
Regular Meeting of the Eaton Public Library Agenda 

Wednesday, January 4, 2023 5:30pm
Eaton Public Library Event Room  

132 Maple Avenue, Eaton, CO 80615 

Agenda is preliminary and subject to change by majority vote of the Board at the meeting. 

Individuals requiring special accommodation to attend the meeting should advise the Library Director (970-673-7899) of their specific need(s) at 

least 48 hours before the meeting. 

Participants may join via Zoom: https://us02web.zoom.us/j/87277174089?pwd=c25Mckt0TTR3QVp0ejRweityTEV5QT09 

 Meeting ID: 872 7717 4089 Passcode: 127610 

Facilitator:          Julie Finn, Acting President 

Opening:              Pledge of Allegiance  

1. Call to order:

Julie Finn, Acting President   Maureen St. Peter Laura Van Wyk 

Michael Yancey      Andy Morehead 

Nomie Ketterling   Andrew Chadwick           

2. Additions or Deletions to Agenda / Approval of Agenda

3. Introduction of New Staff

4. Approval of Minutes

a. November 4, 2022 Regular Board Meeting

5. Friends of the Library

6. Reports

a. President’s Report – Julie Finn

b. Director’s Report – Amber Greene

c. Financial Report- Amber Greene

d. Committee Reports

i. Art Task Force – Nomie & Maureen

ii. Space Planning – Michael Yancey

7. Old Business/Board Comments

a. Capital Projects

8. New Business

a. Town of Eaton Employee Handbook and Pay Policy – Lorna Younger, CPSHR Business Partner

b. Library Director Evaluation – Executive Session

c. Library Officer Special Election Discussion
d. High Plains Library District Service Agreement

e. Art Task Force - Final Payment and Site Selection Discussion
f. Space Planning - Appointment of New Members

9. Public Comment (3 minutes each)
Any individual who would like to speak is free to do so at this time. No other time will be allotted for public comments during the meeting. Each individual shall

state their name, address, and title. 

10. Adjournment

Next regular Eaton Public Library meeting, February 1, 2023 at 5:30 PM. 
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Regular Meeting of the Eaton Public Library 
MINUTES 

Wednesday, November 2, 2022 
Eaton Library Board Room 

132 Maple Avenue, Eaton, CO 80615 

The regular monthly Eaton Public Library Board meeting was called to order by Julie Finn, Board Vice 
President, at 5:33 pm with the Pledge of Allegiance.  

All recited the Pledge of Allegiance in attendance. Those in attendance were: 
• Julie Finn, Vice President
• Andrew Chadwick, Trustee
• Nomie Ketterling, Trustee
• Andrew “Andy” Morehead, Trustee
• Maureen St. Peter, Trustee
• Laura Van Wyk, Trustee
• Michael Yancey, Trustee
• Amber Greene, Director
• Stacie Khoury, Assistant Manager
• Rebecca Proctor, Executive Assistant

There were no additions or deletions to the agenda. Vice President Finn asked to move her report 
before the beginning of the agenda. Trustee Ketterling motioned to approve the agenda with the change 
in order; Trustee Van Wyk seconded the motion. The motion was unanimously approved. 

Vice President Finn reported that President Dennie Kutcher has resigned from the Board, having 
accepted a position with the Weld County Sheriff’s Department. She then welcomed and introduced the 
new trustees to the Board. Those new trustees are Andrew Chadwick, Andrew “Andy” Morehead, and 
Laura Van Wyk. 

Vice President Finn asked for any additions or corrections to the October 7, 2022, minutes, and none 
were voiced. Trustee Michael Yancey motioned to approve the October minutes as entered, and trustee 
St. Peter seconded the motion. The motion was unanimously approved.  

Friends of the Library Report 
Director Greene shared a report for the Friends of the Library.  She announced that Mary Vance’s 
mother-in-law passed away this morning. Sympathy flowers will be sent from the Board and staff. The 
Friends’ October meeting agenda was shared in the board packet. Their annual Christmas Basket sale 
will begin on November 28. The money raised from the sale will go toward the scholarship fund. They 
have extended an offer to the Art Task Force to include a basket. That welcome has been accepted with 
gratitude. Their annual book sale is underway and doing very well. They will be hosting a staff luncheon 
on December 9, 2022, from 11 am to 1 pm; the Board is welcome to attend. The Board was asked to 
please let Director Greene know if they would be attending. Vice President Finn and Trustee Van Wyk 
said they would be attending. The menu will include soup, bread, and goodies. The Friends intend to 
help the staff decorate the Library for Christmas. 
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Library Director’s Report  
Director Greene reported that the library has already surpassed last year’s visits as of September and 
that over 1000 people attended library programs and another 1,000 attended outreach events in 
October. We expect attendance to continue to increase over last year. A key priority continues to be 
recruitment and onboarding of staff, with current vacancies including a Technology Coordinator and 
Library Associate positions.  

The Town Council approved six guiding principles in Resolution No. 2022-25 at their October meeting. 
Those principles are: Embrace Guided Growth, Maintain and Develop Premier Resources, Facilitate 
Engagement and a Sense of Community, Foster Trust through Transparency, Sustain a Safe Community, 
and Ensure Generational Needs are met. The resolution was included in the November Board Packet. 
These principles will help guide future library goals.   

Director Greene proposed additional library closures on November 15, 2022, at 4 pm for a team building 
event at the Denver Zoo for community partner agencies, Martin Luther King Day on January 16, 2023, 
Juneteenth on June 19, 2023, and a staff development day on September 26, 2023. These dates are in 
addition to the holidays observed by the Town of Eaton and previously observed by the library and are 
included in the Board Packet. A motion to approve all suggested library closures was made by Trustee 
Ketterling and seconded by Trustee Morehead. The motion was unanimously approved. 

Trustee Ketterling asked Director Greene to revisit the Town survey. Director Greene reported that for 
the survey to be viable, a minimum of 300 surveys needed to be returned. 673 community members 
participated in the survey. Director Greene shared that of the survey participants, approximately 63% of 
those surveyed had visited the library in the past 12 months, showing that we have approximately 37% 
of the population who are underserved or non-users and would benefit from providing outreach and 
marketing. Approval of the library averaged 96% of library users who somewhat or strongly approve of 
the library’s management, programs, and services and 4% who somewhat or strongly disapprove. An 
average of 43% of respondents had no opinion, mirroring the number of community members who 
don’t actively use the library.  

Financial Report 
Director Greene stated that the financial report was not included in the original board packet sent to the 
Board as there were many illnesses within the financial department when the packet was prepared. 
Those documents were provided electronically to trustees after packet publication and in print at the 
meeting and are included in these minutes. Director Greene shared that she had presented an overview 
of the budget to the Town Council at their October 20th meeting. The budget will be voted on for final 
approval by the Town Council in December.  Director Greene shared a compensation study prepared by 
CPSHR for the Town of Eaton. These documents were not available at the time of packet publication and 
were provided electronically to trustees and in print at the meeting and are included in these minutes. 
Director Greene shared the performance evaluation process for Town employees. Trustee Ketterling 
suggested that the director’s evaluation be added to the January 4th board meeting, as the board 
doesn’t meet in December and any compensation adjustments can be retroactive. Vice President Finn 
will send out a template to the board members asking them to complete and return them to her by 
February 1, 2023. 

Art Task Force Report 
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Trustee Ketterling reported that the “Hero” sculpture would be paid for by funds raised from the 
community and not funded by tax dollars. She noted that the task force had received grants and 
donations in the amount of $17,000. Promotional events, advertising, and news articles are ongoing to 
raise the additional monies needed. The next installment payment to the artist will be paid in 
November. She reminded the Board that the artist is from Shelly, Idaho and that the sculpture will be 9’ 
tall once completed. The task force will add a basket to the Friend’s basket sale and encourage 
everyone to attend the next Art Task Force meeting that will be held on November 12th at 9 am at the 
library. 

Old Business/Board Comments 
There was no old business to discuss. 
Board comments were as follows: 

• Director Greene will coordinate with Nina Lewis and the trustees to have new photos taken.
• Rebecca will order business cards and name tags for the new trustees.
• The Board was asked to send Rebecca ideas for promotional gear from 4imprint.
• All trustees were asked to send a bio for the website to Rebecca. Once the new website is

launched, Rebecca will add bios and photos.

New Business 
Capital Projects: There is a list of projects in the board packet. It was suggested by Vice President Finn 
that there be an update on capital projects and planning at each meeting. The Space Planning 
Committee will be asked for input and direction as needed. Director Greene received complete support 
to make operational decisions to move projects forward. 

• Staff workroom update: This project is prioritized for completion by the end of this year using
existing funds.

• 2023 priority projects include:

• Basement repair and remodel – there is no mold or asbestos. Repairs must be made within 6-12
months to keep the integrity of the rebar. Director Greene asked the Board how they would like
to see the space used. The question was asked if the drainage problem had been
corrected.  Director Greene confirmed that it had been corrected. Trustee Van Wyk suggested
asking the staff how they could be made more comfortable and addressing those items, such as
working in the basement or at standup desks. Director Greene stated that if the basement is
used as a secondary office space, it does not have the same access requirements of a public
space.

• The public restrooms remodel is a priority. The board approved the men's and women's
restrooms to be worked on and completed simultaneously, causing them to be out of order;
however, the family bathroom will still be accessible. It will take three to four weeks to
complete this project.

• The rooftop generator is also a priority, and Trustee Ketterling asked if it could be installed by
the end of the year. Director Greene has received two quotes and will see if it is possible to
begin work as soon as possible.

• A request has been submitted to Meeting the Challenge organization to provide a facility audit
and recommend changes for ADA requirements.

• The Board wants to stay out of the way of improvements unless asked for involvement. They
trust Director Greene’s decision-making abilities and have their full support. Director Greene
stated that she would like their input on the outdoor Children’s area and that Beth from
Wember has offered her assistance with the design and facilitating a planning discussion.
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Legal Counsel - The goal is to hire a firm with experience working directly with libraries and their unique 
needs. Currently, the Town of Eaton’s legal counsel has been assisting in critical areas; however, more 
industry-specific expertise is anticipated to decrease research time and improve recommendations. Two 
firms offered letters of interest: Seter & Vander Wall, P.C. from Greenwood Village, Colorado, and Lyons 
Gaddis from Longmont, Colorado. Setter & Vander Wall has more experience at the State level, and 
Lyons Gaddis has more experience locally. A motion to engage and retain Lyons Gaddis Attorneys & 
Counselors was made by Trustee Yancey and seconded by Trustee Ketterling. The motion was 
unanimously approved.  

Holiday Party: It was decided not to host a Board holiday party in December, but the Board does want 
to recognize the staff for their work. Vice President Finn suggested gift cards for the staff and closing the 
library early one day for a staff party. A motion to pay for a staff party and recognition was made by 
Trustee Morehead and seconded by Trustee St. Peter. The motion was unanimously approved.  

Trustee Ketterling asked to discuss the Board’s officer situation as the only current officer is Vice 
President Finn. Vice President Finn said that once Lyons Gladdis is retained, she would discuss the 
proper direction with them, as officers are typically not voted on until April after her term expires. She 
will also discuss the bylaws with them as the current situation is not referenced and should be. 

Public Comment 
There was no one from the public in attendance. 

Adjournment 
The next Eaton Public Library Board meeting will be held on January 4, 2023, at 5:30 pm. Please note 
that there is no meeting in December. Trustee Chadwick motioned the meeting be adjourned, and 
Trustee Yancey seconded the motion. The motion was unanimously approved. The meeting adjourned 
at 6:55 pm. 

Respectfully submitted, 
Rebecca Proctor 

Attachments: 

• Financial Report

• Compensation Study
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CPSHR Compensation Study, Town of Eaton 2022 

 

 

 

 

 

Data represented as Monthly values

Client Benchmark: Librarian

Labor Market Agency Comparable Classification Title
Base Salary 

Minimum

Base Salary 

Midpoint

Base Salary 

Maximum
Bandwidth

Town of Eaton Librarian $4,073.33 $4,791.79 $5,510.25 35.28%

City of Evans No Comparable Class

City of Fort Lupton Youth and Family Services, Teen and Adult Services Librarian $4,333.33 $5,416.67 $6,500.00 50.00%

City of Greeley No Comparable Class

High Plains Library District Librarian $4,073.33 $4,792.17 $5,511.00 35.29%

Town of Ault No Comparable Class

Town of Berthoud No Comparable Class

Town of Firestone Librarian $4,073.33 $4,725.07 $5,376.80 32.00%

Town of Frederick No Comparable Class

Town of Johnstown No Comparable Class

Town of Kersey Librarian $4,073.33 $4,725.07 $5,376.80 32.00%

Town of Mead No Comparable Class

Town of Severance No Comparable Class

Town of Timnath No Comparable Class

Town of Wellington No Comparable Class

Town of Windsor No Comparable Class

Weld County No Comparable Class

Total Matches 4

Base Salary Medians (Min, Mid, Max) $4,073.33 $4,758.62 $5,443.90 33.65%

Base Salary Means  (Min, Mid, Max) $4,138.33 $4,914.74 $5,691.15 37.32%

Percentage Needed to Reach LM Median* 0.00% -0.69% -1.20%

Percentage Needed to Reach LM Mean* 1.60% 2.57% 3.28%

Additional Percentile (or Control Point)

Base Salary

Minimum

Midpoint

Maximum

Range Bandwidth

Base Salary Medians

Base Salary Means

Percentage Needed to Reach LM Median

Percentage Needed to Reach LM Mean

Additional Percentile (or Control Point)

Percentage Needed to Reach LM Mean represents the percentage needed to bring client's salary to the labor market mean in each category (minimum, midpoint & maximum)

Additional Percentile/Control Point represents the percentile of the labor market salary range (i.e. 60th, 70th, etc. designated by the client agency) and requested to be added to data set

Maximum represents the maximum of a pay range as reported by the surveyed agency

Range Bandwidth represents  the spread from minimum to maximum of a pay range as reported by the surveyed agency. CPS uses this to compare the client's range with market trends to optimize pay administration

Base Salary Medians represent the median of salaries from all surveyed agencies in each of the category (minimum, midpoint & maximum)

Base Salary Means represent the average of salaries from all surveyed agencies in each of the category (minimum, midpoint & maximum)

Percentage Needed to Reach LM Median represents the percentage needed to bring client's salary to the labor market median in each category (minimum, midpoint & maximum)

* Positive number represents client's salaries and/or benefits are below LM and need the indicated percentage to reach LM, negative number mean client is above the LM 

DEFINITIONS:
All data represented as Monthly based on agreed upon effective date

Minimum represents the minimum of a pay range as reported by the surveyed agency

Midpoint represents the middle number in the pay range from minimum to maximum as reported by the surveyed agency
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CPSHR Compensation Study, Town of Eaton 2022 

 

Minimum $15.00

Grade Width 40%

Grade Separation 5%

Grade Min Mid Max Min Mid Max Width Sep Min Mid Max

101 $15.00 $18.00 $21.00 $31,200 $37,440 $43,680 40.0% $2,600 $3,120 $3,640

102 $15.75 $18.90 $22.05 $32,760 $39,312 $45,864 40.0% 5.0% $2,730 $3,276 $3,822

103 $16.54 $19.85 $23.15 $34,398 $41,278 $48,157 40.0% 5.0% $2,867 $3,440 $4,013

104 $17.36 $20.84 $24.31 $36,118 $43,341 $50,565 40.0% 5.0% $3,010 $3,612 $4,214

105 $18.23 $21.88 $25.53 $37,924 $45,509 $53,093 40.0% 5.0% $3,160 $3,792 $4,424

106 $19.14 $22.97 $26.80 $39,820 $47,784 $55,748 40.0% 5.0% $3,318 $3,982 $4,646

107 $20.10 $24.12 $28.14 $41,811 $50,173 $58,535 40.0% 5.0% $3,484 $4,181 $4,878

108 $21.11 $25.33 $29.55 $43,902 $52,682 $61,462 40.0% 5.0% $3,658 $4,390 $5,122

109 $22.16 $26.59 $31.03 $46,097 $55,316 $64,535 40.0% 5.0% $3,841 $4,610 $5,378

110 $23.27 $27.92 $32.58 $48,401 $58,082 $67,762 40.0% 5.0% $4,033 $4,840 $5,647

111 $24.43 $29.32 $34.21 $50,822 $60,986 $71,150 40.0% 5.0% $4,235 $5,082 $5,929

112 $25.66 $30.79 $35.92 $53,363 $64,035 $74,708 40.0% 5.0% $4,447 $5,336 $6,226

113 $26.94 $32.33 $37.71 $56,031 $67,237 $78,443 40.0% 5.0% $4,669 $5,603 $6,537

114 $28.28 $33.94 $39.60 $58,832 $70,599 $82,365 40.0% 5.0% $4,903 $5,883 $6,864

115 $29.70 $35.64 $41.58 $61,774 $74,129 $86,483 40.0% 5.0% $5,148 $6,177 $7,207

116 $31.18 $37.42 $43.66 $64,863 $77,835 $90,808 40.0% 5.0% $5,405 $6,486 $7,567

117 $32.74 $39.29 $45.84 $68,106 $81,727 $95,348 40.0% 5.0% $5,675 $6,811 $7,946

118 $34.38 $41.26 $48.13 $71,511 $85,813 $100,115 40.0% 5.0% $5,959 $7,151 $8,343

119 $36.10 $43.32 $50.54 $75,087 $90,104 $105,121 40.0% 5.0% $6,257 $7,509 $8,760

120 $37.90 $45.49 $53.07 $78,841 $94,609 $110,377 40.0% 5.0% $6,570 $7,884 $9,198

121 $39.80 $47.76 $55.72 $82,783 $99,339 $115,896 40.0% 5.0% $6,899 $8,278 $9,658

122 $41.79 $50.15 $58.51 $86,922 $104,306 $121,691 40.0% 5.0% $7,244 $8,692 $10,141

123 $43.88 $52.65 $61.43 $91,268 $109,522 $127,775 40.0% 5.0% $7,606 $9,127 $10,648

124 $46.07 $55.29 $64.50 $95,832 $114,998 $134,164 40.0% 5.0% $7,986 $9,583 $11,180

125 $48.38 $58.05 $67.73 $100,623 $120,748 $140,872 40.0% 5.0% $8,385 $10,062 $11,739

126 $50.80 $60.95 $71.11 $105,654 $126,785 $147,916 40.0% 5.0% $8,805 $10,565 $12,326

127 $53.34 $64.00 $74.67 $110,937 $133,124 $155,312 40.0% 5.0% $9,245 $11,094 $12,943

128 $56.00 $67.20 $78.40 $116,484 $139,781 $163,077 40.0% 5.0% $9,707 $11,648 $13,590

129 $58.80 $70.56 $82.32 $122,308 $146,770 $171,231 40.0% 5.0% $10,192 $12,231 $14,269

130 $61.74 $74.09 $86.44 $128,423 $154,108 $179,793 40.0% 5.0% $10,702 $12,842 $14,983

131 $64.83 $77.79 $90.76 $134,845 $161,814 $188,782 40.0% 5.0% $11,237 $13,484 $15,732

132 $68.07 $81.68 $95.30 $141,587 $169,904 $198,222 40.0% 5.0% $11,799 $14,159 $16,518
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CPSHR Compensation Study, Town of Eaton 2022 

 

 

Town of Eaton - Recommended Structure Slotting Spreadsheet
= Non-Benchmark

= Benchmarks

Titles Count  Salary  Range Min  Range Mid 

 Range 

Max 

Compa-

Ratio

Recom 

Grade  Min  Mid  Max 

Compa-

Ratio

Library Associate 2 37,076$      35,464$      41,725$      47,965$      89% 104 36,118$   43,341$   50,565$   86%

Librarian 4 57,006$      48,880$      57,512$      66,123$      99% 110 48,401$   58,082$   67,762$   98%

Library Director 1 90,000$      70,000$      82,500$      95,000$      109% 120 78,841$   94,609$   110,377$  95%

Exectuive Assistant 1 53,872$      44,741$      53,872$      63,003$      100% 109 $46,097 $55,316 $64,535 97%

Technology Coordinator 1 Vacant 50,822$      60,986$      71,150$      111 50,822$   60,986$   71,150$   

Current Proposed
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Director’s Report 

As the library wrapped up 2022, our patrons enjoyed sitting in front of the fireplace in the Colorado room with a good 

book as a favorite spot on those chilly days. The Makerspace was buzzing with excitement as kids, teens and adults alike 

worked on personal projects, holiday gifts, business ideas and digital literacy. Families flocked to the library for 

gingerbread houses, photos with Santa, ornament making and cookie decorating. We celebrated Eaton’s annual Old 

Fashioned Christmas by bringing back the tradition of hosting the Troubadours and Bella Voce for caroling at the library 

and enjoyed hundreds of visitors to the library’s craft and book tree activity at the Eaton Chamber event.    

