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DISCLAIMER 

 

This handbook is designed to acquaint you with The Department of Family Medicine and 
provide you with information about employment. The handbook is not all inclusive, but is 
intended to provide you with a summary of some of the department's guidelines.  This 
edition replaces all previously issued editions. 

 
Nothing in this handbook, nor any verbal statements made by management are intended to 
constitute a contract of employment, either express or implied.  No representative of the 
Department of Family Medicine, unless in conjunction with the Dean of the School of 
Medicine, has the right to enter into an agreement of employment for any specified period. 
If such agreement is made, it must be in writing and signed by the Department Chair, the 
Dean of the School of Medicine, and the employee.  
 
No employee handbook can anticipate every circumstance or question. After reading the 
handbook, if you have questions, please talk with your immediate supervisor, the HR 
Manager or the Director of Finance & Administration. 
 
The Department of Family Medicine reserves the right to interpret the handbook, the 
policies and procedures contained within, and to change them as needed, without notice.  
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MISSION  

The Department of Family Medicine’s mission is to provide high-quality, whole person, primary care in 
the context of family and community at all stages of life.  
 
We believe that innovation is a hallmark of excellence in an academic department. As such, our faculty 
and programs are nationally recognized for their commitment to innovation in education, clinical care, 
and scientific discovery.  
 
FROM THE CHAIR 
Welcome to the University of Colorado’s Department of Family Medicine. We’re trying to transform 
the healthcare you receive so that it becomes high quality care that is a good value—so that all your 
health needs are addressed in a coordinated, integrated fashion. We are also training people to give 
that kind of healthcare, and we support research that answers the questions about the best possible 
care. This is hard work, but we’re making progress. There are several words we use a lot around here: 
service, innovation, collaboration. These words signify values that we hope you can see in all our work 
and in all our programs.  
 
We are not only a member of the University family, but we are also part of the community around us—
in fact, we serve as a bridge between the two, bringing the resources of each to the other. We believe 
that an academic health center should participate in the life of the community in which it is embedded, 
and that we should grow and succeed together.  
 
 
 
The information in the pages that follow is very important. Please make yourself familiar with our 
policies and procedures and do not hesitate to ask any of our leaders for clarification if there is 
something you need more information about.  
 
 
 
~ Frank Verloin deGruy, III, MD, MSFM 
Woodward-Chisholm Professor and Chair 
Department of Family Medicine 
University of Colorado School of Medicine 
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EMPLOYMENT POLICIES 

 

EQUAL EMPLOYMENT OPPORTUNITY 

The Department of Family Medicine is dedicated to the principles of equal employment opportunity in any 
term, condition, or privilege of employment.  It is our objective to make all personnel decisions without 
regard to race, creed, color, national origin, ancestry, religion, sex, age, veteran status, disability, marital 
status, sexual orientation or any other status protected by state or local law.  This prohibition includes 
unlawful harassment based on any of these protected classes. This policy applies to all employees as well 
as non-employees such as clients, vendors and consultants, etc. 
 
The Department of Family Medicine prohibits retaliation against an employee for filing a good-faith 
complaint under this policy or for assisting in a complaint investigation.  If an employee perceives 
retaliation for making a complaint or for participating in an investigation, he/she should follow the 
complaint procedure outlined below.  The situation will be promptly investigated. 

UNLAWFUL HARASSMENT 

The Department of Family Medicine is committed to maintaining a positive working environment free 
of unlawful harassment of any kind. In doing so, the department prohibits sexual harassment and 
harassment because of race, creed, color, national origin, ancestry, religion, sex, age, veteran status, 
disability, marital status, sexual orientation or any other legally protected status. All employees are 
expected to conduct themselves in a professional and businesslike manner at all times. 
 
Unlawful harassment includes verbal or physical conduct that is unwelcome or unreasonable and has 
the purpose or effect of substantially interfering with an individual’s work performance or creating an 
intimidating, hostile, or offensive work environment.  Actions based on an individual’s race, color, 
national origin, religion, sex, disability, or any other legally protected characteristic will not be 
tolerated.  Prohibited behavior includes but is not limited to the following: 
 

 Offensive written materials, including cartoons, e-mail, posters, drawings, or photographs. 
 Verbal conduct such as epithets, derogatory comments, slurs, suggestive comments or jokes. 
 Physical conduct such as assault, or blocking an individual’s movements.  
 Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature. 
 
Such conduct has the purpose or effect of substantially interfering with an individual’s work performance 
or creating an intimidating, hostile, or offensive work environment. 

 
This policy applies to all employees and non-employees such as customers, clients, vendors, 
consultants, etc. 

Harassment Complaint Procedure: 

If an employee believes there has been a violation of the EEO policy or harassment based on the 
protected classes outline above, including sexual harassment, he or she should use the following 
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complaint procedure.  The Department of Family Medicine expects employees to make a timely 
complaint to enable the department to promptly investigate and correct any behavior that may be in 
violation of this policy. 
 

1. Employees should feel free to speak with the offending party about conduct that they find 
offensive and want stopped, but are not required to do so.  Informal discussions between 
employees will often resolve the problem.   

2. If this does not resolve the issue or if an employee doesn’t feel comfortable discussing with the 
other party, then report the incident to the Human Resources Manager or the Director of 
Finance & Administration who will promptly investigate the matter and take appropriate 
corrective action.  Complaints will be kept as confidential as practicable.   
 

If an employee feels that he/she cannot go to either of these individuals with the complaint, he/she 
should report the incident to the Department Chair or to the University’s Sexual Harassment Officer or 
UPI’s HR Department. 

 
3. The department/University will conduct a prompt, thorough, impartial investigation of the 

complaint.  The investigation will be handled as discreetly as possible. 
4. The accused will be advised of the complaint and will be given the opportunity to provide 

information about what happened. 
5. Other employees who may have relevant information may be contacted and are expected to 

cooperate with the investigation. 
6. If the investigation reveals that the complaint is valid, prompt disciplinary action, up to and 

including termination, will be taken. 
 
