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Purpose of the Poudre Fire Authority (PFA) 
Personnel Rules and Regulations 

 
 

The purpose of these PFA Personnel Rules and Regulations is to 
capture principles, and provide overarching direction to employees, 

ensuring the effective operation of the PFA.  The PFA expects 
employees to adhere to the standards outlined in these Personnel 

Rules and Regulations.     
 
 
 
 

Applicability of Personnel Rules and Regulations 
  
 
Unless otherwise specified, these Personnel Rules and Regulations apply to all 
Poudre Fire Authority employees. These Personnel Rules and Regulations do not 
apply to the Fire Chief or members of the PFA Board of Directors.   
 
Volunteers of the Poudre Fire Authority have separate policies. 
 
Employees with questions or suggestions regarding the Personnel Rules and 
Regulations, Policies, employment practices or Operational Directives, should 
contact the Fire Chief or PFA Human Resources.  
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SECTION 1 
 
GENERAL INFORMATION 
 
 
Scope: Section 1 provides general information regarding the use and modification of 
these Personnel Rules and Regulations and defines words commonly used throughout. 
 
1.1 PFA Personnel Rules and Regulations Replace All Previous Rules and 

Regulations 
 

1.1.1 The measures contained in these PFA Personnel Rules and Regulations 
replace and supersede all previous personnel rules, regulations, and 
practices, whether written or otherwise, and whether contained in the 
PFA Policies, Operational Directives or elsewhere.  

 
1.2 Authority to Interpret Policies, Rules and Regulations, Operational 

Directives and Employment Practices 
 

1.2.1 Only the Fire Chief or designee has the authority to interpret the PFA 
rules, regulations, and policies. The Fire Chief may authorize exceptions 
to Personnel Rules and Regulations, PFA policies, employment practices 
or Operational Directives if the Chief determines that such exceptions are 
in the best interest of the organization.  

 
1.3 Future Changes to the PFA Personnel Rules and Regulations 
 

1.3.1 The Personnel Rules and Regulations described in this document are 
provided as a matter of information only, are not a contract in nature, 
and are subject to change, suspension or cancellation, in whole or in part 
with or without notice, at the sole discretion of the PFA Board of 
Directors.  PFA Board shall formally review the Personnel Rules and 
Regulations at least once every three years or within 12 months of the 
execution of a new Collective Bargaining Agreement.  The most recent 
version of the Rules and Regulations will be posted on the PFA intranet. 

 
1.4 Nature of the Employment Relationship 
 

1.4.1 Employment with the PFA is entered into voluntarily, and employees are 
free to resign at any time, with or without notice or reason. Similarly, the 
PFA is free to conclude its employment relationship with any employee 
(except those in classified positions who have completed their 
introductory period) at will, with or without cause, at any time. The 
employment of employees in classified positions who have completed 
their new-hire introductory period may be terminated for cause, as 
defined in these Personnel Rules and Regulations. Neither the employee 
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nor the organization has entered into any contract of employment for a 
definite period, expressed or implied. Although the PFA Personnel Rules 
and Regulations may be changed from time to time at the discretion of 
the PFA Board, the termination policy expressed in this paragraph may be 
changed only in a specific, written contract to the contrary signed both by 
the employee and the Fire Chief. No other practice, written or oral policy, 
or statement by anyone, including supervisors and other management 
personnel, can alter this employment relationship. 

 
1.5 Definitions Used Throughout PFA Personnel Rules and Regulations 
 

1.5.1 Acting Pay Blended Hourly Rate - For uniformed, firefighting shift 
personnel who receive acting pay in an FLSA Cycle, their regular hourly 
rate of pay for the FLSA Cycle is calculated as a weighted average 
between their straight-time hourly rate and their acting pay rate for all 
hours worked within the FLSA Cycle.  
 

1.5.21.5.1 Cause – A specific reason for disciplinary action toward an 
employee, related either to the individual employee’s misconduct or the 
PFA’s operational needs. 

 
1.5.31.5.2 Certification – The designation of top candidates after testing to 

the Fire Chief or representative(s) for placement consideration in a new 
or promotional position. 
 

1.5.41.5.3 Classified employees – Refer to the Employment Categories 
section of Personnel Rules and Regulations, Section 4.2. 
 

1.5.51.5.4 Collective Bargaining Agreement (CBA) – Contractual agreement 
for a specified period of time entered into between the Poudre Fire 
Authority and Poudre Fire Authority Fire Fighters I.A.F.F. Local 1945. 
 

1.5.61.5.5 Days – Refers to calendar days, unless otherwise specified.  
 

1.5.71.5.6 Demotion – Involuntary reassignment to a position in a lower pay 
grade based on unsatisfactory job performance, or corrective or 
disciplinary action. Changes that occur due to loss of certifications or 
rotational positions are not considered demotions, but rather are changes 
within the same pay grade. 

 
1.5.81.5.7 Division Chief/Division Head – Position with management 

authority over a primary division of the PFA. 
 

1.5.91.5.8 Exempt – A category of employees who, in accordance with the 
Fair Labor Standards Act (FLSA), is not eligible for overtime pay.  

 
1.5.101.5.9 FLSA 1/2 Half-Time Rate – An hourly overtime pay rate that 

equals the employee’s regular hourly rate multiplied by 1.5, minus the 

Commented [JM1]: Procedure contained in policy elsewhere. 

6.a

Packet Pg. 33

A
tt

ac
h

m
en

t:
 P

F
A

 B
o

ar
d

 E
m

p
lo

ye
e 

R
u

le
s 

an
d

 R
eg

u
la

ti
o

n
s 

Ja
n

 2
02

2 
- 

R
ed

lin
e 

V
er

si
o

n
  (

11
13

9 
: 

C
o

n
si

d
er

at
io

n
 a

n
d

 P
o

ss
ib

le
 A

ct
io

n
 t

o
 A

d
o

p
t





Page 13    Poudre Fire Authority Personnel Rules and Regulations  
                                      Revised 01/25/202210/27/2020  

 

expectations of performance for each level within a position. It is 
necessary to meet and maintain the established performance 
requirements of a level to attain and retain pay assigned to that level. 
Performance levels are contained in the PFA Pay Plan as “Level A,” and 
“Level B” 
 

1.5.211.5.20 Performance-level reduction – A downward change in 
performance-level status, also based upon performance or used as part 
of the discipline process, but within the same job classification. 
Performance-level reductions are not considered demotions (for example, 
Level A to Level B within the same job classification). 
 

1.5.221.5.21 Personnel Rules and Regulations – The document that governs 
the employment practices of the Poudre Fire Authority, including hiring, 
promotions, conduct, discipline, grievance, and appeal. This document is 
approved and adopted by the PFA Board of Directors. 

 
1.5.231.5.22 PFA-adjusted overtime rate – An hourly overtime pay rate that 

equals the employee’s regular hourly rate multiplied by 1.5, minus the 
straight-time rate. The PFA-adjusted overtime rate is not applicable to 
non-exempt personnel. It is also referred to administratively as “FLSA 
half-time rate.” 
 

1.5.241.5.23 PFA Administration/Headquarters – Administrative offices located 
at 102 Remington Street, composed of the Fire Chief, Director of 
Administrative Services, Division Chiefs, Human Resources, and related 
administrative and professional staff members. 
 

1.5.251.5.24 PFA Policies– Policies defining the day-to-day operations of the 
Poudre Fire Authority, including Operations, Administrative, Leave, 
Training, and Occupational Health and Safety policies. Policies are 
approved by the Fire Chief. 

 
1.5.261.5.25 PFA Human Resources (HR) – The PFA HR team is a resource to 

employees for information on work rules, employment policies, payroll 
information, personnel records, job opportunities, compensation, and 
benefits.  Members are available for employees to report concerns about 
working conditions, discrimination, sexual harassment, other unlawful 
harassment, or other violations of PFA policy.   

 
1.5.271.5.26 Premium/Fire Time pay – A pay rate given to uniformed fire 

personnel for emergency situations when it is mandatory that the 
employee work additional hours.  The rate of pay is roughly 2.25 times 
the employee regular hourly rate; this is a combination of 1.5 hours 
(commonly referred to as  “overtime pay” or “time and a half”) of the 
employee’s regular hourly rate and an additional 0.75 hours of the 
employee’s regular hourly rate. 
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1.5.281.5.27 Probationary Period - A qualifying period for a specified time 
during which promoted, transferred and demoted employees must meet 
established criteria to maintain current level. Classified employees in their 
probationary period may only be terminated for cause, as defined in 
these Personnel Rules and Regulations. 
 

1.5.291.5.28 Promotion – Reassignment to a position in a higher pay grade. 
 

1.5.301.5.29 Regular Hourly Rate – Pay rate for uniformed firefighting 
employees equal to annual salary plus longevity pay, plus On-call Pay, 
plus holiday pay, divided by 2912 for shift personnel and 2080 for non-
shift personnel. 

 
1.5.311.5.30 Regular working day – For the purposes of these Rules and 

Regulations, regular working days will include Monday through Friday, 
8:00 a.m. to 5:00 p.m., excluding recognized holidays, and other 
Administrative office closures which may occur for operational needs. 
 

1.5.321.5.31 Reinstatement – Re-employment with the PFA of a former 
employee who voluntarily resigned in good standing. Such reinstatement 
may be considered for one year from termination date. Former 
employees who are reinstated will have the same status as newly hired 
employees. (Reinstatement as used in PFA Personnel Rules and 
Regulations does not apply to reinstatement for state-certified disability; 
PFA will follow State of Colorado law for disability reinstatement.) 
 

1.5.331.5.32 Shifts – Generally refers to 24 hours, beginning at 8 a.m. and 
ending at 8 a.m. the next day, as set by PFA. 

 
1.5.341.5.33 Straight time – rate for uniformed firefighters equal to the bi-

weekly pay x 26 pay periods, divided by 2,912 hours for shift personnel 
and 2080 for non-shift personnel. 

 
1.5.351.5.34 Supervisor – Includes not only an employee’s direct/immediate 

supervisor, but also indirect supervisors higher in the chain of command, 
such as a Battalion Chief, Division Chief or Fire Chief.; accordingly, when 
the Rules and Regulations require supervisor notification, the employee 
may give notice to a higher-level supervisor instead of the immediate 
supervisor, if the direct supervisor is not available, does not respond to 
the concern or is directly involved in the concern. Similarly, when a 
supervisor has the discretion to make a particular decision, a higher-level 
supervisor or other person higher in the chain of command may make it. 
A direct supervisor is defined as the employee’s supervisor who is 
responsible for giving the employee assignments and direction. 
 

1.5.361.5.35 Transfer – The lateral movement of an employee from one 
position to another position in the same pay grade, or a move to a 
position in a lower pay grade, without interruption of employment within 

Commented [JM2]: Procedural 
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the PFA. (This does not apply to transfers to different levels within the 
same job classification.) 
 

1.5.371.5.36 Unclassified employees – Refer to the Employment Categories 
section of PFA Personnel Rules and Regulations, Section 4 

 
1.5.381.5.37 Uniformed personnel – Refers to sworn firefighter and firefighter-

EMT positions. 
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SECTION 2 
 
ADMINISTRATION OF PERSONNEL RULES AND 
REGULATIONSTHE AUTHORITY 
 
 
Scope: Section 2 explains the various positions, roles and departments that manage the 
PFA Personnel Rules and Regulations. It also describes various City of Fort Collins 
departments serving the Poudre Fire Authority. 
 
2.1 PFA Fire Chief 
 

2.1.1 The PFA Board of Directors will appoint a Fire Chief to manage the 
Poudre Fire Authority. The Fire Chief will have the powers stated in the 
Intergovernmental Agreement between the City of Fort Collins, Colorado, 
and the Poudre Valley Fire Protection District, which in partnership 
created the Poudre Fire Authority. 

 
2.1.2 The Fire Chief will administer these Personnel Rules and Regulations in 

conjunction with senior management and the PFA Human Resources 
team. 

     
2.2  PFA Human Resources (HR) 
 

2.2.1 The PFA Human Resources Team assists employees with services 
including addressing concerns or complaints of discrimination, sexual 
harassment or other unlawful harassment, or other violations of PFA 
policy. 

 
2.2.2 Human Resources serves as a resource for managers and supervisors and 

should be contacted, along with the Fire Chief, Division Chief/Division 
Head and/or Chief Officers, when considering major disciplinary action 
against an employee, including suspension, demotion or termination.  In 
addition, supervisors should contact HR staff with questions regarding 
employment policies or issues not specifically addressed in PFA Personnel 
Rules and Regulations, or PFA policies. 

 
2.2.3 Supervisors are required to immediately report to the Fire Chief, and/or a 

member of the PFA HR team all complaints of unlawful harassment or 
discrimination (including formal and informal complaints), all incidents the 
supervisor observes that might constitute harassment or discrimination, 
and all suspected instances of harassment or discrimination.  All such 
complaints will be promptly investigated.   

 
2.2.4 Supervisors are also required to forward all requests for employment 
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SECTION 3 
 
CITY OF FORT COLLINS PROFESSIONAL, ADMINISTRATIVE AND 
SUPPORT SERVICES  
 
3.1 Intergovernmental Agreement 
 

3.1.1 Pursuant to the Intergovernmental Agreement established between the 
City of Fort Collins and the Poudre Valley Fire Protection District, the City 
of Fort Collins provides PFA with certain professional, administrative and 
support services as described and as updated in the agreement from time 
to time.  Services may include: 

3.1.1.1 Human Resources – pension and deferred compensation plan 
administration, health and welfare benefits programs, wellness 
programs, training and development, job posting, pre-
employment drug testing, records management. 

3.1.1.2 Financial Services – payroll administration, accounting, banking 
and investing, risk management, purchasing, capital expansion 
fees, audits. 

3.1.1.3 Operation Services – Fleet, facilities 
3.1.1.4 Police Services – Dispatch 
3.1.1.5 Information Technology – Network administration, GIS, 

Voice/phone systems, server/storage administration 
3.1.1.6 Emergency Management 
3.1.1.7 Legal Services – as described   

 
3.1.2 The use of City provided support services as outlined in the IGA does not 

create or imply an employment relationship between any PFA employee 
and the City of Fort Collins. 
 

3.2 When to Contact the Legal Counsel 
 

3.2.1   PFA employees must coordinate contacting contracted outside legal 
counsel or the City’s legal department with PFA Administration.  Legal 
counsel should be contacted under the following circumstances: 

3.2.1.1 To obtain information about laws that might apply to PFA 
operations (including federal and state laws and the City Charter 
and Code) and the interpretation and application of those laws. 

3.2.1.2 To seek advice as to whether a policy or proposed course of 
action is lawful and the legal implications of policies or proposed 
courses of action. 

3.2.1.3 To draft or review all contracts and agreements. 
3.2.1.4 To seek advice any time legal action is threatened, or potential 

liability suspected, against the PFA or its officials or employees.   
3.2.1.5 To review and interpret any legal papers, including requests under 

the Colorado Open Records Act, complaints, subpoenas, notices to 
appear or produce documents, court orders and stipulations. 
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SECTION 4 
 
EMPLOYMENT 
 
 
Scope: Section 4 covers employment categories; employment testing, hiring and 
promoting; job transfers and termination; personnel files; and hiring of family members.  
 
EMPLOYMENT CATEGORIES 
 
4.1 General 
 

4.1.1 The Poudre Fire Authority employs individuals in either a classified 
position or an unclassified position. The Fire Chief has the discretion to 
designate positions as classified or unclassified as he or she deems in the 
best interest of the PFA. 

 
4.2 Classified Positions 
 

4.2.1 A classified position is an authorized, budgeted position included in the 
Classified Employee Pay Plan. Classified positions may be “exempt” or 
“non-exempt” depending on each employee’s duties and responsibilities 
and in accordance with the FLSA. 

 
4.2.2 Classified positions may be full-time or part-time (see Definitions for more 

information). The PFA provides a comprehensive benefit package to full- 
and part-time classified employees; however, the benefit package for 
part-time classified employees is prorated based on the position’s FTE. 
This is explained in greater detail in other PFA and City of Fort Collins 
benefit documents. 

 
4.2.3 Employees in classified positions who have completed their initial 

introductory period may be terminated only for cause, as defined in these 
Personnel Rules and Regulations. 

 
4.2.4 Classified positions include non-management and some management 

positions.  
 
4.3 Unclassified Positions 
 

4.3.1 Unclassified positions may be management, hourly and contractual 
positions.   

 
4.3.2 For unclassified employees, the employment relationship is at the mutual 

consent of the PFA and the employee. Accordingly, either the employee 
or the PFA may terminate the relationship at will at any time, with or 
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4.4.2 Non-exempt employees are compensated for all hours they work.  Non-

shift personnel receive overtime compensation paid at 1.5 times the 
employee’s regular hourly rate for hours worked in excess of 40 hours in 
any given workweek. Shift personnel, regularly scheduled to work on 
average 56 hours per week within a 24 day FLSA cycle, are paid overtime 
for all hours worked in excess of 182 hours per Fair Labor Standards Act 
24-day cycle; for every extra hour worked, they are paid 1 hour at their 
straight-time rate and 0.5 hour at the FLSA ½ time rate.  

 
4.4.3 Although there will be an attempt to make overtime work voluntary, in 

emergency situations (fire time and emergency call-back), overtime for 
non-exempt, uniformed firefighting employees will be mandatory and 
paid at 2.25 times the employee’s straight-time rate (premium rate). The 
2.25 rate will be paid regardless of whether an employee qualifies for 
FLSA overtime during the pay period in question. An “emergency” is a 
situation or occurrence of a serious nature, developing suddenly and 
unexpectedly, and demanding immediate action, and does not include 
mandatory overtime for minimum staffing.  

 
EMPLOYMENT TESTING AND SELECTION 
 
4.5 Advertisement 
 

4.5.1 The PFA Human Resources (HR) staffFire Chief decides whether an 
employment position is to be advertised by post vacant positions using 
one of the following methods: 

 
4.5.1.1 Open – The position is advertised to the public. Coverage may 

include local, state, regional or national media, or any combination 
thereof.  The advertisement may be any combination of job 
postings, printed media and/or electronic media.  

 
4.5.1.2 Internal – The position is advertised within the PFA organization. 

Only eligible PFA employees may apply.  All promotional positions 
shall be posted internally to PFA employees.    

 
4.5.2 When a position is to be filled, staff must shall notify PFA HR to initiate 

the hiring process.  A current job description will be established or 
verified.  The PFA HR will assist in coordinating recruitment and hiring 
efforts. and will place position announcements and advertisements for 
classified, unclassified management and contractual positions. Position 
announcements are posted on the internet, on social media sites and in 
local newspapers or trade journals as appropriate.   

 
4.5.34.5.2 Advertisements and recruitment information for position vacancies 

identify PFA as an “equal opportunity employer.” PFA will endeavor to 
recruit and retain a diverse and qualified workforce. 

Commented [JM3]: Procedural and contained elsewhere 

Commented [JM4]: Procedural 

6.a

Packet Pg. 43

A
tt

ac
h

m
en

t:
 P

F
A

 B
o

ar
d

 E
m

p
lo

ye
e 

R
u

le
s 

an
d

 R
eg

u
la

ti
o

n
s 

Ja
n

 2
02

2 
- 

R
ed

lin
e 

V
er

si
o

n
  (

11
13

9 
: 

C
o

n
si

d
er

at
io

n
 a

n
d

 P
o

ss
ib

le
 A

ct
io

n
 t

o
 A

d
o

p
t



Poudre Fire Authority Personnel Rules and Regulations                                                                                                                                   
Revised 10/27/20201/25/2022  Page 22 

 

 

 
4.5.44.5.3 Position announcements should shall state the title, salary range, 

summary of benefits, nature of the work, experience and training 
required.  

 
4.6 Applications 
 

4.6.1 Application periods for each opening need toshall be for a minimum of 
five regular working days. Applications are submitted to the PFA Human 
Resources.   

 
4.6.2 Applications must be completed for classified positions and materials 

must be received by the posted closing date. Applications generally are 
not accepted unless there is an existing vacancy to be filled. 

 
4.6.3 Prior to any job interview, all job applicants must complete an 

employment application. Although résumés and other supplemental 
information may be considered when submitted, the job application must 
be completed in full. 

  
4.6.44.6.3 All information submitted by an applicant or employee is subject 

to verification of content and accuracy. Any false statement, 
misrepresentation or omission of information or misleading information in 
any document may result in rejection of an applicant, disciplinary action 
against the employee orup to and including termination of employment 
dismissal of the employee. 

 
4.7 Accommodations for Candidates with Disabilities 
 

4.7.1 Upon request, the PFA will accommodate qualified applicants and 
employees with disabilities to ensure these individuals enjoy full access to 
equal employment opportunity, unless doing so would impose an undue 
hardship on the agency.  PFA will consider modifying tests and testing 
and selection procedures to reasonably accommodate applicants and 
employees with disabilities. Examples of such steps include but are not 
limited to providing sign-language interpreters during interviews for 
candidates with hearing impairments or providing braille versions of 
material or people to read aloud written tests for candidates with visual 
disabilities. 

 
4.8 Pre-Employment Testing 
 

4.8.1 Pre-employment and employment evaluations and tests used by the PFA 
are job related and administered equitably to all applicants and 
employees in the same job category. PFA determines whether or not 
tests or other evaluations are required for any given position or category 
of positions. 
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4.8.2 A variety of testing and selection procedures may be used before or after 
making a conditional job offer. Examples include but are not limited to 
reviews of experience and training, written examinations, skill tests, oral 
interviews, physical ability tests, screening for illegal drugs, post-offer 
background investigations, reference checks and other tests or selection 
procedures. If there is a large number of applications for a given position, 
PFA may limit testing to those applicants who meet or exceed a level of 
minimum or preferred qualifications or other job-related criteria based 
upon the job application or résumé. 

 
4.8.3 Because tests may be used more than once, applicants will not be 

allowed to receive copies of their tests. PFA may give internal applicants 
feedback on their general strengths and weaknesses, if adequate PFA 
resources are available. 

 
4.8.44.8.3 Requests for inspection or copying of test questions, scoring keys 

and other examination data pertinent to administration of any 
examination for Applications for employment and hiring records may be 
subject to the requirements of the Colorado Open Records Act.  Any such 
requests to inspect test questions, scoring keys and other examination 
data, whether by an applicant or other person, should be directed to PFA 
Human Resources.  
 

4.9 Eligibility Lists for New Hires to PFA 
 

4.9.1 When filling vacant positions, except for vacancies resulting from 
transfers or reduction in force. PFA may use an eligibility list.  This list will 
consist of names of one or more applicants who, based upon the results 
of examinations or other screening processes, appear to meet at least 
certain minimum qualifications for the position. 

 
4.9.2 Eligibility lists are intended to be a convenience for supervisors making 

hiring decisions and should not be relied upon by applicants for any 
purpose. Eligibility lists are not a guarantee that any particular applicant 
will be hired, that applicants will be selected only from the list, that 
applicants will be selected in any particular order or that the vacant 
position will be filled. Moreover, the appearance of a name on an 
eligibility list is not a certification that the applicant is qualified for or able 
to perform the essential duties of the position. 

