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MANUAL 

PERSONNEL ADMINISTRATION TRANSPORTATION DRUG AND
ALCOHOL REGULATIONS AND TESTING PROCEDURES POLICY 

CITY OF COLFAX DRUG AND ALCOHOL REGULATIONS 
A PURPOSE

1.

2.

REFERENCES 
B 

1.

2.

3.

4.

C. APPLICABILITY

1.

2.

NOTE.  Employees covered by these regulations are also covered by the CITY OF COLFAX 's 

Drug and Alcohol Policy, and its provisions which may be more restrictive than the

Department of Transportation requirements. 











H. TESTING PROCEDURES

1.

2.

'no tolerance'

3. Before performing an alcohol or controlled substance test, the City shall notify the employee
that law requires the alcohol or controlled substance test.  No City representative shall require
an employee to have tests done other than identified by these regulations and the CITY OF
COLFAX Drug and Alcohol Policy.

I. PRE-EMPLOYMENT TESTING

1.

2.

3.

4. The City shall obtain information from an applicant's former employer as a result of the
Federal Highway Administration regulations (49, CFR Subtitle B, Chapter III, Part 382,
Section 382.415(a) through (g).

J. RANDOM TESTING

1. The City shall randomly select covered employees for alcohol and controlled substances
testing during each calendar year, in accordance with applicable Federal law.  The minimum
annual percentage rate for random alcohol testing shall be twenty five percent (25%) of the
average number of covered employees, until further notification is received from the Federal
Department of Transportation.  The minimum annual percentage rate for controlled
substances testing shall be fifty percent (50%) of the average number of covered employees,
until further notification is received from the Federal Department of Transportation.

2.

3.

4.





















Ciyofax
EXCAVAUON POLICY

01101117

High priority subsurface installation — high pressure natural gas pipelines with
normal operating pressures greater than 315 kPA gauge (60 p.s.i.g.); petroleum
pipelines; pressurized sewage pipelines; conductors; or cables that have a potential to
ground of 60,000 volts or more, or hazardous materials pipelines that if damaged are
potentially hazardous to employees or the public.

Personal protective equipment (PPE) — designed to protect the wearer from injury.

Project manager (work site supervisor) — individual in the organization that oversees
excavation work and is responsible for ensuring compliance with this program.

Protective system — a method of protecting employees from cave-ins; from material
that could fall or roll from an excavation face into an excavation; or from the collapse of
adjacent structures. Protective systems include support systems, sloping and benching
systems, shield systems, and other systems that provide the necessary protection.

Ramp — an inclined walking or working surface used to access one point from another.
A ramp may be constructed from earth or, structural materials such as steel or wood.

Registered Professional Engineer — a person who is registered as a professional
engineer in California.

Sheeting — the members of a shoring system that retain the earth in position and in
turn are supported by other members of the shoring system.

Shield (shield system) — a structure used in an excavation to withstand cave-ins and
which will protect employees working within the shield system. Shields can be
permanent structures or portable units moved along as work progresses. Shields used
in trenches are usually referred to as “trench boxes” or “trench shields.”

Shoring (shoring system) — a structure that is built or put in place to support the sides
of an excavation to prevent cave-ins.

Sides — See “Faces.”

Sloping (sloping system) — sloping the excavation sides away from the excavation to
protect employees from cave-ins. The required slope will vary with soil type, weather,
and surface or near surface loads that may affect the soil in the area of the trench
(such as adjacent buildings, vehicles near the edge of the trench and so forth).

Stable Rock — natural solid mineral material that can be excavated with vertical sides
that will remain intact while exposed.

Structural ramp — a ramp built of steel or wood, usually used for vehicle access.
Ramps made of soil or rock are not considered structural ramps.

Support system — the underpinning, bracing, or shoring structure providing support to
an adjacent structure, underground installation, or the sides of an excavation.
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ATTACHMENT A
Program Review and Certification Log

Date Section Revised Initial
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Site Location:

City of Cotfax
EXCAVATION F%LJCY

ATTACHMENT B

Excavation Project Startup Checklist

01/01/17

Date and Time: ompetent Person:

Soil Type:

Soil Classification: xcavation Depth: xcavation Length & Width:

Protective System In Use:

USA Ticket #: DalI Date:

For each item, indicate Yes, No or NIA

1. General Jobsite Inspection

A. Excavations, adjacent areas, and protective systems inspected by a competent person
daily before the start of work

B. Competent person has the authority to remove employees from the excavation
immediately

C. Surface encumbrances removed or supported

D. Employees protected from loose rock or soil that could pose a hazard by falling or rolling
into the excavation

E. Hard hats & PPE worn by all employees

F. Spoils, materials, and equipment set back at least two feet from the edge of the excavation

G. Barriers provided at all remotely located excavations, wells, pits, shafts, etc

H. Walkways and bridges over excavations four feet or more in depth are equipped with
standard guardrails and toe boards

I. Warning vests or other highly visible clothing provided and worn by all employees exposed
to public vehicular traffic

J. Employees required to stand away from vehicles being loaded or unloaded

K. Warning system established and utilized when mobile equipment is operating near the
edge of the excavation

L. Employees prohibited from going under suspended loads

M. Employees prohibited from working on the faces of slopes or benched excavations above
other employees

January 1, 2017 @2016 DKF Solutions Group, LLC 13
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G. Safety harness and lifeline used and individually attended when entering bell bottom or
other deep confined excavations