Behind the scenes, staff were busy welcoming our new Technology Services Coordinator, Daniel Carey, hiring four 

Library Associate positions, getting final approval for the 2023 budget, and brainstorming our new 2023 Work Plan. We 

took a break from our regular duties to come together as a team and attend the Denver Zoo Lights preview event for 

community partner agencies, a magical evening enjoyed by all and made possible by our library board.  

Throughout the year, trustees and staff are encouraged to participate in professional development opportunities. As we 

begin 2023, each trustee is budgeted $850 annually for memberships, training and travel. Recommended trainings 

include the Colorado Library Consortium’s upcoming 2023 Virtual Winter Workshop on February 23rd and 24th and the 

United for Libraries Trustee Academy available on-demand.   

Operations 

Facilities: The Town of Eaton has assumed snow and ice removal for library sidewalks and parking lots. The library 

received recommendations and courses of action from CIRSA’s annual property insurance walk-through and took the 

following steps: confirmation of emergency lighting in the main part of the building; updated inspection and certification 

of the elevator lift through the State of Colorado’s Division of Public Safety and scheduling of a witnessed safety test and 

third party inspection annually; designation of Director Amber Greene as the library’s ADA contact person; and 

completion of electrical work to cover the junction boxes in the basement. Meeting the Challenge, an ADA consulting 

company based in CO Springs, is scheduled to complete a facility audit in January 2023 to assess the library grounds and 

building and to provide accessibility compliance and improvement recommendations. The library received an annual 

inspection from the Eaton Fire Protection District in December 2022 and is required to take the following actions: create 

an emergency fire safety evacuation plan, service the fire extinguisher in the basement, remove the lock on the second-

floor exit door to the elevator lift, and seal an unapproved wall opening in the basement. The library will be reinspected 

in 30 days.  

Library Closures: Recommendation to clarify that approved library closures are paid or unpaid time for library 

employees. Motion required. 

New Year’s Day Monday, January 2 

Martin Luther King Day Monday, January 16 

President’s Day Monday, February 20 

Memorial Day Monday, May 29 

Juneteenth Monday, June 19 

Eaton Days Friday, July 7 

Independence Day Tuesday, July 4 

Labor Day Monday, September 4 

Staff Development Day Tuesday, September 26 

Veteran’s Day Friday, November 10 

Thanksgiving Day Thursday, November 23 

Friday after Thanksgiving Friday, November 24 
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Christmas Eve  Friday, December 22 observed 

Christmas Day  Monday, December 25  

½ Day New Year’s Eve, Close at 1pm Friday, December 29 observed 

 

 

Staffing: Current vacancies include 1 FTE Outreach Librarian, .5 FTE Facilities, and .25 FTE Program Librarian. Daniel 

Carey was selected for the Technology Services Coordinator position and began on November 28, 2022. Daniel brings a 

combination of IT and customer service experience to this role including 6 years of help desk support, network 

management and PC troubleshooting. He is CompTIA certified in IT Operations, Network+ and A+ Software and 

Hardware and has an Associate’s Degree in Information Technology from Kentucky Community & Technical College. The 

Library Associate (LA) positions have been filled, effective January 2023. Angie Martin has accepted the Youth LA 

position and brings with her six years of teaching experience, an Associate’s Degree in Early Childhood Education and 

fluency in Spanish. She is a graduate of Eaton High School, parent of two children in the Eaton school district and 

volunteer at On Pointe dance studio. Rebecca Cox has accepted the Adult and Technology LA position and brings with 

her four years of library experience, a Bachelor’s of Arts and fluency in Spanish. Rebecca is a resident of Severance and is 

completing her Master’s in Library and Information Science in January 2024. Two part-time substitute LA positions have 

also been filled to provide sick, vacation and vacancy coverage. Amanda “Mandy” Geiger is an active Public Affairs 

Officer and former Flight Sergeant with the Air National Guard and has a Bachelor’s in Journalism/History. She is a 

regular library user, along with her two children, and a Friends of the Library volunteer. Cassy Crawford brings a variety 

of experience in healthcare, education and banking and has a Master’s Degree in Education and Human Resources. 

Cassy is also an avid library user, along with her two children, and is currently a substitute teacher with the Eaton school 

district. 

 

Strategic Planning  

 

Enclosed in this packet is a 2023 Work Plan draft. This document reflects the library’s strategic plan, mission and vision 

as well as the Town Council’s pillars for the community, staff input and SWOT analysis. Included are the priority focus 

areas of community engagement, literacy and learning, and organizational excellence.  

 

Policy Recommendations  

 

Recommendation for discussion of Library Board Bylaws for future motion at February 1, 2023 meeting.  

 

Financial Report 

 

The Eaton Town Council approved the library’s 2023 budget on December 8, 2022. A full presentation can be found 

here: https://townofeaton.colorado.gov/sites/townofeaton/files/documents/2023 Budget Power Point Resolution and 

Budget.pdf.  

 

Changes from the original proposed budget include an additional $10,000 of property tax revenue, an additional 

estimated expense of $35,000 for acquisition and installation of a generator, a reduction of $12,000 in finalized 

personnel and insurance costs, and the addition of a Technology budget line to better reflect expenditures.  

 

The HPLD Friends and Foundation has approved EPL’s request for grant support for Libraries Transforming Communities: 

Accessible Small and Rural Communities grant application to improve accessibility of library services. The Weld Trust 

Foundation completed a site visit on Dec. 20th in consideration of a $15,000 grant for 1,000 Books Before Kindergarten. 
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2023 WORK PLAN 

Mission 

The mission of the Eaton Public Library is to provide professional library services and resources to meet 

the evolving educational, recreational, and informational needs of the public in an historical setting. 

Vision 

The Eaton Public library will be recognized as a resource center for print, media, and electronic materials 

as well as a technology center where equipment, support and information sources are provided. 

Strategic Focus Areas 

Community Engagement  

Develop community partnerships in support of local initiatives: (Ellen and Rebeca C.)   

• Collaborate with the Historical Society to digitize local history. 

• Install a StoryWalk on the Great Western Trail.  

• Create life skills programming including gardening, finances, job fairs, and tax support.  

Expand the library’s message and audience: (Daniel and Rebeca C.) 

• Implement a marketing plan for library communications, both digitally and in-person.  

• Create a new library website as a subsite of the Town of Eaton. 

• Design a newsletter template and social media schedule.  

Expand outreach to new and underserved users: (Amber and Outreach Librarian) 

• Hire dedicated outreach staff.  

• Purchase an outreach bookmobile for homebound delivery, community events, etc.  

• Install a kiosk in Galeton.  

• Build relationships with our local schools, Boys and Girls Club, Senior Housing and other 

agencies through regularly scheduled visits and communications.  

Create volunteer opportunities for all ages: (Stacie) 

• Support community partner agencies with monthly service projects.  

• Offer validation of community service hours and academic/scholarship requirements.  

• Offer adult volunteer opportunities. (Ellen) 

• Provide youth leadership opportunities through the Teen Advisory Board.  

Literacy and Learning  

Improve accessibility and scope of the library’s collections:  
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• Complete a full inventory and weeding of all collections. (Librarians and LAs) 

• Integrate Spanish items into general collections. (Caroline, Angie and Rebeca C.) 

• Create a seed library. (Ellen and Rebeca C.) 

• Expand passes for check-out to include new attractions. (Stacie and Michelle)  

Create a rich array of literacy programming: (Stacie and All)   

• Offer regular cultural events including Bilingual Storytime, Loteria, etc.  

• Incorproate STEM into afterschool programming. 

• Schedule three big-name author visits (youth, teen and adult authors). 

• Offer passive programming and take-and-make activities with quality materials and instruction.  

• Schedule large-scale events and presenters throughout the year. 

• Continue to expand Summer Reading participation including prizes, activities and partnerships.    

Grow technology services and programs: (Daniel and All) 

• Implement a certification process for makerspace hardware and software.   

• Grow makerspace usage across ages and abilities to include two regular makerspace programs 

per month and one outreach opportunity per month.    

• Offer a spectrum of digital literacy instruction and help desk support through standard drop-in 

and appointment hours.  

Grow family services and programs: (Caroline and Angie) 

• Install a children’s outdoor play area and storytime art mural.  

• Create a children’s StoryWalk at a local Eaton park.  

• Implement the 1,000 Books Before Kindergarten program in support of caregivers, infants and 

toddlers.  

• Offer caregiver education activities and programs including a quarterly presenter. (Ellen) 

Organizational Excellence (Internal) 

Improve process management and operations: 

• Create a file management system for all library documents including: policies and procedures, 

board materials, reporting, personnel files, contact lists, purchasing and finance. (Rebecca)  

• Improve daily work flow: Implement a digital schedule for staff. Update circulation and 

makerspace procedures. Create downtime tasks for desk work. Delegate routine and repetitive 

tasks to volunteers. Create a yearly program calendar. (Stacie) 

• Implement purchasing, petty cash and donation procedures: Develop accounting practices and 

purchasing policy in collaboration with the Town. Create an Administrative Manual for staff 

training and reference. (Rebecca and Amber) 

• Update library bylaws and policies to reflect best practices and legal review. (Amber and Board) 

Encourage professional development of staff and trustees:  

• Offer a Staff Development Day annually. (Amber and Stacie) 
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• Create a schedule of required and recommended trainings and process for documentation. 

(Amber and Stacie)  

• Schedule trustee training with the CO State Library. (Amber, Rebecca and Board)  

Recruit and retain staffing at sufficient operational levels: (Amber and Stacie) 

• Fill Library Associate, Facilities and Outreach positions.  

• Create a culture of recognition: facilitate two annual teambuilding events, weekly shout outs, 

and regular engagement opportunities.  

• Implement an annual staff survey to measure employee satisfaction over time.  

• Implement an employee wellness program.  

Prioritize safety: (Amber and Rebecca) 

• Create a library safety committee.  

• Operationalize safety procedures and trainings.  

• Install panic buttons, fob entry access points, AED and additional security cameras.  

Complete facility improvement projects: (Amber and Facilities) 

• Remodel the library basement to address water damage and create a secondary staff 

work/storage space.  

• Conduct an ADA analysis of the library building and grounds and begin implementation of 

recommendations.  

• Install a gas-powered generator.  

• Remodel public bathrooms.  

Improve technology services and infrastructure: 

• Create a secondary network to host local storage and makerspace technology. (Daniel) 

• Collect and report IT help desk requests and responses. (Daniel) 

• Implement new hardware and software (AWE computers, VLP, Reservation software, etc.). 

(Daniel and Amber) 

• Create a three-year technology and capital expense plan. (Daniel and Amber) 

Outcomes 

We will know we are successful when we see new faces using the library, literacy skills are increasing, 

operations are running smoothly and people feel connected to the community and each other.   
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Eaton Public Library
2019, 2020, 2021 & 2022 Statistics

Circulation  

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

2019

 
2019

8,475 7,734 7,818 7,543 7,253 8,081 8,615 8,160 7,596 7,629 7,051 6,862 92,817

613 522 545 668 600 601 568 618 538 546 457 485 6,761

2020

2020

8,121 7,706 3,650 97 3,242 4,305 6,443 6,281 6,299 6,497 5,966 5,074 63,681

526 538 215 0 0 13 78 128 139 160 199 91 2,087

2021

Computer Users

2021

4,786 5,680 6,375 5,472 5,784 7,175 7,073 6,743 5,476 5,484 5,990 5,089 71,127

195 192 280 260 244 229 199 229 268 310 382 295 3,083

2022

2022

6,281 5,504 6,680 5,795 6,711 7,938 7,343 7,406 6,438 6,096 6,186 72,378

373 416 500 428 416 486 403 488 447 461 359 4,777

  
   

0

2500

5000

7500
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2019 - 2022 Circula�on
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800
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2019 - 2022 Computer Users
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 Visits

2021

2021

 

616 1,078 1,263 1,316 1,375 2,159 2,545 2,232 1,657 1,743 1,976 1,777 19,737

75 612 1450 1815 7 322 4,281

 
   

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

2019

2019

4,861 4,398 4,406 4,925 5,475 4,753 4,485 4,743 4,903 5,344 3,408 3,401 55,102

466 907 641 838 563 237 507 85 670 3017 775 466 9,172

2020

2020

4,273 4,007 2,036 0 0 197 1,436 1,633 1,908 2,073 1,121 563 19,247

796 583 344 2        1,725

2022

2022

2,103 2,041 2,621 2,399 2,041 2,892 2,195 2,350 2,572 2,658 2,337 26,209

22 43 63 5 400 20 623 167 64 1083 40 2530

OUTREACH  (EELC, Faith Preschool Coop, Classrooms, Information Distribution)

Started following state definition of Outreach Sep 2021
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Eaton Public Library
2019, 2020, 2021 & 2022 Statistics
In house Programs
         

114 234 286 436 570

  
   

0 10 20 15 34 41 38 25 29 41 76 48 377

 

Jan Feb March April May June July Aug Sept Oct Nov Dec Total

Jan Feb March April May June July Aug Sept Oct Nov Dec Total

Jan Feb March April May June July Aug Sept Oct Nov Dec Total

2019

 
2019

695 703 786 1354 1030 1056 1331 632 750 1144 590 786

115 98 108 113 107 105 92 116 135 159 172 114 1,434

10,857
2020

2020

670 697 249 104

115 129 39 0     25 50 0 0 358

1,720
2021

Meeting Room & Study Room Usage (non-library)

2021

Makerspace 

1,640
2022

2022

2022

283 572 966 902 964 1670 600 576 506 1015 541

65 57 88 74 69 53 33 61 30 50 68 648

3 11 15 12 5 8 6 5 6 5 30 106

8,595
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Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

0 0 0 0 185 155 171 233 150 156 206 167 1,423

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total

0 0 0 0 119 129 272 162 146 160 189 165 1,342

AWE 1 2019

AWE 2 2019

263 207 226 198 227 287 301 259 228 270 186 203 2,855

249 248 300 193 268 337 295 242 184 260 184 255 3,015

AWE 1 2020

AWE 2 2020

296 261 72 0 0 0 0 0 0 0 0 0 629

289 244 65 0 0 0 0 0 0 0 0 0 598

AWE 1 2021

AWE 2 2021

AWE 1 2022

AWE 2 2022

218 253 335 238 536 574 432 426 302 285 357 3,956

211 195 283 257 525 558 448 399 305 263 309 3753

0

200

400

600

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

AWE 1 Preschool

0

200

400

600

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

AWE 2

23



EPLSTAFF@HIGHPLAINS.US
EATON PUBLIC LIBRARY

EATONCOLIBRARY
970-454-2189

FREE AFTERSCHOOL SNACKS 
MONDAY-FRIDAY 

3:30-5:00!

24 25 26

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

JANUARY 
2 3 4 5 6 7

9 10 11 12 13 14

16 17 18 19 20

23

21

27 28

30

SNACK AROUND THE
WORLD: MYSTERY

 @ 4 pm 

COMPUTER BASICS 
@ 11 am

YARN YAKKERS @ 1 pm CHESS BUDDIES
@ 4 pm

LEGO CLUB
@ 4 pm

WIGGLE WORMS
@10 am

PENGUIN
STORYTIME 

@ 10 am

MESSY ART @11 am

31

LIBRARY
CLOSED

HAPPY NEW
YEAR!