 
4.104.9 Examination and Screening Processes for New Hires 
 

4.10.14.9.1 Applicants will be selected for the eligibility list based upon their 
qualifications as determined by examinations and/or other screening 
processes or combination of such processes, as determined at the 
discretion of the PFA. Examinations may include but are not limited to 
written tests, oral tests, physical ability tests, psychological assessments, 
medical examinations, and controlled substance and/or alcohol tests. 
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Other types of screening processes include evaluation of past 
performance, references, education, training and/or experience. 

 
4.114.10 Establishment of Eligibility Lists for Hiring New Uniformed 

Firefighter Personnel Hiring  
 

4.11.14.10.1 When testing is completed, the PFA will rank qualified applicants 
based on their final rating. The PFA will keep eligibility lists for a minimum 
of six months and a maximum of two years. Such lists may be used to fill 
vacant uniformed positions that come openduring within that time period.  
The eligibility list may be extended or cancelled at any time at the 
discretion of the Fire Chief due to special circumstances.  The list may be 
canceled at any time at the discretion of the Fire Chief.   

 
4.12 Certification 
 

4.12.1 For a single position to be filled, the top three names on the eligibility list 
are considered.  All scores for certification must fall within an acceptable 
qualifying range determined in advance of testing by PFA. PFA may use 
additional names from an eligibility list, if desired. 

 
4.12.24.10.2 When the PFA plans to fill more than one position of the same 

classification, at least twice as many applicants as positions available will 
be considered from the eligibility list. For example, if PFA has two vacant 
positions, at least four applicants will be considered from the eligibility 
list.  

 
4.134.11 Removal of Name from New Hire, Unformed Personnel Eligibility 

List 
 

4.13.14.11.1 Any applicant’s name may be removed from any the new hire 
eligibility list under the following circumstances: 

 
4.13.1.14.11.1.1 At his or her request. 
4.13.1.24.11.1.2 If the applicant cannot be contacted at his or her last 

known telephone number or email address or does not respond to 
communication mailed to his or her last known street address 
within five days. 

4.13.1.34.11.1.3 If the applicant is screened out by any further examination 
or other screening process. 

4.13.1.44.11.1.4 If the applicant is hired for the position. 
4.13.1.54.11.1.5 If the applicant participates in three final interviews for the 

same position but is not offered an appointment after any of the 
interviewscompleting the third interview. 

4.13.1.64.11.1.6 If the applicant twice does not accept an offer for the 
position or a final interview. However, an applicant still may be 
considered for hire if, prior to or during the final interview, he or 
she asks to delay hiring consideration due to special 
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circumstances. (The final interview is the interview to determine 
offer of appointment.) These circumstances may include but are 
not limited to completing a college course or degree; 
responsibilities at his or her present job; pregnancy; or family 
matters. The applicant may decline a job offer or final interview if 
he or she has informed the PFA of the special circumstances and 
then may be reconsidered for the next final interview. 

4.13.1.74.11.1.7 If it is determined during any of the interviews that the 
applicant should not be considered for future interviews. 

4.13.1.84.11.1.8 If the applicant accepts an offer for the position but later 
withdraws such acceptance, regardless of whether the hiring has 
taken place. 

 
4.13.24.11.2 The applicant's eligibility expires for any of the above reasons or 

when that eligibility list expires. 
 
4.144.12 Expiration of New Hire Lists 
 

4.14.14.12.1 When fewer than the required number of applicants are available 
for certification for a vacancy, the Fire Chief may require, before or after 
interviewing the available applicants, that a new eligibility list be 
established. The PFA will not fill the position until testing is completed, 
and a new eligibility list is established.  
 

4.154.13 Selection 
 

4.15.14.13.1 The most suitable and qualified candidate(s) based upon the 
results of testing, assessment, interviews, and screening will be offered 
employment with PFA. 

 
4.16 Background Checks  
 

4.16.1 The PFA will conduct post-offer background investigations of applicants 
for such positions. The investigation may include but is not limited to 
checking arrests and/or criminal conviction records, driving records, credit 
history, previous employment and volunteer work, and references. The 
PFA may, at its discretion, refuse to hire anyone for any position based 
upon the information obtained in connection with a background 
investigation. 

 
4.17 Post-Offer Tests 
 

4.17.1 Certain tests may be required only after a candidate has been offered a 
position conditional upon passing the test, such as a medical 
examination, physical ability test, psychological test, or drug test. 

 
4.184.14 Pre-Employment, Post-Offer Controlled-Substance Testing 
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4.18.14.14.1 PFA has a legitimate, work-related concern, based on 
overwhelming evidence that users of controlled substances who work in 
safety sensitive positions directly contribute significant risk to the safety, 
health, and welfare of others in the public and within the workplace.  To 
achieve this work-related interest, the PFA ensures those entrusted with 
safety sensitive duties have passed a pre-employment, controlled 
substance test once a conditional job offer is made.   

 
4.18.24.14.2 This pre-employment controlled-substance testing policy will apply 

to all applicants for positions designated by the PFA as safety sensitive.   
 

4.18.34.14.3 Additionally, this pre-employment controlled-substance testing 
policy applies to all applicants for volunteer assignments with the PFA 
when the volunteer assignment has been designated as safety sensitive 
for purposes of pre-employment controlled-substance testing by the PFA. 

 
4.18.44.14.4 In determining which positions should be designated as safety 

sensitive for the purposes of this subsection concerning pre-employment 
testing for controlled substances, PFA may consider, but is not limited to 
considering, the following job or volunteer duties: 

 
4.18.4.14.14.4.1 Care of custody of minors, elderly or other vulnerable 

populations. 
4.18.4.24.14.4.2 Operating a PFA vehicle, City vehicle or any other vehicle 

for PFA-related business. 
4.18.4.34.14.4.3 Operating outdoor, motorized equipment or power tools. 
4.18.4.44.14.4.4 Working with electricity, hazardous materials, or chemicals. 
4.18.4.54.14.4.5 Directing vehicular or pedestrian traffic. 

 
4.18.54.14.5 The PFA requires that all applicants conditionally offered a safety 

sensitive position with the PFA undergo a test as directed by the PFA for 
those controlled substances specified in the Procedures for Transportation 
Workplace Drug Testing Programs (49 CFR Part 40) and provide the test 
sample to an approved collection location within 48 hours of receiving the 
conditional offer of employment. Job applicants shall be notified of this 
requirement at the time of application or as soon thereafter as practical. 

 
4.18.64.14.6 Applicants must sign a PFA-approved consent form. 
 
4.18.74.14.7 Refusal to consent to the test, failure to provide the test sample 

as required above, tampering with or adulterating a sample required for 
the test or having a confirmed positive test shall disqualify the applicant 
from employment in a safety sensitive position for a period of six months 
from the date of refusal, failure to provide the sample or testing, 
whichever is applicable.  

 
4.18.84.14.8 If the applicant has commenced employment with PFA pending 

the receipt of the test results, the receipt of a confirmed positive test 
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shall be grounds for termination of employment. 
 
4.18.94.14.9 Procedures for pre-employment controlled-substance testing can 

be found in the “Substance Abuse” section of these PFA Personnel 
Rules and Regulations.  

4.194.15 Confidentiality of Drug-Testing Results 
 

4.204.15.1 Drug test results and other personal health information will be 
maintained in a separate, confidential medical file.  Release of the results 
of drug tests will be on a need-to-know basis or as otherwise required by 
law.   

 
4.20  Eligibility Lists for Promoted Positions 
 
4.20.1 When filling vacant positions that depend on promotion (Captain and Battalion 

Chief), PFA may use an eligibility list. A promotional list will consist of names of three 
or more applicants who, based upon the results of examinations or other screening 
processes, meet certain minimum qualifications for the position. 

 
4.20.2 Eligibility lists are intended to be a convenience for supervisors making 

promotional decisions and should not be relied upon by applicants for any purpose. 
Eligibility lists are not a guarantee that any particular applicant will be promoted, that 
applicants will be selected only from the list, that applicants will be selected in any 
particular order or that the vacant position will be filled. Moreover, the appearance of 
a name on an eligibility list is not a certification that the applicant is qualified for or 
able to perform the essential duties of the position. 

 
4.21  Examination and Screening Processes for Uniformed Promoted 
Positions 
 

4.21.1 Applicants will be evaluatedselected for promotion to uniformed positions 
the promotional eligibility list based upon their qualifications as 
determined byresults of examinations and/or other screening processes 
or combination of such processes, as determined at the discretion of the 
PFA. Examinations may include but are not limited to assessment centers, 
simulations, interviews, written tests and oral tests. Other types of 
sScreening processes may include evaluation of past performance, 
references, education, training and/or experience. Minimum cutoff scores 
may be established for any element(s) of the process.   

 
4.22  Establishment of Eligibility Lists for Promoted Positions 
 

4.22.1 When testing is completed, the PFA willtest scores will be used to rank 
qualified applicants. The PFA shall use this rank to establish a certified 
eligibility list that will be used to fill vacant uniformed positions that 
depend on promotion.  PFA may keep eligibility lists for a period of 
between six months and two years.  The eligibility list may be extended 
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or terminated at the discretion of the Fire Chief.  Such lists may be used 
to fill positions that come open within that time period.  PFA will generally 
keep eligibility lists for a period of between six months and two years. 
The eligibility list may be extended or terminated at the discretion of the 
Fire Chief. 

 
4.23 Certification for Promoted Positions 
 

4.23.1 Positions will be filled based on the rank order of the eligibility list.  For a 
single position to be filled, the top three candidates on the eligibility list 
will be considered, with additional candidates included at the discretion of 
the Fire Chief.   

 
4.23.2 When the PFA plans to fill more than one vacant position, at least twice as 

many applicants as positions available will be considered from the 
eligibility list. For example, if the PFA has two vacant positions, a 
minimum of four applicants will be considered for hiring.  

 
4.24 Appointment to Promoted Positions 
 

4.24.1 Following PFA’s selection of a current classified employee for a classified 
position, the employee will complete a probationary period. At the end of 
the probationary period, if the individual has met the necessary 
performance-level criteria, the PFA will notify the Human Resources 
Department to confirm the appointment of the individual to the promoted 
position. (See “Probationary Periods” in Section 4.29 for more 
information.) 

 
4.25 Removal of Name from Promotion List or Deferral of Promotion 
 

4.25.1 An applicant’s name may be removed from an eligibility list under the 
following circumstances: 

 
4.25.1.1    At his or her request. 
4.25.1.2    If the applicant cannot be contacted at his or her last known 

telephone number or electronic mail address or does not 
respond to communication mailed to his or her last known 
address within five days. 

4.25.1.3    If the applicant is screened out by any further examination or 
other screening process. 

4.26.1.44.21.1.4 If the applicant fails to maintain qualification or 
certification required for the promoted position. 

4.25.1.5    If the applicant is promoted to the position. 
4.25.1.6    If the applicant receives major discipline directing removal of   

his/her name from the eligibility list. 
4.25.1.7    If the applicant twice does not accept an offer for the position 

or a final interview. However, an applicant still may be 
considered for promotion if, prior to or during the final 
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interview, he or she asks to delay promotional consideration 
due to special circumstances. (The final interview is the 
interview to determine offer of appointment.) These 
circumstances may include but are not limited to completing a 
college course or degree; responsibilities at his or her present 
job; pregnancy; or other personal matters. The applicant may 
decline a promotional offer or final interview if he or she has 
informed the PFA of the special circumstances and then may 
be reconsidered for the next final interview.  

4.25.1.8     If the applicant accepts an offer for the position but later 
withdraws such acceptance, regardless of whether the 
promotion has taken place. 

 
4.25.2 The applicant's eligibility expires for any of the above reasons or when 

that eligibility list expires. 
 

4.27 Expiration of Promotional Lists 
 

4.26.1 When fewer than the required number of applicants are available for 
promotion to a vacancy, the Fire Chief may require, before or after 
interviewing the available applicants, that a retest be conducted to 
establish a new eligibility list. The PFA will not fill the position until testing 
is completed, and a new eligibility list is established.  

 
INTRODUCTORY and PROBATIONARY PERIODS   
 

4.284.22       Introductory Period  
 

4.28.14.22.1 New hires into classified positions serve a designated introductory 
period.  This applies to employees who were not previously employed by the 
PFA and employees who were previously employed in unclassified hourly, 
temporary, or contractual positions. During the introductory period, 
employment is with the mutual consent of the newly hired employee in the 
classified position and the PFA. Accordingly, either the employee or the PFA 
may terminate the employment relationship at will, with or without cause or 
notice, during the introductory period. 

 
4.28.24.22.2 Employees must successfully complete an introductory period, 

whether they are newly hired classified employees, have been reinstated or 
have assumed the job through promotion, demotion or transfer which results 
in a change in classification from unclassified to classified. This introductory 
period allows the supervisors to determine if employees can perform their 
jobs satisfactorily and gives employees the opportunity to appraise the 
organization and/or the position. 

 
4.28.34.22.3 During the introductory period, employees do not have a right to 

grievance, appeal, or pre-deprivation hearings. 
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with or without consent or notice, at any time. 
 

4.294.23 Probationary Period 
 

4.29.14.23.1 Classified employees newly promoted, transferred, or demoted 
into another classified position serve a probationary period. Such employees 
may be terminated from employment only for cause even during the 
probationary period for the new position. The term “cause” is defined in 
these Rules and Regulations. 

 
4.29.24.23.2 The length of the classified probationary period is one year for 

uniformed personnel and six months for civilian employees who are 
transferred, promoted, or demoted.  This period may be lengthened or 
waived upon special circumstances with the approval of the Fire Chief. 

 
4.29.34.23.3 During the probationary period, the supervisor will meet with the 

employee on a quarterly basis to discuss the employee’s work performance. 
At the end of the probationary period, if the employee’s work performance 
has been satisfactory, the supervisor will notify PFA Administration that the 
employee has successfully completed the probationary period. Probationary 
status ends only after the employee is notified in writing and after the status 
change becomes effective at the beginning of the next pay period. 

 
4.29.44.23.4 If the employee’s work performance has not satisfactorily met 

performance-level criteria during the probationary period, the supervisor will 
discuss that fact with the employee, give the employee written guidelines for 
improvement and take reasonable steps to support satisfactory performance. 
If the employee’s performance has not satisfied performance-level criteria by 
the end of the probationary period, the supervisor may either: 

4.29.4.14.23.4.1 Recommend to a Division Chief/Fire Chief that the 
introductory period be extended for a set period not to exceed 
six months and accompanied by written documentation, or 

4.29.4.24.23.4.2 Recommend to the Division/Fire Chief the 
individual’s employment be terminated, or 

4.29.4.34.23.4.3 Recommend to the Division/Fire Chief that the 
employee be returned to a position in a lower pay grade for 
which that employee is qualified. 

 
4.29.54.23.5 Classified employees retain rights to due process throughout the 

probationary period, including pre-deprivation, grievance, or appeal 
procedures.   

 
EMPLOYEE REASSIGNMENT 
 
4.304.24 Promotion 

 
4.30.14.24.1 A promotion is a reassignment to a position in a higher pay grade; 

it also may include a change of responsibilities. A promotion can occur only if 
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the employee applies and is selected for a vacant position in a higher pay 
grade. Employees may apply for promotional positions by submitting the 
appropriate application or notice of interest by the deadline established in the 
position announcement. 

 
4.30.24.24.2 The best-qualified applicant based upon the results of the 

promotional testing will be selected for the promotion.  
 

4.30.34.24.3 No appointment will be made within 60 days of a scheduled 
promotional test for that position. 

4.314.25 Acting or Interim Appointment 
 

4.31.14.25.1 Acting, temporary or interim appointment designates an employee 
to a management, supervisory-level position, or position of increased 
responsibility for a temporary period of time and grants the interim appointee 
the authority and responsibility normally associated with that position.  

 
4.31.24.25.2 The methods for appointing a shift employee to an acting 

assignment will vary according to the amount of time the position is expected 
to be open. (See Administrative Policies.) Employees appointed to acting 
positions must meet certain minimum criteria in classification and years of 
experience.  

 
4.31.34.25.3 Acting Driver/Operator, Acting Captain or Acting Battalion Chief 

may be eligible for additional pay as specified in any current collective 
bargaining agreement. 

 
4.31.44.25.4 Acting assignments do not guarantee a promotion should an 

opening occur during or after the temporary assignment. 
 

4.31.54.25.5 Administrative Policies explain the procedure for acting and 
interim appointment. For details, please reference the appropriate policies. 

 
4.324.26 Transfer 

 
4.32.14.26.1 A transfer is a lateral move to a different position in the same pay 

grade, without interruption of employment with PFA. 
 
4.334.27 Voluntary Transfers 

 
4.33.14.27.1 Employees may apply for a transfer by submitting a written 

request to PFA Administration either (1) prior to the time a vacant position is 
advertised or (2) after the time a vacant position is advertised but before the 
application deadline specified in the job announcement.  

 
4.33.24.27.2 The PFA will select for the vacant position, that person who is best 
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able to perform the essential functions of the position, with or without 
reasonable accommodation, unless the PFA Human Resources Team, upon 
consultation with legal counsel, determines that PFA is obligated to offer the 
transfer to another person, pursuant to the provisions of the Americans With 
Disabilities Act (ADA) or other applicable law. The PFA is not required to seek 
outside applications if PFA determines an adequate pool of candidates exists 
within PFA’s current work force. 

 
4.33.34.27.3 If the employee’s pre-transfer wages were higher than the 

maximum rate for the new position, the employee’s compensation will be 
reduced to a point within the salary range of the new position based on the 
skill level of the employee in the new position. The PFA will assign 
transferred employees to the appropriate pay level. 

 
4.344.28 Involuntary Transfers 

 
4.34.14.28.1 The PFA may transfer employees at any time, with or without 

cause or the consent of the employee. Employees in classified positions, who 
have completed the introductory period may be entitled to a pre-decision 
hearing prior to transfer.  Examples of circumstances under which a transfer 
may occur with cause include, but are not limited to, unsatisfactory job 
performance, or corrective or disciplinary action. Examples under which a 
transfer may occur without cause include organizational changes or 
restructure, and changes in operational needs. When an employee is 
involuntarily transferred to a vacant position, the position does not need to 
be posted or advertised. 

 
4.34.24.28.2 In those situations in which an employee is involuntarily 

transferred to a position in a lower pay grade in order to implement an 
organizational change or restructure, the employee’s wages will be 
maintained at the pre-transfer rate for a period of six calendar months from 
the effective date of the transfer. Thereafter, the employee’s compensation 
will be reduced to a point within the salary range of the new position based 
on the skill or performance level of the employee in the new position. This 
pay step-down provision will not be applicable to voluntary transfers granted 
at the request of the employee, demotions, or termination in case of 
operational needs (layoffs). 

 
4.34.34.28.3 Administrative Policies explain the procedures for voluntary and 

involuntary selection for positions. For details, please reference the 
appropriate policies. 

4.354.29 Demotion  
 

4.35.14.29.1 A demotion is an involuntary reassignment to a position in a lower 
pay grade based on unsatisfactory job performance, or corrective action or 
disciplinary action. On the effective date of the demotion, the employee will 
ordinarily begin to receive wages within the salary range of the new position. 
If the employee’s pre-demotion wages were above the salary range for the 
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announcement. PFA may, at its discretion, select a reinstatement applicant 
without advertising the vacant position. The organization is not obligated to 
give preference to or hire reinstatement applicants and may require a fitness-
for-duty physical examination and successful completion of a PFA-approved 
fire training academy as part of the employment process. 

 
4.36.54.30.5 Employees who are reinstated are placed at a pay rate in the 

appropriate salary range for the job. Reinstated employees are considered 
new employees for the purpose of serving an introductory period and for 
benefits. Prior years of service are not credited when calculating longevity, 
vacation and other fringe benefits, including pension or retirement pay 
benefits, unless otherwise specified by written agreement, state or federal 
law, or pension plan requirements.  

4.374.31 Termination in Case of Operational Needs (Layoffs/Furloughs) 
 

4.37.14.31.1 Any PFA employee may be laid off or furloughed because of lack 
of work, lack of funds or change in PFA operations. Employees who are being 
laid off or furloughed will be given at least two weeks’ notice. The class, 
classes or job titles of employee(s) to be laid off will be determined by the 
Fire Chief.  Classified employees who have completed the introductory period 
will be entitled to a pre-decision hearing prior to termination and to the 
appeal process in the event termination occurs.   

 
4.37.24.31.2 The Fire Chief will order layoffs of classified employees as follows: 

 
4.37.2.14.31.2.1 Introductory employees (original appointment). 

4.37.2.24.31.2.2 Employees with the least time in service with the PFA, 
based on the established seniority list.  

 
4.37.34.31.3 The PFA will attempt to place employees in other positions rather 

than laying them off. If funds are available, PFA may provide job placement 
services. Employees will be rehired with PFA in inverse order of layoffs if 
openings occur within his/her job classification within a year of layoff.  The 
Fire Chief may, at his/her discretion, extend the rehire period beyond a year 
to a maximum of three years and/or waive introductory periods. 

4.384.32  Termination of Employment by Employee (Resignation) 
 

4.38.14.32.1 The PFA requests a minimum of two weeks’ notice when 
employees desire to terminate their employment with the PFA. Notice 
consists of submitting a written letter of resignation to the Fire Chief. If 
proper notice is not given, the employee may be subject to forfeiture of the 
reinstatement benefit. 

 
4.38.24.32.2 Immediately upon receiving a resignation notice, the PFA will 

complete a Separation Form giving the effective date of such resignation and 
will submit the form and letter of resignation to the City Payroll and Human 
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4.404.34 Exit Interviews 

 
4.40.14.34.1 Employees who leave PFA employment are encouraged to 

participate in an exit interview with the PFA Human Resources and Policy 
Administrator. This interview allows employees to express their views on the 
work environment, job requirements, operations, and training needs. It also 
provides employees with an opportunity to discuss issues concerning benefits 
and continuation of insurance coverage. Arrangements to receive final pay 
may also be made. Employees are encouraged to seek benefit exit 
information from the City of Fort Collins Human Resources Department 

 
4.414.35 Return of PFA Property 

 
4.41.14.35.1 Employees are required to return to their supervisors all PFA-

furnished uniforms, personal protective equipment, tools, identification cards, 
keys, access cards/fobs, documents, and other equipment and materials on 
or before the final day of employment. Failure to return PFA property upon 
termination of employment may result in legal action against the employee 
and withholding of the value of the property from the final paycheck.  

 
PERSONNEL FILES 
 

4.424.36 Supervisors’ Documentation Files 
 

4.42.14.36.1 Poudre Fire Authority supervisors may maintain supervisory notes 
and files that can be used to document oral warnings, counseling, or 
performance. These files are maintained by the supervisor and are intended 
for their personal use and reference. A supervisor will formally document 
issues he/she has discussed with the employee when the notes relate to an 
oral counseling or oral warning.  Supervisors will then notify the employee 
that documentation has been placed in the supervisory file and provide a 
copy of such documentation to the employee upon request. Supervisory 
notes shall be kept secure. The information contained within the files can be 
shared with other supervisors/manager and PFA Human Resources and Policy 
when the information is applicable to the issues under review. 