. Support Systems

A. Materials and/or equipment for support systems selected based on soil analysis, trench
depth, and expected loads

B. Materials and equipment used for protective systems inspected and in good condition

C. Materials and equipment not in good condition have been removed from service

D. Damaged materials and equipment used for protective systems inspected by a registered
professional engineer (RPE) after repairs and before being placed back into service

F. Protective systems installed without exposing employees to the hazards of cave-ins,
collapses, or threat of being struck by materials or equipment

F. Members of support system securely fastened to prevent failure

G. Support systems provided in ensure stability of adjacent structures, buildings, roadways,
sidewalks, walls, etc

H. Excavations below the level of the base or footing supported, approved by an RPE

I. Removal of support systems progresses from the bottom and members are released
slowly as to note any indication of possible failure

J. Backfilling progresses with removal of support system

K. Excavation of material to a level no greater than two feet below the bottom of the support
system and only when designed to support the loads calculated for the full depth

C. Shield system placed to prevent lateral movement

M. Employees are prohibited from remaining in shield system during vertical movement

ORRECTIVE ACTIONS AND REMARKS:
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CITY OF COLFAX 

ADMINISTRATIVE POLICIES AND PROCEDURES 

07-  

Subject: Expense Guidelines and Reimbursement Policy for Legislative Body Members, 

Commissioners and Staff 

Effective Date:  June 10, 2008 City Manager:  _______________________ 

POLICY 

Guidelines for the reimbursement of expenses incurred in the course of performing official duties 

for the city. 

OBJECTIVES 

To be in compliance with all legal requirements in reimbursing elected officials, appointed 

commissioners and staff for expenses incurred in the performance of their official duties.  The 

policy meets the requirements of AB 1234. 

PROCEDURES 

A. Authorized Expenses

The following types of occurrences qualify any of the City’s legislative body members, which 

include City Council members, Planning Commission members, Parks and Recreation 

Commission members, Economic Development Commission, and other Board and Committee 

members, to receive reimbursement for expenses incurred in the performance of official duties 

relating to travel, meals, lodging, and other actual and necessary expenses that constitute 

authorized expenses, provided the requirements of this policy are met: 

1) Communicating with representatives of federal, regional, state and/or local

government(s) on issues or matters affecting the City or on City adopted policy or

political positions;

2) Attending conferences and/or educational seminars designed to improve the

member’s expertise and information levels, including, but not limited to, ethics

training required pursuant to Government Cod Section 53234;

3) Participating in regional, state, and national organizations whose activities or

interests may affect the City’s interests;

4) Attending City sponsored or co-sponsored events or other community events; and

5) Implementing a City-approved strategy for City-related activities/business.
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are in excess of the reimbursable rates set forth in this policy, shall not be reimbursable unless 

approved by the City Council at a public meeting before the expense is incurred. 

 

Transportation 

 

The most economical mode and class of transportation reasonably consistent with scheduling 

needs and space requirements must be used, using the most direct and time-efficient route.  In the 

event that a more expensive transportation form or route is used, the cost borne by the City will 

be limited to the cost of the most economical, direct, efficient, and reasonable transportation 

form.  Government and group rates offered by a provider of transportation services shall be used 

when available. 

 

Airfare at the economy class rate is reimbursable. 

 

Automobile mileage is reimbursable at Internal Revenue Service rates presently in effect; as such 

rates may be periodically adjusted (see www.irs.gov).  These rates are designed to compensate 

the driver for gasoline, insurance, maintenance, and other expenses associated with operating the 

vehicle.  This amount does not include bridge and road tolls, which are also reimbursable. 

 

Reasonable and necessary charges for public transportation, taxi, or shuttle service are 

reimbursable at actual cost with receipts. 

 

Rental vehicles may be used during out-of-County travel.  Rental vehicles may be used when the 

efficient conduct of City business preludes the use of other means of transportation or when a car 

rental is the most economical mode available.  Unless the prior approval of the City Manager is 

obtained, the reimbursable amount shall not exceed the best available rate for an intermediate or 

mid-sized car.  Itemized receipts must be submitted with vehicle rental reimbursement requests. 

 

Lodging 

 

Lodging costs will be reimbursed or paid for when travel on official City business reasonably 

requires an overnight stay.  Government and group rates offered by a provider of lodging 

services shall be used when available.  In the event that government or group rates for lodging 

are not available at the time of booking, lodging rates that do not exceed the Internal Revenue 

Service (IRS) per diem rates for a given area (as established by IRS Publication 463, or any 

successor publication) .are presumed reasonable and hence reimbursable. 