Retaliation Prohibited 
Retaliation against, coercion or intimidation of employees who make complaints or who assist in 
investigations is strictly forbidden.  Any employee who engages in such conduct will be subject to 
discipline up to and including discharge. 
 
 
ADA ACCOMMODATION 
The Department of Family Medicine will make reasonable accommodation for qualified individuals 
with known disabilities unless doing so would result in an undue hardship to the department.  This 
policy governs all aspects of employment, including selection, job assignment, compensation, 
discipline, termination and access to benefits and training. 
 
 
SAFE WORKPLACE 
The University of Colorado is committed to a safe work environment free of intimidating, threatening 
or violent behavior, including but not limited to, verbal and/or physical aggression, attack, threats, 
harassment, intimidation, or other disruptive behavior in any form or by any media which causes or 
could cause a reasonable person to fear physical harm by and individual(s) or group(s) against any 
person (s) or property.  
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We request the support and cooperation of all employees in helping to keep our organization a safe 
and healthy place to work.  Employees should immediately report to management any behavior which 
may constitute a potentially violent situation.  In the event of an emergency or a life-threatening 
situation, call 911 or the University police at 303-724-4444. 
 
In the interest of maintaining a workplace that is safe and free of violence, the University prohibits the 
possession or use of dangerous weapons on University property, regardless of whether the person is 
licensed to carry the weapon. Possession of weapons, including concealed weapons for which a permit 
has been obtained, on University or customer premises or in public while representing University is not 
permitted.   

 
 
DRUG-FREE WORKPLACE  
The Department of Family Medicine is committed to a safe, healthy and productive work environment for 
all employees.  Abuse of alcohol, drugs and controlled substances impairs judgment, resulting in increased 
safety risks, injuries and faulty decision-making. The Department of Family Medicine prohibits the 
unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance during 
working time, and at any DFM worksites. 
 

Any employee who is convicted, or pleads guilty or no contest under a criminal drug statute for a violation 
occurring in the workplace must notify The Department of Family Medicine within five days of such 
conviction or plea. 
 

Employees who violate any aspect of this policy may be subject to disciplinary action.  Please contact the 
Human Resources Manager if you have any questions. 
 
 
ELECTRONIC COMMUNICATIONS 
The Department of Family Medicine’s computer network, access to Internet, email and voice mail systems 
are intended for employees to use in performing their jobs.  All computer files, documents, and software 
created or stored on the Department of Family Medicine’s computer systems are subject to review and 
inspection at any time and are the property of the Department of Family Medicine.  In this regard, 
employees should not assume that any such information is confidential, including e-mail either sent or 
received. 
 
Computer equipment should not be removed from the Department of Family Medicine premises without 
approval from Information Services. Upon termination of employment, all portable computer hardware 
should be returned to Information Services.  
 
Personal Use of the Internet 
Employees of the Department of Family Medicine need to access information through the Internet in 
order to do their jobs properly.   Use of the Internet is for business purposes during the time employees 
are working. Incidental and occasional personal use of the Internet is permitted, however, it must not 
disrupt the operation of the Department of Family Medicine’s network or the networks of other users and 
it must not interfere with employees’ productivity.  The Department of Family Medicine does prohibit the 
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display, transmittal, or downloading of material that is in violation of The Department of Family Medicine 
guidelines or otherwise is offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, 
derogatory or otherwise unlawful at any time. 
 
Software and Copyright 
The Department of Family Medicine fully supports copyright laws.  Employees must comply with all 
licenses regulating the use of any software and may not disseminate or copy any such software.  
Employees must not use the Department of Family Medicine’s technology resources to copy, retrieve, 
forward or send copyrighted materials unless the employee has the author’s permission. 
 
Unauthorized Use 
Employees are not permitted to visit websites or send electronic mail that contains ethnic slurs, racial 
epithets or anything that may be construed as harassment or disparagement of others based on their sex, 
race, national origin, age, disability or religion.  We reserve the right to determine when an employee is 
sending excessive or improper electronic mail or is spending excessive personal time on the internet. 
 
Email 
Because the Department of Family Medicine provides the email system to employees to help them with 
the performance of their job, it should be used for official Department of Family Medicine business.  
Incidental and occasional personal use of email is permitted.  However, employees should be aware that 
these messages will be treated the same as business messages, and subject to review at any time without 
notice.  Also, employees cannot control where their messages will ultimately end up.  In addition, emails 
that were deleted may be stored elsewhere on the system. 
 
Employees should use discretion when sending emails.  Do not write anything in an email message that is 
inappropriate to say to others face-to-face. 
 
When employees know that they are going to be out of the office for a day or more, they should leave an 
out-of-office message stating when they will be returning emails and who will be an alternate contact in 
the meantime. 
 
Information Services/Software Development 
Information Services is responsible for interfacing with campus and UCH network support personnel, for 
purchasing, installation and maintenance of all computers, printers and peripherals as well as the 
operation of all servers, software troubleshooting, training and purchasing for all locations.   
 
Software Development strives to create information systems that support the clinical, educational, 
research and administrative activities of DFM where no third party software is readily available or will 
interface with current systems within CU, UCH, Rose or Swedish. 
 
Voice Mail 
Employees are responsible to make certain their voice mail messages are reviewed in a timely fashion.  
When employees know that they are going to be out of the office for a day or more, they should leave 
messages on their voice mail stating when they will be returning messages, and who will be an alternate 
contact in the meantime. 



The Department of Family Medicine 
October 2012 

 

10 

EMPLOYEE ATTENDANCE 

The Department of Family Medicine’s successful operation depends largely upon the regular attendance 
of each of its employees.  Regular attendance and punctuality are very important.  Be prepared to offer 
professional service at the start and end of the business day. 
 
