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1. GENERAL INFORMATION 

INTRODUCTION 
Welcome to Emerald Management Services (EMS)! 

You are receiving a copy of the EMS Employee Handbook as a point of reference for important 

information pertaining to your employment with EMS.  It is not intended as a formal or complete 

statement of your rights and responsibilities, nor is it a contract of employment.  It is simply a 

summary of policies, procedures, and benefits.  Accordingly, we reserve the right to change any 

of these policies, procedures, and/or benefits at any time, with or without notice.  However, we 

will make every effort to keep you informed as any changes are made. 

Your handbook is not intended to replace direct, regular communication.  However, we feel it will 

be a readily available resource on many matters concerning your employment.  We hope that 

after reading this handbook you will better understand the work environment and the broad 

range of benefits being offered to you as an employee. 

In general, your handbook summarizes basic principles and programs that are linked to your needs 

as an employee.  It applies to all non-contracted employees, regardless of when hired.  We hope 

you will find it useful.  Please read it carefully, and keep it for your records. 

EMPLOYMENT AT-WILL 
Colorado is an “at will” state, therefore employment with EMS is “at will”.  Just as an employee 

may leave at any time, for any reason, with or without cause, so may EMS terminate employment, 

or change any of the terms and conditions of employment, at any time, for any reason, with or 

without cause. 

2. COMMITMENT TO DIVERSITY 

EQUAL EMPLOYMENT OPPORTUNITY 
It has been, and shall continue to be, the policy of EMS to provide equal employment opportunity 

to all people without discrimination because of race, color, sex, sexual orientation, ancestry, 

national origin, creed, religion, age (40 or older), equal pay, disability, genetic information, 

pregnancy, marital status, or any other classification protected by law. 

This policy affects decisions including, but not limited to, considering an applicant for 

employment, an employee’s compensation, benefits, terms and conditions of employment, 

opportunities for promotion, training and development, and other privileges of employment. 

In the event an applicant or employee believes they have been discriminated against, or has 

reason to believe that another has been discriminated against, they are encouraged to discuss it 

with their immediate supervisor.  If the employee is not comfortable speaking to their immediate 

supervisor, the employee must bring the matter to EMS Management.  We cannot solve perceived 

problems unless we are aware that they exist. 
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SEXUAL AND OTHER UNLAWFUL HARASSMENT 
EMS believes that all employees should be able to enjoy a work environment free from all forms 

of discrimination, including harassment.  Unlawful harassment, or any other conduct of an 

intimidating, discriminatory, sexual or personally offensive nature is strictly forbidden and will not 

be tolerated. 

Sexual harassment is defined as “unwelcome sexual advances, requests for sexual favors, and 

other verbal or physical conduct of a sexual nature,” when: 

• An employment decision affecting that individual is made because the individual 

submitted to or rejected the unwelcome conduct; or 

• The unwelcome conduct unreasonably interferes with an individual’s work performance 

or creates an intimidating, hostile, or abusive work environment. 

All employees are expected to conduct themselves in a professional and business-like manner at 

all times.  Conduct which may violate this policy includes, but is not limited to: 

• Written form such as cartoons, e-mail, posters, calendars, notes, letters, etc. 

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

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

• Physical gestures and other nonverbal behavior, such as unwelcoming touching, grabbing, 

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

• The conduct is severe or pervasive enough to create a work environment that a 

reasonable person would consider intimidating, hostile, or abusive. 

 Harassment becomes unlawful where: 

• Enduring the offensive conduct becomes a condition of continued employment; or 

• The conduct is severe or pervasive enough to create a work environment that a 

reasonable person would consider intimidating, hostile, or abusive. 

Offensive conduct may include, but is not limited to, offensive jokes, slurs, epithets or name 

calling, physical assaults or threats, intimidation, ridicule or mockery, insults or put-downs, 

offensive objects or pictures, and interference with work performance.  Examples of such include: 

• Written form such as cartoons, e-mail, posters, drawings, or photographs. 

• Verbal conduct such as epithets, derogatory comments, slurs, or jokes. 

• Physical conduct such as assault, or blocking an individual’s movements. 

This policy also applies to non-employees such as customers, clients, vendors, consultants, 

salespersons, etc. 

HARASSMENT AND DISCRIMINATION COMPLAINT PROCEDURE 
We are dedicated to ensuring that unlawful harassment and/or discrimination do not occur in our 

workplace, and are committed to a prompt and effective resolution of any compliant.  No 

employee will be penalized for registering a good faith complaint, participating in the 

investigation of a compliant, or opposing harassing or discriminatory behavior prohibited by this 
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policy.  If you feel you have been subjected to wrongful harassment or discrimination, you are 

expected and required to follow the following procedure: 

• Discuss concern with offending party.  In many instances, the problem may be caused by 

a lack of awareness.  Utilizing personal discretion on level of comfort, we encourage you 

to initially raise the problem respectfully with the person who has offended you before 

you bring a formal complaint. Let the offender know the behavior is unwelcome and it 

must stop.  

• Escalation to immediate supervisor.  If you believe it would be inappropriate to discuss 

the matter with the offending party, the person does not respond as desired, or you are 

uncomfortable discussing the issue with that person, then you may always bypass the 

person and discuss it with your immediate supervisor.  Your supervisor will document 

steps taken to resolve the matter, and will have no more than two (2) days from receipt 

of the complaint to respond. 

• Leadership resolution.  If you believe it would be inappropriate to discuss the matter with 

your immediate supervisor, or if you are not satisfied with the resolution, you may 

escalate the matter to EMS Management.  Management will review the documentation 

and respond to the employee in writing.     

We encourage any employee who observes inappropriate harassment or discrimination to 

immediately report what he or she has observed to EMS Management.  All reports or complaints 

will be investigated and kept confidential to the extent possible, consistent with our need to 

investigate the complaint and address the situation.  Different circumstances will produce 

different responses and levels of investigation.  If it is determined that a violation of this policy 

has occurred, then the offending party will be subject to disciplinary action, up to and including 

termination. 

In the event you are not comfortable talking to EMS Management, or the issue remains 

unresolved, you may file your complaint with the State: 

EEOC — Denver District Office  

303 East 17th Avenue  

Suite 410  

Denver, CO 80203  

Phone: 303-866-4000 

TTY: 800-669-6820 

DISABILITY AND RELIGIOUS ACCOMMODATION 
EMS will make reasonable accommodation for qualified individuals with known disabilities and 

employees whose work requirements interfere with a religious belief unless doing so would result 

in an undue hardship to the county or a direct threat.  Employees needing such accommodation 

are instructed to contact their immediate supervisor and EMS Management immediately.  

Employees who have a communicable disease will be treated like other employees as long as they 

meet performance standards and provide medical and other evidence that their condition is not 

a direct threat to themselves or others. 
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Direct threat is defined as “a significant risk of substantial harm to the health or safety of the 

individual or others that cannot be eliminated or reduced by reasonable accommodation.”  The 

determination that an individual poses a “direct threat” must be based on an individualized 

assessment of the individual’s present ability to safely perform the functions of the job, 

considering a reasonable medical judgment relaying on the most current medical knowledge 

and/or the best available objective evidence. 

PREGNANCY ACCOMMODATION 
Upon request from an applicant or employee, EMS will provide reasonable accommodations to 

perform the essential functions of the job for health conditions related to pregnancy or the 

physical recovery from childbirth, unless the accommodation would impose an undue hardship 

on the business.   

EMS will not take adverse action against, deny employment opportunities to, require an applicant 

or employee to accept an accommodation that the applicant or employee had not requested or 

an accommodation that is unnecessary to perform the essential functions of the job, or require 

the employee to take leave if the employer can provide other reasonable accommodations. 

Reasonable accommodations may include frequent breaks, limitations on lifting, transfers to less 

hazardous or strenuous positions for the duration of the pregnancy, assistance with manual labor, 

and work schedules that are modified. See Exhibit A – Pregnant Workers Fairness Act Notice. 

3. GENERAL EMPLOYMENT PRACTICES 

EMPLOYEE CLASSIFICATIONS 
It is vital that both employment classifications are correctly identified for each position in our 

organization. The following defines the employment classifications for EMS:  

• Non-exempt employees are eligible for overtime pay under the provisions of the Fair 

Labor Standards Act (FLSA) and applicable state laws.  Overtime pay is at a rate not less 

than one and one-half times the employee’s regular rate of pay. 