 

If such lodging is in connection with a conference or organized educational activity, lodging 

costs shall not exceed the maximum group rate published by the conference or activity sponsor, 

provided that lodging at the group rate is available to the member at the time of booking.  If the 

group rate for lodging in connection with a conference or organized educational activity is not 

available, the member shall use comparable lodging that is: (a) consistent with the IRS rates as 

set forth above; (b) at a government rate, if offered by a lodging provider; or (c) otherwise 

consistent with the limits set forth in this policy. 

 

Non-reimbursable lodging-related expenses include, but are not limited to, costs for an extra 

person staying in the room, costs related to late check-out (unless related to City business) or 

uncancelled reservations, in-room pay-per-view movie rentals or mini-bar service, and non-City 

http://www.irs.gov/
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2.0 Purpose

The fall protection policy is designed to identify the procedures Colfax employees,
contractors and visitors will follow to prevent falls from elevated work areas, ladders,
and from falling into lower levels through openings in walking/working surfaces. This
policy establishes uniform requirements designed to ensure that personnel is
adequately equipped and trained in safe work practices in accordance with CaIOSHA
Title 8, Sections 3209 — 3213, 3231, 3234, 3275 — 3280, 3648, 1541 and 1670.

3.0 Applicability

The following safety precautions and requirements apply to all work areas, including
off-site work areas, where there is a risk of falling. It applies to all Colfax employees,
visitors, inspectors, contractors, and temporary employee(s) when performing work
activities at, or above, any Cal/OSHA fall protection trigger heights (see Attachment B)
and/or when exposed to fall hazards into a floor or wall opening.

4.0 Definitions

Aerial Lift Device - Powered platforms, vehicle-mounted elevated and rotating work
platforms, extensible boom platforms, aerial ladders, articulating boom platforms,
vertical towers and powered industrial truck platforms.

Anchor Point - A secure point of attachment for lifelines, lanyards or deceleration
(grabbing) devices.

Body Belt - A strap with means for securing it both about the waist and for attaching it
to a lanyard, lifeline, or deceleration device.

Body HarnesslFu Il-body Harness - An interconnected set of straps that may be
secured about a person in a manner that distributes the fall arrest forces over at least
the thighs, pelvis, waist, chest, and shoulders with a means for attaching the harness
to other components of a personal fall arrest system.

Competent Person - One who is capable of identifying existing and predictable fall
hazards in the workplace and has authorization to implement corrective measures.

Connector - A device that is used to couple parts of a personal fall arrest system or
positioning device system.

Deceleration Device - Any mechanism, such as a rope, grabbing device, rip stitch
lanyard, specially woven lanyard or automatic self-retracting lifeline/lanyard, which
serves to dissipate a substantial amount of energy during a fall arrest, or otherwise
limits the energy imposed on an employee during fall arrest.

Elevating Work Platform - A device designed to raise the worker to the work.

January 1,2017 @2016 DKF Solutions Group. LLC 2
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Extension Ladder - A non-self-supporting portable ladder that is adjustable in length.

Fall Protection Plan — the system designed by the qualified person to protect workers
at height from fall hazards.

Fixed Ladder - A ladder, including an individual rung ladder, which is permanently
attached to a structure, building, or equipment.

Floor Hole - Any opening in any floor or platform which is smaller than a floor opening.

Floor Opening - An opening in any floor or platform, 12 inches or more in the least
horizontal dimensions. It includes stairway floor openings, ladderway floor openings,
hatchways, and chute floor openings.

Guardrail - A barrier erected to prevent personnel from falling from working levels
mote than 30 inches above the floor, ground, or other working areas of a building.
Standard guardrails include of top rail at 42-45 inches above the floor and a mid tail.

Horizontal Lifeline - Designed, installed and used under supervision of a qualified
person to support an employee working in the horizontal plane.

Ladder - A device typically used to gain access to a different elevation consisting of
two or more structural members crossed by rungs, steps, or cleats.

Lanyard - A flexible line of rope or strap that generally has a connector at each end for
connecting the body harness to a deceleration device, lifeline or anchor point.

Leading Edge - The edge of a floor, roof, or formwork for a floor or other
walking/working surface (such as the deck) that changes location as additional floor,
roof, decking, or formwork sections are placed, formed, or constructed. A leading edge
is considered to be an “unprotected side and edge” during periods when it is not
actively and continuously under construction.

Lifeline - A component consisting of a flexible line for connection to an anchorage at
one end to hang vertically (vertical lifeline), or for connection to anchorages at both
ends to stretch horizontally (horizontal lifeline). This serves as a means for connecting
other components of a personal fall arrest system to the anchorage.

Lower Levels - Those areas or surfaces to which an employee can fall. Such areas
include, but are not limited to, ground levels, floors, platforms, ramps, runways,
excavations, pits tanks, material, water, equipment, structures, or portions thereof.