TALES TO TAILS
WITH ZEB @ 4 pm

TALES TO TAILS
WITH ZEB @ 4 pm

TALES TO TAILS
WITH ZEB @ 4 pm

TEEN COMFORT 
COOKING @ 4 pm

COMPUTER BASICS
 @ 11 am

YARN YAKKERS @ 1 pm

COMPUTER BASICS 
@ 11 am

YARN YAKKERS @ 1 pm

COMPUTER BASICS 
@ 11 am

YARN YAKKERS @ 1 pm

COMPUTER BASICS 
@ 11 am

YARN YAKKERS @ 1 pm
TALES TO TAILS

WITH ZEB @ 4 pm

BILINGUAL
STORYTIME @ 10 am

POLICE OFFICER
STORYTIME @10 am

OWL STORYTIME  @10 am

TALES TO TAILS
WITH LEXI 

@ 10 am

TALES TO TAILS WITH
LEXI @ 10 am

TALES TO TAILS
WITH LEXI 

@ 10 am

WIGGLE WORMS
 @ 10 am

WIGGLE WORMS
@10 am

WIGGLE WORMS
@10 am

KIDS    TEENS    FAMILY    ADULT

INSPIRATIONAL 
BOOK CLUB @ 1 pm

LIBRARY CLOSED

FAMILY BOARD
GAME NIGHT 

@5 pm

LOTERIA @ 5:30 pm

DUNGEONS AND
DRAGONS @ 4 pm

DUNGEONS AND
DRAGONS @ 4 pm

IT'S ELECTRIC!
STEM PROGRAM

@ 4 pm

MINECRAFT PARTY
@ 1 pm

REGISTRATION
REQUIRED

OWL PELLETS @ 4pmROCKY MOUNTAIN
RAPTORS: OWLS 4pm

TAB PARTY FOR
TEENS @ 4 pm

24



25



26



27



28



29



30



31



LIBRARY November 2022 

 

At the end of September, the Library’s cash balance is $4,890,789.  Balance Sheet, Income 

Statement and detail ledger is included in this packet. The library bank balance is combined 

cash with the Town of Eaton funds in Bank of Colorado and Colotrust. There is not a separate 

bank account specifically for the library. Interest adjustments will be completed per fund, and it 

is based on the fund bank balance and the total in the combined cash balance, and this will be 

the percentage for interest.   

 

Included in Other Category under Expenses Emergencies, Public Relations, Art Special Project, 

Gift Expenses, and Maker Space. Capital projects were underway on the Library in 2021.   

Revenue 

Account Title 2022 Revenue 
YTD 

2022 Budget for 
Full Year 

2021 Revenue 
YTD 

2021 Budget for 
Full Year 

Property Taxes 1,146,770 1,147,754 1,505,959 1,506,538 

Art Special 
Projects 

19,378 0 0 0 

Miscellaneous 2,297 3,000 549 3,000 

Gifts & 
Memorials 

9,823 1,600 3,221 2,000 

Interest 5,257 468   

Grant Proceeds 3,811    

TOTAL REVENUE 1,187,336 1,152,822 1,509,729 1,511,538 

 

Revenue Synopsis: 

• Expected property taxes are less this year than 2021, amount is given by High Plains Library 

• Art Special projects is dedicated for the sculpture this year. 
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Expenses 

Fund 2022 Expenses 
YTD 

2022 Budget 
for Full Year 

2021 Expenses 
YTD 

2021 Budget for 
Full Year 

Head Librarian 80,007 83,678 68,540 78,986 

Assistant Librarians 280,243 504,114 221,559 445,616 

Employee Benefits 43,503 146,948 39,360 131,151 

Transfers to General 
Fund Town Admin 

 14,250 0 0 

Other 43,473 36,600 3,635 35,000 

Operating Supplies 13,584 18,000 7,914 18,000 

Postage 0 500 55 500 

Communications 4,569 4,725 3795 4,500 

Mileage 397 2,800 0 2,800 

Training 3,077 11,500 1838 11,500 

Insurance 9,991 18,000 14,959 14,000 

Contract Services 52,466 37,350 27,440 36,000 

Utilities 8,630 20,500 12,210 15,750 

Repairs & 
Maintenance 

18,880 35,000 5956 20,000 

Media 6,086 26,000 2536 26,000 

Print 23,653 32,000 12528 32,000 

Periodicals 1,312 4,900 3,781 4,900 

Library Programs 29,810 32,000 13399 30,000 

Acquisition of 
Equipment 

733 20,000 130 20,000 

Capital Projects 67,516 45,400 467,472 752,769 

TOTAL EXPENSES 687,930 1,094,265 907,104 1,679,472 

 

Expense Synopsis: 

• Other – Art projects and Maker space didn’t have expenditures in 2021 through September 

• Transfer to Admin GF – town’s time for AP, Town Administrator, payroll and Finance Director – NEW in 
2022.   

• There are additional Contract Services in 2022 than 2021 including HR. 

• Repairs and Maintenance – received insurance money from Cirsa why the amount is much lower in 2021. 

 

42%

37%

0%

21%

September Expenses

Salaries

Operating

Capital

Other
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TOWN OF EATON

BALANCE SHEET

NOVEMBER 30, 2022

LIBRARY

FOR ADMINISTRATION USE ONLY 92 % OF THE FISCAL YEAR HAS ELAPSED  12/22/2022     10:08AM       PAGE: 9

ASSETS

02-00-1000 CHECKING ACCOUNT - LIBRARY 4,890,788.60

02-00-1010 CASH ON HAND 150.00

02-00-1100 TAXES RECEIVABLE 1,147,754.00

TOTAL ASSETS 6,038,692.60

LIABILITIES AND EQUITY

LIABILITIES

02-00-2000 ACCOUNTS PAYABLE 3,256.49

02-00-2100 FICA TAXES PAYABLE (                2,548.91)

02-00-2120 FEDERAL W/H TAXES PAYABLE 837.28

02-00-2130 STATE W/H TAXES PAYABLE .01

02-00-2140 MEDICARE TAXES PAYABLE (                   400.30)

02-00-2230 HEALTH INSURANCE PAYABLE (              27,808.09)

02-00-2240 VISION INSURANCE PAYABLE 601.53

02-00-2250 BENEFITS PRETAX EMPLOYEE CONTR (                1,153.94)

02-00-2260 BENEFITS AFTER TAX EMPLOYEE CO (                     69.65)

02-00-2270 MISC PAYROLL PAYABLE 488.59

02-00-2300 PENSION PAYABLE (                6,175.75)

02-00-2320 WAGE ASSIGNMENTS 15.76

02-00-2350 PENSION PRETAX EMPLOYEE CONTRI 9,058.87

02-00-2360 PENSION AFTER TAX EMPLOYEE CON (                   276.92)

02-00-2400 DEFERRED REVENUE 1,145,679.27

TOTAL LIABILITIES 1,121,504.24

FUND EQUITY

02-00-3020 FUND BALANCE 4,417,784.93

UNAPPROPRIATED FUND BALANCE:

REVENUE OVER EXPENDITURES - YTD 499,403.43

BALANCE - CURRENT DATE 499,403.43

TOTAL FUND EQUITY 4,917,188.36

TOTAL LIABILITIES AND EQUITY 6,038,692.60
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TOWN OF EATON

REVENUES WITH COMPARISON TO BUDGET

FOR THE 11 MONTHS ENDING NOVEMBER 30, 2022

LIBRARY

PERIOD ACTUAL YTD ACTUAL BUDGET UNEARNED PCNT

FOR ADMINISTRATION USE ONLY 92 % OF THE FISCAL YEAR HAS ELAPSED  12/22/2022     10:08AM       PAGE: 10

REVENUE

02-00-4110 PROPERTY TAXES .00 1,146,769.46 1,147,754.00 984.54 99.9

02-00-4500 ART SPECIAL PROJECTS 3,900.00 19,378.21 .00 (              19,378.21) .0

02-00-4730 LIBRARY FINES & MISCELLANEOUS 53.00 2,297.06 3,000.00 702.94 76.6

02-00-4805 GIFTS & MEMORIALS .00 9,822.98 1,600.00 (                8,222.98) 613.9

02-00-4820 INTEREST INCOME .00 5,256.53 468.00 (                4,788.53) 1123.2

02-00-4830 GRANT PROCEEDS .00 3,810.55 .00 (                3,810.55) .0

TOTAL REVENUE 3,953.00 1,187,334.79 1,152,822.00 (              34,512.79) 103.0

TOTAL FUND REVENUE 3,953.00 1,187,334.79 1,152,822.00 (              34,512.79) 103.0
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TOWN OF EATON

EXPENDITURES WITH COMPARISON TO BUDGET

FOR THE 11 MONTHS ENDING NOVEMBER 30, 2022

LIBRARY

PERIOD ACTUAL YTD ACTUAL BUDGET UNEXPENDED PCNT

FOR ADMINISTRATION USE ONLY 92 % OF THE FISCAL YEAR HAS ELAPSED  12/22/2022     10:08AM       PAGE: 11

EXPENDITURES

02-00-6110 HEAD LIBRARIAN 6,923.08 80,006.63 83,678.00 3,671.37 95.6

02-00-6120 ASSISTANT LIBRARIANS 20,383.11 280,242.74 504,114.00 223,871.26 55.6

02-00-6150 TRANSFERS OUT - GENERAL FUND A 102.00 180.00 .00 (                   180.00) .0

02-00-6180 EMPLOYEE BENEFITS 511.98 9,965.19 146,948.00 136,982.81 6.8

02-00-6181 FICA/ME TAX ER PAID .00 14,531.28 .00 (              14,531.28) .0

02-00-6182 HEALTH/VISION INSURANCE ER PD .00 10,471.44 .00 (              10,471.44) .0

02-00-6185 PENSION ER PD .00 8,046.36 .00 (                8,046.36) .0

02-00-6188 EMPLOYMENT TAXES ER PD .00 488.59 .00 (                   488.59) .0

02-00-7215 OPERATING SUPPLIES 1,078.12 13,584.20 18,000.00 4,415.80 75.5

02-00-7216 PUBLIC RELATIONS .00 6,586.94 10,000.00 3,413.06 65.9

02-00-7217 POSTAGE .00 .00 500.00 500.00 .0

02-00-7220 COMMUNICATIONS .00 4,569.11 4,725.00 155.89 96.7

02-00-7235 MILEAGE REIMBURSEMENTS 123.69 397.20 2,800.00 2,402.80 14.2

02-00-7240 TRAINING 152.59 3,076.80 11,500.00 8,423.20 26.8

02-00-7270 INSURANCE .00 9,991.33 18,000.00 8,008.67 55.5

02-00-7315 CONTRACT SERVICES 4,219.67 52,466.61 37,350.00 (              15,116.61) 140.5

02-00-7510 UTILITIES 1,744.36 8,630.37 20,500.00 11,869.63 42.1

02-00-7520 REPAIRS & MAINTENANCE 9,256.12 18,879.94 35,000.00 16,120.06 53.9

02-00-8211 MEDIA 23.24 6,085.96 26,000.00 19,914.04 23.4

02-00-8400 ART EXPENSE SPECIAL PROJECTS 10,000.00 21,192.00 .00 (              21,192.00) .0

02-00-8510 PRINT 1,382.86 23,653.01 32,000.00 8,346.99 73.9

02-00-8530 PERIODICALS .00 1,311.52 4,900.00 3,588.48 26.8

02-00-8535 GIFT EXPENSES 184.24 1,404.32 1,600.00 195.68 87.8

02-00-8540 MAKERS SPACE 3,158.36 14,111.18 25,000.00 10,888.82 56.4

02-00-8600 LIBRARY PROGRAMS 5,522.21 29,809.57 32,000.00 2,190.43 93.2

02-00-9110 ACQ OF EQUIPMENT 184.00 733.00 20,000.00 19,267.00 3.7

02-00-9150 CAPITAL PROJECTS .00 67,516.07 45,400.00 (              22,116.07) 148.7

TOTAL EXPENDITURES 64,949.63 687,931.36 1,080,015.00 392,083.64 63.7

TOTAL FUND EXPENDITURES 64,949.63 687,931.36 1,080,015.00 392,083.64 63.7

NET REVENUE OVER EXPENDITURES (              60,996.63) 499,403.43 72,807.00 (            426,596.43) 685.9
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Month:

Date Description + - Comments / Code

12/7/2022 Starting balance  $    83.90 

12/7/2022 monies received 83.90$     Check from TOE

DEPOSIT 17.80$   7215

In drawer 150.00$   

 

Payments
Date Petty Cash - Paid Out Comments

 Total -$         

 

Date Other Activity    +/- Comments

12/19/22

Supervisor's Signature Date

PETTY CASH  

December 2022
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Month:

Date Receipts for + - Comments / Code

11/30/22 Book Replacement  $   4.60 8510

12/15/22 Copies - donation 8.00$    7215

12/15/22 General Donation 5.00$    7215

12/19/22 TOTAL DEPOSIT 17.60$    cash

Supervisor's Signature Date

DEPOSITS
December

12/19/22
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THE TOWN OF EATON EMPLOYEE HANDBOOK 

DATED    December 1, 2022 
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Town of Eaton, Employee Handbook, December 1, 2022  Page 1 of 37 

IMPORTANT NOTICE  

THIS TOWN OF EATON EMPLOYEE HANDBOOK (“HANDBOOK”) IS 

DESIGNED TO ACQUAINT EMPLOYEES WITH THE TOWN OF EATON 

(“TOWN”) AND PROVIDE INFORMATION ABOUT WORKING AT THE TOWN.  

THIS HANDBOOK IS NOT ALL INCLUSIVE BUT IS INTENDED TO PROVIDE 

EMPLOYEES WITH A SUMMARY OF SOME OF THE TOWN’S EXPECTATIONS.  

THIS EDITION SUPERSEDES AND REPLACES ALL PREVIOUSLY ISSUED 

EDITIONS OF THE HANDBOOK AND ANY INCONSISTENT VERBAL OR 

WRITTEN POLICY STATEMENTS. 

EMPLOYMENT WITH THE TOWN IS “AT-WILL.”  EMPLOYEES HAVE THE 

RIGHT TO TERMINATE THEIR EMPLOYMENT RELATIONSHIP WITH THE 

TOWN FOR ANY REASON AT ANY TIME.  THE TOWN SIMILARLY HAS THE 

RIGHT TO TERMINATE AN EMPLOYEE FOR ANY REASON, WITH OR 

WITHOUT CAUSE, AT ANY TIME.  THE LANGUAGE USED IN THIS HANDBOOK 

AND ANY VERBAL STATEMENTS MADE BY THE TOWN 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 TOWN, OTHER THAN THE TOWN 

BOARD OF TRUSTEES (“BOARD”) OR THE TOWN ADMINISTRATOR, HAS 

THE AUTHORITY TO ENTER INTO AN AGREEMENT OF EMPLOYMENT FOR 

ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, 

SIGNED BY THE BOARD OR THE TOWN ADMINISTRATOR AND THE 

EMPLOYEE. 

EXCEPT FOR THE “AT-WILL” NATURE OF THE EMPLOYMENT 

RELATIONSHIP, THE TOWN RESERVES THE RIGHT TO MODIFY, REVISE, 

SUSPEND OR CHANGE THE TERMS OF THIS HANDBOOK.  THESE CHANGES 

MAY OCCUR AT ANY TIME WITH OR WITHOUT PRIOR NOTICE.  NO ORAL 

STATEMENTS OR REPRESENTATIONS CAN CHANGE THE PROVISIONS OF 

THIS EMPLOYEE HANDBOOK. 

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR 

QUESTION. AFTER READING THE HANDBOOK, EMPLOYEES WHO HAVE 

QUESTIONS SHOULD TALK WITH THEIR SUPERVISOR.   
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EMPLOYMENT 

 

A. Equal Employment Opportunity/Unlawful Harassment 

The Town 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 Town prohibits unlawful discrimination and harassment 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, disability, military 

status, genetic information, pregnancy, childbirth and related conditions, or any other status 

protected by applicable federal, state or local law.  

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.  

Employees are entitled to be free of unlawful harassment, regardless of the source of such 

harassment. 

B. American’s With Disabilities Act (ADA)   

The Town complies with all applicable laws prohibiting discrimination in employment against 

qualified individuals with disabilities.  Consistent with the law, the Town will endeavor to make 

reasonable accommodation for employees who are disabled.   

Employees needing such accommodation should contact their supervisor or the Human Resources 

Representative as soon as possible. 

The Town may require that an employee provide a note from a health care provider detailing the 

medical advisability of reasonable accommodation.   

C. Religious Accommodation 

The Town complies with all applicable laws prohibiting discrimination in employment against 

individuals whose work requirements interfere with their religious belief, unless doing so posts 

under hardship on the Town.   

These accommodations pertain to schedule changes or leave for religious observances, but also 
to such things as dress or grooming practices that an employee has for religious reasons.  
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When an employee or applicant needs accommodation for religious reasons, they should notify 
their supervisor or the Town’s Human Resources Representative  

An employee cannot be forced to participate (or not participate) in a religious activity as a 
condition of employment. 

D. Pregnancy Accommodation  

Employees who are otherwise qualified for a position may request reasonable accommodation 

related to pregnancy, a health condition related to pregnancy or the physical recovery from 

childbirth. If an employee requests accommodation, the Town will determine whether there is an 

effective, reasonable accommodation for the employee.  A reasonable accommodation will be 

provided unless it imposes an undue hardship to the Town’s business operations.  

The Town may require that an employee provide a note from a health care provider detailing the 

medical advisability of reasonable accommodation. Employees who have questions about this 

policy or who wish to request reasonable accommodation under this policy should contact their 

supervisor or the Human Resources Representative as soon as possible.  

E. Sexual Harassment 

The Town strongly opposes sexual harassment and inappropriate sexual conduct at the 

workplace. Sexual harassment is defined as unwelcome sexual advances, requests for sexual 

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

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

employment; 

Submission to or rejection of such conduct is used as the basis for decisions affecting an 

individual’s employment; or 

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

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

Employees are always expected to 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, and similar; 

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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Employees are entitled to be free of unlawful sexual harassment, regardless of the source of such 

harassment. 

F. Complaint Procedure 

Employees who believe there has been a violation of the provisions set forth above should report 

such violation to the Town in a timely manner to enable the Town to investigate and, if warranted, 

address and correct such behavior. 

The employee should report the incident to their supervisor or the Human Resources 

Representative.  The matter will be investigated and, if warranted, the Town will take corrective 

action.  While the Town does not guarantee confidentiality, the Town will endeavor to keep 

complaints confidential to the extent practicable to do so.  

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 course of the 

investigation should not be shared with other employees.   

G. Retaliation 

The Town prohibits retaliation against any employee for filing a complaint under this policy or for 

assisting or participating in a complaint investigation.   If an employee believes they are being 

retaliated against they should notify the Human Resources Representative. 
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EMPLOYEE STATUS 

 

A. Full-time Employee  

An employee normally scheduled to work at least 35 hours per week is considered a full-time 

employee. Full-time employees are eligible for Town benefits. 

