and the terms of which is attached hereto as Appendix A.  By 
signing for this Handbook, an Employee also confirms his/her receipt of this Employee 
Code of Ethics/Business Conduct policy and his/her commitment to comply with that 
policy. 
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P. References 
SECTION II. 

 
DEFINITIONS 

 
 
The following definitions are intended to clarify certain terms found in the Guidelines. 
 

Board:   Governing body of the District. 
 

Compensation:  Wages, salary, benefits and all other considerations of value paid to or 
received by any Employee. 

 
Disciplinary Action: The District reserves the exclusive right to determine on a case by case 

basis, whether or not to issue an oral warning or written reprimand, or order suspension, 
demotion, discharge, or other action. 

 

District:  The Denver Southeast Suburban Water and Sanitation District, which does business 
also under the name, Pinery Water and Wastewater District. 

 

Employee:   The term Employee shall mean all persons hired by the District and 

compensated for performance of services for the District expressly excepting elected officials, 
not furnish open letters of recommendation addressed “To Whom It May Concern.” 
Employment information will only be given when a signed request to release has been received 
by the District Manager, volunteers, and independent contractors hired by the District 
including, but not limited to, accountants, auditors, engineering consultants and legal counsel..   

 

Exempt Positions: Those positions which qualify as executive, administrative, computer 
professional, professional or otherwise exempt from overtime requirements under the Fair 
Labor Standards Act of 1938, 29 U.S.C. §213.  

 

Full-Time: A position, or Employee occupying a position, in which the regularly scheduled 
work week is at least 32 hours. 
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Grievance:    Any complaint to management by an Employee involving the application of these 
Guidelines or working conditions. 

 

Immediate Family:  An Employee’s spouse, children, father/mother, brother/sister, 
father/mother in-law, son/daughter in-law, step-children, step-parents, step or half-
brother/sister, or grandparents.  Also, any other relative by blood, marriage or legal 
guardianship that is residing in the same household as the Employee.  

 

Layoff:   The removal of an Employee because of lack of work, lack of funds, elimination of 
position, or other causes not directly due to an Employee’s misconduct or job performance 
deficiencies, if any. 

 

Manager: The “Manager” or “District Manager” is the chief executive officer of the District 
who is appointed by and serves at the pleasure of the Board. 

 
Non-exempt Positions:  An Employee eligible for overtime pay under the Fair Labor 
Standards Act of 1938 (FLSA); paid at one and one-half times their regular rate of pay for all 
hours worked in excess of 40 hours per work week.  29 U.S.C. §207.  
 

On-Call: When an Employee is required to be available for work during off-duty time.  On-
call Employees are compensated to perform weekend/evening duties and also respond to 
emergency calls outside of normal working hours.   

 

Part-Time:    A position, or Employee occupying a position, in which the regularly scheduled 
work week is less than 32 hours. Part-time Employees are not eligible for benefits/paid time 
off. 

 

Probationary Period:    A 120-day period commencing with the first day of employment that 
is a continuation of the employment selection process when an employee is observed and 
evaluated to better gauge the employee’s ability to satisfactorily perform the job. 

 

Seasonal:   An Employee hired to work on a part-time basis during a particular season as 
defined by the Secretary of Labor. Typically, seasonal employees are not eligible for 
Employee benefits/paid time off. 
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Separation of Employment:   Cessation of the employer/Employee relationship including 
disciplinary termination, voluntary resignation, retirement and involuntary layoffs.     

 

Supervisor:  An Employee who is responsible for Employee supervision, evaluation, scheduling 
and/or training as assigned by the Manager. 

 

Termination:  Cessation of the Employer/Employee relationship. 
 
 
Temporary:  An Employee occupying a position in which the work is not regularly scheduled or 

for a specified project as defined by the District.  Temporary Employees are not eligible for 
benefits/paid time off.  
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SECTION III. 
 
 

EMPLOYMENT PRACTICES 
 
A. Hiring Authority.  The final authority to hire, promote, transfer, demote, suspend, or 

discharge all personnel other than Board appointees shall be vested in the District Manager 
or other person designated by the Board.   

 
 
B. Nepotism. Employees who are related by blood or marriage, or reside in the same 

household are permitted to work in the same department provided no direct reporting or 
Supervisor to subordinate relationship exists. That is, no Employee is permitted to work 
within "the chain of command" when one relative's work responsibilities, salary, hours, 
benefits or other terms and conditions of employment could be influenced by the other 
relative.  

 
Employees who become related through a marriage while employed, or become part of the 
same household are treated in accordance with these guidelines.  One of the Employees may 
be transferred laterally or take a voluntary demotion if another position for which the 
Employee is qualified is available within the District.  If no position exists, then one of the 
Employees will be required to resign or the lower level Employee will be subject to 
termination. 

 
 

C. Employment Eligibility Verification.  The Immigration Reform and Control Act of 1986 
(IRCA) requires that all Employees complete a Form I-9 to verify that they are either citizens 
of the United States or aliens authorized to work in the U.S. 8 U.S.C. §1255.  It also requires 
the presentation of specific items of proof by the Employee. The process must be completed 
within three business days of hire. 

 
 
D. Application Records. The application forms (and related resumes and materials) of 

successful applicants for employment will become part of the Employee’s personnel file.  
Application forms of unsuccessful applicants will be retained for at least one year from date 
of application. 
 

E. Probationary Period.   An employee’s first one hundred twenty (120) days of 
employment are on a trial basis and are considered a continuation of the 
employment selection process. The one hundred twenty (120) day probationary 
period provides the District an opportunity to observe and evaluate the capacity of 
the employee, which includes the employee’s ability to satisfactorily perform the 
essential functions of his or her job; and to observe and evaluate the employee’s 
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work habits and conduct, including attendance and the employee’s relationship 
with co-workers and superiors. 
 
During this probationary period, the District may terminate employment immediately, 
with or without cause and with or without notice. Likewise, the employee may also 
terminate his or her employment with the District during this period, with or without notice 
and with or without cause. 

 
This one hundred twenty (120) day probationary period is not a term of 
employment and is not intended to, nor does it, impact the At-Will nature of the 
relationship between the District and the employee. 
 

F. Lay-Off/Reduction in Force. A District Employee may be separated from service 
with the District because of reorganization, lack of work, lack of funding, or when the 
District Manager determines that a reduction in force is in the best interest of the District.  
A decision to lay-off an Employee is at the discretion of the District Manager, is effective 
immediately (i.e., Employee will not be placed on administrative suspension prior to lay-
off), and is final.  

 
 

If any District employees receives a call inquiring about a former or current employee, please 
refer the caller to the District Manager. Only the District Manager has the authority to respond 
to such inquiries. This restriction includes recommendations on social media sites.  The District 
will provide only the former or present employee's dates of employment and position(s) held 
with the District. Compensation information may also be verified if written amount is provided 
by the inquiring party. 

Q. Separation of Employment 

The District requests that employees who wish to resign their positions notify their supervisor 
of their anticipated departure date, in advance.  This will enable the District to go over the 
“check out” procedures (conversion of insurance, return of property, future address to send 
annual W-2, where to send final paycheck if the banking information has changed, and so 
forth) prior to separation. 

Employees may be considered for re-employment provided they apply for and qualify for the 
position of interest and maintained satisfactory performance and attendance while they were 
employed with the District. 

Upon separation of employment, the employee will receive their final pay and any accrued 
leave on the regular pay day following their separation date. 

S. Data Disposal Policy. 
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G. During the course of your employment,Reassignment or Promotion.  
 

1. When a job vacancy is announced, any Employee may apply for the position.  All 
such qualified applicants will be given consideration, although no Employee is 
ensured selection, and the District reserves the right to hire an outside candidate 
judged by the District, in its exclusive discretion, to be best qualified. 

 
2. The Manager may, in his/her exclusive judgment, reassign an Employee to a 

different position within the District. 
 
 

 H. Termination of Employment by the District. When the Manager 
considers the termination of an Employee, the Manager shall meet with the Employee to 
review the proposed termination action will collect certain information that is classified. 

 
As soon as is practicable following that meeting with the Employee, the Manager shall 
notify the affected Employee as to whether the proposed termination action will be taken. 
 
During the interim period (if any) between the meeting with the affected Employee and the 
date that the Manager communicates a decision on the proposed termination, the affected 
Employee will be placed on administrative suspension.  Based on the circumstances and in 
the exclusive judgment of the Manager, the administrative suspension can be with“personal 
identifying information,” or without pay. 
 
The decision of the Manager to terminate is final. 

 
 
I. Outside Employment. Employees may hold employment outside of the District as 

long as they continue to meet the attendance and performance standards of their job with 
the District.   If in the exclusive judgment of the Manager, outside employment may be 
interfering with proper attendance or effective job performance, or compliance with the said 
Ethics/Business Conduct Policy, the Employee will be required to terminate either the 
outside employment or employment with the District. 
 
Outside employment that constitutes a conflict of interest or a violation of the 
Ethics/Business Conduct Policy, in the exclusive opinion of the District, including 
moonlighting for a company directly related to the District, is strictly prohibited.  If an 
Employee has questions about whether other employment would present a conflict of 
interest or a violation of the Ethics/Business Conduct Policy, the Employee should speak 
with his/her Supervisor or the District Manager. 
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J. Non-Disclosure. The protection of confidential business information is vital to the 
interests and the success of the District.   PII, under applicable laws. Such confidential 
information includesmay include, but is not limited to, names, addresses, telephone numbers, 
and personal financial information of past and present customers as set forth in C.R.S. §24-72-
204(3)(a)(IX), as amended.: 

 Your first and last name or initials; 

 Username(s) and password(s); 

 Social security number; 

 Passport number 

 Driver license or other identification card number; 

 Medical documentation; 

 Biometric data; 

 And more.  

The District may keep these records in paper and/or electronic format.  

When such documentation is no longer needed, pursuant to the District’s Records Retention 
Schedule and best practices, the District will either (a) destroy the records or (b) arrange for 
their destruction, e.g. by shredding, erasing, or otherwise modifying the personal identifying 
information in such a manner as to render it unreadable or indecipherable through any means.  
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Employees who improperly use or disclose confidential business information will be subject 
to disciplinary action at the sole discretion of the District, up to and including termination 
of employment and legal action, even if the Employee does not personally benefit from the 
use or disclosure.  Any Employee who violates the provisions of C.R.S. §24-72-
204(3)(a)(IX) by permitting inspection of or transmitting information contained in customer 
records as set forth above, may be guilty of a misdemeanor, and upon conviction thereof 
may be punished by a fine of not more than one hundred dollars, imprisonment for not more 
than ninety days, or both, as provided in C.R.S. §24-72-206, as amended. 
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SECTION IV. 
 

VI.  EMPLOYEE CONDUCTSAFETY 
 

 
A. Employee Conduct and Work Rules.   To ensure orderly operations and provide the best 

possible work environment, the District expects Employees to follow rules of conduct that 
will protect the interests and safety of all Employees and the organization.   

 
It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace.  The following are examples of infractions of rules of conduct that may result in 
disciplinary action at the sole discretion of the District, up to and including termination of 
employment: 
 

 Theft or inappropriate removal or possession of District property 

 Falsification of timekeeping records 

 Working under the influence of or impaired by alcohol, illegal drugs or controlled 
substances. Controlled substances shall mean any substance identified as a 
controlled substance under the Uniform Controlled Substances Act of 2013 set forth 
in Article 18, Part 1, Colorado Revised Statutes, as amended. 

 Possession, distribution, sale, transfer, or use of alcohol, illegal drugs or controlled 
substances in the workplace, while on duty, or while operating employer-owned 
vehicles or equipment.  Possession includes having alcohol, illegal drugs or 
controlled substances in the bloodstream. 

 Fighting or threatening violence in the workplace 

 Disruptive activity in the workplace 

 Negligence or improper conduct leading to damage of District owned or customer-
owned property 

 Negligence or improper conduct leading to bodily injury to any customer or 
Employee 

 Insubordination or other disrespectful conduct 

 Violation of safety rules 

 Smoking in prohibited areas 

 Sexual or other unlawful or unwelcome harassment 

 Possession of unauthorized, dangerous materials, such as explosives or firearms, in 
the workplace 



 
 

Revised January 18, 2017 
 Pinery Water and Wastewater District Employee Handbook – November XX, 2022  Page 42 of 91 

 Excessive or unauthorized absenteeism 

 Unauthorized use of telephones, computers, mail system or other employer-owned 
equipment 

 Unauthorized disclosure of confidential information 

 Unauthorized use of the District’s name, identification/ business cards or equipment 
to gain entry on any premises or to obtain improper advantage of any person.  

 Unauthorized removal of any hazardous substance from the workplace 

 Any terrorist threat or improper conduct concerning security of District property 
and/or operations or any effort to disrupt the same 

 Unsatisfactory performance or conduct 

 Or, any other violation of the policies in this Handbook 
 

The above listing of examples of unacceptable forms of behavior in no way changes the 
nature of employment with the District as one of voluntary, at-will employment which either 
party may terminate at any time, with or without cause, justification or explanation, and 
with or without advance notice.  

 
 

B. Attendance and Punctuality.  To maintain a safe and productive work environment, 
Employees are expected to be reliable and punctual in reporting for work.  Absenteeism and 
tardiness place a burden on others.  If an Employee cannot avoid being late to work or is unable 
to work as scheduled, he/she must notify their Supervisor as soon as possible in advance of the 
anticipated tardiness or absence. Habitual tardiness may result in disciplinary action or 
termination.  Additionally, failure by an Employee to contact the District for three (3) 
consecutive days may result in immediate termination.  
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C.A. Safety.  – Everyone’s Responsibility   
 

The safety of Employeesemployees, visitors, contract service providers and others is of primary 
concern to the District and it is the object of the District to create and maintain safe and healthful 
working conditions.  Employees must share the responsibility for insuringensuring a safe work 
environment and are expected to report any unsafe conditions observed to their 
Supervisorsupervisor and the safety coordinatorSafety Coordinator immediately.  Minor safety 
hazards should be corrected by the Employeeemployee when found if no undue risk is involved.   
 
1. No Employeeemployee should suffer needless injury on the job.  YouEmployees are 
expected to learn and obey all safety rules and exercise caution in all work activities.  AsEmployees 
have an Employee, it is your obligation to work safely and efficiently, use prescribed methods, 
report problems to your Supervisortheir supervisor and abide by Districtthe District’s Safety Rules 
and Regulations.  Failure to do so may result in disciplinary action or termination.   

 
NOTE:  This Employee Handbook does NOT supersede District Safety Rules and Regulations. 
 
Safety is theeveryone’s responsibility of everyone. . No job must ever become so routine or so 
urgent that every safety precaution is not observed.  The prevention of personal injury and damage 
to property and equipment must always remain uppermost in the mind of every 
Employee.employee’s mind.   
 

2. As part of the effort to provide the safest possible work environment for 
Employeesemployees, customers, and visitors, the District has appointed a safety 
coordination team.  The coordinators are to help communicate and execute an effective 
safety program and may be consulted by any Employeeemployee on safety matters or 
with suggestions. 
 

3.   Monthly safety meetings and in-house seminars will be conducted by the safety 
coordination team.  It is mandatory that all Employeesemployees attend. 
 
4. If an Employee sustains an on-the-job injury or does damage to District equipment, or 
public or private property, his/her Supervisorsupervisor must be notified immediately.  A follow-
up written report with appropriate statements from the Employee and other witnesses shall be 
prepared by the Supervisor within two (2) working days.  These reports are necessary to comply 
with applicable laws and initiate insurance and Workers’ Compensation procedures. 

 
B. Safety Award Program.    

5.  
In appreciation of the District Employees’ effort to maintain a safe working environment, the 
District has developed a two-tiered safety recognition program. As individuals, 
Employeesemployees are recognized annually for completion of a year without a lost-time injury 
or significant property damage.  Recognition includes a safety certificateincident and a gift 
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certificate for each successful year.  Asas a team (including, all District Employees), 
Employeesemployees are provided an award of the District Manager’s choosing for eachrecognized 
every 250-calendar day period of time days for days worked without a lost-time accident.Lost Time 
Accident. Further details can be found in the District’s Safety Award Program policy, as is amended 
from time to time.  

 

C. Workers’ Compensation 
 
Employees of the District are covered by the Colorado Workers’ Compensation Act for employment 
related injury or illness).  Under the Act, you may receive benefits for missing work as a result of 
an employment related injury or illness.  Any work-related injury or illness or the witnessing 
thereof, no matter how minor, must be reported to the supervisor immediately.  Failure or delay 
to report, as well as certain circumstances as provided by the Act, may result in denial of a claim 
or reduction of benefits, as well as possible disciplinary action by the District. 

 
Employees may be subject to a drug/alcohol test when involved in an accident.  Workers’ 
Compensation benefits may be reduced when an injury results from the use of drugs or alcohol by 
an Employee.  

 
Neither the District nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in any 
off-duty recreational, social, or athletic activity sponsored by the District. 

 
A designated health provider has been established by the District. All Employees having a work-
related injury or illness shall be referred to them.  Subsequently and upon referral, additional 
doctors or medical facilities may be called upon by the designated provider. 
 
The District may pay the employee’s regular pay less any proceeds received for loss of work from 
Workers’ Compensation insurance for a period of up to 90-calendar days beginning with the report 
of injury or illness to ensure the employee receives their full wage during that time frame.  Sick 
leave will not need to be used during this time.   
If an employee has not been released by the treating physician to work his/her job 90-calendar 
days following the injury, the employee may apply for long term disability benefits.     

 
An employee released by their treating physician to return to work, either full or partial, shall 
provide to the District a written certification from the physician.  Upon release, an employee who 
is unable to perform his/her regular job duties may be reassigned to another position for which 
the employee is qualified and medically able.  If the employee does not accept the position offered, 
any further obligation on the part of the District to place such employee shall conclude and the 
employee’s employment will terminate. 
 
If an employee has not been released to work his/her regular duties within six (6) months of the 
original date of injury, an employee may be terminated at the District’s discretion.    
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D.  Public Health Emergency Whistleblower Law (PHEW) 
The District will not discriminate, take adverse action, or retaliate against any employee based on 
the employee, in good faith, raising any reasonable concern about workplace violations of 
government health or safety rules, or about an otherwise significant workplace threat to health or 
safety, related to a public health emergency to the District, other workers, or the public if the 
District controls the workplace conditions giving rise to the threat or violation.  

The District will not require or attempt to require an employee to sign a contract or other 
agreement that would limit or prevent the employee from disclosing information about workplace 
health and safety practices or hazards related to a public health emergency or to otherwise abide 
by a workplace policy that would limit or prevent such disclosures. 

The District will not discriminate, take adverse action, or retaliate against an employee based on 
the employee voluntarily wearing the employee’s own personal protective equipment (PPE), such 
as a mask, faceguard, or gloves, if the personal protective equipment: 

(a) Provides a higher level of protection than the equipment provided by the District, 
(b) Is recommended by a federal, state, or local public health agency with jurisdiction over the 

District, and 
(c) Does not render the employee incapable of performing his or her job or prevent an 

employee from fulfilling his or her duties. 

The District will not discriminate, take adverse action, or retaliate against an employee based on 
the employee opposing any practice he or she reasonably believes is unlawful under PHEW or for 
making a charge, testifying, assisting, or participating in any manner in an investigation, 
proceeding, or hearing as to any matter the employee reasonably believes to be unlawful under 
PHEW. 

Without limiting an employee’s rights under PHEW, an employee shall send a written notice of his 
or her complaint and provide the District Manager with 14 business days to respond. The District 
will receive and investigate each safety concern and address it as appropriate as defined in the 
District’s Complaint Procedure described in Section I (H).   

For purposes of this section, an “employee” may include an independent contractor as provided in 
PHEW. 

E. Drug and Alcohol-Free Workplace. 
 
The District is committed to protecting the safety, health and wellbeing of all employees and 
individuals in our workplace. The District recognizes that alcohol and drug use pose a significant 
threat to the goals of the District, as well as employee health and safety. The District has 
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established a drug-free workplace policy that balances respect for individuals with the requirement 
to maintain an alcohol and drug-free environment.  The purpose of the District’s Drug and Alcohol-
Free policy is to enhance the safety, health, and the well-being of Employees in regard to: 

 verifying employee drug/alcohol use/abuse/misuse; 

 the protection of other employees and the public from employees who are under the 
influence in their working environment; 

 confrontation of affected employees with proof of drug/alcohol abuse to encourage 
rehabilitation; 

 compliance with Department of Transportation/Commercial Driver’s License (DOT/CDL) 
regulations, and 

 the protection of all employees’ rights. 
 
As a condition of employment, no employee may be under the influence of or have his/her ability 
to perform be impaired by any alcoholic beverage, illegal drug, or controlled substance, including 
marijuana, while on the job or on-call.  In addition, employees are prohibited from the unlawful 
distribution, dispensing, possession or manufacturing of alcohol, prescribed or non-prescribed 
drugs during working hours. Upon reasonable suspicion, an employee may be required to undergo 
drug and alcohol testing.  If an employee tests positive, he or she may be subject to disciplinary 
action up to and including termination of employment. 
 
Abuse or misuse of over-the-counter or prescription drugs, including marijuana, will be considered 
a violation of this policy. Employees who must use over-the-counter or prescription drugs which 
may preclude the employee from safely performing their job must inform their supervisor before 
starting work.  The supervisor, and working in conjunction with the District Manager, after proper 
inquiry, which may include requiring the employee to provide a doctor’s statement outlining the 
possible effect of the drug on job safety, will decide if the employee can remain at work and what 
work restrictions, if any, are necessary. 
 
The District encourages employees to voluntarily seek help with drug and alcohol problems.  
Employees who voluntarily admit to  drug or alcohol problems that have not resulted in Disciplinary 
Action may be eligible for unpaid time off, consistent with FMLA guidelines, to participate in a 
rehabilitation program. 
 
Random drug tests will be conducted for CDL certified employees or for periodic testing due to an 
employee’s previous violation of the drug/alcohol policy.  
 
All District employees are required to drive District vehicles at some point in their employment 
term.  Therefore, any employee who is convicted of any criminal offense resulting from  

a. a finding of guilty by a judge or jury, or the entry of a guilty or no contest plea involving a 
drug/alcohol statute violation, or 
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b. a drug/alcohol-related crime including a conviction of, or entry of a guilty or no-contest 
plea to a lesser or other offense as part of a plea bargain in a case where the original 
charge was drug or alcohol related  

shall notify the District Manager on or before the employee’s first day of work (scheduled or 
unscheduled) after the entry of the conviction. 
 
F. Security Inspections 
The District wishes to maintain a work environment that is free of controlled substances, alcohol, 
firearms, explosives, or other improper materials.  To this end, as stated, the District prohibits the 
possession, transfer, sale, or use of such materials on its premises.  Employees shall not have a 
reasonable expectation of privacy in lockers, desks, cabinets, or file drawers, all of which are keyed 
by the District and copies of those keys are kept by the District. 

The District reserves the right to open and enter any office, desk, locker, file cabinet or other 
storage device or areas on District premises and to inspect District vehicles and any containers 
brought into the workplace.  Although employees may be assigned an office, desk, vehicle, locker, 
computer, file cabinet or other storage device, and similar, the assignment does not suggest that 
employees have rights or expectations of privacy in their use.   All such items are provided for our 
employees’ convenience.  
 
G. Smoking  
The health risks of smoking and passive or secondary smoke are well known.   A smoke-free 
workplace promotes a healthier workforce, cleaner premises for both Employees and customers, 
and increased compliance with safety responsibilities.  Therefore, the District strictly prohibits 
smoking in all District offices and vehicles.   Employees are allowed to smoke in areas outside of 
District facilities a minimum of fifteen (15) feet away from public entrances.  This restriction applies 
to all employees and visitors including during non-business hours. 

 

H. Anti-Violence/Bullying  
The District’s goal is to maintain a workplace free from violence or threats of violence.  Any action, 
which in management’s opinion is inappropriate for the workplace, will not be tolerated.  This 
includes, but is not limited to, physical and/or verbal intimidating or threatening behavior, threats 
of violence, violent conduct, fighting, physical mistreatment, vandalism, sabotage, arson, use of 
weapons, bullying, the use of vulgar or abusive language, horseplay, practical jokes or any similar 
act or conduct that may endanger others, damage property and/or is inappropriate in the 
workplace.   
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The use of District property, such as computers, networks, telephones, email or an employee’s 
personal telephone or computer while on-site, in a threatening or inappropriate way is also 
prohibited.   

The District prohibits the possession or use of unconcealed weapons or the use of concealed 
weapons in District buildings, vehicles or mobile equipment, regardless of whether or not the 
person is licensed to carry the weapon. This guideline applies to all employees, contract and 
temporary employees, elected and appointed officials, visitors and citizens. 

If any employee feels they have been subjected to violence, threats of violence or bullying, they 
should immediately report the incident to their supervisor or the District Manager.  Employees are 
expected to report any prohibited conduct to management.  However, employees should directly 
contact proper law enforcement authorities if they believe there is a serious threat to the safety 
and health of themselves or others. 

Complaints will receive prompt attention and the situation will be investigated.  Based on the 
results of the investigation, corrective, disciplinary or other appropriate action will be taken.   

Retaliation for making a complaint or participating in the investigation of a complaint will not be 
tolerated.  Any employee who believes they have been retaliated against, please follow the 
reporting procedure described in Section I (H).   

 

T. Use of Equipment and Vehicles.    
 

D. Equipment and vehicles essential to accomplishing job duties are expensive and may be 
difficult to replace.  Employees are expected to exercise care, perform required maintenance, and 
follow all operating instructions, safety standards and guidelines.  Alteration to the appearance of 
District vehicles is prohibited including the installation of bumper stickers/decals, antennas, 
stereos, etcand similar.  The Supervisorsupervisor can answer any questions about an 
Employee’semployee’s responsibility for maintenance and care of equipment or vehicles used on 
the job.   

 
 

To protect our employees, our investment and our customers, the District expects all employees 
to follow all safety procedures and guidelines when working with District property.  For example: 

 Operating machinery or equipment is prohibited unless the employee is specifically trained 
and authorized. 

 Employees should never remove guards from any machinery except for cleaning, and only 
when equipment is disconnected. 
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 Any chemicals (paint, glue, or similar) used should be handled with care, with proper 
ventilation and protective personal equipment. 

 Employees should return all equipment to the designated storage place when they have 
completed its usage.   

1. Employees who participate in malicious mischief, abuse, intentional destruction, 
abandonment, theft, improper or inappropriate use; or who damage property, tools, facilities, 
vehicles, or equipment belonging to third parties, other Employeesemployees, or the District may 
be subject to discipline up to and including termination. 
 
2. The person assigned to a District vehicle shall be responsible for maintaining it in 
accordance with the manufacturer’s recommendations and seeing that repairs needed are made 
on a timely basis. Problems involving major expense and outside services shall be brought to the 
supervisor’s attention to obtain approval for the work. Because of the nature of the use, all service 
vehicles shall have an oil change according to the manufacturer’s recommendations. They shall be 
cleaned, inside and out, at least bi-weekly. Tools and equipment contained on or in the vehicle 
shall be the responsibility of the person assigned and are to be maintained in a clean and orderly 
manner. Broken, damaged or lost tools are to be reported to the supervisor immediately. 
 
3. District vehicles, except as set forth herein, are for use during normal business hours and 
authorized overtime. 
 
4. Water operators assigned to on-call duty will be permitted to drive a District vehicle home 
at night. This is intended to facilitate a prompt response to our customers in a timely manner. 
Employees will exercise discretion in using the vehicle for any reason other than transportation to 
and from work as public relations problems may occur if the vehicle is seen in an unexpected 
location. In the winter, try to keep the vehicle garaged or in a protected location so that it will be 
ready to respond to an emergency. Wastewater personnel, who must use their own vehicles, will 
be paid mileage to and from home for emergencies and on-call responsibilities.  
 
5. Superintendents are required to be on-call at all times, and willmay be assigned a District 
vehicle, if one is available, on a full -time basis. Such individuals will use good judgment when 
operating the vehicle and treat it as if it were their own. Servicing and fuel will be provided at 
District expense. Use of the vehicle for travel to and from work and for personal activities must be 
logged and reported monthly to the District personnel office. The number of miles driven for 
personal use multiplied by the latest cost per mile listed in the Federal Internal Revenue Service 
(IRS) regulations will be calculated andis considered as additional compensation to the employee 
and taxed as such by the I.R.S. 
 
6. When an employee has been given permission or is requested to attend an out-of-District 
function, he/she may request use of a District vehicle. If one is not available for any reason the 
employee will be reimbursed in accordance with IRS guidelines for use of his/her personal vehicle. 
 
7. When employees are required to respond to an emergency in their own vehicle or if a 
personal vehicle is used for District business for any reason, the employee will be reimbursed per 
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IRS guidelines for the miles driven from the District office or personal home, in the event of an 
emergency response, to the location and back. 
 

In addition, all employees driving on behalf of the District are required to have a valid unrestricted 
driver’s license and, if driving their own personal vehicle, up-to-date vehicle insurance. 

8. It is the policy of the District that vehicles will be turned off and the keys removed while 
unattended. The exception to this is for warming of vehicles to defrost windows so that they may 
be driven safely. Vehicle warming shall be done in the following manner: 
 

a. The vehicle shall be in "Park'' and the parking brake shall be on. 
b. The operator of the vehicle shall be in the immediate area. 
c. The  time  for  warming  a  vehicle  will  be  kept  to  the minimum necessary for safe 

operation. 
 
While working around the District, vehicles may be left running when needed to power lights (or 
other equipment), or to provide a space for warming of Employees working outside. Care must be 
taken to ensure the safety of the public and our Employees whenever vehicles are left running.  
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SECTION VII.  EMPLOYEE LEAVES 
 
 

Holidays 
A. E. Use of Telephone, Mail, Internet and E-mail.   Employees are responsible, in part, 

for the on-going integrity of the District’s computer, e-mail and voice mail systems.  These 
 

 The following days are District paid Holidays for all Full-time Employees: 

 New Year’s Day 

 Presidents’ Day  

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day 

 Day after Thanksgiving Holiday 

 Christmas Eve 

 Christmas Day 

 And one floating holiday determined each year. 

 
 When a designated Holiday falls on a Saturday or Sunday, the adjacent Friday or Monday shall 
be considered as the Holiday. 

 
Payment will be at the Employee’s base rate for eight hours.  Holiday pay is counted as hours 
worked in computation of overtime for non-exempt employees. 

 
B. Vacation. 

   
 Full-time Employees accrue paid vacation time per pay period as follows: 

        
 CONTINUOUS SERVICE  DAYS        ACCRUAL 

 
     One through Three years      10   3.08 hours per pay period  
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     Four through Five years         12  3.69 hours per pay period 
 
     Six through Ten years        15           4.62 hours per pay period 
 
     Eleven through Fifteen years          18  5.53 hours per pay period 
 
     Sixteen through Twenty-five years      20           6.15 hours per pay period 
 
     Over Twenty-five years     25            7.69 hours per pay period 
 
 

The District encourages employees to use all earned vacation each year.  However, employees, 
may accrue up to a maximum of two times their then-current annual paid vacation allotment. 
Upon reaching this benchmark, an employee will cease to accrue any further paid vacation 
hours until earned vacation hours fall below the benchmark.    

 
 Employees may not borrow on future vacation earned time. 

 
A department supervisor may prepare an annual vacation schedule prior to the last day of 
January, and each employee shall indicate, to the best of their ability the dates requested for 
using earned vacation time.  The supervisor may alter the vacation schedule depending on the 
needs of the District.  Requests for vacation submitted after January will be subordinate to the 
approved vacation schedule. 
 
When a recognized Holiday falls in the vacation period, an employee will not be charged a 
vacation day. 
 
Vacation leave will not be counted as hours worked in the calculation of overtime. For example, 
if a full-time employee takes a Monday off due to illness, they will receive 8 hours (one day) 
of vacation leave pay for the missed day of work.  If they work 33 hours in the remainder of 
the week, they will not earn overtime.  They will only earn overtime for that week if they 
actually work over 40 hours in that week.   
 
Upon termination of employment, employees receive payment for accrued and unused vacation 
hours up to the maximum amount allowable for years of service as detailed in accrual table 
above.   
 
C. Personal Leave   

 
 Full-time employees are provided three (3) days per calendar year which may be taken as 
personal time off with pay.  Selected days must be approved by the employee’s supervisor at 
least one (1) week in advance and shall be scheduled so as not to disrupt normal work 
activities, in the exclusive judgment of the supervisor.  Personal days may also be used in 
emergency situations where other Leave hours are not applicable.  Unused personal leave may 
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not be carried forward to subsequent years and has no monetary value upon termination of 
employment.  

 
 

D. Sick Leave 
ACCRUALS: 

Full-time employees begin to accrue sick leave immediately upon start of employment with the 
District at 2.46 hours per pay period while in a pay earning status, which is equal to a maximum 
of 65 days (510 hours). This amount is pro-rated for full-time employees who work less than 
40 hours per week.   

As part of Colorado’s Healthy Families and Workplaces Act (HFWA), part-time employees, 
seasonal and temporary employees accrue sick time at the rate of 1 hour per 30 hours 
immediately upon hire, while in a pay earning status, up to 48 hours in a year.  
 
Any accrued sick leave over 65 days (510 hours) at the end of the calendar year will be 
converted at the rate of 10 paid hours of regular pay or additional vacation, for each 20 hours 
of unused sick leave.  Payment will be made on the first regular pay day of the ensuing calendar 
year at the pay rate in effect on the last day of the calendar year in which the sick leave was 
accrued 

 

SICK LEAVE IS ALLOWED FOR: 

Paid sick leave may be used if an employee:   

1. has a mental or physical illness, injury, or health condition that prevents them from 
working, 

2. needs to obtain preventive medical care such as doctor, dental or vision appointments 
and similar, or to get a medical diagnosis, medical care, or treatment, of any mental 
or physical illness, injury, or health condition, 

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

4. they, or the employee’s family member, have been a victim of domestic abuse, sexual 
assault, or criminal harassment, and need leave for related medical attention, mental 
health care or other counseling, victim services (including legal services), or relocation; 
or 

5. is unable to go to work due to a public health emergency forcing the closure of the 
District or the closure of the school or place of care of the employee’s child. 
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If an employee uses sick leave for three (3) or more consecutive days, the District may require 
reasonable documentation that the paid sick leave is for a purpose authorized in this section 
(above 1-5). If the absence was due to the employee’s own illness, the District will also provide 
the employee information on the District’s Medical Leave program. Additionally, the District 
Manager may require the employee to provide periodic written reports from his/her physician 
regarding the employee’s condition during Medical Leave.   
 