• Exempt employees are those executive, managerial, professional, administrative, or sales 

employees who are exempt from federal wage and hour regulations regarding the 

payment of overtime. Exempt employees are hired to perform certain functions for a 

fixed salary, regardless of hours worked.   

In order to qualify for exemption, employees must pass three tests: salary basis, salary level, and 

job duties.  EMS Management will determine if the employee qualifies as exempt.  

EMS also uses the following classifications. These classifications provide a basis on which 

employee hours and benefits are established.  

 

• Full-time: Includes those who work an average of 33 or more hours per week. 

• Part-time: Includes those who work an average of less than 32 hours per week.  
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EMPLOYMENT ELIGIBILITY AND WORK AUTHORIZATION 
All employees must be a minimum of 18 years of age for employment consideration. Some 

positions require a minimum age of 21, and may require a Colorado Marijuana Enforcement 

Division occupational license (MED badge). 

All employees who operate a vehicle in connection with their employment with us must possess 

a valid driver’s license and sign a form authorizing EMS to examine their driving record. 

NEW EMPLOYEE EVALUATION PERIOD 
All new employees must satisfactorily complete a 90-day evaluation period. You were hired 

because we felt you were the best qualified candidate for the job, and we are confident that you 

will succeed. However, it is sometimes difficult to define the right mix of skills and abilities for a 

job, and this evaluation period provides both you and the organization a reasonable length of 

time to evaluate your suitability to your new position. Your immediate supervisor will periodically 

review your performance. If your performance is unsatisfactory or needs improvement, your 

supervisor may extend your evaluation period or employment may be terminated. 

ROMANTIC AND FAMILY RELATIONSHIPS AT WORK 
Employment of family members or individuals involved in personal romantic relationships will not 

be allowed under any circumstances whereby one employee would have the authority or practical 

power to supervise, hire, remove, discipline, financially audit work or approve expenditures for 

these individuals.  If employees in such situations marry each other or become involved in 

personal romantic relationships, they must alert EMS Management and adhere to the overall 

organization policy as outlined in this section. Every attempt will be made to transfer one of the 

employees to another available position or to reassign their duties.  Depending on the positions 

available, a position at lesser pay may be offered. If this is not feasible, it may be necessary to 

terminate one of the employees. If termination is necessary, the employees will typically be 

consulted to determine which of the two will leave.  

BACKGROUND AND REFERENCE CHECKS 
To ensure that the most qualified candidate is hired, a pre-employment background investigation 

may be initiated for all full-time and part-time positions, and temporary positions.  This 

background check will not be performed until the applicant is a finalist for the open position or 

receives a conditional job offer.  The investigation process may include a: criminal background 

check, inquiry into previous employment history, and verification of educational certifications.    

ACCESS TO PERSONNEL FILES 
EMS employees may request to review their personnel file.  To access the file the employee must 

submit a written request to their supervisor who will arrange for the viewing within a reasonable 

time period.  The supervisor or his/her authorized representative must be present during the time 

an employee is viewing their file.  

You may review your personnel file except for the following documents or records pertaining to: 

• Confidential reports from previous employers; 

• An active criminal investigation; 
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• An active disciplinary investigation by EMS; 

• An active investigation by a regulatory agency; 

• Records relevant to a pending claim between you and EMS that may be used in a judicial 

or administrative proceeding, except through normal judicial process; 

• Any information in a document or record that identifies any person who made a 

confidential accusation, as determined by EMS, against the employee; or 

• An investigation into activity harmful to EMS property, operations, and business or 

financial interests  

You do not have the right to view any materials used by EMS for management planning purposes. 

No one may remove your personnel and medical records from the EMS office unless they are 

subpoenaed because of a legal process.  

The policy of EMS is to comply with all state and federal regulations governing your rights to 

privacy with respect to personnel records.   

PERFORMANCE REVIEWS 
EMS is committed to maintaining productive working relationships with all employees through 

frequent feedback on a formal and informal basis. Feedback includes knowing what is expected 

and how current performance is meeting the standards and expectations set.  

The performance review process is designed to provide employees feedback on their 

performance, identify employee development and growth needs, and improve performance.  It is 

based on the underlying philosophy that improved performance will increase productivity.  

Employee Responsibility: 

Your career development depends on effective performance in your current job and taking the 

initiative to continue your growth.  

A performance evaluation provides an opportunity for frank discussion about your job 

performance for the work you do.  The value of the evaluation is related to a mutual 

understanding between you, your immediate supervisor, and EMS Management about your job. 

If you do not understand what is expected of you, be sure to ask questions until you do. 

The performance review process requires employee participation. You may be asked to submit a 

self-evaluation of your performance to your immediate supervisor and EMS Management. This 

will help to ensure that you have input to the performance evaluation process as you highlight 

your perception of your accomplishments and desires for future development.  

Management’s Responsibility: 

EMS Management and supervisors share the responsibility for staff development by setting 

expectations for performance and monitoring employee progress. Your immediate supervisor will 

arrange an initial meeting to reach a mutual understanding of the responsibilities, duties, goals, 

or behaviors on which your performance will be based. EMS Management and your immediate 

supervisor will typically conduct performance evaluations six months from the date of hire and 

then annually thereafter. The purpose of the formal evaluation is to review progress toward 
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previously established goals, develop and discuss new goals, and determine individual career 

development. Frequent, ongoing feedback throughout the year is important for improved 

performance and growth. 

You will be requested to sign the review form verifying that you participated in the evaluation and 

discussion. You will be encouraged to submit comments about the appraisal, which will become 

part of the record. If you disagree with the performance review, you may discuss the differences 

with your immediate supervisor and EMS Management to reach a mutually satisfactory 

resolution.  

Pay Increases: 

Each year you will receive a performance and salary review.  You may be eligible for a pay increase 

depending on your work performance.  The schedule for pay increases is subject to management 

approval.  

Employees promoted to a higher-level position may be considered for a promotional increase. 

The amount of the increase will depend on the level and requirements of the new position and 

will normally be effective the next pay period following the date of promotion.  

PERSONAL DATA CHANGES 
Contact your supervisor if there are any changes in your:  home address, mailing address, 

telephone number, emergency contact information, withholding allowances, direct deposit 

information, military status, or marital status.   

VOLUNTARY OPEN-DOOR POLICY 
The management of EMS encourages you to discuss any subject pertaining to your employment 

with your supervisor. If, for any reason, you do not feel comfortable talking with the supervisor, 

you should speak with the EMS Management team.  

CAREER DEVELOPMENT 
We strongly encourage employee growth and development. To accomplish this, we may provide 

promotional opportunities, on the job training and appropriate seminars and training programs.  

Employees will be considered for job openings based on many factors, such as demonstrated 

performance, ability, experience, and training.  We prefer to promote from within EMS when 

possible.  However, for some positions, it may be in EMS's best interest to recruit from the 

outside.  Please let EMS Management know if you are interested in moving into any available 

positions.  

COLORADO EQUAL PAY FOR EQUAL WORK ACT (SB19-085) 
The Act prohibits EMS from seeking the wage rate history of job applicants.  Specifically, EMS 

may not: 

• Seek the wage history of a prospective employee; 

• Rely on the wage history of a prospective employee to determine wage rate; or 

• Discriminate or retaliate against a prospective employee for failing to disclose wage 
history. 
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The Act ensures that employees with similar job duties are paid the same wage rate regardless of 

sex, or sex plus other protect status (as mentioned the Equal Employment Opportunity section).  

If there is a pay differential, the entire differential must be supported by one of the following 

factors: seniority, merit, a system that measures quantity or quality of production, the geographic 

location where the work is performed, education or training, or travel, if the travel is a regular 

and necessary condition of the work performed.   

Part 2 of the Act requires EMS to make reasonable efforts to announce, post, or otherwise make 

known all internal promotion/advancement opportunities and job openings to all employees on 

the same calendar day, and prior to making a promotion decision. Employees must be given 

reasonable time in advance of the hiring or promotion decision so that he/she may apply.   

A “promotional opportunity” exists when EMS has, or anticipates, a vacancy in an existing or new 

position that could be considered a promotion for an employee in terms of compensation, 

benefits, status, duties, or access to further advancement. 

Vacancy in an Existing Position – when an existing position EMS intends to fill is open, or is held 

by a departing employee (i.e., hiring a replacement). 

Vacancy in a New Position – EMS is adding a position, or gives an existing employee a new 

position, including by changing their title, and/or materially changing their authority, duties, or 

opportunities, but not merely by changing their pay or by adding to their job title. 