Personal Fall Arrest System - A system used to arrest an employee in a fall from
working level. It consists of an anchorage, connectors, and body harness and may
include a lanyard, deceleration device, lifeline, or suitable combinations of these.
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8.4 Toeboards (CCR, Title 8, §3210)
8.4.1 Toeboards shall be provided at all elevated locations that are 6 feet or

more above places where employees normally work or pass to prevent
a hazard from falling tools, materials, or equipment. A standard
toeboard is 4 inches nominal in vertical height, with not more than ¼-
inch clearance above floor level.

9.0 Ladders (CCR, Title 8, §3276 - §3280)

The chief hazard when using a ladder is falling. A poorly designed, maintained, or
improperly used ladder may collapse under the load placed upon it and cause the
employee to fall. The following safety practices, in addition to any other applicable
requirements found in CaIOSHA, sections 3276-3280, shall be followed

9.1 Fixed Ladders

9.1.1 When accessing structures via fixed/stationary ladders, employees
must be protected from falls if the fixed ladder is over 20 feet in height.
If no cage or ladder climbing system exists, a self-retracting lifeline or a
ladder climbing system can be used for fall protection.

9.1.2 Fixed ladders on all tanks and/or structures shall be inspected prior to
use and any deficiency reported immediately to a supervisor.

9.2 Extension Ladders

9.2.1 Extension ladders must be inspected prior to use.

9.2.2 Documented inspections must be performed quarterly using Attachment
F, the “Ladder Inspection Checklist,” or similar.

9.2.3 If the ladder is defective, it must be immediately removed from service
and destroyed.

9.2.4 Employees accessing high places using extension ladders must place
the ladder on firm footing.

9.2.5 Extension ladders must extend 3 feet past the landing and when
practical, be tied off to the structure.

9.2.6 Employees must maintain three-point contact when climbing extension
ladders.

9.2.7 For each four feet in height, extension ladders should be placed in such
a manner that the slope is one foot from the structure (i.e. maintain a
slope of 4:lor 75 degrees).

9.3 Step Ladders

January 1, 2017 @2016 DKF Solutions Group, LLC 11
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• Wall openings or partition not provided with a glazed sash, having a
height of at least 30 inches and a width of at least 18 inches, through
which a fall more than 30 inches is possible shall be protected by

• A standard guardrail, or

• A barrier that is capable of withstanding a force of at least 200 pounds
applied horizontally at any point.

12.1.2 Ladderway floor openings: Every floor opening or platform that is
accessed by a ladder, (including a ship ladder) must be protected by
guardrails and toeboards on all exposed sides. The ladderway opening
must have a swinging gate or equivalent protection, or the passageway
must be offset so that a person cannot walk directly into the opening.

12.1.3 Manholes: Whenever a manhole cover is removed, the opening shall
be constantly attended by someone, or shall be protected by removable
covers or by portable railings.

12.2 Open Pits

Whenever a cover is removed or opened which exposes employees to an
unprotected open pit (i.e. no guardrails or other effective barriers), the opening
shall be constantly attended by someone, or shall be protected by removable
covers or removable railings that provide protection equivalent to that provided
by a guardrail. If entering a pit greater than four feet deep, confined space
procedures shall be followed.

12.2.1 Unused portions of service pits and pits not in actual use must be either
covered or protected by portable guardrails which meet the
requirements of standard guardrails.

12.2.2 Permanent yard surface openings such as pits or sumps must be
guarded in accordance with section 12.1

12.2.3 Trench or conduit covers must be designed to carry a truck tear-axle
load of at least 20,000 pounds when located in roadways.

12.2.4 Manhole covers must be designed to comply with standard highway
requirements; or they must be designed to carry a truck rear-axle load
of at least 20,000 pounds.

12.3 Skylights

Whenever it is necessary for employees to approach within 6 feet of a skylight,
they will be protected from falling through the skylight (or skylight opening) by
one of the following means:
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• Skylight screens which are capable of safely supporting the greater of 400
pounds or twice the weight of the employees. The design will be of grillwork
with openings not more than four inches by four inches or of slat work with
openings not mote than two inches wide

• Standard guardrails

• Covers that are capable of safely supporting the greater of 400 pounds or
twice the weight of the employees;

• A fall protection plan as outlined in section 7.6.

13.0 Training & Documentation

13.1 Initial Training

13.1.1 New Employees will receive introductory (awareness level) training on
fall protection as part of New Employee Orientation.

13.1.2 Employees whose job activities expose them to fall hazards will be
provided with job-specific fall protection training prior to performing that
activity. A competent person designated by Colfax will assist with job-
specific fall protection training.

13.1.3 Employees designated as competent persons and/or qualified persons
will receive the required level of training necessary to perform their
respective duties as described in this policy.

13.1 .4 The type of training will be suitable to the type of work being performed
and the associated fall hazards that they may be exposed to. Training
elements will include the following, as applicable:

• Colfax’s written program for fall protection

• Type of fall hazards in the workplace

• Selecting, using & inspecting fall protection equipment

• Rescue procedures

• Ladder and scaffold safety

• Fall protection when working from elevated work areas

• Fall protection when working on platforms and aerial devices

• The use and operation of guardrail, personal fall arrest, and lifelines
as they apply to the worksite and/or job activity.