If a recognized District holiday occurs during a period of sickness, the day of the holiday will 
be paid with holiday pay, not sick leave pay.     
 
Sick leave will not be counted as hours worked in the calculation of overtime. For example, if 
a full-time employee takes a Monday off due to illness, they will receive 8 hours (one day) of 
sick leave pay for the missed day of work.  If they work 33 hours in the remainder of the week, 
they will not earn overtime.  They will only earn overtime for that week if they actually work 
over 40 hours in that week. 

If an individual runs out of sick leave they may use their vacation or personal leave in lieu of 
sick.   

Employees may donate available sick leave hours to another employee with a need for 
additional sick leave which is not covered by other compensation.  Should this situation occur, 
the transfer must be authorized by the District Manager and the employee must agree in 
writing as to the number of hours assigned. 

 
If an employee has an injury, illness or other medical condition, or is providing needed care 
for an Immediate family member with an injury, illness or other medical condition, for a period 
longer than his/her accrued sick leave, vacation leave, and personal leave accruals, the District 
Manager, in his/her exclusive discretion, may grant an extended disability leave without pay, 
not to exceed six months from the first day of the sick, vacation or personal leave (See Medical 
Leave in this Section).  
 
Immediate family for this purpose is defined as the employee’s mother, father, sister, brother, 
wife, husband, son, daughter, mother-in-law, father-in-law, grandchildren, grandmother, 
grandfather, relative who takes the place of a parent, or other relative living in the employee’s 
home.   

 
Employees off work for longer than ninety (90) calendar days due to an accident or extended 
illness must apply for Long Term Disability (LTD) benefits as funded by the District.  The sum 
of LTD benefits plus sick leave paid by the District simultaneously shall not exceed the 
employee’s standard rate of compensation.   

 
REQUIRED NOTIFICATION FOR USE: 

It is the employee’s responsibility to notify their supervisor each day prior to the beginning of 
the employee’s shift when they cannot come to work because of their or a family member’s 
illness, injury, medical care, or domestic violence. Also, employees should let their supervisor 
know when they expect to return to work.  
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Sick leave may be taken by an employee for doctor and dentist appointments, if such 
appointment cannot be scheduled during non-working hours.  Non-emergency appointments 
which require the use of sick leave must be approved in advance by the employee’s supervisor 
and must be scheduled to minimize the disruption of work schedules. 
 
All sick leave used will be accounted for in one-hour increments. 
 

PAY OUT UPON SEPARATION 
 

Upon separation, payment will be made for one-half of the unused sick leave, provided that 
the employee has worked for the District at least 10 years.    

 

E. Supplemental Sick Leave During a Public Health Emergency 
(Colorado’s Healthy Families and Workplaces Act – HFWA) 
On the date a public health emergency is declared, each employee’s sick leave accrual will be 
automatically supplemented to ensure that each employee has a one-time allotment of up to 
80 hours of sick leave available. Full-time employees who regularly work 40 or more hours a 
week will receive up to 80 hours of supplemental sick leave. All other employees who work 
less than 40 hours a week will receive a one-time allotment of sick leave prorated by the 
average number of hours they are normally scheduled over a two-week period.   

New employees, hired after January 1, 2021, will be allocated a one-time allotment of 80 hours, 
or the appropriate pro-rated amount, of sick leave immediately upon start until the Public 
Health Emergency is rescinded.      

Employees may use supplemental sick leave from the date a public health emergency is 
declared until four (4) weeks after the official termination or suspension of the public health 
emergency for the following purposes: 

(1) Needing to self-isolate due to either being diagnosed with, or having symptoms of, a 
communicable illness that is the cause of the public health emergency. 

(2) Seeking a diagnosis, treatment, or care (including preventative care) of a 
communicable illness that is the cause of the public health emergency. 

(3) Being excluded from work by a government health official, or by an employer, due to 
the employee having exposure to, or symptoms of, a communicable illness that is the 
cause of the public health emergency (whether or not they are actually diagnosed 
with the illness). 

(4) Being unable to work due to a health condition that may increase susceptibility or risk 
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of a communicable illness that is the cause of the public health emergency.  

(5) Caring for a child or other family employee in category 1, 2, 3 or whose school, 
childcare provider, or other care provider is unavailable, closed, or providing remote 
instruction due to the public health emergency. 

Supplemental Sick Leave During a Public Health Emergency is not used in the calculation of 
overtime and is not paid out upon termination of employment.  

F. Retaliation or Interference with HFWA Rights 

The District will not retaliate against any employee for requesting or using paid sick leave or 
for otherwise exercising his or her rights under the Colorado Healthy Families and Workplaces 
Ac (HFWA).  This includes an employee who:  

 Requests or takes HFWA leave, 
 Informs another person about HFWA rights, or supports that person’s exercise of 

HFWA rights, 
 Files a HFWA complaint, or 
 Cooperates/assists in an investigation about potential HFWA violations. 

The District will not count paid sick leave used by an employee as an absence that may to lead 
to or result in a corrective or disciplinary action. 

An employee has the right to file a complaint or bring a civil action if HFWA paid sick leave is 
denied by the District or the District retaliates against the employee for exercising the 
employee’s rights pursuant to HFWA following the procedures set out in Section I (H) of this 
handbook. 

G. Family and Medical Leave (FMLA) 

Public sector employers are subject to the provisions of the Family Medical Leave Act (FMLA). 
However, to be eligible to take FMLA leave, employees must work at a worksite with at least 
fifty (50) employees at the work site or within seventy-five (75) miles. Because the District 
does not have 50 employees within a 75-mile radius, employees are not eligible to take FMLA 
leave. However, the District does provide Medical Leave as outlined below.  

H. Medical Leave  
If an employee has an injury, illness or other medical condition, or needs to care for a family 
member with an injury, illness or other medical condition as described in Part C Sick Leave 
above, for a period longer than his/her accrued sick leave, vacation leave, and personal leave 
availability, the District Manager, in his/her exclusive discretion, may grant an extended 
medical leave without pay, not to exceed six (6) months from the first day of the use of the 
sick, vacation or personal leave usage.  



 
 

Revised January 18, 2017 
 Pinery Water and Wastewater District Employee Handbook – November XX, 2022  Page 57 of 91 

 
All employee benefits shall continue during the period for which such sick leave, vacation leave, 
and personal leave are paid. 

 
Employees off work for longer than ninety (90) calendar days due to an accident or extended 
illness must apply for Long Term Disability (LTD) benefits as funded by the District.  The sum 
of LTD benefits plus sick leave paid by the District shall not exceed the employee’s standard 
daily rate of compensation, for non-exempt employees, and weekly rate of compensation for 
exempt employees.   

 
After an employee takes approved Medical Leave and upon release to return to work by his/her 
treating physician, the employee will be returned to the employee’s last position or another 
position for which he/she is qualified in the exclusive judgment of the District.  If the District, 
in its exclusive discretion, concludes that it does not have a position available for which the 
Employee is qualified to perform, the employee will be separated.  

 
 
I. Military Leave. 

 
A Military Leave of absence will be granted to employees who are absent from work because 
of service in the U.S. uniformed services in accordance with the Uniformed Services 
Employment and Re-employment Rights Act (USERRA). Employees shall promptly notify their 
supervisor of impending active duty.  A copy of the military orders requiring the employee’s 
active duty must be given to the District Manager before the military leave is taken.   
 
 Members of the National Guard or military reserve units shall be granted a maximum of fifteen 
(15) days of leave each calendar year without loss of pay, benefits or status.  Such leave shall 
not be accumulated and such leave shall not count against the employee’s vacation or personal 
leave.  No extra day will be given for any holiday during a military leave.  
 
Any amount of time served in excess of fifteen (15) days in a calendar year, shall be considered 
as leave without pay unless the employee chooses to use vacation or personal leave.   
 
 Benefit accruals, such as vacation and sick leave, will continue during the paid time off, but 
will be suspended during any unpaid leave and will resume upon Employee’s return to active 
work for the District. 
 
Continuation of insurance benefits is available as required by the USERRA based on the length 
of the leave and subject to the terms, conditions and limitations of the applicable plans for 
which the employee is otherwise eligible. 
 
 Upon the employee’s return from military leave, the District will provide re-employment 
opportunities to the extent provided by the USERRA.  
 
 Employees who resign their employment with the District to enlist full-time in the military shall 
no longer be eligible to receive paid military leave from the District.  They will be considered 

Commented [C7]: We missed this earlier.  I have a few 
questions on this.  1.  Do the employee benefits last throughout the 
maximum 6 months of approved leave.  2.  Does the employer pay 
their full portion the entire time?  3.  Does the employee pay their 
entire portion the entiere time?   
4.  If the employee is no longer in an earning status, do you require 
them to pay each monh for the coverage? 
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for re-employment, if they so request, upon their release from military service, but will not 
necessarily be re-employed. 

 
 

J. Bereavement Leave 
 

Full-time employees may be permitted up to three (3) paid days of leave per incident because 
of a death in their immediate family as approved by the District Manager. Immediate family 
for this purpose is defined as the employee’s mother, father, sister, brother, wife, husband, 
son, daughter, mother-in-law, father-in-law, grandchildren, grandmother, grandfather, relative 
who takes the place of a parent, or other relative living in the employee’s home at the time of 
death.  
 
Employees may also use accrued vacation or personal leave upon approval of the District 
Manager.   In the case of the loss of an employee’s spouse or child, ten (10) days of paid 
bereavement leave will be provided.   

 

K. Voting.  
Voting is an important responsibility we all assume as citizens.  The District encourages you to 
exercise your voting rights in all municipal, state and federal elections.  Under most 
circumstances, it is possible for employees to vote either before or after work.  However, if it 
is necessary for an employee to arrive late or leave work early to vote in any election, the 
employees must make arrangements with their supervisor no later than the day prior to 
Election Day.  In some circumstances, time off from work will be provided.  

 
 

L. Jury Duty/Court/Witness Leave 
 

A Full-time employee who is summoned to serve on a jury or subpoenaed to court in connection 
with District employment during regular working hours, will be paid for time lost at their regular 
pay rate less non-District compensation they receive for such service.  If an employee is 
released from duty for a day or part of a day, he/she must return to work in order to be eligible 
for this allowance.  Employees shall promptly notify their supervisor upon receipt of a summons 
or subpoena and provide a copy of the subpoena or court order requiring such duty. If the 
employee’s jury service continues for longer than a work week, the employee will be granted 
leave without pay until the day he/she is discharged from jury duty and returns to work.  The 
employee may use their accrued vacation or personal leave in lieu of leave without pay. 
 
All other employees, part-time, temporary or seasonal, who are summoned to serve on a jury 
will be paid for time lost from their job less the compensation received for jury duty for the 
first three (3) days of such duty.  If jury service continues for longer than three (3) days, the 
employee will be granted leave without pay until the day the employee is discharged from jury 
duty.  Employees shall promptly notify their supervisor upon receipt of a summons or subpoena 
and provide a copy of the subpoena or court order requiring such duty. 
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M. Domestic Abuse Leave 
The District is sensitive to an employee’s need for anonymity and confidentially when situations 
of domestic abuse occur.  Employees are eligible for a paid leave of absence of up to three (3) 
working days in any twelve-month period if the employee is the victim of domestic abuse, 
stalking, sexual assault, or any other crime related to domestic abuse.  The request for 
Domestic Abuse Leave will be kept confidential.  Please see the District Manager if you need 
such leave or for more information. 

 
N. Unpaid Leave 

 
Under extenuating circumstances an Employee may request time off for a period of one to five 
days without pay.  Approval of such absence will be at the discretion of the District Manager. 
 

 
O. Weather Emergencies or Civil Disasters  

 
The District Manager may declare an emergency day, partial emergency day, or delayed start 
day, if weather conditions or a civil disaster makes it impossible or extremely hazardous to get 
to or from work for all, or part of, a regularly scheduled work-day.  Full-time employees 
scheduled to report to work that day will be compensated for the scheduled hours not worked 
at the discretion of the District Manager.   
 
An employee, who’s supervisor deems their work critical to District operations or whose 
presence is required to deal with an emergency situation, is required to report.  The employee 
will be allocated discretionary time off on an hour for hour basis based on the amount of time 
worked that day. 
 
Employees who have previously scheduled leave for a period during which a shut-down is 
declared will be charged with the same leave originally requested (e.g., vacation, bereavement, 
and similar). 

 

P. Colorado Family Medical Leave Insurance (FAMLI) Leave 

Colorado’s Family Medical Leave Insurance (FAMLI) program provides workers 12 weeks of 
paid leave to take care of themselves or a family member during life events like injury, serious 
illness, or pregnancy. A vote was taken by the District Board on XXX Date to opt-out of 
participation in this program at the current time.  However, that does not prevent employees 
from participating on their own without the District’s participation. Participating employees will 

Commented [C8]: The District will need to vote on whether 
they will participate in this program by paying 4.5% of their 
employees' wages and withholding 45% of their employees' wages 
to fund the FAMLI insurance program.  This vote of your Board 
should be accomplished this year.  I have written this as though 
you are not participating, but I recommend a decision be made 
prior to publishing the Handbook, if possible. 
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contribute to premiums for FAMLI and these benefits are available starting January 1, 2024.    

Employees who wish to participate in this State program should contact the Colorado 
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SECTION VIII.  INSURANCE PROGRAMS 
 

A. District Benefits 
 The District offers a group medical, dental and vision insurance program to all full-time employees.  
The District Board shall establish annually, or at other times as it determines necessary, the amount 
of the District’s contribution toward health insurance premiums.  Employees should check with 
District’s administrative staff as to their eligibility and for a copy of the plans. 
 
At the discretion of the Board, the District contributes a set annual amount (determined each year) 
to the employees’ personal Health Savings Accounts (HSA). The amount is distributed quarterly in 
four equal amounts and/or at the discretion of the District Manager. Upon separation of the 
employee from the District, for any reason, the employee is not entitled to any additional payments 
from the District into his/her HSA account and is required to reimburse any contributions made in 
advance of their separation date. 

 
 Long term disability (LTD) and life/accidental death and dismemberment insurances are provided 
for all full-time employees.  Details of eligibility requirements and benefits are set forth in summary 
plan descriptions available from the District’s administrative staff.  The amount of this insurance 
coverage shall be determined annually by the District. 
 
 In the event of a separation of employment from the District, employees are eligible at their own 
expense to continue group health coverage consistent with any applicable governmental 
requirements.  
 
 

B. Retirement  Program 
 
The District offers a voluntary deferred compensation plan for eligible full-time employees.  
Accounts are established and managed under Section 457 of the Internal Revenue Code.  26 U.S.C. 
§457 (2005).  The District has also established a 401(a) Plan in which the District will match 
contributions made by the employee to their 457(b) Plan, dollar for dollar, up to 8% of the 
employee’s annual compensation. Details of the plan for eligible employees, including District 
contributions, will be provided by the District administrative staff.  Changes in the plan may be 
made from time to time at the discretion of the Board, but all contributions made by the employee 
are protected by Federal law. 
 
 

C. Social Security.    
 

The District participates in the Social Security Program for all employees.  The District and 
employee each contribute to the plan according to the schedule provided by federal law.   
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D. Unemployment Benefits 

The District pays a state and federal tax to provide the District’s employees with unemployment 
insurance coverage in the event they become unemployed through no fault of their own or due to 
circumstances described by law.  This insurance is administered by applicable state agencies, who 
determine eligibility for benefits, the amount of benefits (if any), and duration of benefits.  While 
the District pays into this fund, the District does not determine who qualifies or does not-qualify.   
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SECTION IX.  COMMUNICATION SYSTEMS 
 

A. Computer Usage  
The District’s communication systems are property of the District and intended for business use.  
Therefore, the District maintains the ability and reserves the right to access any computer files, use 
of software, Internet usage, e-mail, and voice mail.  The District also reserves complete discretion 
whether and to what extent, to restrict Employees’ use of District computers, software, Internet 
access, e-mail and voice mail. 

 Although employees may select individual passwords, employees should not assume that such 
files are confidential.  Other than management employees acting on behalf of the District, 
employees should not attempt to gain access to another employee’s computer, Internet files, e-
mail, or voice mail without the latter’s written permission. 

Employees may not attempt to gain access to another employee’s personal network file, e-mail 
messages or send a message under someone else’s name without the latter’s express written 
permission. Employees are strictly prohibited from using the District communication systems in 
ways that management deems to be inappropriate. If an employee has any question whether their 
behavior might constitute unauthorized use, they should contact their supervisor before engaging 
in such conduct. 

The District’s computer network, access to Internet, e-mail, and voice mail systems are business 
tools intended for employees to use in performing their job duties. Therefore, all documents and 
files are the property of the District.  All information regarding access to the District’s computer 
resources, such as user identifications, modem phone numbers, access codes, and passwords are 
confidential District information and may not be disclosed to non-District personnel unless it is at 
the direction of the District Manager. 

All computer files, documents, and software created or stored on the District’s computer systems 
are subject to review and inspection at any time. This includes web-based email that an employee 
is able to access through District systems, whether password protected or not.  Employees should 
not assume that any such information is confidential, including e-mail either sent or received. 

Upon separation of employment, all District-issued communication equipment will be returned to 
the District. 

B. Use of Social Media  

District management understands that social media (communicating or posting information on the 
internet) can be a fun and rewarding way to share life and opinions with coworkers, family and 
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friends around the world.  However, use of social media also presents certain risks and with it 
carries certain responsibilities. 

The personal off-duty use of social media is generally not of concern to District management.  The 
District reminds employees to use common sense when using social media to express ideas related 
to the District, other team members, or their position with the District.  The District’s EEO/Anti-
Harassment Policy extends to social media. 

 An employee’s personal postings posted on their own time and on their own devices 
concerning the District are not prohibited provided they comply with guidelines set forth 
below or elsewhere in this handbook.  If an employee publishes or posts statements or 
information regarding District government matters, federal law requires that the employee 
disclose that they are affiliated with the District and the posting should include a disclaimer 
making clear the posting is their own and does not necessarily represent the District’s 
positions, strategies, or opinions. 

 Employees are encouraged to positively promote our work through their personal networks; 
social media, blogs, word of mouth, and similar are all appropriate outlets.  All social media 
postings on behalf of the District must be preapproved in writing by the District Manager.  
All such postings must comply with all applicable laws including copyright and fair use laws. 

 Employees must not disclose any sensitive, proprietary, confidential or financial information 
about the District.  Employees are prohibited from doing any of the following on social 
media: 

o Disclosing confidential information regarding the District or persons relying on the 
District’s services. 

o Making defamatory comments about District Board members, District management, 
team members or citizens using our services or vendors providing the District services. 

o Making discriminatory, bullying or threatening comments about District personnel that 
would violate District policies if they were made in the workplace. 

 Personal use of social media is never permitted while on the job, or by means of the 
District’s computers, District-issued mobile devices, networks, and other IT resources and 
communications systems, except as otherwise provided herein.                  

A blog, wiki, or social networking site is not the ideal place to make a complaint regarding alleged 
discrimination, unlawful harassment, or safety issues.  Complaints to the District must be made 
consistent with the complaint process in this handbook so that they can be addressed. 

Employee postings in violation of this guideline will not be tolerated. 
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Nothing in this guideline is meant to interfere with an employee’s rights under federal law to 
engage in protected and concerted activity, including their ability to discuss terms and conditions 
of their employment. 

C. Personal Use of the Internet 
Some employees need to access information through the Internet to do their job. Use of the 
Internet is for business purposes during the time employees are working.  However, limited use 
of District computers and the Internet for non-business reasons is acceptable, but must not disrupt 
the operation of the District network or the networks of other users.  Such use absolutely must 
not interfere with employees’ productivity or work performance and must not violate any other 
provision of this Handbook. 
 

Employees  
are not permitted to visit gamboling or gaming websites or or visit sites that contain sexually 
oriented material, ethnic slurs, racial epithets, or anything that may be construed as offensive, 
pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, disparaging of 
anyone particularly those in protected classes identified in the District’s EEO policy.     
 

The District reserves the right to determine when an employee is sending excessive personal or 
improper electronic mail, is spending inappropriate time on the Internet for personal reasons, or 
is visiting inappropriate websites. 

D. Software and Copyright 
The District licenses and/or owns all software used by Employees.  Therefore, use of the 
software is intended for District purposes.   
 
EMPLOYEES ARE STRICTLY PROHIBITED FROM LOADING OR DOWNLOADING 
PERSONAL SOFTWARE ONTO DISTRICT COMPUTERS. 
 
The District fully supports copyright laws. Employees must not use the Company’s technology 
resources to copy, retrieve, forward or send any software, images, music, or other intellectual 
property (such as books or videos) unless the employee has the legal right to do so. Employees 
must comply with all licenses regulating the use of any software and may not disseminate or copy 
any such software without authorization. Employees may not use unauthorized copies of software 
on personal computers. 
 

E. E-Mail 
E-mail is to be used for business purposes. While personal e-mail is permitted, it is to be kept to 
a minimum. Personal e-mail should be brief and sent or received as seldom as possible.  

The District prohibits the display, transmittal, or downloading of material that is offensive, 
pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, or otherwise 
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unlawful at any time. No one may solicit, promote, or advertise any outside organization, product, 
or service through the use of e-mail or anywhere else on District premises at any time.    
The District reserves the right to monitor e-mail usage of its employees from time to time and 
without prior notice following a determination by the District Manager that the best interests of 
the District will be served thereby.  Colorado law provides that e-mails written in the conduct of 
public business are generally considered to be public records.  All e-mails written and sent in the 
conduct of public business by employees of the District regardless of whether the e-mail was sent 
or received on a public or privately owned personal computer, may be public record under the 
public records law and may be subject to public inspection under Section 24-72-203, C.R.S. 

Employees are prohibited from unauthorized use of encryption keys or the passwords of other 
employees to gain access to another employee’s e-mail messages. 

F. Telephones/Cell Phones/Mobile Devices 
1. Employee work hours are valuable and should be used for business. Excessive personal 
phone calls can significantly disrupt business operations. Employees should use their break or 
lunch period for personal phone calls.  Personal use of telephones for long distance and toll 
calls is not permitted.  Employees should practice discretion in making localor receiving 
personal calls.   Please advise family and friends not to call during working hours unless it is 
necessary. 
 
Telephone Etiquette:  
2. To assure effective telephone communications, always speak in a courteous and 
professional manner.  Please confirm information received from the caller, and hang up only 
after the caller has done so.  If you do not have an answer to the customer’s questions, advise 
that someone will call them back and obtain complete information to do so.  Employees are 
responsible for responding to their voice mail messages in a timely manner. 

 
3. Use of District‐paid postage for personal correspondence is not permitted. 

 

4. Limited use of District computers and the Internet for non-business reasons is 
acceptable, but must not disrupt the operation of the District network or the networks of 
other users.  Such use absolutely must not interfere with Employees’ productivity or 
work performance and must not violate any other provision of this Handbook. 

 
5. Employees are not permitted to visit websites or send electronic mail that contain 

sexually oriented material, ethnic slurs, racial epithets, or anything that may be 
construed as harassment or disparagement of others based on their sex, race, color, 
national origin, ethnic background, age, disability, religion, or creed.  The District 
reserves the right to determine when an Employee is sending excessive personal or 
improper electronic mail, is spending inappropriate time on the Internet for personal 
reasons, or is visiting inappropriate websites. 

 
6. The District licenses and/or owns all software used by Employees.  Therefore, use of the 
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software is intended for District purposes.   
 
EMPLOYEES ARE STRICTLY PROHIBITED FROM LOADING OR DOWNLOADING 
PERSONAL SOFTWARE ONTO DISTRICT COMPUTERS. 
 

7. Employees must not use the Company’s technology resources to copy, retrieve, forward 
or send copyrighted materials unless the Employee has the author’s permission. 

 
8. Paging systems are provided to Employees at the District’s expense.  Employees are 

expected to respond to work-related pages from Employees and customers in a timely 
manner.   
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Phones and mobile devices with cameras should not be used in a way that violates other 
District guidelines. 

For safety reasons, employees shall avoid the use of cell phones and mobile devices to make 
calls while driving for District business. Employees must park whenever they need to use a cell 
phone. Employees are prohibited from using a cell phone or other device to text while operating 
a motor vehicle. Texting is permitted only where the vehicle is at rest in a shoulder lane or 
lawfully parked. 

 
9. The District may require an Employeeemployee to have a cell phone and cell service, at 
the Employee’semployee’s expense.  A monthly cell phone allowance may be provided to 
partially reimburse Employeesemployees who are required to maintain contact with 
Employeesother employees and/or customers during and after normal business hours.  A cell 
phone service provider and the selection of telephone, accessories, insurance plan, etc.and 
similar are at the option and expense of each Employeeemployee. 
 
District-issued cell phones must be returned to the District upon termination of 
employment.  Employees are responsible for any damages to cell phones accrued due 
to negligence. 

G. Voice Mail 

The District voice mail system is intended for transmitting business-related information. 
Although the District does not monitor voice messages as a routine matter, the District reserves 
the right to access and disclose all messages sent over the voice mail systems for any purpose. 
Employees must use judgment and discretion in their personal use of voice mail and must keep 
such use to a minimum. 

H. US Mail 
 Use of District‐paid postage for personal correspondence is not permitted. 

 

10. The District reserves the right to monitor e-mail usage of its employees from time to 
time and without prior notice following a determination by the District Manager that 
the best interests of the District will be served thereby. 

 
Colorado law provides that e-mails written in the conduct of public business are generally 
considered to be public records.  All e-mails written and sent in the conduct of public business by 
employees of the District regardless of whether the e-mail was sent or received on a public or 
privately owned personal computer, may be public record under the public records law and may 
be subject to public inspection under Section 24-72-203, C.R.S. 

 

A. F. Conduct, Appearance and Dress. 
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1. For most Employees, contact with customers and the public is an everyday occurrence, 
whether in person or by phone; thus, the District as a whole is judged by the impression 
left with customers and others by its Employees.  All Employees are expected to act in 
a manner reflecting professionalism, tact, courtesy, and good judgment.  Even if 
customers are offensive, personal confrontations must be avoided. 

 
 

2. Personal appearance, hygiene and attire should similarly reflect a favorable image of 
the District.  It is recognized that many of the tasks which Employees must accomplish 
make it impossible to always stay clean and neat.  However, coveralls and other items 
are provided for Employees and showers are available if needed.  Decisions about 
personal appearance are left to the good judgment of each Employee; however, minimal 
guidelines appropriate to work assignments and personal safety may be prescribed.  
Please check with your Supervisor. 

 
3. The District may on occasion provide various garments (shirts, jackets, sweaters, etc.) 

sporting the District logo as approved by the Manager.  Employees are encouraged to 
wear such garments, especially in public settings, but are under no obligation to do so. 

 
G. Drug and Alcohol Free Workplace. 
 

1. The District is committed to protecting the safety, health and wellbeing of all Employees 
and individuals in our workplace. The District recognizes that alcohol and drug use pose 
a significant threat to the goals of the District, as well as Employee health and safety. 
The District has established a drug-free workplace policy that balances respect for 
individuals with the requirement to maintain an alcohol and drug-free environment.  
The purpose of the District’s drug-free policy is to enhance the safety, health, and the 
well-being of Employees in regard to: 

 

 verifying Employee drug/alcohol use/abuse/misuse; 

 the protection of other Employees and the public from Employees who 
are under the influence in their working environment; 

 confrontation of affected Employees with proof of drug/alcohol abuse to 
encourage rehabilitation; 

 compliance with DOT/CDL regulations, and 

 the protection of all Employees’ rights. 
 

As a condition of employment, no Employee may be under the influence of or have his/her ability 
to perform be impaired by any alcoholic beverage, illegal drug, or controlled substance (as defined 
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by Colo. Rev. Stat. §12-22-303(7) (2005)), while on the job or subject to call.  In addition, 
Employees are prohibited from the unlawful distribution, dispensing, possession or manufacturing 
of alcohol, prescribed or non-prescribed drugs during working hours. Upon reasonable suspicion, 
an Employee may be required to undergo drug and alcohol testing. 
 

2. Abuse or misuse of over-the-counter or prescription drugs will be considered a violation 
of this policy. Employees who must use over-the-counter or prescription drugs which 
may preclude the Employee from safely performing their job must inform their 
Supervisor before starting work.  The Supervisor, after proper inquiry, which may 
include requiring the Employee to provide a doctor’s statement outlining the possible 
effect of the drug on job safety, will decide if the Employee can remain at work and 
what work restrictions, if any, are necessary. 

 
3. The District encourages Employees to voluntarily seek help with drug and alcohol 

problems.  Employees who voluntarily admit to having drug or alcohol problems that 
have not resulted in Disciplinary Action may be eligible for unpaid time off to participate 
in a rehabilitation program. 

 
4. Random drug tests will be conducted for CDL certified Employees, or for periodic 

testing due to an Employee’s previous violation of the drug/alcohol policy.  
 

5. All District Employees are required to drive District vehicles at some point in their 
employment term.  Therefore, any Employee who is convicted of any criminal offense 
resulting from  

a. a finding of guilty by a judge or jury, or  

b. the entry of a guilty or no contest plea involving a drug/alcohol statute 
violation, or 

c. drug/alcohol-related crime including a conviction of, or entry of a guilty or no-
contest plea to a lesser or other offense as part of a plea bargain in a case where 
the original charge was drug or alcohol related shall notify the District 
Manager on or before the Employee’s first day of work (scheduled or 
unscheduled) after the entry of the conviction. 
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H. Sexual Harassment. 
 

The District maintains and enforces a policy which seeks to protect an individual’s rights to 
be free of personal harassment, sexual or otherwise, at the workplace or otherwise related 
to the individual’s employment, from infringement by others.  It is the District’s policy to 
prohibit any and all kinds of discrimination or harassment, including sexual harassment, at 
all levels of employment.  Sexual harassment is a serious form of misconduct which 
undermines the integrity of employment relationships.  It is the policy of the District that 
no Employee will be subjected to sexual harassment.  Sexual harassment is defined as any 
unwelcome advance, request for sexual favors, or other physical or verbal conduct of a 
sexual nature when: 
 
1. submission to or rejection of such conduct is used as a basis for a hiring or promotional 
type of decision; or 
 
2. submission to such conduct is made an express or implied condition or term of 
employment; or 
 
3. such conduct has the effect of unreasonably interfering with work performance, and 
creates a sexually intimidating, hostile or offensive working environment. 

 
District Employees are expected to conduct themselves in a professional and businesslike 
manner at all times.  Inappropriate sexual conduct that could lead to a claim of sexual 
harassment is expressly prohibited by this policy.  Such conduct includes, but is not limited 
to, sexually implicit or explicit communications whether in: 
 

 Written form, such as cartoons, posters, calendars, notes, letters, e-mail; 
 

 Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 
gossiping or questions about another’s sex life, or repeated unwanted requests for 
dates; 

 
 Physical gestures and other nonverbal behavior, such as unwelcome touching, 

grabbing, fondling, kissing, massaging, and brushing up against another’s body. 
 

An Employee who is subjected to such conduct (by another Employee, a customer, or 
anyone else) on the job, in the workplace or otherwise connected with District work, or who 
has observed such conduct, must promptly report the incident or situation to his/her 
immediate Supervisor, the District Manager, or a member of the Board.  Each reported 
incident will be promptly investigated and kept as confidential as practicable.  When 
warranted, prompt corrective action will be taken by the District up to and including 
termination of employment.  The District forbids retaliation against anyone who in good 
faith has reported sexual harassment.  See also “Equal Employment Opportunity”. 
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I. Return of Property.   

Employees are responsible for all District property, materials, or written information issued 
to them or in their possession or control.  All property must be returned by Employees on 
or before their last day of work including keys, District credit cards, etc.  By receiving this 
Handbook or by receiving District property, the Employee authorizes that the replacement 
cost of any items not returned may be withheld from the Employee’s final check if deemed 
appropriate by the District.  The District may at any time take action deemed appropriate to 
recover or protect its property. 

 
J. Smoking.  

The health risks of smoking and passive or secondary smoke are well known.   A 
smoke-free workplace promotes a healthier workforce, cleaner premises for both 
Employees and customers, and increased compliance with safety responsibilities.  
Therefore, the District strictly prohibits smoking in all District offices and “shared” 
vehicles.   Employees are allowed to smoke in assigned vehicles and areas outside of District 
facilities away from public entrances. 

 
K. Political Activity.   

Employees have the right as citizens to participate in the political process; however, 
Employees may not campaign for any candidate on District time using District resources.  
Employees may not campaign while wearing District uniforms or insignia or traveling in 
District vehicles. 
 

An Employee desiring to be a candidate for District office should request an unpaid leave 
beginning the date of filing as a candidate and ending on the day following the election.  A 
candidate who is elected to office must immediately resign from his/her position. 
 

L. Security Inspections.   
The District wishes to maintain a work environment that is free of controlled 
substances, alcohol, firearms, explosives, or other improper materials.  To this end, 
the District prohibits the possession, transfer, sale, or use of such materials on its premises.     
 
The District reserves the right to open and enter any office, desk, locker, file cabinet or 
other storage device or areas on District premises and to inspect District vehicles and any 
containers brought into the workplace.  Although Employees may be assigned an office, 
desk, vehicle, locker, computer, file cabinet or other storage device, etc., the assignment 
does not suggest that Employees have rights or expectations of privacy in their use.   All 
such items are provided for the convenience of Employees, but remain the sole property of 
the District. 
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SECTION V. 
 

X.  EMPLOYEE COMPENSATIONACKNOWLEDGMENT OF 

RECEIPT 
 

 
 

A. Work Schedules. The general District working hours are between 7:00 AM and 5:00 
PM Monday through Friday. However, work schedules shall be established and approved by the 
Employee’s Supervisor.  Such work schedules shall be established in accordance with the 
needs of the District and may include varied hours and different workdays.  

