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Topic: Personnel Manual Update

Action Requested: Review changes and updates to Employee Personnel
Manual

Narrative: On the recommendation of our HR Company we should review
and update our personnel manual every couple of years. The last time our
manual was updated was in 2010.

Presented by: Iloyd Martley

Administration Recommendation; Review changes, updates and approve
manual

Committee Recommendation:

Attachments: Employee manual with changes and updates

Projector needed for this item?
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PREFACE

This manual represents a compilation of written personnel policies, procedures, and guidelines for
employees of the City of Basehor, Kansas. These policies and procedures are designed to
recognize the personal needs of the employee as well as provide administrative direction,
conformity, and continuity in the workplace. These policies, procedures, and guidelines are
adopted by the City Council and can only be changed by approval of the City Council.

This manual shal! be made available to all employees. Each department head and supervisor
responsible for the direction of employees shall also be responsible for the administration and
execution of the policies contained herein. Fach employee is responsible to krow the policies,
procedures, and guidelines contained in the manual, and become aware of any changes forthcom-

ing.

The City of Basehor is an employment-at-will employer. Employment at will means that you
have the right to terminate your employment with the City of Basehor at any time with or without
reason and with or without advance notice. The City of Basehor has a similar right to terminate
your employment at any time with or without reason and with or without advance notice, Nothing
contained in this manual, or any result of administration of the policies herein, shall be construed
as an employment contract.

The policies, procedures, and guidelines contained in this manual are not exclusive, and may not
address every personnei issue. They shalf apply to all employees in the service of the City, except
where superseded by specific provisions of a current memorandum of agreement governing a
specific group of employees.

Interpretation, methods, and policy must be subject to continual review and modificatios.
Administration shall see that all authorized changes are prepared and distributed for inclusion in
the manual. Any questions concerning interpretation of policy, procedures to be followed, or
direction or clarification of any cther subjects concerning personnel matters of the City of Basehor
wilt be first directed to the appropriate supervisory person, and then if necessary to Administration

far interpretation, review, or research. However, the City Counci! has uitimate responsibility for

the adoption, formulation, implementation, and revision of City Personnel Palicy.

The City of Basehor, Kansas, is an equal opportunity employer and does not discriminate against
employees or job applicants on the basis of race, religion, color, sex, age, national origin, disability,
or any other status or condition protected by applicable state and federal laws,



//”/ N2 L Ve SN 7-20TON__

City Adminis }rétor ¢// Date



A-2,

ARTICLE A, GENERAL

Policies Established. The following poficies, guidelines, and other provisions for personnel
administration in the City of Basehor are established to:

{a) Promote and increase the efficiency and effectiveness of City sarvices.

{b} Develop a program of recruitment, advancement, and tenure which will make City
service attractive as a career.

(c) Establish and maintain a uniform plan of performance evaluation and
compensation based upon the relative duties and responsibilities of each position
to assure a fair and equitable wage or salary to all employees.

(d} Establish and promote high morale among City employees by providing good
working relationships, uniform personnel policies, and an opportunity for
advancement without regard to race, color, sex, disability, religion, age, national
origin or ancestry, and political affiliation.

(e) Establish City employment and personnel policies. These policies and guidelines do
not create contractual employment rights. All employees are considered to be at-
will empioyees for the purposes of City employment, and-shall-serve-at-the
pleasure-of the CiorAdminisiraton

Application of Policies. These policies and guidelines shall apply to all employees in the
service of the City except where superseded by specific provisions of a current
memorandum of agreement governing a specific group of employees, and shall continue in
effect until amended or repealed. Elected officials and persons serving the City as
consuftants or on a contractual basis are not coverad by these policies. All previousiy
adopted personnei rules and regulations are repealed. Wiere-the—waseine-genderis
used-itshallbe constived to-dnslude the faminine gender

Chain of Command. Within each department, there is a chain of command headed by the
department head followed by various levels of supervisory and non-supervisory
employees. The chain of command is the organizational structure established for the
operation and supervision of departments. All communications, orders, requests, and
recommendations must be channeled through this chain, in both directions, in order to
avoid confusion, misunderstanding, and oversight. Supervisors and administrators at every
level cannot carry out their responsibilities and perform effectively without an appreciation
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A-5,

A-6.

in-arder-to-efficiontly-ads

A-7.

l

for and observation of these processes.