EMS must disclose in each job posting the following information: 

• The hourly or salary compensation, or a range of the hourly or salary compensation; and 

• A general description of all benefits offered. 

If it is a promotional opportunity, the following information must also be included: 

• Position title, and 

• The means by which employees may apply for the position. 

4. WORKPLACE CONDUCT 

STANDARDS OF CONDUCT 
 

 Ethical Business Practice: 

We are committed to employing the highest quality people and strictly adhering to ethical and 

fair practices in our business activities.  We expect 100% commitment from you and require 

integrity and high ethical standards in all your business activities.  

You should not accept gifts, make personal investments, or participate in interests, or associations 

that may interfere with the independent exercise of your judgment, the performance of your 

responsibilities, and the best interest of EMS.  You are not authorized to provide professional 

services to a competitor or other organization that may be a conflict of interest with your work at 

EMS.  
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Every employee has some degree of access to EMS data, plans, decisions, and/or other 

confidential information.  No employee may use or release this kind of information except as 

required for the performance of their job duties.  You should also treat as confidential any 

information of a personal nature, which preserves the privacy of your co-workers.  This also 

applies to the use of inside information about firms with which we are considering an association. 

While representing EMS you are expected to:  

• Comply with all laws and regulations. 

• Deal honestly with all customers, suppliers, and consultants. 

• Use organization resources properly.  

If you are unsure whether a situation represents a conflict of interest, please contact EMS 

Management to review the situation.  

Employee Behavior/Personal Conduct: 

Professional behavior standards are necessary for the efficient operation of EMS and for the 

benefit and protection of the rights and safety of everyone. Conduct that interferes with 

operations, brings discredit to EMS, or is offensive to customers or fellow employees will not be 

tolerated, whether it occurs on or off organization time or organization property.   

To maintain a professional and productive workplace, you must follow the established standards 

of EMS when you are involved in EMS business. EMS prohibits behaviors that include, but are not 

limited to the following:  

• Stealing, deliberately damaging, or defacing EMS property or the personal property of 

another employee.  

• Possession of dangerous weapons or explosives. 

• Violating criminal laws or being convicted of a felony.  

• Using EMS materials, time, or equipment for unauthorized, illegal, or personal purposes. 

• Fighting, throwing objects, or participating in horseplay, practical jokes, or other 

disorderly conduct that may endanger the well-being of employees. 

• Using profane or obscene language. 

• Being absent or tardy or inaccessible to an excessive degree. 

• Participating in any act that may be considered immoral, indecent, or inappropriate and 

that reflects negatively on EMS. 

• Engaging in insubordinate behavior, including refusing to carry out or obey reasonable 

directives or assignments. 

• Willfully falsifying information on employment applications, time sheets, expense 

reports, or other EMS materials. 

• Participating in other practices that may be inconsistent with the ordinary and reasonable 

rules of conduct necessary to the welfare of EMS and its employees. 

• Violating any of the other policies put forth in this manual or otherwise implemented by 

EMS. 

• Such other activities that may be prescribed in this manual.  
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EMS reserves the right to determine what conduct is inappropriate under any circumstances 

(meetings, camps, telephonic, electronic etc.) and what level of discipline such conduct warrants.  

Any employee who engages in prohibited conduct will be subject to disciplinary actions, which 

may include discharge.  Any questions in connection with this policy should be directed to EMS 

Management.  

REPORTING AND ANTI-RETALIATION POLICY 
This policy applies to all employees, agents, consultants, contract labor, and others when they are 

representing or acting for, or on behalf of EMS.    

EMS committed to maintaining a work environment that is free of harassment, 

intimidation, discrimination and retaliation for engaging in protected activity such as reporting 

violations or participating in an investigation pertaining to alleged violations of laws, policies, or 

procedures.  Crucial to these objectives is promoting an atmosphere where employees and 

others feel safe to engage in frank, honest communication – raising questions or concerns at any 

time without fear of retaliation.    

EMS strictly prohibits any form of retaliatory action against employees who raise issues or ask 

questions, make reports, participate in an investigation, refuse to participate in suspected 

improper or wrongful activity, or exercise workplace rights protected by law (in each case 

“Protected Activity”).  Situations or behaviors that could lead to an employee engaging in a 

Protected Activity include, but are not limited to the following:  

• Discrimination or harassment; 

• Fraud; 

• Unethical or unprofessional business conduct; 

• Non-compliance with EMS policies/procedures; 

• Real or potential threats to EMS workers or the public’s health and/or safety; 

• Violations of local, state or federal laws and regulations; 

• Other illegal or improper practices or policies. 

Protection from Retaliation: 

Any employee who engages in Protected Activity will be shielded from retaliation. Retaliation 

occurs when an employer takes an Adverse Action against an employee because she/he engaged 

in a Protected Activity.  Adverse Action includes, but is not limited to: 

• Demotion; 

• Suspension; 

• Termination; 

• Failing to hire or consider for hire or promotion; 

• Failing to give equal consideration in making employment decisions or to make impartial 

employment recommendations; 

• Adversely impacting working conditions or otherwise denying any employment benefit 

to an employee; 

• Creating a hostile or intimidating work environment.  
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EMS prohibits retaliation even if the concerns raised are not confirmed following an investigation. 

However, an employee may be subject to Adverse Action if the employee knowingly made a false 

allegation, provided false or misleading information in the course of an investigation, or otherwise 

acted in bad faith. 

This anti-retaliation policy does not exempt employees from the consequences of their own 

misconduct or inadequate performance, and self-reporting such issues is not Protected Activity.  

The policy also does not prevent EMS from managing employee performance and addressing 

conduct issues after an employee has engaged in Protected Activity, so long as Protected Activity 

is not the reason for the performance management.   

Obligation to Raise Concerns: 

EMS depends on its employees to raise questions or concerns so that the company can take 

appropriate action.  All employees are required to report any suspicion of improper or wrongful 

activity. 

Reports of suspected improper or wrongful activity will be treated confidentially, and employees 

have the choice to report concerns anonymously.  If submitting a concern anonymously, it is 

important to provide sufficiently detailed information regarding the subject matter of the concern 

and identify potential witnesses to enable EMS to effectively address the concern. 

 

Employees who believe they have either witnessed retaliation or been personally retaliated 

against or that any other violation of this policy has occurred, or who have questions concerning 

this policy, must immediately notify EMS Management.  Employees may also, where appropriate, 

contact appropriate State authorities.  EMS takes all claims of retaliation very seriously and 

reports will be reviewed promptly and investigated where appropriate. 

Consequences for Policy Violation: 

Any EMS employee who retaliates against an employee engaged in a Protected Activity or who 

otherwise violates this policy is subject to disciplinary action, up to and including termination of 

employment.  

CONFIDENTIAL COMPANY INFORMATION 
During the course of employment, employees may have access to our customer, client, and 

employee information, business systems, future plans, and other information that is considered 

confidential, regardless of its source.  Employees with access to such information will be asked to 

sign a non-disclosure agreement.  This agreement protects the organization and all employees by 

preventing the release of confidential information to outside sources, unless the organization 

makes the information public, or the EMS Management has granted advance written approval. 

You are expected to protect this information by safeguarding it when in use, filing it, or properly 

disposing of it and discussing it only with those who have a legitimate business need to know.  

Employees may not use their knowledge of Company business in any way except to serve the 

authorized purposes of EMS.  Image capturing is strictly prohibited. This includes the taking of 

photos and/or videos, and the posting of photos and videos to any social media platforms.  Doing 
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so will result is a write up for insubordination and may result in termination of employment with 

EMS.   

Breaching confidentiality is terms for immediate dismissal.  If you are unsure what constitutes 

confidential information, please ask your supervisor.  

PERSONAL APPEARANCE 
Employees are allowed great freedom in selecting dress.  However, keep in mind that every 

employee is a representative of EMS.  As a representative, you are expected to dress and groom 

yourself in a professional manner.  If you have any questions about what is or is not appropriate 

attire, please consult your supervisor.  

ATTENDANCE AND PUNCTUALITY 
Regular attendance and timeliness are essential for everyone.  Because absence or late arrival 

may cause hardship for others, we encourage you to be especially diligent in this respect.  The 

days and hours you work depend on the actual nature of your position and the needs of EMS.  The 

supervisor may change your work schedule due to business necessity.  