 
The District is committed to maintaining a healthy balance between work, family and life related 
issues by offering flexible work arrangements. This provides employees with increased 
flexibility with their work schedule while allowing the District to maintain a progressive and 
productive work environment.    
 
All District employees may be considered for alternative work scheduling on a case-by-case 
basis and at the discretion of the employee’s immediate supervisor. Alternative work schedules 
are not appropriate for all employees or positions and are not a universal employee benefit. 
The nature of the employee's work and responsibilities must be conducive to an alternative 
work schedule without causing significant disruption to performance and/or service delivery. 
Mandatory conditions must also be met for an alternative work schedule to be approved.  The 
employee must: 
 

 have a satisfactory attendance record; and 
 be meeting all performance expectations in their current role. 

 
There are two alternative work schedule options available to employees. The options include:  

 8-80 Schedule - in which an employee works eight, ten-hour days per pay period. 
Employees would still receive regular holiday pay as outlined in the Holiday Pay 
Policy. Pay periods for the 8-80 Schedule begin every other Monday at midnight and 
end two weeks later on Sunday at midnight. 

 9-80 Schedule - in which an employee works eight, nine-hour days and one eight-hour 
day in a pay period. Employees would still receive regular holiday pay as outlined in 
the Holiday Pay Policy. Pay periods for the 9-80 Schedule begin every other Friday at 
noon and end two weeks later on Friday at noon. 
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There will be a 6 month trial period to assess the impact of the flexible work arrangement. 
After successful completion of the trial period, the work arrangement will be reviewed annually 
thereafter to ensure continued success.  The arrangement may be canceled for any reason by 
either management or the employee with a 4-week notice period.  
 

B. Work Breaks. An unpaid, one-half (1/2) hour lunch break is provided for each 
regular workday.  However, the District has concluded that an uninterrupted meal period may 
be impractical in some instances (as provided by Colorado Department of Labor orders and 
regulations), and therefore, at the Manager’s discretion, will allow Employees to consume an 
“on-duty” meal period that will be fully compensated.   

 
In a regular workday, no more than two additional work breaks may be granted, not to exceed 
10 minutes each.  These work breaks are paid, and cannot be accumulated.  Granting of work 
breaks shall depend on the constraints of the department and the conditions of such breaks shall 
be made known to Employees by the Supervisor.  

 
 

C. Paydays and Time Sheets. 
 

1. Employees shall be paid on a biweekly (i.e., 26 paydays per calendar year) basis on 
alternating Mondays.  If the normal day falls on a Holiday, wages will be paid the next work 
day.   The District shall pay Employees with checks or by direct deposit.  Direct deposit will 
only be made if the Employee has voluntarily authorized the deposit and provided specific 
financial institution information to the District.  The District will provide an itemized pay 
statement to all Employees including deductions, earnings and withholdings.    
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2. Time sheets must be submitted by 9:00AM on the “off” payday Tuesday.  Accurately 
recording time worked is the responsibility of every Employee.  Time worked is all the 
time actually spent on the job performing assigned duties.  Employees should 
accurately record the time they begin and end their work.  Overtime work must 
always be approved before it is performed.  See also “Overtime”.  It is the Employee’s 
responsibility to sign his/her time record to certify the accuracy of all time recorded.  The 
Supervisor will review and then sign the time record before submitting it for payroll 
processing. 

 
3. Upon termination of employment, the Employee will be compensated under the guidelines 

provided in Colo. Rev. Stat. §8-4-109 (2005). 
 
 

D. Exempt Employees. Exempt Employees, as defined under the Fair Labor Standards 
Act of 1938 (FLSA), may be required from time to time to work in excess of the 
standard work week. 29 U.S.C. §213.  Time devoted to this end, in general is not 
compensable, and is considered a condition of employment.  Reference Section V.G.5 
for additional overtime information. 

 
 

E. Authorization for Leave. All leave, with the exception of non-elective sick leave, shall 
be approved prior to its starting date by the Manager or Supervisor.  The Employee must request 
leave, with a specific starting date and return date, and must submit a time sheet with such leave 
appropriately charged. 

 
 

F. Compensation Rate. 
 

1. Full-time Employees – Compensation shall initially be made at the agreed upon rate at 
time of employment.  Subsequently, compensation rates will be evaluated annually at the 
beginning of the calendar year.  Merit raises may be made at any time and must be 
recommended by the Supervisor and approved by the Manager. 

 
2. Part-Time or Temporary Employees – compensation rate shall be at an established hourly 
rate. 

 
 

3. Work Week – the normal work week for all classes of Employees shall be a seven (7) 
day period beginning on Monday at 12:01 a.m. 
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G. Overtime.    Non-exempt Employees shall be compensated for overtime at 1½ times the 
Employee’s regular rate of pay, after working 40 hours in a work week, according to the 
following: 

 
1. For purposes of calculating overtime payments, “hours worked” includes hours paid for 
vacation and paid Holidays; sick leave is not included in the calculation of overtime. 

 
2. Overtime work must be pre-authorized, approved by the Supervisor and noted on the time 
sheet.  Employees may be given time off (i.e., compensatory time) during the same work 
week so total hours worked do not exceed 40 hours in lieu of overtime pay at the discretion 
of the Supervisor.   

 
3. An Employee who is required to report in an emergency situation or to work on a District 
Holiday will be paid at an overtime rate of two times the Employee’s base hourly rate.   

 
4. Any overtime work (as defined above) between the hours of 9:00pm and 4:00am will be 
paid at two times the Employee’s base hourly rate. 
 

5. In extreme circumstances and only when approved by the District Manager, Water and 
Wastewater Supervisors will receive additional compensation at straight time for such non-
Supervisory overtime activities in addition to their normal work responsibilities.    

 
 

H. On-Call Time. If an Employee who is on-call is not required to remain at a particular 
location during such on-call period, but is required only to leave word where he/she may be 
reached, the hours spent on-call are not regarded as compensable working time.  When such 
Employee is called out on a job assignment, time actually spent on the call, as well as travel 
time up to 30 minutes each way, is counted as hours worked. 

 
 

I. Performance Evaluation. Employees are subject to evaluation and appraisal by the 
District at any time, but will receive at least one evaluation approximately at the end of the first 
six months of employment, and further evaluations on an annual basis thereafter.  The appraisal 
will be discussed with the Employee.  He/she will be asked to sign the review and may insert 
his/her own comments if desired.  The original review will be filed in the Employee’s personnel 
file and a copy will be provided to the Employee. 

 
The purpose of the performance review is to provide the Employee feedback as to past 
performance and set forth areas which can be improved.  It may be used in evaluating raises 
at such time as they are considered.  If any Employee wishes, he/she may also ask to discuss 
the performance review with the District Manager. 
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J. Deductions. The law requires that the District make certain deductions for Federal and 
State income taxes from every Employee’s pay check.  Social Security taxes must also be 
deducted on earnings up to a specified limit called the Social Security wage base.  The percent 
deducted and wage base may vary from year to year.  The District pays an equal amount toward 
Social Security.  In addition, any deductions mandated by court order (e.g., wage garnishments) 
will be withheld accordingly. 

 
The District offers programs and benefits beyond those which are required by law and are paid 
via payroll deductions.  Eligible Employees must voluntarily authorize deductions from their 
paychecks to cover the costs of participation in some of these programs. 
 
All deductions are listed on your statement of earnings. 

 
 

K. Pay Advances. Neither pay advances, partial payment of earnings, nor extensions of credit 
on unearned wages can be provided to Employees.  If a regular payday falls during an 
Employee’s scheduled vacation, the Employee’s paycheck can be available, if requested at least 
three days in advance, on the last working day prior to leaving for vacation. 

 
L. Severance Pay.     The District does not in general grant severance pay to Employees 
whose employment is terminated.  However, the District reserves the right to make exceptions 
to this policy in its sole and absolute discretion as approved by the Manager. 

 
M. Bonuses.     A bonus may be given to an Employee for special services, certification, 
accreditation or special commendation, at the complete discretion of the Manager and the 
Board. 
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SECTION VI. 

 
EMPLOYEE LEAVE AND BENEFITS 

 
 

A. Full-time Employee.  Full-time Employees are eligible to participate in all benefits 
described herein including sick, vacation, bereavement, military, personal, and 
jury/court/witness leaves as well as a variety of insurance programs. 

 
 
B. Part-time, Temporary, Seasonal Employee.   Part-time, Temporary or Seasonal Employees 

are not entitled to any paid leave with the possible exception of jury/court/witness time as set 
forth in Section VI.I.2. 

 
 

C. Holidays.  
 

1. The following days are District paid Holidays for all Full-time Employees: 

 New Year’s Day 

 Presidents’ Day  

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day 

 Day after Thanksgiving Holiday 

 Christmas Eve 

 Christmas Day 

 
2. When a designated Holiday falls on a Saturday or Sunday, the adjacent Friday or Monday 
shall be considered as the Holiday. 

 
3. Payment will be at the Employee’s base rate for eight hours.  Holiday pay is counted as 

hours worked in computation of overtime for Non-exempt Employees. 
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D.A. Vacation. 

   

1. Full-time Employees accrue paid vacation time per pay period as follows: 
        

     CONTINUOUS SERVICE  DAYS        ACCRUAL 
 
     One through Three years      10   3.08 hrs/pp 
    
     Four through Five years            12  3.69 hrs/pp 

 
     Six through Ten years        15           4.62 hrs/pp 

 
     Eleven through Fifteen years          18  5.53 hrs/pp 

 
     Sixteen through Twenty-five years      20           6.15 hrs/pp 

 
     Over Twenty-five years        25            7.69 hr/pp 
 
 

The District encourages Employees to use all earned vacation each year.  However, Employees, 
on a continual basis, may accrue up to a maximum of two times their then-current annual paid 
vacation allotment. Upon reaching this benchmark, an Employee will cease to accrue any further 
paid vacation hours until earned vacation hours fall below the benchmark.    

 
2. Employees may not borrow on future vacation earned time. 

 
3. The Department Supervisor will prepare an annual vacation schedule prior to the last day of 
January, and each Employee shall indicate, to the best of such Employee’s ability the dates 
requested for using earned vacation time.  The Supervisor may alter the vacation schedule 
depending on the needs of the District.  Requests for vacation submitted after January will be 
subordinate to the approved vacation schedule. 
 
4. When a recognized Holiday falls in the vacation period, an Employee will not be charged 

a vacation day. 
 
5. Upon termination of employment, Employees receive payment for accrued and unused 

vacation hours.   
 

 
E. Sick Leave. 
 

1. Sick leave is for the purpose of continuing an Employee’s full pay during absence due to 
his/her illness, or other medical condition including pregnancy, or injury.  In addition, 
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sick leave may be used for the care of an Employee’s Immediate Family member who is 
ill or is injured or has a medical condition requiring care of the family member by another, 
upon approval of the Manager.  All applicable requirements and protocols (e.g., 
notification) stated below for Employee illness, injury or medical condition apply to 
family care situations as well. 

 
2. Sick leave may be taken by an Employee for doctor and dentist appointments, if such 

appointment cannot be scheduled during non-working hours.  Non-emergency 
appointments which require the use of sick leave must be approved in advance by the 
Employee’s Supervisor and must be scheduled to minimize the disruption of work 
schedules. 
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3. An Employee with a serious health condition which prevents the Employee from 
performing the essential functions of their job may also use accrued vacation and personal 
leave.  All Employee benefits shall continue during the period for which such sick leave, 
vacation leave, and personal leave are paid. 

 
4.A. Employees shall notify their Supervisors of an illness, injury, or serious health 

condition, or the need to care for a covered family member with such an illness, injury or 
serious health condition as soon as possible in order to be eligible for sick leave.   

 
5. Full-time Employees accrue sick leave at 2.46 hours per pay period, cumulative to a 
maximum of 65 days (510 hours).     
 
6. Any accrued sick leave over 65 days (510 hours) at the end of the calendar year will be 

converted at the rate of 10 paid hours of regular pay or additional vacation, for each 20 
hours of unused sick leave.  Payment will be made on the first regular pay day of the 
ensuing calendar year at the pay rate in effect on the last day of the calendar year in 
which the sick leave was accrued.  If an Employee separates employment during the year, 
payment will be made on the next regular pay day based on the sick leave accrued.  No 
payment will be made for unused sick leave less than 65 days if an Employee is 
terminated, resigns or retires. 

 
7. Employees may donate available sick leave hours to another Employee with a 

catastrophic need of additional sick leave which is not covered by other compensation.  
Should this situation occur, the transfer must be authorized by the Manager and the 
Employee must agree in writing as to the number of hours assigned. 

 
8. The District may require the Employee to provide a doctor’s report for any illness or 

injury for which sick leave was used.  Additionally, the District Manager may require the 
Employee to provide periodic written reports from his/her physician regarding the 
Employee’s condition during longer term leaves.   

 
9. If a Holiday occurs during a period of sickness, payment will be made for the Holiday 

only.   
 
 

10. Sick leave will not be counted as hours worked in the calculation of overtime. 
 
11. If an Employee has an injury, illness or other medical condition, or is providing needed care 
for an Immediate Family member with an injury, illness or other medical condition, for a period 
longer than his/her accrued sick leave, vacation leave, and personal leave, the District Manager, 
in his exclusive discretion, may grant an extended disability leave without pay, not to exceed 
six months from the first day of the sick, vacation or personal leave.  
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12. Employees off work for longer than 90 calendar days due to an accident or extended 
illness must apply for Long Term Disability (LTD) benefits as funded by the District.  
The sum of LTD benefits plus sick leave paid by the District shall not exceed the 
Employee’s standard rate of compensation.   

 
13. After an Employee takes approved sick leave and upon release to return to work by 

his/her treating physician, Employee will be returned to the Employee’s last position or 
another position for which he/she is qualified in the exclusive judgment of the District.  
If the District, in its exclusive discretion, concludes that it does not have a position 
available for which the Employee is qualified to perform, the Employee will be 
terminated.  

 
 

F. Personal Leave.   Full-time Employees are provided three (3) days per calendar year 
which may be taken as personal time off with pay.  Selected days must be approved by the 
Supervisor at least one week in advance and shall be scheduled so as not to disrupt normal work 
activities, in the exclusive judgment of the Supervisor.  Personal days may also be used in 
emergency situations where other Leave hours are not applicable.  Unused personal leave may 
not be carried forward to subsequent years and has no monetary value upon termination of 
employment.  

 
 

G.A. Military Leave. 
 

1. A Military Leave of absence will be granted to Employees who are absent from work 
because of service in the U.S. uniformed services in accordance with the Uniformed 
Services Employment and Re-employment Rights Act (USERRA). 38 U.S.C. §4301 
(2005).   

2. Employees shall promptly notify their Supervisor of impending active duty.  A copy of 
the military orders requiring the Employee’s active duty must be given to the Manager 
before the military leave is taken.   

 
3. Members of the National Guard or military reserve units shall be granted a maximum of 
fifteen (15) days of leave each calendar year without loss of pay, benefits or status.  Such 
leave shall not be accumulated and such leave shall not count against the Employee’s vacation 
time.  No extra day will be given for any Holiday during a military leave.   
 
4. Any amount of time served in excess of fifteen (15) days in a calendar year, shall be 

considered as leave without pay unless the Employee chooses to use vacation or 
personal leave.   

 
5. Benefit accruals, such as vacation and sick leave, will continue during the paid time off, but 
will be suspended during any unpaid leave and will resume upon Employee’s return to active 
work for the District. 



 
 

Revised January 18, 2017 
 Pinery Water and Wastewater District Employee Handbook – November XX, 2022  Page 84 of 91 

 
6. Continuation of insurance benefits is available as required by the USERRA based on the 

length of the leave and subject to the terms, conditions and limitations of the applicable 
plans for which the Employee is otherwise eligible. 38 U.S.C. §4317 (2005). 

 
7. Upon the Employee’s return from military leave, the District will provide re-employment 
opportunities to the extent provided by the USERRA. 38 U.S.C. §§4312, 4313 (2005).   
 
8. Employees who resign their employment with the District to enlist full-time in the military 
shall no longer be eligible to receive paid military leave from the District.  They will be 
considered for re-employment, if they so request, upon their release from military service, but 
will not necessarily be re-employed. 

 
 

H. Bereavement Leave. Full-time Employees may be permitted up to three (3) paid days of 
leave per incident because of a death in their Immediate Family as approved by the District 
Manager.  Employees may also use accrued annual or unpaid leave upon approval of the 
Manager.   In the case of the loss of an Employee’s spouse or child, ten (10) days of paid 
bereavement leave will be provided.   

 
 

I. Jury Duty/Court/Witness Leave. 
 

1. A Full-time Employee who is summoned to serve on a jury or subpoenaed to court in 
connection with District employment during regular working hours, will be paid for time 
lost at their regular pay rate less non-District compensation they receive for such service.  
If an Employee is released for a day or part of a day, he/she must return to work in order 
to be eligible for this allowance.  Employees shall promptly notify their Supervisor upon 
receipt of a summons or subpoena and provide a copy of the subpoena or court order 
requiring such duty. 

 
2. All other Employees, Part-time, Temporary or Seasonal, who are summoned to serve on 

a jury will be paid for time lost from your job less the compensation received for jury 
duty for the first three days of such duty.  If your jury service continues for longer than 
three days, you will be granted leave without pay until the day you are discharged from 
jury duty.  If you are summoned or subpoenaed, please notify your Supervisor promptly. 

 
 
J. Unpaid Leave. Under extenuating circumstances an Employee may request time off 
for a period of one to five days without pay.  Approval of such absence will be at the discretion 
of the District Manager. 
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K. Weather Emergencies or Civil Disasters. The District Manager may declare an 
emergency day, partial emergency day, or delayed start day, if weather conditions or a civil 
disaster makes it impossible or extremely hazardous to get to or from work for all, or part of, a 
regularly scheduled work day.  Full-time Employees scheduled to report to work that day will be 
compensated for the scheduled hours not worked at the discretion of the District Manager.   

 
An Employee, who’s Supervisor deems their work critical to District operations or whose 
presence is required to deal with an emergency situation, is required to report.  The Employee 
will be allocated discretionary time off on an hour for hour basis based on the amount of time 
worked that day. 
 

Employees who have previously scheduled leave for a period during which a shut-down is 
declared will be charged with the same leave originally requested (e.g., vacation, bereavement, 
etc.) 

 
 
L. Insurance Programs. 
 

1. The District offers a group medical, dental and vision insurance program to all Full-time 
Employees.  The District Board shall establish annually, or at other times as it determines 
necessary, the amount of the District’s contribution toward health insurance premiums.  Employees 
should check with District’s administrative staff as to their eligibility and for a copy of the plans. 
 

2. At the discretion of the Board, the District contributes a set annual amount (determined 
each year) to the Employees’ personal Health Savings Accounts (HSA). The amount is 
distributed quarterly in four equal amounts and/or at the discretion of the District 
Manager. Upon separation of the employee from the District, for any reason, the 
Employee is not entitled to any additional payments from the District into his/her HSA 
account and is required to reimburse any contributions made in advance. 

 
3. Long term disability (LTD) and life/accidental death and dismemberment insurances are 
provided for all Full-time Employees.  Details of eligibility requirements and benefits are set forth 
in summary plan descriptions available from the District’s administrative staff.  The amount of this 
insurance coverage shall be determined annually by the District. 
 
4. In the event of a separation from employment, Employees are eligible at their own expense 
to continue group health coverage consistent with any applicable governmental requirements.  
 
 

M. Social Security.   The District participates in the Social Security Program for all Employees.  
The District and Employee each contribute to the plan according to the schedule provided by 
Federal law.   
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N. Voting. Voting is an important responsibility we all assume as citizens.  The District 
encourages you to exercise your voting rights in all Municipal, State and Federal elections.  
Under most circumstances, it is possible for Employees to vote either before or after work.  
However, if it is necessary for you to arrive late or leave work early to vote in any election, 
Employees must make arrangements with their Supervisor no later than the day prior to Election 
Day.  In some circumstances, time off from work will be provided.  

 
 

O. Workers’ Compensation.  
 

1. Employees of the District are covered by the Colorado Workers’ Compensation Act for 
employment related injury or illness.  

Colo. Rev. Stat. §§8-40-101 et seq. – 8-47-101 et seq. (2005).  Under the Act, you may receive 
benefits for missing work as a result of an employment related injury or illness.  Any work related 
injury or illness or the witnessing thereof, no matter how minor, must be reported to the Supervisor 
immediately.  Failure or delay to report, as well as certain circumstances as provided by the Act, 
may result in denial of a claim or reduction of benefits, as well as possible disciplinary action by 
the District. 

 
2. Employees may be subject to a drug/alcohol test.  Workers’ Compensation benefits may 
be reduced when an injury results from the use of drugs or alcohol by an Employee.  

 Colo. Rev. Stat. 8-42-112. 
 

3. Neither the District nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an Employee’s voluntary 
participation in any off-duty recreational, social, or athletic activity sponsored by the 
District. 

 
4. A designated health provider has been established by the District. All Employees having a 
work related injury or illness shall be referred to them.  Subsequently and upon referral, additional 
doctors or medical facilities may be called upon by the designated provider. 
 

5. The District may, at any time, require an Employee to submit to a work related physical 
by a physician or clinic chosen by the District and at the District’s expense. 

 
6. The District may pay the Employee’s regular pay less any proceeds received for loss of 

work from Workers’ Compensation insurance for a period of up to 90-calendar days 
beginning with the report of injury or illness regardless of the amount of sick leave 
accrued. 

 
7. If an Employee has not been released by the treating physician to work his/her job 90-

calendar days following the injury, the Employee may apply for long term disability 
benefits.     
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8. An Employee released by their treating physician to return to work, either full or partial, 
shall provide to the District a written certification from the physician.  Upon release, an 
Employee who is unable to perform his/her regular job duties may be reassigned to 
another position for which the Employee is qualified and medically able.  If the 
Employee does not accept the position offered, any further obligation on the part of the 
District to place such Employee shall conclude and the Employee’s employment will 
terminate. 

 
9. If an Employee has not been released to work his/her regular duties within six months 

of the original date of injury, an Employee may be terminated at the District’s discretion.    
 

 
P. Deferred Compensation Program. The District offers a voluntary deferred compensation 

plan for eligible Full-time Employees who have completed one year of service.  Accounts are 
established and managed under Section 457 of the Internal Revenue Code.  26 U.S.C. §457 
(2005).  Details of the plan for eligible Employees, including District contributions, will be 
provided by the District administrative staff.  Changes in the plan may be made from time to 
time at the discretion of the Board, but all contributions made by the Employee are protected by 
Federal law. 
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Q. Uniforms.    Work clothing is generally the responsibility of the Employee.  However, the 
District provides coveralls, boots, gloves and special protective gear for use when required by 
the job assignments.  Coveralls and other washable clothing are not to be taken home for safety 
reasons, but will be laundered by the District at the District’s expense. 

 
 

R. Training/Education.  
 

1. All Full-time Employees are encouraged to continue their education and training in areas 
related to their present position or a reasonably anticipated future job with the District. 

 
2. Training: Fees associated with pre-approved seminars, conferences, technical and non-

technical courses, and certification courses may be eligible for reimbursement.  To be 
eligible, course fees must be reasonable and reimbursement must be recommended by 
your Supervisor and approved by the Manager.  Travel, lodging and subsistence will be 
at the Employee’s expense unless otherwise approved by the Manager. 

 
3. Employees who attend approved, job related seminars, conferences, classes, or take 
certification tests on a regular scheduled workday will be paid their regular wage for applicable 
hours.   Hours paid for training purposes will not be counted as time worked for the calculation 
of overtime. 
 

4. Tuition Reimbursement:  The District encourages career advancement opportunities for 
Employees by promoting professional and educational development. College-level 
courses that are relevant to an Employee’s current position or required under a degree 
program which may benefit the District, will be considered on a case by case basis.  The 
Employee’s Supervisor and the District Manager must approve reimbursement prior to 
the course beginning.   

  
The District may reimburse up to 80% of the tuition and books (excluding fees) for college 
level course work, subject to IRS regulations and a passing grade of “C” or better.   Employees 
must submit proof of completion and grade, as well as receipts for approved expenses prior to 
receiving reimbursement.   
 
Education expenses do not include the cost of tools or supplies (other than textbooks) the 
Employee is allowed to keep at the end of the course.  Nor do they include the cost of lodging, 
meals, or transportation.  Additionally, courses involving sports, games or hobbies are excluded 
from consideration unless required as part of a degree program. 
 

Maximum educational assistance per Employee is $1,500 per calendar year. 
 
5. If an Employee resigns or is discharged prior to reimbursement, there shall be no 

obligation on the District to pay any part of the expense.  At the discretion of the District, 
an Employee voluntarily resigning within six (6) months following educational 
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reimbursement may be obligated to repay the District 50% of any reimbursement 
received, which may be deducted from the Employee’s final check. 

 
 

I HAVE RECEIVED A COPY OF THE PINERY WATER AND WASTEWATER DISTRICT “THE 
DISTRICT” EMPLOYEE HANDBOOK DATED    .  I UNDERSTAND THAT THE 
HANDBOOK PROVIDES A SUMMARY OF THE DISTRICT’S GUIDELINES AND ITS 
EXPECTATIONS REGARDING MY CONDUCT.  I UNDERSTAND I AM TO BECOME FAMILIAR 
WITH ITS CONTENTS. 

I UNDERSTAND THAT, EXCEPT AS MAY BE REQUIRED BY STATE LAW, MY EMPLOYMENT WITH 
THE DISTRICT IS AT-WILL.  THIS MEANS THAT NEITHER I NOR THE DISTRICT IS 
COMMITTED TO AN EMPLOYMENT RELATIONSHIP FOR A SPECIFIC PERIOD OF TIME AND 
THE EMPLOYMENT RELATIONSHIP MAY BE TERMINATED BY ME OR THE DISTRICT AT ANY 
TIME, FOR ANY REASON.   

THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS OF MANAGEMENT 
ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR 
IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR ANY SPECIFIC DURATION. 

I UNDERSTAND THAT NO REPRESENTATIVE OF THE DISTRICT, OTHER THAN THE DISTRICT 
MANAGER OR THEIR AUTHORIZED REPRESENTATIVE, HAS THE AUTHORITY TO ENTER INTO 
AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND ANY SUCH AGREEMENT 
MUST BE IN WRITING, SIGNED BY THE DISTRICT MANAGER OR THE AUTHORIZED 
REPRESENTATIVE AND ME.  WE HAVE NOT ENTERED INTO SUCH AN AGREEMENT. 

FURTHER, I UNDERSTAND THAT THE CONTENTS OF THIS HANDBOOK ARE SUMMARY 
GUIDELINES FOR EMPLOYEES AND THEREFORE NOT ALL INCLUSIVE.  THIS HANDBOOK 
SUPERSEDES ALL PREVIOUSLY ISSUED EDITIONS.  NO ORAL STATEMENTS OR 
REPRESENTATIONS CAN CHANGE THE PROVISIONS OF THE HANDBOOK OR ANY 
SUPPLEMENT. EXCEPT FOR THE AT-WILL NATURE OF EMPLOYMENT, THE DISTRICT 
RESERVES THE RIGHT TO REVISE, DELETE, OR ADD TO ANY OR ALL OF THE GUIDELINES 
MENTIONED, ALONG WITH ANY OTHER PROCEDURES, PRACTICES, BENEFITS, OR OTHER 
PROGRAMS OF THE DISTRICT.  THESE CHANGES MAY OCCUR AT ANY TIME, WITH OR 
WITHOUT NOTICE. 

I HAVE READ AND UNDERSTAND THE ABOVE STATEMENTS. 
 
____________________________________      ___________________________ 
Employee Signature          Date 
 
 
____________________________________ 
Printed Name 
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Original:  To Employee File                   Copy to:  Employee     
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S. ttTechnical Organization Memberships.    Full-time Employees are encouraged to 
participate in technical organizations relative to their work such as WEF, AWWA, SDA, and 
others.  With the District Manager’s approval, a percentage of the annual dues may be paid for 
Employees who actively participate and regularly attend a majority of scheduled meetings.  At 
the District’s discretion, full or partial payment of registration and other costs for attending 
annual or special meetings will be available for Employees who hold office or are active on 
committees. 
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 1

 
NOTE:  Variances have been compared to a four-year average and not the straight-line method displayed on 
the financial statement variance column. 
 
 
WATER 
 

1) Water operating revenues is at 57.92% of the current year budget as compared to 45.29% of the four-year 
average budgeted amount.   
 $457,715 in water project fees has been collected year-to-date and the cumulative balance has been used 

(see page 3). 
 Other revenue includes $392,700 in renewable water fees were received from Betts Lake, LLC for the 

year.  
 

2) Water operating expenses is at 50.81% of the current year budget as compared to 50.70% of the four-year 
average budgeted amount.  
 General operating dues/assessments for SMWSA and SPWRAP were paid in February. 
 Wise participation – operation dues for 2022 have been paid.  
 Chemicals are over the annual budget.  
 Tools and small equipment is tracking over the year-to-date budget.  
 Vehicle maintenance is tracking over the year-to-date budget due to tire and window replacement on 

vehicles, as well as an increase in fuel cost. 
 Repairs and maintenance is tracking over the year-to-date budget.  

 
 
SEWER 
 

3) Sewer operating revenues is at 58.05% of the current year budget as compared to 58.10% of the four-year 
average budgeted amount.  
 $217,018 has been received from Parker Water and Sanitation, related to the Cielo Agreement and is 

included in sewer tap fees. 
 Sewer operating revenues include monthly unutilized tap service charges billed to the Canyons. 

 
4) Sewer operating expenses is at 49.02% of the current year budget as compared to 55.78% of the four-year 

average budgeted amount. 
 Solids disposal is tracking over the year-to-date budget. 
 Vehicle maintenance is tracking over the year-to-date budget due to an increase in fuel cost. 
 Chemicals are tracking over the year-to-date budget.  

 
 
NON – OPERATING 
 

5) Non-operating revenues (excluding Developer contributions) is at 40.43% of the current year budget as 
compared to 50.59% of the four-year average budgeted amount.  
 Interest income is over the annual budget due to recent rate increases.  

 
6) Non-operating expenses is at 56.30% of the current year budget as compared to 56.41% of the four-year 

average budgeted amount.  
 Annual paying agent fees have been paid for the year for the Wells Fargo Series 2010 Revenue Note.  
 Outside services - admin is over the year-to-date due to election costs. 
 Utility billing is tracking over the year-to-date budget.  
 Data processing is over the year-to-date budget.  
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DEBT SERVICE 
 

7) Debt service expenses for the year are consistent with the four-year average budgeted amounts.   
 Principal and interest payments were made in January for the 2002, 2005 and 2015 CWRPDA loans. 
 Principal and interest payment was made in May for the 2010 loan. 
 Principal and interest payments were made in July for the 2002, 2005 and 2015 CWRPDA loans. 

 
 

8) The debt to equity ratio as of July 31, 2022 is 13.29%. 
 

9) The debt to capital assets (before depreciation) ratio as of July 31, 2022 is 9.60%. 
 
 

 
 
 
 
 
 



DENVER SOUTHEAST SUBURBAN WATER SANITATION DISTRICT 
July 31, 2022 - Financial Statement Notes

Water Supply Project Fees

Fees collected in 2011 481,757$  
Fees collected in 2012 681,937 
Fees collected in 2013 657,467 
Fees collected in 2014 660,488 
Fees collected in 2015 667,404 
Fees collected in 2016 680,275 
Fees colelcted in 2017 696,744 
Fees collected in 2018 706,200 
Fees collected in 2019 713,524 
Fees collected in 2020 728,848 
Fees collected in 2021 759,796 
Fees collected in 2022 @ 7/31/22 457,715 
Other loan proceeds 2,160,136 

10,052,291 
Expenditures

South Metro Water - WISE project 2012 35,000 
South Metro Water - WISE project 2013 67,399 
South Metro Water - WISE project 2014 2,395,551 
WISE projects 2015 72,855 
WISE projects 2016 1,593,698 
WISE projects 2017 3,553,219 
WISE projects 2018 1,218,602 
WISE projects 2019 451,645 
WISE projects 2020 653,801 
WISE projects 2021 10,521 
WISE projects 2022 - 

10,052,291 
Balance available @ 7/31/22 -$  

3
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
Schedule of Cash Position

As of July 31, 2022
Updated August 8, 2022

CASH AND CASH EQUIVALENTS
Wells Fargo Bank*
       Checking Account Balance as of 7/31/22 5,657,618.26$       
       August checks paid (1,189,126.51)        
       August cash receipts/other disbursements (154,819.36)           

     Anticipated Checking Account Balance 4,313,672.39        

COLOTRUST
  PRIME Account Balance as of 7/31/22 (Yield 1.24%) 1.00 

1.00 

  PLUS Account Balances as of 7/31/22 (Yield 1.66%) 17,678,319.15       
17,678,319.15       

Total Anticipated Colotrust Balance 17,678,320.15

  Total Anticipated Available Cash and Cash Equivalents 21,991,992.54$     

RESTRICTED CASH

C-SAFE Account Balances as of 7/31/22  (Yield 1.69%)
General Account 3,880,712.90$       

Groundwater Protection Reserve in CSAFE Account 455,195.92            
Total Anticipated CSAFE Balance 4,335,908.82        

COLOTRUST
  Well Rehab Reserve 341,026.00

Anticipated Colotrust Balance 341,026.00            

Wells Fargo - 2010 Debt Service Reserve
  Account Balance as of 7/31/22 1,112,795.62         

Total Anticipated Debt Service Reserve Balance 1,112,795.62         

  Total Restricted Cash 5,789,730.44$       

Externally Restricted
Reserve for 2010 Revenue Refunding Note 1,112,795.62$             

2010 Bond Issue - Project Fund
Rate stabilization fund 1,000,000.00 

Operations Reserve for October 2002 CWRPDA Loan 1,250,000.00 
3,362,795.62         

Board Designated
Groundwater protection 455,195.92 

Well Rehab reserve 341,026.00 
Remaining balance 1,630,712.90 

2,426,934.82         

Balance as of August 8, 2022 5,789,730.44$       

* BauerFinancial has rated the following banks with which the District has outstanding funds:

Wells Fargo Bank 4 stars

  The ratings are on a scale of zero to five stars, where 3 is adequate, 3 1/2 is Good, 4 is Excellent, and 5 is Superior.