Unless specifically authorized by the City Administrator, no employee shall contact
members of the City Council for the purpose of promoting or cpposing department
regulations, programs, projects, or other administrative matters. The previous statement
does not apply to employees involved in carrying out their assigned responsibilities with
appointed boards or commissions which include members of the City Council. Nothing
herein is intended to suggest that an employee is prohibited from contacting the Mayor,
the City Attorney or addressing the City Council at one of its meetings, to voice opposition
if such employee believes their opposition is necessary to make a good faith complaint of
unlawful conduct.

Departmental Guidelines The director of any City department may formulate in writing
those relating to safety or operational procedures, whlch shall he ava;lable fo all
departmental employees. Such depariment guidelines shali not be less stringent than, in
violation of, or in conflict with any personnel guidelines adopted by the City
CouncilAdministrator, Because of the size and varying policies within specific departments,
it is impossible 1o address the appropriate supervisory person in each department or
division that handles specific persennel functions. Therefore, when the term "department
head" or “supervisor" is referred to, it should be construed as the person you, as a City of
Basehor employee, report to on a regular basis, or the person assigned to a particular
supervisory duty within your individual department or division.

Personnel Records. Administration shall keep adequate records of all parsons employed
their pay scale, time worked, paid-time-off (PTO), aceruae-evestime
worked;-and all other records directed to be made and maintained under these policies
and guidelines or under applicable state or federal law. An employee's persornel file shall
be available during office hours for inspection by that employee or an employee's
authorized representative, but must be viewed in the presence of Human Resource staff.
Personnel files are also availabie fo the City Administrator or an employee's department
head.

Change in Personal Information. Employees experiencing a change in address or personal
information needed by the City in order to maintain personnel records in an efficient
manner should be reported o Administration as scon as possible Personal information

dependent status
winister-the-Consolidoted-Ommibus-Budget-Recanciiation-Ast{COBRA)

faferto-Article G-

Employee Privacy. There should be no expectation of privacy on the part of employees of
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the City of Basehor relative to their use of City property such as computers, telephones,
desks, vehicles, lockers, and items of this nature. Personal property brought onto City
grounds or property assigned to employees may be subject to search, review and/or
inspection at any time,

Amendment of Policies. These policies may be amended from time-to-time via resolution,
and such amendments will be communicated to all employees.



ARTICLE B. ETHICS

No employee shall seek, receive, or give any gratuity in the form of compensation, entertainment,
| trips, gifts, favors, or otherwise of significant value ($25 or more) from or to those who have or
seek business dealings with or receive service from the City of Basehor, it is expressly prohibited
for emplayees, in any way, to use their position or influence for private gain for themselves or

others.
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ARTICLE C. POSITION CLASSIFICATIONS

Objectives and Purpose. Position classification is a system of identifying and describing
different kinds of work in the organization in order to permit equal treatment in
employment practices and compensation. Each City position, on the basis of the duties,
responsibilities, skills, experience, education, and training required of the position, shall be
allocated to an appropriate class, which may include either a single position or two or more
positions.

Job Descriptions. £ach position shall have a concise descriptive title, a description of the
essential functions and-marginal functions {tasks)-of the position, and a statement of the
qualifications for fifling such positions. Such descriptions shall be kept on file in the City
Clerk’s office and shall be open to inspection by any interested party during regular office
hours.

Pay Range Plan. The Governing Body shall adopt a pay pfan for each class of positions.
The pay ranges assigned to each class of positions shall ba periodically reviewed by the
Governing Body.

Maintenance of the Classification Plan. it shall be the duty of each department head to
report to Administration any and all organization changes which wilt significantly alter or
affect changes in the duties and responsibilities of existing positions or proposed positions,
The-CineAdministratorshall-approve all-new.ar revised-job-deseriptions-and-poy-ranpesfor
steh-positions:
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ARTICLE D. RECRUITMENT AND PROMOTION
Definitions.
(a} Full-Time Employee is one employed to work a normal work week of at least 40

hours on a regufar and continuing basis. The work week is any consecutive seven
day period, except as otherwise provided in Section E-1.

week on a regular and continuing basis, or is available upon request or need.