B. Part-time Employee  

An employee normally scheduled to work less than 35 hours per week is considered a part-time 

employee. Part-time employees are ineligible for Town benefits except as required by law or 

otherwise provided herein. 

C. Temporary and Seasonal Employee  

An employee who is hired to serve as an interim replacement, temporarily supplement the 

workforce or assist in the completion of a specific project is considered a temporary or seasonal 

employee. Employment assignments in this category are of limited duration and the temporary 

or seasonal employee may be let go at any time, even 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 and seasonal employees are “at-will” regardless of the 

anticipated duration of the assignment. Temporary and seasonal employees retain that status 

unless and until notified in writing of a change. 

D. Independent Contractor 

Independent contractors are not employees of the Town and are self-employed.  An independent 

contractor is engaged by the Town to perform a task or provide services according to the 

contractor’s own methods and is subject to control and direction only as to the results to be 

accomplished.  Independent contractors are not entitled to Town 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 overtime pay requirements.  

F. Nonexempt Employee  

Nonexempt employees are paid an hourly rate and are eligible for overtime as provided herein. 
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EMPLOYEE BENEFITS 

 

A. Insurance Benefit Plans 

As part of its compensation strategy, the Town offers a variety of benefits for eligible employees.  

Employment benefits vary according to the position and status of the employee. To receive certain 

benefits, eligible employees may be required to meet participation requirements and pay required 

premiums and other contributions. The Town complies with all applicable federal and state laws 

regarding the provision of benefits to same-sex spouses, domestic partners and couples in a civil 

union.  

Benefit plans offered by the Town are defined in the applicable plan documents such as insurance 

contracts and summary plan descriptions. In the event information in this Handbook or other 

employee communication conflicts with the actual terms and conditions of coverage, the plan 

documents will control.  Benefits described in this Handbook, including the types of benefits 

offered and the requirements for eligibility of coverage, may be modified or discontinued from 

time to time at the Town’s discretion as permitted by law.  The Town and its designated benefit 

plan administrators reserve the right to determine eligibility, interpretation and administration of 

issues related to benefits offered by the Town.    

Employees will have an opportunity to make changes to their benefit selections during the Town's 

annual open enrollment period.  Employees who experience a qualifying life event such as 

marriage, divorce, birth of a child or loss of insurance through changes in a spouse’s employment, 

will also be allowed to make a change in their benefit selection when that event occurs, in 

accordance with the terms of the plan document. 

Information on the costs, coverages, providers and administrators will be provided during new 

employee orientation or during the Town’s annual open enrollment. 

The Town currently offers the following benefits: 

B. Medical Insurance Plan 

The Town provides full-time employees and their eligible dependents with health and prescription 

insurance. Medical insurance premiums are paid by the Town for full-time employees; however, 

an employee’s dependents may be placed on the plan at the employee’s expense.   

 

If an employee is covered by their spouses or another medical plan, the Town will reimburse the 

employee the amount they would have received from the Town had they been covered by the 

Town’s medical insurance plan.  This reimbursement is not allowed if the employee is receiving 

those outside medical benefits for free or for any employee dependents. 

C. Dental Insurance Plan  
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The Town pays Dental insurance premiums for full-time employees; however, an employee’s 

dependents may be placed on the plan at the employee’s expense.   

D. Life Insurance Plan  

For full-time employees the Town pays for term life insurance coverage equal to an employee’s 

annual salary.  Coverage begins on the first of the month following three months of full-time 

employment.   

E. Long-term Disability (LTD) Plan  

The Town provides Long-Term Disability to help replace a full-time employee’s salary if they suffer 

a covered disability for an indefinite period.  This is fully paid for by the Town and coverage 

begins on the first of the month following three months of full-time employment.   

F. 401(a) Retirement Plan 

The Town assists full-time employees with retirement savings.  The Town pays 5% of an 

employee’s bi-weekly pay in the full-time employee’s 401(a) account.  The employee is required 

to pay 3% of their bi-weekly salary, on a pre-tax basis.  Employees are automatically enrolled in 

this plan on the first pay period of the first full month following their full-time date of employment. 

An employee will become vested in the Town’s contributions based on a “cliff vesting schedule,” 

meaning that they will be eligible for 100% of the funds the Town has paid on their third-year 

anniversary date.     

G. Voluntary Personal Accident Insurance Plan  

Full-time employees may voluntarily purchase Personal Accident Insurance coverage which 

provides payments in case of the employee’s accidental death or dismemberment.    

H. Voluntary Cancer Insurance Coverage  

Full-time employees may voluntarily purchase Cancer Insurance cover to assist in paying for 

cancer treatment and hospitalization.  

I. Voluntary Flexible Spending Account 

Full-time employees may voluntarily participate in a Flexible Spending Account which allows them 

to pay certain qualified medical expenses with pre-tax wages.     

J. Voluntary Vision Insurance Plan 

Vision coverage is available to full-time employees and their eligible dependents at group rates 

at the employee’s own cost and is able to be purchased at the discretion of the employee.  

K. Voluntary Whole and Term Life Insurance 
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Additional voluntary whole- or term-life insurance is available to full-time employees at group 

rates at the employee’s own cost.   

 

L. Voluntary 457(b) Retirement Plan 

The Town offers full-time employees the option of participating in a traditional or Roth (or both) 

457(b) Retirement Plan.  These voluntary plans enable the employee to augment the Town’s 

401(a) Retirement Plan.  Full-time employees are eligible to participate beginning the first pay 

period of the first full month following the full-time date of hire.     

For more information about these plans, please refer to the summary Plan Description which is 

available from the Human Resources Representative or the Finance Director. In the event the 

above information conflicts with the actual terms and conditions of coverage, the Summary Plan 

Description governs. 
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LEAVES 

 

A. Holidays 

The Town observes the following holidays: 

• New Year’s Day 

• President’s Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Veteran’s Day 

• Thanksgiving Day 

• Friday after Thanksgiving 

• ½ day the day before Christmas Day 

• Christmas Day 

• ½ day the day before New Year’s Day 

• A Floating Holiday – Employee’s Discretion 

When a holiday falls on a Saturday, it is observed on the preceding Friday. When the holiday falls 

on a Sunday, it is observed on the following Monday.  If the main Holiday lands on Saturday it is 

observed on Friday, the half day is then observed Thursday. If the main Holiday lands on Sunday, 

it is observed on Monday and the half day is observed Friday. If the main Holiday is on Monday, 

the half day is observed Friday.  

 

Should any one of the observed holidays occur during an employee’s vacation period, the pay for 

that day will be holiday pay and not charged against the employee’s vacation accrual. 

 

• All full-time employees receive eight (8) hours of holiday pay at their regular rate of pay 

on the full day holidays.  Full-time employees will receive four (4) hours of pay on the ½ 

day holidays.  
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• Holiday pay for part-time employees is prorated based on each employee’s regularly 

scheduled work hours. 

 

• Temporary and seasonal employees do not receive holiday pay.  

 
• Non-exempt employees who are required to work the holiday will be paid 1.5 times their 

normal wage for all hours worked on the holiday.   

 

• Holiday pay will not be counted towards overtime.  Any time over 40 hours that a non-

exempt employee has actually worked during the work week will be paid overtime at one 

and a half (1.5) times their normal wage. 

B. Sick/Healthy Family Workplace Act 

ACCRUALS: 

Full-time employees who work 40 hours per week, accrue sick time at the rate of 1 hour per 20 

hours worked. which is equal to 104 hours per year, or 13 days.  This amount is pro-rated for 

employees who work less than 40 hours per week.  Sick leave accruals begin per pay period 

immediately upon hire.   

The table below identifies the Town’s sick leave accrual cap for full-time employees.    

Length of Service Sick Leave Accrual Cap 

Hire through 3 full years of continuous 

employment 

240 Hours 

After 3 through 10 full years of 

continuous employment 

480 Hours 

After 11 years of continuous employment 600 Hours 

As part of Colorado’s Healthy Families and Workplaces Act (HFWA), part-time employees accrue 

sick time at the rate of 1 hour per 30 hours worked, up to 48 hours in a year.  

USAGE ELIGIBILITY: 

Sick leave can be taken in one-hour increments.  Accrued and unused sick leave is not paid out 

at the employee’s termination. 

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; 
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(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); or 

(4) the employee’s family member, has been a victim of domestic abuse, sexual assault, 

or criminal harassment, and needs leave for related medical attention, mental health 

care or other counseling, victim services (including legal services), or relocation. 

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 an illness, injury, medical care, or 

domestic violence. Also, employees should let their supervisor know when they expect to return 

to work.  

If an employee uses sick leave for four (4) or more consecutive workdays, the Town may require 

reasonable documentation that the paid sick leave is for a purpose authorized in this section B) 

(1) through (4).  If the absence was due to the employee’s own illness, the Town will also provide 

the employee information on the Town’s medical leave program.   

Paid sick time is not counted in the calculation of overtime. 

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

Accrued and unused sick time is not paid out upon any termination or separation of employment.   

RETALIATION OR INTERFERENCE WITH HFWA RIGHTS: 

The Town will not retaliate against any employee for requesting or using paid sick leave or for 

otherwise exercising their rights under the Colorado Healthy Families and Workplaces Act 

(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 Town will not count paid sick leave used by an employee as an absence that may lead to or 

result in corrective or disciplinary action. 
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An employee has the right to file a complaint or bring a civil action if HFWA paid sick leave is 

denied by the Town or the Town retaliates against the employee for exercising the employee's 

rights pursuant to HFWA. 

C. Public Health Emergency (PHE) Supplemental Sick Leave 

On the date a public health emergency is declared by the State of Colorado, 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 (part-time, temporary and seasonal) 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 they are actually diagnosed 

with the illness or not). 

(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, 

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.  

D. Vacation 

ACCRUALS: 
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Full-time employees begin per pay period accruals immediately upon hire. Part-time employees 

are eligible for vacation pay that is prorated based on the number of hours normally scheduled 

to work. 

 

Accruals are granted as described below: 

Length of Service Vacation Granted Per Year 

Zero (o) through three (3) full-time 

years of continuous employment 

104 Hours (13 days) 

Beginning year 4 through 6 full-time 

years of continuous employment 

120 Hours (15 days) 

Beginning year 7 through 9 full-time 

years of continuous employment 

136 Hours (17 days) 

Beginning year 10 through 14 full-

time years of continuous employment 

152 Hours (19 days) 

15 or more full-time years of 

continuous employment 

176 Hours (22 days) 

Temporary and seasonal employees are not eligible for vacation pay. 

USAGE: 

No length of service is required in order to use accrued vacation.  Employees are responsible for 

scheduling their vacation with their supervisor in advance and must receive their supervisor’s 

written approval prior to taking vacation.  

Vacation time will not be counted in the computation of overtime.  For example, if a full-time 

employee takes a Monday off for vacation, they will receive 8 hours (one day) of vacation leave 

pay for the missed day of work.  If they actually work 33 hours in the remainder of the workweek, 

they will not earn overtime.  They will only earn overtime for that workweek if they actually work 

more than 40 hours in that workweek. 

Employees may carry over unused vacation into the next anniversary year. However, the 

maximum vacation that employees may accumulate is 240 hours (30 days) in their vacation bank 

at any one time.    Once an employee reaches this ceiling, the employee ceases to earn or accrue 

any additional vacation pay.  If the employee later uses enough vacation pay to fall below their 

ceiling, the employee will begin to earn and accrue vacation pay again from that date forward 
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until they reach the ceiling.  Accordingly, employees are encouraged to use all vacation pay soon 

after it accrues to avoid reaching their vacation pay ceiling.     

If an individual runs out of vacation leave, they may not use their sick leave in lieu of vacation.  

Under extenuating circumstances, a supervisor may allow an employee who has no vacation time 

remaining to take the time off unpaid. 

Upon termination or separation of employment, employees will receive pay for earned, unused 

vacation. 

E. Domestic Abuse Leave 

If any employee (full-time, part-time, temporary or seasonal) has exhausted their sick leave 

accruals, the employee is 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.  Please see the Human Resources Representative 

if you need such leave or for more information. 

F. Bereavement Leave 

Full-time employees are eligible for up to five (5) days of paid time off for the death of a family 

member or an employee’s significant other and may thereafter be eligible for additional unpaid 

time off.  This time may be pro-rated for part-time employees based on the number of hours they 

are normally scheduled to work.  Seasonal and temporary employees are not eligible for 

bereavement leave. 

The Town shall determine the amount of bereavement leave for an eligible employee.  In making 

a determination, the Town may consider the need for out-of-town travel, responsibility for 

handling funeral and/or other arrangements and when the funeral and/or other arrangements 

are held.   Request for Bereavement Leave should be directed to the employee’s supervisor who 

will reach out to the Human Resources Representative. 

G. Jury Duty 

The Town recognizes jury duty as everyone’s civic responsibility.  When an employee is 

summoned for jury duty, the Town shall provide leave to allow the employee to perform their 

duty as a juror. When an employee receives the summons, the employee should promptly bring 

the summons to the employee’s supervisor. 

Employees shall receive regular pay for the first three (3) days of jury duty if the employee was 

scheduled to work during such time and the employee provides confirmation of the juror service.  

Employees who work 40 hours a week will receive 8 hours of pay per day.  Employees who work 

less than 40 hours per week will receive pay pro-rated based on the number of hours they are 

normally scheduled to work in a week. 
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Beginning the fourth day and thereafter, employees, as jurors, are paid $50.00 per day by the 

State of Colorado for state, district, or county court jury duty. For jury duty more than three (3) 

days, Town employees will receive the difference between jury duty pay and their regular pay up 

to a maximum of twenty days (160 hours).  Jury duty beyond this time is without pay from the 

Town.   

If the employee is excused from jury duty during their regular work hours, he or she is expected 

to report to work promptly. 

H. Family and Medical Leave  

Public sector employers are subject to the provisions of the Family Medical Leave Act (FMLA). 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 Town does not have 

50 employees within a 75-mile radius, employees are not eligible to take FMLA leave. However, 

the Town provide medical leave as outlined below.  

I. Medical Leave  

A medical leave of absence of not more than three (3) months may be granted to full-time 

employees. This unpaid leave is for absences arising from an employee’s own illness, injury, or 

pregnancy. 

For medical leave to be granted, the following conditions must be met: 

• The employee has completed ninety (90) days of full-time employment with the Town; 

• The employee’s supervisor is notified by the employee as soon as possible of the need for 

medical leave; 

• The employee provides the Human Resources Representative with written proof in the 

form of a certification from the treating healthcare provider that the employee is or will 

be unable to work and the estimated time needed;  

• Approvals for Medical Leave are obtained from the Human Resources Representative; and 

• All available sick leave and earned vacation are used prior to the commencement of the 

medical leave of absence. 

When the estimated period of leave was originally requested to be less than three months, and 

an employee thereafter seeks to extend the leave, an additional statement from the medical 

provider shall be required indicating the new estimated length of leave. 

An employee ready to return to work from medical leave must present their job description to a 

medical provider and obtain a statement from a medical provider indicating their ability to return 

to work. 
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The Town may reinstate an employee ready to return from a medical leave of absence when, in 

the opinion of the Town, it is practical to do so.  

The Town provides insurance benefits for an employee on medical leave for a maximum of three 

(3) months as long as the employee continues to pay the employee’s portion of the premium, if 

applicable. 

Vacation and sick leave will not accrue during a medical leave of absence. Holidays, bereavement 

pay, or jury duty pay will not be granted during the leave. 

Employees who fail to return at the expiration of their authorized leave may be terminated. If the 

employee’s failure to return is due to a disability under the Americans with Disabilities Act (ADA) 

or other law, reasonable accommodations may be provided. Employees must supply sufficient 

information from their medical provider indicating that they have a covered disability and when 

they can return to work with or without reasonable accommodation. An accommodation must not 

cause undue hardship to the Town.  

Part-time employees are not eligible for medical leave except as required for their own disability 

as defined by a health medical provider. 

J. Colorado Family Medical Leave Insurance (FAMLI) Leave 

Commencing on January 1, 2024, 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 Town Board on July 

21, 2022, to opt-out of participation in this program.  However, a Town employee may still 

participate by contributing premiums for FAMLI directly to the State of Colorado.   

Employees who wish to participate in FAMLI should contact the Colorado Department of Labor 

and Employment (CDLE) for more information and to arrange to obtain benefits if they desire.  

The website is https://famli.colorado.gov/State’s FAMLI Division.   

The Town Board may reconsider participating in this program at a later date. 

K. Military Leave  

The Town grants military leave as required by law.  Employees granted a military leave of absence 

shall be re-employed and paid in accordance with the laws governing veteran's re-employment 

rights.  

L. Voting 

The Town encourages employees to exercise their voting rights in all municipal, state, and federal 

elections.  Employees who: (i) are registered voters, (ii) lack nonwork hours to vote when polls 

are open and (iii) are not able to vote either before or after work may take up to two hours off 

work with pay at a time decided by their supervisor, which time will generally be either at the 
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beginning or end of their shift.  Employees shall coordinate such time off with their supervisor 

before election day. 

M. Personal Leave of Absence 

Normally, personal leaves of absence are not permitted. If, on rare occasions, the Town 

Administrator, in their discretion, deems that circumstances warrant a personal leave of absence, 

an unpaid leave for non-medical reasons may be granted for not more than ten (10) days. 
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PAY 

 

A. Pay for Exempt Employees 

Exempt employees are paid on a salary basis. Exempt employees will thus regularly receive a 

predetermined amount of compensation each pay period.   

At the end of each pay period, exempt employees are required to report their vacation or sick time 

used. 

B. Pay for Nonexempt Employees 

Nonexempt employees are paid on an hourly basis and are required to log their hours daily using 

the Town’s time clock software.  If the software is not functioning, employees must verify their 

time by submitting a manual timesheet to their supervisor for signature and approval.   

C. Overtime and Compensatory Time 

Nonexempt employees must record all time worked on the Town’s time clock software.  

Compensatory time earned or used must also be recorded on time clock software.  Supervisors 

will inform their employees when they are expected to arrive and be ready for work.   

• Nonexempt employees who voluntarily arrive early for their shift must clock in when they 

begin work.   

• If a nonexempt employee is asked to arrive early for their shift starting time, the employee 

should clock in upon their arrival.   

• If an employee is asked to remain late to complete work, they should remain clocked in 

until the work ends.   

• If a nonexempt employee’s shift ends and they voluntarily remain at the worksite but are 

no longer working, they must clock out.   