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Services Provided 

The District distributes water and collects and transmits wastewater in its service area located in 
Douglas County, Colorado. The District was established to finance the construction, 
maintenance, and operation of water and sanitation improvements.  No significant change in the 
levels of service is anticipated during 2022.   

Revenue, Expenditures and Changes in Funds Available of the General Government Activity 
and the Enterprise Activity are presented to demonstrate compliance with a resolution of the 
Board of Directors of the Denver Southeast Suburban Water and Sanitation District readopting 
and reestablishing a water activity enterprise pursuant to Article 45.1, Title 37, Colorado 
Revised Statutes, 1973, as amended. 

The District believes that the Water and Sewer Activities qualify as an enterprise as defined by 
the TABOR Amendment and are therefore exempt from the provisions of the TABOR 
Amendment.  

The District prepares its budget on the modified accrual basis of accounting in accordance with 
the requirements of Colorado revised Statutes C.R.S. 29-1-105 using its best estimates as of 
the date of the budget hearing. These estimates are based on expected conditions and its 
expected course of actions. The assumptions disclosed herein are those that the District 
believes are significant to the budget. There will usually be differences between the budget and 
actual results because events and circumstances frequently do not occur as expected, and 
those differences may be material. 

Revenues 
Water Service Charges 

The District bills its customers monthly.  Revenue for water service is mainly comprised 
of billings to residential customers and golf course irrigation fees based upon water meter 
readings at established rates. In 2020, the District completed a cost-of-service rates and 
fees study. Based upon the study, the Board approved a  5-tier revenue neutral rate 
structure, having removed the 6th tier from the previous rate structure. 

Water Project Fee 

A Water Project Fee will be billed to each customer at $12.50 per month per SFE. This revenue 
is set aside in a restricted account to be used for water supply projects. 

Sewer Service Charges 

The District bills its customers monthly. The structure of the sewer service fees was 
also changed in 2020 to a two-tier rate based on the Winter Monthly Average Consumption 
(WMAC)(November through February). Residential customer are charged $36.75 for use 
under 5,000 gallons and $53.99 for use over 5,000 gallons. Commercial customers are 
charged based on the diameter size of the tap. Tap size of 3/4" is $53.99. Tap size of 1" is 
$107.98. Tap size of 1-1/2" is $215.96. Tap size of 2" is $377.93. Tap size of 3" is $863.84.

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Revenues (Continued) 

Irrigation and Hydrant Fees 

The District allows temporary water service for construction and seasonal activities from 
hydrants around the District. Each use is metered and charged at the current Bulk Water rate. 
There is no rate increase for Bulk Water. The fee for 2022 is at $9.22 per thousand gallons. 

Other Income 

Included in this revenue line item are Ready-to-Serve fees, late fees, investment income, 
proceeds from the sale of District assets, revenue from the management and operation of the 
Cherry Creek Project Water Authority (CCPWA) and miscellaneous income. Interest earned on 
projected funds available has been estimated based in historical interest earnings.   

Property Taxes 

For 2022, the District will not levy property taxes on the property within the District. The 
assessed valuation of the District was $237,720,130 for 2020, $244,371,960 for 2021 and 
$265,555,580 for 2022. 

Cherry Creek Project Water Authority 

The District is a dues-paying member of the Cherry Creek Project Water Authority and has 
estimated receipts of $94,000 for 2022 for reimbursement of operating staff costs incurred to 
administer the operations of the Authority. 

Loan Proceeds 

The District doesn’t anticipate loan proceeds in 2022. 

Canyons Revenue 

In 2022, monthly service charges of $10,202.60 for the unutilized taps per the agreement with 
Canyons South LLC are calculated as follows: 

 District’s 2022 wholesale rate per 1,000 gallons (kgal): $5.93
 Add 25% contractual surcharge to the above rate: $7.41
 Multiply by 7.5 kgal per month per household: $55.59
 Unutilized taps are 50% of the above rate: $27.80
 Multiply by the number of unutilized taps for 2022, which is 367: $10,202.60

Tap Fees 

The District charges a connection fee for new users to connect to the District’s water and sewer 
systems. The Water Tap Fee for 2022 was increased to $37,000 and the Wastewater Tap Fee 
was increased to $7,842. The District has budgeted payment of approximately 63 water taps 
and 63 sewer taps during 2022. In addition, the District anticipates receiving $217,000 from 
Cielo Metropolitan District for the wholesale sewer treatment payment per the agreement. 

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Revenues (Continued) 

Other Contributions 

Most years, development activities contribute infrastructure and capital to the District in 
exchange for water and sewer service. In 2022, the District anticipates approximately 
$1,500,000 in infrastructure contributions by developers. These contributions are recorded as 
revenue, with offsetting additions to the District’s capital assets. The other income includes 
surcharges on Tap Fees collected by the District that are passed along to developers as 
reimbursements for payments made to build District infrastructure in the past. 

Expenditures 

Water Operating Expenses 

These expenditures represent salaries and related payroll and benefit costs, repairs and 
maintenance, utilities, and other related expenses associated with the treatment and delivery of 
potable and non-potable water to the District’s customers. 

Sewage Operating Expenses 

These expenditures represent salaries and related payroll and benefit costs, repairs and 
maintenance, utilities, and other related expenses associated with the treatment of sewage and 
wastewater from the District’s customers. 

Administrative Expenses 

Administrative expenditures have been budgeted based on estimates of the District’s Board of 
Directors, management, and consultants and include the services necessary to maintain the 
District's administrative viability such as legal, accounting, managerial, general engineering, 
insurance, meeting expense, and other administrative expenses.  

Debt Service 

Interest and principal payments on the District’s various long-term obligations are being paid 
based upon the Schedules of Debt Service Requirements to Maturity. 

Capital Outlay 

Water Infrastructure Projects  
This line item includes the new infrastructure projects that will increase the District’s capacity to 
serve water to the District customers. The projects budgeted for 2022 are listed below: 

 Pump Station Improvements
 Shallow Well 14
 Major Meter EyeOnWater Retrofit
 Reservoir 8B
 Pipeline Loop from PS 1 to Zone F
 Dawson Well L
 Well A-6

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Expenditures (Continued) 

Water Supply Projects 
This line item includes the improvements necessary to bring new renewable water supplies to 
the District. The projects budgeted for 2022 are listed below.  

 WISE Project
 Cherry Creek Projects

The WISE (Water Infrastructure Supply and Efficiency) Project is a joint project between Denver 
Water, Aurora Water, and the South Metro Water Supply Authority.  The District will be funding 
its portion of the infrastructure and other costs for the project.   

Cherry Creek Project Water Authority is a cooperative effort between Inverness Water and 
Sanitation District, Cottonwood Water and Sanitation District, Arapahoe County Water and 
Wastewater Authority, and the Pinery Water and Wastewater District.  The Authority has 
adopted a Master Plan and Financing Plan which will allow the Authority to deliver water to its 
members in future years.   

Water Repair and Replacement 
This line item includes projects that help maintain and bolster the reliability and operation 
efficiency of the District’s water distribution system. Notable projects budgeted for 2022 are 
listed below. 

 Potable Pipeline Replacement
 SCADA
 Well Rehabilitation and Improvement
 System Valve Upgrades
 Reservoir Repairs
 Pump Station Improvements

General and Administration 
This line item includes expenses for the District’s GIS program, SEDARU asset management 
implementation, employee costs for employees that work in the capital programs, new furniture, 
computers or office equipment.  

Reserve Funds 

Operations Reserve 

The District has provided an operations reserve per the requirements of the 2002 Colorado 
Water Resources and Power Development Authority loan in the amount of $1,250,000. 

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Reserve Funds (Continued) 

Loan Debt Service 

The Enterprise Fund has provided a reserve per the requirements of the 2010 Water Enterprise 
Revenue Refunding Note in the amount of $1,033,521.  

Rate Stabilization Reserve 

The District has provided a rate stabilization reserve in the amount of $1,000,000. This fund is 
designated by the Board and is in place to prevent unexpected, sharp increases to the 
water/sewer rates in the event the District does not receive near the expected amount of rate 
generated revenue.  

Ground Water Protection Reserve 

The District has provided a ground water protection reserve in the amount of $436,054 as of 
December 31, 2021. 

Operating and Capital Leases 

The District has no capital or operating leases for 2022. 

Loan Agreements 

On October 1, 2002, the District entered into a loan agreement with CWRPDA in the amount of 
$7,045,000.  Principal and interest payments are due semi-annually on February 1 and August 
1 in varying amounts through August 1, 2023 with the net effective interest rate of 3.21%.  The 
District has the option to prepay the loan in multiples of $100,000 plus prepayment costs.  The 
District is required to maintain an operations and maintenance reserve of no more than 
$1,250,000 in connection with the loan. 

On May 25, 2005, the District entered into a loan agreement with CWRPDA in the amount of 
$4,800,000.  Principal and interest payments are due semi-annually on February 1 and August 
1 in varying amounts through August 1, 2026 with the net effective interest rate of 3.35%.  The 
District has the option to prepay the loan in multiples of $100,000 plus prepayment costs. 

On September 22, 2014, the District entered into four loan contracts with the Colorado Water 
Conservation Board (CWCB Loans) in an original amount of $9,926,280, to be drawn in various 
amounts as needed to fund 90% of the WISE project costs.  Principal payments are due 
annually in varying amounts and interest payments are due semi-annually at 3.0% for 30 years 
from the date of the principal draws.  $1,901,197 was drawn on these loan contracts in 2014, 
$45,673 was drawn in 2015, $445,851 was drawn in 2016, $1,389,125 was drawn in 2017 and  

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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DENVER SOUTHEAST SUBURBAN WATER AND SANITATION DISTRICT 
2022 BUDGET 

SUMMARY OF SIGNIFICANT ASSUMPTIONS 

Loan Agreements (Continued) 

$1,385,214 was drawn in 2018. On August 1, 2019, $1,708,040.51 was paid toward the CWCB-
ECCV Pipeline loan in order to pay Loan A off. On January 5, 2021, $316,474.99 was paid 
toward the CWCB-DIA Connection loan in order to pay Loan D off. On May 24, 2021, 
$3,250,064.64 was paid toward the CWCB-B WISE loan in order to pay Loan B off. 

On April 1, 2015, the District entered into a loan agreement with CWRPDA for the Drinking 
Water Revolving Fund in the amount of $14,250,066, to be drawn in various amounts as 
needed to fund a new pump station, treatment building, water line replacement connecting the 
new and existing pump stations and chloramine conversion. Principal and interest payments are 
due semi-annually in varying amounts through August 1, 2036 with the net effective interest rate 
of 1.57% to 2.87% which is inclusive of servicing fees.  

Refunding Notes 

Water Enterprise Revenue Refunding Note, Series 2010, dated December 21, 2010 in the 
original amount of $10,335,213 is due semi-annually on June 1 and December 1 in equal 
installments of principal and interest at 3.95% through December 1, 2030.  The note is subject 
to redemption prior to maturity in any amount at any time on or after December 1, 2012, upon 
payment of a calculated demand fee. The District is required to maintain a Debt Service 
Reserve Fund in the amount of $1,033,521.  The note is a limited and special obligation of the 
District payable from and secured by an irrevocable assignment and pledge of water revenue of 
the Enterprise Fund, net of operation and maintenance costs, plus any monies held in a rate 
stabilization fund and net future imposed revenues.  On December 15, 2020, the Registered 
Owner of the note had the option put the note back to the District and receive the entire 
outstanding principal amount of the note plus accrued interest at the time the put occurs. The 
Registered Owner chose not to do so, and per the terms of the agreement, the note renewed at 
the current interest rate until the maturity date. 

No assurance is provided on these financial statements. Substantially all required disclosures and the statement of cash flows have been omitted. 
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TREASURER REPORT 



Interim Report 



Date Vendor Document No Amount Cleared
Bill Date Bill No GL account/Ac-

count label
Method Amount Applied Memo Department

1 Bank: WF Checking - Wells Fargo Account No: 1514805313 1
08/02/2022 VEN-00354--US BANK 1 1 383,420.30 In Transit
08/01/2022 07012022 D15A024 12823--Accrued inter-

est payabl
EFT 64,125.30 DWRF loan pay-

ment 7.1.22
200--Debt Service 1

1 1 12937--2015 CWR-
PDA Principal P

EFT 319,295.00 DWRF loan pay-
ment 7.1.22

200--Debt Service 1

07/29/2022 VEN-00202--SOUTH METRO WISE AUTHOR-
ITY

1 1 133,027.66 In Transit

07/29/2022 WS-3553 17922--WISE partici-
pation - op

EFT 343.79 WISE/Binney June
2022

400--Water Opera-
tions

1

1 1 17425--WISE Water EFT 43,074.87 WISE/Binney June
2022

400--Water Opera-
tions

1

1 1 17922--WISE partici-
pation - op

EFT 754.58 WISE/Binney June
2022

400--Water Opera-
tions

1

07/29/2022 WS-3489.2 17425--WISE Water EFT 29,252.55 WISE Water Feb
2022

400--Water Opera-
tions

1

07/29/2022 WS-3523 17425--WISE Water EFT 58,466.89 WISE/Binney May
2022

400--Water Opera-
tions

1

1 1 17922--WISE partici-
pation - op

EFT 779.73 WISE/Binney May
2022

400--Water Opera-
tions

1

1 1 17922--WISE partici-
pation - op

EFT 355.25 WISE/Binney May
2022

400--Water Opera-
tions

1

07/21/2022 VEN-00002--ACOMA LOCK AND SECURITY 1 29334 155.00 07/31/2022
07/21/2022 PS15317291 17603--R&M - wells Printed Check 155.00 Padlocks 400--Water Opera-

tions
1

07/21/2022 VEN-00539--ALLIANCE SAFETY INC. 1 29335 100.00 07/31/2022
07/21/2022 1060315 17350--Safety and

training
Printed Check 60.00 Staff uniform T-

shirts
400--Water Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 40.00 Staff uniform T-
shirts

500--Sewer Opera-
tions

1

07/21/2022 VEN-00540--APEX PAVEMENT SOLUTIONS,
LLC

1 29336 14,333.05 In Transit

07/21/2022 222-310 17381--R&M - building Printed Check 5,733.22 Parking lot paving at
Main office location

500--Sewer Opera-
tions

1

1 1 17381--R&M - building Printed Check 8,599.83 Parking lot paving at
Main office location

400--Water Opera-
tions

1

07/21/2022 VEN-00030--BOBCAT OF THE ROCKIES 1 29337 866.20 07/31/2022
07/21/2022 14221296 18602--R&M - WWTP Printed Check 519.72 Excavator to do

WWTP cleanup
400--Water Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 346.48 Excavator to do
WWTP cleanup

500--Sewer Opera-
tions

1

07/21/2022 VEN-00283--CANYON SYSTEMS, INC. 1 29338 3,159.06 07/31/2022
07/21/2022 15591 17603--R&M - wells Printed Check 3,159.06 Load Cell for Well

C2A
400--Water Opera-
tions

1

07/21/2022 VEN-00341--CORE & MAIN LP 1 29339 4,500.00 07/31/2022
07/21/2022 R142257 17852--Water new

capital
Printed Check 4,500.00 900 Frost lids for

retrofit project
300--Capital 1

07/21/2022 VEN-00503--CORE ELECTRIC COOPERATIVE1 29340 135,809.33 07/31/2022
07/21/2022 25465200 Jun2022 17320--Utilities Printed Check 338.33 Electric Utility Main

office Jun2022
500--Sewer Opera-
tions

1

1 1 17320--Utilities Printed Check 507.49 Electric Utility Main 400--Water Opera- 1

Denver Southeast Suburban Water & Sanitation District
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Date Vendor Document No Amount Cleared
Bill Date Bill No GL account/Ac-

count label
Method Amount Applied Memo Department

office Jun2022 tions
07/21/2022 27814700 June2022 17803--Utilities - sys-

tem
Printed Check 55.07 CGC Diversion

Jun2022
400--Water Opera-
tions

1

07/21/2022 55054300 Jun2022 17802--Utilities - wells Printed Check 16,162.16 Well C2A Jun2022 400--Water Opera-
tions

1

07/21/2022 95464377 Jun2022 17802--Utilities - wells Printed Check 8,279.63 Well H June2022 400--Water Opera-
tions

1

07/21/2022 55054200 June2022 17802--Utilities - wells Printed Check 11,413.83 Wells J & P
June2022

400--Water Opera-
tions

1

07/21/2022 95465661 Jun2022 17802--Utilities - wells Printed Check 40.95 Well LDI June2022 400--Water Opera-
tions

1

07/21/2022 23059702 Jun2022 17802--Utilities - wells Printed Check 14,865.48 Well N June2022 400--Water Opera-
tions

1

07/21/2022 95465670 Jun2022 17802--Utilities - wells Printed Check 11,108.67 Well O June2022 400--Water Opera-
tions

1

07/21/2022 95465660 June2022 17802--Utilities - wells Printed Check 15,526.10 Well Q June2022 400--Water Opera-
tions

1

07/21/2022 95465667 June2022 17802--Utilities - wells Printed Check 45.78 Well R June2022 400--Water Opera-
tions

1

07/21/2022 95465671 June 2022 17802--Utilities - wells Printed Check 844.84 Well S June2022 400--Water Opera-
tions

1

07/21/2022 95465666 June2022 17802--Utilities - wells Printed Check 551.47 Well T June2022 400--Water Opera-
tions

1

07/21/2022 95527959 June2022 17801--Utilities - pump
statio

Printed Check 6,945.88 PS 1 June2022 400--Water Opera-
tions

1

07/21/2022 53171201 June2022 17801--Utilities - pump
statio

Printed Check 193.37 Old PS1 June2022 400--Water Opera-
tions

1

07/21/2022 55067401 June2022 17801--Utilities - pump
statio

Printed Check 10,051.22 PS 2 June2022 400--Water Opera-
tions

1

07/21/2022 55212701 June2022 17801--Utilities - pump
statio

Printed Check 3,385.15 PS 3 June2022 400--Water Opera-
tions

1

07/21/2022 55215000 June2022 17801--Utilities - pump
statio

Printed Check 1,642.43 PS 4 June2022 400--Water Opera-
tions

1

07/21/2022 23094301 June2022 17801--Utilities - pump
statio

Printed Check 6,219.50 PS 5 June2022 400--Water Opera-
tions

1

07/21/2022 23094401 June2022 17801--Utilities - pump
statio

Printed Check 4,940.81 PS 6 June2022 400--Water Opera-
tions

1

07/21/2022 25399300 June2022 17801--Utilities - pump
statio

Printed Check 3,712.96 PS 8 June2022 400--Water Opera-
tions

1

07/21/2022 95465673 June2022 17803--Utilities - sys-
tem

Printed Check 24.05 Res 8 Alt Valve
June2022

400--Water Opera-
tions

1

07/21/2022 95534651 June 2022 17802--Utilities - wells Printed Check 1,287.40 Wells 10, 1 &A
June2022

400--Water Opera-
tions

1

07/21/2022 95538353 June2022 17802--Utilities - wells Printed Check 1,209.79 Well 4 June2022 400--Water Opera-
tions

1

07/21/2022 53171102 June2022 17802--Utilities - wells Printed Check 12,700.89 Well5 & V June
2022

400--Water Opera-
tions

1

07/21/2022 78061100 June 2022 17802--Utilities - wells Printed Check 1,824.16 Well 6 June 2022 400--Water Opera-
tions

1

07/21/2022 25336100 June2022 17802--Utilities - wells Printed Check 707.46 Well 7 June 2022 400--Water Opera-
tions

1
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count label
Method Amount Applied Memo Department

07/21/2022 24088800 June2022 17802--Utilities - wells Printed Check 666.40 Well 9 June 2022 400--Water Opera-
tions

1

07/21/2022 55070400 June 2022 17803--Utilities - sys-
tem

Printed Check 152.35 Res 2A Antenna
June2022

400--Water Opera-
tions

1

07/21/2022 95475725 June2022 17803--Utilities - sys-
tem

Printed Check 111.45 Res 2B antenna
June2022

400--Water Opera-
tions

1

07/21/2022 95609890 June2022 17803--Utilities - sys-
tem

Printed Check 112.90 Res 3 Antenna
June2022

400--Water Opera-
tions

1

07/21/2022 55003600 June 2022 17803--Utilities - sys-
tem

Printed Check 150.70 Res 4 Antenna June
2022

400--Water Opera-
tions

1

07/21/2022 53022501 June 2022 17803--Utilities - sys-
tem

Printed Check 30.66 Main office shop
June2022

400--Water Opera-
tions

1

07/21/2022 VEN-00063--D & D TIRE SERVICE, INC 1 29341 67.44 07/31/2022
07/21/2022 PK - 68592 17663--Vehicle main-

tenance - l
Printed Check 67.44 Fleet vehicle mainte-

nance
400--Water Opera-
tions

1

07/21/2022 VEN-00541--DRAWBRIDGE PARTNERS LLC 1 29342 15,000.00 07/31/2022
07/21/2022 US-002052 17300--Outside ser-

vices
Printed Check 15,000.00 Incident Response

Plan / Written Info
Security Policy

400--Water Opera-
tions

1

07/21/2022 VEN-00092--ENGELS CONSTRUCTION 1 29343 6,520.00 07/31/2022
07/21/2022 07122022 17600--R&M - distribu-

tion
Printed Check 6,520.00 Fence project at Res

2B
400--Water Opera-
tions

1

07/21/2022 VEN-00484--LEVEL 3 COMMUNICATIONS,
LLC

1 29344 273.10 07/31/2022

07/21/2022 300286551 17320--Utilities Printed Check 109.24 IP/Data services
June 2022

500--Sewer Opera-
tions

1

1 1 17320--Utilities Printed Check 163.86 IP/Data services
June 2022

400--Water Opera-
tions

1

07/21/2022 VEN-00320--RHINEHART OIL 1 29345 1,046.36 07/31/2022
07/21/2022 IN-931241-22 17661--Vehicle main-

tenance - g
Printed Check 784.77 Fuel delivery for

Fleet
400--Water Opera-
tions

1

1 1 17661--Vehicle main-
tenance - g

Printed Check 261.59 Fuel delivery for
Fleet

500--Sewer Opera-
tions

1

07/21/2022 VEN-00230--VERIZON WIRELESS 1 29346 202.10 07/31/2022
07/21/2022 9910188327 17320--Utilities Printed Check 121.26 Wireless service

June 2022
400--Water Opera-
tions

1

1 1 17320--Utilities Printed Check 80.84 Wireless service
June 2022

500--Sewer Opera-
tions

1

07/21/2022 VEN-00246--XCEL ENERGY 1 29347 218.79 07/31/2022
07/21/2022 787031682 18802--Utilities - plant Printed Check 60.67 Gas Utility WWTP

June 2022
500--Sewer Opera-
tions

1

07/21/2022 786751238 17801--Utilities - pump
statio

Printed Check 52.68 Gas Utility PS 1
June2022

400--Water Opera-
tions

1

07/21/2022 787023725 17801--Utilities - pump
statio

Printed Check 52.72 Gas Utility Old PS 1
June 2022

400--Water Opera-
tions

1

07/21/2022 787024099 17801--Utilities - pump
statio

Printed Check 52.72 Gas Utility PS 3
June 2022

400--Water Opera-
tions

1

07/27/2022 VEN-00230--VERIZON WIRELESS 1 29348 140.44 In Transit
07/26/2022 9910638590 17320--Utilities Printed Check 84.26 Wireless service

June 2022
400--Water Opera-
tions

1

1 1 17320--Utilities Printed Check 56.18 Wireless service 500--Sewer Opera- 1
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Bill Date Bill No GL account/Ac-

count label
Method Amount Applied Memo Department

June 2022 tions
07/27/2022 VEN-00314--WELLS FARGO BUSINESS ELITE

CARD SERVICES
1 29349 9,006.86 07/31/2022

07/27/2022 4484 6100 0503 6473 June2022 17350--Safety and
training

Printed Check 135.83 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 34.39 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 22.93 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 14.02 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 9.35 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17840--Tools & small
equipment

Printed Check 6.49 June 2022 charges 400--Water Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 239.40 June 2022 charges 400--Water Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 159.60 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 55.18 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 36.78 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 41.99 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 28.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 33.57 June 2022 charges 400--Water Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 22.38 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 13.72 June 2022 charges 400--Water Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 9.14 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17400--Dues, semi-
nars, public

Printed Check 57.70 June 2022 charges 400--Water Opera-
tions

1

1 1 17400--Dues, semi-
nars, public

Printed Check 38.47 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 203.75 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 400.37 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 266.92 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 10.79 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 7.20 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17602--R&M - pump
station

Printed Check 54.99 June 2022 charges 400--Water Opera-
tions

1
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1 1 17400--Dues, semi-
nars, public

Printed Check 60.00 June 2022 charges 400--Water Opera-
tions

1

1 1 17400--Dues, semi-
nars, public

Printed Check 40.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17662--Vehicle main-
tenance - e

Printed Check 2,747.42 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 4.66 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 3.11 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 15.00 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 10.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 209.40 June 2022 charges 400--Water Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 139.60 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 19.95 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 235.75 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 252.00 June 2022 charges 400--Water Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 168.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 570.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 4.79 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 3.20 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 19.95 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 16.21 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 5.60 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 3.74 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 570.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 19.95 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 36.00 June 2022 charges 400--Water Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 24.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 6.01 June 2022 charges 400--Water Opera-
tions

1

1 1 17864--Computer/Net Printed Check 4.00 June 2022 charges 500--Sewer Opera- 1
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working/Har tions
1 1 18602--R&M - WWTP Printed Check 44.40 June 2022 charges 500--Sewer Opera-

tions
1

1 1 18602--R&M - WWTP Printed Check 570.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 19.95 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 7.17 June 2022 charges 400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 4.78 June 2022 charges 500--Sewer Opera-
tions

1

1 1 18602--R&M - WWTP Printed Check 570.00 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17852--Water new
capital

Printed Check 332.12 June 2022 charges 300--Capital 1

1 1 17864--Computer/Net
working/Har

Printed Check 93.97 June 2022 charges 400--Water Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 62.64 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 6.25 June 2022 charges 400--Water Opera-
tions

1

1 1 17864--Computer/Net
working/Har

Printed Check 4.17 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 116.96 June 2022 charges 400--Water Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 77.98 June 2022 charges 500--Sewer Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 3.10 June 2022 charges 400--Water Opera-
tions

1

1 1 17350--Safety and
training

Printed Check 2.07 June 2022 charges 500--Sewer Opera-
tions

1

07/29/2022 VEN-00028--BLACK HILLS ENERGY 1 29350 141.82 In Transit
07/29/2022 4795 6477 54 July2022 17320--Utilities Printed Check 9.65 Gas Utility July2022

Main office
500--Sewer Opera-
tions

1

1 1 17320--Utilities Printed Check 14.48 Gas Utility July2022
Main office

400--Water Opera-
tions

1

07/29/2022 9940 4021 50 July2022 17803--Utilities - sys-
tem

Printed Check 20.43 Gas Utility for Shop
July 2022

400--Water Opera-
tions

1

07/29/2022 0450 1445 81 July2022 17801--Utilities - pump
statio

Printed Check 22.26 Gas Utility PS 5
July2022

400--Water Opera-
tions

1

07/29/2022 5609 8670 85 July2022 17801--Utilities - pump
statio

Printed Check 20.43 Gas Utility PS 6
July2022

400--Water Opera-
tions

1

07/29/2022 8184 3731 87 July2022 17801--Utilities - pump
statio

Printed Check 54.57 Gas Utility PS 8 July
2022

400--Water Opera-
tions

1

07/29/2022 VEN-00081--DPC INDUSTRIES, INC 1 29351 14,912.72 In Transit
07/29/2022 737002762-22 17620--Chemicals Printed Check 2,150.81 Chemical delivery 400--Water Opera-

tions
1

07/29/2022 737002763-22 17620--Chemicals Printed Check 1,817.39 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002768-22 17620--Chemicals Printed Check 876.10 Chemical delivery 400--Water Opera-
tions

1
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07/29/2022 737002769-22 17620--Chemicals Printed Check 1,019.91 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002770-22 17620--Chemicals Printed Check 1,765.24 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002771-22 17620--Chemicals Printed Check 1,441.61 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002791-22 17620--Chemicals Printed Check 1,958.88 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002792-22 17620--Chemicals Printed Check 1,958.88 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 737002826-22 17620--Chemicals Printed Check 1,923.90 Chemical delivery 400--Water Opera-
tions

1

07/29/2022 VEN-00087--EMERGENCY PIPE REPAIR EX-
CAVATING, LLC

1 29352 5,356.08 In Transit

07/29/2022 3378 17851--Water repair
and replac

Printed Check 1,594.40 Meter pit upgrade @
6019 Shavano Pl

300--Capital 1

07/29/2022 3377 17600--R&M - distribu-
tion

Printed Check 3,761.68 R & M 5061 Care-
free Tr

400--Water Opera-
tions

1

07/29/2022 VEN-00100--Falcon Environmental Corp. 1 29353 6,733.20 In Transit
06/15/2022 9300 17856--Wastewater

repair and r
Printed Check 6,733.20 Waste pump 500--Sewer Opera-

tions
1

07/29/2022 VEN-00102--FISHER SCIENTIFIC 1 29354 675.12 In Transit
07/29/2022 4350766 17640--Lab testing Printed Check 569.22 Lab supplies WWTP 500--Sewer Opera-

tions
1

07/29/2022 4391292 17640--Lab testing Printed Check 105.90 Lab supplies WWTP 500--Sewer Opera-
tions

1

07/29/2022 VEN-00437--HAZEN AND SAWYER 1 29355 8,032.50 In Transit
07/29/2022 70039-003-03 17305--Outside ser-

vices - admi
Printed Check 3,213.00 Master Plan ser-

vices
500--Sewer Opera-
tions

1

1 1 17305--Outside ser-
vices - admi

Printed Check 4,819.50 Master Plan ser-
vices

400--Water Opera-
tions

1

07/29/2022 VEN-00360--INFOSEND 1 29356 2,930.95 In Transit
07/29/2022 215691 17470--Customer

communications
Printed Check 1,172.38 June 2022 customer

stmnt processing
500--Sewer Opera-
tions

1

1 1 17470--Customer
communications

Printed Check 1,758.57 June 2022 customer
stmnt processing

400--Water Opera-
tions

1

07/29/2022 VEN-00220--MOUNTAIN ALARM SECURITY 1 29357 253.00 In Transit
07/29/2022 2958985 17440--Security ser-

vices
Printed Check 151.80 Alarm service Aug

2022
400--Water Opera-
tions

1

1 1 17440--Security ser-
vices

Printed Check 101.20 Alarm service Aug
2022

500--Sewer Opera-
tions

1

07/29/2022 VEN-00163--OFFICE DEPOT CARD PLAN 1 29358 93.48 In Transit
07/29/2022 6011 1600 3626 238 June2022 18602--R&M - WWTP Printed Check 93.48 Office supplies

WWTP
500--Sewer Opera-
tions

1

07/29/2022 VEN-00373--PARKER WATER & SANITATION
DISTRICT

1 29359 19,296.85 In Transit

07/29/2022 5616 17425--WISE Water Printed Check 4,599.40 WISE Wheeling
June 2022

400--Water Opera-
tions

1

07/29/2022 5610 17425--WISE Water Printed Check 5,082.12 WISE Wheeling May
2022

400--Water Opera-
tions

1

07/29/2022 5608 17425--WISE Water Printed Check 5,979.87 WISE Wheeling Mar 400--Water Opera- 1
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2022 tions
07/29/2022 5609 17425--WISE Water Printed Check 3,635.46 WISE Wheeling Apr

2022
400--Water Opera-
tions

1

07/29/2022 VEN-00517--PERFORMANCE ENHANCE-
MENTS, INC.