 
4.42.24.36.2 Documents relating to pay, performance, written warnings, other 

disciplinary or corrective action, references, and background checks must be 
sent to PFA Administration or the PFA Human Resources team for inclusion in 
the employee’s Personnel File. 

 
4.434.37  Personnel and Medical Files at PFA and City Human Resources 

Department 
 

4.43.14.37.1 The PFA Administration, Human Resources and the City Human 
Resources Department maintain personnel records for PFA employees. 
Documents that contain medical information, drug testing or credit 
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and benefits, or specific employees must be forwarded to the Director of 
Administrative Services, Division Chief or the PFA Human Resources 
Managerteam. 

 
4.494.43 Benefits 

 
4.49.14.43.1 The PFA may offer certain employees the opportunity to 

participate in PFA- or City-sponsored benefit programs. 
 

4.49.24.43.2 The eligibility to participate in each program is determined by the 
benefit program plan, if such a plan exists, or by the terms of the agreement 
between the PFA and the benefit provider. Likewise, the coverage provided 
by each program is determined by the benefit program plan, if such a plan 
exists, or by the agreement between the PFA and the benefit provider.  

 
4.49.34.43.3 A copy of the benefit program plan or provider agreement for 

each benefit program sponsored by the PFA may be obtained from the City 
Human Resources Department. It is solely the employee-participant’s 
individual obligation to understand the coverage afforded by each benefit 
program plan or agreement, and to pursue claims pursuant to the coverage 
provisions of each program. 

 
4.49.44.43.4 The PFA reserves the right, at any time and from time to time, 

with notification, to: 
 

4.49.4.14.43.4.1 Amend or modify, in whole or in part, any or all of the 
provisions of a benefit program, including provisions concerning 
who is eligible for coverage and the coverage provided. 

4.49.4.24.43.4.2 Discontinue, terminate or add a benefit program at any 
time. 

4.49.4.34.43.4.3 Change the amount or nature of the required contribution 
to be made by the participant or beneficiary of a benefit program. 

 
EMPLOYMENT OF FAMILY MEMBERS 
 

4.504.44 Limitation on Employment of Family Members 
 

4.50.14.44.1 The PFA prohibits the hiring, promotion, demotion or transfer of 
family members where a family member would: 

 
4.50.1.14.44.1.1 Directly exercise supervisory, appointment, salary 

determination, dismissal, or disciplinary authority over another 
family member, except during emergency operations. (Direct 
supervisor is defined as the employee’s supervisor who is 
responsible for giving the employee assignments and direction.) 

4.50.1.24.44.1.2 Audit, verify, receive, or be entrusted with monies received 
or handled by another family member. 
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4.50.24.44.2 Any exceptions to the above situations require the approval of the 

Fire Chief. The Fire Chief may grant such exceptions upon his or her finding 
that the potential adverse effects of the conflict can be avoided through the 
implementation of reasonable safeguards and it is in the best interests of PFA 
to allow the employment of the family member. 

 
4.514.45 Definition of Family Member 

 
4.51.14.45.1 For purposes of this section, family member includes the 

following: the employee’s child, spouse, sibling, parent, grandparent or 
grandchild, including natural, step, in-law and foster relatives, whether or not 
those relatives are living in the employee’s home. Family member also 
includes civil union partners and domestic partners, which is defined as two 
people, both of whom are age 18 or older, neither of whom is married nor 
related by blood in a manner that would bar their marriage in the State of 
Colorado; who have a relationship of mutual support, caring and 
commitment, and each is the other’s sole domestic partner. 

 
4.524.46 Other Close, Personal Interest 

 
4.52.14.46.1 The PFA requires employees who have a personal or financial 

interest in any decision of the PFA, including employment decisions, to 
disclose such interest and to refrain from participating in or attempting to 
influence such a decision. Personal interest is defined as any interest by 
reason of which an officer or employee, or a family member of such officer or 
employee, would in the judgment of a reasonably prudent person, realize or 
experience some direct and substantial benefit or determinant different in 
kind from that experienced by the general public. The PFA defines financial 
interest as any interest equated with money or its equivalent. 

 
4.52.24.46.2 Employees with questions about any employment issues should 

contact the PFA Fire Chief, PFA Human Resources and Policy Administrator or 
PFA’s designated legal counsel. 
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SECTION 5 
 
PAY PLAN AND PAY ADMINISTRATION 
 
Scope: Section 5 provides information on pay administration and working hours. 
 
5.1 Definitions 
 

5.1.1   Exempt-status employees – Executive and administrative staff, Division 
Chiefs, Battalion Chiefs, and professional employees who are exempt 
from overtime and reporting provisions of the Fair Labor Standards Act 
(FLSA). Exempt positions may require more than the normal work week 
to complete assigned duties. See paragraph 1.6.7. 

 
5.1.2 Non-exempt-status employees – Employees covered by the overtime and 

reporting provisions of FLSA. See paragraph 1.6.12. 
 
5.25.1 Compensation and Benefits  
 

5.2.1 Poudre Fire Authority intends to be a destination fire service agency, 
attracting, retaining and engaging highly qualified and high-performing 
professionals.  PFA’s goal is to remain competitive with the market while 
being good stewards of the public’s resources.  We provide benefit 
packages to meet employees’ health and wellbeing, promote professional 
development, recognize performance and provide retirement resources. 
Compensation is administered consistently in a manner free from 
discrimination. develops and maintains a pay plan comprised of pay rates 
of positions included in any current collective bargaining agreement as 
well as rates and ranges for those positions not included in a bargaining 
unit. The Fire Chief refers pay plan recommendations to the PFA Board 
for adoption. 

 
5.2.2 For non-bargaining unit positions, the PFA Board defines the PFA’s pay 

philosophy during the development of the annual budget.  Current 
market information, financial policies and economic factors are 
considered. For these positions, tThe PFA Board adopts a Classified 
Employee Pay Plan compensation and benefit package, which is subject 
to change at the discretion of the PFA Board. 

 
5.2.3 Compensation adjustments for employees who are members of a 

bargaining unit will be set in accordance with any current collective 
bargaining agreement.     

 
5.2.4 A copy of the annual Poudre Fire Authority Classified Employee Pay Plan 

is available for review at PFA Administration, on the PFA intranet website 
and within the annual budget document. 
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5.5.2 PFA employees will receive pay adjustments based on their certification 

level, tech rating, movement of job classification or reclassification to 
another pay range. 

 
5.6 Employee Performance Development 
 

5.6.1 PFA recognizes the value in having individual employees and teams 
aligned with organizational objectives and working to their greatest 
potential.  Performance Reviews/Previews are a tool used to clarify 
expectations, support growth and development, establish goals and 
evaluate progress.  Formal Reviews/Previews will be conducted annually 
for all classified employees, unclassified management employees and 
contractual employees.  These will be conducted and documented 
according to a process established by the Fire Chief.   
 

5.6.2 Quarterly evaluations will be held in the following instances: 
 

5.6.2.1 Employees in their introductory period. 
5.6.2.2 Employees who have been transferred or demoted due to job 

performance. 
 

5.6.3 Additional frequent performance discussions and coaching sessions 
between employees and their supervisors are encouraged and may be 
requested in the interim by supervisors or employees. 
 

5.6.4 Documentation of Reviews/Previews will be placed in the employee’s 
personnel file. 
 

5.6.5 Employees may submit grievances regarding their performance-level 
assignment or Performance Review/Preview results according to the 
grievance procedures described in these Rules and Regulations or any 
current collective bargaining agreement. 

 
5.7 Payroll Deductions  
 

5.7.1 State and federal laws require the PFA to make the proper deductions on 
behalf of each employee. Required deductions generally include, but are 
not limited to, the following: 

 
5.7.1.1 FICA (Social Security) contributions, if applicable. 
5.7.1.2 Pension plans, such as Fire and Police Pension Plan (FPPA) or 

money purchase 401 plans for eligible employees. 
5.7.1.3 Federal and state income taxes. 
5.7.1.4 Medicare contributions, except personnel hired prior to April 1, 

1986 and continuously employed by PFA. 
5.7.1.5 Wage assignments, garnishment or levies required by court order. 
5.7.1.6 The replacement cost of PFA property the employee has failed to 
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return to the organization upon the employee’s termination of 
employment. 

5.7.1.7 Tuition and other costs advanced by PFA pursuant to 
Administrative Policies, when the employee fails to satisfactorily 
complete the course or leaves the employ of the organization 
within three months after completing the course. 

5.7.1.8 The cost of a split-sample drug test when the split-sample test is 
requested by the employee and a positive test is reported. 

 
5.7.2 Upon written request by an eligible employee, PFA may deduct the 

following voluntary deductions from payroll checks: 
 

5.7.2.1 Insurance premiums for plans sponsored by PFA/City. 
5.7.2.2 Direct deposits to a maximum of two financial institutions of the 

employee’s choice. 
5.7.2.3 Employee contributions to PFA/City-sponsored healthcare and 

child-care reimbursement plans. 
5.7.2.4 Employee contributions to PFA/City-sponsored 457 deferred 

compensation plan or Roth IRA plan. 
5.7.2.5 Employee contributions to the United Way. 
5.7.2.6 Employee union dues. 
5.7.2.7 Other deductions. 

 
5.7.3 Any questions about deductions from paychecks should be directed to a 

benefits representative in City Human Resources or a payroll 
representative in the City of Fort Collins Finance Department.  

 
5.8 Pay Periods and Time Entry 
 

5.8.1 PFA uses a biweekly pay system (every two weeks); each paycheck 
includes hours worked and any paid, approved leave hours for the 
previous two workweeks. 

 
5.8.2 PFA pays employees according to information entered on electronic “time 

sheets” submitted every other week. The organization distributes 
paychecks via direct deposit or an electronic pay card to employees every 
other Friday. If the payday falls on a holiday observed by financial 
institutions and PFA, employees will be paid on the preceding business 
day.  

 
5.8.3 PFA uses a 24-day FLSA work cycle to calculate overtime pay overtime for 

non-exempt, uniformed shift personnel; for more information on overtime 
pay, see Administrative Policy 2 - “Overtime and Rates of Pay”. 

 
5.9 Working Hours 
 

5.9.1 PFA’s standard workweek for payroll purposes begins at midnight Monday 
(00:00 hour) and ends at 11:59 p.m. the following Sunday (23:59 hours). 
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Work schedules for employees are established within this framework. A 
normal work schedule for most non-exempt administrative employees is 
an eight-hour day from 8 a.m. to 5 p.m. Monday through Friday, with a 
one-hour unpaid meal period per day. Alternative schedules for 40-hour 
employees which still meet the requirements of FLSA may be established 
by the employee’s supervisor, in consultation with the PFA Human 
Resources team. 

 
5.9.2 Various factors, such as workloads, service hours, operational efficiency, 

and staffing needs, may require variations in an employee’s starting and 
quitting times, and total hours worked each day or each week. 
Supervisors will establish employees’ work schedules. Employees may be 
required to work overtime hours, in addition to normally scheduled hours, 
whenever necessary. 

 
5.9.3 Non-exempt shift personnel work an average of 56 hours per workweek. 

Shifts are 24 hours, beginning at 8 a.m. and ending at 8 a.m. the next 
day. Shift personnel are paid overtime for all hours worked in excess of 
182 hours per Fair Labor Standards Act 24-day cycle; for every extra hour 
worked, they are paid 1 hour at their straight-time rate and 0.5 hour of 
their PFA-adjusted overtime rate. 

 
5.10 Call-Out and Call-Back Time 
 

5.10.1 Non-exempt employees who are called out to an emergency scene or 
asked to return to work from home or another non-work location must 
have a minimum of two hours of work time recorded in their electronic 
pay records even if they do not work two hours. If the work extends 
beyond the two-hour minimum, non-exempt employees must record all 
time actually worked. Additional call-outs received while an employee is 
at an emergency scene or traveling to or from an emergency scene are 
considered a continuation of the initial call-out. Only after an employee 
has left the emergency scene will a subsequent call-out qualify for the 
automatic two-hour minimum, as long as it is not within the original call-
back period. 

 
5.11 Travel Time 
 

5.11.1 Commuting to and from work each day is not considered time worked, 
even if the commute is the result of a call-out or call-back to the 
employee’s regular work location. However, emergency recall travel time 
to the incident is considered time worked. Travel time is compensable 
when an employee travels from worksite to worksite during the workday.  
Work time will begin when the employee is required to arrive at the first 
work site. Travel time to and from the employee’s home to a worksite is 
not compensable.         

 
5.12 Work Breaks 
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6.2.1.11 Using, consuming, possessing, or distributing marijuana or its 
derivatives during working time or while operating a PFA vehicle, 
City vehicle or any other vehicle for PFA related business, or 
having in the body marijuana or its derivatives at any time, 
regardless of whether their use is permitted under Colorado law. 

6.2.1.12 Use of tobacco products, including smoking materials and 
smokeless tobacco products, within PFA facilities or on PFA 
property. 

6.2.1.13 Neglect of duty. 
6.2.1.14 Insubordination or refusing to comply with a directive or 

assignment (unless it endangers health and safety of employee or 
others). 

6.2.1.15 Conduct that threatens the safety or causes harm to the employee 
or others. 

6.2.1.16 Use of PFA position for personal gain or benefit of friends or 
acquaintances. 

6.2.1.17 Using or permitting the use of PFA- or City-owned vehicles, 
equipment, materials, or property for personal use or for other 
than their intended purpose. 

6.2.1.18 Demonstrated (documented) incompetence, inattention to duties 
or wastefulness in the performance of job duties. 

6.2.1.19 Theft of PFA property. 
6.2.1.20 Intentional destruction, loss or abuse of PFA property. 
6.2.1.21 Intentional falsification, unauthorized use or destruction of PFA 

records, reports or other data or information belonging to PFA. 
6.2.1.22 Commission of a felony or any crime involving moral turpitude 

while employed by PFA, as established by a formal conviction or 
by clear and convincing evidence. For the purposes of this section, 
“clear and convincing evidence” means that measure or degree of 
proof which will produce in the mind of one who tries facts, a firm 
belief or conviction as to allegations sought to be established; it is 
intermediate, being more than a mere preponderance of the 
evidence but not to the extent of such certainty as is required 
beyond a reasonable doubt in criminal cases. 

6.2.1.23 Harassment or discrimination based upon race, religion, color, 
gender, creed, age, national origin or ancestry, sexual orientation, 
or disability. 

6.2.1.24 Practicing medicine without a license/certification. 
6.2.1.25 Operating a PFA vehicle, City vehicle or any other vehicle for PFA-

related business without a valid driver’s license. 
6.2.1.26 Accepting gifts or gratuities from people doing business with PFA 

that exceed the prescribed limits in “Conflict of Interest” of these 
Personnel Rules and Regulations.  

6.2.1.27 Displaying sexually explicit materials on PFA property or in a PFA 
vehicle without a valid, work-related purpose. Sexually explicit 
materials means any pictures, drawings, electronic reproductions, 
or other visual reproductions depicting the genitalia, sexual acts or 
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images that could reasonably be construed as conveying a 
sexually erotic theme.  

6.2.1.28 Violation of any PFA rule, regulation, policy, procedure or 
directive. 

6.2.1.29 Behavior or actions that bring discredit to PFA. 
 

6.2.2 Employees may be disciplined or terminated for conduct different from or 
in addition to the types of misconduct discussed above, and except for 
employees in classified positions who have completed their introductory 
period, all employees may be terminated at will, with or without cause or 
notice, at any time. 

 
6.2.3 Questions about performance expectations should be directed to each 

employee’s supervisor. Questions about employment policies or 
misconduct that could lead to discipline or termination of employment 
should be directed to a Battalion or Division Chief, or PFA Human 
Resources and Policy Administrator.   

 
6.3 Reporting Criminal Charges and Loss of Driver’s License 

 
6.3.1 All employees who are charged with the following offenses or change of 

status to their driver’s license, whether the alleged offense occurred on-
duty or off-duty, must promptly report the charges to their supervisors: 

 
6.3.1.1 Any felony offense. 
6.3.1.2 Any non-traffic misdemeanor offense. 
6.3.1.3 A traffic offense of driving while license denied, suspended, or 

revoked. 
6.3.1.4 A traffic offense of eluding or attempting to elude a police officer. 
6.3.1.5 A traffic offense of hit and run, or leaving the scene of an 

accident, or failure to give notice, information, aid and/or report 
to police when involved in an accident resulting in injury to, 
serious bodily injury to or death of any person or damage to a 
vehicle. 

 
6.3.2 In addition, all employees whose job involves driving any vehicle (PFA 

vehicle, City vehicle or any other vehicle for PFA-related business) and 
who are charged with any of the following offenses, whether the incident 
occurred on-duty or off-duty, must promptly report the charges to their 
immediate supervisor: 

 
6.3.2.1 Driving under the influence of intoxicating liquor and/or drugs or 

driving while impaired by intoxicating liquor and/or drugs, or 
driving with excessive alcoholic content, or driving with ability 
impaired. 

6.3.2.2 Speed contest. 
6.3.2.3 Reckless driving. 
6.3.2.4 Suspension or revocation of driver’s license for any reason. 
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6.3.3 The employee must follow up with written or electronic mail report to the 

immediate supervisor and include a copy of the citation or other charging 
document and submit within a week of the date of the charged 
offense(s). Employees must provide copies of all additional, related 
information as it becomes available, including, but not limited to 
convictions or dispositions. The supervisor must inform his/her Battalion 
Chief or Division Chief of the charge(s) and forward all applicable 
documents. The Battalion Chief or Division Chief will inform the PFA 
Human Resources and Policy Administrator of additional information and 
provide copies of appropriate documents. 

 
6.3.4 Criminal conduct by employees may result in disciplinary action, possibly 

including termination of employment, even when the alleged conduct 
occurred off-duty when it relates to qualifications for or performance of 
the employee’s job. Moreover, the PFA may investigate alleged criminal 
misconduct and take disciplinary action regardless of whether the 
employee is convicted in court of the alleged offense. 

 
POLITICAL ACTIVITY 
 
6.4 Prohibited Political Activities 
 

6.4.1 With a few exceptions, a PFA employee has the same right to engage in 
political activity as any other citizen. However, because PFA employees 
hold positions of public trust and confidence, certain restrictions on 
political activities of employees both on- and off-duty are necessary to 
avoid actual or perceived conflicts of interest. 

 
6.4.2 The areas of political activity that are restricted for a PFA employee are 

as follows: 
 

6.4.2.1 Employees may not engage in any political activity (except for 
registering to vote or voting in any election) while on-duty, or 
while in a uniform that identifies the employee as a PFA 
employee, or while in a PFA or City office or building, or while 
using a PFA or City vehicle or equipment. 

6.4.2.2 An employee may not apply to or run for Fort Collins City Council, 
the Poudre Valley Fire Protection District Board, the Poudre Fire 
Authority Board, the Fort Collins Building Board of Appeals, or the 
Larimer County Building Board of Appeals. 

6.4.2.3 An employee may not use his or her official authority or influence 
for the purpose of interfering with or affecting the results of an 
election or nomination for office. 

6.4.2.4 An employee may not use PFA resources or expend PFA funds to 
advocate for or against a state or local ballot measure as 
governed by the Colorado Fair Campaign Practices laws.   
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6.4.3 Employees retain the right (when off duty, not in uniform, outside PFA 
offices and buildings, and not using a PFA or City vehicle, equipment or 
other resources) to participate fully in any public affairs, except as 
otherwise prohibited in these Rules and Regulations, or in state law. The 
following are examples, but not an exhaustive list, of specific political 
activities that employees may engage in, subject to the restrictions 
above: 

 
6.4.3.1 Display a political picture, sticker, badge, button or sign. 
6.4.3.2 Sign political petitions as an individual. 
6.4.3.3 Express an opinion as an individual, privately and publicly, on 

political subjects and candidates. 
6.4.3.4 Take an active part in a campaign, solicit contributions and votes, 

donate personal time and money, and hand out literature with 
regard to candidates for an office. Contributions include any gift, 
subscription, loan, advance, deposit of money, allotment of money 
or anything of value, given or transferred by one person to 
another, including cash, check, draft, payroll deduction or 
allotment plan, pledge or promise, whether enforceable or 
otherwise. 

6.4.3.5 Be politically active in connection with matters such as a 
constitutional amendment, referendum, initiative, ballot issue, 
approval of a municipal ordinance or any other questions or issues 
of a similar character. 

 
6.5 Definitions Specific to Political Activity 

 
6.5.1 For purposes of the PFA Rules and Regulations regarding political activity, 

the following definitions apply: 
6.5.1.1 Political activity – Any act or statement supporting or opposing 

any candidate, legislation, constitutional amendment, or any 
petition addressed to any government agency, or official or the 
circulation of any such petition. A political activity does not 
include:  

6.5.1.1.1 Registering to vote or voting in any election;  
6.5.1.1.2 Any act or statement supporting or opposing any legislation, 

constitutional amendment or any petition addressed to any 
government agency or official, when such act is done or 
statement is made by a management employee authorized by 
the Fire Chief to express the PFA’s official position; or  

6.5.1.1.3 Any statement which recommends supporting or opposing any 
legislation, constitutional amendment, or any petition 
addressed to any government agency or official, when such 
statement is made by an employee in the course of the 
employee’s employment to aide PFA management in 
formulating an official PFA position. 

6.5.1.1.4 PFA has granted the firefighters' union the ability to meet on 
PFA property for the purpose of carrying out union business.  
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gender identity or gender expression), race, color, religion, creed, 
national origin, ancestry, hair style or texture, genetic information, age, 
marital status, disability, pregnancy, sexual orientation, sexual identity, 
transgender status or any other characteristic protected by law, and that: 

 
6.7.2.1 Has the purpose or effect of creating an intimidating, hostile or 

offensive work environment, or 
6.7.2.2 Has the purpose or effect of unreasonably interfering with an 

individual’s work performance, or 
6.7.2.3 Otherwise adversely affects an individual’s employment. 

 
6.7.3 Harassing conduct includes but is not limited to: epithets, slurs or 

negative stereotyping; threatening, intimidating or hostile acts; and 
written or graphic material that denigrates or shows hostility or aversion 
toward an individual or group and that is placed on walls or elsewhere on 
PFA property or circulated in the workplace.  

 
6.7.4 Title VII of the 1964 Civil Rights Act prohibits employment discrimination 

based on race, color, religion, sex, national origin, physical or mental 
disability, and sexual orientation. Harassment in the workplace typically 
occurs when an employee is subjected to unwelcome verbal or physical 
behavior that is based on one of these protected statuses. 