January 1, 2017 @2016 DKF Solutions Group, LLC 16

























City of Colfax

FALL PROTECTION POLICY 01101117

ATTACHMENT H

Fall Protection: Training & Competency Checklist
1. Employee Name:

________________________________

DepUSection: —

2. Training Objectives:
• Types of fall protection equipment — uses and limitations
• Demonstrate understanding through hands-on exercise
• Demonstrate attachment and anchor points through discussion
• Other (describe content):

___________________________________________________

3. Training on Conventional Fall Protection Systems included the following (check all that apply)
1. Body Harness Inspections: Employee was able to inspect the following

• Labels — to ensure they are secure and easy to read.
• Belts and Straps — for fraying, broken fibers, pulled stitches, cuts, discoloration, charring, etc.
• D Rings — for distortion, cracks, breaks, and rough sharp edges.
• Buckles — for sharp edges, corrosion, burrs, cracks, dents or distortion.

2. Lanyard Inspection: Employee was able to inspect the following
• Labels — to ensure they are secure and easy to read.
• Hardware (Snaphooks) — for hook and eye distortions, cracks, corrosion or pitted surfaces.

Inspect latch and keeper spring/lock.
• Shock Absorber — to see that it is intact and free of cracks or splits.
• Web Lanyard — tar tears, cuts, fraying, knots, swelling, discoloration, charring, etc.
• Rope Lanyard — for fuzzy, worn, broken, change of diameter or cut fibers.

3. Anchor Strap Inspection: Employee was able to inspect the following
• Labels — to ensure they are secure and easy to read.
• Web Strap — for tears, cuts, fraying, swelling, discoloration, charring, etc..
• Dee Rings — for distortion, cracks, breaks and rough or sharp edges.

4. Anchor Points: Employee was able to inspect the following
• Anchorage — Must support 5,000 lb. for fall arrest, four times intended load for fall restraint.
• Snap Hooks — must be locking type. Never hook two snap hooks together.
• Lanyards — hook directly to an anchorage device — never wrap around an anchorage and tie-off

the lanyard to itself
5. Rescue Plan: How to develop and complete a fall rescue plan

4. Training on developing andlor implementing a Fall Protection Plan
• Controlled Access Zones: How to establish a Controlled Access Zone
• Safety Monitor duties
• Rescue Plan: When and how to develop and complete a fall rescue plan

5. Training on other Fall Protection Policy elements
• Ladders; Scaffolds
• Elevated work platforms
• Roof and wall openings
• Other:

Employee was trained and demonstrated competency on the above as noted: Date:

Instructor Name Signature
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PROCEDURES AND GUIDELINES 
 
This document discusses the most important elements of financial management in one 
comprehensive centralized format and is organized into the following areas of discussion: 
 

A. Operating Budget 
B. Revenues 
C. Expenditures 
D. Cash Management and Investments 
E. Capital Financing and Debt Management 
F. Fund Accounting and Reserve Fund Policies 
G. Financial Reporting 

 
A. Operating Budget 
 
1. The budget will be adopted by the City Council no later than June 30th of each year. 

a. The City Manager will develop and present a biennial budget. 
b. The City should strive to develop a multi-year financial plan that is updated as part of the 

periodic budget process. 
2. A calendar of events related to budget development will be presented to City Council by 

April 1st of each year. 
a. Scheduled activities will encourage early involvement with the City Council and the 

public. 
3. A balanced provisional budget will be presented to City Council for review and adoption 

with total projected expenditures not exceeding total estimated revenues. 
a.  The budget will be developed in a way that facilitates public study and effectively 

communicates key economic and fiscal issues to City Council and the public. 
b. Actual revenues, expenditures, reserve balances and fund balances for the prior fiscal 

year and estimates for the current year will be provided. 
c. Forecasts require clearly stated assumptions.  Estimations should be conservative but 

reasonable. 
d. The City budget must comply with the annual determination of the City’s appropriations 

limit calculated in accordance with Article XIIIB of the Constitution of the State of 
California and must adopt an annual resolution to this effect. 

e. One-time revenue sources are not to be relied upon to fund ongoing operations. 
f. Should it be necessary, City Council may approve a planned use of accumulated fund 

balances in prior years for inclusion in the budget. 
g. A multi-year capital improvement plan should be developed so that project priorities and 

debt capacity can be analyzed. 
4. The Finance Department will maintain a system for monitoring the City’s budget 

performance. 
a. The City Manager will provide the City Council with a mid-year review of the City’s 

financial activities.  The review will be presented in February and compare annual budget 
projections with actual results. 
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2. The City will maintain expenditure categories according to state statute and administrative 
regulation. 

3. Costs of service will be budgeted and charged to the fund performing the service.  Cost 
allocation methodology will be reviewed and approved in the annual budgeting process. 
 