1 29360 10,338.88 In Transit

07/29/2022 97257 17250--Data process-
ing

Printed Check 2,624.64 July Services IT 400--Water Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 1,749.76 July Services IT 500--Sewer Opera-
tions

1

07/29/2022 97394 17250--Data process-
ing

Printed Check 855.20 SCADA server 500--Sewer Opera-
tions

1

1 1 17250--Data process-
ing

Printed Check 1,282.80 SCADA server 400--Water Opera-
tions

1

07/29/2022 96834 17864--Computer/Net
working/Har

Printed Check 2,076.48 Com-
puter_monitors_doc
king station

300--Capital 1

07/29/2022 97395 17856--Wastewater
repair and r

Printed Check 1,750.00 SCADA upgrades
WWTP

500--Sewer Opera-
tions

1

07/29/2022 VEN-00430--RESOURCE CENTRAL 1 29361 2,730.00 In Transit
07/29/2022 5518 17330--Conservation Printed Check 2,730.00 Slow the Flow Pro-

gram
400--Water Opera-
tions

1

07/29/2022 VEN-00320--RHINEHART OIL 1 29362 967.73 In Transit
07/29/2022 IN-946708-22 17661--Vehicle main-

tenance - g
Printed Check 241.94 Fuel delivery 500--Sewer Opera-

tions
1

1 1 17661--Vehicle main-
tenance - g

Printed Check 725.79 Fuel delivery 400--Water Opera-
tions

1

07/29/2022 VEN-00276--SGS NORTH AMERICA, INC. 1 29363 128.22 In Transit
07/29/2022 52160138659 17640--Lab testing Printed Check 128.22 Well C2A 2nd Qtr

testing
400--Water Opera-
tions

1

07/29/2022 VEN-00206--STANDARD INSURANCE COM-
PANY

1 29364 1,000.00 In Transit

07/29/2022 CINV-00021844 17245--Employee ben-
efits - adm

Printed Check 250.00 Qtr 2 2022 Plan
charge 401A

500--Sewer Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 375.00 Qtr 2 2022 Plan
charge 401A

400--Water Opera-
tions

1

07/29/2022 CINV-00021990 17245--Employee ben-
efits - adm

Printed Check 225.00 Qtr 2 2022 plan
charge 457b

400--Water Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 150.00 Qtr 2 2022 plan
charge 457b

500--Sewer Opera-
tions

1

07/29/2022 VEN-00331--STANTEC CONSULTING SER-
VICES INC. (SCSI)

1 29365 4,806.50 In Transit

07/29/2022 1952117 17300--Outside ser-
vices

Printed Check 4,806.50 Water Model ser-
vices June 2022

400--Water Opera-
tions

1

07/29/2022 VEN-00380--STRATUS BUILDING SERVICES 1 29366 868.00 In Transit
07/29/2022 5376567 18602--R&M - WWTP Printed Check 200.00 July 2022 WWTP

service
500--Sewer Opera-
tions

1

07/29/2022 5437706 18602--R&M - WWTP Printed Check 200.00 August 2022 WWTP
service

500--Sewer Opera-
tions

1

07/29/2022 5437590 17381--R&M - building Printed Check 280.80 Aug 2022 Main of-
fice service

400--Water Opera-
tions

1

1 1 17381--R&M - building Printed Check 187.20 Aug 2022 Main of- 500--Sewer Opera-1
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fice service tions
07/29/2022 VEN-00391--SUN VALLEY ELECTRIC 1 29367 3,963.00 In Transit
07/29/2022 202201237 17600--R&M - distribu-

tion
Printed Check 3,963.00 Res 4A antenna

pole removal
400--Water Opera-
tions

1

07/29/2022 VEN-00318--THE GROUNDS GUYS OF
PARKER

1 29368 3,333.95 In Transit

07/29/2022 6976 17381--R&M - building Printed Check 769.55 June 2022 services 400--Water Opera-
tions

1

1 1 17381--R&M - building Printed Check 513.03 June 2022 services 500--Sewer Opera-
tions

1

07/29/2022 7139 17382--R&M - land-
scape

Printed Check 820.55 Landscap-
ing_irrigation ser-
vices

500--Sewer Opera-
tions

1

1 1 17382--R&M - land-
scape

Printed Check 1,230.82 Landscap-
ing_irrigation ser-
vices

400--Water Opera-
tions

1

07/29/2022 VEN-00222--UNUM LIFE INSURANCE CO OF
AMERICA

1 29369 1,251.51 In Transit

07/29/2022 0297812-001 Aug2022 17245--Employee ben-
efits - adm

Printed Check 120.33 Aug 2022 LT Dis-
ability premium

400--Water Opera-
tions

1

1 1 17240--Employee ben-
efits

Printed Check 175.26 Aug 2022 LT Dis-
ability premium

300--Capital 1

1 1 17240--Employee ben-
efits

Printed Check 565.19 Aug 2022 LT Dis-
ability premium

400--Water Opera-
tions

1

1 1 17240--Employee ben-
efits

Printed Check 310.51 Aug 2022 LT Dis-
ability premium

500--Sewer Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 80.22 Aug 2022 LT Dis-
ability premium

500--Sewer Opera-
tions

1

07/29/2022 VEN-00224--USA BLUE BOOK 1 29370 641.74 In Transit
07/29/2022 31328 17381--R&M - building Printed Check 64.62 Visitor sign for main

office
500--Sewer Opera-
tions

1

1 1 17381--R&M - building Printed Check 96.92 Visitor sign for main
office

400--Water Opera-
tions

1

07/29/2022 033854 17600--R&M - distribu-
tion

Printed Check 480.20 Gloves 400--Water Opera-
tions

1

07/29/2022 VEN-00351--WISTEX 1 29371 1,482.00 In Transit
07/29/2022 908217 18602--R&M - WWTP Printed Check 1,482.00 ABB Drives WWTP 500--Sewer Opera-

tions
1

07/29/2022 VEN-00529--XEROX BUSINESS SOLUTIONS
SW

1 29372 36.38 In Transit

07/29/2022 IN3859900 17340--Office supplies Printed Check 21.83 Overage charges for
June 2022

400--Water Opera-
tions

1

1 1 17340--Office supplies Printed Check 14.55 Overage charges for
June 2022

500--Sewer Opera-
tions

1

07/29/2022 VEN-00247--XEROX CORPORATION 1 29373 340.95 In Transit
07/29/2022 016581085 17340--Office supplies Printed Check 136.38 June 2022 Copier

lease Main office
machine

500--Sewer Opera-
tions

1

1 1 17340--Office supplies Printed Check 204.57 June 2022 Copier
lease Main office
machine

400--Water Opera-
tions

1
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07/29/2022 VEN-00482--CENTURY LINK 1 29374 33.63 In Transit
07/21/2022 491389256 Jul2022 17320--Utilities Printed Check 13.45 Cloud fax for July

2022
500--Sewer Opera-
tions

1

1 1 17320--Utilities Printed Check 20.18 Cloud fax for July
2022

400--Water Opera-
tions

1

07/29/2022 VEN-00048--COLORADO DEPT OF PUBLIC
HEALTH & ENVIRONMENT

1 29375 260.00 In Transit

07/21/2022 LAB2023 0813 17620--Chemicals Printed Check 260.00 June 2022 Bac't
testing

400--Water Opera-
tions

1

07/29/2022 VEN-00089--EMPLOYERS COUNCIL SER-
VICES, INC

1 29376 106.25 In Transit

07/21/2022 423029 17245--Employee ben-
efits - adm

Printed Check 63.75 Drug test for sea-
sonal employee KM

400--Water Opera-
tions

1

1 1 17245--Employee ben-
efits - adm

Printed Check 42.50 Drug test for sea-
sonal employee KM

500--Sewer Opera-
tions

1

07/29/2022 VEN-00353--INSITUFORM TECHNOLOGIES,
LLC

1 29377 11,884.03 In Transit

07/21/2022 2 17856--Wastewater
repair and r

Printed Check 11,884.03 CIPP Lining Sewer
mains

500--Sewer Opera-
tions

1

08/03/2022 VEN-00542--JC CONCRETE & PUMPING 1 29378 5,500.00 In Transit
08/03/2022 1315 17866--District office

upgrade
Printed Check 5,500.00 Patio concrete pour

at main office
300--Capital 1

08/05/2022 VEN-00525--ADVANTECH 1 29379 22.92 In Transit
08/05/2022 94611721 shipping 17851--Water repair

and replac
Printed Check 22.92 shipping charge that

was missed on origi-
nal payment

300--Capital 1

08/05/2022 VEN-00342--CENTURYLINK BUSINESS SER-
VICES

1 29380 1,572.27 In Transit

08/05/2022 300592097 17320--Utilities Printed Check 628.91 Phone services July
2022

500--Sewer Opera-
tions

1

1 1 17320--Utilities Printed Check 943.36 Phone services July
2022

400--Water Opera-
tions

1

08/05/2022 VEN-00040--CHERRY CREEK BASIN WATER
QUALITY AUTHORITY

1 29381 3,942.70 In Transit

08/05/2022 06302022 18420--Cherry Creek
Basin fees

Printed Check 3,942.70 Qtr 2 2022 Effluent
for 78.8539 MG

500--Sewer Opera-
tions

1

08/05/2022 VEN-00041--CHERRY CREEK PROJECT WA-
TER AUTHORITY

1 29382 13,069.90 In Transit

08/05/2022 07.12.22 17415--CCPWA oper-
ations

Printed Check 13,069.90 Water purchases
Jan 2022 thru May
2022

400--Water Opera-
tions

1

08/05/2022 VEN-00044--CLIFTON LARSON ALLEN, LLP 1 29383 4,206.83 In Transit
08/05/2022 3345197 17000--Accounting

and audit
Printed Check 2,524.10 Accounting Svcs

June2022
400--Water Opera-
tions

1

1 1 17000--Accounting
and audit

Printed Check 1,682.73 Accounting Svcs
June2022

500--Sewer Opera-
tions

1

08/05/2022 VEN-00048--COLORADO DEPT OF PUBLIC
HEALTH & ENVIRONMENT

1 29384 7,529.00 In Transit

08/05/2022 WU231123725 18602--R&M - WWTP Printed Check 7,430.00 Annual permit fee
for WWTP

500--Sewer Opera-
tions

1

08/05/2022 WU231133380 18602--R&M - WWTP Printed Check 99.00 Annual Pretreatment500--Sewer Opera- 1
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Fee WWTP tions
08/05/2022 VEN-00250--CONTACT ONE ANSWER INC. 1 29385 170.70 In Transit
08/05/2022 220700620101 17320--Utilities Printed Check 102.42 Answering service

Aug 2022
400--Water Opera-
tions

1

1 1 17320--Utilities Printed Check 68.28 Answering service
Aug 2022

500--Sewer Opera-
tions

1

08/05/2022 VEN-00058--CONTINENTAL UTILITY SOLU-
TIONS, INC.

1 29386 54.00 In Transit

08/05/2022 R11064 17450--Utility billing Printed Check 21.60 Handling for 36 pay-
ment accts

500--Sewer Opera-
tions

1

1 1 17450--Utility billing Printed Check 32.40 Handling for 36 pay-
ment accts

400--Water Opera-
tions

1

08/05/2022 VEN-00341--CORE & MAIN LP 1 29387 14,456.70 In Transit
08/05/2022 R172065 17852--Water new

capital
Printed Check 7,803.00 Solid Composite lids

for retrofits
300--Capital 1

08/05/2022 R069519 17851--Water repair
and replac

Printed Check 5,986.95 Fire hydrant parts 300--Capital 1

08/05/2022 R213793 17851--Water repair
and replac

Printed Check 666.75 Fire hydrant kit 300--Capital 1

08/05/2022 VEN-00063--D & D TIRE SERVICE, INC 1 29388 20.50 In Transit
08/05/2022 PK-68742 17663--Vehicle main-

tenance - l
Printed Check 20.50 Flat repair for fleet

vehicle
400--Water Opera-
tions

1

08/05/2022 VEN-00081--DPC INDUSTRIES, INC 1 29389 3,523.91 In Transit
08/05/2022 737002893-22 17620--Chemicals Printed Check 2,320.94 Chemical delivery 400--Water Opera-

tions
1

08/05/2022 737002894-22 17620--Chemicals Printed Check 1,202.97 Chemical delivery 400--Water Opera-
tions

1

08/05/2022 VEN-00087--EMERGENCY PIPE REPAIR EX-
CAVATING, LLC

1 29390 39,599.83 In Transit

08/05/2022 3391 17851--Water repair
and replac

Printed Check 10,572.76 Valve upgrade
Lakeshore Dr/
Tempest Ridge

300--Capital 1

08/05/2022 3393 17600--R&M - distribu-
tion

Printed Check 4,005.25 R & M 7696 Hillgate
way

400--Water Opera-
tions

1

08/05/2022 3394 17600--R&M - distribu-
tion

Printed Check 6,100.65 R & M Raintree Cir/
Pradera Pkwy

400--Water Opera-
tions

1

08/05/2022 3395 17851--Water repair
and replac

Printed Check 1,865.19 Fire hydrant repair 300--Capital 1

08/05/2022 3392 17851--Water repair
and replac

Printed Check 17,055.98 Valve upgrades 300--Capital 1

08/05/2022 VEN-00114--GRAINGER 1 29391 488.25 In Transit
08/05/2022 9363577967 17600--R&M - distribu-

tion
Printed Check 488.25 Reservoir hatches 400--Water Opera-

tions
1

08/05/2022 VEN-00429--GRAYBAR ELECTRIC COMPANY,
INC.

1 29392 565.91 In Transit

08/05/2022 9327673340 17603--R&M - wells Printed Check 565.91 Electrical supplies
for stock

400--Water Opera-
tions

1

08/05/2022 VEN-00117--HACH COMPANY 1 29393 6,352.34 In Transit
08/05/2022 13136360 17640--Lab testing Printed Check 499.11 Lab supplies WWTP 500--Sewer Opera-

tions
1

08/05/2022 13143721 17640--Lab testing Printed Check 2,688.36 Lab supplies Water 400--Water Opera- 1
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side tions
08/05/2022 13150499 17640--Lab testing Printed Check 59.53 Lab supplies WWTP 500--Sewer Opera-

tions
1

08/05/2022 13150637 17640--Lab testing Printed Check 650.06 Lab supplies WWTP 500--Sewer Opera-
tions

1

08/05/2022 13129171 17640--Lab testing Printed Check 1,706.88 Lab supplies Water
facilities

400--Water Opera-
tions

1

08/05/2022 13153068 17640--Lab testing Printed Check 748.40 Laab supplies Water
facilities

400--Water Opera-
tions

1

08/05/2022 VEN-00543--HBS 1 29394 567.00 In Transit
08/05/2022 FR2102741 18602--R&M - WWTP Printed Check 567.00 Roll off trash dump-

ster WWTP
500--Sewer Opera-
tions

1

08/05/2022 VEN-00126--HRS WATER CONSULTANTS 1 29395 1,988.00 In Transit
08/05/2022 18965 17300--Outside ser-

vices
Printed Check 1,988.00 Water engineering

service June 2022
400--Water Opera-
tions

1

08/05/2022 VEN-00508--JACOBS ENGINEERING GROUP
INC.

1 29396 780.00 In Transit

08/05/2022 WXXZ8200-004 17300--Outside ser-
vices

Printed Check 780.00 PFAS Sampling as-
sistance

400--Water Opera-
tions

1

08/05/2022 VEN-00154--MIDWEST LABORATORIES, INC 1 29397 34.11 In Transit
08/05/2022 1094488 18890--Solids disposalPrinted Check 34.11 Testing supplies

WWTP
500--Sewer Opera-
tions

1

08/05/2022 VEN-00521--MOMAR, INC. 1 29398 241.46 In Transit
08/05/2022 PSI456610 18602--R&M - WWTP Printed Check 241.46 Shop supplies

WWTP
500--Sewer Opera-
tions

1

08/05/2022 VEN-00160--NAPA - ROCK PARTS COMPANY 1 29399 187.99 In Transit
08/05/2022 086797 17663--Vehicle main-

tenance - l
Printed Check 187.99 Fleet vehicle battery 400--Water Opera-

tions
1

08/05/2022 VEN-00183--RASCO JANITORIAL SUPPLY 1 29400 159.26 In Transit
08/05/2022 155949 18602--R&M - WWTP Printed Check 159.26 Cleaning supplies 500--Sewer Opera-

tions
1

08/05/2022 VEN-00320--RHINEHART OIL 1 29401 1,052.75 In Transit
08/05/2022 IN-962224-22 17661--Vehicle main-

tenance - g
Printed Check 789.56 Fuel delivery for

Fleet
400--Water Opera-
tions

1

1 1 17661--Vehicle main-
tenance - g

Printed Check 263.19 Fuel delivery for
Fleet

500--Sewer Opera-
tions

1

08/05/2022 VEN-00330--STAPLES ADVANTAGE 1 29402 105.05 In Transit
08/05/2022 8066843937 17340--Office supplies Printed Check 42.02 Office supplies 500--Sewer Opera-

tions
1

1 1 17340--Office supplies Printed Check 63.03 Office supplies 400--Water Opera-
tions

1

08/05/2022 VEN-00318--THE GROUNDS GUYS OF
PARKER

1 29403 1,113.81 In Transit

08/05/2022 7208 17381--R&M - building Printed Check 668.29 maintenance on Of-
fice irrigation

400--Water Opera-
tions

1

1 1 17381--R&M - building Printed Check 445.52 maintenance on Of-
fice irrigation

500--Sewer Opera-
tions

1

08/05/2022 VEN-00221--UNIVAR USA, INC 1 29404 6,694.00 In Transit
08/05/2022 50407267 17620--Chemicals Printed Check 6,694.00 Chemical delivery 400--Water Opera-

tions
1

08/05/2022 VEN-00231--VULCAN INDUSTRIES, INC. 1 29405 13,670.96 In Transit
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08/05/2022 22327-17372 17856--Wastewater
repair and r

Printed Check 13,670.96 Spare parts for
Barscreen wash
press WWTP

500--Sewer Opera-
tions

1

08/05/2022 VEN-00503--CORE ELECTRIC COOPERATIVE1 29406 1,947.95 In Transit
08/05/2022 95475710 July2022 17802--Utilities - wells Printed Check 1,947.95 Electric Utility

July2022 Well K &
14

400--Water Opera-
tions

1

08/05/2022 VEN-00212--The UPS Store #1548 1 29407 40.36 In Transit
08/05/2022 06302022 18602--R&M - WWTP Printed Check 40.36 Postage expense 500--Sewer Opera-

tions
1

07/26/2022 VEN-00100--Falcon Environmental Corp. 1 Voided - 29213 (6,733.20) 07/31/2022
06/15/2022 9300 17856--Wastewater

repair and r
Printed Check (6,733.20) Waste pump 500--Sewer Opera-

tions
1

1 1 Applied Total: 1 933,369.44 1
1 1 Total: 1 933,369.44 1
1 1 1 1 1 1 1
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08/17/2022 VEN-00540--APEX PAVE-
MENT SOLUTIONS, LLC

222-351 08/17/2022 Paving for
WWTP parking
areas

1 1 1 1 1 1

1 17856--Wastewater repair
and replacement

300--Capital 1 Paving for
WWTP parking
areas

50,098.18 0.00 1 1 1 1

1 1 1 1 Total for
222-351

50,098.18 0.00 1 1 1 1

1
08/17/2022 VEN-00016--B.C. BUILD-

ING SERVICES, INC.
221449 08/17/2022 Repairs AC at

WWTP
1 1 1 1 1 1

1 18602--R&M - WWTP 500--Sewer Operations 1 Repairs AC at
WWTP

212.00 0.00 1 1 1 1

1 1 1 1 Total for
221449

212.00 0.00 1 1 1 1

1
08/17/2022 VEN-00016--B.C. BUILD-

ING SERVICES, INC.
22-1421 08/17/2022 Spring PM for

Water facilities
1 1 1 1 1 1

1 17602--R&M - pump station 400--Water Operations 1 Spring PM for
Water facilities

795.00 0.00 1 1 1 1

1 1 1 1 Total for
22-1421

795.00 0.00 1 1 1 1

1
08/17/2022 VEN-00016--B.C. BUILD-

ING SERVICES, INC.
22-1421-2 08/17/2022 Completed

Spring HVAC
maintenance

1 1 1 1 1 1

1 18602--R&M - WWTP 500--Sewer Operations 1 Completed
Spring HVAC
maintenance

985.00 0.00 1 1 1 1

1 1 1 1 Total for
22-1421-2

985.00 0.00 1 1 1 1

1
08/17/2022 VEN-00019--BATTERIES

PLUS
P53413350 08/17/2022 Batteries for

PS 1 Fire con-
trol panel

1 1 1 1 1 1

1 17602--R&M - pump station 400--Water Operations 1 Batteries for PS
1 Fire control
panel

140.36 0.00 1 1 1 1

1 1 1 1 Total for
P53413350

140.36 0.00 1 1 1 1

1
08/17/2022 VEN-00048--COLORADO

DEPT OF PUBLIC
HEALTH & ENVIRON-
MENT

FGD20220240 08/17/2022 WQCD DW
Program

1 1 1 1 1 1

1 17640--Lab testing 400--Water Operations 1 WQCD DW Pro-
gram

1,545.00 0.00 1 1 1 1

1 1 1 1 Total for
FGD2022024
0

1,545.00 0.00 1 1 1 1
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1
08/17/2022 VEN-

00058--CONTINENTAL
UTILITY SOLUTIONS,
INC.

M19676 08/17/2022 Annual Tech
support / Maint
for Billing sys-
tem 2022-2023

1 1 1 1 1 1

1 17450--Utility billing 500--Sewer Operations 1 Annual Tech
support / Maint
for Billing sys-
tem 2022-2023

4,320.00 0.00 1 1 1 1

1 17450--Utility billing 400--Water Operations 1 Annual Tech
support / Maint
for Billing sys-
tem 2022-2023

6,480.00 0.00 1 1 1 1

1 1 1 1 Total for
M19676

10,800.00 0.00 1 1 1 1

1
08/17/2022 VEN-00341--CORE &

MAIN LP
R289298 08/17/2022 Misc. supplies 1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 Misc. supplies 320.32 0.00 1 1 1 1
1 1 1 1 Total for

R289298
320.32 0.00 1 1 1 1

1
08/17/2022 VEN-00503--CORE ELEC-

TRIC COOPERATIVE
27764701 July2022 08/17/2022 Electric Utility

July 2022 Cob-
blestone sewer
meter

1 1 1 1 1 1

1 18802--Utilities - plant 500--Sewer Operations 1 Electric Utility
July 2022 Cob-
blestone sewer
meter

26.72 0.00 1 1 1 1

1 1 1 1 Total for
27764701
July2022

26.72 0.00 1 1 1 1

1
08/17/2022 VEN-00503--CORE ELEC-

TRIC COOPERATIVE
53132401 July 2022 08/17/2022 Electric Utility

July2022
WWTP

1 1 1 1 1 1

1 18802--Utilities - plant 500--Sewer Operations 1 Electric Utility
July2022
WWTP

15,844.08 0.00 1 1 1 1

1 1 1 1 Total for
53132401
July 2022

15,844.08 0.00 1 1 1 1

1
08/17/2022 VEN-00503--CORE ELEC-

TRIC COOPERATIVE
95688884 July 2022 08/17/2022 Electric Utility

July 2022
Canyons
Sewer meter

1 1 1 1 1 1

1 18802--Utilities - plant 500--Sewer Operations 1 Electric Utility
July 2022
Canyons Sewer

27.15 0.00 1 1 1 1
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meter
1 1 1 1 Total for

95688884
July 2022

27.15 0.00 1 1 1 1

1
08/17/2022 VEN-00063--D & D TIRE

SERVICE, INC
PK-68822 08/17/2022 Flat tire repair 1 1 1 1 1 1

1 17663--Vehicle maintenance
- light truck

400--Water Operations 1 Flat tire repair 20.50 0.00 1 1 1 1

1 1 1 1 Total for PK-
68822

20.50 0.00 1 1 1 1

1
08/17/2022 VEN-00063--D & D TIRE

SERVICE, INC
PK-68851 08/17/2022 Oil change,

maintenance
for fleet vehicle

1 1 1 1 1 1

1 17663--Vehicle maintenance
- light truck

400--Water Operations 1 Oil change,
maintenance for
fleet vehicle

78.93 0.00 1 1 1 1

1 1 1 1 Total for PK-
68851

78.93 0.00 1 1 1 1

1
08/17/2022 VEN-00065--DEEP ROCK

WATER
14392193 072722 08/17/2022 Distilled water

WWTP lab
1 1 1 1 1 1

1 17640--Lab testing 500--Sewer Operations 1 Distilled water
WWTP lab

32.93 0.00 1 1 1 1

1 1 1 1 Total for
14392193
072722

32.93 0.00 1 1 1 1

1
08/17/2022 VEN-00478--DENALI WA-

TER SOLUTIONS, LLC
INV334801 08/17/2022 Sludge hauling 1 1 1 1 1 1

1 18890--Solids disposal 500--Sewer Operations 1 Sludge hauling 1,058.33 0.00 1 1 1 1
1 1 1 1 Total for

INV334801
1,058.33 0.00 1 1 1 1

1
08/17/2022 VEN-00478--DENALI WA-

TER SOLUTIONS, LLC
INV#333013 08/17/2022 Sludge re-

moval
1 1 1 1 1 1

1 18890--Solids disposal 500--Sewer Operations 1 Sludge removal 1,166.27 0.00 1 1 1 1
1 1 1 1 Total for

INV#333013
1,166.27 0.00 1 1 1 1

1
08/17/2022 VEN-00081--DPC INDUS-

TRIES, INC
737003092-22 08/17/2022 Chemical de-

livery
1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

1,974.48 0.00 1 1 1 1

1 1 1 1 Total for
737003092-2
2

1,974.48 0.00 1 1 1 1

1
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08/17/2022 VEN-00081--DPC INDUS-
TRIES, INC

737003093-22 08/17/2022 Chemical de-
livery

1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

2,438.67 0.00 1 1 1 1

1 1 1 1 Total for
737003093-2
2

2,438.67 0.00 1 1 1 1

1
08/17/2022 VEN-00081--DPC INDUS-

TRIES, INC
737003094-22 08/17/2022 Chemical de-

livery
1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

918.60 0.00 1 1 1 1

1 1 1 1 Total for
737003094-2
2

918.60 0.00 1 1 1 1

1
08/17/2022 VEN-00081--DPC INDUS-

TRIES, INC
737003095-22 08/17/2022 Chemical de-

livery
1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

794.37 0.00 1 1 1 1

1 1 1 1 Total for
737003095-2
2

794.37 0.00 1 1 1 1

1
08/17/2022 VEN-00081--DPC INDUS-

TRIES, INC
737003182-22 08/17/2022 Chemical de-

livery
1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

4,267.56 0.00 1 1 1 1

1 1 1 1 Total for
737003182-2
2

4,267.56 0.00 1 1 1 1

1
08/17/2022 VEN-00081--DPC INDUS-

TRIES, INC
737003183-22 08/17/2022 Chemical de-

livery
1 1 1 1 1 1

1 17620--Chemicals 400--Water Operations 1 Chemical deliv-
ery

1,958.88 0.00 1 1 1 1

1 1 1 1 Total for
737003183-2
2

1,958.88 0.00 1 1 1 1

1
08/17/2022 VEN-00087--EMERGENCY

PIPE REPAIR EXCAVAT-
ING, LLC

3396 08/17/2022 R & M at 7697
Windwood
Way

1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 R & M at 7697
Windwood Way

5,562.29 0.00 1 1 1 1

1 1 1 1 Total for
3396

5,562.29 0.00 1 1 1 1

1
08/17/2022 VEN-00090--EMR Enter-

prises, LLC
001M-22-03 08/17/2022 Well L site

seeding and
1 1 1 1 1 1
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mulch
1 17852--Water new capital 300--Capital 1 Well L site seed-

ing and mulch
6,401.35 0.00 1 1 1 1

1 1 1 1 Total for
001M-22-03

6,401.35 0.00 1 1 1 1

1
08/17/2022 VEN-00090--EMR Enter-

prises, LLC
001M-22-04 08/17/2022 Well L Site

maintenance
1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Well Site main-
tenance

629.65 0.00 1 1 1 1

1 1 1 1 Total for
001M-22-04

629.65 0.00 1 1 1 1

1
08/17/2022 VEN-

00101--FARNSWORTH
GROUP

235033 08/17/2022 June 2022 GIS
Services

1 1 1 1 1 1

1 17857--GIS program 300--Capital 1 June 2022 GIS
Services

3,705.00 0.00 1 1 1 1

1 1 1 1 Total for
235033

3,705.00 0.00 1 1 1 1

1
08/17/2022 VEN-

00101--FARNSWORTH
GROUP

235072 08/17/2022 Well L site im-
provements
June 2022

1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Well L site im-
provements
June 2022

6,358.75 0.00 1 1 1 1

1 1 1 1 Total for
235072

6,358.75 0.00 1 1 1 1

1
08/17/2022 VEN-

00101--FARNSWORTH
GROUP

235075 08/17/2022 Well A-6 Site
improvements
June 2022

1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Well A-6 Site
improvements
June 2022

1,710.00 0.00 1 1 1 1

1 1 1 1 Total for
235075

1,710.00 0.00 1 1 1 1

1
08/17/2022 VEN-

00101--FARNSWORTH
GROUP

235079 08/17/2022 Well L Dis-
charge Golf-
course pipeline
June 2022

1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Well L Dis-
charge Golf-
course pipeline
June 2022

2,180.00 0.00 1 1 1 1

1 1 1 1 Total for
235079

2,180.00 0.00 1 1 1 1

1
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08/17/2022 VEN-
00101--FARNSWORTH
GROUP

235113 08/17/2022 Res 8B June
2022

1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Res 8B June
2022

7,547.66 0.00 1 1 1 1

1 1 1 1 Total for
235113

7,547.66 0.00 1 1 1 1

1
08/17/2022 VEN-00114--GRAINGER 9375150480 08/17/2022 Axial fans 1 1 1 1 1 1
1 18602--R&M - WWTP 500--Sewer Operations 1 Axial fans 76.16 0.00 1 1 1 1
1 1 1 1 Total for

9375150480
76.16 0.00 1 1 1 1

1
08/17/2022 VEN-00114--GRAINGER 9376799095 08/17/2022 Socket set 1 1 1 1 1 1
1 17840--Tools & small equip-

ment
500--Sewer Operations 1 Socket set 78.78 0.00 1 1 1 1

1 1 1 1 Total for
9376799095

78.78 0.00 1 1 1 1

1
08/17/2022 VEN-00114--GRAINGER 9383867687 08/17/2022 Res 4 hatches 1 1 1 1 1 1
1 17600--R&M - distribution 400--Water Operations 1 Res 4 hatches 19.58 0.00 1 1 1 1
1 1 1 1 Total for

9383867687
19.58 0.00 1 1 1 1

1
08/17/2022 VEN-00117--HACH COM-

PANY
13147643 08/17/2022 Lab supplies

Water facilities
1 1 1 1 1 1

1 17640--Lab testing 400--Water Operations 1 Lab supplies
Water facilities

1,137.92 0.00 1 1 1 1

1 1 1 1 Total for
13147643

1,137.92 0.00 1 1 1 1

1
08/17/2022 VEN-00117--HACH COM-

PANY
13162280 08/17/2022 Lab supplies 1 1 1 1 1 1

1 17640--Lab testing 500--Sewer Operations 1 Lab supplies 312.92 0.00 1 1 1 1
1 1 1 1 Total for

13162280
312.92 0.00 1 1 1 1

1
08/17/2022 VEN-00117--HACH COM-

PANY
13164911 08/17/2022 Lab supplies

WWTP
1 1 1 1 1 1

1 17640--Lab testing 500--Sewer Operations 1 Lab supplies
WWTP

816.68 0.00 1 1 1 1

1 1 1 1 Total for
13164911

816.68 0.00 1 1 1 1

1
08/17/2022 VEN-00128--HYDRO RE-

SOURCES ROCKY
MOUNTAIN

891208 08/17/2022 Final invoice
Well Rehab

1 1 1 1 1 1

1 17851--Water repair and re-
placement

300--Capital 1 Final invoice
Well Rehab

99,200.00 0.00 1 1 1 1

1 1 1 1 Total for 99,200.00 0.00 1 1 1 1
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891208
1
08/17/2022 VEN-00138--KNOTHEAD

TREE & LAWN CARE
10032 08/17/2022 Tree spraying

at Well N
1 1 1 1 1 1

1 17602--R&M - pump station 400--Water Operations 1 Tree spraying at
Well N

265.00 0.00 1 1 1 1

1 1 1 1 Total for
10032

265.00 0.00 1 1 1 1

1
08/17/2022 VEN-00368--LOGICAL

SYSTEMS, LLC
104789 08/17/2022 PS 4 Project

SCADA
1 1 1 1 1 1

1 17300--Outside services 400--Water Operations 1 PS 4 Project
SCADA

183.75 0.00 1 1 1 1

1 1 1 1 Total for
104789

183.75 0.00 1 1 1 1

1
08/17/2022 VEN-00368--LOGICAL

SYSTEMS, LLC
104848 08/17/2022 Well A6 EU-

SERC
1 1 1 1 1 1

1 17852--Water new capital 300--Capital 1 Well A6 EU-
SERC

4,880.00 0.00 1 1 1 1

1 1 1 1 Total for
104848

4,880.00 0.00 1 1 1 1

1
08/17/2022 VEN-00160--NAPA -

ROCK PARTS COMPANY
092633 08/17/2022 Fleet mainte-

nance supplies
1 1 1 1 1 1

1 17663--Vehicle maintenance
- light truck

400--Water Operations 1 Fleet mainte-
nance supplies

293.00 0.00 1 1 1 1

1 17663--Vehicle maintenance
- light truck

500--Sewer Operations 1 Fleet mainte-
nance supplies

97.70 0.00 1 1 1 1

1 1 1 1 Total for
092633

390.70 0.00 1 1 1 1

1
08/17/2022 VEN-00160--NAPA -

ROCK PARTS COMPANY
094098 08/17/2022 Parts for Vac

Hurco trailer
1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 Parts for Vac
Hurco trailer

472.96 0.00 1 1 1 1

1 1 1 1 Total for
094098

472.96 0.00 1 1 1 1

1
08/17/2022 VEN-

00517--PERFORMANCE
ENHANCEMENTS, INC.