If you will be late for work or unable to attend work due to illness or emergency, please contact 

the supervisor in advance (normally within one hour of your regular work schedule) so alternative 

arrangements can be made.  If you require an early departure from work, you must obtain the 

supervisor’s approval.  

Unauthorized tardiness, absences, or failure to keep the supervisor informed are viewed seriously 

and are treated under the Corrective Action policy. 

If an employee is a "no-show" for two consecutive days and does not notify his/her manager, that 

employee will be considered to have voluntarily resigned from employment.  

PERSONAL CALLS 
Your cooperation is requested to limit outgoing or incoming personal calls to an absolute 

minimum number during working hours and to keep them as brief as possible. If non-emergency 

personal calls are to be made, please arrange to make them during your break or lunch period. 

No long-distance personal calls may be made on organization telephones unless approved by the 

Supervisor.  

CONTACT WITH THE MEDIA 
To ensure the quality and consistency of information disseminated to media sources, the 

following policy shall be enforced.  All media inquiries are to be handled by EMS Management.  

All press releases or other promotional materials are to be prepared and approved by EMS 

Management prior to dissemination. 

Failure to comply with this media policy shall be grounds for disciplinary action. 

SOCIAL MEDIA 
The Colorado Social Media and Workplace Law prevents employers from accessing employees’ 

and job applicants’ personal social media accounts.  This law does not permit an employee to 
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disclose information that is confidential under federal or state law or pursuant to a contract 

agreement between the employer and employee.  

EMS may not: 

• Request employees’ or applicants’ social media user names and/or passwords or other 

means for accessing their personal accounts; 

• Compel employees or applicants to add anyone to their list of contacts; and 

• Require employees or applicants to change privacy settings associated with a social 

networking account. 

EMS may access information about employees and applicants that is: 

• Publicly available online;  

• Conduct an investigation to ensure compliance with applicable securities or financial law 

or regulatory requirements based on the receipt of information about the use of a 

personal web site, internet web site, web-based account or similar account by an 

employee for business purposes; or 

• Investigating an employee’s electronic communications based on the receipt of 

information about the unauthorized downloading of an employer’s proprietary 

information or financial data to a personal web site, internet web site, web-based 

account, or similar account by an employee. 

OUTSIDE EMPLOYMENT AND CONFLICT OF INTEREST 
An employee may hold a job with another organization if the outside employment does not create 

a conflict of interest and the employee satisfactorily performs his or her job responsibilities with 

EMS. All employees will be judged by the same performance standards and will be subject to 

EMS’s scheduling demands, regardless of any existing outside work requirements.  

If EMS determines that an employee's outside work creates a conflict of interest and/or interferes 

with performance or the ability to meet the requirements of EMS as they are modified from time 

to time, the employee may be asked to terminate the outside employment if he or she wishes to 

remain with EMS. Outside employment will present a conflict of interest if it has an adverse 

impact on EMS, as determined by EMS.  

COMPLAINT RESOLUTION 
In any organization, problems and misunderstandings arise from time to time.  If you have a 

problem, management wants to know about it.  We encourage you to first discuss and attempt 

to resolve the problem with your immediate supervisor.  If the issue cannot be resolved with the 

supervisor, we encourage you to take your problem to EMS Management.  

CORRECTIVE ACTION 
It is essential that you accept personal responsibility for maintaining high standards of conduct 

and job performance, including the observance of organization procedures and guidelines.  The 

goal of corrective action is to provide you with the information needed to make the required 

improvements to continue your employment with EMS. 
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EMS guidelines are based on common sense and good judgment in order to assist us in 

maintaining a favorable work environment.  These guidelines are applied to all employees as 

equally and fairly as possible.  Failure to meet these guidelines and individual performance 

expectations may result in corrective action, up to and including termination.  

Many factors are considered when corrective action is necessary, including the nature and 

seriousness of the problem, the employee's past performance, and the surrounding 

circumstances.  

Corrective action is generally applied in progressive steps, including the following: coaching 

and/or counseling, verbal and written warnings, suspension, or dismissal. 

This policy is not a promise that any one or more of the above steps will be followed.  EMS retains 

sole discretion to determine the appropriate level of discipline in particular cases, up to and 

including dismissal.  Although the use of corrective action is encouraged, EMS retains sole 

discretion to determine whether the steps are followed in any given circumstances.  

While EMS reserves the right to apply corrective action as needed, you may have an opportunity 

to correct problems before termination of employment is considered.  There are some situations, 

however, which may result in immediate termination. These situations may include, but are not 

limited to, the following:  

• Theft, 

• Willful acts or negligence leading to the damage of organization property,  

• Violation of EMS’s drug and alcohol policy,  

• Unreasonable failure to cooperate with the immediate supervisor and EMS Management 

or other employees,  

• Insubordination,  

• Falsification of organization records,  

• Physical violence or verbal abuse of other employees,  

• Violation of safety rules,  

• Excessive absence or tardiness, 

• Violation of organization anti-harassment or equal employment opportunity policies, or 

• Other similarly serious offenses.  

5. TIME OFF AND LEAVES OF ABSENCE 

HOLIDAYS 
To receive holiday pay, hourly and non-exempt employees must work the entire scheduled day 

before and after the holiday.  Prearranged, approved paid vacation time or unexpected, verified 

illness will be classified as time worked to determine holiday pay eligibility.  Vacation/sick leave 

are discussed under Benefits.  

Following are the paid holidays observed by EMS:  

• New Year’s Day 

• Martin Luther King Day  
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• Presidents Day 

• Memorial Day 

• Fourth of July  

• Labor Day 

• Thanksgiving Day  

• Day after Thanksgiving 

• Christmas Eve (Dec. 24th) 

• Christmas Day  

If the paid holiday falls on a Saturday, the Friday prior will be observed as the holiday.  If the 

holiday falls on a Sunday, the Monday preceding will be observed as the holiday.  

VACATION 
Full time employees, employees who work 32+ hours per week, are eligible for vacation.  The 

annual vacation accrual schedule is as follows for regular full-time employees.  

 

Years of Service Monthly Hours 
Accrued 

Annual Maximum 
Hours Accrued 

First 2 Years 8 hours 80 hours 

Years 3 – 5 11.33 hours 160 hours 
Years 6+ 13.33 hours 200 hours 

 

Key Guidelines for Vacation:  

• You begin accruing vacation from your date of hire.  

• You may not accrue any vacation hours beyond the annual maximum hours.  

• You must receive approval from your supervisor prior to taking vacation, and vacation 

time must be recorded on your timesheet. 

• You must be in a paid status to accrue vacation hours (e.g., time off during an unpaid 

leave of absence will not count towards vacation accrual).  

• Upon termination of your employment, your unused, accrued vacation will be paid out 

based on your current pay rate.  

SICK LEAVE 
The Healthy Families and Workplaces Act governs paid sick leave.  Details of the paid sick leave 

policy are detailed below. 

All employees, whether full-time, part-time, temporary, or seasonal are eligible for paid sick leave.  

Sick leave will begin accruing on your date of hire.  Sick leave is accrued at one (1) hour of paid 

sick leave for every thirty (30) hours worked by the employee.  Note:  sick leave will not accrue if 

an employee is on unpaid leave.  A cap of 48 hours is established on sick leave accruals, and 

unused, accrued sick leave will carry over into the next year.   

Employees are entitled to use their earned paid sick leave for the following absences from work: 
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• When the employee has a mental or physical illness, injury, or health condition that 

prevents the employee from working;  

• Needs to obtain medical diagnosis, care or treatment for an illness, injury, or health 

condition;  

• Needs to obtain preventive medical care; 

• Needs to care for a family member for the purposes mentioned in above; 

• The employee or employee’s family member has been the victim of domestic abuse, 

sexual assault, or criminal harassment and the leave is to:   

 seek medical attention or recover from a mental or physical illness, injury, or 

health condition due to the violence/assault/harassment;  

 obtain services from a victim services organization;  

 obtain mental health or other counseling;  

 seek relocation due to the violence/assault/harassment;  

 or seek legal services, including preparing or participating in a civil or criminal 

proceeding; 

• Due to a declared public health emergency, a public official has ordered the closure of the 

employee’s place of business, or ordered the closure of the school or place of care of the 

employee’s child and the employee needs to be absent from work to care for the 

employee’s child. 