{c} Seasonal Employee is one employed to work on a regular and/or recurring basis
during a specific season or portion of a year.

s "
Exempt Employees - are oxernpt from minimum wage and overfime pay. So that - i Formatted: Underline
they may be reached by customers and other employees of the City of Basehor,

when they are working bul away from the office or facility.

Non-Exempt Emplovees - receive overtime pay for hours worked over 40 during< '[Format:ted: Indent: First line:
the work week. After reaching 49 hours, they receive pay at 1% times their regular
hourly rate for additional time worked on weeskdays, or for requested or required
Saturday or Sunday work time. Non-exempt emplovees are required to dock in
and clock out in the timekeeping system to record time worked. This will verify all
hours worked, Your Department Head will inform vou of other required activities
for timekeeping.

PR {Formati:ed: Indent: Left: 0", First line: Q" ;

(d) Volunteer is a non-paid individual,-or-one-who-receivas-a-stipand-in-the-pesition-he
helds: When acting as a non-paid volunteer, an individual is not an employee
regardless of other City employment.

Equal OpportunityResruitreent. It shall be the policy of the City to provide fair and equal
opportunity to all gualified persons to enter City employment on the basis of
demonstrated merit and fitness determined by fair and practical methods of selection,
without regard to race, color, sex, disability, religion, age, national origin or ancestry,
political affiliation, or any other status or condition protected by applicable state or federal
laws.

Hiring Practices.

(a) All job vacancies will be posted on department bulletin boards. Applications for
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office.  Generally, specific time periods for acceptance of applications will be
included on job notices and will be the only time applications will be accepted. For
some positions, when in the best interests of the City, exceptions to this policy will
be made.

(k) Where quaiifications are judged substantially equal, priority for filiing a position will
be as follows:

{1} Employees with accrued seniority within the department in which the
Vacancy occurs;

(2) Employees with accrued seniority within other City departments;
(3) Applicant from outside the City departments.

{c) 'f a list of eligible and qualified applicants for a vacant position exists, an
appointment to a vacant position may be made from the eligibility list. Under such
circumstances, the position will not be posted again.

(d) When seasonal personnel leave the employment of the City with a satisfactory or
higher exit review, they may be eligible for rehire without going through the hiring
process the following season.

Each department may follow more specific hiring practices as set out in perscnalized
departmental procedures.

Qualifications of Employment. All new applicants for any position with the City shall meeat
the minimum qualifications established for that position unless waived by the City
Administrator. Each applicant shall complete a job application form and a sr-resume as
determined by Administration. A medical examination, physical capacity test,
psychological examination, and drug test shall be required only after an offer of
employment has been made, provided that such exams or testing are required of all such
applicants who are offered employment in similar pesitions or position classifications.
Examinations of this nature are conducted in order to assure that the prospective
employee can safely administer the job which he has been offered. Employment is
contingent upon the applicant passing required tests.

Probationary Period.

(a} Each employee selected to fill a position with the City must successfully complete a
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{c)

probationary period. This gives the supervisor an opportunity to observe the
candidate in order to determine whether or not the persen is capable of handling
the responsibilities and duties of the job in a satisfactory manner.

Each employee promoted to a classification with higher pay shall also undergo a

probationary period in order to achieve minimal competency in the new position,:

Aon vmapsdey
TR YER

returned-te the-pay-and pesition-he-srshe hold immediately prior to the prometion
Hihis-pociiton-or a-similar pesifien-ds epen and-avaliable:

wikra-fallcto.caticlantanibecnmanlods
3 SREERIETRHY-C >

uch orabotionany noriad ool e
At R G UE- e S VB Y- BEHAG- SR

The duration of the probationary period for both new employees and promoted
employees shall be based upon recormmendations of the department head and
outlined in the applicable job description. The successful completion of a
probationary period should not be construed as creating a contract or as
guaranteeing empioyment for any specific duration.

Promotion.