97631 08/17/2022 Aug 2022 Sup-
port services

1 1 1 1 1 1

1 17250--Data processing 400--Water Operations 1 Aug 2022 Sup-
port services

2,624.64 0.00 1 1 1 1

1 17250--Data processing 500--Sewer Operations 1 Aug 2022 Sup-
port services

1,749.76 0.00 1 1 1 1

1 1 1 1 Total for
97631

4,374.40 0.00 1 1 1 1

1
08/17/2022 VEN-00477--PHOENIX 0061861-IN 08/17/2022 Belt Press 1 1 1 1 1 1

Denver Southeast Suburban Water & Sanitation District
Disbursement Report for August 17, 2022 (08/17/2022 - 08/17/2022)

Created on : 08/08/2022Created on: 08/08/2022, 9:37 AM MST Page 7



Date Vendor Bill no/Adj no Due Date Descr Amount Amount paid Paid by Method Pay date Bank account
GL Account Department Location Memo
PROCESS EQUIPMENT
CO

spare parts
WWTP

1 17856--Wastewater repair
and replacement

500--Sewer Operations 1 Belt Press spare
parts WWTP

1,522.00 0.00 1 1 1 1

1 1 1 1 Total for
0061861-IN

1,522.00 0.00 1 1 1 1

1
08/17/2022 VEN-00174--POTESTIO

BROTHERS EQUIPMENT,
INC

31469P 08/17/2022 weed sprayer 1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 weed sprayer 134.30 0.00 1 1 1 1
1 1 1 1 Total for

31469P
134.30 0.00 1 1 1 1

1
08/17/2022 VEN-00174--POTESTIO

BROTHERS EQUIPMENT,
INC

116418P 08/17/2022 Generator re-
pair WWTP

1 1 1 1 1 1

1 18602--R&M - WWTP 500--Sewer Operations 1 Generator repair
WWTP

339.41 0.00 1 1 1 1

1 1 1 1 Total for
116418P

339.41 0.00 1 1 1 1

1
08/17/2022 VEN-00174--POTESTIO

BROTHERS EQUIPMENT,
INC

116459P 08/17/2022 Equipment re-
pair

1 1 1 1 1 1

1 17840--Tools & small equip-
ment

400--Water Operations 1 Equipment re-
pair

213.68 0.00 1 1 1 1

1 1 1 1 Total for
116459P

213.68 0.00 1 1 1 1

1
08/17/2022 VEN-00320--RHINEHART

OIL
In-973971-22 08/17/2022 Fuel delivery

for fleet
1 1 1 1 1 1

1 17661--Vehicle maintenance
- gas

400--Water Operations 1 Fuel delivery for
fleet

535.14 0.00 1 1 1 1

1 17661--Vehicle maintenance
- gas

500--Sewer Operations 1 Fuel delivery for
fleet

178.38 0.00 1 1 1 1

1 1 1 1 Total for In-
973971-22

713.52 0.00 1 1 1 1

1
08/17/2022 VEN-00411--RLH INDUS-

TRIES, INC.
H47058 08/17/2022 Sensors 1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 Sensors 782.00 0.00 1 1 1 1
1 1 1 1 Total for

H47058
782.00 0.00 1 1 1 1

1
08/17/2022 VEN-00276--SGS NORTH

AMERICA, INC.
52160138914 08/17/2022 Monthly BOD

testing WWTP
1 1 1 1 1 1

1 17640--Lab testing 500--Sewer Operations 1 Monthly BOD
testing WWTP

307.85 0.00 1 1 1 1

1 1 1 1 Total for 307.85 0.00 1 1 1 1
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5216013891
4

1
08/17/2022 VEN-00276--SGS NORTH

AMERICA, INC.
52160138916 08/17/2022 Low level mer-

cury testing
WWTP

1 1 1 1 1 1

1 17640--Lab testing 500--Sewer Operations 1 Low level mer-
cury testing
WWTP

130.00 0.00 1 1 1 1

1 1 1 1 Total for
5216013891
6

130.00 0.00 1 1 1 1

1
08/17/2022 VEN-00276--SGS NORTH

AMERICA, INC.
52160139117 08/17/2022 3rd Qtr Well Q

testing
1 1 1 1 1 1

1 17640--Lab testing 400--Water Operations 1 3rd Qtr Well Q
testing

401.88 0.00 1 1 1 1

1 1 1 1 Total for
5216013911
7

401.88 0.00 1 1 1 1

1
08/17/2022 VEN-00276--SGS NORTH

AMERICA, INC.
52160139124 08/17/2022 3rd Qtr PS 1

testing
1 1 1 1 1 1

1 17640--Lab testing 400--Water Operations 1 3rd Qtr PS 1
testing

34.98 0.00 1 1 1 1

1 1 1 1 Total for
5216013912
4

34.98 0.00 1 1 1 1

1
08/17/2022 VEN-00207--STEWART

OXYGEN SERVICE, INC
8122 08/17/2022 Maint service

for 9.22
through
2.28.23

1 1 1 1 1 1

1 17350--Safety and training 400--Water Operations 1 Maint service for
9.22 through
2.28.23

324.00 0.00 1 1 1 1

1 17350--Safety and training 500--Sewer Operations 1 Maint service for
9.22 through
2.28.23

216.00 0.00 1 1 1 1

1 1 1 1 Total for
8122

540.00 0.00 1 1 1 1

1
08/17/2022 VEN-00318--THE

GROUNDS GUYS OF
PARKER

7254 08/17/2022 August2022
contract ser-
vice for Office
landscaping

1 1 1 1 1 1

1 17382--R&M - landscape 400--Water Operations 1 August2022
contract service
for Office land-
scaping

769.55 0.00 1 1 1 1
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1 17382--R&M - landscape 500--Sewer Operations 1 August2022
contract service
for Office land-
scaping

513.03 0.00 1 1 1 1

1 1 1 1 Total for
7254

1,282.58 0.00 1 1 1 1

1
08/17/2022 VEN-00217--TW SUMMIT

CORPORATION
2022-51 08/17/2022 Air vac pro-

gram inspec-
tions / maint

1 1 1 1 1 1

1 17600--R&M - distribution 400--Water Operations 1 Air vac program
inspections /
maint

1,487.50 0.00 1 1 1 1

1 17851--Water repair and re-
placement

300--Capital 1 Air vac program
inspections /
maint

3,300.00 0.00 1 1 1 1

1 1 1 1 Total for
2022-51

4,787.50 0.00 1 1 1 1

1
08/17/2022 VEN-00224--USA BLUE

BOOK
056007 08/17/2022 lab supplies 1 1 1 1 1 1

1 17640--Lab testing 400--Water Operations 1 lab supplies 853.44 0.00 1 1 1 1
1 1 1 1 Total for

056007
853.44 0.00 1 1 1 1

1
08/17/2022 VEN-00233--WASTE MAN-

AGEMENT OF DENVER
1811798-0178-0 08/17/2022 Trash service

Aug2022
WWTP

1 1 1 1 1 1

1 18602--R&M - WWTP 500--Sewer Operations 1 Trash service
Aug2022
WWTP

1,371.15 0.00 1 1 1 1

1 1 1 1 Total for
1811798-017
8-0

1,371.15 0.00 1 1 1 1

1
08/17/2022 VEN-00233--WASTE MAN-

AGEMENT OF DENVER
1811799-0178-8 08/17/2022 Trash service

Aug2022 Main
office

1 1 1 1 1 1

1 17381--R&M - building 500--Sewer Operations 1 Trash service
Aug2022 Main
office

145.96 0.00 1 1 1 1

1 17381--R&M - building 400--Water Operations 1 Trash service
Aug2022 Main
office

218.94 0.00 1 1 1 1

1 1 1 1 Total for
1811799-017
8-8

364.90 0.00 1 1 1 1

1
08/17/2022 VEN-00351--WISTEX 908288 08/17/2022 Res 4A mixer 1 1 1 1 1 1
1 17600--R&M - distribution 400--Water Operations 1 Res 4A mixer 171.00 0.00 1 1 1 1
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1 1 1 1 Total for
908288

171.00 0.00 1 1 1 1

1
Grand total 1 255,757.07 0.00 1 1 1 1
1
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2021 Actual 2022 Budget 2022 YTD
% of 2022 

Budget

OPERATING REVENUE 58.3%

Total water operating income 6,775,557$        6,797,000$           3,937,792$           57.9%
Total sewer operating income 2,732,222$        2,730,000$           1,584,716$           58.0%
Total non operating income 234,111$           1,600,000$           111,271$              7.0%
Total Tap Fees 7,210,864$        3,062,046$           1,169,572$           38.2%
TOTAL REVENUE 16,952,754$      14,189,046$         6,803,351$           47.9%

OPERATING EXPENSES
Total water operating expenses 2,998,645$        3,996,770$           2,030,852$           50.8%
Total sewer operating expenses 1,377,555$        1,437,580$           704,687$              49.0%
Total non operating expenses 1,092,944$        1,431,900$           803,860$              56.1%
Total debt service 5,521,551$        2,328,999$           1,861,432$           79.9%
Total capital outlay 5,065,652$        14,414,680$         6,902,265$           47.9%
TOTAL EXPENSES 16,056,347$      23,609,929$         12,303,096$         52.1%

OVER/UNDER 896,407$           (9,420,883)$         (5,499,745)$         

2022 District Budget

Jan22 Feb22 Mar22 Apr22 May22 Jun22 Jul22 Aug22 Sept22 Oct22 Nov22 Dec22
Total Revenue $1,072, $522,91 $612,61 $611,18 $720,28 $1,733, $1,620, $1,720, $1,620, $1,520, $1,160, $910,00
Total Expenses $1,379, $1,005, $961,02 $1,191, $1,345, $4,688, $2,559, $1,999, $1,949, $1,874, $1,849, $2,109,

Externally Restricted Cash $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360, $3,360,

Ending Fund balance $33,748 $33,265 $32,917 $32,336 $31,711 $28,756 $27,817 $27,538 $27,209 $26,855 $26,166 $24,967
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2022 Financial Forecast (as of July 31, 2022)

Externally Restricted fund balance required to meet loan/funding requirements



2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget

OPERATING REVENUE

WATER OPERATING INCOME
Water sales 4,684,460        4,720,000        579,798           745,496           2,460,183        52.1%
Water supply project fee 759,798           750,000           65,888             65,924             457,713           61.0%
Irrigation Fees 960,224           1,000,000        158,005           233,464           506,868           50.7%
Bulk and Hydrant Water 107,813           130,000           5,519               29,600             54,110             41.6%
Ground water protection fees 29,660             28,000             2,780               2,780               19,142             68.4%
Ready to serve fees 44,571             35,000             2,437               2,240               16,786             48.0%
Cherry Creek Project Water Authority 59,398             94,000             -                  6,502               18,282             19.4%
Other 129,633           40,000             392,460           280                  404,708           1011.8%
Total water operating income 6,775,557$      6,797,000$      1,206,887$      1,086,286$      3,937,792$      57.9%

SEWER OPERATING INCOME
Sewer user charges 2,547,389        2,600,000        218,770           217,689           1,508,565        58.0%
Ready to Serve Fees 36,175             30,000             1,938               1,884               13,465             44.9%
Canyons South 148,658           100,000           8,523               6,643               62,686             62.7%
Total sewer operating income 2,732,222$      2,730,000$      229,231$         226,216$         1,584,716$      58.0%

NONOPERATING REVENUE
Net investment income 10,842             20,000             22,223             32,586             86,188             430.9%
Late charges 27,081             50,000             3,556               3,898               21,474             42.9%
Other income / Loan Proceeds 196,188           20,000             -                  -                  3,609               18.0%
WISE Revenue -                  -                  -                  -                  -                  
Proceeds from sale of assets -                  10,000             -                  -                  -                  0.0%
Total non operating income 234,111           100,000           25,779             36,484             111,271           111.3%

TAP FEE REVENUE
Tap fees - water 5,764,661        2,331,000        222,000           149,012           777,002           33.3%
Tap fees - sewer 1,424,603        711,046           47,052             31,955             382,170           53.7%
Tap Surcharge Water 21,600             20,000             2,400               800                  10,400             52.0%
Total Tap Fees 7,210,864$      3,062,046$      271,452$         181,767$         1,169,572$      38.2%

TOTAL REVENUE 16,952,754$    12,689,046$    1,733,349$      1,530,753$      6,803,351$      53.6%

2022 Budget Forecast



2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget
OPERATING EXPENSES
WATER OPERATING EXPENSES (400)

G/L Code
17661-17663 Vehicle expense/maintenance 42,533             40,000             9,165               3,758               30,171             75%
17620,17640 Laboratory testing and chemicals 315,560           320,000           50,027             46,989             248,979           78%

17640 Legal 15,564             15,000             42                    -                  741                  5%
17300 Outside services 124,737           130,000           9,417               22,758             82,461             63%

17600-17603 Repairs, maintenance and supplies 286,025           240,000           82,582             39,451             166,714           69%
17200 Salaries and related costs 828,865           841,000           105,266           72,163             452,014           54%
17220 Payroll taxes 63,098             62,400             7,918               5,411               34,697             56%
17240 Employee benefits 229,445           280,000           19,659             28,184             146,716           52%
17840 Small tools and safety items 15,635             10,000             2,323               220                  8,586               86%

17801-17803 Utilities 662,376           705,000           79,737             137,187           326,334           46%
17330 Conservation 10,753             30,000             -                  2,730               5,390               18%
17335 Eye on Water Service Fee 21,008             50,000             2,280               -                  4,389               9%
17420 CCPWA Water Lease 62,926             75,000             -                  13,070             13,070             17%
17415 CCPWA Operations -                  45,000             -                  -                  -                  0%
17410 SMWSA and SPWRAP Dues 13,889             20,000             -                  -                  11,977             60%
17922 South Metro WISE Authority Operations 86,105             83,370             -                  2,233               53,951             65%
17425 WISE Water 220,126           1,050,000        -                  150,091           444,662           42%

Total water operating expenses 2,998,645$      3,996,770$      368,416$         524,245$         2,030,852$      50.8%
SEWER OPERATING EXPENSES (500)

17661-17663 Vehicle expense/maintenance 13,648             14,000             1,820               3,875               9,680               69.1%
18420 Cherry Creek Basin fees 15,940             17,000             -                  3,942               7,939               46.7%

17620;17640 Laboratory testing and chemicals 96,046             91,000             18,077             3,484               55,526             61.0%
17300 Outside services 26,534             60,000             -                  -                  448                  0.7%

18601-18602 Repairs, maintenance and supplies 170,652           180,000           10,160             12,514             54,785             30.4%
17200 Salaries and related costs 534,432           567,000           54,992             33,376             250,736           44.2%
17220 Payroll taxes 40,069             42,530             4,072               2,579               20,616             48.5%
17240 Employee benefits 149,278           173,050           13,419             19,178             98,581             57.0%
18890 Solids Removal 93,533             73,000             10,768             3,530               69,867             95.7%
17840 Small tools and Equipment 4,801               5,000               243                  79                    1,086               21.7%
18802 Utilities 232,622           215,000           20,724             15,959             135,423           63.0%

Total sewer operating expenses 1,377,555$      1,437,580$      134,275$         98,516$           704,687$         49.0%



2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget

NONOPERATING EXPENSES
17000-NO Accounting and audit 83,058             95,000             5,707               3,819               48,981             51.6%

17160 Admin vehicle 5,037               1,000               -                  -                  -                  0.0%
17250 Data processing 64,994             65,000             4,525               7,127               45,532             70.0%
17260 Directors' fees 5,900               6,000               -                  -                  -                  0.0%
17400 Dues and seminars 15,952             20,000             4,181               196                  10,648             53.2%
17370 Paying agent fees 1,500               1,500               -                  -                  1,500               100.0%
17360 Insurance 144,710           150,000           11,935             11,935             83,545             55.7%

17460-17463 Legal 59,873             65,000             7,265               -                  36,028             55.4%
17480 Miscellaneous 2,133               7,000               316                  -                  1,346               19.2%
17340 Office expense 14,553             20,000             2,024               1,611               11,336             56.7%
17300 Outside services 39,398             100,000           4,505               8,033               101,912           101.9%

17381-17382 Repairs and maintenance - office 59,530             225,000           10,612             19,784             71,247             31.7%
17205 Salaries and related costs 347,281           412,000           59,744             39,395             232,968           56.5%
17225 Payroll taxes 23,953             31,000             4,600               3,020               18,654             60.2%
17245 Employee benefits 68,449             82,400             8,255               10,387             55,382             67.2%
17450 Utility billing system 14,010             15,000             -                  10,854             12,964             86.4%
17350 Safety and training 24,794             35,000             3,621               524                  14,449             41.3%
17440 Security services 26,572             25,000             228                  253                  14,675             58.7%
17470 Customer communications 39,855             36,000             3,019               2,931               17,904             49.7%
17320 Utilities 51,392             40,000             2,461               3,296               24,789             62.0%

Total nonoperating expenses 1,092,944$      1,431,900$      132,998$         123,165$         803,860$         56.1%

DEBT SERVICE
12937 2015 CWRPDA Loan - principal 632,569           638,590           -                  319,295           638,590           100.0%
12921 2014 CWCB Loan - principal 3,202,034        -                  -                  -                  -                  
12946 2010 Revenue Note - principal 514,728           535,261           -                  -                  266,487           49.8%
12936 2005 CWRPDA loan - principal 260,000           265,000           -                  132,500           265,000           100.0%
129534 2002 CWRPDA loan - principal 379,444           410,000           -                  200,024           400,824           97.8%
12823 2015 CWRPDA Loan - interest 154,406           187,864           16,645             16,645             114,536           61.0%
12823 2014 CWCB Loan - interest 40,025             -                  -                  -                  -                  
12823 2010 Revenue Note - interest 237,211           218,389           18,199             18,199             130,025           59.5%
12823 2005 CWRPDA loan - interest 51,401             46,933             3,413               3,413               24,889             53.0%
12823 2002 CWRPDA loan - interest 49,733             26,962             3,012               3,012               21,081             78.2%

Total debt service 5,521,551$      2,328,999$      41,269$           693,088$         1,861,432$      79.9%



2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget
CAPITAL OUTLAY (300)

Cost recovery payments 98,240             100,000           2,400               800                  23,968             24.0%
Water repair & replacement

17851-301 Well Rehabilitation & Inspection 342,564           600,000           360                  99,200             421,168           70.2%
17851-302 Air Vac Valve Upgrades 3,696               5,000               2,643               3,300               6,295               125.9%
17851-303 System Valves Upgrades 80,045             100,000           -                  27,629             82,208             82.2%
17851-304 Meter Pit Upgrades 21,876             30,000             15,608             1,594               17,202             57.3%
17851-305 Curb Stop Replacement 23,865             40,000             3,696               -                  3,696               9.2%
17851-306 Fire Hydrant Replacement 10,578             15,000             -                  8,519               13,123             87.5%
17851309 Potable PL Replacement Program 38,392             200,000           -                  -                  383                  0.2%
17851-312 SCADA 61,514             75,000             1,042               23                    13,991             18.7%
17851-345 New Mag Meters -                  30,000             -                  -                  -                  
17851-375 Electric System Upgrades 25,246             25,000             -                  -                  27,571             110.3%
17851-386 Pump Station Improvements 60,181             100,000           3,504               -                  84,527             84.5%
17851-399 Well B Improvements -                  200,000           -                  -                  -                  
17851-393 Facility Roofing Repairs -                  40,000             -                  -                  -                  
17851-377 Shallow Well 5 -                  100,000           -                  -                  -                  
17851-367 Reservoir Repairs (5, 9A, 9B, 7, 4) 78,950             45,000             53,495             -                  53,495             118.9%
17851-346 Power Receptacle at Pump Station 32,264             75,000             -                  -                  29,084             38.8%

Total Water Repair & Replacement 779,171$         1,680,000$      80,348$           140,265$         752,743$         44.8%
Water new capital

17852-394 Water Rights 100,000           -                  0 -                  0.0%
17852-387 EyeOnWater Retrofit 586,781           500,000           6,585               12,303             416,777           83.4%
17852-392 Reservoir 8B 40,147             2,000,000        370                  7,879               55,562             2.8%
17852-396 Pipeline Loop from PS1 to Zone F 1,000,000        -                  -                  -                  0.0%
17852-395 Shallow Well 14 350,000           -                  -                  -                  0.0%
17850-300 CCPWA 1,818,554        3,528,000        3,813,527        -                  3,813,527        108.1%
17854-300 WISE 10,521             304,180           -                  -                  -                  0.0%
17852-321 Water Meters 205,065           60,000             1,698               -                  1,698               2.8%
17852-374 Portable Generator 18,000             -                  -                  22,533             125.2%
17852-388 Dawson Well L 600,000           29,093             15,570             357,013           59.5%
17852-369 Pump Station 4 Improvements 200,000           -                  -                  -                  0.0%
17852-385 Well A-6 201,331           1,000,000        33,920             6,590               591,739           59.2%
17852-397 Secondary Electric Feed to PS1 300,000           -                  -                  650                  0.2%

Total Water New Capital 2,871,161$      9,960,180$      3,885,193$      42,342$           5,259,499$      52.8%
Wastewater RR and New Capital

17856-390 Collection Point Repairs and Lining 264,390           280,000           -                  11,884             237,681           84.9%
17856-309 SCADA 6,879               10,000             -                  1,750               1,750               17.5%
17856-327 Misc WWTP Repairs 136,435           350,000           17,244             65,292             106,097           30.3%
17849-327 WW New Capital 28,784             50,000             -                  -                  -                  0.0%

Total Wastewater Projects 436,488$         690,000$         17,244$           78,926$           345,528$         50.1%



2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget
General and Administrative

17857-300 GIS program 46,633             40,000             2,544               3,705               16,288             40.7%
17855-300 SEDARU Asset Management 15,000             20,000             -                  -                  -                  0.0%
17858-300 Vehicles 56,388             35,000             -                  -                  -                  0.0%
17859-300 Furniture and office equipment 12,563             5,000               -                  -                  2,310               46.2%
17865-300 Cyber Security Upgrade 30,000             -                  -                  14,616             48.7%
17866-300 District Office Upgrade 390,628           -                  -                  5,500               289,891           
17200-300 Capital Salaries/taxes/benefits 347,483           324,500           23,358             18,871             192,207           59.2%
17864-300 Computer/Networking/Hardware 11,897             30,000             319                  2,313               5,215               17.4%

Total G & A 880,592$         484,500$         26,221$           30,389$           520,527$         107.4%
Total Capital Outlay 5,065,652$      12,914,680$    4,011,406$      292,722$         6,902,265$      53.4%

TOTAL EXPENSES 16,056,347$    22,109,929$    4,688,364$      1,731,736$      12,303,096$    55.6%
OVER/UNDER (9,420,883)$    (2,955,015)$    (200,983)$       (5,499,745)$    

2021 ACTUAL 2022 Budget Jun 22 Jul 22
2022 Year to 

Date
% of 2022 

Budget

Offsetting Developer Contributions
Developer contributions (water) 1,349,453        750,000           -                  0.0%
Developer contributions (sewer) 1,387,245        750,000           -                  0.0%
Total developer contributions 2,736,698$      1,500,000$      -$                -$                -$                0.0%

Developer Improvements
Contributed Developer Improvements 2,736,698        1,500,000        -                  0.0%
Total developer improvements 2,736,698$      1,500,000$      -$                -$                -$                0.0%

TOTAL REVENUE 16,952,754$    12,689,046$    1,733,349$      1,530,753$      6,803,351$      
TOTAL EXPENSES 16,056,347$    22,109,929$    4,688,364$      1,731,736$      12,303,096$    
OVER/UNDER 896,407$         (9,420,883)$    (2,955,015)$    (200,983)$       (5,499,745)$    

Beginning Funds Available 33,158,681$    34,055,094$    31,711,347$    28,756,332$    34,055,094$    
Ending Funds Available 34,055,088$    24,634,211$    28,756,332$    28,555,349$    28,555,349$    



Consolidated Revenue Jan22 Feb22 Mar22 Apr22 May22 Jun22 Jul22 Aug22 Sep22 Oct22 Nov22 Dec22 YTD % of Total 2022 Budget % of Budget
User Charges (Water and Sewer) $436,829 $424,695 $372,262 $459,599 $513,610 $798,568 $963,185 $0 $0 $0 $0 $0 $3,968,748 58.3% $7,320,000 54.2%

Water Supply project fee $64,655 $64,908 $65,195 $65,400 $65,743 $65,888 $65,924 $0 $0 $0 $0 $0 $457,713 6.7% $750,000 61.0%
Irrigation/Bulk Water/Hydrant fees $12,540 $6,418 $10,871 $3,681 $100,880 $163,524 $263,064 $0 $0 $0 $0 $0 $560,978 8.2% $1,130,000 49.6%

Ground water protection fees $2,667 $2,702 $2,735 $2,707 $2,771 $2,780 $2,780 $0 $0 $0 $0 $0 $19,142 0.3% $28,000 68.4%
Ready to Serve Fees $4,808 $4,373 $4,600 $3,842 $4,129 $4,375 $4,124 $0 $0 $0 $0 $0 $30,251 0.4% $65,000 46.5%

CCPWA $3,629 $4,346 $0 $3,805 $0 $0 $6,502 $0 $0 $0 $0 $0 $18,282 0.3% $94,000 19.4%
Canyons Revenue $9,919 $9,832 $9,260 $9,258 $9,251 $8,523 $6,643 $0 $0 $0 $0 $0 $62,686 0.9% $100,000 62.7%

Late Charges $1,579 $4,006 $2,973 $2,771 $2,691 $3,556 $3,898 $0 $0 $0 $0 $0 $21,474 0.3% $50,000 42.9%
Tap Fees + Surcharges $533,785 $0 $136,926 $45,642 $0 $271,452 $181,767 $0 $0 $0 $0 $0 $1,169,572 17.2% $3,062,046 38.2%

Other Income $1,840 $1,637 $7,795 $14,478 $21,206 $414,683 $32,866 $0 $0 $0 $0 $0 $494,505 7.3% $90,000 549.5%
Developer Contributions $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 0.0% $1,500,000 0.0%

Total Consolidated Revenue $1,072,251 $522,917 $612,617 $611,183 $720,281 $1,733,349 $1,530,753 $0 $0 $0 $0 $0 $6,803,351 100% $14,189,046 47.9%

Consolidated Expenses Jan22 Feb22 Mar22 Apr22 May22 Jun22 Jul22 Aug22 Sep22 Oct22 Nov22 Dec22 YTD % ot Total 2022 Budget % of Budget

Employee Costs 139,712$      156,782$      161,152$    178,038$      183,062$      277,925$      213,693$     ‐$              ‐$             ‐$             ‐$             ‐$             1,310,364$     10.7% 2,491,380$     52.6%
Cherry Creek Basin Fees ‐$               ‐$               3,997$         ‐$               ‐$               ‐$               3,942$         ‐$              ‐$             ‐$             ‐$             ‐$             7,939$             0.1% 17,000$           46.7%
Repairs and Maintenance 20,081$        13,685$         30,441$      20,226$         33,210$        103,354$      71,749$       ‐$              ‐$             ‐$             ‐$             ‐$             292,746$         2.4% 645,000$         45.4%
Chemicals and Lab Testing 24,091$        27,021$         56,573$      31,224$         47,019$        68,104$         50,473$       ‐$              ‐$             ‐$             ‐$             ‐$             304,505$         2.5% 411,000$         74.1%
Vehicle Maintenance 3,331$           2,742$           2,928$         6,358$           5,874$           10,985$         7,633$         ‐$              ‐$             ‐$             ‐$             ‐$             39,851$           0.3% 55,000$           72.5%
Utilities  46,148$        7,268$           63,669$      45,935$         64,162$        102,922$      156,442$     ‐$              ‐$             ‐$             ‐$             ‐$             486,546$         4.0% 960,000$         50.7%
Tools and Small Equipment 787$              ‐$               544$            1,662$           3,814$           2,566$           299$             ‐$              ‐$             ‐$             ‐$             ‐$             9,672$             0.1% 15,000$           64.5%
Sludge Disposal 17,357$        8,478$           15,223$      11,031$         3,480$           10,768$         3,530$         ‐$              ‐$             ‐$             ‐$             ‐$             69,867$           0.6% 73,000$           95.7%
Outside Services 9,577$           1,150$           16,447$      43,581$         69,353$        13,922$         30,791$       ‐$              ‐$             ‐$             ‐$             ‐$             184,821$         1.5% 290,000$         63.7%
Agency Membership Dues 1,977$           10,000$         ‐$             ‐$               ‐$               ‐$               ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             11,977$           0.1% 20,000$           59.9%
Eye on Water Service Fee 8,202$           ‐$               ‐$             ‐$               (6,093)$         2,280$           ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             4,389$             0.0% 50,000$           8.8%
Conservation ‐$               ‐$               2,660$         ‐$               ‐$               ‐$               2,730$         ‐$              ‐$             ‐$             ‐$             ‐$             5,390$             0.0% 30,000$           18.0%
Legal Services 9,590$           2,681$           6,299$         3,450$           7,442$           7,307$           ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             36,769$           0.3% 80,000$           46.0%
Accounting and Audit 4,908$           3,880$           21,253$      4,286$           5,128$           5,707$           3,819$         ‐$              ‐$             ‐$             ‐$             ‐$             48,981$           0.4% 95,000$           51.6%
Data Processing 12,908$        4,639$           4,766$         6,083$           5,484$           4,525$           7,127$         ‐$              ‐$             ‐$             ‐$             ‐$             45,532$           0.4% 65,000$           70.0%
Director's Fees ‐$               ‐$               ‐$             ‐$               ‐$               ‐$               ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             ‐$                 0.0% 6,000$             0.0%
Office Supplies 1,756$           961$              1,381$         2,234$           1,369$           2,024$           1,611$         ‐$              ‐$             ‐$             ‐$             ‐$             11,336$           0.1% 20,000$           56.7%
Safety and Training 691$              540$              6,037$         518$              2,518$           3,621$           524$             ‐$              ‐$             ‐$             ‐$             ‐$             14,449$           0.1% 35,000$           41.3%
Insurance and Bonds 11,935$        11,935$         11,935$      11,935$         11,935$        11,935$         11,935$       ‐$              ‐$             ‐$             ‐$             ‐$             83,545$           0.7% 150,000$         55.7%
Security  Services 5,641$           2,043$           1,891$         1,907$           2,712$           228$              253$             ‐$              ‐$             ‐$             ‐$             ‐$             14,675$           0.1% 25,000$           58.7%
Billings System Services ‐$               ‐$               2,110$         ‐$               ‐$               ‐$               10,854$       ‐$              ‐$             ‐$             ‐$             ‐$             12,964$           0.1% 15,000$           86.4%
Customer Communication 2,901$           ‐$               2,894$         2,901$           3,258$           3,019$           2,931$         ‐$              ‐$             ‐$             ‐$             ‐$             17,904$           0.1% 36,000$           49.7%
Dues, P/R, Meetings 1,688$           416$              402$            294$              3,471$           4,181$           196$             ‐$              ‐$             ‐$             ‐$             ‐$             10,648$           0.1% 20,000$           53.2%
Agent Fees 1,500$           ‐$               ‐$             ‐$               ‐$               ‐$               ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             1,500$             0.0% 1,500$             100.0%
Misc. 10$                ‐$               408$            301$              311$              316$              ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             1,346$             0.0% 7,000$             19.2%
Debt Service ‐ Interest 40,285$        41,269$         41,269$      41,269$         43,901$        41,269$         41,269$       ‐$              ‐$             ‐$             ‐$             ‐$             290,531$         2.4% 480,148$         60.5%
Debt Service ‐ Principle 652,595$      ‐$               ‐$             ‐$               266,487$      ‐$               651,819$     ‐$              ‐$             ‐$             ‐$             ‐$             1,570,901$     12.8% 1,848,851$     85.0%
Cost Recovery Payments 4,000$           ‐$               2,400$         14,368$         ‐$               2,400$           800$             ‐$              ‐$             ‐$             ‐$             ‐$             23,968$           0.2% 100,000$         24.0%
Water New Capital + RR 322,099$      589,930$      129,050$    553,458$      269,557$      152,014$      182,607$     ‐$              ‐$             ‐$             ‐$             ‐$             2,198,715$     17.9% 7,808,000$     28.2%
Water Supply Projects ‐$               47,500$         92,845$      161,875$      44,069$        3,813,527$   165,394$     ‐$              ‐$             ‐$             ‐$             ‐$             4,325,210$     35.2% 5,085,550$     85.0%
Wastewater New Capital + RR ‐$               ‐$               ‐$             ‐$               249,358$      17,244$         78,926$       ‐$              ‐$             ‐$             ‐$             ‐$             345,528$         2.8% 690,000$         50.1%
General and Administrative Capital 35,359$        72,764$         282,453$    48,568$         24,773$        26,221$         30,389$       ‐$              ‐$             ‐$             ‐$             ‐$             520,527$         4.2% 484,500$         107.4%
Contributed Developer Improvements ‐$               ‐$               ‐$             ‐$               ‐$               ‐$               ‐$              ‐$              ‐$             ‐$             ‐$             ‐$             ‐$                 0.0% 1,500,000$     0.0%
Total Consolidated Expenses 1,379,129$   1,005,684$   961,027$    1,191,502$   1,345,654$   4,688,364$   ######### ‐$              ‐$             ‐$             ‐$             ‐$             12,303,096$   100% 23,609,929$   52.1%

Over/Under ($306,878) ($482,767) ($348,410) ($580,319) ($625,373) ($2,955,015) ($200,983) $0 $0 $0 $0 $0 ($5,499,745) ($9,420,883)

Consolidated Income Statement ‐ July 31, 2022



 2022 WATER / SEWER TAPS

PINERY VISTANCIA PRADERA TIMBERS CO GOLF Stonecreek Pinery W. 
Villa's Total Total Total Total Total Total Total Total Total Total Total Total Total Total Total Total

PROJECTED TOTAL 
TAPS - VACANT LOTS 

50 Old Pinery 
1 HP3  1 MP Max 64 Max 825 Max 771 Max 170 Max 335 Max 86 

DONE 2022 2021 2020 2019 2018 2017 2016 2015 2014 2013 2012 2011 2010 2009 2008 2007

JANUARY 1 4 1 6 6 16 6 4 2 2 2 0 1 0 3 1 1 4 14

FEBRUARY 0 0 0 0 0 0 0 15 18 1 1 3 7 5 4 3 1 0 5 0 5 14

MARCH 3 3 18 17 1 7 3 2 7 1 4 1 1 18 1 2 9

APRIL    1 1 28 4 6 3 3 3 6 4 2 2 1 2 1 5 20

MAY    0 0 0 0 0 0 0 20 22 4 2 1 2 9 1 2 3 1 0 4 5 21

JUNE 2 3 5 23 9 7 1 2 7 7 0 2 2 3 0 5 1 9

JULY      1 2 1 4 8 19 5 2 1 18 3 8 1 1 5 1 1 3 19

AUGUST   0 5 18 2 3 4 5 6 5 1 0 3 3 4 4 8

SEPTEMBER 0 9 34 4 5 1 4 10 2 2 3 2 1 4 10 7

OCTOBER    0 13 46 10 7 2 1 12 5 5 1 0 0 3 5 8

NOVEMBER 0 6 10 9 2 6 2 5 2 0 1 2 1 2 1 3

DECEMBER 0 10 75 27 14 8 3 9 5 3 1 2 2 5 3 15

TOTAL - 2022 1 0 5 4 8 1 0 19 161 288 82 51 36 56 81 37 26 16 23 34 31 48 147
63 120 80 63 63 40 55 55 25 15 15 15 20 45 85 90

Year 2021 - Taps 0 2 10 41 17 91 0 161
Year 2020 - Taps 0 1 9 56 14 208 288
Year 2019 - Taps 1 0 8 41 11 21 0 82
Year 2018 - Taps 3 1 10 15 12 10 51
Year 2017 - Taps 1 2 6 12 15 0 36
Year 2016 - Taps 5 1 6 13 11 19 56
Year 2015 - Taps 1 0 2 11 9 57 81
Year 2014 - Taps 3 0 12 5 7 10 37
Year 2013 - Taps 4 0 17 4 1 26
Year 2012 - Taps 0 0 10 5 1 16
Year 2011 - Taps 0 0 11 9 23
Year 2010 - Taps 0 2 29 2 34
Year 2009 - Taps 3 0 19 1 28
Year 2008 - Taps 1 2 34 5 48
Year 2007 - Taps 4 24 89 16 147

2022 Budgeted
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To:  Pinery Water and Wastewater District Board of Directors 
From:  Heather Beasley, District Manager  
Date:  August 12, 2022 
Re:  Manager’s Report   
 
 
Colorado Family and Medical Leave Insurance Program (FAMLI) 
Attached is an informational memo about the new Colorado Family and Medical Leave Insurance Program. The 
program approved by Colorado voters in 2020 requires employees and employers to pay premiums (4.5% of salary 
each) that could provide up to 12-weeks of paid family and/or medical leave. Local governments, including special 
districts have the option to participate. To opt-out of this program and the associated payroll deductions, the Board 
must vote to opt-out prior to January 1, 2023. Further discussion will be had during the detailed budget presentation 
next month. The attached article is for information and to provide background for the discussion next month.  
 
