
To our Colorado employees: please note that wherever Illinois law provides for or offers greater protections to our employees, Colorado law will govern.  
Please contact a member of the Human Resources Department if you have any questions about any policies in this Addendum.

Healthy Families and Workplaces Act 

Paid Sick Leave

The Company complies with the Healthy Families and Workplaces Act for our Colorado employees.    Effective January 1, 2021, employees will accrue 
paid sick and safe time (PSST) at the rate of 1 hour for every 30 hours worked up to an annual cap of 48 hours.  Employees may use up to 48 hours of 
PSST per year. Employees may carryover up to 48 hours of unused PSST to the next calendar year.  However, annual use is still limited to 48 hours.  
PSST begins accruing on January 1, 2021 or the employee’s date of hire if later. 

PSST Qualifying Reasons

Employees may use PSST for the following reasons:  

• attend appointments or receive care for the employee’s own physical or mental illness, injury, or medical condition; or
• attend appointments or provide care for an eligible family member’s physical or mental illness, injury, or medical condition; or 
• when the employee or the employee’s family member has been a victim of domestic abuse, sexual assault, or harassment and the use of the 

leave is to (a) seek medical attention; (b) obtain services from a victim services organization; (c) obtain mental health or other counseling; (d) 
seek relocation; or seek legal services, including preparation for or participation in a civil or criminal proceeding relating to or resulting from the 
domestic abuse, sexual assault, or harassment ; or

• take time off when an employee’s place of business or a child’s school or place of care has been closed by order of a public official due to a 
public health emergency.

If the need for paid sick leave reasons is foreseeable, an employee should provide advance notice to his/her supervisor.  If the need is unforeseeable, 
an employee shall provide notice of the need as soon as practicable.

Unused PSST will not be paid out at termination.  PSST can be used in hourly increments. 

The Company prohibits discrimination or retaliation against employees because of an employee’s request for, or use of, legally-mandated PSST. If you 
believe that you have been treated unfairly on account of your request and/or use of legally-mandated PSST, please immediately report this concern to 
Human Resources so the matter may be reviewed and appropriate corrective action may be taken.

Public Health Emergency Leave (“PHEL”)

In addition to PSST, all employers in Colorado are required to provide employees with additional paid sick leave during a public health emergency (for 
the reasons discussed below under “Reasons for Leave”). Specifically, on the date a public emergency is declared, all employers must supplement 
each employee’s accrued PSST as necessary to ensure that an employee can take the following amounts of PHEL:

• For employees who normally work 40 or more hours a week: at least 80 hours of PHEL; or 
• For employees who normally work fewer than 40 hours in a week: the greater of (a) the amount of time the employee is scheduled to work in a 

14-day period or (b) the amount of time the employee actually works during an average 14-day period.

Employers may count an employee’s unused, accrued PSST toward the supplemental PHEL required. Employees are entitled to PHEL one time during 
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the entirety of a public health emergency (even if it is amended, extended, etc.). Employees may use PHEL under the Act until 4 weeks after the official 
termination or suspension of the public health emergency. Employers may not require documentation for taking PHEL.

Qualifying Reasons for Leave

Eligible employees may use the one-time allotment of PHEL for the following reasons:

• an employee’s need to self-isolate (or to care for a family member who is self-isolating) because the employee or family member is diagnosed 
with, or experiencing symptoms of, the communicable disease that caused the public health emergency;

• to seek or obtain (or to care for a family member who needs) medical diagnosis, care, or treatment if experiencing symptoms of a communicable 
disease that is the cause of the public health emergency;

• to seek (for the employee or a family member) preventive care concerning a communicable disease that is the cause of the public health 
emergency;

• if it has been determined by a local, state, or federal public official or health authority having jurisdiction, or by the employee’s or family member’s 
employer, that the presence of the employee, or the employee’s family member needing care, on the job or in the community would jeopardize 
the health of others because of exposure to the communicable illness or because the employee or family member is exhibiting symptoms of the 
illness (regardless of diagnosis);

• to care for a child or other family member when the child care provider is unavailable due to a public health emergency, or if the child’s or family 
member’s school or place of care has been closed due to a public health emergency—including if the school or place of care is physically closed 
but providing instruction remotely; or

• if an employee is unable to work because the employee has a health condition that may increase susceptibility to, or risk of, a communicable 
disease that is the cause of the public health emergency

Unused PHEL is not paid out at termination.  

Verification 

If an employee uses PSST for 4 or more consecutive work days, an employer may require “reasonable documentation” that the PSST is for an 
authorized purpose. Employers may not require disclosure of details relating to domestic violence, sexual assault, or stalking, or the details of an 
employee’s or family member’s health information, as a condition of providing PSST. Employers may not require documentation for an employee’s use 
of the one-time allotment of PHEL.

Overtime

Overtime Rate: non-exempt employees will be paid time and one-half of the regular rate of pay for any work in excess of:

1. Forty (40) hours per workweek;
2. Twelve (12) hours per workday, or 
3. Twelve (12) consecutive hours without regard to the starting and ending time of the workday (excluding duty free meal periods), whichever 

calculation results in the greater payment of wages.

Colorado Overtime and Minimum Pay Standards Order 

The Company incorporates Colorado Overtime and Minimum Pay Standards Order (“COMPS”) into the Colorado State Addendum.  Please see written 
notice below.  By signing the Employee Handbook, employees are also acknowledging receipt of this written notice.  

Please reach out to Human Resources with any questions.