• A nonexempt employee shall not clock in when not otherwise required to be working. 

For nonexempt employees, hours actually worked in excess of 40 hours per workweek are paid 

at one and one-half (1 ½) times the employee’s regular rate of pay.   

The established workweek begins at 12:00 a.m. Monday and ends at 11:59 p.m. Sunday. For 

purposes of calculating overtime payments, only hours actually worked are counted.  

Consequently, hours paid but not worked, e.g., sick, vacation, and holiday pay are not counted.   

Employees may opt, at their own discretion, to receive compensatory time off at a rate of one 

and a half (1 ½) times their hourly wage in lieu of overtime pay.  This option must be expressed 
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by the employee to the supervisor prior to working overtime.   If the employee has not expressed 

this to their supervisor ahead of time, they will be paid overtime. 

Compensatory time is capped at 40 hours in a calendar year.  Employees are strongly encouraged 

to use their accrued compensatory time off within 90 days after it was earned.  With reasonable 

advance notice, supervisors will endeavor to allow an employee to use their compensatory time 

on the date they request unless doing so will unduly disrupt the department’s operations.    

Compensatory time may not be carried over into the following year; therefore, any compensatory 

time that is accrued but unused at year end will be paid out at the last payroll of the year.  

If a nonexempt employee moves into a different position, they will be paid out any accrued but 

unused compensatory time at the wage rate they were earning prior to the position change. 

Any compensatory time balance is payable to the nonexempt employee at their current wage at 

termination.  

D. Meal and Break Periods 

Supervisors will schedule nonexempt employees’ lunch and break periods. Nonexempt employees 

shall not take lunch at their workstation or desk or perform any work during their lunch break.  If 

business activity or other circumstances exist that make an uninterrupted meal break impractical, 

the employee will be allowed to consume an on-duty meal without any loss of time or 

compensation. Employees must comply with all applicable timekeeping requirements, including 

recording the beginning and end time of their meal breaks. 

The Town encourages employees to take a compensated ten-minute rest period for every four 

(4) hours of work, although this is not required.  

E. Paydays 

Employees are paid on a bi-weekly basis, every other Friday. If the regular payday occurs on a 

holiday, the payday is the last working day prior to the holiday. On each payday, employees 

receive a statement 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 Finance Department.  

Employees should contact their supervisors or the Finance Director with any questions about how 

their pay is calculated. Employees should promptly notify their supervisors or the Finance Director 

of any purported mistakes in their time records or pay.  

F. Direct Deposit 

The Town offers employees the opportunity to have their pay directly deposited into their savings 

and/or checking accounts.  The opportunity to sign up for this option will occur during new 
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employee orientation.  A direct deposit form may also be obtained from the Finance Department 

or Human Resources Department at any time. 

G. Payroll Deduction 

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 the employee or required 

by law (including a valid court order). An employee may adjust federal and state income tax 

withholding by completing the proper federal or state form and submitting it to the Finance 

Department.  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. 

On or before January 31st of each calendar year, an employee will be provided a Wage and Tax 

Statement (W-2) form for the prior year. This statement summarizes the employee’s income and 

deductions for the prior year. 

H. 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 Town receives legal papers ordering a garnishment, 

the Town is required by law to make deductions from an employee’s paycheck until the Town 

withholds the full amount or receives legal papers from the court to stop the garnishment. Even 

if an employee has already paid the debt, the Town may be required to continue garnishing wages 

until the Town receives legal notification to stop the garnishment. 
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GENERAL SAFETY RULES AND INFORMATION 

 

A. Safety/Reporting of Injury 

The Town is committed to a safe work environment for employees and in accordance with this 

policy, supervisors will evaluate the safety performance of each employee as part of the 

employee's annual performance evaluation and note any deficiencies with respect to safety. 

Employees should report any unsafe practices or conditions to their supervisor. 

If employees are injured on the job, no matter how minor, they must immediately report this fact 

in writing to their supervisor and the Town’s designated Safety Coordinator. 

If medical treatment for an on-the-job injury is needed, it must be obtained from one of the 

Town’s designated physicians. If not, the employee may be responsible for the cost of medical 

treatment. 

B. Public Health Emergency Whistleblower Law (PHEW) 

The Town 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 to the Town, other workers, a government agency or the public if the Town controls the 

workplace conditions giving rise to the threat or violation.  

The Town 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 or to otherwise abide by a workplace policy that would limit or prevent 

such disclosures. 

The Town 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 Town; 

(b) Is recommended by a federal, state, or local public health agency with jurisdiction 

over the Town; and 

(c) Does not render the employee incapable of performing their job or prevent an 

employee from fulfilling their duties. 

The Town 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. 
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Without limiting an employee’s rights under PHEW, an employee shall send a written notice of 

their complaint to the Human Resources Department or the Town Administrator.  The Town will 

thereafter investigate and, if appropriate, address each such safety concern. 

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

in PHEW. 

C. Alcohol and Drugs 

Alert and rational behavior is required for the safe and adequate performance of job duties. The 

use of, or being under the influence of, alcohol, drugs (including marijuana), or a controlled 

substance is prohibited during an employee’s working hours.  Furthermore, the possession, 

purchase, or consumption (use), transfer, or sale of alcohol, drugs (including marijuana) or a 

controlled substance, on Town premises, in Town vehicles or while conducting Town business is 

prohibited. If an employee is injured, causes damage to property, or injures another, the Town 

may require that the employee be subject to alcohol or drug testing.   

D. Threats and Violence 

The Town’s goal is to maintain a workplace free from violence or threats of violence.  Any 

threatening or inappropriate action 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 and/or any similar act or conduct that may 

intimidate or endanger others or cause damage to property.   

The use of Town property, such as computers, networks, telephones, email and/or an employee’s 

personal telephone or computer while on-site, in a threatening or inappropriate way is also 

prohibited.   

If any employee feels that he or she has been subjected to violence, threats of violence or 

inappropriate action, the employee should promptly report the incident to the employee’s 

supervisor or the Human Resources Representative. An employee should also report the incident 

to law enforcement authorities if the employee believes there is a serious threat to the safety and 

health of themselves or others.  Retaliation for making a complaint or participating in the 

investigation of a complaint will not be tolerated. 

E. Weapons  

The Town prohibits the possession or use of weapons in Town buildings, vehicles or mobile 

equipment by employees.  Notwithstanding the foregoing, employees with a valid concealed 

weapons license may possess a concealed weapon on Town premises on the condition that such 

employee provides prior written notice to, and approval of, the Town Administrator and the Chief 

of Police.   Additional precautions may be taken depending upon the circumstances. 
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This policy does not apply to Town police officers while on or off duty.    

F. Driving on Behalf of the Town 

When driving a vehicle or mobile equipment on Town business, employees are not allowed to use 

mobile phone devices, which includes all functions of the device including, but not limited to, 

phone calls, text messaging/SMS, email, Internet, cameras, or maps.  If an employee needs to 

use such devices, they should pull over in an appropriate parking spot until they have completed 

the business.  This section does not apply to sworn police personnel who should defer to the 

Police Department’s Policy and Procedure Manual. 

In addition, all employees engaged in driving as part of their job duties for the Town must drive 

with a valid unrestricted driver’s license and, if driving their own personal vehicle, with automobile 

liability insurance as required by Colorado law. 

No one under the age of 18 may drive or be the operator of any town truck, automobile, light 

use vehicle, or mobile equipment. 
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WORK ENVIRONMENT 

 

A. Accommodations for Nursing Mothers 

The Town will allow an employee to use paid break and/or mealtime to express breast milk for 

her nursing child for up to two (2) years after the child’s birth.   

The Town will make reasonable efforts to provide a room or other location near the mother’s 

work area with electricity to enable the employee to use a breast pump, other than a bathroom, 

that is shielded from view and free from intrusion from coworkers and the public which may be 

used by an employee to express breast milk.  For information on where the nearest 

accommodation is located, contact the Human Resources Representative. 

B. Appearance and Attire 

An employee’s appearance should be consistent with good hygiene, safety, and appropriate attire 

for the employee’s specific job.  Employees are expected to wear proper safety equipment as 

directed by their supervisor. 

C. Attendance and Punctuality 

Regular attendance is considered an essential function and is necessary for the efficient operation 

of the Town.  All employees are expected to be on time and punctual for showing up to work.  

Employees who are going to be absent or late must contact their supervisor as soon as possible 

prior to the start of their shift. Leaving messages with other employees is not acceptable. 

D. On-Call, Call Out 

The Town requires its full-time public works employees to provide rotational on-call duties outside 

of regular hours to ensure that certain public works equipment is functioning.  At times, full-time 

public works employees are also expected to work outside of regular hours for snow removal or 

other unexpected events that affect the Town’s public works.  In all cases, an employee’s 

supervision has the right to amend employee schedules and assignments as necessary to meet 

the needs of the Town. 

Employees will be paid for on-call and call-out duties as described in the stand-alone “Rotational 

On-Call/Call-Out and Snow/Emergency Event Pay Policy.”   

E. Smoking 
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The Town provides a smoke-free work environment. Smoking is prohibited within all areas of 

Town facilities, within any Town vehicles or equipment, and within fifteen (15) feet of the main 

entrance into Town buildings.  

F. Town Property and Use 

Employees are required to follow safety procedures and guidelines when working with Town 

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; and 

• Employees should return all equipment to the designated storage place when they have 

completed its usage.   

The foregoing list is illustrative and is not intended to be inclusive of all safety procedures and 

guidelines. 

G. Confidential Information 

Employees may have access to confidential information of the Town, the Town’s customers, or 

the Town’s citizens. Confidential information includes, but is not limited to, information concerning 

billing records, personnel records, legal records, financial records and similar subjects.  

Disclosure of confidential information is prohibited, during and after an employee’s employment. 

An employee shall not copy, reproduce, or distribute confidential information in any manner 

without the prior written authorization of the Town Administrator. Confidential information 

remains the property of the Town and must be returned to the Town upon separation of 

employment or at any time upon demand.  

H. Conflict of Interest 

Employees may not engage in any activities or relationships which might directly or indirectly 

result in a conflict of interest with the Town or result in personal gain.  Employees shall not accept 

gifts or gratuities having a value in excess of $50.00 or accept favors, gifts, gratuities or benefits 

of any amount that might tend in any way to influence the employee in the performance of the 

employee’s duties.  

Employees should be aware that they are subject to applicable provisions of Article 18 of Title 24 

of the Colorado Revised Statutes, which contains a Code of Ethics with certain provisions 

69



Town of Eaton, Employee Handbook, December 1, 2022  Page 29 of 37 

applicable to local government employees. In general, the Code of Ethics requires that local 

government officials and employees not use confidential information for personal gain, not 

engage in business dealings with persons they supervisor or inspect as public employees, and not 

perform actions as a public employee for their own personal financial benefit.  If an employee 

has any question whether a situation is a conflict of interest, or any questions about the Town’s 

expectations for ethical conduct, they should discuss the matter with their supervisor. If it remains 

unresolved, they should refer the matter to the Town Administrator for a final determination. 

If an employee has secondary employment, such employment must not occur during, interfere 

or conflict with, the employee’s Town employment.  In addition, an employee may not be 

employed by or perform work for a Town vendor or contractor without written authorization from 

the Town Administrator. 

I. Personal Relationships in the Workplace/Nepotism 

The Town may hire spouses or relatives of current Town employees who are qualified for certain 

jobs.  For purpose 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. 

Supervisors may not have a dating relationship with anyone that they supervise.  A dating 

relationship is defined as a relationship that may be reasonably expected to lead to the formation 

of a consensual relationship.   

If a relative relationship or an interest in a dating relationship is established after both supervisor 

and employee are hired, the individuals should notify the Human Resources Representative.  The 

individuals may be given the opportunity to transfer to another available position for which the 

employee is qualified, if one is available.   

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.   
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J. Behavior 

The following behavior is prohibited while working for the Town:   

• Dishonesty; 

• Falsification of Town records; 

• Unauthorized use or possession of property that belongs to the Town, a coworker, or of 

the public; 

• Possession or control of illegal drugs, explosives, or other dangerous or unauthorized 

materials;  

• Fighting, engaging in threats of violence or violence, use of vulgar or abusive language, 

horseplay, practical jokes or other disorderly conduct that may endanger others or 

damage property; 

• Insubordination, failure to perform assigned duties or failure to comply with the Town's 

health, safety or other rules; 

• Unauthorized or careless use of the Town's materials, equipment or property;  

• Unauthorized and/or excessive absenteeism or tardiness;  

• Lack of teamwork, poor communication, unsatisfactory performance, unprofessional 

conduct, or conduct improper for the workplace;  

• Sexual or other illegal harassment, discrimination or bullying;  

• Unauthorized use or disclosure of the Town’s confidential information; and 

• A violation of any Town policy. 

The foregoing list is not intended to be a comprehensive or limit the Town’s right to prohibit 

and/or impose discipline for any other conduct it deems inappropriate 

K. Corrective or Disciplinary Action 

Town employees are expected to competently perform all duties associated with their 

employment.  If performance falls short of the Town’s standards or expectations, the Town may 

take the corrective or disciplinary action that it deems appropriate. 

The Town does not have a progressive discipline policy.  Without limiting the Town’s right to 

undertake whatever action it deems appropriate, corrective actions may range from a discussion 

with the employee about the matter to immediate discharge. Action taken by the Town in an 

individual case does not establish a precedent in other cases or circumstances. 

L. Inspections 

Employees shall not have a reasonable expectation of privacy in lockers, desks, cabinets, or file 

drawers.  

M. Political Participation 

71



Town of Eaton, Employee Handbook, December 1, 2022  Page 31 of 37 

The Town encourages employees to participate in matters of responsible citizenship.  The Town 

will not interfere with the conduct of employees engaged in political activity, as long as: (i) the 

activities are confined to hours when the employees are not on duty, (ii) employees do not 

campaign in their official organization uniforms, and (iii) the activities do not impair the 

employee’s job efficiency or that of others. 

An employee may be a candidate for a partisan political office provided that the involvement does 

not interfere or present a conflict of interest with their job.  If involvement is necessary during 

normal working hours, the employee 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. 

Political beliefs, activities, and affiliations are the private concern of an 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 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.   

N. Personnel File 

The Town maintains a personnel file and payroll records for each employee as required by law.  

Personnel files and payroll records are the property of the Town and may not be removed from 

Town premises without written authorization. Because personnel files and payroll records are 

confidential, access to the records is restricted. As permitted by law, the Town 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 Human Resources Representative to request a time to review their 

payroll records and/or 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.   

Employees should immediately notify the Human Resources Representative or the Finance 

Director when they have had a change to their name, residence, telephone, marital status, birth 

or death of a dependent, insurance changes, tax exemptions, or emergency contact. 

If an employee has applied for a promotional opportunity within the Town and provides written 

consent, the hiring manager may review the employee’s personnel file.   

O. References 
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The Town does not furnish open letters of recommendation addressed “To Whom It May 

Concern.”   

If a Town employee receives a call inquiring about a former or current employee, the employee 

shall refer the caller to the Human Resources Representative. Only the Human Resources 

Representative or the Town Administrator have the authority to respond to such inquiries.  The 

Town will provide only the former or present employee's dates of employment and position(s) 

held with the Town.  

Additional employment information will only be given when a signed request to release has been 

received by the Human Resources Representative.   

Compensation information on employees may also be verified if written authorization is provided 

by the employee.  These should be directed to the Human Resources Representative. 

P. Separation of Employment 

The Town requests that employees who desire to terminate their employment relationship with 

the Town provide advanced written notice to their supervisor containing their anticipated 

departure date.  If notice is provided, the Town will have an opportunity, among other matters, 

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. 

 

  

73



Town of Eaton, Employee Handbook, December 1, 2022  Page 33 of 37 

COMMUNICATION SYSTEMS 

 

A. Computer Usage  

The Town’s communication systems are property of the Town and intended for business use only.  

The Town maintains the ability to access any computer files, use of software, Internet usage, e-

mail, and voice mail.  Although employees may select individual passwords, employees should 

not assume that such files are confidential.  Other than authorized personnel acting on behalf of 

the Town, 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. 

The Town’s computer network, access to the Internet, e-mail, cell phone 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 Town.  All information regarding access to the Town’s 

computer resources, such as user identifications, modem phone numbers, access codes, and 

passwords are confidential Town information and may not be disclosed unless otherwise 

authorized by the Town Administrator in writing. 

All computer files, documents, and software created or stored on the Town’s computer systems 

are subject to review and inspection at any time. This includes web-based email that an employee 

can access through Town 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 Town-issued communication equipment shall be returned to 

the Town. 

B. Use of Social Media  

The Town reminds employees to use common sense when using social media to express ideas 

related to the Town, other team members, or their position with the Town.  The Town’s EEO/Anti-

Harassment Policy extends to social media. 

• Personal use of social media is never permitted by means of the Town’s computers, Town-

issued mobile devices, networks, and other IT resources and communications systems, 

except as otherwise provided herein. 

• While some personal social media interaction is permitted on an employee’s own personal 

device during working time, it is to be kept to a minimum. Personal social media interaction 

should be brief and sent or received as seldom as possible.  

• All social media postings on behalf of the Town must be preapproved in writing by the 

Town Administrator or Administrator’s designee.  All such postings must comply with all 

applicable laws including copyright and fair use laws. 
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• Employees must not disclose any proprietary, confidential, or financial information about 

the Town.  Employees are prohibited from doing any of the following on social media: 

o Disclosing confidential information regarding the Town or people relying on the Town 

services. 

o Making defamatory, discriminatory, or threatening comments about the Town, Town 

officials, employees or vendors providing services for the Town related to such 

services. 

Complaints should not be addressed through social media.  

Nothing in this guideline is meant to interfere with an employee’s rights under law to engage in 

protected speech. 

C. Use of the Internet 

Employees may access information through the Internet to perform their job duties. Employees 

shall not use the Internet for personal purposes when employees are working, except that 

employees may stream music while they work as long as it is not disrupting business operations 

or creating an unwelcoming or disruptive environment to others.   

In all circumstances, the Town prohibits the display, transmittal, or downloading of material that 

is in violation of Town guidelines or otherwise is offensive, pornographic, obscene, profane, 

discriminatory, harassing, insulting, derogatory, or unlawful. 

D. Software and Copyright 

Employees may not copy or use any software, images, music, or other intellectual property (such 

as books or videos) unless the employee has the legal right to do so. Employees shall 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. 