 
Colorado Special District Association Annual Conference 
Included is a guide to the various seminars and presentations planned for the SDA Annual Conference 
this year. Please let me know as soon as possible if you would like to attend. Lodging sells out quickly.  
 
 
Mid-Year Pay Increase 
Inflation in June 2022 was 9.1%, a 40-year high in the US. The Energy consumer price index rose by 
32.9%. Due to this record levels of inflation in 2022, I’d like to offer the District employees some relief by 
raising everyone’s hourly rate by $3.0 hour. Since everyone is experiencing the same cost increases it 
make sense to raise everyone equally instead of a percentage increase to their salaries. This will help 
our employees and keep us competitive in the hiring market. Others in our industry/community who have 
done a similar increase to salaries include: 
 

• Parker Water and Sanitation District - $3.0 per hour increase across the Board. This took effect 
in May 2022.  

• Town of Castle Rock (Castle Rock Water) – 3.0% pay raise in May 2022. 
• Douglas County - $2.50 per hour increase in June 2022, $200 per month gas stipend through 

end of the year. 
 
The impact of a $3.0 per hour increase for the remaining 19 weeks of 2022 would be approximately 
$55,000. Total budgeted in 2022 for employee salaries is $2,047,150. (Water, Wastewater, Non-
Operating and Capital). The Capital Salaries line item in the budget includes benefits and taxes. 
Approximately 70% of that line item is for salary. Expected year-end expenses are $1,959,150, leaving 
approximately $88,000 unspent. This year’s budget could accommodate a mid-year increase. I welcome 
further discussion around this idea at the Board meeting.  



Take Action to Plan or Opt-Out of the 
Colorado Family and Medical Leave 

Insurance (FAMLI) Program by Fall 2022

Special districts are moving for-
ward with plans to participate or 

opt-out of the Colorado Family and 
Medical Leave Insurance (FAMLI) 
Program. The FAMLI Program gener-
ally requires employers and employ-
ees to pay payroll premiums, starting 
January 1, 2023, to provide up to 12 
weeks of paid FAMLI leave begin-
ning January 1, 2024. However, local 
governments, including special dis-
tricts, may decline to participate (the 
“opt-out”). The information in this ar-
ticle is provided as a general mem-
ber service and may not be substi-
tuted for the opinion of your district’s 
legal counsel.

If your district has not yet started plan-
ning or taking action on the FAMLI Pro-
gram, consider putting this at the top of 
your district’s immediate to-do list. Your 
district will need to choose one of the 
following three options: participate in 
the FAMLI Program, opt-out entirely, or 
opt-out for the employer premium.

Below are FAQs that may assist 
your district in its planning for the 
FAMLI Program. In addition, the Di-
vision provided training at an SDA 
webinar on June 17, 2022—the re-
cording of which, along with the 
slide deck, is available on the SDA 
website. Further, the Division is pre-
senting at the SDA Annual Confer-
ence in September (this session is 
scheduled for Tuesday, September 
13; please see page 7 for the ses-
sion preview information).

If your district elects to opt-out 
of the FAMLI Program, your District 
Board must take action to notify the 
Division of Family and Medical Leave 
Insurance (the “Division”) before 
January 1, 2023 to avoid automatic 
enrollment and premium payment ob-
ligation. Even if your district plans on 
participating in the FAMLI Program, 
there are significant steps to imple-
ment this law, including budgeting for 
any employer contributions. Please 
note that if your district chooses to 

participate and pay the employer pre-
mium, there are no resources, offsets, 
or other backfill from the State for this 
unfunded mandate.

General FAQs about the FAMLI 
Program
Question: What is FAMLI?
Answer: The Colorado Family and 
Medical Leave Insurance (FAMLI) 
Program was approved at the 2020 
statewide election and generally 
requires payment of payroll 
premiums starting January 1, 2023, 
to provide up to twelve (12) weeks 
of paid FAMLI leave beginning 
January 1, 2024.

Question: What agency is 
administering this program?
Answer: The Division of Family 
and Medical Leave Insurance 
(the “Division”) in the Colorado 
Department of Labor and 
Employment is administering the 
FAMLI Program. The Division has 
an active website at https://famli.
colorado.gov with information and 
training resources.

Question: To which employers does 
this apply?
Answer: Unlike the federal Family 
and Medical Leave Act (FMLA), the 
new Colorado FAMLI requirement 
applies to employers of any size, 
public or private.
There are exceptions from 
participating for:

 » Employers providing leave 
through a private plan 
that meets or exceeds the 
requirements of FAMLI, or

 » Local government employers 
declining to participate. See 
below.

Question: How are premiums 
collected and benefits paid?

Your district 
will need to 

choose one of 
the following 

three options: 
participate in the 
FAMLI Program, 
opt-out entirely, 

or opt-out for 
the employer 

premium.
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Answer: In general, employers and 
employees will both pay premiums, 
which is similar to unemployment 
benefits (UI).

 » Employers with 10 or more 
employees will pay a premium of 
0.45% of wages.

 » Employers with fewer than 
10 employees will not pay an 
employer premium.

 » Employees will pay a premium of 
0.45% of wages.

Employers will collect and remit 
employee premiums, unless the 
employer has been granted a waiver 
or is a local government employer 
that has opted-out entirely.

Question: How do employees get 
paid?
Answer: Similar to UI, employees 
make a claim to the Division for 
FAMLI benefits and will be paid 
through the FAMLI Program during 
their leave (rather than being paid 
by the employer).

Question: How does leave under 
FAMLI differ from other types of paid 
leave?
Answer: The Division has information 
and training on this issue. The Division 
conducted a webinar on this topic on 
March 31, 2022, and the slides are 
available at https://bit.ly/3J0aQkQ
The FAQs on this issue are also 
available at https://bit.ly/3ciydcU 
The Division FAQ document 
responds to a lot of questions on 
how leave benefits under FAMLI may 
differ or interact with federal FMLA 
and other types of paid sick leave or 
paid time off. 
Materials from the March 31, 2022 
webinar indicate that additional 
information, including a matrix 
describing how leave programs may 
interact, will be published in 2023.

FAQs on Local Government 
Employer FAMLI Program Options 
and Implementation
The Division has a page on 
their website dedicated to Local 
Governments which provides an 

overview of timelines, FAQs, a Fact 
Sheet, and other information. These 
resources can be found under the 
Employers section of the Division’s 
website at https://famli.colorado.gov.
The Division conducted a “FAMLI 
and Local Governments” webinar on 
April 29, 2022. The recording of the 
webinar can be found at https://bit.
ly/3aQMj4W
The slides from this webinar are 
available at https://bit.ly/3RO77L6 
In addition, the Division guidance 
document, “Preparing for FAMLI—
Local Governments,” is available at 
https://bit.ly/3PJ6iBu
Earlier this year, the Division 
adopted the Local Government 
Opt-Out rule that provides direction 
to local government employers, 
including special districts, that 
choose to participate or decline to 
participate in the FAMLI Program. 

Question: What options does a local 
government employer have?
Answer:

1. Participate in FAMLI
2. Decline participation in FAMLI
3. Decline employer participation 

in FAMLI
See below for more information on 
each option. 
Option 1: How does a local 
government employer participate?
A local government employer which 
does not notify the Division by 
January 1, 2023 will be identified by 
the Division as participants. 
Premiums starting on January 1, 2023 
will be due on April 1, 2023, along 
with wage data reporting.
Option 2: How does a local 
government employer decline to 
participate entirely?

 » The Board of Directors of the 
special district must vote (official 
action, public meeting) to opt-
out; and

 » Before January 1, 2023, notify 
the Division of the vote by 
uploading into the Division’s 
online system a letter on special 
district letterhead, reporting:

If your district 
elects to opt-out 
of the FAMLI 
Program, your 
District Board 
must take action 
to notify the 
Division of Family 
and Medical Leave 
Insurance (the 
“Division”) before 
January 1, 2023

Continued on page 19
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◊ The date of the vote,
◊ The result, and
◊ That the special district is 

opting-out of the employer 
obligation, including collecting 
and remitting employee 
premiums.

The Division’s online system will 
not be available until fall of 2022. 
If your District chooses to opt-out 
earlier than the fall, please note 
the requirement to provide notice 
to employees within 30 days after 
the vote, as explained below.
Option 3: How does a local 
government employer decline to 
participate by paying the employer 
premium, but agreeing to collect and 
remit the employee premium?

 » The Board of Directors of the 
special district must vote (official 
action, public meeting) to opt-
out; and

 » Notify the Division of the vote 
by uploading into the Division’s 
online system a letter on special 
district letterhead, reporting:
◊ The date of the vote,
◊ The result, and
◊ That the special district is 

opting-out of the employer 
obligation, but will be collecting 
and remitting employee 
premiums for employees 
wishing to participate.

The Division’s online system will 
not be available until fall of 2022. 
If your District chooses to opt-out 
earlier than the fall, please note the 
requirement to provide notice to 
employees within 30 days after the 
vote, as explained below.
Question: What timeframes apply for 
local government employers?
Answer: The timeframes are as 
follows:

 » An official action to exercise opt-
out in the near term can occur at 
any time in 2022. 

 » A local government employer 
must provide notice of the 
Board’s decision to opt-out of the 
FAMLI program to its employees 
within 30 days after the official 
vote. This notice should be 
posted; however, if the local 
government employer does not 
maintain a physical workspace, 
or an employee teleworks, 
electronic mail or web-based 
notification may be substituted. 

Written notice must: (1) explain 
the differences between benefits 
offered by the FAMLI program 
and leave plans of the employer; 
(2) state which employees, if any, 
are eligible for federal FMLA; (3) 
provide information regarding the 
right of employees to voluntarily 
opt into the FAMLI program 
with contact information for the 
Division. See § 2.6 of the Local 
Government Opt-Out Rule.

 » The opt-out action of a local 
government employer may last 
for up to eight years. 

 » A local government that 
participates must stay in the 
FAMLI Program for at least 
three years.

 » An opt-out action in 2022 
does not require advanced 
notice to employees. But, after 
benefits begin in 2024, a local 
government employer must give 
180 days advance notice to 
employees before any change.

 » When a local government 
employer participating in the 
FAMLI Program (again, minimum 
three years) decides later to opt-
out, it must give the Division 90 
days advance notice.

Graphic courtesy of the Colorado Department of Labor and Employment



This Year’s SDA Annual 
Conference is One You 

Don’t Want to Miss!
We are so excited for the 2022 SDA 
Annual Conference, September 13-15 
at the Keystone Conference Center 
(don’t forget, it’s Tuesday, September 
13 through Thursday, September 15)!

We are thrilled to bring back our 
hybrid format, with both an in-person 
and livestreaming option. The entire 
Conference will be held in-person at the 
Keystone Conference Center, and just 
like last year, all of our keynote presen-
tations and breakout sessions will be 
livestreamed to a convenient online plat-
form that will provide access for those 
who would like to join us remotely.

What’s more, the sessions will all be 
recorded, and everyone who registers 
will have access to the virtual platform 
and recordings for a year, including 
everyone who attends in-person! We 
know this format provides huge ben-

efits for all of our attendees, and we are 
happy to offer it again this year.

All together we have over 45 ses-
sions planned, which will provide an 
opportunity for participants to hear 
from a variety of experts on pertinent 
issues for special districts. Our lineup 
of breakout sessions this year is stellar, 
and the sessions start early on Tues-
day morning. All three days of Con-
ference are jam-packed, with a wide 
variety of universally applicable topics 
for all district types as well as sessions 
that are more technical in nature.

On top of all of this, our entertaining 
and informative keynote speakers will 
offer their unique insight and perspec-
tive into big picture ideas that apply to 
all of us (see below for more details!).

We are also bringing back the outdoor 
event tent space that will be set up on 

the Conference Center patio. This addi-
tional space will be a perfect place to re-
lax during the breaks between sessions 
or even as a place to set up your laptop 
and headphones to tune into any ses-
sions that might fill up. Since we will 
be livestreaming the presentations to 
our virtual platform, if you find a meeting 
room that’s full, but you would still like to 
listen in, you will be able to access the 
livestream right on your laptop! 

During the registration process, 
you will be able to choose the in-
person option or the livestream only 
option. Both of these include access 
to the virtual platform and all the re-
cordings for one year.

As you are making your plans to 
join us, the following is a general out-
line of how each day of Conference is 
shaping up.

Tuesday, September 13

 » Plan to get there early! The 
Conference begins at 7:30 am 
with a welcome breakfast, the 
singing of the National Anthem, 
and the Presentation of the 
Colors.

 » Immediately following our 
opening activities, we are thrilled 
to be joined by our breakfast 
keynote speaker, Anton Gunn. 
Anton is a former Presidential 
advisor who has been featured 
in The Wall Street Journal and 
on Good Morning America, 
among many others. His 
thought-provoking presentation, 
“The Admired Leader: How to 
Increase Your Influence and 
Impact,” will be a great way to 
kick off the day.

 » The day will be filled with 
educational and timely sessions 
for both Board members and 
managers alike. Whether you 
are new to your position or have 
served in your role for years, 
there will be something for 
everyone.

 » Our Awards Luncheon will 
be on Tuesday so we have a 
chance to honor our winners 
on the first day! Join us as we 
celebrate these exceptional 
Board members, Managers, and 
districts.

 » Tuesday’s lunch will also feature 
Dr. Jannell MacAulay as our 
keynote speaker. Through her 
enlightening presentation, 
“Command Your Mindset,” 
Jannell will help you live a more 
present and connected life.

 » On Tuesday afternoon, take a 
few minutes to relax and visit 
with your fellow attendees 
on the beautiful patio at the 
Conference Center as our 
Opening Night Extravaganza 
begins!

 » This year we will have music on 
the patio with the ever-popular 
Randall McKinnon as well as a 
lively DJ and trivia games in the 
ballroom! And of course lots of 
amazing food!
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Wednesday, September 14

 » Jason Hewlett will kick off 
the day with his entertaining 
and insightful presentation 
“The Promise: Discover Your 
Signature Moves.” Jason 
will leave you in awe with his 
uncanny musical and comedy 
impressions while at the 
same time teaching important 
leadership lessons.

 » Pertinent and informative 
sessions will take place all 
morning, with a goodie break in 
between.

 » Our lunchtime keynote speaker, 
Laurie Guest, will have you 
laughing and learning while 

she shows you ways to improve 
communication, teamwork, and 
connectedness. “Are We Having 
Fun Yet? Communication and 
Teamwork is More than a 
Game of Chance” will leave you 
reenergized!  

 » Along with additional 
educational sessions, the 
Colorado Special Districts 
Property and Liability Pool 
Annual Membership Meeting 
will take place on Wednesday 
afternoon. This meeting will 
feature a keynote presentation 
from Chris Nunes, who will 
discuss the importance of 

innovation and creativity when 
facing change.

 » If you missed the first goodie 
break in the morning, you 
can catch another one in the 
afternoon!

 » Back by popular demand is 
our Boots and BBQ event on 
Wednesday evening! Wear your 
favorite pair of boots as you 
enjoy delicious BBQ with all the 
fixings right on the Conference 
Center patio. This year we will 
also feature music from The 
Beau Thomas Band!

Thursday, September 15

 » At Thursday’s keynote 
breakfast, JoAnn Groff, 
Colorado’s Property Tax 
Administrator, will walk through 
the in’s and out’s of everything 
you need to know about 
property taxes in Colorado 
given the changes over the 
last two years, including the 
temporary property tax changes 
resulting from Senate Bill 22-
238. This important issue is 
definitely one you will want to 
know more about.

 » There will be two tracks of 
sessions between breakfast and 
lunch. This gives us almost 10 
sessions on Thursday morning!

 » We are once again offering our 
Grab-and-Go Lunch that you can 
stay and enjoy before heading 
home or take with you in the car. 
This worked out well last year, 
and we are pleased to offer this 
flexible lunch option again.

 » Thursday will be a full day, and we 
will conclude at the perfect time 
to get you back on your way!

All of this and much, 
much more awaits you 
at the 2022 SDA Annual 
Conference, September 
13-15 at the Keystone 
Conference Center! 

For more information and 
to register today, please 
visit the SDA website at 
www.sdaco.org.

We look forward to seeing 
you in September!

Registration 
is open!

www.sdaco.org



The 2022 SDA Annual Conference will be here be-
fore we know it! Here is a preview of the break-
out sessions, which start first thing on Tuesday, 

September 13. You won’t want to miss this information-
packed, three-day event so make your plans now to join 
us at the Keystone Conference Center, September 13-15. 
Find out more and register online at www.sdaco.org. 
See you there!

Tuesday, September 13

Utility Rate Study Step 1: The Revenue Requirement

Jason Mumm and Melanie Hobart from FCS Group

This session will focus on the concepts, principles, and best prac-
tices of utility rate making with a focus on what is commonly re-
ferred to as the revenue requirement (financial plan): the first an-
alytical step of three which make up a comprehensive rate study. 
The presentation will focus on key study components that aid in 
the calculation of the complete system operations and capital in-
vestment strategy. Additionally, prudent financial metrics will pro-
vide the foundation for how the revenue requirement is devel-
oped. The presentation will also highlight industry best practices 
in the development of an independent revenue calculation, ad-
equately funding capital needs, and projecting O&M costs, etc.

Organizational Change: Leading the Transition

Chief David Wolf from Estes Valley Fire Protection District

Our communities are constantly undergoing change, and as spe-
cial districts we must continually evolve and adapt to provide our 
essential services to our citizens and guests. This course will dis-
cuss how districts can recognize the need for change; communi-
cate that need to their internal and external stakaeholders; and 
develop plans or strategies to navigate the change. We owe it to 
those we employ and serve to remain proactive in responding to 
changing conditions – and that responsibility lies with our Boards 
and district leaders.

Employment Gone Awry: How to Navigate Employee 
Complaints, Grievances, and Investigations

Kathryn Winn from Collins Cole Flynn Winn & Ulmer, PLLC and 
Ashley Hernandez-Schlagel from Nathan Dumm & Mayer PC

Do you know what to do when an employee submits a complaint? 
What is the difference between a complaint and a grievance? 
Come find out what form(s) a complaint can take, what steps to 
take once one is made, and how and when to conduct an investi-
gation…and then what to do with the findings. Our simple and con-
cise advice is designed to keep you out of trouble and give you a 
roadmap for navigating some of the trickiest employment matters.

Going to the Voters for Funding: Successful Ballot 
Measure Best Practices, Strategies, and Stories

David Flaherty from Magellan Strategies

Nearly all special districts in Colorado sooner or later need to 
place a ballot measure before voters to approve funding increas-
es for their operations, capital projects, or other needs. Asking 
voters to approve a ballot measure that raises their own taxes 
is never easy. However, there are ballot measure best practices 
and fundamentals that can help a special district ballot measure 
be in the position to achieve voter approval. This session will 
walk through those fundamentals and share insights from 15 
years of successful ballot measure projects.

10 Cybersecurity Practices to Keep 
Special Districts Safe

Mac Clemmens from Streamline

Special districts are increasingly becoming a target of cyberat-
tacks. With insurance rates skyrocketing and cyber coverage 
increasingly hard to qualify for, now is the time to be ready and 
safe. Join us as we walk you through 10 easy steps that will pro-
tect you from 99% of threats. We promise to speak plain English 
and leave you with an easy checklist to protect yourself and the 
community you serve.

The SDA Annual Conference is 
Right Around the Corner! 

Here’s a Preview of the 
Breakout Sessions!
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Finding the Right Rate Design for Your Utility

Jason Mumm and Melanie Hobart from FCS Group

Utility rates can be structured in many ways: there can be fixed 
charges, usage charges, block pricing, usage allowances, low-
income discounts, and different ways to group the customer 
classes. All of these features affect how the rate burden is distrib-
uted to your customers. The rate design chosen by your organi-
zation can be a function of history, policy choices, and what data 
is available in your billing system. Sometimes your organization 
might develop new priorities, such as affordability concerns or 
conservation goals. When you see some issues in your utility rate 
structure, how do you address them?

Health, Fitness, and Longevity for 
the Working Professional

Eric Hassel from Purgatory Metro District

The health and longevity of our districts is important, but what about 
our health and our longevity? Join us to learn how we as busy pro-
fessionals can use simple strategies to maintain and improve our 
health, fitness, and longevity for life. What does it really mean to us 
to be healthy? Is it enough to simply be well and free from disease? 
Are the choices we are making leading us towards disease? Health 
is a long game and it’s not about our health at this moment today, 
but about how today affects our health in the long run.     

Infrastructure Funding from Application 
Through Construction

Dannah Koeniger, PE from GMS, Inc., Consulting 
Engineers and Lisa Mayers from Spencer Fane LLP 

Funding water and wastewater infrastructure projects can be 
daunting for a small special district. This session will go through 
the process of obtaining grant and loan funding, from the appli-
cations through construction. It will include discussion on avail-
able funding, including the Bipartisan Infrastructure Law; the 
process for grants and loans; execution of the grant/loans; impli-
cations of TABOR, including enterprises; legal and bond counsel 
consultation usually required; and construction requirements set 
by funding source.

How to Navigate Senate Bill  
21-1286: Energy Benchmarking

Oscar Rangel and Tyler Bagdasarian from Veregy

Senate Bill 21-1286 (Energy Benchmarking) passed last year, and 
it will start being enforced in 2022 for buildings greater than 50k 
square feet. This applies to ALL facilities for commercial, state, 
and local government, including special districts. This informative 
session will discuss options and alternatives as to what you need 
to do to prepare your district.

Preparing for FAMLI

Cher Haavind from the Colorado Department of Labor 
and Employment; and Tracy Marshall and Evan Grimes 
from the Family and Medical Leave Insurance Division

With the passage of Prop 118 in November 2020, Colorado voters 
approved the paid Family and Medical Leave Insurance (FAMLI) 
initiative. The FAMLI Division will provide a high-level overview 
of the program, the participation options for local governments, 
and address what action employers need to take over the next 
several months before premium collections begin on January 1, 
2023 and benefits become accessible in January 2024. Get the 
answers about contractors and districts with no employees and 
find out your district’s responsibility, how to opt out before the 
end of this year, and what your obligations are as an employer. 

Interactive Forecast Model to Aid in Decision Making

Stephanie Stanley and David Simonson 
from Highlands Ranch Metro District

Join us to learn about an Excel based interactive forecast tool de-
veloped by staff that provides graphics to help elected officials 
evaluate multiple scenarios with various revenue assumptions and 
options to add/delete programs and services to determine impact 
over several years. Find out how this valuable tool has worked in our 
district and how it might be helpful in your district as well.

Metropolitan Districts: Development 
that Pays Its Own Way

Tim McCarthy from Schedio Group LLC

“Development that pays its own way” is a phrase often attributed 
to metropolitan districts. But who is paying for what? Attorneys, 
accountants, managers, and engineers who specialize in serving 
Title 32 metropolitan districts work diligently and collaboratively 
every day to ensure that revenues generated by the issuance 
of tax-exempt bonds by metropolitan districts are spent only on 
those constructed improvements that benefit the public. This 
seminar will focus on methodologies employed to identify soft, 
indirect, and hard costs associated with the design and construc-
tion of public improvements.

A Crash Course in the Public Nature of 
Running a District: Why and How District 

Governance Differs from the Private Sector

Katie James from Folkestad Fazekas Barrick & Patoile, PC

This educational session will provide an overview of the public 
nature of special districts as contrasted to privately run compa-
nies or organizations. Most Board members have experience in 
the private sector, and they are often confused about the inability 
to just “run the district” or “make decisions” without public involve-
ment. Discussion will include an explanation of several key pub-
lic components and how they differ from the private sector (in no 
particular order): 1) public notice of meetings and parameters of 
attendance and involvement at same; 2) transparency notice and 
ability to contact elected officials; 3) budgeting process and filings; 
4) construction contracts and bidding requirements/process; 5) 
CORA and public records; 6) public funding sources and TABOR.
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A New Best Practice for Collection 
System Management

Jonathan Borden from RH Borden and Company

In 2021, the Colorado Special Districts Property and Liability Pool 
approved a new best practice for sanitation districts. This presen-
tation will describe this new practice which makes it possible to 
maintain sewer pipes and manholes according to their individual 
condition. The presentation will also review new technologies in-
cluding Transmissive Acoustic Assessments, 3D Manhole Scanning, 
and real-time ultrasonic level monitoring. It will also review new data 
visualizations in ArcGIS that enable wastewater managers to see 
the pipe flow condition and even view digital twins of manholes in 
virtual space leading to more convenient, timely, and efficient as-
set management decisions. Class participants will come away from 
this presentation with an understanding of the new condition-based 
maintenance option available to sanitation districts.

Colorado Fire Commission:  
Stakeholder Engagement = Success

Pam Feely, Kevin Whelan, and Lisa Pine 
from the Colorado Fire Commission

The Colorado Fire Commission, established in 2019, is focused 
on developing stakeholder driven solutions to Colorado's fire 
problem and its consequences. Over its first three years, the 
Commission has addressed mutual aid, dispatch, fire funding, 
data, community risk reduction, and firefighter training and cer-
tifications. Many of these efforts have resulted in new legislation 
that provides funding and resources to support the Colorado 
Fire Service's efforts to protect Colorado's communities. One big 
effort underway is working on developing codes for the Wild-
land Urban Interface (WUI). There was an effort during the 2022 
Legislative Session to establish a Wildfire Resiliency Code Board 
based on a recommendation from the Commission, and we antic-
ipate the work on this Board will continue in the 2023 Legislative 
Session. In this session you will learn about the work of the Com-
mission, its successes, its future efforts, and how to get involved. 

Real-World Lessons: What Should Special Districts 
Know About Remote Implementations?

Pete Thibideau, PMP from Tyler Technologies, Inc.

The COVID-19 pandemic has sped up the transition to remote 
software implementations, and special districts, many of whom are 
launching projects using ARPA funds, are navigating new imple-
mentation approaches, realizing benefits, and adapting to chal-
lenges. In this discussion, we will look at recent trends and share 
real-world remote implementation lessons, including tips and best 
practices for implementation methodology, up-front planning, re-
source management, user engagement, and optimization of re-
mote benefits. We will look at the commonalities of successful im-
plementations and pitfalls to avoid. Attendees will hear about the 
benefits of remote implementation for special districts and learn 
about tools and tips for user knowledge retention; planning and 
prep work that breeds success; client resource impact and sched-
uling considerations; and environmental impact and cost savings.

A New Approach to Municipal Debt Financings 
Using Blockchain (and It's Not Crypto-Currency)

David Ulbricht, Attorney from the Special Districts 
Association of Oregon; and Manish Dutta and 

Tammie Arnold from Alpha Ledger

Utilizing private permissioned blockchain infrastructure, in a 
regulated environment, can reduce costs and improve issuer ac-
cess to capital in the municipal market. Whether it’s a direct loan, 
private placement, or publicly offered debt obligations, the pan-
elists will discuss how blockchain technology can be integrated 
into municipal finance; the value proposition for issuers and in-
vestors; the long-term benefits to the public finance system; and 
the practical uses that are being applied today. They will also 
differentiate the use of blockchain technology for public finance 
from the crypto market.

Construction Projects: From RFP to Completion

John Chmil from Lyons Gaddis

Whether it is an entirely new facility or the renovation of an exist-
ing facility, construction projects are always a significant under-
taking both financially and operationally for special districts. This 
presentation will aim to cover the legal basics of the process as 
well as the practical considerations as a district moves through 
each phase of a project. Having a clear understanding of these 
expectations at the start will assist districts in organizing their 
next construction project and keep the project moving forward 
when the unexpected inevitably occurs.

If You’re Not First, It Doesn’t Mean You’re Last

Eric Bailey from South Fort Collins Sanitation 
District; Stan Javernick from Hensel Phelps; and 

David Oerke from Jacobs Engineering

As a special district we are continuously working to stay ahead 
of growth and increased regulation while being mindful of the fi-
nancial impact to our customers. This presentation will show one 
example of a gamble on a new technology that failed and how 
our district was willing to continue to look for “new” processes 
that eventually paid off. These process changes were to address 
the need for growth while trying to maintain efficient use of our 
constituents’ dollars.

Policy Engagement and Your District

Michael Valdez from SDA and Larry 
Hudson from The Fulcrum Group 

Join us for an insightful discussion on the importance of engaging 
with legislators (both on the state and federal level) as well as your 
local county commissioners and city council members. This lively 
discussion will also include suggestions on how to effectively com-
municate with the Governor’s staff, including cabinet members 
and their associated state agencies. We’ll offer helpful tips on how 
best to interact and work with these different types of officials not 
only on policy issues that may affect your district, but also on a 
more routine basis for the continued success of your district.    
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Wednesday, September 14 

The Five W’s of Mandatory (and 
Voluntary) Child Abuse Reporting

Emily Powell from Ireland Stapleton Pryor & Pascoe, PC  

Many special districts, including fire protection districts, ambu-
lance districts, park & recreation districts, and others, have em-
ployees and volunteers who are legally mandated reporters of 
suspected child abuse. Other employees and volunteers may also 
make voluntary reports of suspected child abuse, even if they are 
not mandatory reporters. This seminar will help special districts 
understand their reporting obligations through an examination 
of who is a mandatory reporter, what is required to be reported, 
when to make a report, where suspected child abuse is reported, 
and, most importantly, why to call in a report, including addressing 
frequent concerns of accuracy, anonymity, and liability.

Making a Difference for Employees: How 
Government Employers are Looking for a 

Great Response to “the Great Resignation”

Representatives from Empower

Through our exclusive interviews, we learned many government 
agencies are paving the way by: 1) adjusting to COVID and what 
is next; 2) focusing on financial wellness; 3) prioritizing employee 
satisfaction; and 4) identifying key roadblocks.

Building Resilience in Your Water 
and Wastewater Utilities

Kyra Gregory from Colorado’s Water/Wastewater 
Agency Response Network (COWARN)

We have all learned about the importance of resilience during 
the pandemic. This presentation will give decision makers spe-
cial tools to help plan for the future of their water/wastewater 
utility through asset management, strategic planning, workforce 
planning, emergency response management, and operations 
and maintenance programming.

Establishing a Citizens Academy 
for Citizen Engagement

Sherry Eppers and Courtney Kuhlen from 
Highlands Ranch Metro District   

Learn how Highlands Ranch Metro District staff planned, devel-
oped, and launched a Citizens Academy program to involve and 
engage citizens in the community. With careful planning, collabo-
ration with fellow local organizations, and effective promotions, 
we have found success involving citizens in our program in a 
short time. After graduating from the Highlands Ranch Citizens 
Academy, many citizens in our community have stepped into 
leadership roles, run for elected office, and have served as vol-
unteers for our organization and other agencies.  

Optimizing Leadership Function (formerly 
titled - Overcoming Leadership Dysfunction)

Jeff Arnold from Leading Associations

Being a great Board is hard. So, no one wants to have to deal 
with distracting personality issues and factional players. Yet, 
complex organizations dealing with complex issues are bound 
to have complex relationship challenges. We will learn to identify 
the four areas of dysfunction and gain tools for addressing each 
area. Attendees will gain keys to creating a high functioning en-
tity and be able to focus on the most important parts of their po-
sition. You will learn specific tools and strategies for overcoming 
cultural issues, conflicts, and difficult personalities.             

Access to Affordable Financing for Rural 
Communities, including Special Districts, 

through USDA Rural Development

Armando Valdez, Tineel Baroz, and Joe 
Montgomery from USDA Rural Development

Affordable financing is available to help your district! Find out 
how USDA Rural Development can help with loan and grant 
funding to develop or improve essential public services and 
community facilities and water and wastewater systems in rural 
Colorado. USDA has over 60+ programs available to assist rural 
communities and special districts with financing. 

NSDC Federal Updates for 
Colorado’s Special Districts

Cole Karr from the National Special Districts Coalition

The National Special Districts Coalition (NSDC) will provide the 
latest from Washington, as Congress dives deeper into the elec-
tion cycle and toward the end of the term. Find out more on what 
is moving and shaking from the special districts’ perspective and 
hear the latest on priority efforts to federally define special dis-
tricts, investigate gaps in fire suppression infrastructure, and how 
NSDC’s grant services can help your district identify funding op-
portunities for projects and programs.

There is Nothing Normal About 
Leadership in Our New Normal

Chief Kris Kazian from Windsor Severance Fire Rescue

We have all experienced one of the greatest leadership chal-
lenges of the last 100 years. How do we take what we learned 
and start to build a solid leadership foundation going forward 
and beyond? Our new normal is anything but “normal” and unlike 
anything we have ever seen before. It is time to look forward and 
start to lead out of this place we have found ourselves in.
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The Updated Colorado Water Plan and Recent 
Legislative and Regulatory Initiatives: How 
Do These Affect District Water Suppliers?

Evan Ela from Cockrel Ela Glesne Greher 
& Ruhland, PC (CEGR Law)

A 2023 update of the Colorado Water Plan was recently pub-
lished in draft form for public comment, due by the end of Sep-
tember 2022. This session will discuss the Water Plan generally, 
the update, data trends observed since 2014, and potential ben-
efits or detriments to district water suppliers. This session will 
also discuss the recent legislative activity regarding a lawn re-
placement program, water rights speculation, water from ponds 
for wildland fire suppression, and fees on customers to fund wa-
ter storage projects. We will also describe recent State regula-
tory efforts against community ponds and how to effectively deal 
with such regulatory actions.                     