When the use of sick leave is foreseeable, the employee shall make a good-faith effort to provide 

notice of the need for paid sick leave to his/her supervisor in advance.  If use of sick leave is 

unforeseeable, it is the employee’s responsibility to notify his/her supervisor each day, no later 

than thirty (30) minutes after the employee is due to report to work, that he/she cannot come to 

work because of an illness or injury.  When possible, the employee shall include the expected 

duration of the absence.   

For paid sick leave of four (4) or more consecutive days, the employee must provide reasonable 

documentation that the paid sick leave is for a purpose notated in the bullet points above.   

Sick leave is not used in the computation of overtime.  If a holiday occurs during sick leave, no sick 

leave will be charged for the holiday. 

Upon termination, resignation, retirement, or other separation from employment, accrued sick 

leave will not be paid out.  In the event the employee is rehired by EMS within six months after 

the separation, EMS will reinstate any sick leave that the employee had accrued but not used 

during his/her previous employment with EMS. 

Refer to Exhibit B – Paid Leave & Whistleblowers Notice. 

PUBLIC HEALTH EMERGENCY SICK LEAVE 
In the event that a public health emergency is declared (related to infectious pandemics, 

epidemics, or bioterrorism), EMS must supplement employees accrued PHE sick leave by adding 

hours to current available accrued time to equal: 

• 80 hours of sick leave for employees who normally work at least 40 hours or more in a 

workweek; and 
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• For employees who normally work less than 40 hours per work week , at least the greater 

of:  

 The number of hours the employee is schedule for work in the upcoming 14-day 

period, or 

 The number of hours actually worked on average in the 14-day period prior to 

the declaration of the public health emergency.   

If the employee has accrued sick leave in an amount equal to those hours specified in the bullet 

points above, no additional leave will be provided to the employee. 

Supplemental PHE paid sick leave needs to be available during the public health emergency, and 

for four (4) weeks after the declared end of the public health emergency.  Any unused PHE leave 

(after the 4 weeks) will be removed.  The following are eligible PHE absences from work: 

• To self-isolate (or care for a family member who is self-isolating) due to the employee (or 

family member) being diagnosed with, or having symptoms of, a communicable illness 

that is the cause of a public health emergency; 

• To seek or obtain (or care for a family member needing) medical diagnosis, care, or 

treatment if experiencing symptoms of a communicable illness that is the cause of a 

public health emergency; 

• To seek for oneself (or care for a family member needing) preventive care concerning a 

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

• If the employee is excluded from work or has to care for a family member who’s excluded 

from work, by a government health official, or by an employer, due to the employee or 

the employee’s family member having exposure to, or symptoms of, such an illness 

(whether or not they are actually diagnosed with the illness); 

• Being unable to work due to a health condition that may increase susceptibility or risk of 

such an illness; or 

• To care for a child or other family member whose school, child care provider, or other 

care provider is either unavailable, closed, or providing remote instruction due to the 

public health emergency. 

EMS may not require an employee to provide documentation in order to take supplemental paid 

sick leave under the public health emergency provisions of the Act. 

BEREAVEMENT LEAVE 
Full-time employees are eligible for up to three (3) days of paid leave for each instance of an 

immediate family member's death.  Immediate family members are defined as parent, spouse, 

child, brother, sister, grandparent, grandchild, or parent-in-law, stepparent, stepchild, 

stepbrother, stepsister, brother/sister-in-law, or daughter/son in law.  

JURY DUTY AND EMPLOYEE PARTICIPATION IN OTHER LEGAL ACTIONS 
If you are called to serve jury duty, you are eligible to receive up to five (5) days of paid time per 

calendar year.  During your 5-day service, your regular pay will not be reduced, nor will you be 

required to use vacation hours.   You may extend beyond one week and use accrued vacation or 

take the additional time unpaid.  You are required to report to work if you are dismissed from jury 
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duty during your scheduled working hours.  Hourly employees must record all hours taken as jury 

duty on your timesheet. You may keep any additional court compensation. 

Employees are not entitled to pay for their participation in other unrelated areas of the legal 

system. For example, EMS does not have to compensate an employee for time spent: serving as 

a witness in a case, responding to a subpoena, or acting as a plaintiff or defendant in the courts. 

TIME OFF TO VOTE 
Colorado law gives employees the right to take time off work, without fear of retaliation, for the 

civic responsibility of voting.  Employees will be allowed to take up to two (2) hours off, with pay, 

to vote.  Your supervisor may decide when these hours are taken, but must allow the employee 

to take them at the start or end of a shift if the employee requests it.  However, EMS is not 

required to provide this leave if the employee already has at least three (3) hours off work while 

the polls are open. 

CIVIL AIR PATROL LEAVE 
Employees who are members of the Civil Air Patrol, Colorado Wing, and who are called to active 

duty, are entitled to leave of absence not to exceed fifteen (15) workdays per calendar year, 

without pay. 

Leave shall in no way affect the employee’s rights to vacation, sick leave, advancement, or other 

employment benefits relating to and normally expected to be part of his/her employment.   

This leave shall be allowed only if the employee returns to his/her employment as soon as 

practicable after being relieved from service for the civil air patrol mission.  The employee will be 

restored to the position he/she held prior to the leave of absence or a similar position. 

EMS shall not discriminate against or discharge from employment any employee in such 

membership and shall not hinder or prevent employee from performing during any civil air patrol 

mission for which he/she is entitled to leave. 

MILIARY LEAVE 
Employees who are State National Guard or U.S. Armed Forces members are granted a military 

leave in accordance with the Uniformed Services Employment and Reemployment Rights Act and 

C.R.S. 28-3-609.   

Such employees are entitled to leave of absence, not to exceed fifteen (15) days, unpaid leave for 

training.  If such military service extends beyond the fifteen (15) days, he/she is entitled to leave 

of absence without pay for all such additional service with the right of reinstatement.   

Upon completion of such training, and upon receipt of evidence of the satisfactory completion of 

such training, the employee is entitled to be restored to his or her previous or a similar position 

in the same status, pay, and seniority, and such period of absence for military training shall be 

construed as an absence with leave and without pay, provided he/she is still qualified to perform 

such duties. 

For additional information and extended periods of military leave, please refer to Exhibit C - 

Uniformed Services Employment and Reemployment Rights Act Policy. 
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VOLUNTEER FIREFIGHTERS LEAVE 
Employees who are volunteer firefighters are granted up to 15 workdays in any calendar year, of 

unpaid leave if a requirement to respond to an emergency, within the employee’s fire department 

response area, results in time missed from work. 

Colorado Revised Statutes 31-30-1131 prohibits EMS from terminating an employee who is a 

volunteer firefighter and who fails to report to work because the employee has responded to an 

emergency summons if the employee provides his/her supervisor and EMS Management with a 

written statement from the chief of the fire department that the employee’s absence was due to 

the response. 

EMS shall not terminate an employee who leave work to respond to an emergency summons, if: 

• The eligible employee has previously provided his/her supervisor and EMS Management 

with documentation from the fire chief of the employee’s volunteer firefighter status 

prior to taking any leave; 

• The supervisor does not consider the employee to be essential to daily operations; 

• The emergency is of a magnitude that requires all firefighters to respond; and 

• The employee must provide the supervisor and EMS Management with the fire chief’s 

written statement verifying the time, date, and duration of the employee’s response. 

QUALIFIED VOLUNTEER LEAVE 
Employees who are qualified volunteers are granted up to 15 workdays in any calendar year, of 

unpaid leave if they are called into service by a volunteer organization for a disaster. Leave shall 

be allowed only if the employee provides proof that he or she is a qualified volunteer pursuant to 

C.R.S. 25-33.5-824, and the employee returns to work as soon as practicable after being relieved 

from emergency volunteer service. 

EMS is not required to allow the leave if the employee is designated as an essential employee, 

and/or such leave shall not be provided to more than 20% of employees on any workday. 

Colorado Revised Statutes 24-33.5-826 states that such absence shall not affect the employee’s 

rights to vacation, sick leave, bonus, advancement, or other employment benefits which are 

normally expected as part of his/her employment.  Upon completion of the emergency volunteer 

service, the employee will be restored to the position he or she held prior to the leave of absence 

or to a similar position. 

OTHER LEAVES OF ABSENCE 
EMS will consider requests for leaves of absence based on several factors, including workload, 

staffing needs, and the reason and duration of the requested leave.  You may request a leave of 

absence for a variety of personal or family reasons.  To do so, you should submit a written leave 

request as soon as possible (30 days in advance is preferred) and gain approval from EMS 

Management.  Following are general guidelines that pertain to all employees who are on leaves 

of absence:  

• You must use any available accrued vacation and sick hours, unless otherwise prohibited. 
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• You will not lose benefits that accrued prior to the leave. However, vacation and sick 

hours will not accrue during the leave period.  