(a)

(b)

{¢)

All employees seeking promotion shall be axpected to meet the minimum gualifica-

testing are required of all such employees who are offered promotiens in similar
positions or position classifications. The offer of promotion is contingent upan the
appticant passing required tests.

All promoted employees are similar to newly hired employees and will serve the
applicable probationary period.

Promoted employees who cannot evidence satisfactory performance in the new
position may be dismissed from employment with the City. In such case, if an
employee’s previous position or a reasonably comparable position is available, he
may return to that position upon approval of the department head and the City
Administrator.

The-peliey-for-promotions-shall-be-thesame asthot-autined-is Segtion-O-2relating

it

;
fo-new recrditments.

Departmental or Divisional Transfers.

{a)

Every employee may apply haes-the-peidlege-ol-anplying-for a transfer when a
vacancy in another department or division exists. This does not restrict the City's

10

{ Formatted: ant: Not Bald
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right to make a non-requested transfer or assignment when deemed in the best
interest of the City. Employees transferring from one department or division to
another shall be entitled to retain all accrued paid-time-off (PTO) and other such
earned fringe benefits.

{b) Transferred employees are similar to newly hired employees and wif serve the
applicable probationary pericd. The transferred employee may be placed zbove
the minimum entry level of the new salary range, depending on the employeae’s
qualifications for the new position, at the recommendation of the department
head and with the approval of the City Administrator.

Employee Demotions.

{a) A demotion is a downward movement of an employee from one position to
another which may be due to inabitity to satisfactorily perform assigned duties, for
disciplinary reasons or during periods when it is necessary to lay off employees due
to lack of work or funds. If an employee requests to be placed in a position at a
lower pay grade, this will be considered a transfer.

{b) When an employee is demoted into a position that he has not previously held, the
employee will serve the applicable probationary period beginning from the date of
demotion.

{e} Whera-demotioniakes slace dus-te-failure to porferm satiskacte riby-in-the-pesitien

Inimla o mam ]y g P T o Jepenam g F o e -l o et il o
Lo WiEF-—are-empleyee-—was. prometed -or—fransforred, Fay--return-fo-tho

previously-held-pesition or-a-reasenabiy-comparable susitlon-pravided-sueh-an

penbigisavailable o such-eate, the-prabed Ran-peradwillbewalved:

Nepotism.

(a) In arder to avoid favoritism or the appearance of favoritism based on family
relationships, no person shall be employed in a position in any department if that
person is @ member of the immediate family of another employee within that
department. "Immediate family" is defined to include an employee's parents,
stepparents, spouse, children, sister or brother, grandparents, grandchildren,
mother or father-in-law, and brothers or sisters-in-law and the same family
members of the employee's spouse.

{b) Members of immediate families may be employed within the same department as

a seasonal or part-time employee for not to exceed 6 months in any 12 consecutive
month period with the exception of volunteers.

i1



{c} If two employees within the same department are involved in a romantic
relationship, marry, or otherwise obtain a relationship whereby they become
members of each other's immediate family, the City retains the right to either
transfer one of the employees to another department if a vacant position is
avaitable for which one of the empioyees is qualified, or require one of the
employees to resign their kisfberposition for the purpose of maintaining the best
interests of the City, _The inveolved emplovee’s must advise their supervisor of the
shiuation within 30 days.

Viglattens-af-this policy-oxisting-priorte the-effective-date-ofthis Persernnel-Manual
are-axempttrom-this-nepotism-poliey:

=

{ed) In the event of a situation or circumstance not contemplated by this policy,
requests for variances or exceptions shall be submitted to the City Administrator
with appropriate documentation, The City Administrator’s decision shall be final.

. Yerification of US Work Authorization-— - Eitizenship Merifisation. The City of Basehor

complies with the Federal immigration Reform and Control Act, employing only those
persons who are legally efigible to work in the United States. All employees hired for any
positions with the City, shall complete an employment eligibility verification statement (1-9
form) in compliance with the Act, within three days of employment with the City.
Employees not complying with this requirement will be subject to termination.

12



£-4

ARTICLE E, COMPENSATION

Pay Plan.