Securing Your Greatness in the Eyes of the Public  

Mac Clemmens and Maria Lara from Streamline

Special districts are often unsung heroes in their communities, 
yet they provide critical infrastructure the public may not know 
exists. In this talk, learn how to tell your story and make sure your 
district’s services can be more easily found online.

Don’t Let Your Grievance Procedure Let You Down

Adele Reester and Cathy Tallerico from Lyons Gaddis

Whether the grievance process is in an administrative policy or 
collective bargaining agreement, learn about the top ten mistakes 
found in the grievance process and what provisions to add or clar-
ify in your grievance process to avoid these costly mistakes.

Managing Metro Districts in a 
Politically Polarized World

Matt Hopper from Aerotropolis Area Coordinating 
Metro District; and Matt Urkoski and Anna 

Jones from CliftonLarsonAllen

As the local political context around metro districts continues to 
heat up, residents in metro districts are challenging special dis-
trict taxes with increased frequency. Common issues that arise 
in public meetings and CORA requests include charges of fiscal 
mismanagement and lack of transparency and accountability of 
special district Board members. This session will address some 
common themes, how to balance truth with fiction, and navigate 
a changing and complex statutory world while maintaining our 
collective sanity.

Leading with Ethical Behavior

Dennis Gatlin from Boxelder Sanitation District

Leadership and ethical decision making are dynamically inter-
twined. The values we bring to the table as leaders and how 
we express them in decision making define our personal ethics 
and that of our organizations. Leaders understand that making 
ethical decisions is challenging and complex. How they navigate 
these perilous waters is safer if they understand the relationship 
between leadership, ethics, and values. This interactive session 
introduces important ethics concepts to help participants make 
sound ethical decisions. The session is practically framed and 
“hands-on” so attendees can deal with everyday ethics prob-
lems. This session will help leaders recognize important values 
that shape their responses to ethical dilemmas, gain personal 
insights into ethics response mechanisms, and build skills for ef-
fective ethics responses.

Staff Sourcing Your GIS: How a Rural Water 
District Utilizes the Entire Staff to Build 

a GIS that is Useful for Everyone

Joe Robinson from Little Thompson Water District

Little Thompson Water District is a large water district with a lim-
ited staff. We have learned ways to utilize all employees to build 
our Enterprise GIS system into a tool that is useful for everyone. 
Join us as we discuss workflows, staff training, and equipment 
needed to boost your GIS system in the office and the field.

The Special District Emergency Communications 
Playbook: How to Cover Your Digital Bases

Mac Clemmens from Streamline

Wildfires, earthquakes, flooding, and sudden closures can leave 
district leaders wondering how to best get the word out. In this 
talk, Streamline will cover the 8 most important communication 
channels to cover in an emergency: your website, social media, 
email, text, push notifications to local cell phones (reverse 911), 
Nextdoor, local media, and public information registries.
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A Collaborative Renewable Water Supply 
Project for Municipal Water Suppliers While 
Also Increasing and Preserving Agricultural 

Uses Along the South Platte River

Ron Redd, PE and Rebecca Tejada, PE from 
Parker Water and Sanitation District; and Chris 

Fehn, PE from Lytle Water Solutions, LLC

The overarching objective of this project is to provide new re-
newable water supplies for Parker Water and Sanitation District 
(PWSD) and other municipalities and special districts, as well as 
additional supplemental irrigation water supplies for farming in 
the lower South Platte River Basin, thereby sustaining rural econ-
omies. This collaborative project, which should be a blueprint 
for future special district water development projects, develops 
new, currently unused water supplies on the South Platte River 
that would otherwise be in excess of Compact commitments by 
Colorado, all without doing any “buy and dry” of existing agri-
cultural lands. This presentation will describe the project com-
ponents; consensus building between municipal and agricultural 
entities; engineering to evaluate the optimum project design for 
both entities; and the infrastructure to store and convey the wa-
ter for use by both PWSD and the Lower South Platte Water Con-
servancy District.

Think Big! Innovations and Funding 
Opportunities for Special Districts

Allison Ulmer from Collins Cole Flynn Winn & Ulmer, PLLC; 
Cole Karr from the National Special Districts Coalition; 
Chris Matkins from Ally Utility Consulting; and James 

McLaughlin from Ute Pass Regional Health Service District 

With the right mix of creativity, leadership, and funding, spe-
cial districts can go above and beyond for their communities in 
countless ways. We will explore innovative programs that special 
districts have developed and federal funding opportunities that 
exist to support innovative and collaborative endeavors. We will 
learn how Ute Pass Regional Health Service District is filling an 
unmet need for mental health services through its Community 
Integrated Health program, and we will learn about the robust 
programs put in place by various special districts to protect their 
employees and their infrastructure from cyberattack (listen up, 
water and sanitation districts!). This panel will push districts to 
think beyond the basics to identify and fulfill the unique needs of 
your community.

Leading By Example: Creating Effective Board/
Management Relationships Before It is Too Late

Chief TJ Steck from Elizabeth Fire Protection District

Every district has experience when it comes to Board members 
and management clashing. This presentation will use real experi-
ences to develop tools that help avoid the awkward manager/
Board tensions that can sneak up right under your nose. Togeth-
er, we will identify ways to build confidence and trust from our 
customers and employees while creating a unified leadership.        

Funding Water and Wastewater 
InfrastructureImprovements with the State Revolving 

Fund (2021 Bipartisan Infrastructure Law Edition)

Kelly Shen from the Colorado Department of Local Affairs; 
Austin Reichel from the Colorado Water Resources and 

Power Development Authority; and Sean Oliver from the 
Colorado Department of Public Health and Environment

The 2021 Bipartisan Infrastructure Law allocates significant re-
sources into the State Revolving Funds for the next five years for 
improvements to water and wastewater infrastructure, lead, and 
emerging contaminants remediation. This session will cover the 
additional funding, grant opportunities, and the nuts and bolts of 
the SRF process for communities exploring their funding options 
for upcoming projects.

Thursday, September 15

Making Moves in the Right Direction: 
GIS and How It Can Benefit You

Luke Lovato, EI and Wade Wheatlake, 
PE from Merrick & Company

In an ever-changing world, computer technology continues to 
dramatically change the way utilities and special districts oper-
ate. From converting old paper maps and records to electronic 
formats to displaying critical information about a utility’s assets, 
implementing a GIS (Geographic Information System) can be a 
game changer in the way a utility maintains its assets. There are 
many variables to consider when establishing a successful GIS 
such as quality of data, data management, and funding. This pre-
sentation will dive into the trials, tribulations, and lessons learned 
in the development of a successful, accurate GIS for a local wa-
ter and sanitation district. We will discuss how the district imple-
mented the program and how it has been beneficial.

TABOR Survival Skills: What You Need to Know

Geoff Wilson from Wilson Williams LLP; and 
Dianne Criswell from the Colorado Special 

Districts Property and Liability Pool and SDA

Coloradoans, especially local government folks, have a good 
grasp of the Taxpayer’s Bill of Rights (TABOR). However, have 
you taken a close look at the text recently? This session will re-
fresh you on the basics – and then take you on a trip into the wil-
derness to explore how to navigate TABOR’s provisions as your 
district looks to address new challenges and trends. Join us for 
a practical and lively discussion of the provisions of TABOR to 
keep in mind to avoid pitfalls as your district plans for its future in 
this dynamic environment.          
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How to Prepare for and Run Effective Board Meetings

Bob Cole and Bart Miller from Collins Cole 
Flynn Winn & Ulmer, PLLC; and Chief Mike 
Dell'Orfano from South Metro Fire Rescue

This program will provide practical tips on how to create Board 
meeting agendas to facilitate the conduct of Board business, 
productive Board discussion, and resolution of district issues. 
Presenters will cover the procedures that Boards are legally 
required to follow including the Colorado Open Meetings Law, 
requirements necessary for holding executive sessions, and ef-
fective use of study/work sessions to develop issues and inform 
Board members of information they will need prior to taking ac-
tion. In addition, presenters will offer suggestions on how to inte-
grate public participation into Board meetings in ways that allow 
for meaningful public input and avoid the disorder that can ham-
per productive Board functioning. Attendees will get the benefit 
of practical information from experienced legal counsel for spe-
cial district Boards and from district staff experienced in organiz-
ing Board meetings for maximum success.

Mind Your P’s, Q’s, and KPI’s: Key 
Performance Indicators

Chris Nunes, Colorado Special Districts Property 
and Liability Pool keynote speaker

The overall challenge with Key Performance Indicators (KPI’s) 
used in special districts is that they were created by the account-
ing and finance departments. Secondly, many of the KPI’s used 
do not measure outcomes but just tabulate use levels. This ses-
sion will review the concept of KPI’s, how to create meaningful 
KPI’s, and how to use data that is already collected and can be 
easily obtained.   

Deciphering Inflation and Understanding 
Supply Chain Disruption: What Can Local 
Governments Do to Protect the Budget?

Glenn Scott from Morgan Stanley

Inflation and shortages are impacting both operating budgets 
and projects. Join CSAFE’s portfolio manager, Glenn Scott, for a 
discussion of supply chain disruption, the nature of inflation, and 
prospects for the budget. Glenn is a financial advisor and Senior 
Portfolio Management Director at Morgan Stanley.

Workers’ Compensation and the Questions 
You Didn’t Know You Should Ask

Jenniffer Alvarado and Paula Lowder from the Colorado 
Special Districts Property and Liability Pool

What are the critical questions you need to be aware of? In this 
interactive session, our Workers’ Compensation experts will talk 
through the important issues you need to know about in an ever- 
changing Workers’ Compensation environment. Please come 
prepared with your own questions that we’ll be happy to address. 

Preparing for the May 2023 Elections…The 
Do’s and Do Not’s for a Successful Election

Micki L. Mills, Sarah Luetjen, and Linda M. Glesne from 
Cockrel Ela Glesne Greher & Ruhland, PC (CEGR Law)

Here we go again…already! How many of you had a wild and 
crazy May 2022 election? It is as important to know what NOT to 
do as much as it is to know what TO do so you do not screw up 
your election. It will be fun to talk about the May 2022 election 
nightmare still fresh in our minds. 

Crisis Communications: Lessons 
Learned from the Marshall Fire

Sara Farris from North Metro Fire Rescue District; Jennifer 
Churchill from the Boulder County Commissioners Office; 

Carrie Haverfield from the Boulder County Sheriff's Office; and 
Michelle Kelly from Mountain View Fire Protection District 

As the Marshall Fire wreaked havoc across Boulder County, a 
short-staffed group of PIOs assembled to quickly disseminate 
messaging to the community. The hours and days that followed 
would set the tone for a long recovery for residents, businesses, 
and county staff. Those who led communications during the Mar-
shall Fire will share their experiences and lessons learned from 
the first week of the incident response, including perspectives 
from the field, incident management team, and Emergency Op-
erations Center. They’ll share tips for overcoming common chal-
lenges during large-scale incidents; organizing and utilizing your 
team (in person and remotely) for better efficiency; and planning 
ahead to be better prepared for the next crisis.

Deep Dive on Property Tax Issues

JoAnn Groff, Colorado’s Property Tax Administrator

Picking up from the keynote presentation on Thursday morning, 
this continued conversation will take a deeper dive into every-
thing you need to understand about the changes in property 
taxes and the state backfill.
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                      Water System Report, July 2022 
 
 
 
Water Delivery 
                                                                                    2020 2021 2022 
System Usage 

Total gallons pumped1 196.734 181.257 206.863   

Minimum Day1 4.473 3.960 4.184 

Peak Day1 8.027 (84%) 2 7.102 (74%) 2 8.105 (84%) 2  

Average per Day1 6.346 5.970 6.673 

Year to Date1 694.871 548.172 732.195 

Bingham Lake Gallons Pumped1 18.774 6.542 18.874 

Bingham Lake Elevation (ft.) 6,123.35 6,123.30 6,123.80 

Pradera Lake Gallons Pumped1 11.848 10.645 12.440 

Colorado Golf Lake Gallons Pumped1 11.541 10.130 12.568 

 

 

 

Customer Usage 

Pinery/Bingham Golf Course Usage1 13.615 16.505 14.160 

Pradera Golf Course Usage1 12.672 17.033                                13.767   

Colorado Golf Course Usage1 8.782 10.674                                10.037    

Commercial Usage1  24.637 17.970 23.506 

Residential & Unaccounted Water3  129.934 135.970 139.190 

Single/Multi Family Connections   4,597 4,863 4,958 

Avg. - gallons/day/ Connection   894 885 889 

 

 

 

Weather 

Precipitation (inches) 2.02 2.17 2.63 

Average Temperature (high) F 90o 89o 92o 

Average Temperature (low) F 58o 59o 59o 

1(in million gallons) 
2 (percent of maximum adjusted pumping capacity) 
3(system leakage, fire dept. usage, flushing and water used for new development) 
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Water Usage Report

2022

Total Gallons Year to Avg Peak Peak Commercial Golf Irrig. Lakes Golf Courses               Residential  Gallons Used (est.) Weather

Pumped Date per Day Day Day Gallons Gallons Gallons Residential Residential Residential Precipitation High Low

Month Accumulation (less lakefill) Used Pumped Used Dwelling includes unaccounted excludes unaccounted gal/day/home Average Average

(1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) Units (1000 Gal.) (1000 Gal.) (gallons) (inches) (fahrenheit) (fahrenheit)

January 42,338 42,338 1,366 1,618 799 1,775 11,030 233 4,941 29,533 27,053 177 0.01 48 18

February 35,236 77,574 1,258 1,677 1,390 766 7,818 0 4,942 26,652 24,172 175 0.14 44 14

March 37,576 115,150 1,212 1,476 832 1,954 9,114 345 4,945 26,508 24,028 157 1.13 53 24

April 65,428 180,578 2,181 4,253 3,391 4,114 14,101 27,765 4,948 47,213 44,733 301 0.00 63 33

May 151,277 331,855 4,880 7,436 5,314 12,758 33,445 28,685 4,949 105,074 102,594 669 1.67 71 41

June 193,477 525,333 6,449 7,791 5,795 19,745 40,439 45,955 4,952 133,293 130,813 881 0.13 84 53

July 206,863 732,195 6,673 8,105 6,311 23,506 43,882 37,964 4,958 139,475 136,995 891 2.63 92 59

August

September

October

November

December

Total 732,195 64,618 159,829 140,947 24 507,748 490,388 5.71 92 14

Average 104,599 3,431 4,622 3,405 9,231 22,833 20,135 72,535 70,055 464 0.82 65 35

Minimum 35,236 1,212 1,476 799 766 7,818 0 26,508 24,028 157 0.00 44 14

Maximum 206,863 6,673 8,105 6,311 23,506 43,882 45,955 139,475 136,995 891 2.63 92 59

Denver SE Suburban Water and Sanitation District



Water Usage Report

2021

Total Gallons Year to Avg Peak Peak Commercial Golf Irrig. Lakes Golf Courses               Residential  Gallons Used (est.) Weather

Pumped Date per Day Day Day Gallons Gallons Gallons Residential Residential Residential Precipitation High Low

Month Accumulation (less lakefill) Used Pumped Used Dwelling includes unaccounted excludes unaccounted gal/day/home Average Average

(1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) (1000 Gal.) Units (1000 Gal.) (1000 Gal.) (gallons) (inches) (fahrenheit) (fahrenheit)

January 34,554 34,554 1,115 1,442 1,245 857 5,850 0 4,745 27,847 25,367 172 0.16 46 21

February 30,777 65,331 1,099 1,504 1,314 678 5,296 0 4,769 24,803 22,323 167 0.49 42 15

March 32,712 98,043 1,055 1,411 1,266 730 5,685 0 4,791 26,297 23,817 160 1.54 51 26

April 38,936 136,979 1,298 1,759 1,759 1,867 3,793 5,559 4,816 33,276 30,796 213 2.30 59 31

May 64,258 201,237 2,073 3,944 3,298 4,781 5,325 8,850 4,828 54,152 51,672 345 3.56 68 41

June 165,678 366,915 5,523 7,508 5,907 17,163 30,826 37,127 4,846 117,689 115,209 792 2.29 85 54

July 181,257 548,172 5,847 7,102 5,796 17,970 27,317 44,212 4,863 135,970 133,490 885 2.17 89 59

August 184,396 732,568 5,948 7,371 5,391 14,909 33,195 36,067 4,882 136,292 133,812 884 2.40 88 56

September 171,210 903,778 5,707 6,787 5,412 20,801 29,360 27,019 4,899 121,049 118,569 807 0.17 83 58

October 92,524 996,302 2,985 4,891 4,164 7,976 21,039 32,891 4,906 63,509 61,029 401 0.01 68 37

November 52,135 1,048,437 1,738 2,672 1,857 1,940 18,154 9,495 4,923 32,041 29,561 200 0.00 61 30

December 43,688 1,092,125 1,409 1,856 1,179 754 7,924 819 4,934 35,010 32,530 213 0.01 54 24

Total 1,092,125 90,426 193,764 202,039 222 807,935 778,175 15.10 89 15

Average 91,010 2,983 4,021 3,216 7,536 16,147 16,837 67,328 64,848 437 1.26 66 38

Minimum 30,777 1,055 1,411 1,179 678 3,793 0 24,803 22,323 160 0.00 42 15

Maximum 184,396 5,948 7,508 5,907 20,801 33,195 44,212 136,292 133,812 885 3.56 89 59

Denver SE Suburban Water and Sanitation District



Water Misc. Information 
 
Connections 
 
New connections for July 2022.     6 
 
Total connections through July 31st, 2022.  4,958 
Total connections through June 31st, 2021.    4,863 
Increase in connections from 7/31/21 to 7/31/22.             95 
 
 
Total Utility Locates:     270 
 
 
Work Orders:     71 
 
 
Finals:     47 
 
 
Projects in July 
 
Training employees on - Lock Out / Tag Out. 
Staff continues to provide database records and input for our new CMMS database (Sedaru) that tracks and analyzes District’s Infrastructure. 
Working with HRS Water Consultants on the District’s Augmentation Plans. 
Working with Hydro Resources on our Well Inspection and Rehabilitation Program. 
Working with Farnsworth on updating our GIS. 
Working with Hazen & Sawyer on the Well B Project. 
Met with Hazen & Sawyer to look at S.H. bulk tank at Pump Station 1. 
Cyber Security / SCADA – Installing Airwall and the Virtualization of our SCADA server. 
Continued our State Required GWUDI sampling on Shallow Well 4. 
Updated our Monitoring Plan with the State. 
Staff working on Reservoir hatch switches and alarms. 
Installed a level probe in Reservoir 1 and connected the mixer sensor into SCADA. 
Working with CORE Electric on designing a secondary electric feed into Pump Station 1. 
The Distribution crew continues to make substantial progress working through (performing maintenance) our PRVs. 
Repaired the fences at Reservoir 4, Well P and Well O. 
Continued to work on SCADA radio’s, screens, and Genesis 64 tags and operational graphs. 
Digitizing our electrical and control drawings into the computer. 
Asset Management – Valve exercising, and assessment continues. Working on Capital Projects. 
 
 
Safety for July 
 
Staff Meeting:  Lock Out / Tag Out. 
Near Misses: 0 
First Aid Cases: 0 
Medical Cases: 0 
Lost Time Accidents: 0 
Days since last lost time Accident: 2185 
Lost time hours for the year: *0*  

 
 

Customer Responses 
 

Please find the - UMS Service Order Report (below) for the month of July. 



Service Order History - Condensed

Pinery Water & Wastewater District

From: 7/1/2022 Through: 7/31/2022

Sort Order:Process Date

Limited to    : 

Location No. Customer No. Customer Name Location Address RouteOrder No. Category Issued Processed Completed TotalTaxCharge

7/13/20226/9/20227/8/2022FINAL BILL STEPHEN GUTIERREZ 5223 CREEK WAY 500 $0.00 $0.00 $0.00 2990 2990-02 7682

7/26/20226/14/20227/22/2022FINAL BILL RENISSANCE HOMES 

SPRING VALLEY LLC 

5755 CAMPINA WAY 500 $0.00 $0.00 $0.00 4216 4216-01 7723

7/13/20226/15/20227/8/2022FINAL BILL ROBERT WEBER 6340 WINDMONT 101 $0.00 $0.00 $0.00 1004 1004-03 7681

7/5/20226/30/20227/1/2022FINAL BILL ALEXIS QUINTANA 5635 QUINLIN CT 303 $0.00 $0.00 $0.00 1493 1493-01 7668

8/1/20226/30/20227/29/2022FINAL BILL BRIAN MADISON 9754 SUNRIDGE CT 500 $0.00 $0.00 $0.00 4790 4790-02 7739

7/13/20226/30/20227/11/2022FINAL BILL TOLL SOUTHWEST, LLC. 6032 POWELL RD 500 $0.00 $0.00 $0.00 5226 5226-01 7687

7/7/20227/1/20227/1/2022FINAL BILL DAVID VASSALLO 7608 WINDLAWN WAY 500 $0.00 $0.00 $0.00 199 199-01 7669

7/7/20227/1/20227/5/2022FINAL BILL BROKER POWER BUYER 

LLC 

6620 PINEWOOD DR 203 $0.00 $0.00 $0.00 70 70-02 7673

7/7/20227/1/20227/1/2022FINAL BILL ANTHONY PHAM 6604 LEATHERS LN 500 $0.00 $0.00 $0.00 5176 5176-02 7670

7/7/20227/1/20227/1/2022FINAL BILL KAREN MILLER 5750 FOX RUN CT 406 $0.00 $0.00 $0.00 2620 2620-01 7671

7/7/20227/5/20227/5/2022FINAL BILL LETITIA BRIDGEFORD 4734 FOX SPARROW RD 213 $0.00 $0.00 $0.00 3508 3508-02 7672

7/7/20227/5/20227/6/2022FINAL BILL CHRISTOPHER SMITH 5171 CRAFTSMAN DR 500 $0.00 $0.00 $0.00 3862 3862-02 7677

7/7/20227/5/20227/5/2022Profile PATRICIA GREENE 5855 IRISH PAT 

MURPHY

303 $0.00 $0.00 $0.00 1432 1432 7674

7/7/20227/6/20227/6/2022Leak STEPHEN HAMMOND 7696 HILLGATE WAY 102 $0.00 $0.00 $0.00 414 414 7675

7/13/20227/6/20227/7/2022FINAL BILL GREGORY GARRATT 5427 RHYOLITE WAY 500 $0.00 $0.00 $0.00 2827 2827-01 7680

7/13/20227/7/20227/7/2022FINAL BILL CHRISTOPHER PELLEY 5273 PINYON JAY RD 210 $0.00 $0.00 $0.00 763 763-02 7679

7/13/20227/7/20227/6/2022FINAL BILL CLINT CREWS 5359 RHYOLITE WAY 500 $0.00 $0.00 $0.00 2762 2762-01 7678

7/18/20227/8/20227/8/2022Beacon Eye on 

Water

RICHMOND HOMES 6083 SADDLE BOW AVE 500 $0.00 $0.00 $0.00 4867 4867 7683

7/26/20227/8/20227/26/2022FINAL BILL DENISE MCALLISTER 6686 FONDER VILLA DR 500 $0.00 $0.00 $0.00 4732 4732-01 7729

7/13/20227/8/20227/8/2022FINAL BILL ROBERT LOPEZ 5442 BEN PARK CIR 500 $0.00 $0.00 $0.00 3034 3034-02 7684

7/11/20227/11/20227/11/2022Reread KRISTA MCMAHAN 6637 WINDMONT 101 $0.00 $0.00 $0.00 682 682 7685

7/13/20227/11/20227/11/2022FINAL BILL BETH SCHUBERT 5653 THUNDERHILL RD 303 $0.00 $0.00 $0.00 1582 1582-01 7690

7/20/20227/12/20227/11/2022FINAL BILL ROBERT SCHULER 6531 WINDFIELD 101 $0.00 $0.00 $0.00 681 681-01 7686

7/18/20227/12/20227/12/2022Beacon Eye on 

Water

PINERY HOMEOWNERS 

FILING 20 

FILING 20 ENTRY 901c $0.00 $0.00 $0.00 2284 2284 7692

7/18/20227/13/20227/13/2022General/Misc JANA STANLEY 5596 PINTO VALLEY ST 500 $0.00 $0.00 $0.00 5108 5108 7693

7/18/20227/13/20227/13/2022Beacon Eye on 

Water

RICHMOND HOMES 6093 SADDLE BOW AVE 500 $0.00 $0.00 $0.00 4868 4868 7694

7/20/20227/14/20227/19/2022FINAL BILL RICHMOND HOMES 5656 CADARA WAY 500 $0.00 $0.00 $0.00 4930 4930-01 7708

7/20/20227/15/20227/20/2022FINAL BILL CLINE FAMILY TRUST 4921 RAINTREE DR 500 $0.00 $0.00 $0.00 3646 3646-02 7713

7/20/20227/15/20227/18/2022FINAL BILL TERRY WARDROBE 8056 WINDWOOD WAY 101 $0.00 $0.00 $0.00 628 628-01 7704

7/25/20227/15/20227/6/2022FINAL BILL COLLIN IMES 6635 FONDER DR 500 $0.00 $0.00 $0.00 2891 2891-01 7676

7/20/20227/15/20227/15/2022FINAL BILL MARC MULLEN 5120 MORNINGSIDE 

WAY

309 $0.00 $0.00 $0.00 3981 3981-02 7701

7/20/20227/15/20227/15/2022FINAL BILL PHILLIP RILL 6738 CLUB VILLA RD 407 $0.00 $0.00 $0.00 4684 4684-02 7702
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Location No. Customer No. Customer Name Location Address RouteOrder No. Category Issued Processed Completed TotalTaxCharge

7/18/20227/18/20227/14/2022Beacon Eye on 

Water

MTW LLC 9660 MAJESTIC OAK DR 500 $0.00 $0.00 $0.00 5247 5247 7698

7/20/20227/18/20227/19/2022FINAL BILL JASON JORDAN 5515 TWILIGHT WAY 500 $0.00 $0.00 $0.00 3747 3747-01 7710

7/25/20227/18/20227/13/2022Profile JUSTIN REYNOLDS 5281 SAGE THRASHER 

RD

213 $0.00 $0.00 $0.00 825 825 7695

7/21/20227/18/20227/18/2022General/Misc DANIEL BAUER 5317 TERRITORIAL ST 500 $0.00 $0.00 $0.00 2898 2898 7705

7/18/20227/18/20227/18/2022Beacon Eye on 

Water

DAVID AND CHRISTINE 

PEART REVOCABLE 

TRUST 

7266 PRAIRIE STAR CT 500 $0.00 $0.00 $0.00 4530 4530 7706

7/20/20227/18/20227/19/2022FINAL BILL RICHMOND HOMES 5668 CADARA WAY 500 $0.00 $0.00 $0.00 4929 4929-01 7712

7/18/20227/18/20227/13/2022Beacon Eye on 

Water

JAMES WHITMORE 7890 COPPER WIND CT 500 $0.00 $0.00 $0.00 4448 4448 7696

7/20/20227/19/20227/19/2022Beacon Eye on 

Water

RICHARD GURRIERI 5829 FOX RUN CT 500 $0.00 $0.00 $0.00 2613 2613 7711

7/25/20227/19/20227/14/2022Beacon Eye on 

Water

MILLTOP LLC 5787 POWELL RD 500 $0.00 $0.00 $0.00 5251 5251 7699

7/20/20227/19/20227/18/2022FINAL BILL DARYL MOE 6627 COMPELLING PT 500 $0.00 $0.00 $0.00 5135 5135-02 7707

7/25/20227/20/20227/19/2022FINAL BILL PATRICK SILVER 6224 MAD RIVER CT 204 $0.00 $0.00 $0.00 1323 1323-02 7709

7/25/20227/20/20227/18/2022FINAL BILL AMANDA DAWSON 6620 WINDMONT 101 $0.00 $0.00 $0.00 643 643-03 7703

7/25/20227/20/20227/20/2022FINAL BILL JAMIE CHRISTIAN 8424 WINDHAVEN DR 213 $0.00 $0.00 $0.00 863 863-02 7715

7/25/20227/20/20227/11/2022FINAL BILL RICHARD SPRADLIN 5337 NASHUA CIR 500 $0.00 $0.00 $0.00 2071 2071-03 7688

7/25/20227/21/20227/14/2022FINAL BILL ALEXIS SHULTZ 5782 SADDLE SKIRT ST 500 $0.00 $0.00 $0.00 5154 5154-02 7697

7/26/20227/21/20227/21/2022Beacon Eye on 

Water

CELEBRITY 

DEVELOPMENT OF 

COLORADO 

5835 CAMPINA WAY 500 $0.00 $0.00 $0.00 4214 4214 7718

7/26/20227/21/20227/15/2022FINAL BILL ADAM STANTON 8146 LT. WM. CLARK 303 $0.00 $0.00 $0.00 1479 1479-03 7700

7/26/20227/21/20227/21/2022FINAL BILL H7R7 LLC 6976 HILLPOINT PL 102 $0.00 $0.00 $0.00 423 423-02 7719

7/25/20227/22/20227/21/2022FINAL BILL JOHN BUTTERFIELD 6019 SHAVANO 301 $0.00 $0.00 $0.00 1848 1848-01 7717

7/26/20227/25/20227/21/2022FINAL BILL OPEN DOOR PROPERTY 

TRUST I 

6340 WESTVIEW CIR 500 $0.00 $0.00 $0.00 3117 3117-03 7716

7/26/20227/25/20227/22/2022FINAL BILL DAVID THORNHILL 6630 HILLSIDE WAY 103 $0.00 $0.00 $0.00 566 566-01 7722

7/26/20227/25/20227/25/2022Profile MARK BENISH 6097 CANTRELL WAY 301 $0.00 $0.00 $0.00 1637 1637 7726

7/26/20227/26/20227/26/2022ShutOff DARREN ZACK 8235 CARRIAGE CIR 101 $0.00 $0.00 $0.00 1122 1122 7727

7/26/20227/26/20227/26/2022ShutOff AUNDREA HASSELBACH 5127 CAREFREE TRL 500 $0.00 $0.00 $0.00 3666 3666 7728

8/1/20227/26/20227/27/2022FINAL BILL TOLL SOUTHWEST, LLC. 5990 POWELL RD 500 $0.00 $0.00 $0.00 5223 5223-01 7733

8/1/20227/26/20227/25/2022FINAL BILL RICHMOND HOMES 5673 CADARA WAY 500 $0.00 $0.00 $0.00 4932 4932-01 7725

8/1/20227/27/20227/27/2022Beacon Eye on 

Water

LARRY MUCKRIDGE 8730 SUNRIDGE HOLW 500 $0.00 $0.00 $0.00 1215 1215 7730

8/1/20227/27/20227/28/2022FINAL BILL CELEBRITY 

DEVELOPMENT OF  

COLORADO 

4645 WILD GRASS PL 500 $0.00 $0.00 $0.00 4654 4654-01 7735

8/1/20227/27/20227/22/2022FINAL BILL BAKER REVOCABLE 

TRUST 

5369 HOSPITALITY PL 500 $0.00 $0.00 $0.00 3155 3155-01 7721

7/29/20227/28/20227/27/2022General/Misc FERNANDO SANCHEZ 5040 OX TRL 500 $0.00 $0.00 $0.00 3190 3190 7734

7/29/20227/28/20227/20/2022Courtesy turn 

on/off

BRENDEN O'BRIAN 4973 RAINTREE DR 500 $0.00 $0.00 $0.00 3648 3648 7714

8/1/20227/28/20227/27/2022FINAL BILL RICHMOND HOMES 5663 CADARA WAY 500 $0.00 $0.00 $0.00 4931 4931-01 7731

8/1/20227/28/20227/27/2022FINAL BILL RICHMOND HOMES 5592 HERITAGE OAK DR 500 $0.00 $0.00 $0.00 4832 4832-01 7732

7/29/20227/29/20227/25/2022Courtesy turn 

on/off

VICTORIA REED 8121 WINDWOOD WAY 101 $0.00 $0.00 $0.00 613 613 7724

8/1/20227/29/20227/29/2022FINAL BILL ANNETTE PELTON 6347 POWELL RD 301 $0.00 $0.00 $0.00 1668 1668-03 7738

8/1/20227/29/20227/22/2022FINAL BILL RONALD SNIDER 5270 MOONLIGHT WAY 500 $0.00 $0.00 $0.00 3785 3785-02 7720
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Location No. Customer No. Customer Name Location Address RouteOrder No. Category Issued Processed Completed TotalTaxCharge

7/29/20227/29/20227/28/2022Courtesy turn 

on/off

GEORGE WHEELER 6658 HILLSIDE WAY 500 $0.00 $0.00 $0.00 563 563 7737

8/4/20227/28/2022FINAL BILL GARY MORGAN 5255 RUSTLER TRL 500 $0.00 $0.00 $0.00 3913 3913 7736

8/4/20227/11/2022FINAL BILL STEVEN GRAZIANO 5409 SEDONA DR 500 $0.00 $0.00 $0.00 4096 4096 7689

$0.00 $0.00 $0.00 Grand Totals
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August 2, 2022
Valid 8 a.m. EDT

(Released Thursday, Aug. 4, 2022)
U.S. Drought Monitor

Colorado
None D0-D4 D1-D4 D2-D4 D3-D4 D4

Current 3.27 96.73 61.57 30.50 4.95 0.00

Last Week 2.78 97.22 79.49 37.00 4.95 0.00

3 Months Ago 0.00 100.00 90.98 47.58 4.46 0.53

Start of 
Calendar Year 0.00 100.00 95.49 67.08 22.25 0.00

Start of
Water Year 12.72 87.28 46.42 26.30 15.05 3.91

One Year Ago 56.64 43.36 34.52 29.61 20.96 6.38

07-26-2022

05-03-2022

01-04-2022

09-28-2021

08-03-2021

Author:
Curtis Riganti
National Drought Mitigation Center

Drought Conditions (Percent Area)

The Drought Monitor focuses on broad-scale conditions.
Local conditions may vary. For more information on the
Drought Monitor, go to https://droughtmonitor.unl.edu/About.aspx

droughtmonitor.unl.edu

Intensity:
None
D0 Abnormally Dry
D1 Moderate Drought

D2 Severe Drought
D3 Extreme Drought
D4 Exceptional Drought
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