If an employee cannot avoid being late or absent, he/she should notify his/her supervisor as soon as 
possible, preferably before the start of the workday.  If a supervisor is not available, leave a message on 
their voice-mail.  Sick employees should stay home.  
 
During prolonged absences, you are required to communicate regularly with your supervisor or human 
resources and to give advance notice when you are ready to return.  The Department of Family Medicine 
may require proof, such as medical documentation, of any absence.  Excessive absenteeism and tardiness 
will not be tolerated.  Failure to call in when absent for more than three days may result in termination. 
 

SAFETY & HEALTH 

The Department of Family Medicine strives to provide and maintain a safe, healthy, efficient and 
productive work environment.  Management is committed to eliminating or reducing the risk of injury to 
employees and damage to property.  Questions or concerns about the safety of the workplace or about 
the manner in which an individual completes his/her particular tasks, should be discussed them with a 
supervisor or human resources.  
 

Employees are required to abide by all applicable safety rules and regulations of the University of 
Colorado. We expect employees to do their job in a manner that ensures their personal safety and that of 
fellow employees.  Also, employees are responsible to conserve and protect the Department of Family 
Medicine's resources and property. 
 
All accidents, however minor, must be reported in writing immediately to a supervisor.  Information 
regarding treatment, follow up and payment will be provided if an individual is injured on the job, or 
suffers an occupational illness.  
 
Each employee is responsible for the safe operation of all DFM property, including equipment, tools, 
machinery, vehicles, cell phones, etc., in his or her charge at any time.  Each employee should report any 
malfunction of company property to his or her immediate Manager.  No employee should operate any 
Department of Family Medicine equipment unless they are fully trained in its use. If equipment is lost or 
stolen, file a report with the local authorities. 
 
 
PERSONAL APPEARANCE AND HYGIENE 
All employees are to dress appropriately and safely for their work environment. Badges, coats, or 
appropriate business attire are to be worn by all employees at all times. It is also important that each 
employee adhere to good personal hygiene habits.   
 
Hair should be clean, well-maintained and styled in a professional manner. Jewelry must be tasteful 
and safe. Tattoos must be covered if they could be construed as offensive.   
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Additionally, excessive use of fragrances is discouraged, in consideration of other staff members and 
patients. 
 
 
CONFIDENTIAL INFORMATION 
The University carefully guards all of its confidential information, particularly patient data. During their 
employment at the Department of Family Medicine, employees may acquire or have access to HIPAA-
protected information, other health data, business information, procedures, donor support lists, client 
lists, pricing data, sources of supplies, marketing plans or other trade secrets or confidential matter.  At no 
time during or following one’s employment should an employee use such information for personal benefit 
nor divulge such information to any person, firm, corporation or entity other than the Department of 
Family Medicine.   At no time are employees allowed to copy, take or send such information without the 
knowledge of a supervisor.  To disclose, divulge, or copy such information without approval will not be 
tolerated. 
 
Confidential Information and Privacy Awareness training is required for ALL DFM employees within the 
first 30 days of employment. 
 

PURCHASING 

University and UPI purchasing/reimbursement rules change frequently. Questions regarding purchases 
should be directed the accounting specialists.  
 
For non-travel purchases (less than $5,000), use one of the following methods: 
 

 University Procurement Card*—the University procurement card is the preferred mechanism for 
purchases totaling $5,000 or less.  
 

 Department Purchase Order (DPO)—Prior to ordering from vendor – University departments may 
issue department purchase orders for purchases totaling $5,000 or less when using the 
procurement card is not an option.  

 

 Standing Purchase Order (SPO)—Purchases of goods/services totaling more than $5,000 and up to 
$10,000 are processed at the discretion of the Purchasing Agent. For federally funded purchases, 
competition is required for purchase of goods totaling $5,000- $10,000.  

 

 Payment Voucher—The payment voucher is a highly restricted method of procurement used to 
process invoices when a purchase order or other commitment voucher is not applicable. The PSC 
Procedural Payment Voucher/Authorization details allowable payment voucher goods and services, 
including documentation requirements and allowability conditions. Payment vouchers are used for 
payment of an approved honorarium. Please contact an accounting specialist or a DFM Support 
Staff member to verify that the purpose is allowed under the University’s honoraria policy. For 
more information see: https://www.cu.edu/psc/procedures/PPS/PPS-
Payment_Voucher_Authorization_Use.pdf   

 

https://www.cu.edu/psc/procedures/PPS/PPS-Payment_Voucher_Authorization_Use.pdf
https://www.cu.edu/psc/procedures/PPS/PPS-Payment_Voucher_Authorization_Use.pdf
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 IN or an IO  
o IN = Interdepartmental order used for purchases from CU depts. 
o IO = Strictly used for purchases from University Hospital 

 
Alcohol purchases are NOT permitted with University funds. 
 
For complete details and expenses covered, please see the University’s purchasing website: 
https://www.cu.edu/psc/purchasing/procurement_rules.htm 
 
After-the-Fact Purchases 
An After-the Fact (ATF) purchase occurs when a department makes a commitment over $5,000 before 
the PSC issues a purchase order. Similarly, obtaining goods or services on a credit card and 
subsequently submitting the invoice with a Payment Authorization Form or a Payment Voucher Form is 
an ATF unless those items can specifically be paid by a Payment Authorization or a Payment Voucher. 
An ATF is the personal obligation of the individual who ordered the goods or services and incurred that 
obligation unless the ATF is reviewed and approved in accordance with the terms of this procedural 
statement. More information can be found at: 
https://www.cu.edu/psc/procedures/PPS/PPS-ATF-Purch.pdf  
 
*Procurement Cards – Additional Information 

 Training is required to obtain a Procurement Card.  Please see an accounting specialist for 
information. 

