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POLICY

The City of Boulder maintains a smoke-free and tobacco-free work environment.

PURPOSE

This policy's purpose is to protect the health and safety of employees and the public, to protect the
condition of city property, and to ensure that employees model the community's health values by
being respectful of the perception associated with on-the-job smoking or use of tobacco products
and inconsiderate or offensive disposal of those products. In addition, the city supports the health
and wellness of employees by encouraging them to participate in smoking cessation programs.
(See Attachment A for more information regarding smoking cessation programs and resources.)

SCOPE

This policy covers all City of Boulder employees.

DEFINITIONS

The following are def,rnitions for the pu{pose of this policy. These definitions may differ from
definitions found elsewhere.

City Property 
- 

Includes all city premises, such as any city-owned or city-maintained land, city-
owned or leased buildings, and city-owned or leased vehicles and equipment. This does not
include streets, alleys, sidewalks or parking lots.

E-cigarette 
- 

A device containing a liquid-based substance that is vaporized and inhaled, used to
simulate the experience of smoking tobacco,

Smoking 
- 

The inhalation and exhalation of the smoke of burning tobacco or a drug encased in
cigarettes, pipes or cigars.

Smokeless Tobacco 
- 

Any tobacco product that requires chewing or expectorating any extract or
portion of the product.

Tobacco Product 
- 

Any product made or derived from tobacco that is intended for human
consumption, including any component, part or accessory of a tobacco product, which includes,
among other products, cigarettes, cigarette tobacco, roll-your-own tobacco, and smokeless
tobacco.

IIr.
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Working Hours 
- 

An employee's paid time, not including paid leave, or teleworking, or on-call
status. For more information regarding teleworking, see the Teleworking Policy.

V. PROHIBITED BEHAVIOR. EXCEPTIONS AND GUIDELINES

A. Prohibited Behavior

Effective as of December 1, 2014, no employee shall smoke or use (including expectorating)
any form of a tobacco product or e-cigarette during an employee's working hours while on, in
or using city property, or while wearing clothing with city insignia when working and in direct
contact with the public.

Notes: 
Employees should refer to any policies in their department on related topics for any
additional restrictions.
Boulder Revised Code and any existing or subsequent City Manager's Rules may also
covet regulation of smoking and use of tobacco products and prohibit smoking in areas
not covered by this policy.

B. Exceptions

The exceptions to this policy arethat employees may use tobacco products or e-cigarettes
while on a break during working hours in an area either posted or designated as a smoking area
by their department head and the HR Director, or off city property, or in a personal vehicle
while working and not in direct contact with the public. However, use and disposal of tobacco
products must be done in a responsible and safe manner and disposal must be into an
appropriate receptacle, such as a trash or compost receptacle. Employees are encouraged to be
respectful of the effects of second-hand smoke on other employees who are with them and to
be sensitive to the public's perception.

VI. DISCIPLINARY ACTION

Violation of this policy may result in disciplinary action, up to and including termination of
employment.

VII. INTERPRETATION AND APPLICATION

Employees with questions conceming the interpretation and application of this policy should
contact the Human Resources Department.

VIII. OTHER POLICIESÆXCEPTIONS/CHANGES

This policy supersedes all prior editions of this policy and conflicting provisions of other policies
covering the same or similar topics. Only the Human Resources Director or the City Manager
may grant any exception to this policy. The City Manager may review and change this policy at
any time. This document does not create an employment contract.
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Attachment A

Toe¡cco CessRnol ResouRces

The following provides information regarding free services for assistance with tobacco cessation.

1. Smokefree.qov

Smokefree,gov provides the following services and resources:
. Information about a wide range of topics related to smoking and quitting
. LiveHelp, the National Cancer Institute's instant messaging service
. National Cancer Institute's telephone quitline, t-877-44U-QU[
. Local and state telephone quitlines, 1-800-QUF-NOW*
. SmokefreeTXT, the National Cancer Institute's text messaging service
. Information on Smokefree apps, quizzes, and materials to download
. Publications to download, print, or order

2. Centers for Disease Control and Prevention (CDS)

A web-based program with information regarding smoking cessation programs and information and
links to other resources. For more information, visit this website: www.cdc.gov

3. Colorado Ouitline

Professional phone counseling and self-help materials mailed to your home. lnformation on nicotine
replacement therapies, special help for pregnant women and spit tobacco users. The QuitLine also is
available in four Asian languages and Spanish. (1-800-784-8669).