{a)

The salary of each employee of the City, except the City Administrator and those
salaries specifically set by ordinance, shail, at least annually, be set at an amount
within the pay range of the position cass-the employee is assigned. Pay ranges
shall be determined by the Governing Body, with the advice of the City
Administrator, An-employecseentinued emplavment at the-sakary-rate-within the

tass-ssigned to-hir-shall be-continpent-upan the provisions-cuthaed-in-Sectiont
4,
) Hnsloyveas—werking-en-a-part-time basis-shall-receive the-hour! ywsage-for-the
H i o £ oidd - o . h - P i 2
beginning-step-olb-the-pesition-thay. arew king:-or-an-amount-determined-and
. 3 i Dmie ek . . ey fe . — H 3 ] .
approved by-the-Cly-Ad ministritoras—approved-and- nchided-in-the by gt
adeptedby-the Governing Body,
{s} The-houry-wage for-pesens-employed-on-a-mant! by-salarye-basis-and-working-48

hours parweekis computed-by-teking-the-monthly wage tmes-3-2-divided by 2,080
hours.

Pay Increases.

{a)

{b)

Administration of the City Pay Plan shall be handled as per policy set by the
Governing Body. _Pay increases received in accordance with the Pay Plan are
subject to approval by the City CounciiAdministratar

Pay Plan adjustments may he made as approved by the Governing Body.

Performance Appraisal

(a)

The performance appraisal process provides the basis for determining
empioyment status. Appraisals are considered in determining promotions, used
as a factor in determining the order of layoffs, and as & means of identifying
employees who should be transferred, rehired, or who, because of their poor
performance, should be demoted or eisrrisseterminated, and for any other
purpose refated to job performance.
SUperisors-ara-requirad-to-comalete-monthl —-perfermanse-appraisals-en-all
probatienary—amployees—Rrobationansmonth] -

:
Administration—office—everp-30-days —thral

are--duo—in-the

~the—prebationary —peried:
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Thereaftes-pPerformance appraisals shall be submitted to Administration on an
annual_basis for all emploveess or-as—directed—by—the-Citv--Administrator.
Performance reviews will be performed on an anuual hasis, with a review of

goals every-guatteserasneededasfollows: g o7 rcesits

Y g-bhe-end-of an-omployeels-probetionary-period:
! T 7

{23 annually-correspanding with the-amp! syees-annivercary-date;-or

nployee-Fasreceiveda-peerperformance rating:

LAFATLTY
i

bt okt

(3)- - after Z-months o

Direct supervisors are responsible for completing employee performance
appraisals. The performance-appraisabsballbereviswed byaddiional

(d)

(f)

daparimental-endfor-divisional supervisors-if-eppropriate - based upsn-thesize
ef—the-dogartmentfdivision——The department head must approve all
performance appraisals prior to submitting them to Administration for
processing.

Performance appraisals shall be conducted on forms and in a manner approved
by the Governing Body.City-Administrator, Supervisors shall meet with their
employees to discuss their performance appraisal, and employees will be
required to sign the document prior to submitting it to Administration.

If an employee’s performance appraisal becomes due during a time period that
the employee has been placed on a probationary status, their kis evaluation will
be postponed until the probationary status has expired.

if an employee has been on a leave of absence and it is difficuit for the
department head and the employee’s supervisors to make a determination as to
the employee’s quality of work performance, the department head can extend
the employee’s evaluation period untif such determination can be made.

Pay on Termination.

(a)

An employee terminating employment with the City will receive a final paycheck on
the first regularly scheduled pay day following their-his termination,

wveluntarily-or velunfasily-terminates vithout-giving

e D LA
R ea s oy

Han-employae-is-discharged
a-mini of-twa-weeke-pative the employee-willnot-be-alip

for-apy-ascrued-paid-time-of {PTO) ben ~-tha-event-of death, the-employee
lovae's-heirs-shall-be-paid-forany-benefit-heuss-due-in-cesordance-with

-8

sethooen
pProve

anuale—-Aay--pay-fer-hessfit-hours—dua-the

ethes-nolides outhned dn—this

g
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E-6.

femninated-ermployee will be-based-sathe cmy : wrent-satardat-the-time-of

termination-At-the-diseretion-of the-Ciy- Admmszm* 2-up-to-40-houwrs-of-additional
Pald-Tme-Offt-may-be-reimbursed ta-an-emoloyea-that- -Brovides-a-notice-fonger

than-bwvo-weeks

QOvertime Work.