 Procurement Cards are not to be used for travel or lodging. Purchaser must submit receipt(s) 
along with explanation of purchase back to the accounting specialist or designated person who 
will reconcile statements on a monthly basis.  

 Alcohol may NOT be purchased with a Procurement Card. 

 Violations of the Procurement Card purchasing policies will result in counseling for the 
employee. Three violations of the policies will result in the loss of the card for a year. After a 
year, the employee can re-take the training and reapply for the card. 

 
 
TRAVEL 
Prior to making any travel arrangements, please check to ensure that travel plans meet current state 
policies. If travel is not in compliance with state polices, reimbursement cannot be guaranteed.  
Please coordinate all travel and direct travel-related questions to one of the department’s travel 
coordinators.  
 
Travel expenses are reimbursed according to University guidelines and may change at any time.  
 

 Mileage reimbursements are based on the mileage from work to the meeting location – normal 
commute miles are deducted from the total miles claimed on normal work days. 

 Per diem is based on University guidelines and vary from city to city. Only 75% of the per diem 
is paid on the first and last days of travel. For in-state travel, trips must be 12+ hours in length. 

 Air travel MUST be booked through the Concur Travel System or through Christopherson Travel 

https://www.cu.edu/psc/
https://www.cu.edu/psc/procedures/PPS/PPS-ATF-Purch.pdf
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(there is an additional fee for using the travel agency).  

 Rental cars must be obtained from one of the selected agencies who have agreements with the 
State of Colorado. 

 Parking at DIA is reimbursed at a maximum dollar amount per day , regardless of the lot  
chosen. 

 Alcohol purchases are NOT allowed and should be billed and paid for separately. 

 Each employee must pay for their own travel expenses– i.e., one employee cannot pay for 
another’s meals or hotel on one bill, regardless of form(s) of payment. 

 Receipts and expense reports must be submitted within 10 days from the end of a trip. 
Expense reimbursements not processed within 90 days will be included in the employee’s 
taxable income. 

 
 
TRAVEL CARD 
The University offers a Travel Card which may be used for all non-airfare-related travel purchases. This 
way, travelers do not have to “front” the expenses and be reimbursed later. In order to obtain a Travel 
Card, employees must complete a basic online training and complete an application. Please consult a 
travel coordinator or an accounting specialist with any questions. 
 
Training is required to obtain a Travel Card.  Please see an accounting specialist for information. 
Violations of the Travel Card purchasing policies will result in counseling for the employee.  
 
Three violations of the policies will result in the loss of the card for a year. After a year, the employee 
can re-take the training and reapply for the card. 
 
   
More information can be found at https://www.cu.edu/psc/payables/travel.htm 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cu.edu/psc/payables/travel.htm
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GENERAL EMPLOYMENT INFORMATION 
 
 
EMPLOYMENT CLASSIFICATION 
For the purpose of determining salary administration, employment benefits and other matters, 
employees are grouped into specific classifications: 
 
 Full-time Employees 

A full-time employee is one who works 1.0 FTE on a regular basis. Such employees are currently 
eligible for benefits provided they meet the requirements specified in individual benefit plans 
offered by the University or UPI.  Full-time employees are generally paid monthly salaries. 
Employees working between .5 and 1.0 FTE on a regular basis are eligible for insurance benefits 
as well. 

 Part-Time Employees 
A part-time employee is one who works less than .5 FTE on a regular basis. Part-time employees 
are currently eligible for certain paid holidays and prorated paid time off.  

 Temporary Employees 
A temporary employee is one who is hired for a temporary period or for a specific assignment or 
group of assignments.  Normal temporary jobs do not exceed six months and temporary 
employees are not eligible for benefits. 

 Exempt Employees 
Employees who, based on their particular job duties, are paid on a salaried basis and are not 
subject to overtime. 

 Non-exempt Employees 
Employees who are paid overtime at one and one-half times their regular rate of pay for all hours 
worked in excess of 40 hours per week. 

 
Additionally, employees are classified in one of the following categories: 
 

 Classified Employees 
Classified employees are governed by the rules of the State of Colorado. After a twelve-month 
probationary period, they are considered “certified” and have bumping rights during layoffs. The 
Colorado Department of Personnel & Administration (DPA) determines position titles pay ranges and 
minimum qualifications for these positions. Compensation adjustments are based on legislative decision. 
Classified Employee Handbook: http://www.colorado.gov/cs/Satellite/DPA-DHR/DHR/1231763633358  

 Professional Employees 
Professional exempt employees are at will and are not governed by the DPA. Human resources activities 
for these employees are governed by the University of Colorado, the School of Medicine, and the 
Department of Family Medicine. Professional Exempt Handbook: TBD 

 Professional Research Employees 
Professional Research Assistants/Associates are primarily engaged in the research activities of the 
University of Colorado and are not significantly involved with instruction or departmental administration. 
These positions are not eligible for tenure and are at will. 
 

http://www.colorado.gov/cs/Satellite/DPA-DHR/DHR/1231763633358
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 Faculty 
Faculty members are involved with the instruction of students, and in the Department of Family 
Medicine, this may be from either research or a clinical standpoint. Faculty are classified by rank:  
Instructor, Senior Instructor, Assistant Professor, Associate Professor and Professor. These positions are 
governed by the University’s Board of Regents. Faculty Handbook: https://www.cu.edu/content/faculty-
handbook  

 UPI Employees 
UPI employees in the DFM typically hold positions similar to Classified or Professional Exempt employees 
and are in administrative function roles.  UPI is a private employer and has their own set of human 
resources policies and benefits. 
UPI Handbook: http://intranet.upicolo.org/HR/UPI_Handbook.pdf   
 
 
EMPLOYEE PERSONNEL RECORDS 
Personnel files are maintained by the Department. Please inform the Human Resources Manager or 
Appointments & Promotions Coordinator of any changes in status, including name, contact information, 
marital status, or dependent changes. 
 