 
6.7.5 Sexual harassment is unwelcome conduct of a sexual nature that is 

severe or pervasive enough to create an intimidating, hostile or offensive 
work environment.  It also includes advances, request for sexual favors, 
or other verbal or physical conduct of a sexual nature when: 

6.7.5.1 Submission to such conduct is made, either explicitly or implicitly, 
a term or condition of an individual’s employment; when 
submission to or rejection of such conduct is used as the basis for 
employment decisions affecting such individual; or such conduct 
has the purpose or effect of unreasonably interfering with the 
individual’s work performance or creating an intimidating, hostile 
or offensive work environment. 

 
6.7.6 The PFA strongly encourages any employee who believes that he or she 

has been subjected to harassment to immediately report the conduct to 
any PFA supervisor, the Fire Chief, a PFA Division Chief or a member of 
the PFA Human Resources team. Any employee who observes 
harassment is also encouraged to promptly report the incident. 

 
6.7.7 Supervisors must immediately report to the Fire Chief and/or a member 

of the PFA Human Resources team all complaints, observed incidents or 
suspected incidents of harassment. PFA will promptly investigate all 
reports and complaints of harassment as confidentially as possible and 
take appropriate action. If, after initial review of the allegations, major 
discipline is a possible outcome for any classified employee involved in 
the alleged harassing conduct, PFA shall engage an outside investigator 
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to conduct the investigation.  A prompt and thorough investigation of the 
alleged incident will be conducted to the extent possible, and appropriate 
action will be taken.  To the extent consistent with adequate investigation 
and appropriate corrective action, and to the extent permitted by law, 
any complaint of harassment will be treated as confidential. 

 
6.7.8 Any individual found to have engaged in sexual or any other form of 

harassment will be disciplined as appropriate, up to and including 
termination. 

 
6.7.1 PFA will not in any way retaliate against an employee, potential employee 

or former employee who, in good faith, makes a complaint or report of 
harassment, or participates in the investigation of such a complaint or 
report. Retaliation against an individual for reporting a claim of 
harassment or cooperating in the investigation of such a complaint will 
not be tolerated. 
 

6.7.2 Additionally, PFA will not in any way retaliate against an employee who, 
in good faith, raises a concern about either violations in the workplace of 
government health or safety rules or a significant workplace threat to 
health or safety related to the public health emergency. Employee’s 
health and safety concerns should be reported to the Fire Chief, a PFA 
Division Chief or a member of the PFA Human Resources team.   

 
6.8 Threats and Violence Prohibited 
 

6.8.1 The Poudre Fire Authority is committed to providing a work environment 
that is free of violence against people and property, and threats of 
violence. Toward that goal, the PFA maintains a strict policy prohibiting 
violent acts and threats to commit such acts. This includes but is not 
limited to physical abuse, threats to inflict violence on a person or 
property, direct or veiled threats, threatening remarks, threatening 
behaviors, vandalism, arson, sabotage, and the use or possession of 
weapons on PFA property, unless authorized by the Fire Chief in 
conjunction with official duties. 

 
6.8.2 Any employee who observes or hears of violent or threatening behavior 

associated with the workplace or a PFA employee should immediately 
report the incident to the supervisor or, alternatively, to a Division Chief. 
Supervisors who receive complaints regarding threats or violence in 
violation of this policy, or who observe or suspect such threats or 
violence, should immediately report the incident(s) to a Division Chief or 
PFA Human Resources and Policy Administrator. 

6.8.3 Employees are to call 911 or directly contact law enforcement if they 
believe there is an imminent threat to the safety or health of any 
employee or property. Any employee who contacts law enforcement must 
also inform the supervisor, as soon as possible under the circumstances, 
of the incident and the fact that law enforcement was called. 
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6.8.4 The Division Chief or PFA Human Resources and Policy Administrator will 
promptly investigate all reports of complaints of threats or violence as 
confidentially as possible and recommend appropriate action.  The PFA 
may, at its discretion, initiate the involvement of law enforcement 
personnel when appropriate. The PFA prohibits retaliation in any manner 
against anyone making a complaint of threats or violence in violation of 
this policy. 

6.8.5 Any questions concerning this policy should be directed to a Division Chief 
or PFA Human Resources. 

 
CONFLICT OF INTEREST 
 
6.9 Financial and Personal Conflict of Interest Prohibited 
 

6.9.1 Every employee of PFA is responsible for conserving public resources, 
funds, and materials. Employees must uphold the public trust and their 
conduct must be compatible with the best interests of PFA. 

 
6.9.2 No employee may use her or his position with the PFA for private gain or 

to give preferential treatment to any person or entity. Employees must 
maintain impartiality at all times when conducting PFA business. 
Employees must abide by all rules of conduct concerning conflict of 
interest, including but not limited to the following provisions: 

 
6.9.2.1 If an employee exercises any decision-making authority 

concerning a sale to the PFA of goods or services, or has any 
supervisory authority over service to be provided to the PFA under 
a contract for services, then neither that employee nor his or her 
family member may have a financial interest in that sale to, or 
contract with, the PFA. 

6.9.2.2 No employee will, directly or indirectly, purchase any real or 
personal property from the PFA except such property as is offered 
for sale at an established price, and not by bid or auction, on the 
same terms and conditions as to the general public. 

6.9.2.3 No employee will attempt to influence or participate in any official 
capacity in any decision of a public body to which she/he makes 
recommendations when the employee or her/his family member 
has a financial or personal interest in the decision. In addition to 
refraining from participation, the employee will disclose her/his 
interest in writing. For definition of family member for purposes of 
this section, see Section 4.50. 

 
6.9.3 Any questions about such provisions or reports of possible conflict of 

interest should be directed to the Fire Chief or PFA Human Resources. 
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6.12  Honoraria and Stipends Generally Prohibited 
 

6.12.1  No employee may accept payment for speeches, debates, or other public 
events in connection with his or her PFA position. In addition, an 
employee who is authorized to provide a service or assistance to another 
public or private organization in connection with his or her PFA position 
and receives an honorarium or a stipend must pay the amount received 
to PFA, except as provided in section 5.12.2, below. However, if the 
employee’s services are provided pursuant to an outside business activity 
and he/she is not acting as a representative of the PFA or on PFA time, 
the employee may retain the payment.  

 
6.12.2  If an employee participates as an assessor for a promotional assessment 

center for another jurisdiction, the employee may accept payment if the 
employee used vacation leave or time trade for a regularly scheduled 
shift or work day to attend, or it was the employee’s regularly scheduled 
day off work. However, if the employee was given PFA 
conference/training leave to attend the assessment center during his or 
her regularly scheduled shift or workday, payment must be returned to 
PFA. 

 
6.13  Outside Employment 
 

6.13.1  A PFA employee may hold a job(s) outside the organization as long as it 
does not create a conflict of interest with the PFA job or interfere with the 
performance of the employee’s PFA position. However, any employee 
engaged in outside activities, whether compensated or not, involving 
public safety or fire protection, or any Chief Officer engaged in any 
outside employment, is required to receive written approval from the Fire 
Chief to participate in these activities or employment. 

 
6.13.2  Injury or illness resulting from outside employment will not be covered by 

the PFA Workers’ Compensation insurance. Medical insurance coverage 
will be available within the limitations of the insurance policy and sick 
leave will be available as provided in the PFA Policies. Injury leave cannot 
be used for any such injuries, however, since this leave is available only 
for injuries sustained while on-duty with PFA. Insurance programs may 
seek to subrogate the cost of such injuries.  Employees will be required to 
cooperate with any such subrogation request. 

 
6.14  Donations to PFA Subject to Approval of the Fire Chief 
 

5.14.1 The PFA accepts endowments and donations for specific needs and uses 
them to help reduce the tax burden associated with provision of certain 
PFA services. Any donation valued at approximately $5,000 or more is 
subject to approval by the Fire Chief, and no PFA employee other than 
the Fire Chief is authorized to accept or decline a donation of that value 
or greater on behalf of the PFA. 
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INVENTIONS, DESIGNS AND COPYRIGHTS 
 
6.15  Disclosure Required 
 

5.15.1  Employees must promptly disclose to the PFA all improvements, 
discoveries, ideas, inventions and information pertinent to the operation 
or functions of the PFA that they develop either individually or in 
conjunction with others, or that employees otherwise learn of during the 
time they are employed by the PFA. 

 
6.16  Products Become PFA Property 
 

6.16.1  All writings, computer programs, software, and other products that 
employees develop in the course or scope of their employment, or using 
PFA property of any kind, are the sole property of the PFA upon their 
creation. In the case of copyrightable works, the product becomes the 
sole property of the PFA at the time the product is fixed in a tangible 
medium of expression. However, PFA may refuse ownership of any 
product at any time. 

 
6.16.2  Products covered by this policy include all intermediate and partial 

versions of the product, as well as all materials, flow charts, notes, 
outlines, and the like created in connection with such products. Products 
also include all formulae, processes, algorithms, ideas, and other 
information not generally known to the public and developed or 
generated by employees in the course of their employment are the sole 
property of the PFA upon their creation. This policy applies whether the 
employee developed the product individually or in conjunction with 
others, and whether or not the product is protected by copyright. 

 
6.17  Assignments of Rights to Products 
 

6.17.1  By accepting and continuing employment with the PFA, employees assign 
to the PFA the sole and exclusive right, title and interest in and to all 
products described above, and all copies of such products, without 
further consideration. The PFA retains ownership of and the rights to 
reproduce, market, license or otherwise distribute any program, 
materials, plans, designs, reports, specifications, drawings, devices or 
inventions produced by the employee while on-duty, unless PFA refuses 
ownership. 

 
 
 
RESTRICTION ON SOLICITATION 
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6.18  Non-PFA Employees 
 

6.18.1  In order to avoid disruption of PFA operations, individuals who are not 
employed by the PFA may not distribute literature, products, or services 
to, or solicit from, PFA employees during such employees’ working time 
for any purpose. 

 
6.19  PFA Employees 
  

6.19.1 To avoid disruption of PFA operations, PFA employees during working 
time may not solicit or distribute literature, products, or services for any 
purpose. 

 
6.19.2  PFA recognizes, however, that during non-working time, employees may 

wish to advertise and sell personal items like cookies, cosmetics, pets, 
and other goods and services on a limited basis. As a general rule, 
employees may not solicit or distribute literature at any time for any 
purpose in working areas, with the following exceptions: 

 
6.19.2.1    Divisions may, at their discretion, designate a public bulletin board 

for employees to post personal advertisements and 
announcements. 

6.19.2.2    Employees may make personal announcements and advertise the 
sale of goods and services on the computerized public notice 
board or other such electronic communication systems provided 
by PFA for such purposes. Announcements and advertisements 
must be in conformance to established rules and contain no 
unlawful, discriminatory, harassing, untruthful, misleading, or 
offensive matters. (See also PFA Administrative Policies regarding 
personal use of computers and other equipment and supplies.) 

 
6.19.3  For purposes of this section, “working time” includes the working time of 

the employee doing the soliciting or distributing and the employee to 
whom the soliciting or distributing is being directed. Working time does 
not include break periods, meal periods or any other specified periods 
during the workday when employees are not engaged in performing their 
job functions. 

 
SAFETY 
 
6.20  General 
 

6.20.1  The Poudre Fire Authority’s objective is to ensure every PFA employee a 
safe and healthy working environment. PFA is responsible for: 

 
6.20.1.1    Ensuring employees have and wear appropriate safety clothing 

and use appropriate safety devices while performing their jobs. 
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6.25.2  This use of the polygraph will be very restricted. The PFA Human 
Resources and Policy Administrator will obtain written approval from the 
employee and the Fire Chief before a polygraph can be used. Once the 
Fire Chief or his/her representative and the employee have approved 
polygraph use, the following conditions will apply: 

 
6.25.2.1  The PFA will not use the results of the polygraph against the 

employee in a later criminal proceeding. 
6.25.2.2  The PFA will not discipline employees for refusal to submit to the 

polygraph. However, the results of any such examination taken by 
the employee may be considered in making a decision regarding 
disciplinary proceedings, up to and including termination, of the 
employee. 

6.25.2.3 Questions asked of the employee that are used to make decisions 
on the employee’s involvement will relate specifically to the 
performance of official duties. 

6.25.2.4  In submitting to polygraph examination, an employee will not be 
required to waive his or her right to not have responses used 
against them in any subsequent criminal proceedings. 

6.25.2.5  The results of the polygraph will be used internally and not shared 
with an outside company or agency, except with the consent of 
the employee, in disciplinary proceedings, or as required by 
judicial process. 
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SECTION 7 
 
SUBSTANCE ABUSE 
 
 
Scope: Section 6 explains Poudre Fire Authority’s guidelines regarding employee 
substance abuse and procedures for pre-employment controlled-substance testing. 
 
7.1 General 
 

7.1.1 The Poudre Fire Authority will assist any employee with a possible drug or 
alcohol abuse problem in obtaining evaluations, treatment and 
counseling. 

 
7.1.2 For purpose of these Personnel Rules and Regulations, when referring to 

substance abuse, “substance” means alcohol, controlled substances, 
marijuana and its derivatives (whether or not legal in Colorado), 
prescription medication or over-the-counter medication, except in 
instances which refer and apply only to individual substances. 

 
7.1.3 The PFA has a great deal of time and money invested in its employees 

and believes that any dependency problem can be overcome with effort 
by the employee and assistance and support from the organization. The 
PFA also realizes that any type of substance abuse can adversely affect 
the performance of an employee, as well as endanger the public, other 
employees and the employee involved. To prevent such problems and 
achieve the goal of overcoming dependency, the following provisions 
have been adopted. 

 
7.2 Blood and Urinalysis Testing 
 

7.2.1 The PFA will avoid random or “across the board” blood and/or urinalysis 
testing of all employees for the purpose of detecting substance abuse. 
Random drug testing will be conducted for employees in positions or who 
perform duties which require a Commercial Driver’s License (CDL) as a 
qualification for their position.  These drug tests will be conducted in 
accordance with requirements of the US Department of Transportation.  

7.2.2 When a supervisor reasonably suspects that an employee may have 
alcohol and/or a controlled substance in his or her system during working 
time, the supervisor should immediately and as confidentially as possible 
remove the employee from any potentially dangerous situation (such as 
prohibiting the employee from driving or operating equipment).  The 
supervisor should then immediately consult with the next level of 
supervision in order to reach a conclusion as to whether or not sufficient 
identifiable facts exist which would lead a reasonable person to suspect 
that the employee had alcohol and/or a controlled substance in his or her  
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system during working hours. If, from the facts known to the supervisors 
at the time, the conclusion is reached that the employee had alcohol 
and/or a controlled substance in his or her system during working hours, 
the supervisor will arrange for testing as soon as feasible once approval 
has been obtained from the Division or Fire Chief.  If reasonably possible, 
the supervisor should consult with the Human Resources and Policy 
Administrator prior to requiring an employee to submit to an alcohol or 
controlled substance test and, in any event, will notify the Human 
Resources and Policy Administrator as soon as reasonably possible after a 
test is imposed. Any medication (prescription or over-the-counter) taken 
by an employee for medical reasons that impairs an employee’s ability to 
perform the job may result in the employee being required to take sick 
leave. 
  

7.2.3 Any such testing will be done only after the following conditions have 
been met: 

 
7.2.3.1 The employee’s supervisor is or has been made aware of a 

possible problem and has documented, in writing, observed job 
performance deficiencies and any other documentable information 
that may assist the Division or Fire Chief in review of the facts. 
The supervisor has the responsibility to investigate any allegations 
brought to his/her attention.  

7.2.3.2 The Division or Fire Chief has been informed and provided with 
such documentation and, after a review of all available 
information, decided there are reasonable grounds to believe the 
employee has in his system alcohol or a controlled substance, or a 
prescription or over-the-counter medication that may be impairing 
function on the job. 

7.2.3.3 The employee in question will be temporarily placed on 
administrative leave with pay, pending administration of the test 
and receipt of test results. 

 
7.2.4 Failure to submit to such testing, when required, may lead to disciplinary 

action, up to and including termination. 
 

7.2.5 The employee will be compensated for the time required to take the tests 
if the testing is done while the employee is off duty. In the event an 
employee is tested, and the test results are positive for drugs, controlled 
substances or alcohol, another test will be conducted from the same 
sample to verify the results. 

 
7.2.6 The testing procedures for pre-employment and reasonable suspicion will 

be as set forth in the Procedures for Transportation Workplace Drug 
Testing Programs (49 CFR Part 40), using the split-sample method. 
However, in those testing situations where the FHWA Policy and the FTA 
Policy are not applicable, procedures that entail the use of an initial 
screening at the collection site may be utilized prior to splitting the 
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sample, sealing and shipping the samples for laboratory analysis. In the 
event an initial screening at the collection site provides results below the 
initial cutoff levels as provided in 49 CFR Sec.40.87, the sample will be 
destroyed, and the result will be reported as negative. In the event an 
initial test is at or above any of the initial test cutoff levels as provided in 
49 CFR Sec.40.87, the sample will be split, sealed and shipped to a 
designated testing laboratory for confirmatory testing pursuant to the 
provisions of the Procedures for Transportation Workplace Drug Testing 
Programs (49 CFR Part 40). 

 

7.3   Retesting 
 

7.3.1   Pursuant to the requirements of 49 CFR Sec.40.23, if PFA receives a 
canceled test result for an applicant or employee for whom a negative 
result is required, the applicant or employee must immediately provide 
another specimen at the collection site. 

 
7.3.2    Pursuant to the provisions of 49 CFR Sec.40.197, if an applicant or 

employee receives a negative dilute drug test result, the applicant or 
employee will be directed to take another test immediately, with the 
minimum possible advance notice that he or she must return to the 
collection site. If the second test result is also negative dilute, the test 
result will be considered verified negative and the applicant or employee 
will not be required to take a third test because the second test result 
was negative dilute. 

 
7.3.3 After receiving notification of a verified positive test for controlled 

substances, an employee or applicant may request that the split sample 
be analyzed. Such a request must be made within 72 hours of the time 
the employee or applicant is notified of a verified positive test. If such a 
split-sample test request is made, the split sample will be tested at 
another certified laboratory. If the split-sample test results are negative, 
the employee or applicant will not be responsible for the cost of the test. 
If the split-sample test results are positive, the employee or applicant will 
be required to pay for the cost of the test and such cost may be deducted 
from any pay owed the employee. 

 
7.3.4 The PFA Human Resources Managerand Policy Administrator is 

designated as PFA’s Designated Employer Representative. The 
Administrator is authorized to receive that information and to take those 
actions as specified in 49 CFR Part 40. 

 
7.4 Test Results and Treatment 
 

7.4.1 If, from test results or other information, an employee is determined by 
the PFA to be abusing substance(s) and job performance is affected, and 
if it is the initial time this has occurred, the PFA will require the employee 
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to undergo an evaluation and join a recognized treatment program (if 
deemed appropriate by the evaluation).  

7.4.2 Prior to an employee’s treatment, PFA and the employee will enter into 
an agreement detailing the conditions of the employee’s return to work. 
This agreement will be a “last chance” agreement; any further positive 
test will lead to termination. The PFA will cover the cost of testing and 
any other costs that are outlined in the agreement.  

7.4.3 Periodic reports will be submitted to the PFA on the employee’s progress. 
The employee will be granted administrative leave to attend any required 
meetings. Failure to submit to rehabilitation testing, when required, or to 
complete any treatment program as prescribed may be grounds for 
dismissal or other disciplinary action. 

7.4.4 The PFA reserves the right to require an employee to take a leave of 
absence from employment, pending evaluation and treatment at any time 
when the employee’s ability to perform his/her job appears to be affected 
by a drug or alcohol abuse problem. 

7.4.5 The above policy applies only to classified employees who have 
completed the original introductory period. Introductory employees 
(original hire) may be terminated at any time they are suspected to be 
abusing drugs or alcohol, as demonstrated through impaired job 
performance, or are found to be using controlled substances or alcohol 
on-duty. 

7.4.6 Information concerning any employee’s testing, evaluation or treatment 
for drug and/or alcohol abuse will be made available only to the 
employee, the employee’s supervisor, the Battalion/Division Chief  
involved, if any, the PFA Human Resources Manager and Policy 
Administrator and the Fire Chief, except as otherwise required by law. 
Any records pertaining to a possible drug and/or alcohol problem, or 
testing, evaluation or treatment relating to such a problem, will be kept 
by the Division or Fire Chief and the PFA Human Resources and Policy 
Office in a separate file from the employee’s personnel file. 
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SECTION 8 
 
DISCIPLINE, PRE-DEPRIVATION HEARING, GRIEVANCE 
AND APPEAL 
 
 
Scope: Unless otherwise provided through any current collective bargaining 
agreement, the following shall sections describe the disciplinary and pre-deprivation 
processes, and the methods by which employees may object to adverse actions, working 
conditions or relationships, or PFA Rules and Regulations, Policies, procedures or 
directives. 
 
DISCIPLINE 
 
8.1 General 

8.1.1 The purpose of discipline is to change an employee’s behavior, so the 
individual becomes more effective within the organization.  As described 
in Section 7.6.2, the Authority believes in a progressive disciplinary 
approach. This progressive disciplinary approach focuses on 
communicating an expectation of change in a positive way while, at the 
same time, maintaining concern for the seriousness of the situation. 
Progressive discipline is a means by which the Authority may seek to 
correct problems and build commitment, not merely compliance. In 
determining the appropriate type of corrective action, the Authority will 
consider previous actions for similar issues, the employee’s record, and 
the impact on the DepartmentAuthority.  Based on the seriousness of the 
issue, past employment history or other pertinent factors, the 
Department may take more serious action, such as demotion or 
termination.  Disciplinary action will not be taken until it has been 
established, through the proper investigative procedures, an offense 
occurred that can warrant discipline. (See the “Conduct” section in 
Personnel Rules and Regulations for some examples of misconduct and 
offenses punishable by discipline.) 

 
8.1.2 Discipline is designed to remedy a situation and is not to be used to 

retaliate against an individual who engaged in legally protected activity. 
In order for disciplinary action to have a positive effect, the action taken 
must be appropriate for the offense in question and must be consistently 
applied among employees.  

 
8.2 Supervisor Investigation 
 

8.2.1 The supervisor investigation should be an early attempt to investigate 
employee misconduct, particularly if the conduct being investigated is 
considered less severe. By talking with the employee and possibly other 
employees or citizens involved, the supervisor should determine 
appropriateness of the behavior. This type of investigation should be an 
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attempt to correct the conduct of the employee and thus avoid further 
investigation and discipline. 

 
8.2.2 Upon completion of the supervisor investigation, the supervisor will 

provide a summary to the appropriate Division Head and to the employee 
who was the subject of the investigation. If, due to the findings of the 
investigation, an oral warning was given or no action was taken, the 
investigation summary will not be placed in the employee’s personnel file. 

 
8.3 Administrative Investigation 
 

8.3.1 Administrative investigations inquire into and gather information 
regarding suspected violations of PFA Policies or Personnel Rules and 
Regulations, or practice or law, or other instances of suspected 
inappropriate conduct in order to make a determination about what has 
occurred. Such an investigation may be conducted at the discretion of the 
Fire Chief or Division Chief. The PFA legal counsel and PFA Human 
Resources and Policy Administrator will provide advice as to the 
procedures for such investigations and the lawfulness of methods to be 
used, such as searches, tests or examinations. 