If an employee has any question whether their behavior might constitute unauthorized use, they 

should contact their supervisor before engaging in such conduct. 

E. E-Mail and Text Messages 

E-mail or text messages to or from Town computers or Town-issued mobile devices is to be used 

for business purposes only.  The Town prohibits the use of Town computers or Town-issued 

mobile devices to: (i) display, transmit, or download material that is offensive, pornographic, 

obscene, profane, discriminatory, harassing, insulting, derogatory, or otherwise unlawful at any 

time and (ii) solicit, promote, or advertise any outside organization, product, or service. The Town 

may monitor e-mail from time to time.  
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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. 

While personal e-mail or texting on personal devices is permitted, it is to be kept to a minimum. 

Personal e-mail or texts should be brief and sent or received as seldom as possible.  Employees 

should be aware that personal emails and texts sent or received from Town devices may be public 

records and subject to public disclosure.  Employees should further be aware that Town business-

related e-mails or texts sent on personal devices may also be public records and subject to public 

disclosure. 

F. Telephone Use  

Employee work hours are valuable and should be used for business purposes. Personal phone 

calls may significantly disrupt business operations. Employees should use their break or lunch 

period for personal phone calls. 

Cameras on mobile devices shall not be used inappropriately. 

Town-issued cell phones must be returned to the Town upon termination of employment.  

Employees are responsible for any damages to cell phones accrued due to negligence. 

The Town’s voice mail system is intended for transmitting business-related information only. The 

Town reserves the right to access and disclose all messages sent over the voice mail systems for 

any purpose.  
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VIOLATIONS OF THE HANDBOOK 

Violations may result in disciplinary action including but not limited to termination. 
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ACKNOWLEDGMENT OF RECEIPT  

I HAVE RECEIVED A COPY OF THE TOWN’S EMPLOYEE HANDBOOK (“HANDBOOK”) 

DATED DECEMBER 1, 2022.  I UNDERSTAND THAT I AM TO BECOME FAMILIAR WITH 

ITS CONTENTS. FURTHER, I UNDERSTAND THAT: 

EMPLOYMENT WITH THE TOWN IS “AT-WILL.”  I HAVE THE RIGHT TO END MY WORK 

RELATIONSHIP WITH THE TOWN FOR ANY REASON, AT ANY TIME. THE TOWN 

SIMILARLY HAS THE RIGHT TO TERMINATE MY EMPLOYMENT FOR ANY REASON, 

WITH OR WITHOUT CAUSE, AT ANY TIME. 

THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS OF THE 

TOWN ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER 

EXPRESS OR IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR A 

SPECIFIC DURATION. 

THE HANDBOOK IS NOT ALL INCLUSIVE BUT IS INTENDED TO PROVIDE ME WITH A 

SUMMARY OF SOME OF THE TOWN’S GUIDELINES. 

THIS EDITION OF THE HANDBOOK REPLACES ALL PREVIOUSLY ISSUED HANDBOOKS. 

EXCEPT FOR THE “AT-WILL” NATURE OF EMPLOYMENT RELATIONSHIP, THE TOWN 

RESERVES THE RIGHT TO REVISE THIS HANDBOOK WITH OR WITHOUT PRIOR 

NOTICE. 

NO REPRESENTATIVE OF THE TOWN, OTHER THAN THE TOWN BOARD OF TRUSTEES 

(“BOARD”) OR THE TOWN ADMINISTRATOR, HAS THE AUTHORITY TO ENTER INTO 

AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH 

AGREEMENT MUST BE IN WRITING, SIGNED BY THE BOARD OR THE TOWN 

ADMINISTRATOR AND MYSELF. I HAVE NOT ENTERED INTO SUCH AN AGREEMENT 

WITH THE TOWN. 

 

 
         
Printed Employee Name 
    
   
             
Employee Signature       Date 
 
 
              
Town Employee Witness      Date 
 
 
Original copy:  Employee File      Copy:  To Employee 
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Using this Guide 

This guide has been developed to assist in the understanding of and compliance with the Town of 

Eaton (Town) compensation & classification practices. Town leadership strives to be a partner with 

management and staff in matters relating to compensation and rewards to meet the unique needs 

of each individual department.  However, these procedural guidelines serve as a tool to create and 

maintain consistency in managing compensation throughout the organization. 

 

Total Compensation Philosophy 

The Town’s compensation and reward programs are designed to be externally competitive and 

internally equitable, to enhance the organization’s ability to retain, attract, and motivate high-

quality, enthusiastic staff who contribute to its continued success. Further, through well designed 

pay structures and programs, the Town aims to motivate employees to meet and exceed the 

requirements of their jobs, which includes obtaining and maintaining proper certifications, 

licensure, and credentials, and maintaining satisfactory performance, behaviors, and conduct.   

 

Accordingly, the Town generally targets the median (50th percentile) of the market to benchmark 

our pay grades contingent on the financial ability in the budget to do so. By targeting the median 

of the market, the Town expects high performing employees.  Indeed, an employee whose 

performance, knowledge, and skills regularly and consistently exceed their position’s expectations 

AND who has sufficient experience in the job will earn a premium to the job market over time. 

 

It is the responsibility of Town management to ensure that the Town’s compensation and reward 

programs: 

• Reflect the Town’s philosophy of being competitive and equitable;  

• Are applied with uncompromising honesty and integrity;  

• Are compliant with federal, state and local laws and regulations; 

• Incorporate appropriate understanding of the employee’s experience, skills, knowledge, 

time in the position, and performance results, compensation decision-making; and 

• Are applied appropriately to all paid Town employees, including full-time, part-time,  

seasonal and temporary members, both non-exempt and exempt. 

 

 

Pay Changes 

Pay Structure, Assignment and Changes 
The Town administers its pay practices through the consistent process of assigning jobs to pay 

grades within the established pay structure; and the consistent application of personnel actions, 

career progression, and employees’ pay assignments. For these reasons, the Town institutes and 
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maintains a salary structure that is consistent and competitive with the relevant labor market, 

comprised of agencies similar in size, revenue, geographic area, and business model. 

 

The Town promotes employees’ professional growth by having a salary structure where employees 

progress within pay ranges based on a consistent and systematic process of pay increases, subject 

to budget availability and management approval. Most common types of pay increases are 

described below. 

 

The Police Department pay range structure for sworn positions is step and grade, consistent with 

best practices in the law enforcement arena.  These guidelines will note where pay practices vary 

from other Town Departments in order to align with the step and grade plan.   

Market Adjustments 
Management recognizes that compensation adjustments will be necessary from time to time due 

to the movement of prevailing labor market wages. Accordingly, management may implement a 

percentage increase of salaries to improve the competitive positioning of the Town’s job 

classification system within the relevant labor market (“Market adjustment”). Budgets for Market 

adjustments are identified during the budgeting process.  

 

The Market adjustment percentage increase will be applied to all individuals in a particular job class.  

Individuals at or above the 75th percentile of the assigned pay-grade range would typically not 

receive a market increase.  Movement within the pay range above the 75th percentile is at the 

discretion of management and should be based solely on performance. 

 

Implementation of Market adjustments will typically occur on the same date for all employees 

unless they are on a leave of absence, under a disciplinary action (DA) or a performance 

improvement plan (PIP).  An employee returning from leave will be eligible for the assigned market 

increase upon the same date the employee returns to work.  An employee on a DA or PIP will 

receive the market increase upon management’s determination that the employee has corrected 

their behavior and/or performance. 

Merit Increases 
At the discretion of management, employees will be eligible for Merit-based compensation 

increases on an annual basis. The amount of Merit pay available will be determined each year and 

will be based on economic and industry trends, the fiscal health of the organization, employee 

performance over the annual rating period, and employee placement within their assigned salary 

range (“compa-ratio”).  An employee’s compa-ratio is the percentage of the individual’s salary as 

compared to the midpoint of their assigned pay grade (salary midpoint).  As a general rule, 

employees with lower compa-ratios and/or higher performance ratings are eligible to receive larger 

merit-based increases than employees with higher compa-ratios and/or lower performance ratings. 
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Through the annual performance review process, supervisors and managers evaluate the 

performance of their direct reports.  Only employees whose performance is at a ” Competent” level 

or higher are eligible for a Merit increase if one is made available for employees that year.  

 

For sworn positions in the Police Department, tenure will drive pay increases to the next step in the 

pay plan.  Employees performing in the “Improvement Needed” category will not progress to the 

next step until performance reaches at least the “Competent” level at the annual review.  

(Illustrative Only) 
MERIT RATES BASED ON PERFORMANCE EVALUATION AND MIDPOINT OF PAY RANGE 

     

     

Compa-Ratio <94% 95%-104% 105%-114% >115% 

Exceptional 4.5% 4% 3.5% 3% 

Successful 3.5% 3% 2.5% 2% 

Competent 2.5 2 1.5 1 

Improvement Needed 0 0 0 0 

 

Implementation of Merit increases will typically occur on the same date for all employees unless 

they are on a leave of absence, under a disciplinary action (DA) or a performance improvement plan 

(PIP) or for employees that are in a Period of Close Review.  An employee returning from leave will 

be eligible for any merit increase on the same date the employee returns to work.  

Merit Increases When Employee Pay Exceeds Range Maximum 
Employees at or above the maximum of the assigned pay-grade range, may be eligible for a Merit 

increase depending upon their performance evaluation ratings. The Merit increase will be applied 

as a one-time lump sum payment such that the employee’s increase will not change the employee’s 

base pay rate.  This method of Merit increase payment will apply until the employee’s pay rate 

becomes less than the maximum of the pay range for their position. 

 

Merit Increases After a Period of Close Review 
Newly hired employees and employees who have a job change, such as a promotion or transfer, 

will be eligible for a Merit increase after a period of close review with documented performance at 

the competent or higher level.  The period of close review will generally be 6 months from the start 

date in the new position.  If the employee is eligible for a Merit increase after the period of close 

review, the pay increase will be effective on the first day of the next pay period, but in no case will 

it be retroactive without the approval of the Town Manager.   

 

Internal Equity Adjustments 
Equity adjustments are considered when an employee’s base pay rate is significantly misaligned 

compared to the pay of other employees in the same position and performing essentially the same 
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work.  Occasionally, situations develop where an employee's pay rate is inequitable given (a) his/her 

experience and other job qualifications; (b) the pay rates of incumbents in like jobs; and/or (c) the 

pay rate of other jobs in the department. In such situations, pay-rate adjustments may be 

recommended to eliminate internal equity problems. 

 

Equity reviews may be requested by Human Resources or any Director-level manager or higher, to 

the Town Administrator.   The Administrator or his/her designee will determine whether inequity 

exists by considering one or more of the following: the employee’s experience, knowledge, skills, 

time in their current position, organizational tenure and history of performance, as well as any 

other factors allowed by prevailing compensation laws.  These factors will be compared to other 

similarly situated employees to determine the appropriateness of an equity adjustment.  Human 

Resources may assist with this analysis. If the Town Administrator or his/her designee finds an 

equity adjustment is warranted, the amount of the adjustment will be the minimum necessary to 

properly address the inequity. 

 

Equity adjustments can be granted to an individual no more than once every fiscal year.  The 

adjustment may not place an employee's pay rate above the pay-grade range maximum or cause 

the department to exceed its approved annual budget. An adjustment made due to equity will not 

typically be retroactive.  An employee on a leave of absence, DA or PIP will be eligible for equity 

adjustments the same as all other employees. 

 

General Increases / Cost-of-Living Adjustments (“COLA”) 
Annually, management may grant General pay increases to account for gradual increases in the 

cost of living caused by inflation.  As a reference point for determining the amount of adjustments, 

management may review either the Denver/Boulder Consumer Price Index (CPI) for the past 12-

month period, or Employer Cost Index (ECI) for the past 12-month period. Alternatively, 

management may grant General increases which are not tied to or explained by cost-of-living 

changes, but which reflect the organization’s fiscal health, budget priorities, and/or management’s 

strategic compensation priorities.  The final budget and amount of any increases shall be 

determined by the Town Administrator.  

 

If granted, individual pay increases may be calculated as: (a) a percentage of the midpoint of each 

employee’s corresponding pay grade; (b) a percentage of each individual employee’s base wage; or 

(c) a flat dollar amount. 

 

Implementation of General increases will typically occur on the same date for all employees unless 

they are on a leave of absence, under disciplinary action (DA) or a performance improvement plan 

(PIP), or if their current base salary is above the salary range maximum for their position.  An 

employee returning from leave will be eligible for the assigned General increase upon the same 

date the employee returns to work.  An employee on a DA or PIP will receive the General increase 
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upon management’s determination that the employee has corrected their behavior or 

performance. 

Special Requests 
Special requests by Human Resources or any Director-level manager or higher made to the Town 

Administrator  to implement individual salary adjustments may be approved on a case-by-case basis 

by the Town Administrator if he/she determines that there is a direct benefit to the organization 

from such adjustment and such adjustment results in pay that meets all federal, state and local laws 

and regulations.  The salary of incumbents of positions in that class or related classes also may be 

advanced by the Town Administrator to retain equitable salary relationships. 

 

Pay Decisions During Employment Actions 

Lateral Transfers 
A lateral transfer occurs when: 

• An employee moves to a position in a different job classification which falls within the same 

pay grade as their prior job classification, OR 

• An employee moves to a different position in the same job classification elsewhere in the 

organization. 

 

Lateral transfers will not be accompanied by a pay-rate increase or decrease. 

Promotions 
A promotion occurs when: 

• An employee moves from a position in one pay grade to a job in a higher pay grade, OR 

• An employee is reclassified to a job assigned to a higher pay grade. 

 

The Town encourages competitive promotions internally within the organization whenever 

possible. 

 

Promotional increases will be determined by the Town Administrator or designee after an 

evaluation of the employee’s experience, performance, and internal equity, and will be 

commensurate with the increase in responsibilities and expected performance results, as 

determined by the supervisor, of the new position.   The supervisor or manager of the new position 

can request up to 5% promotional increase or more if needed to reach the minimum of the new 

pay grade without approval, and up to a 10% promotional increase with the approval of the Town 

Administrator or designee. Pay increases above 10% must be accompanied by a written justification 

and approved by the Town Administrator.  

  

When requesting promotional increases, the supervisor or manager must ensure that an 

employee’s compa-ratio in the new position does not exceed the employee’s compa-ratio in their 
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prior position, unless justified and approved by Town Administrator. Supervisory or managerial 

positions may require a higher increase to maintain internal equity or address pay compression.  

Employees may receive a greater percentage to move to the minimum of their new position’s pay 

grade.  

 

For sworn positions within the Police Department, promotional increases will be determined by the 

step and grade system in place.   

 

All promotional increases are subject to sufficient annual budget appropriations. 

Demotions 
A demotion occurs when an employee is assigned to a position at a lower pay grade.  Demotions 

can be voluntary, which is where an employee chooses to step down from a position at a higher 

pay grade; or the action can be involuntary, which may be the result of a disciplinary action, 

performance improvement plan, or a restructure within the organization.  

 

A demoted employee’s new salary will be determined by the Town Administrator or designee after 

an evaluation of the employee’s experience, performance, and internal equity, and will be 

commensurate with the responsibilities and expected performance results, as determined by the 

supervisor, of the lower-level position.  The new rate may result in a decrease and will not be less 

than the minimum or exceed the maximum of the newly assigned position’s pay grade.  Exceptions 

to the reduction in pay or new salary being above the maximum of a pay grade may be made if the 

reason for the demotion is not due to the performance or other work behaviors of the employee. 

Special Pay for Interim Assignments 
At times it may be necessary to assign an individual to a higher-level position on an interim basis. If 

the assignment is expected to last for a significant amount of time (typically more than 30 days) 

and if the interim job responsibilities are beyond the normal expectations of the employee’s regular 

job, additional temporary compensation may be appropriate. 

 

Upon approval by the Town Administrator or designee, employees acting in a higher-level capacity 

on an interim basis will receive additional compensation of 10% of their base salary, not to exceed 

the maximum of the assigned pay grade of the higher-level position subject to sufficient annual 

budget appropriations   Upon completion of the interim assignment, the additional compensation 

will cease. 

 

Higher-level responsibilities performed for fewer than 30 days, or new responsibilities that result 

from periodic changes to an employee's regular job are generally considered learning or 

development opportunities and would not warrant additional compensation. 
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Variable Pay & Differentials 
Variable pay, stipends, and differentials, including but not limited to shift differential, call-back, on-

call, geographic differential, travel pay, allowances, etc. can be established by the Town 

Administrator or designee on as-needed basis. Once established, each variable pay component 

must be communicated to all staff and recorded as a memo, separate policy, or a section of these 

guidelines and will not change the employee’s base pay.   

 

Salary Structure 

Salary Structure Overview 
All jobs in the organization are assigned a pay grade. Pay grades are comprised of groups of jobs of 

approximately equal “worth” to the Town, as determined by market pricing and job evaluation 

methods. Each pay grade is comprised of a pay range, which is periodically reviewed and adjusted 

based upon changes in market conditions and organizational priorities. Pay ranges are comprised 

of the following: 

 

• Minimum. The minimum represents the lowest point that an employee may be paid in that 

pay range. 

• Midpoint. The midpoint represents the middle of a given pay range or pay grade. It is 

typically derived from external market comparisons.  

• Maximum. The maximum is the highest permissible pay rate allowed for that particular pay 

range. 

Strategy for Pay Grades and Ranges 
The Town bases pay grades on external competition (market analysis) or internal equity, where 

deemed appropriate, or both.  

 

The market analysis compares Town positions to similar positions in the external market by 

matching job responsibilities and requirements with other peer organizations. Comparative data is 

evaluated at the local, regional, statewide, or national  level based on the breadth of the recruiting 

area needed to acquire appropriate candidates for the position. Data collected from other 

geographic areas may be adjusted to align with the cost of living and cost of labor in the Town’s 

specific job market. 

 

Not all positions can be easily matched with the external market. For these positions s, an internal 

equity analysis or a job evaluation may be conducted to define an appropriate pay grade, where 

the job is compared with other jobs in the organization as to their functions and responsibilities, as 

well as their knowledge, skill, ability, education, experience and licensure requirements. 
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Starting Pay Rates 
Town management has the responsibility of determining initial pay rates to offer to employment 

candidates consistent with these guidelines and organizational procedures, as well as internal 

equity. 