Employees wishing to review their file may set up an appointment with the Human Resources Manager or 
the Appointments & Promotions Coordinator to inspect their file. Items in the file cannot be removed or 
changed. 
 
 
TIMEKEEPING 
All employees must record their hours worked and time off taken each payroll period through the 
electronic timekeeping system, My.Leave, which is in the CU Portal.  Timesheets need to be certified and 
submitted to the Payroll Liaison at the end of the payroll period. 
 
There are occasions when non-exempt employees may be required to work overtime. This may involve 
extra hours during a normal workday or working on a scheduled day off.  Non-exempt employees will 
be compensated with compensatory time off (preferred method) or at one and one-half times the 
straight wage rate for hours worked over 40 in a work week or over 12 in a day.  Overtime must be 
approved in advance by the DFA or other appropriate management representative.   
 
 
PAYROLL PERIODS AND PAYCHECK DISTRIBUTION 
Full time state employees are paid monthly; on the last day of the month or the last working day prior to 
the end of the month.  UPI employees are paid monthly; on the first day of the month or the first working 
day after to the beginning of the month.  
 
Both the University and UPI require employees to direct deposit their paychecks into any checking and/or 
savings accounts at any United States financial institution.   
 
Any errors with paychecks should be reported immediately to the department’s Payroll Liaison to 
coordinate with the University Human Resources department or the UPI Human Resources division.   

https://www.cu.edu/content/faculty-handbook
https://www.cu.edu/content/faculty-handbook
http://intranet.upicolo.org/HR/UPI_Handbook.pdf
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PAYROLL DEDUCTIONS 
Required deductions taken for Social Security (FICA), Medicare, and Federal and State income taxes are 
listed on paycheck stubs, in addition to deductions for insurance, retirement savings, and other benefits. 
Employees are responsible for ensuring that their paychecks are correct and that the number of 
exemptions that they are claiming on their W4 is accurately reflected on their paystub.  
 
Any errors with paychecks should be reported immediately to the department’s Payroll Liaison to 
coordinate with the University Human Resources department or the UPI Human Resources division.   
 

 
EMPLOYEE RELATIONS 
The Department of Family Medicine attempts to establish and maintain positive employee relations by 
striving to implement programs that enable employees to develop their skills and abilities in accordance 
with each employee's highest potential.  The Department of Family Medicine's success and future growth 
depend directly upon the contributions made by every employee.   
 
 
PROBLEM RESOLUTION PROCEDURE 
We encourage an open and frank atmosphere in which problems, suggestions, or questions can be 
discussed.  This involves promoting healthy communication between Department of Family Medicine 
employees.  No matter how good our basic communication system may be, issues sometimes arise.  To 
ensure effective problem resolution, the following steps are advised: 
 

1. Employees should first discuss the situation directly with the person they have the conflict with. 
Informal discussions between employees will often resolve the problem. 

2. If a resolution is not reached, the employee should discuss the issue with his/her immediate 
supervisor in a timely manner. 

3. If a resolution is not reached with the supervisor or if it is inappropriate to go to the manager, 
contact the Human Resources Manager or the Director of Finance & Administration for assistance 
or further direction. 

4. Should the employee desire further resolution, he/she may speak to the Department Chair who 
will make the final determination.  (Also see Harassment Complaint Procedure) 

 
 
INCLEMENT WEATHER  
There may be occasions when, due to inclement weather, it would be extremely difficult for employees 
to meet their regular work schedules.  Employees are expected to report at their normal starting time 
unless specifically advised by the University via a media report or a member of management to do 
otherwise. 
 
When the University determines that the campus is to be closed, the University will notify employees 
via Denver media. Alternately, campus-wide alerts can be accessed at: 
http://www.ucdenver.edu/faculty_staff/alert/Pages/Alerts.aspx  or by calling 877-463-6070. 
 

http://www.ucdenver.edu/faculty_staff/alert/Pages/Alerts.aspx
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In such cases, these days will be paid without being charged against accrued hours.  If an 
employee elects to stay home because of bad weather and the office is still open, the time will be 
charged against accrued sick/vacation (or PAL) time. 
 
 
ACCOUNTABILITY 
Effective individual ownership and accountability is necessary to the success of the Department of 
Family Medicine. The ultimate outcome of our success in this regard is providing high-quality, whole 
person, primary care through innovation in education, clinical care and scientific discovery.  To that 
aim, the DFM requires the commitment of each individual to take ownership of his or her part in the 
department’s operation. 
 

 If employees are not clear about what is expected, they should seek clarification from their 
supervisor. 

 Employees need to understand any resource (financial or people) constraints that relate to 
their work. 

 Employees are expected to “raise a flag” if they see a problem arising and openly explain to the 
appropriate people if and why a commitment cannot be met and re-negotiate that 
commitment “before the fact.” 

 Challenge excuses and the status quo. Champion innovative ideas, creative solutions and 
resolving issues in a constructive and collaborative manner. 

 
 
PERFORMANCE MANAGEMENT 
The DFM officially reviews the performance of employees approximately once every 12 months. The 
process varies between classified, professional exempt and faculty positions; the Human Resources 
Manager (staff) and the Appointments & Promotions Coordinator (faculty) facilitate this process. 
Faculty performance reviews are conducted through Domino. Faculty members enter their information 
into Domino and staff members complete a self-evaluation. All employees meet with their supervisor 
to discuss performance.  
 
Employees should always feel free to discuss performance with their manager at any time.  A 
supervisor may from time to time initiate such a discussion.  Written performance appraisals and 
counseling documentation are maintained as part of an employee's personnel file.   
 
 
EMPLOYEE COMMUNICATION 
The DFM strives to continually enhance and improve communication within the department. 
Communication initiatives include quarterly department meetings, an internal website, bulletin boards, 
monthly updates from support staff and other endeavors. Additionally, the University offers many 
distribution lists for various groups, including the School of Medicine, the Vice Chancellor and others. 
 