 
8.3.2 The Division Head or Fire Chief will assign a PFA Chief Officer, Captain or 

PFA Human Resources team member to conduct and/or coordinate the 
investigation. This individual may use outside investigators to assist with 
the investigation as needed. Any outside person assigned to assist with 
the administrative investigation will be an impartial investigator with 
experience, background, and knowledge pertinent to the issues under 
investigation. In cases involving allegation of harassment that may result 
in major discipline based on the initial review of the incident(s), an 
outside investigator will be engaged to conduct a complete investigation. 

 
8.3.3 The PFA Chief Officer, Captain or PFA Human Resources team member 

assigned to conduct an administrative investigation may use any lawful 
methods to determine whether any person has engaged in inappropriate 
conduct, or a violation of a policy, rule, regulation, practice or law, 
including investigative methods such as personal interviews, review of 
documents or other items, arrest or conviction records, tests and 
examinations, and other means as appropriate.  
 

8.3.4 When an interview is conducted as a part of a formal administrative 
investigation, the investigator will electronically-record the interview or 
produce a written summary statement, making a copy of the complete 
recording or written summary statement available to the employee being 
interviewed.   

 
8.3.5 The use of the polygraph in conjunction with any investigation will be in 

compliance with the polygraph subsection of PFA Personnel Rules and 
Regulations. The use of drug testing will be in accordance with the 
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Substance Abuse section of this document. 
 

8.3.6 Investigations may include interviews, electronic messages, written 
statements or other methods appropriate to the incident.  To the extent 
possible, without affecting the integrity of the investigation, the 
investigator will make reasonable effort to conduct investigatory 
interviews in a private location and in such a manner as to avoid making 
generally known the identity of individuals being interviewed.  The 
investigator will also attempt to ensure that any potential accuser or 
possible victim of an employee’s alleged misconduct will not be in the 
vicinity of any interviews related to the accusations or allegations.     

 
8.4 Cooperation is Mandatory 
 

8.4.1 Whether or not they are the subject of the investigation, employees are 
required to cooperate with any lawful, authorized investigation and 
investigators, including the reasonable search of personal property 
located on PFA property, work sites or facilities. Employees will be 
advised in writing of this required cooperation and what rights they do 
have in conjunction with any administrative investigation. PFA offices, 
desks, lockers, file cabinets, bookshelves, computers, electronic mail, 
voice mail, documents, books, equipment, and the contents of those 
things, at all times remain PFA property. Employees should not have any 
expectation of privacy in any such things or their contents, including 
personal property located upon PFA property.  Such personal property will 
include such items as electronic devices, whether PFA owned or 
personally owned (phones, smartphones, smartwatches, tablets, and any 
other similar electronic device). For related information, see 
Administrative Policies regarding personal use of PFA computers and 
other PFA property, equipment, and supplies. 

 
8.4.2 Refusal to cooperate with an investigation may lead to disciplinary action, 

up to and including termination of employment. Because employees are 
required to cooperate as a condition of their continued employment, no 
statements made by an employee in an administrative interview can be 
used against that employee in any ongoing or subsequent criminal 
investigation or prosecution. 

 
8.5 Use of Administrative Leave 
 

8.5.1 All PFA employees, regardless of category of employment, may be 
required by the organization to go on paid administrative leave at any 
time, with or without cause or prior notice, at the sole discretion of the 
PFA. Circumstances under which such a leave may occur include, but are 
not limited to, the following: 

 
8.5.1.1 To make inquiries into or investigate a work-related matter. 
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8.5.1.2 To remove the employee from the workplace pending a pre-
deprivation hearing or other disciplinary decision. 

8.5.1.3 To protect the employee. 
8.5.1.4 To protect the public. 
8.5.1.5 To protect other PFA employees or property in the workplace. 
8.5.1.6 To further any other work-related or business-related purpose.  

 
8.5.2 The Division Chief or Fire Chief may grant or require administrative leave 

for an indefinite period of time. The Battalion Chief or supervisor may 
grant or require up to three shifts of administrative leave for shift 
personnel or five days for 40-hour employees. The Captain or Acting 
Captain or first-line supervisor may grant or require the use of 
administrative leave for the remainder of a shift or work day, and the 
Company Officer, Acting Company Officer or first-line supervisor must 
immediately notify his/her Battalion Chief of this action. 
 

8.5.3 An employee who is the subject of an administrative investigation will be 
formally notified by a supervisor, Battalion Chief, Division Head, or PFA 
Human Resources team member of placement on administrative leave as 
soon as practical after such a decision has been made, unless such notice 
would compromise evidence in the investigation, or if such notice would 
pose a danger to the department or the public, as determined by a 
Division Chief or Human Resources team member.  The employee will be 
notified either in person, by phone call or in writing prior to being placed 
on “AL” in the Telestaff scheduling system.  Oral notification will be 
followed by a written notification, either via electronic mail or written 
copy.  The employee will be notified of the reason for the placement on 
administrative leave, so long as the notice provided will not compromise 
the integrity of the investigation. 

 
8.5.4 An employee placed on paid administrative leave must remain available 

during normal business hours for call-back work or have approval from a 
Division Head to be unavailable on scheduled leave. 

 
8.5.5 The use of administrative leave during an investigation should be limited 

to the amount of time needed to make inquiries or investigate the matter, 
or to protect the employee, the public, other employees, or property. The 
employee will be provided an estimated completion date for the end of an 
administrative investigation.  Notice of any changes in the expected 
completion date of an investigation will be provided as they occur. 

 
8.5.6 Administrative leave with pay is not considered disciplinary action, nor is 

it a sign that the employee has been found to be guilty of offenses 
warranting discipline. 

 
8.5.7 For more details on administrative leave, see PFA Leave Policies.  
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8.6 Types of Disciplinary Action   
 

8.6.1 For employees in classified positions during new-hire introductory status 
and employees in unclassified positions, continued employment is at the 
mutual consent of the employee and the PFA. Accordingly, either the 
employee or the PFA may terminate the employment relationship at will, 
with or without cause at any time and without following any process of 
discipline or warnings. Nevertheless, in some cases, the PFA may, at its 
discretion, use forms of discipline that are less severe than termination. 

 
8.6.2 Disciplinary action may take various forms, ranging from oral or written 

reprimands to suspension, demotion and/or termination of employment. 
Generally, disciplinary measures begin with a less-severe action and 
become increasingly severe if new offenses occur. In some cases, 
however, even in the absence of prior disciplinary action, a particular 
offense may be so serious in nature as to warrant suspension, demotion, 
or termination, without prior, progressive discipline. 

 
8.6.3 The above disciplinary action may be classified into two general types: 

minor and major.  
 
8.7 Minor Discipline 
 

8.7.1 Minor disciplinary action is appropriate for offenses less egregious in 
nature and is to be the first step(s) in a progression of discipline if further 
discipline is eventually warranted. 

 
8.7.2 Minor discipline consists of an oral warning and counseling session or a 

written warning.  
 

8.7.3 Details on minor discipline include the following: 
 

8.7.3.1 Oral warning and counseling session - An oral warning is the least 
severe disciplinary action. Such a warning will describe for the 
employee the details of the offense, why it is a problem, the 
required corrective action and the consequences should the 
offense be repeated. The supervisor will retain a written record of 
the oral warning. The employee will be notified that an oral 
warning is a step in the disciplinary process. 

8.7.3.2 Written warning - A written warning must inform the employee of 
the violation, the required corrective action and the consequences 
should the employee repeat the violation. The employee should 
sign the written warning, acknowledging receipt and 
understanding. A copy of the written warning is provided to the 
employee and a copy placed in the employee’s personnel file.  
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8.7.3.3 Reduction in pay within a pay grade – A reduction in pay within a 
pay grade results from loss of state certification or tech rating, or 
for performance deficiencies or disciplinary reasons. 
 

8.8 Major Discipline 
 

8.8.1 Major disciplinary action is considered appropriate when an employee 
repeatedly violates PFA conduct expectations, or if an offense is so 
egregious as to warrant immediate suspension, demotion, or termination, 
even in the absence of prior discipline. 

 
Major discipline consists of suspension, involuntary transfer to a position 
in a lower pay grade, demotion, termination, and removal of name from 
promotional eligibility list for disciplinary reasons. 

 
8.8.2 Details regarding types of major disciplinary action include the following: 

 
8.8.2.1 Reduction in pay within a pay grade – A reduction in pay within a 

pay grade resulting from loss of state certification or tech rating, 
or for performance deficiencies or disciplinary reasons. 

8.8.2.2 Suspension - A suspension is a period of time without pay and 
most frequently occurs if the employee has failed to take 
corrective action in response to a written warning. However, a 
suspension may be the initial disciplinary action for more serious 
violations. The suspension will be in writing and will state the 
reason for and length of suspension. 

8.8.2.3 Involuntary transfer to a position in a lower pay grade – An 
involuntary transfer to a position in a lower pay grade may occur 
when the PFA deems it necessary to implement an organizational 
change or restructure. While not intended to be disciplinary or 
corrective in nature, the effect upon the employee can be 
substantial. This action is listed in this disciplinary section only for 
the purpose of affording eligible employees the opportunity for 
review as described hereafter. 

8.8.2.4 Demotion - A demotion is an involuntary change to a position in a 
lower pay grade based on unsatisfactory performance, or 
corrective or disciplinary action. A Division Chief may demote an 
employee for such time as necessary to improve job performance 
or acquire necessary job qualifications. The duration of such 
demotion may be either definite or indefinite, as dictated by 
circumstances. An employee demoted for an indefinite period may 
progress within the appropriate pay range like any other 
employee, based upon job performance. 

8.8.2.5 Termination - Termination is dismissing the employee from 
employment with the PFA and is the action taken for severe or 
uncorrected offenses. A Division Head may impose termination.  
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8.12.1 A decision whether to impose discipline and if so, what type, will be made 
by the supervisor, Battalion or Division Chief after the hearing and within 
a reasonable time period, as determined by the supervisor, Battalion or 
Division Chief and communicated to the employee. A reasonable 
extension may be granted if necessary. 

 
8.12.2 The employee will be informed in writing of any decisions and what 

actions are expected of him or her to comply with the decision. The 
employee also will be advised of his/her right to a grievance or appeal of 
the disciplinary action. If the employee waived the hearing, the decisions 
will be based upon the original notice described above in “Written 
Notice,” the administrative investigation and the employee’s personnel 
record. 

 
GRIEVANCE AND APPEAL 
 
8.13 General 
 

8.13.1 Employees in classified positions who have completed their new-hire 
introductory period, and only those employees, are eligible to use the 
grievance and appeal process. The use of this grievance and appeal 
process will serve as the “name clearing” hearing function for the 
protection of any liberty interests that may be impacted as a result of 
discipline or other adverse actions. 

 
8.13.2 Employees in unclassified positions or in classified positions who have not 

completed their new-hire introductory period are eligible to use the issue 
resolution process described in these Rules and Regulations. 

 
8.13.3 Failure by an employee to follow the procedures described in this section 

may terminate a grievance or an appeal. 
 
8.14 Actions Subject to the Grievance Process 
 

8.14.1 An eligible employee may submit a grievance regarding any of the 
following actions or topics that affect that employee: 

 
8.14.1.1 Minor disciplinary action taken against the employee, or 
8.14.1.2 Conditions of work; work relationships; management 

interpretation or application of policies, rules, regulations, 
procedures, or directives; performance-level changes; or 
performance evaluations. 

 
8.15 Actions Subject to the Appeal Process 
 

8.15.1 An eligible employee may appeal any of the following actions regarding 
that employee: 
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8.15.1.1 Suspension without pay. 
8.15.1.2 Demotion. 
8.15.1.3 Involuntary transfer to a position in a lower pay grade. 
8.15.1.4 Dismissal. 
8.15.1.5 Removal from promotional eligibility list for disciplinary reasons. 

 
8.16 Filing a Grievance/Appeal 
 

8.16.1 In filing a grievance/appeal, the employee should state specifically the 
action being grieved or appealed, provide a description of the incident 
from the employee’s perspective (including people involved, dates, times 
and relevant facts), state why the employee feels the grievance or appeal 
is justified, and state the remedy sought by defining the action he/she 
believes should be taken if the grievance or appeal is upheld. 

 
8.16.2 Employees may choose up to two people to accompany them to any 

grievance or appeal meeting or hearing: a legal representative and one 
person of their own choosing from within or outside PFA to assist them 
during any stage of the grievance or appeal procedure.  Employees may 
contact the PFA Human Resources and Policy Administrator for further 
explanation of the grievance and appeal process. 

 
8.16.3 If the employee does not agree with the findings in any step of the 

grievance or appeal procedure and requests that the process continue to 
the next level, the employee should provide in writing the specific reasons 
the grievance or appeal should continue. 

 
8.17 Grievance Procedure 
 

8.17.1 Before the employee files a grievance as outlined below, PFA 
recommends the employee approach the supervisor and informally 
attempt to correct the problem. To file a formal grievance, the employee 
must follow these steps: 

 
8.17.1.1 A grievance is to be filed within 15 regular working days of the 

incident that is the subject of the grievance. A written complaint 
must be filed with a Division Chief and a copy sent to the 
supervisor and PFA Human Resources and Policy function. If a 
Division Chief made the decision that is being grieved, the 
employee must proceed to step 7.17.1.3. 

8.17.1.2 Within 10 regular working days after filing of the written 
grievance, the Division Chief will meet with the employee to 
discuss the complaint. The Division Chief will present written 
findings to the employee and PFA Human Resources and Policy 
within 10 regular working days after this meeting unless additional 
time is needed for an investigation and such extension is agreed 
upon by both parties. 
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8.17.1.3 After receipt of the written findings or if no response has been 
received from the Division Chief, the employee may submit the 
grievance to the Fire Chief by notifying in writing the PFA Human 
Resources Manager and Policy Administrator. Such notice must be 
submitted within 10 regular working days of the employee’s 
receipt of the written findings. 

8.17.1.4 Within five regular working days of its receipt of written notice, 
the Fire Chief, Division Chief or PFA Human Resources and Policy 
AdministratorManager will assign the grievance to an investigator. 
The investigator may be someone within the PFA organization or a 
person not affiliated with the PFA. The investigator’s role is that of 
a neutral party, to act as a fact finder and to advise the Fire Chief. 
The investigator will utilize people with the appropriate technical 
expertise to assist in the fact finding when needed. The technical 
expertise will be identified to the employee and his/her 
representative(s). If the employee wants a specific person to be 
assigned as investigator, the employee should make that known 
to the PFA Human Resources and Policy AdministratorManager 
and the Fire Chief. In the event the employee and PFA Human 
Resources and Policy AdministratorManager do not agree on the 
selection of an investigator, the Fire Chief will make the final 
decision. If the grievance is against an action taken by the PFA 
Human Resources and Policy AdministratorManager, the Fire Chief 
will assign the role of investigator to someone outside the PFA 
Human Resources and Policy Office. 

8.17.1.5 Upon receipt of the grievance, the investigator has 15 regular 
working days in which to research, discuss the grievance with all 
parties and make a written report and recommendation to the Fire 
Chief. Copies of the investigator's report also will be forwarded to 
the employee, the employee’s representative(s) (if any), the 
affected Division Chief, PFA Human Resources and Policy 
AdministratorManager and the PFA legal counsel.  

8.17.1.6 Within 10 regular working days of the Fire Chief’s receipt of the 
investigator’s report, the Fire Chief will render a decision in writing 
to all concerned parties. The Fire Chief may make the decision 
based on the report compiled by the investigator or may use this 
time to obtain additional information from selected parties. The 
Fire Chief’s decision on the grievance is final. 

8.17.1.7 If delays in meeting the aforementioned timelines are required 
due to the complexity of the grievance, operational needs, 
availability of the investigator or other persons, such changes will 
be authorized at the discretion of the Fire Chief.  The Fire Chief or 
Human Resources and Policy AdministratorManager will notify all 
parties of the delay and provide a revised schedule for addressing 
each step of the process. 
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8.18 Filing a Formal Appeal 
 

8.18.1 Within 10 regular working days after receipt of the written notice of the 
imposition of an appealable action, an employee who wishes to appeal 
must submit a written complaint to the employee’s Division Chief and a 
copy to the supervisor and PFA Human Resources and Policy Office. If a 
Division Chief made the decision that is being appealed, the Fire Chief will 
designate another Division Chief to consider the appeal. 
 

8.18.2 Within 10 regular working days after receipt of the written appeal, either 
the employee or Division Chief can request a meeting to discuss the 
situation. The Division Chief will present written findings to the employee 
and a PFA Human Resources team member within 10 regular working 
days of the meeting. 

 
8.18.3 If the employee wants to proceed with the appeal, the employee must 

notify in writing the PFA Human Resources team member within 10 
regular working days after receipt of the Division Chief’s response. The 
appeal must contain a short statement of the employee’s position and 
indicate the grounds for the appeal. 
 

8.18.4 PFA Human Resources staff will schedule a time for a hearing before an 
unbiased Hearing Officer designated by the Fire Chief. Such Hearing 
Officer will be selected from a list developed through a formal purchasing 
process, conducted in conjunction with the City of Fort Collins as needed 
and no less often than every five (5) years.  This list-development 
process will involve at least one non-management PFA employee 
representative.  Such Hearing Officers will be deemed to be unbiased if 
they have no on-going financial interest in PFA or the City of Fort Collins 
except for the payment they receive for their services as a Hearing 
Officer, no previous relationship with the employee subject to the 
hearing, and no other conflicts of interest as defined by the Hearing 
Officer’s generally accepted professional standards.   

8.18.5 At the time the Fire Chief selects a Hearing Officer for a hearing, the Fire 
Chief will notify the appellant of the name and qualifications of the 
selected hearing officer.  The employee will have five (5) working days in 
which to register any objection to the selected hearing officer.  Objections 
must be for a specific, qualification-related cause or evidence of bias or 
interest conflict on the part of the Hearing Officer.  After hearing any 
objection, the Fire Chief may either replace the Hearing Officer or 
continue to utilize the identified Hearing Officer, formally noting the 
objection of the employee for the record.  

8.18.6 The Hearing Officer will review relevant evidence, including but not 
limited to written documents and oral testimony, which is offered by PFA 
or the employee. The Hearing Officer may also ask questions of the 
parties and witnesses during the hearing. 
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8.20.2 An employee’s failure to take action within any time limit (or extended 
limit) will terminate the grievance or appeal process. If the supervisor 
fails to respond within any time limit (or extended limit), then the 
employee may proceed to the next step. 

8.20.3 When there are no time limits for a particular action, the action taken 
should be taken as quickly as reasonably possible under the 
circumstances, in light of the complexity and seriousness of the issue 
raised and the schedules of the people involved. 

 
8.21 No Retaliation 

 
8.21.1 The PFA prohibits any form of retaliation against employees for using this 

grievance and appeal process. Employees who believe they were 
retaliated against in violation of this policy should notify the Division 
Chief, Fire Chief or PFA Human Resources and Policy 
AdministratorManager in writing, and appropriate action will be taken to 
investigate and resolve the complaint. 

 
8.22 Issue Resolution Process 

 
8.22.1 Unclassified employees and classified employees who have not completed 

their introductory period may use the issue resolution process to raise 
any work-related concern. The process is as follows: 

 
8.22.1.1 Eligible employees wishing to raise or seek resolution of work-

related concerns should first discuss the matter informally with 
their supervisor.  Employees may move directly to 7.23.1.2, if they 
believe the supervisor cannot satisfactorily address or resolve the 
issue. 

8.22.1.2 If the issue has not been satisfactorily addressed or resolved after 
discussion with the supervisor, the employee must prepare a brief 
memorandum explaining the issue and recommending how the 
issue should be addressed or resolved. The memorandum must be 
sent to the PFA Human Resources and Policy 
AdministratorManager. 

8.22.1.3 PFA Human Resources and Policy will forward the matter to the 
Division Chief, or directly to the Fire Chief, if the matter directly 
involved the Division Chief. The PFA Human Resources and Policy 
AdministratorManager then may act as a facilitator or designate a 
facilitator to assist in addressing and resolving the issue. 

8.22.1.4 The Division Chief or Fire Chief, at his or her discretion, may meet 
with the employee and others to investigate the issue and may 
require the employee or others to provide further information. The 
Division Chief (or Fire Chief) will respond to the employee raising 
the issue orally and/or in writing. 

 
8.23 Name-Clearing Hearing 
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8.23.1 A name-clearing hearing provides a forum at which an employee or 
former employee, in response to actions by PFA which seriously impugn 
the person’s reputation and impair the person’s future employment 
opportunities, can clear his or her record, name or reputation among the 
public at large. 

 
8.23.2 Such a hearing is intended to protect the person’s constitutionally 

protected liberty interest in having a good name, record or reputation. 
The name-clearing hearing provides the employee or former employee an 
opportunity to rebut charges or allegations against him or her for the 
benefit of the employee’s reputation. The name-clearing hearing will not 
serve to provide a right to continued employment, even if the charges are 
disproved, or to convince the disciplinary authority or the Fire Chief that a 
mistake was made in terminating the employee or in otherwise making a 
record of employee misconduct. 

 
8.23.3 The grievance and appeal process will fulfill the name-clearing hearing 

function for all employees who are eligible for such process. 
 

8.23.4 All employees and former employees who have not been eligible to 
participate in the grievance and appeal process may request a name-
clearing hearing if actions by the PFA have seriously impugned the 
person’s reputation and have significantly impaired the person’s future 
employment opportunities. Such employee or former employee may 
request a name-clearing hearing by making a written request to the Fire 
Chief not more than 90 calendar days from the date the employee or 
former employee learns of PFA’s actions. Such hearing will be held before 
the Fire Chief or the Fire Chief’s designee within 30 calendar days after 
the person’s request for a name-clearing hearing. The format of the 
hearing will be informal in nature and will be public. The employee or 
former employee may call witnesses. No transcript of the hearing will be 
required unless arranged and paid for by the employee/former employee. 
No decision, comment or participation by the Fire Chief or disciplinary 
authority will be required. 
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Intent and Waiver 

 
This document contains established rules and general conditions of employment 
with the Poudre Fire Authority (PFA).  It is not intended to be comprehensive or 
to address all the possible applications of, or exceptions to, the policies and 
procedures described.  If you have any questions concerning eligibility for a 
particular benefit or the applicability of a policy or practice to you, please address 
these to PFA Human Resources.   
 
Where this manual conflicts with benefit plan documents, the plan document will 
prevail.  Where this manual conflicts with any current collective bargaining 
agreement (CBA), the CBA will prevail. 
 
This document is not intended to create or constitute an employment agreement 
with any employee.   
 
This manual supersedes all previous PFA Personnel Rules and Regulations, 
whether written or otherwise, and whether contained in the PFA Policies, 
Operational Directives or elsewhere.  The procedures, practices, policies and 
benefits described here may be modified or discontinued at any time with or 
without notice.   
 