D. Cash Management and Investments 
 
1. The City’s investment policy will be reviewed annually as part of the budget process. 
2. The responsibility of investing City funds rests with the City Manager and Finance Director 

who are to exercise due diligence to adhere to the investment policy.  Quarterly (or more 
frequent) reports will be provided to City Council presenting a summary of the portfolio 
status and compliance with the conditions set forth in the investment policy. 

3. Investments shall be made in conformance with the City’s investment policy with the 
primary objectives of: 
a. Preservation of Capital and protection of Principal 
b. Maintenance of sufficient liquidity to meet operating needs 
c. Security of City Funds and investments 
d. Maximization of return on the portfolio 

 
E. Capital Financing and Debt Management 
 
1. The City will seek to maintain a high credit rating through sound financial practices as a 

basis for minimizing borrowing costs. 
2. Major capital improvement projects will be funded using the most financially prudent 

method available. 
a. The City will make every effort to use pay-as-you-go financing for capital improvement 

projects.  Debt financing for a project can be used if the overall project cost exceeds 
anticipated available resources and/or if the cost of financing is favorable as compared to 
the use of City investment holdings over the financing term. 

3. The City will monitor all forms of debt annually in conjunction with the budget preparation 
process and report concerns and remedies, if necessary, to City Council.  The City will 
diligently monitor its compliance with bond covenants. 

4. The City will not issue long-term debt to finance current operations.  Debt financing should 
only be used for long-term capital improvement projects with a useful life exceeding the term 
of the financing and for which the project revenues or specific identified revenue sources are 
sufficient to service the long term debt. 

5. The City will use a lease-purchase method of financing for equipment if the lease rates are 
more favorable than the City’s expected overall investment rate of return. 

 
F.  Fund Accounting and Reserve Fund Policies 
 
1. The City will use Governmental Accounting Standards Board (GASB) definitions of fund 

balance for the annual financial reports (audits) and for all other financial reporting. 
2. Fund Descriptions are as follows: 

a. Governmental Funds 









Threats or other conduct which in any way create a hostile environment, impair agency 
operation; or frighten, alarm, or inhibit others are prohibited. Psychological intimidation 
or harassment includes making statements which are false, malicious, disparaging, or 
derogatory, rude, disrespectful, abusive, obnoxious, insubordinate, or which have the 
intent to hurt others’ reputations. 
In addition, the City prohibits retaliation against individuals who raise complaints of 
discrimination or harassment or who participate in workplace investigations. All such 
conduct violates City policy. 
NON-DISCRIMINATION 

The City is committed to compliance with all applicable laws providing equal 
employment opportunities. This commitment applies to all persons involved in City 
operations. The City prohibits unlawful discrimination against any job applicant, 
employee or unpaid intern by any employee of the City, including supervisors and 
coworkers. 
Pay discrimination between employees of the opposite sex or between employees of 
another race or ethnicity performing substantially similar work, as defined by the 
California Fair Pay Act and federal law, is prohibited. Pay differentials may be valid in 
certain situations defined by law. Employees will not be retaliated against for inquiring 
about or discussing wages. 
ANTI-RETALIATION 

The City will not retaliate against you for filing a complaint or participating in any 
workplace investigation or complaint process, and will not tolerate or permit retaliation 
by management, employees or co-workers. 
City of Colfax - Employee Handbook 
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REASONABLE ACCOMMODATION 

Discrimination can also include failing to reasonably accommodate religious practices or 
qualified individuals with disabilities where the accommodation does not pose an undue 
hardship. 
To comply with applicable laws ensuring equal employment opportunities to qualified 
individuals with a disability, the City will make reasonable accommodations for the 
known physical or mental limitations of an otherwise qualified individual with a disability 
who is an applicant or an employee unless undue hardship would result. 
Any job applicant or employee who requires an accommodation in order to perform the 
essential functions of the job should contact the City Clerk and discuss the need for an 
accommodation. The City will engage in an interactive process with the employee to 
identify possible accommodations, if any, that will help the applicant or employee 
perform the job. An applicant, employee or unpaid intern who requires an 
accommodation of a religious belief or practice (including religious dress and grooming 
practices, such as religious clothing or hairstyles) should also contact the City Clerk and 
discuss the need for an accommodation. If the accommodation is reasonable and will 
not impose an undue hardship, the City will make the accommodation. 
The City will not retaliate against you for requesting a reasonable accommodation and 
will not knowingly tolerate or permit retaliation by management, employees or 
coworkers. 
COMPLAINT PROCESS 