 
MEDIA INTERVIEWS 
Generally, media calls should be referred to the campus spokesperson.  
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LEAVES OF ABSENCE 

 
FAMILY/MEDICAL LEAVE 
The Family Medical Leave Act (FMLA) is a federal law and the application to faculty/professional 
exempt, classified employees and UPI employees are similar.  Federal law grants faculty/professional 
exempt/UPI employees 12 weeks and the state allows 13 weeks for classified staff. 
 
Family Medical Leave (FML) is unpaid protected job leave ONLY. There is no salary continuation unless 
accrued sick/vacation time is used, or if an employee has short-term disability benefits. If there is 
salary continuation, it runs concurrently with FML. Employees are required to use all earned paid time 
off at the beginning of a family or medical leave. A leave without pay commences when all time off has 
been exhausted. 
 
To be eligible for FML, an employee must have worked for one year and at least 1,250 hours in the 
twelve months prior to the request.  Leave is granted under the FMLA for the following reasons: 
 
MEDICAL LEAVE 

 Employee's serious health condition or pregnancy-related disability 
FAMILY LEAVE 

 Father's attendance at birth of his child 

 Parent's care of newborn if completed within 12 months following birth of child 

 Placement of a child with employee for adoption or foster care 

 Serious health condition of employee's child under 18 years or older 

 child, if disabled 

 Serious health condition of employee's spouse or parent  
 
A medical or family leave may be taken for up to a maximum of 12 weeks in a 12-month period as 
defined by the University or UPI, which uses a “rolling” 12 -month period measured backward from the 
date an employee used any FMLA leave. State Classified employees use a fiscal year 12-month period 
(July 1 – June 30).   
 
In the case of leave for serious health conditions, the leave may be taken intermittently or on a 
reduced hours basis only if such leave is medically necessary. Where the circumstances giving rise to a 
leave can be anticipated, employees must give 30 days prior written notice.  If circumstances cannot be 
anticipated, employees must give notice as soon as practicable, preferably within 48 hours of 
beginning the leave.  Failure to meet these notice requirements will result in a delay of the beginning 
of the requested leave under FMLA. 
 
During family and medical leaves of absence, the DFM will continue to pay its portion of the health 
insurance premiums and employees must continue to pay their share of the premiums. Employees 
may be billed by Payroll & Benefits upon their return from leave. 
 
Employees requesting family or medical leave must provide the Human Resources Manager with the 
appropriate certification for any medical conditions. Documentation confirming family relationship, 
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adoption or foster care may be required. If notification and appropriate certification are not provided 
in a timely basis, approval for leave may be delayed. 
 
Employees who return to work from family or medical leave of absence, except for certain highly 
compensated employees, will be returned to their same job or an equivalent position subject to the 
rules of FMLA.  Medical certification is required verifying an employee’s ability to return to work 
from medical leave. Failure to return to work on the day after the expiration of leave will result in 
termination of employment. 
 
 
MEDICAL LEAVE (non-FMLA-eligible) 
Medical leaves up to twelve weeks may be granted to employees who do not meet the requirements 
of the FML. Medical leave is defined as approved time off without pay (if no accrued time is available) for 
medical reasons for up to twelve weeks. Employees requesting medical leave must provide the Human 
Resources Manager with the appropriate certification for any medical conditions. If notification and 
appropriate certification are not provided in a timely basis, approval for leave may be delayed. 
 
Application for a medical leave of absence must be made in writing and must be approved by the 
Human Resources Manager and the Director of Finance & Administration before the commencement 
of the leave. Each case will be considered on an individual basis. Failure to return to work at the end of 
the approved leave period may result in termination of employment. Medical leaves without pay will 
not be granted until all earned vacation time has been exhausted. 
 

PERSONAL LEAVE OF ABSENCE 

The Department of Family Medicine will consider personal leaves of absence in order to maintain 
continuity of benefits and service when extended absences are necessary.  A personal leave is defined as 
approved time off without pay (if no accrued time is available) for personal reasons (exceptional 
circumstances other than illness or disability), for up to thirty days. Application for a personal leave of 
absence must be made in writing and must be approved by the Human Resources Manager and the 
Director of Finance & Administration before the commencement of the leave. Personal leaves may be 
extended for an additional 30 days, depending on the circumstances.  Each case will be considered on an 
individual basis. Failure to return to work at the end of the approved leave period may result in 
termination of employment. Personal leaves without pay will not be granted until all earned vacation 
time has been exhausted. 
 

PARENTAL LEAVE 

The University of Colorado grants Parental Leave during the first year of a child’s life/adoption. 
Employees of the University are eligible after one year of continuous employment.  Faculty and 
professional exempt employees may take a maximum of six months of time, using sick and vacation 
time to care for the child. If the accrued sick/vacation leave will not cover the six months’ time off, the 
time is unpaid. Any FMLA time runs concurrently with Parental Leave, therefore, the total amount of 
time off cannot exceed six months. Regular faculty member is entitled to half pay for the remainder of 
the six months.  If both parents are employed by the University, they may not take Parental Leave 
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simultaneously unless there are documented medical reasons requiring both parents to be absent. 
 
 
MILITARY LEAVE 
Leaves for military obligations or training are granted to the extent required by law. Use of military 
leave shall be consistent with state and federal laws. Upon presentation of proper military orders, an 
officer, exempt professional, or a faculty member who is a reservist or member of the National Guard 
is granted up to 15 calendar days of leave with pay to attend training and/or active duty service 
ordered. This leave is not charged to vacation leave. 
 
If military service continues beyond 15 calendar days, the employee will be placed on military leave 
without pay for any remaining period of required military service. An employee on military leave 
continues to accrue vacation and sick leave. 
 