{a)

Compensation for authorized overtime work shall be at the rate of 1% times the
employee's regular rate of pay.

(b} ___Employees are not allowed to trade time worked for compensatory time.

by Hollday, Bereavement and Paid Time Off are_not considered hours warked and
therefore do not count toward overtime.

{3 d-te-be-paid-evertime-dn-accordance-with-the

Exeeutives,professionalemployees,aond
eertaln-ol apl{:ycea Fi ‘dcr‘ inistrative-positions-are- csm:ds ed-exempt-employess:

{ MNes-cxempt-arployecs-in-aceordance-with-the-federal-Feir laber-Standards—Aet
{ﬁ-L-SA-)—,——sv’aaH»—i—;e— foible-to-receive-overtime-sompensation-for-al- hours-worked4n
aREESS uf Al hr\u; SR - Qg }"

(e) Alt overtime work must have prior autharization by the employee's supervisor. The
superviser shall maintain records of any overtime worked.

Pay Periods; Paydays.

{a) Payroll periods will commence at midnight on Saturday and end two weeks [ater at
midnight. City employees are paid every 2 weeks. During the course of the year,
employees will receive at least 26 paychecks. The time period covered by the 26
paychecks will consist of an employee’s "payroll year® and will coincide with the
benefit calendar applicable to all full-time City employees,

{ls}——Paychecks will be issued every other week, wsua fy-on Friday. #-the-sehedule-for
processing trecsrds-and-issuing checks must he-altered, department-heads-will be
aAolified—at-the—earliest—possible--time 5o SEIHeYEEs—fan-—make -necessary
srrangements:_In the event of a holiday, pavchecks will be fssued before the
holiday,

felib) By completing the proper paperwork, employees can have their paychecks direct
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deposited into the financial institution of their choice.

E-8.  Work Assignment in Higher Classification. During routine operations, when an employee
is specifically assigned by the department director to fulfill the duties and responsibilities of
a higher job classification for a period of more than fourteen (14} consecutive days, the
employee shall be compensated by calculating the difference between thejr his current
range and the range in which he is serving. The employee’s current pay will then be
increased by that percentage difference to derive the new rate of pay. The pay increase
shall be retroactive after the empioyee has served fourteen (14) days in the higher
classification. This additional compensation shall remain in effect until such time as the
additional duties are reassigned to another employee, whereupon the employee will revert
back to their original pay.

£-9. Motary Public. All netaries public in the City of Basehor raust refuse to acknowledge any
instrument unless it s signed in their presence or unless the person who executed the
document persenally_appears hefore them and acknowledses that it is his or her signature.
There must be no exceptions to this policy.

report that fact to their supervisor, Notaries are also advised that they are reguired to keep @
journal of their Notary activitios, as reculred by law,

i6e



F-1.

F-2.

ARTICLE F. ATTENDANCE AND LEAVE
Hours of Work
(a} Employees shall work a schedule to be assigned by the department head.

(k) No employee shall be permitted to work in excess of their normal work week
except when so directed by the employee's supervisor.

Rest Breaks and Lunch Breaks.

{a} Other than rest breaks required for mothers who are breast feeding, rest breaks
are not required in accordance with the Fair Labor Standards Act {FLSA). They are a
privilege which should be arranged so as not to interfere with City business.
Employees may receive a 15 minute rest break for each four {4) hours of work. The
time and place of rest breaks may be determined by the department head.

{b} Those employees working eight (8) hour shifts or longer will be allowed a 30
minute unpaid lunch break th-paid-uneh-hours-shall receive 28-minutes-forlunah.
For Police Officers, a_30 minute paid lunch hour is provided within the schedule,
This lunch s subject Lo being available upon call. Lkunchesshall-be takenonthedob
site-orat-a-site-determinad-bythe department-head;

Holidays.
{a) The foltowing days shall be paid holidays for City employees:

-New Year's Day, january 1

-President’s Day third Monday in February
-Memorial Day, last Monday in May
-Independence Day, July 4

-Labor Day, first Monday in September
-Veterans' Day, November 11

-Thanksgiving Day, 4th Thursday in November
-Friday following Thanksgiving Day
-Christmas Eve, December 24th

-Christmas Day, December 257

holiday

{¢}_fs+-Holiday Observance. Determination of a hotiday for shift personnel shaii be based-
or: the actual date of the holiday. For employees who normally work Monday-Friday
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schedules, chservance of holidays shall be determined by the City Administrator.