If you believe that you have been the subject of harassment, discrimination, retaliation 



or other prohibited conduct, bring your complaint to your supervisor, any other City 
supervisor, the City Manager, City Attorney, or Finance Director as soon as possible 
after the incident. You can bring your complaint to any of these individuals. If you need 
assistance with your complaint, or if you prefer to make a complaint in person, contact 
the City Clerk. Please provide all known details of the incident or incidents, names of 
individuals involved and names of any witnesses. It would be best to communicate your 
complaint in writing, but this is not mandatory. 
The City encourages all individuals to report any incidents of harassment, 
discrimination, retaliation or other prohibited conduct forbidden by this policy 
immediately so that complaints can be quickly and fairly resolved. 
You also should be aware that the Federal Equal Employment Opportunity Commission 
and the California Department of Fair Employment and Housing investigate and 
prosecute complaints of prohibited harassment, discrimination and retaliation in 
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employment. If you think you have been harassed or discriminated against or that you 
have been retaliated against for resisting, complaining or participating in an 
investigation, you may file a complaint with the appropriate agency. The nearest office 
can be found by visiting the agency websites at www.dfeh.ca.gov and www.eeoc.gov. 
Supervisors must refer all complaints involving harassment, discrimination, retaliation or 
other prohibited conduct to the City Manager so the City can try to resolve the 
complaint. 
When the City receives allegations of misconduct, it will immediately undertake a fair, 
timely, thorough and objective investigation of the allegations in accordance with all 
legal requirements. The City will reach reasonable conclusions based on the evidence 
collected. 
The City will maintain confidentiality to the extent possible. The City cannot promise 
complete confidentiality. The employer's duty to investigate and take corrective action 
may require the disclosure of information to individuals with a need to know. 
Complaints will be: 

¶ Responded to in a timely manner. 

¶ Kept confidential to the extent possible. 

¶ Investigated impartially by qualified personnel in a timely manner. 

¶ Documented and tracked for reasonable progress. 

¶ Given appropriate options for remedial action and resolution. 

¶ Closed in a timely manner. 
If the City determines that harassment, discrimination, retaliation or other prohibited 
conduct has occurred appropriate and effective corrective and remedial action will be 
taken in accordance with the circumstances involved. The City also will take 
appropriate action to deter future misconduct. Any employee determined by the City to 
be responsible for harassment, discrimination, retaliation or other prohibited conduct will 
be subject to appropriate disciplinary action, up to and including termination. 
Employees should also know that if they engage in unlawful harassment, they can be 
held personally liable for the misconduct. 
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CITY OF COLFAX 
ADMINISTRATIVE POLICIES AND PROCEDURES 

 

Subject:   Travel Policy 

Effective Date:   September 9, 2015  

Resolution:  Resolution No. 36-2015 

 

PURPOSE 

The City of Colfax will provide reasonable travel and expense funds for authorized travel to 

attend business or professional conferences, training seminars, meetings, or other authorized City 

business travel. 

APPLICATION 

The travel policy applies to all City Employees, including part-time and temporary (seasonal) 

employees, City Council Members, Board and Committee Members, and Volunteers herein after 

"Traveler." 

ACCOUNTABILITY 

A.  Travelers are required to use fiscal prudence in the conduct of City business.  The location 

and cost of the travel, and any available alternatives, should be reviewed to ensure the best use of 

City funds. 

B.  Each traveler is required to receive authorization prior to making any travel arrangements, 

obtain all necessary travel documents, complete Travel Expense Reimbursement Request forms 

and provide these forms and documents to the Finance Director within established timelines. 

C.  Personal business should not be mixed with official City business if it will result in any cost 

to the City, result in lost work time, or cause harm to the City's reputation or interest. 

GENERAL 

A.  Non-Local travel should be on an as-needed basis.  City Travelers shall work with their 

supervisors to determine if a local venue or webinar will have the same or similar event within a 

reasonable time frame before scheduling non-local travel. 

B.  All travel costs including registration, airfare, hotel, and rental car should be made, whenever 

possible, by City purchase card. The City purchase card should not be used for items which will 

be covered by per diem or mileage reimbursement. 

C.  For all travel related expenses, City Travelers shall obtain a receipt and if necessary 

additional documentation. 
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C.  The Traveler shall request a standard single room at the conference or government rate, 

whichever is lower.  Lodging costs shall not exceed the group rate published by the event 

sponsor, unless group rate rooms are sold out. 

D.  The City will pay for lodging for the evening preceding and/or subsequent to a business 

related event when the Traveler would have to travel unreasonably early or late in order to reach 

the destination. 

E.  Conference/meeting time is for the actual business related event and not for optional tours, 

sporting or social events. 

F.  Lodging expenses will not normally be reimbursed for local travel except in the following 

conditions: 

¶ The length of the conference is more than one day and the distance is more than 100  

miles from the Traveler's residence; or 

¶ The Traveler will be required to be away for more than twelve (12) hours; or 

¶ The Traveler's presence is required for activities before or after the regular conference 

hours; or 

¶ In special circumstances approved by the City Manager or his designee. 

 

G.  The City will pay for business telephone calls and internet service if needed for work during 

travel on official City business.  The City shall not pay for personal telephone calls or other 

optional hotel services that are not required for work. 

MEAL AND INCIDENTAL REIMBURSEMENT 

A. Per IRS regulations (Publication 463, Travel, Entertainment, Gift and Car Expenses), 

reimbursement shall only be given when the trip includes an overnight stay. 