The Department Chair may authorize pay equal to the difference between the employee’s university 
monthly pay and the sum of the monthly military pay and allowances for an employee called to active 
military duty. Such differential pay shall not exceed 90 calendar days and applies after exhaustion of 
the 15-day paid military leave. The employee must furnish a copy of the call-to-duty order and proof of 
military pay and allowances. This differential pay does not apply to regular military obligations such as 
the annual encampment and training. 
 
An officer, exempt professional, or faculty member who voluntarily enters military service is granted 
military leave without pay until the end of the initial period of service, plus any period of additional 
service imposed by law. If the employee fails to return to the University after this period or voluntarily 
extends military service beyond the initial period, the employee is considered to have resigned. 
 
 
DOMESTIC ABUSE LEAVE 
A victim of domestic abuse may be eligible for a leave of absence. Please see the Human Resources 
Manager for more information. 
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BENEFITS 
 
 
INSURANCE PLANS 
The University and UPI both offer choices for medical and dental health plans, as well as options for life 
and disability insurance and retirement savings plans. Many of these benefits plans are also available 
to dependents, including spouses or same gender domestic partners (SGDP) and children.  
 

 University employees: Review the Payroll & Benefits website: www.cu.edu/pbs for eligibility 
information, enrollment forms, and plan documents.   

 UPI employees: http://intranet.upicolo.org/hr_benefits.htm  
 
Employees must enroll during their first 30 days of eligibility, or they must wait until open enrollment 
(in the spring for a July 1 start), or there must be a qualified life-change event (marriage, divorce, birth, 
adoption, death, loss of coverage at another employer).  
 
 
SECTION 125 – PRE TAX BENEFIT PLAN 
Employees can participate in the University’s or UPI’s Section 125 plans (a pre-tax benefit program) which 
allows employees to set aside pre-tax dollars for medical and dependent care.  Additionally, the 
employee's portion of the premium cost for insurance is excluded from the employee's gross income for 
federal and state individual income tax and social security tax purposes.  These premiums are deducted 
from employee paychecks before taxes, thereby reducing employee gross taxable income.   

 
 
BENEFITS CONTINUATION (COBRA) 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified beneficiaries the opportunity to continue health insurance coverage under the University’s or 
UPI’s health plan when a "qualifying event" would normally result in the loss of eligibility. Some 
common qualifying events are resignation, termination of employment, or death of an employee; a 
reduction in an employee's hours or a leave of absence; an employee's divorce or legal separation; and 
a dependent child no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at The Department of Family 
Medicine's group rates plus an administration fee. The University or UPI provides each eligible 
employee with a written notice describing rights granted under COBRA when the employee becomes 
eligible for coverage under the applicable health insurance plan. The notice contains important 
information about the employee's rights and obligations. 
 
 
DISCOUNTS 
The University offers a number of discounts to employees. Visit the website for more information: 
http://www.ucdenver.edu/about/departments/HR/EmployeeDiscount/Pages/index.aspx  
 

http://www.cu.edu/pbs
http://intranet.upicolo.org/hr_benefits.htm
http://www.ucdenver.edu/about/departments/HR/EmployeeDiscount/Pages/index.aspx
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TIME OFF 
The Department of Family Medicine realizes that it is important to balance work and home. Both UPI 
and the University of Colorado provide paid time off.  
 
For full time University employees (1.0 FTE), time off accrues as follows: 
 
Classified:  
 Vacation – 8-16 hours per month, based on length of service 
 Sick – 6.66 hours per month 
 
Professional Exempt and Faculty: 
 Vacation – 14.66 hours per month (22 days per year); maximum carryover 44 days 
 Sick – 10.00 hours per month 
 
UPI: 
 PAL – 10.00 hours per month (15 days per year) years 1-3 
      13.22 hours per month (20 days per year) years 3+ 
 Extended Illness – 4.66 hours per month (7 days per year) – to be used after 2nd day of illness 
 
Employees who work less than 1.0 FTE accrue at prorated rates. 
 
 
HOLIDAYS 
The University and UPI observe ten paid holidays per year. They are: New Year’s Day, Martin Luther 
King Jr. Day, President’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the 
day after Thanksgiving, and two days off at Christmas, as determined by the CU/UPI schedules.  
http://www.ucdenver.edu/about/departments/HR/Documents/HolidayScheduleFY13.pdf  
http://intranet.upicolo.org/HR/2013%20holidayschedule.pdf  
 
 
FUNERAL LEAVE 
In the event of a death in an employee’s family (defined as parent (including step-parents), child (including 
step-child), spouse, sibling, mother or father-in-law, sister or brother-in-law, son/daughter in-law, 
grandparent or grandchild), time off with pay to attend the funeral and take care of necessary business is 
granted. 
 
Based on employment classification, the relative involved and the distance to travel, up to a maximum of 
five days of funeral leave is granted.  Additional time off using accrued vacation/PAL or without pay may 
be granted upon the request of the employee, in agreement with the Human Resources Manager and the 
Director of Finance & Administration. 
 
 
JURY DUTY 
Employees called for jury service will be excused from work to report for this duty and will be paid for 
their jury service.  When employees are excused from jury service, they are expected to return to 

http://www.ucdenver.edu/about/departments/HR/Documents/HolidayScheduleFY13.pdf
http://intranet.upicolo.org/HR/2013%20holidayschedule.pdf
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work.  For Professional Exempt, UPI and Faculty employees, any payment received for service as a 
juror, except travel and parking expenses, must be returned to the employer.  

VOTING TIME 

The Department of Family Medicine encourages its employees to exercise their voting responsibilities in 
municipal, state and federal elections.  The polls are open from 7:00 a.m. to 7:00 p.m. for all general and 
special elections. Employees are encouraged to vote prior to normal work hours or at the close of work 
hours on voting day.  If this is not possible, arrangements must be made with their supervisor no later 
than the day before Election Day. 
 