• You may continue your insurance coverage at your own expense.  

• While on leave, you may not apply for or engage in any work for compensation unless 

advance written approval was obtained from EMS Management.  

• You may not apply for unemployment insurance benefits.  

• You may not engage in any conduct or activity that violates restrictions imposed by a 

physician or that might delay your full return to regular employment.  

In many situations, a request for a leave of absence is granted based on an estimated length of 

time, such as for the recovery from an illness.  

Except as specifically required by applicable law, a leave of absence will not normally be granted 

for more than thirty (30) days in a calendar year. However, employees may request an extension 

if needed for medical or other reasons.  If you do not return to work within this thirty (30) day 

period and have not obtained an extension, you will be considered a voluntary resignation.  The 

effective date of your termination will be your last day worked. 

When you are ready to return to work, please give EMS as much advance notice as possible – at 

least two weeks.  EMS will try to place you in the same position or a similar position. If none is 

available, the organization will place you in any other position for which you are qualified.   

Failure to comply with these leave requirements may result in disciplinary action, up to and 

including termination.  

6. PAY PRACTICES 

DISCUSSION OF WAGES 
Colorado’s Equal Pay for Equal Work Act prohibits EMS from preventing employees from 

discussing their own compensation information with others, or requiring employees to sign a 

waiver that prohibits their ability to do the same. 

COMPS ORDER POSTER 
All employees must be provided with a copy of the Colorado Overtime & Minimum Pay Standards 

Order (“COMPS Order”) #37 Poster, and must acknowledge receipt of it.  It is the source of key 

wage rights and responsibilities.  It addresses overtime, meal periods, rest periods, time worked, 

deductions from wages, and exemptions from overtime pay.  Please refer to Exhibit D – COMPS 

Order #37. 

MEAL AND REST BREAKS 
All non-exempt employees are entitled to a 30-minute unpaid meal break if more than five hours 

are worked in a day.  Your meal break consists of 30 minutes of uninterrupted time off, and you 

will be completely relieved of duties for the time allowed.  It is the employee’s responsibility to 

ensure this time is taken and accurately reflected on the timecard. 

In addition, all non-exempt employees will receive one ten-minute paid break for every four hours 

worked. This time is also the responsibility of the employee to take. 
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OVERTIME 
Occasionally, EMS may request or even require employees to work more than their normal 

scheduled hours due to fluctuating work requirements.  When practicable, advance notice will be 

given if overtime is necessary.  Your cooperation in adjusting to changes in your work hours are 

appreciated.  In all cases, overtime must be pre-approved by the supervisor.   

Non-exempt employees shall be paid time and one-half of the regular rate of pay for any work in 

excess of: 

• Forty (40) hours per workweek, 

• Twelve (12) hours per workday, or 

• Twelve (12) consecutive hours without regard to the starting and ending time of the 

workday (excluding duty free meal periods), whichever calculation results in the greater 

payment of wages. 

Any time off with pay (such as a holiday, vacation, or business closure) taken during a work week 

does not count toward the accumulation of hours for overtime purposes. 

LACTATION ACCOMMODATION 
EMS will provide reasonable unpaid break time or permit an employee to use paid break time, 

meal time, or both, each day to allow the employee to express breast milk for her nursing child 

for up to two years after the child’s birth. 

Reasonable efforts will be made to provide to provide a room or other location in close proximity 

to the work area, other than a toilet stall, where the employee can express breast milk in privacy, 

provided it does not impose an undue hardship on the operation of the employer’s business. 

Undue hardship means any action that requires significant difficulty or expense when considered 

in relation to factors such as the size of the business, the financial resources of the business, or 

the nature or structure of its operation, including consideration of the special circumstances of 

public safety. 

PAYMENT OF WAGES 
Our objective is to pay fair and reasonable wages to all employees in accordance with their job 

knowledge, quality and quantity of work performed, dependability, cooperation, and job 

responsibility. 

Your pay is determined by several factors, such as job responsibilities, performance, and market 

rate for jobs requiring similar experience, training, and skills.  Other factors that may be 

considered include the cost of living in your area and conditions in the economy. 

As a service to you, we have implemented a system whereby payroll checks will be automatically 

deposited into your bank account.  A paycheck stub will still be prepared for you through the 

WURK payroll portal, indicating the amount of the deposit. 

EMS's pay frequency is semi-monthly and is referred to as a pay period.  If you are being paid on 

an hourly basis, your paycheck will reflect pay for the number of hours worked in each pay period.  
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If you are being paid on a salaried basis, your salary will be annualized and paid in equal payments 

each pay period.  

Paydays are on the fifteenth and last day of each month.  However, if the payday falls on a 

weekend, you will be paid on the preceding Friday.  If the payday falls on a holiday, you will be 

paid on the last business day preceding the holiday.  

Pay advances are normally not allowed.  

PAYROLL DEDUCTIONS 
Permissible deductions from your earnings include: 

• Those required by local, state, or federal law.  Examples include but are not limited to 

taxes, social security, FICA requirements, Medicare, garnishments, or any other court-

ordered deductions.   

• Deductions by written agreement between EMS and the employee.  Examples may 

include payments for equipment and property. 

• Deductions that are authorized by the employee but can be revoked.  Examples include 

but are not limited to benefits or deposits to financial institutions. 

WORK SCHEDULES 
The work week is from 12:00 a.m. on Sunday to 11:59 p.m. on Saturday.  A work day is defined as 

any consecutive 24-hour period starting with the same hour each day and the same hour as the 

beginning of the work week.  Employees will be scheduled accordingly to meet the needs of EMS. 

We reserve the right to establish different workweeks at different business locations and/or work 

groups. 

TIMEKEEPING 
EMS uses the WURK payroll system.  Employees will log into either the app provided on their 

smartphone or at the designated computer kiosk.  Training on login procedure is provided to each 

employee during their on-boarding.  

BUSINESS TRAVEL AND REIMBURSEMENT 
All travel time spent at the control or direction of EMS, excluding normal home to work travel, 

shall be considered as time worked (7 CCR 1103-1).  EMS compensates non-exempt employees 

for business travel as time worked.  Check with your supervisor if you have any questions 

regarding travel time. 

Employees will be reimbursed for expenses incurred while on company business. Expenses should 

be reasonable, necessary, and preapproved by EMS Management.  The following are examples of 

reimbursable expenses: 

• Transportation - airline and/or train fare at the most economical rate. 

• Limousine or taxi fare between airports, hotels, and places of business, plus reasonable 

tips. 

• Reasonable tips to attendants for baggage handling (airports or hotels). 
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• Rental cars, to include cost of fuel. 

• Private automobile transportation at the IRS approved rate, plus tolls and parking. 

• Meals, up to a maximum of $60 per day, including tips. 

• Lodging at the lowest commercial room rates available. 

The following are examples of non-reimbursable expenses: 

• Theft, loss or damage to personal luggage and effects. 

• Automobile gas when private transportation is being used. 

• Vehicle repairs. 

• Automobile insurance coverage.  

• Parking fines, traffic tickets, other fines, or damage claims. 

Reimbursement is paid monthly.  Employees are required to fill out an expense report, and all 

receipts must be provided to the EMS Management for approval for payment.   

INCLEMENT WEATHER AND NATURAL DISASTERS 
If there are adverse weather conditions, EMS Management or the most senior staff person 

available will decide whether to close operations for the day.  If these conditions develop during 

working hours, you will be notified as soon as the decision to close is made.  If bad weather has 

developed before you leave for a physical work location, and EMS closes or cancels operations, 

you will be notified by telephone. 

When EMS closes for such reasons, salaried employees will receive their regular wages and hourly 

employees will be paid for hours worked.  If you fail to report for work or meetings because of 

bad weather conditions, on a day in which EMS is operational, you must use a vacation day to be 

paid for that time.  If you have used up all your vacation, or are not eligible for vacation leave, you 

will not receive pay for this time off. 

If there is a question about whether the day is too inclement for meetings, you should call your 

supervisor or check your email in advance of your starting time.  