 

The Town will pay a new hire who has only the minimum qualifications for their job at the range 

minimum. Starting rates above the minimum may be offered based on an assessment of the new 

hire’s job-related qualifications and work experience, as well as current pay rates of incumbents 

occupying identical or similar jobs within the organization.  As a general guideline, applicants with 

five (5) years of experience may be assigned to the midpoint of the corresponding pay grade. Only 

with prior approval from the Town Administrator and with more than five (5) years of directly 

related experience, should an employee be hired above the range midpoint. 

 

For sworn positions within the Police Department, starting pay rates will be determined by the step 

and grade system in place.   

 

Internal equity of current employees will also be taken into consideration when determining a 

starting rate of pay. For this reason, the pay rates of the immediate supervisor and subordinates 

may also be considered. The objective is to avoid paying new employees at rates that are too close 

to those paid to more experienced employees in the same position, as well as to avoid paying 

subordinate employees higher salary rates than their supervisors. 

 

Employees may be paid anywhere within the open pay range; the pay range is divided into equal 

quartiles to assist in achieving competitive, equitable, and appropriate pay levels.  Any pay rate 

above the midpoint of the pay grade for an employee staring a new position should be approved 

by the Town Administrator or his/her designee.  Under no circumstance should an employee be 

hired below the minimum or above the maximum of the pay-grade range assigned. 

 

 
 

 

Job Description 

A job description is an outline of the major duties and responsibilities of a job and includes the 

minimum education and experience requirements needed to adequately perform the job 

successfully. A clear and concise job description eliminates employee confusion, accurately 

specifies job responsibilities, and serves as a basis for a number of personnel-related administrative 

functions, including employee performance expectations and compensation. 

Pay Range Quartiles Used in 

Ongoign Pay Adminstration
Developing Proficient Fully Proficient Expert

Minimum MaximumTarget
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A suitable job description will contain the following: 

• An overview of the job and how it serves the organization. 

• Essential duties, functions, and responsibilities of the job. 

• Details of the job’s authority and the nature of its relationship to other jobs in the 

organization. 

• Knowledge, skill, ability, education, experience, and licensure requirements incumbents 

must possess to perform the job competently. 

• Descriptions of the job’s physical demands and working conditions. 

• Information which demonstrates how the job is unique from other jobs within the 

organization. 

 

Heading: Includes the Job Title, Pay Grade, Fair Labor Standards Act (FLSA) Status, Position Reports 

To, Division/Department and Date Created/Updated. 

• Job Title. Titles should relate to the basic characteristics of the job. Titles should also be 

consistent with approved organizational naming conventions.  

• Pay Grade. Pay Grades are established to keep positions with similar levels of responsibility 

or skills requirements grouped for better review and tracking purposes. 

• FLSA (Fair Labor Standards Act - exemption from overtime) Status. The job description 

should clearly define the position as either “exempt” (not eligible, or exempt, for overtime) 

or “non-exempt” (eligible for overtime).1  FLSA status of a job is subject to regular review. 

• Position Reports To. Should be the Title(s) of the employee(s) this job reports to. 

• Division/Department. Indicates the division or department of the organization that the 

position resides. 

• Date Created/Updated. Refers to the month and year in which the job description has last 

been updated by management. 
 

Statement of Purpose: This section should highlight the overall purpose, scope, and fundamental 

reason this job exists.  It should briefly summarize the function of the job and be limited to three to 

five sentences. 

 

Essential Functions: Action verbs are used to identify duties fundamental to the job; without these 

fundamental duties the job would not exist. This section should be accurate, concise, and well-

organized. Duties are different from tasks.  Tasks are the step-by-step process of a duty.  The duty 

identifies the objective to be accomplished.  Typically, one should not have more than 10 duties for 

a job description.  Specific tasks can be spelled out in an annual performance plan or a positions’ 

standard operating procedures. 

 

Supervision: Indicates the positions the job supervises. 

 
1 For more on the federal Fair Labor Standards Act, please refer to the Department of Labor at 
http://www.dol.gov/dol/compliance/comp-flsa.htm 

90



Town of Eaton Compensation and Classification Guidelines 

P a g e  | 13 

 

Minimum Qualifications – Experience, Education and Licensing Requirements:  

1. Education. Indicates the minimum education and type of curriculum required to be 

qualified for the job; this section may also identify qualifications preferred for an ideal 

candidate. 

2. Experience. Indicates the minimum amount and type of experience required to be qualified 

for the job; this section may also identify experience preferred for an ideal candidate. 

3. Licensure or Certification. Lists any licensing or certifications required for the job, either 

possessed by an incumbent before, or obtainable shortly after hiring. License equivalents 

(if any) must be identified. 

 

Knowledge, Skills, Abilities, and Competencies: Bullets to define the knowledge, skills, or abilities 

needed to perform the job successfully without additional training. “Knowledge” refers to the 

understanding of a body of facts or principles and the “Ability” to apply those facts or principles to 

the job. “Ability” may also refer to an incumbent’s physical capacity to perform a certain action. 

“Skill” refers to the proficiency in execution of learned tasks. “Competencies” identified for this job 

may also be included in this section.  These are useful for creating interview questions 
 

Physical and Mental Requirements/Working Environment: Describes the physical demands and 

work environment that are representative of what an employee encounters while performing the 

essential functions of this job. This is an important section due to Americans with Disabilities Act 

(ADA) requirements. 

Preparation and Approval of a Job Description 
Preparation of a job description is the responsibility of Human Resources with the assistance from 

the requesting manager who understands their needs for the position. Once completed, the job 

description must be reviewed and approved by the requesting manager and that manager’s 

supervisors up through to the Town Administrator (if appropriate). 

 

An approved job description requirements and standards must be communicated to each 

incumbent, ensuring comprehension of the job responsibilities. Each incumbent employee must 

read and sign the position description validating this communication during hire, transfer, 

promotion, demotion, or any change in job responsibilities. The signed position description is then 

forwarded to Human Resources for placement in the incumbent’s personnel file.  

 

Department managers, in cooperation with Human Resources, should conduct a periodic audit of 

all job descriptions. Although some descriptions may require more frequent updating, most should 

be reviewed annually during the annual performance evaluation process to ensure accuracy.  

 

Changes in job descriptions should not be related to the capabilities or performance of the 

employee holding the position; they should reflect substantial changes in the responsibilities and 
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activities of the existing job that might be the result of new technology, new mandates, or new 

organizational structures. 

 

Job Evaluation/Audit 

The goal of the job evaluation process is to determine the worth of a job, and to ensure that the 

job is consistent with the organization pay-grade structure.  

 

The Town Administrator or designee must approve all requests for position reviews and will appoint 

staff, typically Human Resources, to conduct a position audit, which is a formal process to capture  

and verify accurately the functions of a specific position. 

 

All new and revised job descriptions must be reviewed, evaluated, and graded by Human Resources 

and approved by the Town Administrator or designee prior to any job posting or employee position 

action. 

Evaluation for New Positions 
Once the appropriate job description has been approved, Human Resources working with 

management will measure the worth of the job using a combined approach of external market data 

and internal equity. The following factors are typically used in evaluating a job: 

 

• Problem Solving and Decision Making. Measures the degree to which judgment and 

analysis will be exercised in investigating problems and evaluating alternative solutions. In 

addition, the complexity of decisions normally assigned to a job is factored. 

• Scope of Responsibility. Measures the job’s authority to establish and interpret policy, to 

commit the organization’s resources, to plan and organize, to direct staff, and the amount 

of supervision received or exercised necessary to accomplish the job duties and 

responsibilities.  

• Accountability/Impact. Measures the potential magnitude of effect that can be exerted by 

the job and is measured on two dimensions: 

- Degree of Accountability: The extent to which the job is directly accountable for the 

impact of actions. 

- Magnitude of Impact: The quantitative and qualitative measure of the job’s impact to 

the organization. 

• Knowledge, Skills, and Abilities. Focuses on the level and the variety of formal knowledge, 

trained skills or innate ability required by the job. 

• Relations and Communications. The extent to which the job requires cooperation and tact 

in meeting or influencing others by verbal or written mechanisms. This factor also includes 
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the level (or depth) of the relations and communications and the complexity of the 

information exchanged. 

• Working Conditions and Physical Demands. Focuses on whether the job entails special 

physical demands or exposure to hazards related to its environment, location, atmospheric 

conditions, or tools used in the course of work. 

 

Human Resources working with management will evaluate the position and propose the pay 

structure (grade and range to be used)2. This is based primarily on market-rate information and, 

secondarily, on internal equity considerations. The proposed pay grade and range is then reviewed 

by the Town Administrator or designee prior to being finalized. 

 

Position Re-evaluation/Reclassification for Active Jobs 
Re-evaluation for active organization positions can be generated for several reasons: 

• Changes in job title to ensure it matches with the market for similar duties and 

requirements. 

• Changes in exempt/nonexempt FLSA status. 

• Substantial changes in content/responsibilities of the job. 

• Changes in essential qualifications of the job enough to impact employee recruiting and 

retention. 

• Significant changes in the percentage of time spent in various duties of the job. 

• Significant reorganization of the department or job function. 

Re-evaluation of a particular position can be requested by any member of management to the Town 

Manager. An individual employee should direct concerns regarding re-evaluation of the individual’s 

job to their supervisor.  The Town Administrator will appoint staff, typically Human Resources, to 

conduct a position audit with appropriate individuals and managers to evaluate extent of change. 

 

Position re-evaluations involve collecting much of the same information as the initial job evaluation, 

including the need to identify substantial changes in the job. It is important to note that job re-

evaluations do not necessarily result in a change in pay structure. When a change to a job 

description is justified, results of re-evaluations need to be approved by the Town Administrator. 

  

 
2 Refer to the sections on strategy for pay grade and ranges in Salary Structure 
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Appendix 1: Glossary 

 
Benchmark Job 

• A common, well-known job that is easy to identify and found in most organizations, is 
relatively stable in job content, can be described in clear, concise terminology, and is 
generally found in large numbers. 

 
Compa-Ratio 

• The relationship of an individual’s pay to the midpoint of the paygrade range the individual 
is assigned to. The compa-ratio is calculated by taking the rate of pay divided by the 
midpoint to get the percentage of relationship. 

 
Compression 

• A wage distribution problem that exists when a number of individuals receive about the 
same pay for jobs having varying skill and responsibility requirements, or there is not a 
significant spread between supervisor and subordinates. 

 
Demotion 

• The voluntary or involuntary re-assignment of an employee to a position in a lower pay 
grade, typically accompanied by a decrease in salary.  

 
Exempt Status 

• Positions that may not be paid overtime for extra hours worked within one week based on 
the Fair Labor Standards Acts (FLSA) minimum wage and overtime provisions (e.g., these 
positions are exempt from overtime.) 

 
FLSA (Fair Labor Standards Act of 1938) 

• A federal law governing minimum wage, overtime pay (eligibility), child labor regulations, 
and record-keeping requirements. FLSA status of a position is subject to regular review by 
Compensation.  

 
Internal Equity 

• Positions with similar qualifications performing work of similar levels of difficulty, 
complexity, and responsibility are to be paid similarly. Equity is achieved when employees 
are paid fairly in relation to their peers when comparing such factors as years of experience, 
special skills, education, certification, and responsibility. 

 
Job Description 

• A description that includes characteristics, functions, and qualifications of a job. It details 
two main components: the general body of work needed, and the qualifications required 
to perform such work. A job description should describe and focus on the job itself and not 
on the characteristics of any specific individual. 
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Job Evaluation/Position Audit 

• A formal process used to determine a job’s worth and its appropriate placement within the 
pay structure. A questionnaire/interview process is used to garner information from an 
employee and supervisor to appropriately classify a position.   

  
Market Competitiveness (External) 

• Jobs in the organization are compared with what local, regional, state, or national 
organizations pay for similar positions. 

 
Market Rate 

• The weighted average and median in the external labor market for a given job or 
occupation are used as primary comparative points of reference to Town jobs. The 
weighted average is compared with the midpoint of the grade to determine if a position is 
appropriately graded in comparison with other organizations. If there is disparity, then the 
pay grades or midpoints may be adjusted to more closely align with the marketplace. 

 
Non-exempt Status 

• Positions that must receive overtime pay for all hours over 40 worked within one work 
week, as required by Fair Labor Standards Acts (FLSA) minimum wage and overtime 
provisions (e.g., these positions are paid overtime). 

 
Merit Award 

• An annual award granted to an individual based on performance and their current salary’s 
relationship to the midpoint of their job’s pay grade. 

 
Midpoint 

• The salary point midway between the minimum and maximum rates of a pay-grade range.  
As a general guideline, fully competent employees with five years of experience would be 
at or near the midpoint. 

 
Minimum 

• The beginning of the pay grade and the lowest pay rate an employee in that job may 
receive. 

 
Maximum 

• The maximum of the pay grade, and the highest pay rate an employee in that job may 
receive without approval from the Town Administrator. 

 
Pay Grade 

• An identifier to recognize a range of salary assigned for a group of jobs, consisting of a 
minimum, midpoint, and maximum.  

 
Pay Structure 

• The hierarchy of pay grades established to place jobs within the organization based on their 
relative worth.  

 
Promotion 
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• The re-assignment of an employee to a position in a higher pay grade, typically requiring 
additional skills and knowledge.  

 
Range 

• The spread of a pay grade between the minimum, or lowest salary point, and maximum, or 
highest salary point, expressed as a percentage differential. 

 
Salary Market Surveys 

• Periodically market salary data is collected from relevant local, regional, and national labor 
markets. This data is utilized to establish pay-grade ranges that are competitive within the 
labor market. These surveys are conducted in a manner that ensures conformity with 
related federal and state guidelines.  
 

Transfer 

• The re-assignment of an employee to a position in the same pay grade, whether in the 

same department or outside of the department.   
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Appendix 2:  Job Description Template
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Compensation/Classification 
Practice Guidelines 

 
 

JOB DESCRIPTION 

JOB TITLE  

DIVISION / 

DEPARTMENT 
  REPORTS TO   

PAY GRADE  FLSA CLASSIFICATION  

PREPARED BY  DATE CREATED/UPDATED  

 

STATEMENT OF PURPOSE 

1. This statement is a one to two sentence statement that explains why the position exists – in a 

nutshell, what does it do? 

2. How the statement should start:  The X position is responsible for ……..(two or three sentences, 

no more).   

 

 

ESSENTIAL FUNCTIONS  

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 

• (Start each function with an action verb, e.g., confers, coordinates, examines, performs, 

supervises, directs, observes, etc.) 

• List 10 to 15 of the top functions in order of importance/most frequently performed.  This 

is not a task list.)  

• End with this statement “Performs other duties as required and necessary to ensure the 

success of the organization”. 

 

 

SUPERVISION 

 

• No supervisory responsibilities. 

• Directly manages x, x, x  (list the specific positions) staff in accordance with the 

organization's policies and applicable laws. Responsibilities include interviewing, hiring, 

and training employees, planning, assigning and directing work including goal and 
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direction setting, coaching, appraising performance, rewarding and disciplining 

employees, addressing complaints and resolving problems.  

 

 

KNOWLEDGE, SKILLS and ABILITY  

• Always start with this statement.  Ability to consistently promote, support, and represent 
the Town of Eaton in a professional manner.      

• For KSAs, do not list more than 10.  These should be things the individual should be able 

to do, but is NOT a duty statement (a duty is an action). 

• Should start each sentence with:  Knowledge of ……. Or Skill with…..or Ability to. You can 

put an adjective in front of the KSA such as strong knowledge of. 

• Don’t put in anything that is going to be required in the education/experience or additional 

experience sections.  Put those requirements down there instead.  

CORE COMPETENCIES 

Examples:  Accountability, Integrity, Transparency & Honoring the Public Trust; Excellent 
Service with Courtesy & Kindness; Innovation; Collaboration; and Safety. 

EXPERIENCE, EDUCATION AND LICENSING REQUIREMENTS 

 

Education 
● High School Diploma or General Education Diploma (GED) equivalent is required.  This is in 

addition to any years used to satisfy the education requirement. 

• Be sure and end each sentence “is required” or “is preferred”. 

• Put the minimum education required first, then followed by anything that is preferred.  If 

an Associate Degree is required, don’t include the High School Diploma statement) 

 
Experience 

• Be sure and end each sentence “is required” or “is preferred”. 

• Put in order with required first, preferred following.   

• End the section with the sentence below: 

• An equivalent combination of education and experience may be substituted on a year for 
year basis. 

 
 
Additional Requirements/License/Certifications 

• Must have reliable transportation. (so, they can get to work, we don’t care if they have a 
car, they need to be able to get to work.) 

• Must possess a valid driver’s license. (if they are going to drive on behalf of the 
organization, to deliver memos, pick up packages, or drive from site to site, etc.) 

• List any other licenses they may need to have such as a Wastewater Certification is 
required or preferred. 

• List any certifications they need to have such as Certified Public Accountant (CPA), or 
ability to obtain one with in a specific period of time, etc.)  is required or preferred 
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• Must successfully pass a driving record (MVR), references and criminal history background 
check prior to the start of employment.   (and/or Drug Screen, Physical Capabilities 
Examination, etc.) 

• Must be able to provide documentation that proves eligibility to work in the United States 
without sponsorship. 

 
 

MATERIAL AND EQUIPMENT DIRECTLY USED  

This section is not required however, if necessary, here are examples:  Library computers 
including public access and staff terminals; printers and scanners, telephone, fax, 
photocopier, laminator, paper cutter, library carts, library materials (books, DVDs, eB00ks, 
CDs, etc.) 

WORKING ENVIRONMENT  

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 

Samples are:   

• Work is generally performed in an indoor professional office environment.    

• The noise level in the work environment is usually moderately quiet 

• Attendance at evening meetings is expected as needed.  

• Work requires regular contact with all town departments and employees 
and occasional contact with the public, state, federal and other 
organizations.   

• Work requires administrative and technical knowledge and ability.  

• Travel to conferences and meetings on an occasional basis is necessary. 

• Has access to all town-wide confidential information, such as bid proposals, 
personnel records, loan documents, contract information.  

• Gross negligence could result in excessive costs, major financial losses from 
unauthorized expenditures, failure to receive funds due, or deterioration of the town's 
financial position; gross negligence may also result in legal ramifications. 

• Occasional outdoor work in extreme weather conditions (hot/cold); walking on uneven 

terrain; occasional exposure to insects. 

• Travel to conferences, meetings and branch locations on a regular basis is necessary. 