PARKING 

Parking permits are required for campus employees wishing to park in the designated employee 
parking lots. Permits may be obtained through the Parking & Transportation Services Division in 
Building 500 on the Anschutz Campus. Parking is charged through an (optional pre-tax) payroll 
deduction and access to the parking lots is granted with your ID Badge. Alternately, employees may 
park off-campus and walk to the building. Guest parking passes are available at the receptionist desk 
upon request. 
 
 

CONTINUING EDUCATION 
The Department of Family Medicine (DFM) is committed to providing continuing medical education 
(CME) for physicians and professional development for staff.  The purpose is to enhance knowledge, 
skills, competencies and performance of faculty and staff. Toward this end, the DFM offers limited 
financial assistance (above and beyond the University of Colorado/UPI tuition benefits) and paid work 
time to employees for professional development. 
 
The amount of funding for CME and professional development is set annually during the budget 
process, and is subject to change each year based on the availability of funds.  Funds are prorated for 
part-time employees and for employees starting or terminating mid-year. 
 
Unused professional development funding for individuals does not carry forward from year to year.   
Faculty and staff should contact a DFM travel/expense coordinator prior to incurring expenses to 
assure compliance with Department and University/UPI policies.   
 
For additional information, please see a travel/expense coordinator or the Finance/Contracts 
Coordinator. 
 
 
TUITION ASSISTANCE 
The University offers tuition assistance to employees working at least .5 FTE effort. UPI also offers tuition 
assistance. For more information, visit the appropriate employer’s website: 
 
UCD: https://www.cu.edu/pbs/tuition-benefit/  
UPI:  http://intranet.upicolo.org/hr/2011%20TA%20Guidelines.pdf  

https://www.cu.edu/pbs/tuition-benefit/
http://intranet.upicolo.org/hr/2011%20TA%20Guidelines.pdf
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HEADQUARTERS INFORMATION 

  

HOUSEKEEPING 
The DFM facilities are professionally cleaned on a regular basis, but your cooperation is necessary to 
maintain their cleanliness and appearance.  Please observe the following guidelines to keep the building 
interior neat and clean at all times: 
 
 The professional cleaning crew will clean all work surfaces in the offices and common areas.  

Therefore, housekeeping of individual work areas is the employee’s responsibility.  Please maintain 
personal work areas in a clean and orderly manner at all times. 

 Boxes are not allowed in the hallways or in places where they could block entrances and exits.  Please 
put them in or on top of the recycle bins along the hallway near the kitchen. 

 If an employee uses a conference room for a meeting, he/she is responsible for cleaning up any food 
or drinks used during the meeting, as well as clearing out and putting away any audio visual 
equipment and other props used during the meeting. 

 There is a small kitchenette with a microwave, toaster, two refrigerators, coffee machines, and a sink.  
Employees are welcome to store food and drink in the kitchen refrigerator.  Please ensure a name is 
affixed to all refrigerator items. The refrigerator is cleaned out regularly and anything left will be 
thrown out. 

 All employees are to clean up after themselves. Everyone in the department manages their own 
dishes and the expectation is that the kitchen is kept generally clean.  Wash dishes by hand or put it in 
the dishwasher when done and run the dishwasher as needed. 

 A free-vend coffee machine as well as an open pot system is available for all employee use.   
 

RECYCLING 
The Department of Family Medicine encourages recycling and you will have your own recycle bin located 
near your trash can.  The recycle bin is co-mingled; anything recyclable can go in there (Magazines, Junk 
Mail, Office Paper, Newspaper, Brown Paper Bags, Phone Books, Plastic Containers, Glass Bottles, 
Aluminum Cans & Tins, Steel Cans, Flattened Cardboard, Paperboard, Empty Aerosol Cans, NO PLASTIC 
BAGS).   
 
OFFICE SUPPLIES 
 Office equipment is assigned by the Department of Family Medicine.  No equipment is to be moved or 

removed without first obtaining permission from the Director of Finance & Administration. 
 The departmental mailroom will have many—if not most—of the items needed for filing, computer, 

and desktop office needs.  Letterhead and collateral is kept there for general use as well.  Should an 
employee need to order other materials, please see the Office Support Coordinator. 

 
EMERGENCIES 
In case of emergency, each area has an evacuation plan to ensure that all employees are able to leave the 
building safely.  The evacuation plan for the headquarters facility is at the receptionist’s desk.  Please be 
sure to review and be familiar with this evacuation plan. 
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VISITORS 
 Employees expecting visitors should arrange to meet them at the front desk and let the receptionist 

know they are coming. 
 Except in very rare circumstances, children and minors should not come to work. This is because 

employees are expected to be fully engaged in their work during work hours and the University has 
liability issues with non-employees being in the work setting if they are not here to collaborate on a 
work issue. Sick children should not come to work. 

 
 
OFFICE CELEBRATION & SYMPATHY EVENTS 
Due to significant restrictions on employee recognition events, the DFM encourages co-workers to express 
their well wishes individually in whatever form they feel is appropriate when a life event occurs (birth, 
death, illness, etc.). Contact the Human Resources Manager with specific issues and the department will 
make an effort to facilitate these situations. 
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ACKNOWLEDGEMENT OF RECEIPT 

 
I have received a copy of the Department of Family Medicine Employee Handbook dated October 2012 
and agree to read the guidelines and any amendments that I may receive during my employment.  
 
If I have any questions or concerns about those guidelines, or observe any apparent conflict between 
the terms of any guideline and anything else I hear or read during my employment, I agree to promptly 
bring them to the attention of the DFM’s Human Resources Manager or Director of Finance & 
Administration.   
 
I understand and agree that these guidelines are not a contract and impose no legal obligation of any 
kind on the Department of Family Medicine or the University of Colorado or UPI.  
 
 
               
Employee Signature         Date 
 
           
Print Name 

 
 
 
 
 

  

 