7. EMPLOYEE BENEFITS 

WORKER’S COMPENSATION 
As an employee, you are entitled to a safe, healthy work environment.  If you are injured on the 

job or contract an occupational disease, you may be entitled to medical care and wage 

replacement (time loss) benefits through the workers' compensation insurance provided by EMS.  

SOCIAL SECURITY/MEDICARE 
The federal government requires you to contribute a portion of your wages to Social Security and 

Medicare, which should provide you with income and medical benefits when you retire or become 

disabled.  This deduction is a percentage of your annual compensation up to a predetermined 

amount.  This deduction will appear on each of your paystubs.  EMS is required to contribute a 

matching amount to this program on your behalf.  
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UNEMPLOYMENT INSURANCE 
Unemployment Insurance is a federal and state program that provides some compensation to 

workers who are temporarily and involuntarily unemployed. EMS contributes to this program on 

your behalf with each payroll. In the event you become unemployed, you will need to contact 

your local unemployment office, or file a claim on the state website:  File a Claim | Department 

of Labor & Employment (colorado.gov). 

8. SAFETY AND SECURITY 

WORKPLACE VIOLENCE 
EMS does not tolerate any type of workplace violence committed by or against employees; 

whether in person, virtual, or electronic.  Employees are prohibited from making threats or 

engaging in violent activities.  This includes teasing or making "jokes" about committing any sort 

of violent act, as well as bringing or distributing material that, even if intended to be comic in 

nature, could be construed as a physical threat to co-workers or superiors.  The following list of 

behaviors, while not inclusive, contains examples of conduct that is prohibited:   

• Causing physical injury to another person; 

• Making threatening remarks; 

• Engaging in aggressive or hostile behavior that creates a reasonable fear of injury to 

another person, or subjects another individual to emotional distress; 

• Intentionally damaging employer property or the property of another employee; 

• Possessing a weapon while on organization property, or while conducting business; or 

• Committing acts motivated by, or related to, sexual harassment or domestic violence.  

Any potentially dangerous situation must be reported immediately to EMS Management.  Reports 

can be made anonymously, and all reported incidents will be investigated.  Reports or incidents 

warranting confidentiality will be handled appropriately and information will be disclosed to 

others only on a need-to-know basis.  All parties involved in a situation will be counseled and the 

results of investigations will be discussed with them. 

EMS will actively intervene at any indication of a possibly hostile or violent situation.  Employees 

are expected to exercise good judgment and to inform the EMS Management if any employee 

exhibits behavior, which could be a sign of a potentially dangerous situation. Such behavior 

includes:  

• Discussing weapons or bringing them to the workplace;  

• Displaying overt signs of extreme stress, resentment, hostility, or anger;  

• Making threatening remarks;  

• Displaying sudden or significant deterioration of performance; or  

• Displaying irrational or inappropriate behavior.  

Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not 

be tolerated.  Any employee involved in committing such acts will be subject to disciplinary action, 

up to and including termination. 

https://cdle.colorado.gov/unemployment/file-a-claim
https://cdle.colorado.gov/unemployment/file-a-claim
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Non-employees engaged in violent acts on the employer's premises will be reported to the proper 

authorities and fully prosecuted.  

WEAPONS IN THE WORKPLACE 
Ensuring a safe work environment and the prevention of workplace violence is of paramount 

importance to our company.  Weapons inside the workplace pose a potential threat to the safety 

and security of our employees.  Weapons are defined as any device, instrument, or substance that 

is used for, or is readily capable of, causing death or serious bodily injury.  These include 

guns/firearms, knives, clubs, chemicals, and explosive devices. 

Firearms of any type are strictly prohibited at all times inside company facilities, or while you are 

engaged in the work or business of the company, whether on-site or off-site. 

The carrying of a firearm of any kind while inside a company building or leased space, on company 

property, inside a company-owned vehicle, or while conducting company business on or offsite, 

is strictly prohibited, is a violation of company policy, and will subject an employee to discipline, 

up to and including termination. 

EMS may not restrict an employee from transporting or storing lawfully possessed firearms or 

other weapons in the employee’s privately-owned vehicle, while the vehicle is in company 

designated parking areas. 

WORKPLACE BULLYING 
EMS recognizes that all employees have the right to be treated with consideration, dignity and 

respect and seeks to create an environment in which all employees are feel valued and respected.  

We aim to provide a positive and fulfilling environment in which to work. 

This policy promotes the respectful treatment of staff within the organization, and the protection 

of our employees from bullying and harassment at work.  Bullying and harassment will not be 

tolerated by EMS in any form and may result in disciplinary action up to and including termination. 

SAFETY & WORK-RELATED INJURIES OR ILLNESSES 
EMS is required to provide our employees with a place of employment free from recognizable 

hazards that are causing or likely to cause death or serious harm to employees.  It is our goal to 

provide and maintain safe working conditions for all employees, to follow safe operating 

procedures, and to comply with all workplace safety laws.  Please be on guard for any unsafe 

conditions and report any problems immediately.   

Prevention is the key, and ordinary common sense is the best approach.  The principles of 

workplace safety are similar to the ones you should follow at home, on the road, or wherever you 

are.  EMS provides each employee with safety training related to his or her specific job.  Here are 

some general guidelines that can help ensure a safer workplace.   

• Watch out for and report conditions that may cause accidents, such as:  water on floors, 

slippery floors, lose or broken tiles, buckled carpet, missing handrail, electrical cords in 

aisles without protective covers, overloaded sockets or defective electrical cords; 
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stairwells, exits, aisles, walkways, working areas and doorways blocked with furniture; 

debris, or boxes.  

• Know the location of emergency exits and evacuation procedures. 

• Become familiar with the operation of the fire protection equipment in your area, such 

as extinguishers and alarm pull stations.  

• Keep all emergency exit doors and stairways clear of obstacles.  

• Follow proper lifting procedures at all times. 

• Be sure to see that all guards and other protective devices are in their proper places prior 

to operating equipment.  

• Wear all protective equipment including eye, ear, and ventilation protection.  

• Do not wear frayed, torn, or loose clothing; jewelry; or long, unrestricted hair near moving 

machinery or other sources of entanglement, or around electrical equipment. Long hair 

is to be tied back or restrained by a hair net to control loose ends whenever working in 

areas where a risk of entanglement might occur, or where combustible materials are 

used. 

• Operate only the equipment for which you are trained and authorized, and observe safe 

operating procedures.  

• Do not run on organization premises.    

Working in the marijuana industry may expose an employee to biological, chemical, and physical 

hazards.  It is important that you be aware of your surroundings, and visually inspect equipment 

for any damages prior to use.  Know what personal protective equipment (PPE) is required for 

your position, when to use it, how to properly use the protective equipment, know it’s limitations, 

and know how to properly care for, maintain, clean, and dispose of the PPE.  PPE that may be 

provided to you may include the following:  gloves, ear protection, eye protection, and respiratory 

protection. 

Accident Reporting and Investigation: 

In the event that you become injured while at work, please follow the steps outlined below:  

• Seek appropriate first aid or medical care.  Emergency room care is recommended only if 

it is a true emergency.  If necessary, call 911.  

• Notify EMS Management of the incident as soon as possible, preferably within 24 hours 

of the occurrence.  

• Complete an accident report and turn into your supervisor within 5 days of the accident.  

DRUG AND ALCOHOL POLICY/SMOKE-FREE WORKPLACE 
EMS prohibits the manufacture, sale, distribution, purchase, transfer, use, or possession of 

marijuana, alcohol or illegal drugs on organization premises or while conducting business.  We 

also prohibit coming to work or attending meetings, or operating organization equipment or 

vehicles while under the influence of marijuana, illegal drugs, or alcohol.  Your compliance with 

this policy is important to us for your own benefit and for the benefit of your co-workers. 

If an employee is suspected of reporting to work under the influence of alcohol, marijuana, or 

illegal drugs, we will recommend that they obtain counseling or attend a rehabilitation program.  
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However, depending on the circumstances, the employee may be subject to corrective action, up 

to and including termination.  If the employee continues to report to work under the influence of 

marijuana, illegal drugs or alcohol, corrective action and/or termination of employment may 

occur. 

If any employee is convicted of any criminal drug offense, EMS is legally required to report the 

conviction to the federal government. To assist us in complying with these legal requirements, 

you must contact the supervisor immediately if you are convicted of a criminal drug offense. 