• Work may be performed in a standard laboratory, field, or an office environment during 

all types of temperatures, weather conditions and all times of day or night while being 

exposed to excessive noise from machines. Snowy, wet and muddy conditions will exist.  

Work may be done in confined or cramped spaces. 

• Regular and long-term exposure to work areas containing 

toxic/caustic/hazardous/volatile chemicals; extreme conditions such as hot/cold; sharp 

hazards; dust/fumes/gasses; electrical shock; moving mechanical parts; high pitched 

and/or constant loud noise; sometimes long-term contact with bacteria and odorous, 

infectious/obnoxious material  
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• Work may involve assisting with sampling, calibration of equipment and process 

instruments calibration / maintenance often in difficult areas. 

• Ability to use gas monitoring equipment, safety tripod and harness and any other 

required safety equipment for entering both high and low hazard confined spaces 

for either plant. 

• Personal Protective Equipment (PPE) required including cold weather gear, eye 

protection, gloves, and provided uniform. 

•   A clean and safety-conscientious environment required while employed  

• Work may involve long hours and overtime during holidays, weekends, and evenings.    

• Subject to call-back work and incumbent must be able to respond to emergency  

• May be required to rotate on-call responsibilities. 

• Must reside within 30 minutes of facility to be included with on-call rotation. 

• Work is performed under typical office conditions; attends evening meetings as 
needed.  

• Operates computer and general office equipment, such as calculator, 
copier, and facsimile machine.  

• Work requires occasional contact with the general public, regular contact 
with all town departments, state, federal and private organizations, 
requiring administrative and technical knowledge and ability.  

• Has access to all town-wide confidential information, such as bid proposals, 
personnel records, loan documents, contract information and union contracts.  

• Gross negligence could result in excessive costs, major financial losses from 
unauthorized expenditures, failure to receive funds due, or deterioration of the town's 
financial position; gross negligence may also result in legal ramifications. 

 
 

PHYSICAL AND MENTAL REQUIREMENTS  

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

• This is largely a sedentary role; however, some filing is required; it would require the ability 
to reach for and lift files, open filing cabinets and bend or stand as necessary.  

• The employee is occasionally required to walk or stand. 

• The employee is nearly always required to use hands to finger, handle or feel objects and 
reach with hands and arms, have good manual dexterity, use hands and fingers to operate 
a computer and telephone keyboard.   

• The employee may occasionally lift and/or move up to 10 pounds. 

• Specific vision abilities required for this job include close vision and ability to adjust focus 
to be able to see in the normal visual range with or without correction and sufficient to 
read small print, computer screens and other printed documents. 
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• While performing the duties of this job, the employee is frequently required to talk or hear 
in the normal audio range to hear alarms/telephones/normal speaking voices, with or 
without correction.  

• Work primarily involves a high degree of mental concentration. 

• Ability to stand, sit, walk, walk on unpaved terrain. 

• While performing the duties of this job, the employee is regularly required to talk or hear.   

• May involve climbing ladders, stairs, steps and traversing catwalk grating, pushing, pulling, 
bending, stooping and kneeling on a frequent basis and working in confined space and 
manual dexterity required to complete work tasks through safe and proper operation of 
power and hand tools, and motor vehicles. 

• Expertise in conducting laboratory tests using good manual dexterity and ability to use 
sophisticated laboratory equipment in conducting various test. 

• Work primarily involves a high degree of mental concentration. 

• Specific vision abilities required by this job include close vision, distance vision, color vision, 
and ability to adjust focus (this one should be used every time; unless the position can be 
performed by an individual who is completely site impaired)      

• Must be able to see in the normal visual range with or without correction with vision 
sufficient to read small print, computer screens and other printed documents;  

• Must be able to hear in the normal audio range with or without correction.  

• Moving, positioning and carrying loads of up to 5 pounds upstairs and loading on four-foot-
high surfaces frequently.  (this one is different from those below because it is about going 
upstairs, not just lifting) 

• Extremely strenuous physical work involving objects in excess of 100 pounds occasionally 
and/or up to 50 to 100 pounds frequently, 

• Extremely strenuous physical work involving objects in excess of 100 pounds occasionally 
and/or up to 25 to 50 pounds frequently. (this one is different than the one above) 

• Strenuous physical work involving heavy lifting, pushing, or pulling of objects up to 50 
pounds frequently and 75 pounds occasionally. 

• Moderate physical activity required by moving and positioning objects up to 50 pounds 
occasionally and/or up to 20 pounds frequently. 

• Light physical effort may be required by moving and positioning objects up to 20 pounds 
occasionally and / or 10 pounds frequently. 

• Physical effort generally not required. 

• This is largely a sedentary role; however, some filing is required; it would require the ability 
to reach for and lift files, open filing cabinets and bend or stand on a stool as necessary.  

• Specific vision abilities required by this job include close vision, distance vision, color vision, 
and ability to adjust focus.   

• Work primarily involves a high degree of visual and/or mental concentration. 

• Light physical effort may be required by moving and positioning objects up to 20 pounds 
occasionally and / or 10 pounds frequently. 

 
Benefits: The Town offers an excellent benefits package.  For full-time employees, the Town pays 
the employee’s premiums for health, dental, Gap insurance, life insurance, short- and long-term 
disability and provides a 5% contribution to the employee’s 401(a).  Most benefits begin the first 
month following the date of employment. 
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The Town of Eaton is an Equal Opportunity Employer and does not discriminate against any 
person in any condition of employment 
 
I have read this Job Description, asked for clarification of any items that are unclear to me, and 
agree to fulfill my duties as outlined.  I understand that this does not constitute a contract of 
employment and that either the Town or I may terminate my employment at will, with or without 
cause.   
 
_________________________________________  _______________________ 
Employee Printed Name     Date 
 
 
 
________________________________________________ 
Signature 
 
 
 
_________________________________________  _______________________ 
Town of Eaton’s Representative Printed Name   Date 
 
 
 
________________________________________________ 
Signature 
 
 
Original:  Place in Employee’s Personnel File   
Copy:  To Employee 
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HPLD Requests    

1. Provide approved library budget as part of larger municipal budget upon approval 

and adoption 

  

2. Provide audited financial statements when approved and adopted by Library and 

Municipal Boards 

  

3. Post all notices and hold all meetings in accordance with sunshine laws   

4. Access to systems and services outlined above is contingent upon 

compliance/adherence for defined processes, procedures, and standards. Failure to 

comply compliance/adherence for defined processes, procedures and standards may 

result in service interruptions and delays  

The District can only support and guarantee technology that is purchased and managed 

by the District IT Staff. The District cannot guarantee the functionality or continued 

operation of nonstandard equipment that is purchased by the Libraries  

  

5. IT Services will require managing access to IT equipment (i.e. room controls) – Will 

need to be revisited if a second network is established 
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Addendum B  

Library Services 

___________________ [name of library] 

Effective ________ through December 31, 2023 

To be reviewed annually 

Services Provided 

by District  

Provided by 

Member 

Library  

Collections   

Access to all materials at all libraries participating in High Plains Library District   

1. The District has over 2,728,788 items, accessible to anyone who has an active HPLD 

library card in good standing including items in the Specialty Checkout Collection  

  

Materials purchasing/centralized order management   

2. Collection department will order on behalf of the Member Library and be billed 

monthly. Discounts realized through large volume purchasing   

  

3. Collection development staff coordinate/create/maintain/update standing order plans 

for books and periodicals  

  

4. Provide list of available periodicals, research and order titles as requested. Work with 

vendor when problems arise with subscription deliveries on member behalf  

  

5. Collection Resources Manager negotiates discounts for all vendors used by the 

department (book, media and periodicals)  

  

6. Collections department provides funding, purchasing and maintenance of Specialty 

Checkout Equipment and provide assistance with booking software   

  

Materials processing/standardized processing for items purchased /cataloged 

through Bibliographic Services 

  

7. Items ordered through Bibliographic Services will receive barcodes, RFID tags, spine 

labels, mylar covers per district standards 

  

Courier service to transport library materials Monday through Saturday   

8. Courier schedule maintenance for North and South routes    

Licensing, maintenance, and access to online databases and search software   

9. Negotiate prices for database and electronic resource access (included eBooks and 

databases) 

  

10. Staff database training upon request   

11. Patrons and staff receive technical troubleshooting and support   

Interlibrary Loan (ILL) and Prospector services   

12. ILL department will use OCLC or other supporting tools to locate and borrow an 

item not in our catalog for patrons/residence of HPLD 

  

13. ILL staff responds to member patron requests and work with staff to resolve any 

problems  

  

Access to collection development tools and resources to build collections   

14. Advice from the collection development department when questions arise    

15. Access to online ordering tools   

16. Support for collection analysis    

Cataloging services   

17. Original cataloging provided for any item purchased by a Member Library that is 

not found within the OCLC catalog  
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18. Copy cataloging provided for any item already in the HPLD catalog or available 

from the current bibliographic utility  

  

ILS data maintenance   

19. Bibliographic Services staff will update ILS databases including deleting 

bibliographic records with no holdings  

  

20. Maintain the integrity of the ILS database through regular authority control, subject 

heading updates and patron purges  

  

21. Collection Resources Manager negotiates discounts for all processing supplies 

including RFID tags and barcodes. Additional custom labels can be purchased through 

the Bibliographic Services department at cost and billed to the Member Library 

  

22. Advice and support from trained MLS catalogers    

Information Technology   

23. Regularly onsite IT visits focused on follow up, open tickets and on the ground 

issues with IT Manager and or Engineer (Quarterly but may be adjusted) 

  

24. Develop agreed upon Service Level Agreements   

Core IT service solutions   

25. ILS: Funding, procurement, installation, administration and all required support for 

the Integrated Library System and add on services  

  

26. OPAC: Funding, procurement, installation, administration and all required support 

for the public catalog  

  

27. Email services: Funding, procurement, installation, administration and all required 

support  

  

28. MyLibrary: Funding, design, code development, installation, administration and all 

required support  

  

29. Online Payment Services: Funding, procurement, installation, administration and all 

required support  

  

30. Telecirc: Funding, procurement, installation, administration and all required support   

31. Intranet: Funding, procurement, installation, administration and all required support   

32. Storage, backup and recovery services: Funding, procurement, installation, 

administration and all required support 

  

33. Mobile catalog: Funding, procurement, installation, administration and all required 

support 

  

34. Self-Checks: Funding, procurement, installation, administration and all required 

support 

  

35. Reporting and data support for all IT services   

36. RFID Pads: Funding, procurement, installation, administration and all required 

support 

  

37. Automated Materials Handler: Funding, procurement, installation, administration 

and all required support in accordance with Library District standards 

  

38. Smartbadges: Funding, procurement, administration and all required support for 

device and included apps in accordance with Library District standards 

  

39. Badging System: Funding, procurement, installation, administration and all required 

support 

  

40. Training in person and online training videos covering technologies support by 

HPLD for staff and patrons 
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Staff connectivity services    

41. Network equipment funding, purchase, configuration, installation and support in 

accordance with Library District standards. All hardware, software, equipment 

including cabling, servers will be provided. All new equipment will come with a hands-

on demo and training  

  

42. Establishment of a separate network and network equipment that is managed and 

oversee by local staff or a outside firm that would set up and support locally purchased 

equipment.  

Benefits of the second network:  

• Ability to handle local storage  

• Limit vulnerability to cloud-based storage  

• Supports locally purchased tech 

• Eliminate need for IT reset on locally purchased tech  

• District to reimburse costs (needs to be discussed further) 

  

43. Information Technology calls for service and support of all equipment   

44. Security camera hardware, software installation and support in accordance with 

Library District standards. (Cameras at: Entry/Exits, outside bathrooms and at service 

desks)  

  

45. Circuit funding, purchase, installation, configuration and support   

46. HPLD access services funding, purchase, installation, configuration and support 

(remote access)  

  

47. Infrastructure cabling funding, purchase, installation, and support   

48. Phone Services in hardware, software installation and support in accordance with 

Library District standards 

  

49. Mobile Application (forthcoming): Funding, procurement development and support 

in accordance with Library District Standards 

  

50. Phone connection for Fire System: Funding, procurement, installation, 

administration and all required support 

  

Internet connectivity for public (including Wi-Fi)   

51. Network funding, equipment purchase, configuration, installation and support. 

Hardwired fiber staff networks minimum speed (40M)* 

Public network minimum speed (20M)* 

Provide Libraries with 6-month usage and speed reports 

(*These speed guaranteed as provided by local internet service providers and contingent 

upon the continued service of these providers.) 

  

52. Circuit funding, purchase, installation, configuration and support    

53. Access services funding, purchase, installation, configuration and support   

Staff and public client equipment   

54. Purchase of all client (ILS) equipment needs **required for support** as mutually 

agreed upon 

  

55. Configuration, testing, installation and support for all staff and public client (ILS) 

equipment as mutually agreed upon 

  

 Staff and public client software (is required due to licensing requirements)   

56. Operating system: Funding, purchase, testing, configuration, installation and support    

57. Productivity solutions: Funding, purchase, testing, configuration, installation and   
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support (Office suite)  

58. Antivirus and other security tools: Funding, purchase, testing, configuration, 

installation and support  

  

59. Public use management: Funding, purchase, testing, configuration, installation and 

support  

  

60. Public print service management: Funding, purchase, testing, configuration, 

installation, and support  

  

61. Web filtering: Funding, purchase, testing, configuration, installation and support    

62. Public freeze software: Funding, purchase, testing, configuration, installation and 

support  

  

63. Web lock down software (for pacs): Funding, purchase, testing, configuration, 

installation, and support  

  

64. Automated deployment services: Funding, purchase, testing, configuration, 

installation, and support  

  

65. Removal or recycling of computer and IT equipment    

Finance and Administration   

Tax collection, distribution, and payments in the same proportion as collected by 

HPLD. 

  

66. Ongoing updates on property taxation for budgeting purposes    

67. Property tax allocation payment made to Members at same percentage rate as the 

HPLD receives from the Weld County Treasurer  

  

Friends and Foundation    

68. Access to Foundation consulting and training sessions on fundraising activities 

including sponsorship, capital campaigns, planned giving, etc. 

  

69. Assistance with grant reviews, applications, and writing for grants of any size   

70. Acceptance of large or unusual donations on behalf of a member library pending the 

donation is in line with the Foundation’s mission and gift acceptance policy and 

pending the acceptance of a gift agreement. (Add Copy of Gift Acceptance Policy) 

  

Incident Tracking    

71. Evaluate and determine how to expand the Patron Incident Tracking System (PITS) 

to all Libraries – The decision point will be a local access vs Districtwide, if 

Districtwide we will need to work together to define mutually agreed upon procedures 

for handling banned and trespassed patrons 

  

Management of Debt Collect Services   

72. Debt collect service management including trainings and consulting with Debt 

Collect Service Vendor  

  

Human Resources Support    

73. Access to advertising posting position vacancies on the HPLD website   

74. Expanded district orientation for new Member Directors and staff (Including 

Technology, Department and Service Orientation as well as a District Tour. This will 

also include a New Hire Checklist and welcome email. It may be managed through a 

Learning Management System, LMS) 

  

75. Human Resources Consulting as requested   

76. Provides access to HPLD Sub Pool   

77. Access and including in all HPLD Training    
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78. Access to In-house training and HPLD-sponsored workshops, seminars, 

orientations, Staff Day and roundtables 

  

79. Inclusion in and invitation to HPLD All Staff Day   

Project management services   

80. Provide consultation with contractors    

Member/District services coordination   

81. Participation on HPLD committees, task forces and projects (Duties Include: 

participate in planning, execution of program or service and evaluation) 

  

Continuing education    

82. High Plains Library District will provide funding, contingent upon annual Board 

approval for continuing staff education and professional development  

  

Compilation of Annual Public Library statistical report   

83. Compile and report library statistics for Public Library Annual Report, all other 

statistics provided as requested  

  

84. Compile and report library monthly statistics, master stats file and more    

85. Advise Member libraries of pending changes in data needs    

Legal inquiry   

86. Serve as the point of contact for subpoenas or legal inquiries for ILS data    

HPLD name badge   

87. Name badge for new staff – Includes name and title    

Research Tools   

88. District survey and research services that will include Member service areas; 

Including demographics available via staff intranet  

  

Outreach Services   

Multicultural services   

89. Outreach department partners with Member libraries to provide Multicultural 

services to patrons 

  

90. Provide computer class support including curriculum, training, and referrals   

Mobile services to schools or other gathering places in member service area   

91. Outreach works with Member Libraries to provide services to locations in the 

Member service area 

  

Public Computer Centers (PCC)   

92. PCCs located in member service areas: Johnstown (Milliken), Ault (Nunn & Pierce)    

93. PCC installation, maintenance and management in mutually agreed upon locations, 

executed through IGA or MOU and in accordance with agreement  

  

Public Information/Programming   

Spaces web calendar and room reserve   

94. Provide support for Member Library's events calendar available through the 

District’s website  

  

95. Provide support for each Member Library to utilize patron-initiated room 

reservations available through the District's website as requested  

  

Templates for promotional materials   

96. Include member libraries on any collaborative promotional materials when 

appropriate and available  

  

Coordination of district-wide events and programming   
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97. Coordinate special events and programs in which branch and Member Libraries 

choose to participate in. Including the District vehicle participation, scheduled through 

the Library Districts’ Outreach Department  

  

Library cards   

98. Design, produce and disseminate library cards for all libraries within HPLD    

Advertising & Marketing    

99. Funds and places advertisements in phone books, newspapers and various northern 

Colorado publications  

  

100. Access to Community Relations and Marketing Department Services (including 

large format printer) 

  

Virtual Services   

101. Staffing/management/support and funding of all calls that come into the 1-888-

861-READ (7232) number 

  

102. Staffing /management/support and funding of online communication services such 

as chat and email  

  

Facilities    

103. Access to District Owner’s Representative Services as requested     

104. Facilities consulting, and advice as requested   

Life Accelerator (Formerly Training Bureau)     

105. Support and use of the Life Accelerator staff and services     

106. Life Accelerator Services: Funding, purchase, installation, configuration, and 

support for Introductory, Basic & Advanced Life Accelerator technology and equipment 

as defined by the District Standard (See attached standards for 2023 and Q&A) 

  

106A. HPLD is willing to reimburse Libraries and support the standard equipment that 

has already been purchased by the Libraries. If this is desired, the licenses will need to 

be transferred to HPLD. 
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