 
 

January 2022 Update 
 

Revisions to the PFA Personnel Rules and Regulations were completed to reflect 
Board changes, and to enhance current processes. . 

 
 

Reviewed and Approved by PFA Board of Directors  
January 25, 2022 
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Purpose of the Poudre Fire Authority (PFA) 
Personnel Rules and Regulations 

 
 

The purpose of these PFA Personnel Rules and Regulations is to 
capture principles, and provide overarching direction to employees, 

ensuring the effective operation of the PFA.  The PFA expects 
employees to adhere to the standards outlined in these Personnel 

Rules and Regulations.     
 
 
 
 

Applicability of Personnel Rules and Regulations 
  
 
Unless otherwise specified, these Personnel Rules and Regulations apply to all 
Poudre Fire Authority employees. These Personnel Rules and Regulations do not 
apply to the Fire Chief or members of the PFA Board of Directors.   
 
Volunteers of the Poudre Fire Authority have separate policies. 
 
Employees with questions or suggestions regarding the Personnel Rules and 
Regulations, Policies, employment practices or Operational Directives, should 
contact the Fire Chief or PFA Human Resources.  
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nor the organization has entered into any contract of employment for a 
definite period, expressed or implied. Although the PFA Personnel Rules 
and Regulations may be changed from time to time at the discretion of 
the PFA Board, the termination policy expressed in this paragraph may be 
changed only in a specific, written contract to the contrary signed both by 
the employee and the Fire Chief. No other practice, written or oral policy, 
or statement by anyone, including supervisors and other management 
personnel, can alter this employment relationship. 

 
1.5 Definitions Used Throughout PFA Personnel Rules and Regulations 
 

1.5.1 Cause – A specific reason for disciplinary action toward an employee, 
related either to the individual employee’s misconduct or the PFA’s 
operational needs. 

 
1.5.2 Certification – The designation of top candidates after testing to the Fire 

Chief or representative(s) for placement consideration in a new or 
promotional position. 
 

1.5.3 Classified employees – Refer to the Employment Categories section of 
Personnel Rules and Regulations, Section 4.2. 
 

1.5.4 Collective Bargaining Agreement (CBA) – Contractual agreement for a 
specified period of time entered into between the Poudre Fire Authority 
and Poudre Fire Authority Fire Fighters I.A.F.F. Local 1945. 
 

1.5.5 Days – Refers to calendar days, unless otherwise specified.  
 

1.5.6 Demotion – Involuntary reassignment to a position in a lower pay grade 
based on unsatisfactory job performance, or corrective or disciplinary 
action. Changes that occur due to loss of certifications or rotational 
positions are not considered demotions, but rather are changes within the 
same pay grade. 

 
1.5.7 Division Chief/Division Head – Position with management authority over a 

primary division of the PFA. 
 

1.5.8 Exempt – A category of employees who, in accordance with the Fair 
Labor Standards Act (FLSA), is not eligible for overtime pay.  

 
1.5.9 FLSA  Half-Time Rate – An hourly overtime pay rate that equals the 

employee’s regular hourly rate multiplied by 1.5, minus the straight-time 
rate. The PFA-adjusted overtime rate is applicable to non-exempt 
employees. 

 
1.5.10 Full-time employee – Any non-shift employee, regardless of classification, 

regularly scheduled to work 40 or more hours per week; or any shift 
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1.5.20 Performance-level reduction – A downward change in performance-level 
status, also based upon performance or used as part of the discipline 
process, but within the same job classification. Performance-level 
reductions are not considered demotions (for example, Level A to Level B 
within the same job classification). 
 

1.5.21 Personnel Rules and Regulations – The document that governs the 
employment practices of the Poudre Fire Authority, including hiring, 
promotions, conduct, discipline, grievance, and appeal. This document is 
approved and adopted by the PFA Board of Directors. 

 
1.5.22 PFA-adjusted overtime rate – An hourly overtime pay rate that equals the 

employee’s regular hourly rate multiplied by 1.5, minus the straight-time 
rate. The PFA-adjusted overtime rate is not applicable to non-exempt 
personnel. It is also referred to administratively as “FLSA half-time rate.” 
 

1.5.23 PFA Administration/Headquarters – Administrative offices located at 102 
Remington Street, composed of the Fire Chief, Director of Administrative 
Services, Division Chiefs, Human Resources, and related administrative 
and professional staff members. 
 

1.5.24 PFA Policies– Policies defining the day-to-day operations of the Poudre 
Fire Authority, including Operations, Administrative, Leave, Training, and 
Occupational Health and Safety policies. Policies are approved by the Fire 
Chief. 

 
1.5.25 PFA Human Resources (HR) – The PFA HR team is a resource to 

employees for information on work rules, employment policies, payroll 
information, personnel records, job opportunities, compensation, and 
benefits.  Members are available for employees to report concerns about 
working conditions, discrimination, sexual harassment, other unlawful 
harassment, or other violations of PFA policy.   

 
1.5.26 Premium/Fire Time pay – A pay rate given to uniformed fire personnel for 

emergency situations when it is mandatory that the employee work 
additional hours.  The rate of pay is roughly 2.25 times the employee 
regular hourly rate; this is a combination of 1.5 hours (commonly referred 
to as  “overtime pay” or “time and a half”) of the employee’s regular 
hourly rate and an additional 0.75 hours of the employee’s regular hourly 
rate. 

 
1.5.27 Probationary Period - A qualifying period for a specified time during which 

promoted, transferred and demoted employees must meet established 
criteria to maintain current level. Classified employees in their 
probationary period may only be terminated for cause, as defined in 
these Personnel Rules and Regulations. 
 

1.5.28 Promotion – Reassignment to a position in a higher pay grade. 
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SECTION 2 
 
ADMINISTRATION OF PERSONNEL RULES AND 
REGULATIONS 
 
 
Scope: Section 2 explains the various positions, roles and departments that manage the 
PFA Personnel Rules and Regulations. It also describes various City of Fort Collins 
departments serving the Poudre Fire Authority. 
 
2.1 PFA Fire Chief 
 

2.1.1 The PFA Board of Directors will appoint a Fire Chief to manage the 
Poudre Fire Authority. The Fire Chief will have the powers stated in the 
Intergovernmental Agreement between the City of Fort Collins, Colorado, 
and the Poudre Valley Fire Protection District, which in partnership 
created the Poudre Fire Authority. 

 
2.1.2 The Fire Chief will administer these Personnel Rules and Regulations in 

conjunction with senior management and the PFA Human Resources 
team. 

     
2.2  PFA Human Resources (HR) 
 

2.2.1 The PFA Human Resources Team assists employees with services 
including addressing concerns or complaints of discrimination, sexual 
harassment or other unlawful harassment, or other violations of PFA 
policy. 

 
2.2.2 Human Resources serves as a resource for managers and supervisors and 

should be contacted, along with the Fire Chief, Division Chief/Division 
Head and/or Chief Officers, when considering major disciplinary action 
against an employee, including suspension, demotion or termination.  In 
addition, supervisors should contact HR staff with questions regarding 
employment policies or issues not specifically addressed in PFA Personnel 
Rules and Regulations, or PFA policies. 

 
2.2.3 Supervisors are required to immediately report to the Fire Chief, and/or a 

member of the PFA HR team all complaints of unlawful harassment or 
discrimination (including formal and informal complaints), all incidents the 
supervisor observes that might constitute harassment or discrimination, 
and all suspected instances of harassment or discrimination.  All such 
complaints will be promptly investigated.   
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SECTION 3 
 
CITY OF FORT COLLINS PROFESSIONAL, ADMINISTRATIVE AND 
SUPPORT SERVICES  
 
3.1 Intergovernmental Agreement 
 

3.1.1 Pursuant to the Intergovernmental Agreement established between the 
City of Fort Collins and the Poudre Valley Fire Protection District, the City 
of Fort Collins provides PFA with certain professional, administrative and 
support services as described and as updated in the agreement from time 
to time.  Services may include: 

3.1.1.1 Human Resources – pension and deferred compensation plan 
administration, health and welfare benefits programs, wellness 
programs, training and development, job posting, pre-
employment drug testing, records management. 

3.1.1.2 Financial Services – payroll administration, accounting, banking 
and investing, risk management, purchasing, capital expansion 
fees, audits. 

3.1.1.3 Operation Services – Fleet, facilities 
3.1.1.4 Police Services – Dispatch 
3.1.1.5 Information Technology – Network administration, GIS, 

Voice/phone systems, server/storage administration 
3.1.1.6 Emergency Management 
3.1.1.7 Legal Services – as described   

 
3.1.2 The use of City provided support services as outlined in the IGA does not 

create or imply an employment relationship between any PFA employee 
and the City of Fort Collins. 
 

3.2 When to Contact Legal Counsel 
 

3.2.1   PFA employees must coordinate contacting contracted outside legal 
counsel or the City’s legal department with PFA Administration.  Legal 
counsel should be contacted under the following circumstances: 

3.2.1.1 To obtain information about laws that might apply to PFA 
operations (including federal and state laws and the City Charter 
and Code) and the interpretation and application of those laws. 

3.2.1.2 To seek advice as to whether a policy or proposed course of 
action is lawful and the legal implications of policies or proposed 
courses of action. 

3.2.1.3 To draft or review all contracts and agreements. 
3.2.1.4 To seek advice any time legal action is threatened, or potential 

liability suspected, against the PFA or its officials or employees.   
3.2.1.5 To review and interpret any legal papers, including requests under 

the Colorado Open Records Act, complaints, subpoenas, notices to 
appear or produce documents, court orders and stipulations. 
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without cause or notice, unless the employee has a specific written 
employment contract to the contrary signed both by the employee and 
the Fire Chief. 

 
4.3.3 Unclassified positions include the following: 

 
4.3.3.1 Unclassified Management – An unclassified management position 

is an authorized, budgeted position.  Such positions may be full-
time or part-time. Full-time, unclassified management employees, 
unless otherwise provided in a written agreement, are eligible for  
City/PFA-sponsored benefits, and part-time, unclassified 
management employees participate in City/PFA-sponsored 
benefits on a prorated basis, based upon the position’s designated 
FTE. 
 

4.3.3.2 Hourly Positions – An hourly position is a position which either 
works sporadically throughout the year on-call or as-needed, on 
average no more than 130 hours per month (29 hours per week), 
or on a scheduled basis, usually no more than 29 hours per week.  
Eligibility for medical insurance coverage will be determined in 
alignment with requirements of the Federal Patient Protection and 
Affordable Care Act.  Eligibility for leave benefits will be in 
accordance with state laws and regulations.   
 

4.3.3.3 Contractual – The PFA and an employee may enter into a written 
employment agreement.  Terms and conditions are specified in 
the agreement and may be different than those described in these 
rules and regulations.  Contractual positions supplement PFA’s 
regular work force for special projects of a limited duration, 
projects funded by grants or other funding sources, budgeted 
internships or as temporary replacements for other categories of 
employment. Employees in contractual positions may work full- or 
part-time and may be “exempt” or “non-exempt” depending on 
job duties. Contractual employees are eligible to participate in 
certain City/PFA-sponsored benefits according to the specific 
terms of their contracts but are ineligible to participate in 
City/PFA-sponsored pension, retirement and deferred 
compensation plans.  Eligibility for leave benefits will be in 
accordance with federal and state law. 

 
4.4 Exempt and Non-Exempt Employees 
 

4.4.1 Employees who qualify as administrative, executive or professional 
employees within the meaning of applicable FLSA laws are considered 
“exempt,” which means they are ineligible to earn overtime pay. 
Employees in exempt positions are expected to devote such time as may 
be necessary to accomplish the duties of their positions, including time 
outside normal business hours. 
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4.7 Accommodations for Candidates with Disabilities 
 

4.7.1 Upon request, the PFA will accommodate qualified applicants and 
employees with disabilities to ensure these individuals enjoy full access to 
equal employment opportunity, unless doing so would impose an undue 
hardship on the agency.  PFA will consider modifying tests and testing 
and selection procedures to reasonably accommodate applicants and 
employees with disabilities. Examples of such steps include but are not 
limited to providing sign-language interpreters during interviews for 
candidates with hearing impairments or providing braille versions of 
material or people to read aloud written tests for candidates with visual 
disabilities. 

 
4.8 Pre-Employment Testing 
 

4.8.1 Pre-employment and employment evaluations and tests used by the PFA 
are job related and administered equitably PFA determines tests or other 
evaluations required for any given position or category of positions. 

 
4.8.2 A variety of testing and selection procedures may be used before or after 

making a conditional job offer. Examples include but are not limited to 
reviews of experience and training, written examinations, skill tests, oral 
interviews, physical ability tests, screening for illegal drugs, post-offer 
background investigations, reference checks and other tests or selection 
procedures. PFA may limit testing to those applicants who meet or 
exceed a level of minimum or preferred qualifications or other job-related 
criteria based upon the job application or résumé. 

 
4.8.3 Applications for employment and hiring records may be subject to the 

requirements of the Colorado Open Records Act.  Any such requests 
should be directed to PFA Human Resources.  
 

 
4.9 Examination and Screening Processes for New Hires 
 

4.9.1 Applicants will be selected for the eligibility list based upon their 
qualifications as determined by examinations and/or other screening 
processes or combination of such processes, as determined at the 
discretion of the PFA. Examinations may include but are not limited to 
written tests, oral tests, physical ability tests, psychological assessments, 
medical examinations, and controlled substance and/or alcohol tests. 
Other types of screening processes include evaluation of past 
performance, references, education, training and/or experience. 
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4.12 Expiration of New Hire Lists 
 

4.12.1 When fewer than the required number of applicants are available for 
certification for a vacancy, the Fire Chief may require, before or after 
interviewing the available applicants, that a new eligibility list be 
established. The PFA will not fill the position until testing is completed, 
and a new eligibility list is established.  
 

4.13 Selection 
 

4.13.1 The most suitable and qualified candidate(s) based upon the results of 
testing, assessment, interviews, and screening will be offered 
employment with PFA. 

 
 
4.14 Pre-Employment, Post-Offer Controlled-Substance Testing 

 
4.14.1 PFA has a legitimate, work-related concern, based on overwhelming 

evidence that users of controlled substances who work in safety sensitive 
positions directly contribute significant risk to the safety, health, and 
welfare of others in the public and within the workplace.  To achieve this 
work-related interest, the PFA ensures those entrusted with safety 
sensitive duties have passed a pre-employment, controlled substance test 
once a conditional job offer is made.   

 
4.14.2 This pre-employment controlled-substance testing policy will apply to all 

applicants for positions designated by the PFA as safety sensitive.   
 

4.14.3 Additionally, this pre-employment controlled-substance testing policy 
applies to all applicants for volunteer assignments with the PFA when the 
volunteer assignment has been designated as safety sensitive for 
purposes of pre-employment controlled-substance testing by the PFA. 

 
4.14.4 In determining which positions should be designated as safety sensitive 

for the purposes of this subsection concerning pre-employment testing 
for controlled substances, PFA may consider, but is not limited to 
considering, the following job or volunteer duties: 

 
4.14.4.1 Care of custody of minors, elderly or other vulnerable populations. 
4.14.4.2 Operating a PFA vehicle, City vehicle or any other vehicle for PFA-

related business. 
4.14.4.3 Operating outdoor, motorized equipment or power tools. 
4.14.4.4 Working with electricity, hazardous materials, or chemicals. 
4.14.4.5 Directing vehicular or pedestrian traffic. 

 
4.14.5 The PFA requires that all applicants conditionally offered a safety 

sensitive position with the PFA undergo a test as directed by the PFA for 
those controlled substances specified in the Procedures for Transportation 
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4.18 Certification for Promoted Positions 
 

4.18.1 Positions will be filled based on the rank order of the eligibility list.  .   
 

 
4.19 Appointment to Promoted Positions 
 

4.19.1 Following PFA’s selection of a current classified employee for a classified 
position, the employee will complete a probationary period. At the end of 
the probationary period, if the individual has met the necessary 
performance-level criteria, PFA will confirm the appointment of the 
individual to the promoted position. (See “Probationary Periods” for more 
information.) 

 
4.20 Removal of Name from Promotion List or Deferral of Promotion 
 

4.20.1 An applicant’s name may be removed from an eligibility list under the 
following circumstances: 

 
4.20.1.1    At his or her request. 
4.20.1.2    If the applicant fails to maintain qualification or certification 

required for the promoted position. 
4.20.1.5    If the applicant is promoted to the position. 
4.20.1.6    If the applicant receives major discipline directing removal of   

his/her name from the eligibility list. 
4.20.1.7    If the applicant twice does not accept an offer for the position 

or a final interview. However, an applicant still may be 
considered for promotion if, prior to or during the final 
interview, he or she asks to delay promotional consideration 
due to special circumstances. (The final interview is the 
interview to determine offer of appointment.) These 
circumstances may include but are not limited to completing a 
college course or degree; responsibilities at his or her present 
job; pregnancy; or other personal matters. The applicant may 
decline a promotional offer or final interview if he or she has 
informed the PFA of the special circumstances and then may 
be reconsidered for the next final interview.  

4.20.1.8    If the applicant accepts an offer for the position but later 
withdraws such acceptance, regardless of whether the 
promotion has taken place. 

 
4.20.2 The applicant's eligibility expires for any of the above reasons or when 

that eligibility list expires. 
 

 
 

 

6.b

Packet Pg. 128

A
tt

ac
h

m
en

t:
 P

F
A

 E
m

p
lo

ye
e 

R
u

le
s 

an
d

 R
eg

u
la

ti
o

n
s 

Ja
n

 2
02

2 
U

p
d

at
e 

- 
F

in
al

 V
er

si
o

n
  (

11
13

9 
: 

C
o

n
si

d
er

at
io

n
 a

n
d

 P
o

ss
ib

le
 A

ct
io

n
 t

o
 A

d
o

p
t 

R
u

le
s





Page 27    Poudre Fire Authority Personnel Rules and Regulations  
                                      Revised 01/25/2022 

 

period be extended for a set period (not to exceed six months), 
accompanied by written documentation, or 

4.21.6.2 Recommend to the Division/Fire Chief the individual’s employment 
be terminated, or 

4.21.6.3 If a promotional or transfer employee is involved, recommend to 
the Division/Fire Chief that the employee be returned to a position 
in a lower pay grade for which that employee is qualified. 

 
4.21.7 This introductory period does not apply to classified employees returning 

from a leave of absence or classified employees who are temporarily 
transferred to another position, such as Bureau Firefighter, Assistant Fire 
Marshal, Training Division uniformed staff or other 40-hour uniformed 
firefighting staff.   

 
4.21.8 Pay increases may not be given to employees during the time they are on 

introductory or probationary status, whether they are new hires or were 
promoted or transferred, except with the pre-approval of the Fire Chief. (The 
exceptions are annual cost-of-living adjustments or pay increases within the 
employee’s job classification, provided job performance is satisfactory.) 

 
4.21.9 Unclassified employees do not serve an introductory period. For such 

employees, the employment relationship is with the mutual consent of the 
employee and the PFA, and may be terminated by either party at will, with or 
without consent or notice, at any time. 

 
4.22 Probationary Period 

 
4.22.1 Classified employees newly promoted, transferred, or demoted into another 

classified position serve a probationary period. Such employees may be 
terminated from employment only for cause even during the probationary 
period for the new position. The term “cause” is defined in these Rules and 
Regulations. 

 
4.22.2 The length of the classified probationary period is one year for uniformed 

personnel and six months for civilian employees who are transferred, 
promoted, or demoted.  This period may be lengthened or waived upon 
special circumstances with the approval of the Fire Chief. 

 
4.22.3 During the probationary period, the supervisor will meet with the employee 

on a quarterly basis to discuss the employee’s work performance. At the end 
of the probationary period, if the employee’s work performance has been 
satisfactory, the supervisor will notify PFA Administration that the employee 
has successfully completed the probationary period. Probationary status ends 
only after the employee is notified in writing and after the status change 
becomes effective at the beginning of the next pay period. 

 
4.22.4 If the employee’s work performance has not satisfactorily met performance-

level criteria during the probationary period, the supervisor will discuss that 
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4.24.4 Acting assignments do not guarantee a promotion should an opening occur 
during or after the temporary assignment. 

 
4.24.5 Administrative Policies explain the procedure for acting and interim 

appointment. For details, please reference the appropriate policies. 
 
4.25 Transfer 

 
4.25.1 A transfer is a lateral move to a different position in the same pay grade, 

without interruption of employment with PFA. 
 
4.26 Voluntary Transfers 

 
4.26.1 Employees may apply for a transfer by submitting a written request to PFA 

Administration either (1) prior to the time a vacant position is advertised or 
(2) after the time a vacant position is advertised but before the application 
deadline specified in the job announcement.  

 
4.26.2 The PFA will select for the vacant position, that person who is best able to 

perform the essential functions of the position, with or without reasonable 
accommodation, unless the PFA Human Resources Team, upon consultation 
with legal counsel, determines that PFA is obligated to offer the transfer to 
another person, pursuant to the provisions of the Americans With Disabilities 
Act (ADA) or other applicable law. The PFA is not required to seek outside 
applications if PFA determines an adequate pool of candidates exists within 
PFA’s current work force. 

 
4.26.3 If the employee’s pre-transfer wages were higher than the maximum rate for 

the new position, the employee’s compensation will be reduced to a point 
within the salary range of the new position based on the skill level of the 
employee in the new position. The PFA will assign transferred employees to 
the appropriate pay level. 

 
4.27 Involuntary Transfers 

 
4.27.1 The PFA may transfer employees at any time, with or without cause or the 

consent of the employee. Employees in classified positions, who have 
completed the introductory period may be entitled to a pre-decision hearing 
prior to transfer.  Examples of circumstances under which a transfer may 
occur with cause include, but are not limited to, unsatisfactory job 
performance, or corrective or disciplinary action. Examples under which a 
transfer may occur without cause include organizational changes or 
restructure, and changes in operational needs. When an employee is 
involuntarily transferred to a vacant position, the position does not need to 
be posted or advertised. 

 
4.27.2 In those situations in which an employee is involuntarily transferred to a 

position in a lower pay grade in order to implement an organizational change 
or restructure, the employee’s wages will be maintained at the pre-transfer 
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which the former employee is qualified is available at the time of the request 
for reinstatement. Additionally, such employees will be eligible only for entry 
level positions and must meet the minimum requirements and qualifications 
of the position, and successfully complete an introductory period. 
(Reinstatements are subject to all post-offer tests and screenings of an initial 
applicant.) 

 
4.29.3 Employees requesting reinstatement must file a letter of request with PFA 

Human Resources. If approved, salaries may be adjusted accordingly. 
 

4.29.4 The PFA may, at its discretion, give reinstatement applicants preference over 
outside applicants. Individuals may apply for reinstatement by submitting the 
appropriate application form either (1) prior to the time a vacant position is 
advertised or (2) after the time a vacant position is advertised but before the 
application deadline specified in the position announcement. PFA may, at its 
discretion, select a reinstatement applicant without advertising the vacant 
position. The organization is not obligated to give preference to or hire 
reinstatement applicants and may require a fitness-for-duty physical 
examination and successful completion of a PFA-approved fire training 
academy as part of the employment process. 