For more information visit the website at: www,coquitline,org
Or call 1-800-QUIT NOW (1-800-784-8669)

For the Asian QuitLine, here are the four languages available and phone numbers:
. Chinese (Cantonese and Mandarin): 1-800-838-8917
. Korean: 1-800-556-5564
. Vietnamese: 1-800-778-8440

4. Colorado QuitNet

A website with advice, information on nicotine replacement therapies, and peer suppoft. For more
information, visit this website, which also includes information in Spanish: www.co,quitnet.com

5. Websites for quitting soit/chew tobacco

The following are websites with information for quitting spit or chew tobacco
o Quitsmokeless at: www.quitsmokeless.org
. National Spit Tobacco Education Program at: www.nstep.orq
. Chewfree at: www.chewfree.com

6. Tobacco Education and Prevention Paftnership of Boulder CounW (TEPP)

Quit smoking consultation and quit kit. For more information, call 303 4L3-7567 or visit their website
at:
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CITY OF BOULDER
***

POLICIES AND PROCEDURES

WORKPLACE CONFLICT EFFECTIVE DATE: 6/16/1999

POLICY

I. POLICY

It is the policy of the City of Boulder to expect a workplace standard for employee
behavior that is courteous and respectful, even in the event that conflicts arise among
employees in the workplace.  This standard is intended to foster a workplace that values
diversity and individuality among employees and provides supportive mechanisms for
resolving workplace conflicts.  

II. PURPOSE OF POLICY

The purpose of this policy is to articulate an ideal standard of interaction for the
workplace.  By describing the ideal workplace, employees shall have a standard against 
which they can evaluate and strive to improve their own workplace interactions.  In
addition, this policy provides guidelines that employees may use when conflicts arise so
that they may attempt to resolve those conflicts.  Please note that if an employee believes
that the basis of the conflict is because of his/her race, national origin, religion, disability,
age, military status, gender or sexual orientation, provisions of the City’s Anti-
Discrimination/Harassment Policy may apply and should be referred to for guidance.

III. GUIDELINES FOR RESOLVING CONFLICTS 

Whenever possible, employees should attempt to resolve conflicts directly with each other. 
Attached to this policy is a list of simple techniques that can be used by employees to
resolve conflicts with others.  Employees may also choose to obtain coaching from
Human Resources or from the City’s EAP (Employee Assistance Program) so that they
may prepare themselves to have a productive conversation about a workplace conflict.  By
resolving conflict quickly and directly, many conflicts can be resolved discreetly and
successfully.



2

If direct action is unsuccessful, or the employee needs assistance in solving the conflict,
he/she should involve the supervisor in resolving the conflict.  At this level, the supervisor
may decide to work directly with individuals involved, or may involve Human Resources
staff, the City’s EAP, or other trained professionals as appropriate to meet the needs of the
individuals circumstance.

If these steps are unsuccessful, or if individual circumstances dictate, employees may
engage in a mediation process to develop a plan for resolution of the conflict with the
assistance of trained professionals.  Supervisors may require employees to participate in
mediation as warranted by the circumstances and where attempts at coaching have been
unsuccessful.

IV. SUPERVISORY RESPONSIBILITY

All managers and supervisors are expected to model courteous and respectful behavior in
all interactions, including difficult situations such as taking corrective action or engaging in
disagreements.  Supervisors shall evaluate and coach employees on appropriate
interpersonal behavior in the workplace.  Should conflicts arise between or among
employees in different workgroups, each respective supervisor will be expected to work
toward a resolution that is satisfactory to all affected parties.

V. EMPLOYEE RESPONSIBILITY

Employees are expected to conduct themselves in a courteous and respectful manner in all
interactions, including those that involve a workplace conflict or disagreement.  If an
employee is involved in a conflict or dispute, he/she is expected to work toward a
resolution that is satisfactory to all affected parties. 

V. CONSTRUCTION AND INTERPRETATION

Employees who have questions concerning the interpretation or application of this policy
are to inquire of the Human Resources/Organizational Effectiveness Department.

VI. EXCEPTIONS/CHANGE

This policy supersedes all previous policies covering the same or similar topics.  Any

exception to this policy may be granted only by the Human Resources Director or the City
Manager.  This policy may be reviewed and changed at any time.



3

CONFLICT RESOLUTION TECHNIQUES

1. Careful preparation is the first step to successful conflict resolution.  Give yourself time to
reflect on your concerns so you are able to communicate them calmly, thoughtfully and
clearly.  Prepare the other party by letting them know in advance you have something
important you want to discuss.  Choose a suitable time and location where you can
discuss your concerns privately and without interruption.  However, problems are
generally easier to resolve when they are dealt with promptly, so preparation time should
be balanced against the detrimental effects of delay.

