RULE 1
DEFINITIONS
(Revised August 19, 2021; Rule Revision Memo 69D)
Purpose:
The purpose of this rule is to provide meaning to terms that are used throughout these Career
Service Rules.
Agency:
A unit of government identified by a "fund organization" number in an appropriation
ordinance.
Appointing authority:
A municipal official appointed or elected to serve as the head of a department or
agency; hence, and except as otherwise provided herein, the official authorized to
appoint, supervise, manage, discipline and terminate employees of such department or
agency.
In accordance with § 2.6.4 of the Denver Charter, the Director of Safety is the
appointing authority for purposes of hiring, disciplining and terminating deputy sheriffs
and other employees of the Sheriff Department.
Such an official may designate another official or employee within the department or
agency to act as an appointing authority.
Appropriation:
An authorization by the City Council to a specified agency to expend a specified sum of
money from a specified fund during a specified period for a specified purpose.
Benefits:
Paid time off, vacation leave, holiday leave, sick leave, payments for injuries or sickness
received in the line of duty, health insurance, life insurance, pensions, uniform and
equipment allowances, dependents’ benefits, and any other financial or economic
benefits as determined by the Office of Human Resources.
Break in service:
Any lapse of working time between the official separation of an employee and his
subsequent re-hiring.
Career Service:
All employees of the City and their positions subject to the exceptions in the Denver City
Charter.
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Career Service Board:
The board created by the Denver City Charter to direct the Career Service. See Rule 2
OFFICE OF HUMAN RESOURCES for additional information about the Board’s
responsibilities.
Career Service employee:
The incumbent of a position in the Career Service.
Classification series:
The arrangement in sequence of classes that are alike in kind but not in level. For the
purposes of market adjustments and lay-offs, a classification series shall include first line
supervisors and lead workers, if so designated for the class.
Continuous service date:
For purposes of leave and layoffs, the continuous service date is the effective date of an
employment appointment or a re-employment appointment in the career service,
whichever is later; or the effective date of appointment from a re-instatement list plus
credits for service prior to lay-off. This definition does not affect employee rights to paid
time off, sick leave and vacation leave as established in the Revised Municipal Code or
the Career Service Rules.
Demotion:
An appointment of an employee to a position in a classification in which the range
minimum of the pay grade of the new classification is lower than the range minimum
of the classification previously held.
Effective date:
The date when a personnel action takes effect.
Incumbent:
The current occupant of a position.
Lay-off:
The involuntary separation of a career status unlimited employee resulting from the
abolishment of a filled position.
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Lay-off unit:
A division within an agency or department as set forth in the City’s Human Resource
Information System, except the Fire, Police, and Sheriff departments shall each be one
lay-off unit. If an agency or department is not organized by division, or an individual is
not a member of a division, the next highest organizational unit will define the lay-off unit.
Length of Service:
Total number of years, months and days of continuous service, including time an
employee is on unpaid leave, but exclusive of service in on-call status positions.
Month of service:
The period of time between a given date in one month and the preceding day in the
following month (e.g., April 16 through May 15).
Office of Human Resources:
The agency created by the Denver Revised Municipal Code to administer the Career
Service.
Promotional appointment:
An appointment of an employee to a position in a classification in which the range
minimum of the pay range for the new classification is higher than the range
minimum of the pay range for the employee’s previous classification.
Promotional re-instatement appointment:
An appointment of an employee who has been demoted in lieu of lay-off which is made
as a result of referral from a re-instatement list.
Transfer appointment:
An appointment of an employee from a position in one classification to a different
position in the same classification or a classification with the same range minimum
for which the employee meets the minimum qualifications.
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