 
4.29.5 Employees who are reinstated are placed at a pay rate in the appropriate 

salary range for the job. Reinstated employees are considered new 
employees for the purpose of serving an introductory period and for benefits. 
Prior years of service are not credited when calculating longevity, vacation 
and other fringe benefits, including pension or retirement pay benefits, 
unless otherwise specified by written agreement, state or federal law, or 
pension plan requirements.  

4.30 Termination in Case of Operational Needs (Layoffs/Furloughs) 
 

4.30.1 Any PFA employee may be laid off or furloughed because of lack of work, 
lack of funds or change in PFA operations. Employees who are being laid off 
or furloughed will be given at least two weeks’ notice. The class, classes or 
job titles of employee(s) to be laid off will be determined by the Fire Chief.  
Classified employees who have completed the introductory period will be 
entitled to a pre-decision hearing prior to termination and to the appeal 
process in the event termination occurs.   

 
4.30.2 The Fire Chief will order layoffs of classified employees as follows: 

 
4.30.2.1 Introductory employees (original appointment). 

4.30.2.2 Employees with the least time in service with the PFA, based on 
the established seniority list.  

 
4.30.3 The PFA will attempt to place employees in other positions rather than laying 

them off. If funds are available, PFA may provide job placement services. 
Employees will be rehired with PFA in inverse order of layoffs if openings 
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following the PFA’s Personnel Rules and Regulations, Operational 
Directives, Policies or employment practices; not reporting for 
work when expected; or engaging in any type of misconduct or 
action inconsistent with the public trust. (Please also refer to the 
Conduct section in these Rules and Regulations.) In addition, 
cause for termination may also exist for reasons not related to job 
performance, such as operational needs, reorganization, 
elimination of positions or staff reduction. 

 
4.32.2 The employee’s final paycheck will be tendered to the employee in 

accordance with Colorado law.  This paycheck will include payment for any 
unused accrued vacation, prorated longevity pay or floating holiday leave. 
There is no payment for unused sick leave upon termination. 

 
4.33 Exit Interviews 

 
4.33.1 Employees who leave PFA employment are encouraged to participate in an 

exit interview with PFA Human Resources. This interview allows employees to 
express their views on the work environment, job requirements, operations, 
and training needs. It also provides employees with an opportunity to discuss 
issues concerning benefits and continuation of insurance coverage. 
Arrangements to receive final pay may also be made. Employees are 
encouraged to seek benefit exit information from the City of Fort Collins 
Human Resources Department 

 
4.34 Return of PFA Property 

 
4.34.1 Employees are required to return to their supervisors all PFA-furnished 

uniforms, personal protective equipment, tools, identification cards, keys, 
access cards/fobs, documents, and other equipment and materials on or 
before the final day of employment. Failure to return PFA property upon 
termination of employment may result in legal action against the employee 
and withholding of the value of the property from the final paycheck.  

 
PERSONNEL FILES 
 

4.35 Supervisors’ Documentation Files 
 

4.35.1 Poudre Fire Authority supervisors may maintain supervisory notes and files 
that can be used to document oral warnings, counseling, or performance. 
These files are maintained by the supervisor and are intended for their 
personal use and reference. A supervisor will formally document issues 
he/she has discussed with the employee when the notes relate to an oral 
counseling or oral warning.  Supervisors will then notify the employee that 
documentation has been placed in the supervisory file and provide a copy of 
such documentation to the employee upon request. Supervisory notes shall 
be kept secure. The information contained within the files can be shared with 
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4.37.3 If an employee believes information in his or her file is not accurate, the 

employee may submit a memorandum expressing the employee’s opinion 
and providing additional information. Supervisors may also add information to 
correct or update previous entries. After review of the memorandum from the 
employee, the Fire Chief may authorize the removal or replacement of 
documents found to be inaccurate. 

 
4.38 Inspection of Personnel File 

 
4.38.1 Employee personnel files are to be maintained as confidential files, within the 

limits of state and federal law, and may be reviewed by the individual 
employee, members of the employee’s chain of command including the direct 
supervisor and other more senior supervisors up to and including the Fire 
Chief, plus PFA Human Resources staff, the custodian of the record, and legal 
counsel.  Personnel files may also be reviewed by an appointed investigator 
in the course of an administrative investigation.  When a member of the 
employee’s chain of command examines the employee’s personnel file, a log 
of such review will be maintained within the individual personnel file.  

 
4.38.2 Employees wanting to review their personnel files may do so by making an 

appointment with the Division Chief, or PFA Human Resources staff.  Each 
employee and his or her supervisors may review all documents and 
information in the employee’s personnel file with the exception of confidential 
documents referenced in these Rules and Regulations. Employees and their 
supervisors may also receive copies of any or all contents of their personnel 
files. In addition, employees may provide written authorization for another 
named person or persons to inspect and receive copies of the applicable 
portions of their personnel files. 

 
4.39 Release of Personnel File Information 

 
4.39.1 By law, certain information about employees is confidential and cannot be 

made available to the public, whether or not it is contained in a formal 
personnel file. Poudre Fire Authority will follow applicable legal statutes 
regarding inspection of confidential and public information. 

 
4.39.2 Any questions about whether certain information or a particular document in 

the personnel file is confidential should be directed to the PFA Human 
Resources team. 

 
4.40 References and Requests for Information About Employees 

 
4.40.1 Upon receiving a signed, notarized release form from a former or current 

employee, supervisors may, at their discretion, provide oral references or 
letters of reference regarding employees. Supervisors are strongly 
encouraged to contact the PFA Human Resources team to discuss the 
content of the reference and drafts of such letters. Copies of any written 
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EMPLOYMENT OF FAMILY MEMBERS 
 

4.43 Limitation on Employment of Family Members 
 

4.43.1 The PFA prohibits the hiring, promotion, demotion or transfer of family 
members where a family member would: 

 
4.43.1.1 Directly exercise supervisory, appointment, salary determination, 

dismissal, or disciplinary authority over another family member, 
except during emergency operations. (Direct supervisor is defined 
as the employee’s supervisor who is responsible for giving the 
employee assignments and direction.) 

4.43.1.2 Audit, verify, receive, or be entrusted with monies received or 
handled by another family member. 

 
4.43.2 Any exceptions to the above situations require the approval of the Fire Chief. 

The Fire Chief may grant such exceptions upon his or her finding that the 
potential adverse effects of the conflict can be avoided through the 
implementation of reasonable safeguards and it is in the best interests of PFA 
to allow the employment of the family member. 

 
4.44 Definition of Family Member 

 
4.44.1 For purposes of this section, family member includes the following: the 

employee’s child, spouse, sibling, parent, grandparent or grandchild, 
including natural, step, in-law and foster relatives, whether or not those 
relatives are living in the employee’s home. Family member also includes civil 
union partners and domestic partners, which is defined as two people, both 
of whom are age 18 or older, neither of whom is married nor related by 
blood in a manner that would bar their marriage in the State of Colorado; 
who have a relationship of mutual support, caring and commitment, and 
each is the other’s sole domestic partner. 

 
4.45 Other Close, Personal Interest 

 
4.45.1 The PFA requires employees who have a personal or financial interest in any 

decision of the PFA, including employment decisions, to disclose such interest 
and to refrain from participating in or attempting to influence such a decision. 
Personal interest is defined as any interest by reason of which an officer or 
employee, or a family member of such officer or employee, would in the 
judgment of a reasonably prudent person, realize or experience some direct 
and substantial benefit or determinant different in kind from that experienced 
by the general public. The PFA defines financial interest as any interest 
equated with money or its equivalent. 

 
4.45.2 Employees with questions about any employment issues should contact the 

PFA Fire Chief, PFA Human Resourcesor PFA’s designated legal counsel. 

6.b

Packet Pg. 140

A
tt

ac
h

m
en

t:
 P

F
A

 E
m

p
lo

ye
e 

R
u

le
s 

an
d

 R
eg

u
la

ti
o

n
s 

Ja
n

 2
02

2 
U

p
d

at
e 

- 
F

in
al

 V
er

si
o

n
  (

11
13

9 
: 

C
o

n
si

d
er

at
io

n
 a

n
d

 P
o

ss
ib

le
 A

ct
io

n
 t

o
 A

d
o

p
t 

R
u

le
s





Page 39    Poudre Fire Authority Personnel Rules and Regulations  
                                      Revised 01/25/2022 

 

leaves the employ of the PFA and is subsequently rehired, it does 
not qualify as a transfer. 

5.3.2.4 Reclassifications – Reclassifications may result in a decision to 
upgrade, downgrade, or leave the position at the same level. non-
uniformed personnel will receive an increase determined by the 
Fire Chief. Supervisors will assign promoted employees to the 
appropriate performance level. 

 
5.4 Factors Affecting Pay 
 

5.4.1 Placement of a job within the Classified Employee Pay Plan is determined 
using current job duties, responsibilities, authority and minimum 
requirements. Job proficiency, required knowledge, certifications, skills 
and abilities may be considered when determining where to pay within a 
pay grade.  PFA pay practices include paying within the range, monitoring 
equity and wage compression 

 
5.5 Employee Performance Development 
 

5.5.1 PFA recognizes the value in having individual employees and teams 
aligned with organizational objectives and working to their greatest 
potential.  Performance Reviews/Previews are a tool used to clarify 
expectations, support growth and development, establish goals and 
evaluate progress.  Formal Reviews/Previews will be conducted annually 
for all classified employees, unclassified management employees and 
contractual employees.  These will be conducted and documented 
according to a process established by the Fire Chief.   
 

5.5.2 Quarterly evaluations will be held in the following instances: 
 

5.5.2.1 Employees in their introductory period. 
5.5.2.2 Employees who have been transferred or demoted due to job 

performance. 
 

5.5.3 Additional frequent performance discussions and coaching sessions 
between employees and their supervisors are encouraged and may be 
requested in the interim by supervisors or employees. 
 

5.5.4 Documentation of Reviews/Previews will be placed in the employee’s 
personnel file. 
 

5.5.5 Employees may submit grievances regarding their performance-level 
assignment or Performance Review/Preview results according to the 
grievance procedures described in these Rules and Regulations or any 
current collective bargaining agreement. 
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5.7.2 PFA pays employees according to information entered on electronic “time 
sheets” submitted every other week. The organization distributes 
paychecks via direct deposit or an electronic pay card to employees every 
other Friday. If the payday falls on a holiday observed by financial 
institutions and PFA, employees will be paid on the preceding business 
day.  

 
5.7.3 PFA uses a 24-day FLSA work cycle to calculate overtime pay overtime for 

non-exempt, uniformed shift personnel; for more information on overtime 
pay, see Administrative Policy 2 - “Overtime and Rates of Pay”. 

 
5.8 Working Hours 
 

5.8.1 PFA’s standard workweek for payroll purposes begins at midnight Monday 
(00:00 hour) and ends at 11:59 p.m. the following Sunday (23:59 hours). 
Work schedules for employees are established within this framework. A 
normal work schedule for most non-exempt administrative employees is 
an eight-hour day from 8 a.m. to 5 p.m. Monday through Friday, with a 
one-hour unpaid meal period per day. Alternative schedules for 40-hour 
employees which still meet the requirements of FLSA may be established 
by the employee’s supervisor, in consultation with the PFA Human 
Resources team. 

 
5.8.2 Various factors, such as workloads, service hours, operational efficiency, 

and staffing needs, may require variations in an employee’s starting and 
quitting times, and total hours worked each day or each week. 
Supervisors will establish employees’ work schedules. Employees may be 
required to work overtime hours, in addition to normally scheduled hours, 
whenever necessary. 

 
5.8.3 Non-exempt shift personnel work an average of 56 hours per workweek. 

Shifts are 24 hours, beginning at 8 a.m. and ending at 8 a.m. the next 
day. Shift personnel are paid overtime for all hours worked in excess of 
182 hours per Fair Labor Standards Act 24-day cycle; for every extra hour 
worked, they are paid 1 hour at their straight-time rate and 0.5 hour of 
their PFA-adjusted overtime rate. 

 
5.9 Call-Out and Call-Back Time 
 

5.9.1 Non-exempt employees who are called out to an emergency scene or 
asked to return to work from home or another non-work location must 
have a minimum of two hours of work time recorded in their electronic 
pay records even if they do not work two hours. If the work extends 
beyond the two-hour minimum, non-exempt employees must record all 
time actually worked. Additional call-outs received while an employee is 
at an emergency scene or traveling to or from an emergency scene are 
considered a continuation of the initial call-out. Only after an employee 
has left the emergency scene will a subsequent call-out qualify for the 
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sexually erotic theme.  
6.2.1.28 Violation of any PFA rule, regulation, policy, procedure or 

directive. 
6.2.1.29 Behavior or actions that bring discredit to PFA. 

 
6.2.2 Employees may be disciplined or terminated for conduct different from or 

in addition to the types of misconduct discussed above, and except for 
employees in classified positions who have completed their introductory 
period, all employees may be terminated at will, with or without cause or 
notice, at any time. 

 
6.2.3 Questions about performance expectations should be directed to each 

employee’s supervisor. Questions about employment policies or 
misconduct that could lead to discipline or termination of employment 
should be directed to a Battalion or Division Chief, or PFA Human 
Resources.   

 
6.3 Reporting Criminal Charges and Loss of Driver’s License 

 
6.3.1 All employees who are charged with the following offenses or change of 

status to their driver’s license, whether the alleged offense occurred on-
duty or off-duty, must promptly report the charges to their supervisors: 

 
6.3.1.1 Any felony offense. 
6.3.1.2 Any non-traffic misdemeanor offense. 
6.3.1.3 A traffic offense of driving while license denied, suspended, or 

revoked. 
6.3.1.4 A traffic offense of eluding or attempting to elude a police officer. 
6.3.1.5 A traffic offense of hit and run, or leaving the scene of an 

accident, or failure to give notice, information, aid and/or report 
to police when involved in an accident resulting in injury to, 
serious bodily injury to or death of any person or damage to a 
vehicle. 

 
6.3.2 In addition, all employees whose job involves driving any vehicle (PFA 

vehicle, City vehicle or any other vehicle for PFA-related business) and 
who are charged with any of the following offenses, whether the incident 
occurred on-duty or off-duty, must promptly report the charges to their 
immediate supervisor: 

 
6.3.2.1 Driving under the influence of intoxicating liquor and/or drugs or 

driving while impaired by intoxicating liquor and/or drugs, or 
driving with excessive alcoholic content, or driving with ability 
impaired. 

6.3.2.2 Speed contest. 
6.3.2.3 Reckless driving. 
6.3.2.4 Suspension or revocation of driver’s license for any reason. 
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offices and buildings, and not using a PFA or City vehicle, equipment or 
other resources) to participate fully in any public affairs, except as 
otherwise prohibited in these Rules and Regulations, or in state law. The 
following are examples, but not an exhaustive list, of specific political 
activities that employees may engage in, subject to the restrictions 
above: 

 
6.4.3.1 Display a political picture, sticker, badge, button or sign. 
6.4.3.2 Sign political petitions as an individual. 
6.4.3.3 Express an opinion as an individual, privately and publicly, on 

political subjects and candidates. 
6.4.3.4 Take an active part in a campaign, solicit contributions and votes, 

donate personal time and money, and hand out literature with 
regard to candidates for an office. Contributions include any gift, 
subscription, loan, advance, deposit of money, allotment of money 
or anything of value, given or transferred by one person to 
another, including cash, check, draft, payroll deduction or 
allotment plan, pledge or promise, whether enforceable or 
otherwise. 

6.4.3.5 Be politically active in connection with matters such as a 
constitutional amendment, referendum, initiative, ballot issue, 
approval of a municipal ordinance or any other questions or issues 
of a similar character. 

 
6.5 Definitions Specific to Political Activity 

 
6.5.1 For purposes of the PFA Rules and Regulations regarding political activity, 

the following definitions apply: 
6.5.1.1 Political activity – Any act or statement supporting or opposing 

any candidate, legislation, constitutional amendment, or any 
petition addressed to any government agency, or official or the 
circulation of any such petition. A political activity does not 
include:  

6.5.1.1.1 Registering to vote or voting in any election;  
6.5.1.1.2 Any act or statement supporting or opposing any legislation, 

constitutional amendment or any petition addressed to any 
government agency or official, when such act is done or 
statement is made by a management employee authorized by 
the Fire Chief to express the PFA’s official position; or  

6.5.1.1.3 Any statement which recommends supporting or opposing any 
legislation, constitutional amendment, or any petition 
addressed to any government agency or official, when such 
statement is made by an employee in the course of the 
employee’s employment to aide PFA management in 
formulating an official PFA position. 

6.5.1.1.4 PFA has granted the firefighters' union the ability to meet on 
PFA property for the purpose of carrying out union business.  
Under this exception, an employee is permitted to take a 
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6.8.4 The Division Chief or PFA Human Resources will promptly investigate all 
reports of complaints of threats or violence as confidentially as possible 
and recommend appropriate action.  The PFA may, at its discretion, 
initiate the involvement of law enforcement personnel when appropriate. 
The PFA prohibits retaliation in any manner against anyone making a 
complaint of threats or violence in violation of this policy. 

6.8.5 Any questions concerning this policy should be directed to a Division Chief 
or PFA Human Resources. 

 
CONFLICT OF INTEREST 
 
6.9 Financial and Personal Conflict of Interest Prohibited 
 

6.9.1 Every employee of PFA is responsible for conserving public resources, 
funds, and materials. Employees must uphold the public trust and their 
conduct must be compatible with the best interests of PFA. 

 
6.9.2 No employee may use her or his position with the PFA for private gain or 

to give preferential treatment to any person or entity. Employees must 
maintain impartiality at all times when conducting PFA business. 
Employees must abide by all rules of conduct concerning conflict of 
interest, including but not limited to the following provisions: 

 
6.9.2.1 If an employee exercises any decision-making authority 

concerning a sale to the PFA of goods or services, or has any 
supervisory authority over service to be provided to the PFA under 
a contract for services, then neither that employee nor his or her 
family member may have a financial interest in that sale to, or 
contract with, the PFA. 

6.9.2.2 No employee will, directly or indirectly, purchase any real or 
personal property from the PFA except such property as is offered 
for sale at an established price, and not by bid or auction, on the 
same terms and conditions as to the general public. 

6.9.2.3 No employee will attempt to influence or participate in any official 
capacity in any decision of a public body to which she/he makes 
recommendations when the employee or her/his family member 
has a financial or personal interest in the decision. In addition to 
refraining from participation, the employee will disclose her/his 
interest in writing. For definition of family member for purposes of 
this section, see Section 4.50. 

 
6.9.3 Any questions about such provisions or reports of possible conflict of 

interest should be directed to the Fire Chief or PFA Human Resources. 
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RESTRICTION ON SOLICITATION 
  
6.18  Non-PFA Employees 
 

6.18.1  In order to avoid disruption of PFA operations, individuals who are not 
employed by the PFA may not distribute literature, products, or services 
to, or solicit from, PFA employees during such employees’ working time 
for any purpose. 

 
6.19  PFA Employees 
  

6.19.1 To avoid disruption of PFA operations, PFA employees during working 
time may not solicit or distribute literature, products, or services for any 
purpose. 

 
6.19.2  PFA recognizes, however, that during non-working time, employees may 

wish to advertise and sell personal items like cookies, cosmetics, pets, 
and other goods and services on a limited basis. As a general rule, 
employees may not solicit or distribute literature at any time for any 
purpose in working areas, with the following exceptions: 

 
6.19.2.1    Divisions may, at their discretion, designate a public bulletin board 

for employees to post personal advertisements and 
announcements. 

6.19.2.2    Employees may make personal announcements and advertise the 
sale of goods and services on the computerized public notice 
board or other such electronic communication systems provided 
by PFA for such purposes. Announcements and advertisements 
must be in conformance to established rules and contain no 
unlawful, discriminatory, harassing, untruthful, misleading, or 
offensive matters. (See also PFA Administrative Policies regarding 
personal use of computers and other equipment and supplies.) 

 
6.19.3  For purposes of this section, “working time” includes the working time of 

the employee doing the soliciting or distributing and the employee to 
whom the soliciting or distributing is being directed. Working time does 
not include break periods, meal periods or any other specified periods 
during the workday when employees are not engaged in performing their 
job functions. 

 
SAFETY 
 
6.20  General 
 

6.20.1  The Poudre Fire Authority’s objective is to ensure every PFA employee a 
safe and healthy working environment. PFA is responsible for: 
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7.4.2 Prior to an employee’s treatment, PFA and the employee will enter into 
an agreement detailing the conditions of the employee’s return to work. 
This agreement will be a “last chance” agreement; any further positive 
test will lead to termination. The PFA will cover the cost of testing and 
any other costs that are outlined in the agreement.  

7.4.3 Periodic reports will be submitted to the PFA on the employee’s progress. 
The employee will be granted administrative leave to attend any required 
meetings. Failure to submit to rehabilitation testing, when required, or to 
complete any treatment program as prescribed may be grounds for 
dismissal or other disciplinary action. 

7.4.4 The PFA reserves the right to require an employee to take a leave of 
absence from employment, pending evaluation and treatment at any time 
when the employee’s ability to perform his/her job appears to be affected 
by a drug or alcohol abuse problem. 

7.4.5 The above policy applies only to classified employees who have 
completed the original introductory period. Introductory employees 
(original hire) may be terminated at any time they are suspected to be 
abusing drugs or alcohol, as demonstrated through impaired job 
performance, or are found to be using controlled substances or alcohol 
on-duty. 

7.4.6 Information concerning any employee’s testing, evaluation or treatment 
for drug and/or alcohol abuse will be made available only to the 
employee, the employee’s supervisor, the Battalion/Division Chief  
involved, if any, the PFA Human Resources Managerator and the Fire 
Chief, except as otherwise required by law. Any records pertaining to a 
possible drug and/or alcohol problem, or testing, evaluation or treatment 
relating to such a problem, will be kept by the Division or Fire Chief and 
the PFA Human Resources and Policy Office in a separate file from the 
employee’s personnel file. 
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pay grade results from loss of state certification or tech rating, or 
for performance deficiencies or disciplinary reasons. 
 

8.8 Major Discipline 
 

8.8.1 Major disciplinary action is considered appropriate when an employee 
repeatedly violates PFA conduct expectations, or if an offense is so 
egregious as to warrant immediate suspension, demotion, or termination, 
even in the absence of prior discipline. 

 
Major discipline consists of suspension, involuntary transfer to a position 
in a lower pay grade, demotion, termination, and removal of name from 
promotional eligibility list for disciplinary reasons. 

 
8.8.2 Details regarding types of major disciplinary action include the following: 

 
8.8.2.1 Reduction in pay within a pay grade – A reduction in pay within a 

pay grade resulting from loss of state certification or tech rating, 
or for performance deficiencies or disciplinary reasons. 