Disciplinary action, up to and including termination, will be taken against any employee who 

violates this policy. EMS reserves the right to deal with each case at its own discretion, in 

accordance with its current policies and practices and the specific circumstances involved. This 

may include requiring an employee to participate satisfactorily in an approved drug abuse 

assistance or rehabilitation program.  

Smoking and/or vaping is not allowed in indoor public places.  Employees may smoke in 

designated smoking areas or outside, provided the employee is at least 25 feet from the main 

entrance to a facility. 

COMPANY’S RIGHT TO SEARCH 
 

Organization Rights: 

EMS has the right by law to access or monitor an employee’s voice mail and email messages 

(outgoing and incoming), and other electronic or non-electronic communications at any time.  

Therefore, an employee’s outgoing voicemail, email, or other messages must not indicate to the 

caller that his/her incoming messages will be confidential or private. The existence of a password 

on either system is not intended to indicate that messages will remain private. 

Other than EMS, which has the right by law to access messages or documents at any time, 

messages in the voice mail, email, or other communication on computer systems are to be 

accessed only by the intended recipient or the creator, or by others at the direct request of the 

intended recipient or creator.  Any attempt by persons other than the above to access messages 

or documents on such systems will constitute a serious violation of EMS policy.  

Employee Rights: 

Technological systems are for use by employees in conducting EMS business.  Personal use of the 

voice mail, email, computers, or other electronic or non-electronic communication (including, but 

not limited to, the internet) should be minimized and must not interfere with EMS business or 

with the employee’s work performance. 

Employees should be aware that even when a message has been erased, it may still be possible 

to retrieve it from a backup system. Therefore, employees should not assume a message has 

remained private because it has been deleted.  
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USE OF COMPANY EQUIPMENT AND RESOURCES 
EMS invests in equipment to help you do your job.  You are responsible for any equipment that 

you use during the course of your job, and for any equipment that is issued to you to assist you in 

the performance of your job.  Please take the time to learn how to use it correctly and efficiently.  

Should you lose or damage such equipment, you may be held personally liable and may be subject 

to corrective action, depending upon the individual circumstance. 

Should you leave the organization for any reason, you will be asked to return any equipment 

issued to you, such as keys, cellular phone, laptop computer, etc.  

ELEECRONIC RESOURCES 
EMS maintains and utilizes a number of electronic and non-electronic messaging and 

communication systems, including email, voicemail, telephones, and computers, in order to 

facilitate and conduct organization business.  All of the messages and documents that are sent, 

received, composed, and/or stored on these systems are the property of EMS.  

Certain websites are inappropriate for accessing via the organization’s equipment. Searches 

conducted for research purposes may innocently lead users to inappropriate sites.  Such 

inappropriate websites are monitored by a software program that defines and codes 

inappropriate sites, which contain pornography, violence advocacy, gambling, militant, and other 

unseemly or nonbusiness-related content.  Visits to these sites will be logged by the software, 

tracking -who, when, what, and for how long.  Excessive personal time spent on the Internet for 

whatever reason, especially during business hours, is not an acceptable use of business 

equipment.  

Messages on EMS’s voice mail, email, and other communication systems are also subject to the 

same policies regarding harassment and discrimination as are any other workplace 

communications.  Offensive, harassing, or discriminatory content in such messages will not be 

tolerated. 

This policy exists to protect the rights of both the organization and the employee, as further 

defined below. Violations of this policy may result in disciplinary action, up to and including 

termination.  

EMS prohibits the illegal duplication of software.  The copyright law is clear. The copyright holder 

is given certain exclusive rights, including the right to make and distribute copies.  It is illegal to 

make or distribute copies of copyrighted material without authorization unless the copy is made 

for backup or archival purposes. 

EMS licenses the use of computer software from a variety of outside companies.  EMS does not 

own this software and therefore does not have the right to reproduce it.  Any employee learning 

of any misuse of software or related documentation within EMS should notify the supervisor 

immediately.  

Any employee engaging in the illegal reproduction of software may be subject to civil damages 

and criminal penalties, including fines and imprisonment.  EMS employees who make, acquire, or 

use unauthorized copies of computer software will be disciplined, up to and including 

termination.  
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KEYS 
EMS may issue keys to you for accessing the organization’s storage and equipment.  If you are 

issued keys, you may be asked to read and sign an acknowledgement of receipt and familiarize 

yourself with the guidelines for their use. 

The keys are the responsibility of the employee they are issued to, and any organization loss or 

damage associated with their misuse or loss may be charged to you.  If the keys are ever lost or 

stolen, EMS Management should be notified as soon as possible. The cost of replacing a key will 

be charged to you. 

If you choose to leave the organization, either voluntarily or through layoff or discharge, you will 

be asked to return all organization issued keys to the supervisor.  

CELL PHONE USE/TEXTING WHILE DRIVING 
EMS owned cellular phones and services are only to be used to conduct organization business, 

except in the event of an emergency.  EMS cellular phones are only to be used by authorized 

employees.  You may be asked to sign an agreement that allows EMS to deduct the cost of any 

personal phone calls from your paycheck.  When using an EMS cellular phone, we ask that you 

abide by the following:  

• Remember that cellular transmissions are not secure, and employees should use 

discretion when discussing confidential information.  

• Precautions should be taken to prevent theft of a cellular phone or any other organization 

equipment (i.e., do not leave it sitting in plain view in a car). 

• When you receive a call or text when driving a company vehicle, you should be able to 

find a safe place to pull over or wait until you reach your destination to respond.  

9. LEAVING THE COMPANY 

SEPARATION FROM EMPLOYMENT 
 

Break in Service: 

We feel it is important to recognize employees for their years of service to EMS. Employees who 

have left EMS and have been rehired within one year may be given credit for their previous service 

in regard to vacation and/or sick leave accrual.  Each situation will be handled on a case-by-case 

basis by EMS management.  Rehired employees must meet the same eligibility requirements as a 

new employee for other organization benefits.  

Reduction in Workforce:  

When downsizing appears to be necessary based on workload and existing staff levels, position 

elimination may result.  These decisions are made at the sole discretion of EMS management 

based on business needs.  Such decisions will typically take into consideration factors such as an 

employee's seniority, versatility, existing skills, and performance level.  
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EMS will decide whether to provide severance pay to employees impacted by a reduction in force 

in its sole discretion.  Severance pay is not guaranteed and if paid, does not extend the 

termination date.  

Voluntary Termination:  

If you resign, it is important to notify EMS Management immediately.  It is preferred that 

employees provide EMS with written notice of two weeks whenever possible.  It should be noted 

that pay out of accrued, unused vacation will be given to employees upon termination of 

employment.  EMS does not pay out unused, accrued sick leave.  Vacation or termination pay 

does not extend the effective date of termination beyond the last day worked.  Your final 

paycheck will be processed with the normal pay schedule.  

Involuntary Termination: 

In the event an employee is involuntarily terminated from employment with EMS, “last day 

worked” is defined as the last day the employee was physically on the job.  The employee will 

receive a final check through the last day actually worked, along with any payouts for accrued 

vacation leave.  It is important that the employee submit his/her final timesheet to his/her 

supervisor immediately.   

The final paycheck to the employee is due and payable immediately, EXCEPT: 

• When the employer's accounting unit, responsible for the drawing of payroll checks, is 

not regularly scheduled to be operational, then the wages due the separated employee 

shall be made available to the employee no later than six hours after the start of such 

employer's accounting unit's next regular workday. 

• If the accounting unit is located off the work site, the employer shall deliver the check for 

wages due the separated employee no later than twenty-four hours after the start of such 

employer's accounting unit's next regular workday to one of the following locations 

selected by the employer: the work site, the employer's local office, or the employee's 

last-known mailing address.  

REFERENCES/VERIFICATIONS OF EMPLOYMENT 
We often receive calls from prospective employers, banks, and loan officers regarding past or 

current employees.  A supervisor will make available to you upon request, an authorization to 

release information.  This consent form lets the supervisor release additional information that 

you have authorized on the form, or on any form you sign with another institution or employer.  

Your signed form and copies of any written references given are kept in your personnel file.   We 

will not offer salary information; EMS will only verify salary information.  

Any employee, who receives a call or letter requesting information about current or past 

employees, must refer it to EMS Management, who alone is authorized  to give references on 

EMS employees.  If we are asked to provide a reference for an employee, we will limit it to the 

following: Position(s) held and dates of employment 
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We will not release any other information concerning employment with us unless the request is 

in writing and is authorized by the employee. EMS may also require that the employee sign a 

written release before any information is provided.  
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