2. Try to identify and agree upon common goals and objectives.

3. Identify needs and interests rather than specific solutions to a problem.  Consider the other
person’s needs and interests just as you would have yours considered.  Try to listen to the
other person as if you were a neutral third party who is uninvolved.  Ask for more
information if the other person has reached a conclusion that does not make sense to you,
rather than challenging his/her assumption.

4. Focus on the problem, not the personalities involved.  Focus on what will make the future
successful, not what has created problems in the past.

5. If you believe the problem is a personality conflict, focus on the specific behaviors that are
causing the problem, not on an assessment or judgement of the personality.

6. Agree upon standards to solve the problem.

7. Be creative, brainstorm, consider many possibilities for solving the problem.

8. Keep talking until you agree upon a solution that best meets the needs and interests of all
parties.  This is important.  Often, when we wish to avoid conflict, we will agree to
something quickly rather than hanging in there for something that will really work.  If you
haven’t hit on a solution, identify what specific need or interest has not yet been met and
look for a way to modify your best suggestions so far to meet that need or interest.

9. Agree on follow-up and next steps.  Agree to get back together at a specific time in the
future to check in with each other to see how the solution is working.

10. Consider putting your agreement in writing to avoid future conflicts.

11. If you cannot solve the problem after all of these steps, seek assistance from your
manager, HR/OE, or from a professional mediator or facilitator.
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GUIDELINES FOR USE OF WIRELESS COMMUNICATION DEVICES IN VEHICLES 

I. Purpose 

Wireless communication devices (i.e. cell phones, pagers, text messaging devices, computer 

screens) are common in the workplace.  There is a growing wave of concern regarding the 

safety risks associated with using wireless communication devices while driving and studies 

suggest an increased risk for the driver being involved in a crash/collision.  To minimize this 

distraction, employees are expected to refrain from using personal and city-owned wireless 

communication devices on-the-job while operating a motor vehicle. This applies to City vehicles 

and personal vehicles used for City business.  Under no circumstances should a city employee 

place him/herself or others at unnecessary risk to fulfill personal or business needs by using a 

communication device driving on-the-job. 

II. Guidelines 

A. Ask yourself, “Is this communication necessary right now?” 

• Please have the cell phone voicemail pick up calls while you are driving, and check 

your voicemail when are able to park the car.  

B. Safely pull over or use hands-free accessories for wireless communication devices. 

• Familiarize yourself with all your cell phone features and operations prior to use. 

Utilize hands-free devices and “one-button” functions wherever possible, such as 

speed-dial, redial and all standard access commands. 

• Pull off to the side of the road and stop before answering a communication, seeking 

emergency assistance (911), or writing a message related to the communication. 

C. In the event a device must be used while driving, consider the following options: 

• Keep conversations simple and brief and limited to business discussions. 

• Inform the other party that you are driving and may need to suspend the 

conversation if the call becomes a distraction. 

• Do not engage in stressful or emotional communications while driving. 

• Do not use a wireless communication device during adverse traffic, road or weather 

conditions.
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III. EXCEPTIONS

Members of the Boulder Police Department, Fire Department and other commissioned

officers and/or rangers, while involved in a critical activity, are exempt from these guidelines. 

IV. CORRECTIVE ACTION

Failure to follow these guidelines may constitute unsafe operation of a motor vehicle.

Under the City’s driving policy, unsafe operation of a motor vehicle can result in corrective 

action, up to and including termination. 



Workers’ Compensation 
If you are injured on the job, you are eligible for medical care.  It is important that the 
following steps be taken. 

Reporting Accidents or Injuries 
All incidents, accidents, injuries, or unsafe conditions affecting employee(s) or the public 
must be reported immediately to the supervisor. Reporting an accident or injury to a co-
worker or crew leader is not acceptable. ANY employee aware of an accident or injury 
must report the incident to his/her supervisor. All accidents or injuries must be reported 
no later than the end of the shift in which it occurs. Under State Law, if an employee is 
involved in an accident, failure to promptly file a report will jeopardize compensation and 
medical benefits. 

Employee’s Responsibility 
The employee is responsible for the following:  reporting the injury/accident as soon as 
practical but no later than the next work day after the accident injury/illness occurs. The 
information should be provided on the City of Boulder’s Injury/Illness Reporting Form, 
which can be obtained from the employee's supervisor.  
It is important for the employee to: provide accurate information about the injury 
occurrence, follow the medical treatment plan as prescribed by the medical service 
provider, be available for alternative duty assignment and maintain contact with the 
supervisor on the status of the injury/illness, participate/cooperate in the investigation of 
the accident which gave rise to the injury/illness, and learn/use appropriate safety 
methodologies and personal protective equipment (PPE) and other safety equipment 
when necessary to assure a safe work environment. 
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