8.8.2.2 Suspension - A suspension is a period of time without pay and 
most frequently occurs if the employee has failed to take 
corrective action in response to a written warning. However, a 
suspension may be the initial disciplinary action for more serious 
violations. The suspension will be in writing and will state the 
reason for and length of suspension. 

8.8.2.3 Involuntary transfer to a position in a lower pay grade – An 
involuntary transfer to a position in a lower pay grade may occur 
when the PFA deems it necessary to implement an organizational 
change or restructure. While not intended to be disciplinary or 
corrective in nature, the effect upon the employee can be 
substantial. This action is listed in this disciplinary section only for 
the purpose of affording eligible employees the opportunity for 
review as described hereafter. 

8.8.2.4 Demotion - A demotion is an involuntary change to a position in a 
lower pay grade based on unsatisfactory performance, or 
corrective or disciplinary action. A Division Chief may demote an 
employee for such time as necessary to improve job performance 
or acquire necessary job qualifications. The duration of such 
demotion may be either definite or indefinite, as dictated by 
circumstances. An employee demoted for an indefinite period may 
progress within the appropriate pay range like any other 
employee, based upon job performance. 

8.8.2.5 Termination - Termination is dismissing the employee from 
employment with the PFA and is the action taken for severe or 
uncorrected offenses. A Division Head may impose termination.  
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welfare of others in the public and within the workplace.  To achieve this 
work-related interest, the PFA ensures those entrusted with safety 
sensitive duties have passed a pre-employment, controlled substance test 
once a conditional job offer is made.   

 
4.32.2 This pre-employment controlled-substance testing policy will apply to all 

applicants for positions designated by the PFA as safety sensitive.   
 

4.32.3 Additionally, this pre-employment controlled-substance testing policy 
applies to all applicants for volunteer assignments with the PFA when the 
volunteer assignment has been designated as safety sensitive for 
purposes of pre-employment controlled-substance testing by the PFA. 

 
4.32.4 In determining which positions should be designated as safety sensitive 

for the purposes of this subsection concerning pre-employment testing 
for controlled substances, PFA may consider, but is not limited to 
considering, the following job or volunteer duties: 

 
4.32.4.1 Care of custody of minors, elderly or other vulnerable populations. 
4.32.4.2 Operating a PFA vehicle, City vehicle or any other vehicle for PFA-

related business. 
4.32.4.3 Operating outdoor, motorized equipment or power tools. 
4.32.4.4 Working with electricity, hazardous materials, or chemicals. 
4.32.4.5 Directing vehicular or pedestrian traffic. 

 
4.32.5 The PFA requires that all applicants conditionally offered a safety 

sensitive position with the PFA undergo a test as directed by the PFA for 
those controlled substances specified in the Procedures for Transportation 
Workplace Drug Testing Programs (49 CFR Part 40) and provide the test 
sample to an approved collection location within 48 hours of receiving the 
conditional offer of employment. Job applicants shall be notified of this 
requirement at the time of application or as soon thereafter as practical. 

 
4.32.6 Applicants must sign a PFA-approved consent form. 
 
4.32.7 Refusal to consent to the test, failure to provide the test sample as 

required above, tampering with or adulterating a sample required for the 
test or having a confirmed positive test shall disqualify the applicant from 
employment in a safety sensitive position for a period of six months from 
the date of refusal, failure to provide the sample or testing, whichever is 
applicable.  

 
4.32.8 If the applicant has commenced employment with PFA pending the 

receipt of the test results, the receipt of a confirmed positive test shall 
be grounds for termination of employment. 
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4.25 Removal of Name from Promotion List or Deferral of Promotion 
 

4.25.1 An applicant’s name may be removed from an eligibility list under the 
following circumstances: 

 
4.25.1.1    At his or her request. 

4.35 4.25.1.2    If the applicant fails to maintain qualification or certification required 
for the promoted position. 

4.25.1.5    If the applicant is promoted to the position. 
4.25.1.6    If the applicant receives major discipline directing removal of   

his/her name from the eligibility list. 
4.25.1.7    If the applicant twice does not accept an offer for the position 

or a final interview. However, an applicant still may be 
considered for promotion if, prior to or during the final 
interview, he or she asks to delay promotional consideration 
due to special circumstances. (The final interview is the 
interview to determine offer of appointment.) These 
circumstances may include but are not limited to completing a 
college course or degree; responsibilities at his or her present 
job; pregnancy; or other personal matters. The applicant may 
decline a promotional offer or final interview if he or she has 
informed the PFA of the special circumstances and then may 
be reconsidered for the next final interview.  

4.25.1.8    If the applicant accepts an offer for the position but later 
withdraws such acceptance, regardless of whether the 
promotion has taken place. 

 
4.25.2 The applicant's eligibility expires for any of the above reasons or when 

that eligibility list expires. 
 

.  
 
INTRODUCTORY and PROBATIONARY PERIODS   
 

4.41       Introductory Period  
 

4.41.1 New hires into classified positions serve a designated introductory period.  
This applies to employees who were not previously employed by the PFA and 
employees who were previously employed in unclassified hourly, temporary, 
or contractual positions. During the introductory period, employment is with 
the mutual consent of the newly hired employee in the classified position and 
the PFA. Accordingly, either the employee or the PFA may terminate the 
employment relationship at will, with or without cause or notice, during the 
introductory period. 

 
4.41.2 Employees must successfully complete an introductory period, whether they 

are newly hired classified employees, have been reinstated or have assumed 
the job through promotion, demotion or transfer which results in a change in 
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4.46.2 The PFA will select for the vacant position, that person who is best able to 

perform the essential functions of the position, with or without reasonable 
accommodation, unless the PFA Human Resources Team, upon consultation 
with legal counsel, determines that PFA is obligated to offer the transfer to 
another person, pursuant to the provisions of the Americans With Disabilities 
Act (ADA) or other applicable law. The PFA is not required to seek outside 
applications if PFA determines an adequate pool of candidates exists within 
PFA’s current work force. 

 
4.46.3 If the employee’s pre-transfer wages were higher than the maximum rate for 

the new position, the employee’s compensation will be reduced to a point 
within the salary range of the new position based on the skill level of the 
employee in the new position. The PFA will assign transferred employees to 
the appropriate pay level. 

 
4.47 Involuntary Transfers 

 
4.47.1 The PFA may transfer employees at any time, with or without cause or the 

consent of the employee. Employees in classified positions, who have 
completed the introductory period may be entitled to a pre-decision hearing 
prior to transfer.  Examples of circumstances under which a transfer may 
occur with cause include, but are not limited to, unsatisfactory job 
performance, or corrective or disciplinary action. Examples under which a 
transfer may occur without cause include organizational changes or 
restructure, and changes in operational needs. When an employee is 
involuntarily transferred to a vacant position, the position does not need to 
be posted or advertised. 

 
4.47.2 In those situations in which an employee is involuntarily transferred to a 

position in a lower pay grade in order to implement an organizational change 
or restructure, the employee’s wages will be maintained at the pre-transfer 
rate for a period of six calendar months from the effective date of the 
transfer. Thereafter, the employee’s compensation will be reduced to a point 
within the salary range of the new position based on the skill or performance 
level of the employee in the new position. This pay step-down provision will 
not be applicable to voluntary transfers granted at the request of the 
employee, demotions, or termination in case of operational needs (layoffs). 

 
4.47.3 Administrative Policies explain the procedures for voluntary and involuntary 

selection for positions. For details, please reference the appropriate policies. 

4.48 Demotion  
 

4.48.1 A demotion is an involuntary reassignment to a position in a lower pay grade 
based on unsatisfactory job performance, or corrective action or disciplinary 
action. On the effective date of the demotion, the employee will ordinarily 
begin to receive wages within the salary range of the new position. If the 
employee’s pre-demotion wages were above the salary range for the new 
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reinstatement applicants and may require a fitness-for-duty physical 
examination and successful completion of a PFA-approved fire training 
academy as part of the employment process. 

 
4.49.5 Employees who are reinstated are placed at a pay rate in the appropriate 

salary range for the job. Reinstated employees are considered new 
employees for the purpose of serving an introductory period and for benefits. 
Prior years of service are not credited when calculating longevity, vacation 
and other fringe benefits, including pension or retirement pay benefits, 
unless otherwise specified by written agreement, state or federal law, or 
pension plan requirements.  

4.50 Termination in Case of Operational Needs (Layoffs/Furloughs) 
 

4.50.1 Any PFA employee may be laid off or furloughed because of lack of work, 
lack of funds or change in PFA operations. Employees who are being laid off 
or furloughed will be given at least two weeks’ notice. The class, classes or 
job titles of employee(s) to be laid off will be determined by the Fire Chief.  
Classified employees who have completed the introductory period will be 
entitled to a pre-decision hearing prior to termination and to the appeal 
process in the event termination occurs.   

 
4.50.2 The Fire Chief will order layoffs of classified employees as follows: 

 
4.50.2.1 Introductory employees (original appointment). 

4.50.2.2 Employees with the least time in service with the PFA, based on 
the established seniority list.  

 
4.50.3 The PFA will attempt to place employees in other positions rather than laying 

them off. If funds are available, PFA may provide job placement services. 
Employees will be rehired with PFA in inverse order of layoffs if openings 
occur within his/her job classification within a year of layoff.  The Fire Chief 
may, at his/her discretion, extend the rehire period beyond a year to a 
maximum of three years and/or waive introductory periods. 

4.51  Termination of Employment by Employee (Resignation) 
 

4.51.1 The PFA requests a minimum of two weeks’ notice when employees desire to 
terminate their employment with the PFA. Notice consists of submitting a 
written letter of resignation to the Fire Chief. If proper notice is not given, 
the employee may be subject to forfeiture of the reinstatement benefit. 

 
4.51.2 Immediately upon receiving a resignation notice, the PFA will complete a 

Separation Form giving the effective date of such resignation and will submit 
the form and letter of resignation to the City Payroll and Human Resources 
Department. Prior to the employee’s last working day, he/she is asked to 
schedule an exit interview with PFA Human Resources and seek benefit exit 
information from the City of Fort Collins Human Resources Department.  
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4.64.1 For purposes of this section, family member includes the following: the 
employee’s child, spouse, sibling, parent, grandparent or grandchild, 
including natural, step, in-law and foster relatives, whether or not those 
relatives are living in the employee’s home. Family member also includes civil 
union partners and domestic partners, which is defined as two people, both 
of whom are age 18 or older, neither of whom is married nor related by 
blood in a manner that would bar their marriage in the State of Colorado; 
who have a relationship of mutual support, caring and commitment, and 
each is the other’s sole domestic partner. 

 
4.65 Other Close, Personal Interest 

 
4.65.1 The PFA requires employees who have a personal or financial interest in any 

decision of the PFA, including employment decisions, to disclose such interest 
and to refrain from participating in or attempting to influence such a decision. 
Personal interest is defined as any interest by reason of which an officer or 
employee, or a family member of such officer or employee, would in the 
judgment of a reasonably prudent person, realize or experience some direct 
and substantial benefit or determinant different in kind from that experienced 
by the general public. The PFA defines financial interest as any interest 
equated with money or its equivalent. 

 
4.65.2 Employees with questions about any employment issues should contact the 

PFA Fire Chief, PFA Human Resourcesor PFA’s designated legal counsel. 
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a polygraph can be used. Once the Fire Chief or his/her representative 
and the employee have approved polygraph use, the following conditions 
will apply: 

 
6.25.2.1  The PFA will not use the results of the polygraph against the 

employee in a later criminal proceeding. 
6.25.2.2  The PFA will not discipline employees for refusal to submit to the 

polygraph. However, the results of any such examination taken by 
the employee may be considered in making a decision regarding 
disciplinary proceedings, up to and including termination, of the 
employee. 

6.25.2.3 Questions asked of the employee that are used to make decisions 
on the employee’s involvement will relate specifically to the 
performance of official duties. 

6.25.2.4  In submitting to polygraph examination, an employee will not be 
required to waive his or her right to not have responses used 
against them in any subsequent criminal proceedings. 

6.25.2.5  The results of the polygraph will be used internally and not shared 
with an outside company or agency, except with the consent of 
the employee, in disciplinary proceedings, or as required by 
judicial process. 
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9.4.2 Prior to an employee’s treatment, PFA and the employee will enter into 
an agreement detailing the conditions of the employee’s return to work. 
This agreement will be a “last chance” agreement; any further positive 
test will lead to termination. The PFA will cover the cost of testing and 
any other costs that are outlined in the agreement.  

9.4.3 Periodic reports will be submitted to the PFA on the employee’s progress. 
The employee will be granted administrative leave to attend any required 
meetings. Failure to submit to rehabilitation testing, when required, or to 
complete any treatment program as prescribed may be grounds for 
dismissal or other disciplinary action. 

9.4.4 The PFA reserves the right to require an employee to take a leave of 
absence from employment, pending evaluation and treatment at any time 
when the employee’s ability to perform his/her job appears to be affected 
by a drug or alcohol abuse problem. 

9.4.5 The above policy applies only to classified employees who have 
completed the original introductory period. Introductory employees 
(original hire) may be terminated at any time they are suspected to be 
abusing drugs or alcohol, as demonstrated through impaired job 
performance, or are found to be using controlled substances or alcohol 
on-duty. 

9.4.6 Information concerning any employee’s testing, evaluation or treatment 
for drug and/or alcohol abuse will be made available only to the 
employee, the employee’s supervisor, the Battalion/Division Chief  
involved, if any, the PFA Human Resources Managerator and the Fire 
Chief, except as otherwise required by law. Any records pertaining to a 
possible drug and/or alcohol problem, or testing, evaluation or treatment 
relating to such a problem, will be kept by the Division or Fire Chief and 
the PFA Human Resources and Policy Office in a separate file from the 
employee’s personnel file. 
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deprivation hearing or other disciplinary decision. 
10.5.1.3 To protect the employee. 
10.5.1.4 To protect the public. 
10.5.1.5 To protect other PFA employees or property in the workplace. 
10.5.1.6 To further any other work-related or business-related purpose.  

 
10.5.2 The Division Chief or Fire Chief may grant or require administrative leave 

for an indefinite period of time. The Battalion Chief or supervisor may 
grant or require up to three shifts of administrative leave for shift 
personnel or five days for 40-hour employees. The Captain or Acting 
Captain or first-line supervisor may grant or require the use of 
administrative leave for the remainder of a shift or work day, and the 
Company Officer, Acting Company Officer or first-line supervisor must 
immediately notify his/her Battalion Chief of this action. 
 

10.5.3 An employee who is the subject of an administrative investigation will be 
formally notified by a supervisor, Battalion Chief, Division Head, or PFA 
Human Resources team member of placement on administrative leave as 
soon as practical after such a decision has been made, unless such notice 
would compromise evidence in the investigation, or if such notice would 
pose a danger to the department or the public, as determined by a 
Division Chief or Human Resources team member.  The employee will be 
notified either in person, by phone call or in writing prior to being placed 
on “AL” in the Telestaff scheduling system.  Oral notification will be 
followed by a written notification, either via electronic mail or written 
copy.  The employee will be notified of the reason for the placement on 
administrative leave, so long as the notice provided will not compromise 
the integrity of the investigation. 

 
10.5.4 An employee placed on paid administrative leave must remain available 

during normal business hours for call-back work or have approval from a 
Division Head to be unavailable on scheduled leave. 

 
10.5.5 The use of administrative leave during an investigation should be limited 

to the amount of time needed to make inquiries or investigate the matter, 
or to protect the employee, the public, other employees, or property. The 
employee will be provided an estimated completion date for the end of an 
administrative investigation.  Notice of any changes in the expected 
completion date of an investigation will be provided as they occur. 

 
10.5.6 Administrative leave with pay is not considered disciplinary action, nor is 

it a sign that the employee has been found to be guilty of offenses 
warranting discipline. 

 
10.5.7 For more details on administrative leave, see PFA Leave Policies.  
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pay grade results from loss of state certification or tech rating, or 
for performance deficiencies or disciplinary reasons. 
 

10.8 Major Discipline 
 

10.8.1 Major disciplinary action is considered appropriate when an employee 
repeatedly violates PFA conduct expectations, or if an offense is so 
egregious as to warrant immediate suspension, demotion, or termination, 
even in the absence of prior discipline. 

 
Major discipline consists of suspension, involuntary transfer to a position 
in a lower pay grade, demotion, termination, and removal of name from 
promotional eligibility list for disciplinary reasons. 

 
10.8.2 Details regarding types of major disciplinary action include the following: 

 
10.8.2.1 Reduction in pay within a pay grade – A reduction in pay within a 

pay grade resulting from loss of state certification or tech rating, 
or for performance deficiencies or disciplinary reasons. 

10.8.2.2 Suspension - A suspension is a period of time without pay and 
most frequently occurs if the employee has failed to take 
corrective action in response to a written warning. However, a 
suspension may be the initial disciplinary action for more serious 
violations. The suspension will be in writing and will state the 
reason for and length of suspension. 

10.8.2.3 Involuntary transfer to a position in a lower pay grade – An 
involuntary transfer to a position in a lower pay grade may occur 
when the PFA deems it necessary to implement an organizational 
change or restructure. While not intended to be disciplinary or 
corrective in nature, the effect upon the employee can be 
substantial. This action is listed in this disciplinary section only for 
the purpose of affording eligible employees the opportunity for 
review as described hereafter. 

10.8.2.4 Demotion - A demotion is an involuntary change to a position in a 
lower pay grade based on unsatisfactory performance, or 
corrective or disciplinary action. A Division Chief may demote an 
employee for such time as necessary to improve job performance 
or acquire necessary job qualifications. The duration of such 
demotion may be either definite or indefinite, as dictated by 
circumstances. An employee demoted for an indefinite period may 
progress within the appropriate pay range like any other 
employee, based upon job performance. 

10.8.2.5 Termination - Termination is dismissing the employee from 
employment with the PFA and is the action taken for severe or 
uncorrected offenses. A Division Head may impose termination.  

 
 
 

6.b

Packet Pg. 226

A
tt

ac
h

m
en

t:
 P

F
A

 E
m

p
lo

ye
e 

R
u

le
s 

an
d

 R
eg

u
la

ti
o

n
s 

Ja
n

 2
02

2 
U

p
d

at
e 

- 
F

in
al

 V
er

si
o

n
  (

11
13

9 
: 

C
o

n
si

d
er

at
io

n
 a

n
d

 P
o

ss
ib

le
 A

ct
io

n
 t

o
 A

d
o

p
t 

R
u

le
s









Page 127    Poudre Fire Authority Personnel Rules and Regulations  
                                      Revised 01/25/2022 

 

Resources Manager. Such notice must be submitted within 10 
regular working days of the employee’s receipt of the written 
findings. 

10.17.1.4 Within five regular working days of its receipt of written notice, 
the Fire Chief, Division Chief or PFA Human Resources Manager 
will assign the grievance to an investigator. The investigator may 
be someone within the PFA organization or a person not affiliated 
with the PFA. The investigator’s role is that of a neutral party, to 
act as a fact finder and to advise the Fire Chief. The investigator 
will utilize people with the appropriate technical expertise to assist 
in the fact finding when needed. The technical expertise will be 
identified to the employee and his/her representative(s). If the 
employee wants a specific person to be assigned as investigator, 
the employee should make that known to the PFA Human 
Resources Manager and the Fire Chief. In the event the employee 
and PFA Human Resources Manager do not agree on the selection 
of an investigator, the Fire Chief will make the final decision. If 
the grievance is against an action taken by the PFA Human 
Resources Manager, the Fire Chief will assign the role of 
investigator to someone outside the PFA Human Resources and 
Policy Office. 

10.17.1.5 Upon receipt of the grievance, the investigator has 15 regular 
working days in which to research, discuss the grievance with all 
parties and make a written report and recommendation to the Fire 
Chief. Copies of the investigator's report also will be forwarded to 
the employee, the employee’s representative(s) (if any), the 
affected Division Chief, PFA Human Resources Manager and the 
PFA legal counsel.  

10.17.1.6 Within 10 regular working days of the Fire Chief’s receipt of the 
investigator’s report, the Fire Chief will render a decision in writing 
to all concerned parties. The Fire Chief may make the decision 
based on the report compiled by the investigator or may use this 
time to obtain additional information from selected parties. The 
Fire Chief’s decision on the grievance is final. 

10.17.1.7 If delays in meeting the aforementioned timelines are required 
due to the complexity of the grievance, operational needs, 
availability of the investigator or other persons, such changes will 
be authorized at the discretion of the Fire Chief.  The Fire Chief or 
Human Resources Manager will notify all parties of the delay and 
provide a revised schedule for addressing each step of the 
process. 

 
 
10.18 Filing a Formal Appeal 
 

10.18.1 Within 10 regular working days after receipt of the written notice 
of the imposition of an appealable action, an employee who wishes to 
appeal must submit a written complaint to the employee’s Division Chief 
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the PFA legal counsel and may also provide it to other involved 
supervisory staff.  

 
10.18.8 After reviewing the findings and recommendations of the Hearing 

Officer, the Fire Chief or his/her designee will make a decision that will be 
final for the purpose of judicial review, and the decision will be to either: 

 
10.18.8.1 Affirm the findings and recommendations of the Hearing Officer or 
10.18.8.2 Make independent findings and a different decision based on the 

evidence in the record of the session conducted by the Hearing 
Officer or the evidence presented at a de novo hearing conducted 
by the Fire Chief or designee. The written decision will be 
addressed to the employee with a copy to PFA Human Resources 
Manager. PFA Human Manager will forward a copy to the Division 
Chief and the PFA legal counsel, and may also provide copies to 
other involved supervisory staff.  

 
10.19 Denial of Opportunity 
 

10.19.1 If an employee is denied the opportunity to present a grievance or 
appeal as prescribed in this document or if the employee is threatened or 
subjected to duress due to presenting the grievance/appeal, the 
employee may so notify the Fire Chief in writing. The Fire Chief will 
authorize an investigation of such complaints and based upon findings, 
may commence discipline against any person who was derelict or 
discriminatory in considering the complaint. 

 
10.20 Time Limits 
 

10.20.1 PFA Human Resources Manager may waive or extend any time 
limit for good reason upon request by any party. The length of the 
extension must be agreed upon by both parties (If both sides cannot 
agree on an extension or the length of an extension, the Fire Chief or 
his/her designee will appoint an unbiased third party to determine the 
need for and the length of the extension.  Within five days, the unbiased 
third party will make recommendations in regard to the need for and/or 
length of the extension to the Fire Chief or his/her designee.  Within 
three days, the Fire Chief or his/her designee will make a final ruling on 
the need for an extension and/or length of extension. All time limits are 
defined in terms of regular working days (Monday through Friday, 
excluding regular holidays).  

 
10.20.2 An employee’s failure to take action within any time limit (or 

extended limit) will terminate the grievance or appeal process. If the 
supervisor fails to respond within any time limit (or extended limit), then 
the employee may proceed to the next step. 

10.20.3 When there are no time limits for a particular action, the action 
taken should be taken as quickly as reasonably possible under the 
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