B.  The City provides a reimbursement of expenses up to $60 per day for a Traveler's meals and 

incidental expenses during an overnight trip: 

¶ Incidentals include baggage handling and gratuities. 

¶ Receipts for per diem meals and incidentals are required. 

¶ If the Traveler spends an amount in excess of the allowed amount, the excess expense 

is not eligible for reimbursement. 

 

UNAUTHORIZED EXPENSES 

A. The following are examples of unauthorized expenses: 

¶ Alcoholic beverages 

¶ In-room movies 

¶ Spa/gym services 

¶ Tours 





 

City Owned Vehicles, Adopted by Council 09/09/2015 1 

 

CITY OF COLFAX 
ADMINISTRATIVE POLICIES AND PROCEDURES 

 

Subject:   Use of City-Owned Vehicles 

Effective Date:   September 9, 2015  

Resolution:  Resolution No. 36-2015 

 

PURPOSE 

The purpose of this policy is to provide guidelines to City employees and volunteers regarding 

the appropriate use of City-owned or leased vehicles in the performance of their assigned duties.  

POLICY 

It is the policy of the City to provide, at its discretion, vehicles for use by employees to assist in 

the efficient performance of their duties.  It is the goal of the City to procure and provide those 

vehicles that are best suited for their intended purpose.  It shall remain a management right to 

determine if a vehicle will be provided and the types and numbers of vehicles to be provided.  

The provision of City-owned vehicles is generally to facilitate the work of the employee within 

the City limits or within the immediate area.  It shall be the responsibility of the department head 

to determine when it is more effective for City vehicles to be used outside of the jurisdiction for 

an extended period of time as opposed to the employeeôs use of their personal vehicle or the use 

of alternative transportation.  Authorized use of a personal vehicle for City business shall be 

reimbursed at the rate set periodically by the IRS for business travel.  

City vehicles shall only be used to perform such functions as are included in the user employeeôs 

job duties or related duties as may be assigned.  City vehicles shall not be used and shall not be 

allowed to be used for personal business or personal use by the employee.  The City Manager 

may waive this restriction in limited circumstances by prior agreement.  

Authorization for take-home of a City vehicle shall be limited to special instances only when 

formally approved by the supervisor prior to such use. 

The use of City vehicles shall be authorized for the following purposes:  

1) Performance of assigned duties;  

2)  Transportation between work locations;  

3)  Transportation inside and outside of City to attend meetings, seminars, special 

events, and conferences that have been appropriately authorized;  

4)  Transportation to procure supplies, equipment, materials or services for City use;  

5)  Transportation to make deliveries related to City business.  

 

City employees may transport non-City employees in City vehicles only when required by the 

specific assignment.  
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CITY OF COLFAX 
ADMINISTRATIVE POLICIES AND PROCEDURES 

 
Subject:   Whistleblower Policy 
Effective Date:   October 8, 2014  
Resolution:  Resolution №. 29-2014 
 
PURPOSE 
 
It is critical that the City foster and maintain a workplace with a high ethical standard of conduct 
in all activities and conduct its business in a fair, effective, efficient, and transparent manner.  
Further, the City must protect its assets and resources from fraudulent, illegal, and dishonest 
activities by protecting its assets and resources, by maintaining effective internal controls and by 
identifying and investigating any possibility of fraud or other improper activities.  To this end, 
this Whistleblower Policy (“Policy”) establishes procedures for City employees and the Colfax 
community to report alleged illegal, fraudulent, and/or improper activity by City employees and 
to assure that such reports do not result in retaliation by the City. 
 
POLICY 
 
Community members and City employees are encouraged to report good faith suspicions of 
misconduct by City employees and any misuse of City property or resources.  Any City 
employee who makes such a good faith report is protected against adverse employment actions 
by the City for raising such allegations, and shall not suffer any reprisals or retaliation by the 
City for making the report, whether or not the allegations are sustained.  The whistleblower must 
exercise sound judgment to avoid baseless allegations.  The intentional filing of a false report is 
itself considered an improper governmental activity which the City has the right to act upon. 
 
PROHIBITED ACTIVITIES 
 
Any person should report information related to one of the following prohibited activities which 
includes, but is not limited to: 

A. Violation of any law, regulation, ordinance. 
B. Conflict of interest. 
C. Fraud, waste, or misuse of City property, resources, or time.  
D. Abuse of authority. 
E. Creation of a specific and substantial danger to public health or safety by failing to 

perform duties required by the City position held. 
F. Theft, misuse of, or misappropriation of City resources, property, information, assets or 

funds, or an attempt to do any of the same. 
G. Intentional falsification of records (including failure to disclose material facts or making 

of false or misleading entries or statements with the intent to deceive on any City 
document or other official document, report, or form, including but not limited to, City 
financial records and environmental regulatory reporting), or the willful and unauthorized 
destruction and/or mutilation of any City document or other official document, report, or 
form, including City financial records. 
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