] Formatted "List I'-’I:'-xragraph, Indehi:"Left:
(o) Holiday Pay. An employee who works on any City recognized holiday shall receive 10787, First line: G .
his-their reguiar pay plus 1% time holiday pay for the hours worked, but not to
exceed the amount of hours of his-their_normal work schedule. Any time worked

over and above the normal work schedule will be compensated at 1% rate.

<

{d) Holiday Cali-back. An employee called back to duty on a holiday shall be
compensated at 1% rate and shall receive a minimum of 1 hour of pay.

{e) Off-duty Shift Workers. Shift workers such as police officers and plant operators,
whose regular scheduled day off falls on any City recognized hotiday shall receive,
in addition to his-their_day off, regular pay as holiday compensation equal to the
amount of hours the employee would regularly be scheduled for work.

{e) Part-time or Seasonal. Part-time and/or seasonal personnet will not be paid for City
observed holfidays which fall on days for which they would otherwise have been
scheduled to work. If part-time or seasonal personnef do work on a City observed
holiday, they wili be compensated at their regular hourly wage unless they have
worked over 40 hours that week at which time they will be compensated at 1%
time rate.

Paid-time-off (PTO). In recognition of the varying work schedules of City employees and
each employee’s diverse need for time away from work, the City provides a general
jeave policy of paid-time-off (PTO). PTO shall be accrued by full-time employees to use
for vacations, illness, on or off the job injuries, medical/dental appointments, personal
husiness, chifd care problems, pregnancies, for care of immediate family members,
funersls; or for any other valid absence as determined by the employee’s supervisor.

(a) PTO Accrual Rate and Process. City of Basehor employees shall accrue the
following amount of PTO on a biweekly basis:

{ Formatted: Font: 9pt

Manths Accrugl Hours Annual Amount Annual Amount

of Service Per Payroll of Accrual Hours of Accrual Days
0-47 5.6 145.6 i8

48 - 107 6.5 169 21

108 - 167 7.5 195 24

168 - 227 87 226.2 28
228 + 3.7 252.2 31 46

PTO accrual shall increase to the next leve!l with the beginning of the payroli
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{c)

(d)

(e)

period in which the employee’s anniversary date (the date they started working
for the City of Basehor most recently) falls, and the empioyee meets the
appropriate months of service in accordance with the above schedule.

PTO Accrual During Absence

Employees will no longer accrue PTO after two weeks of absence from the job,
or any time during which Short Term Disability or Worker's Compensation is
being paid to the employee (see Sections F-6 and F-7).

Eligibility for 270
Employees shall accrue PTO hours immediately upon employment, however, an

employee may not use these hours until after three full months of empioyment,
and as approved by their supervisor.

In the event that an employee must be off the job but is not eligible for or does
not have a sufficient amount of PTO time available, he may submit a leave
request for leave without pay. The approval or non-approval of such request wili
be determined by the employee’s Deparisnent Head superviser-aned-the-Gity
Administraton

Maximum Accumulation of Paid Time Off

All employees shall have a maximum amount of PTO accrual equal to the
number of hours they accrue during the calendar year plus half of the calendar
year accrual, Employees who exceed the accrual maximum shall not be credited
with further PTO accrual until their accruals are reduced below the maximum
accrual level. A waiver of the maximum accumulation rule may be granted under
special circumstances with the permission of the City Administrator.

Computing Scheduled or Unscheduled General Leave
Any absence for a fraction or part of a day shall be charged in increments of not
less than one hour:

Scheduling of PTO
PTO shall be distinguished between scheduied and unscheduled time off.

(1) Scheduled PTO:
a. The scheduling of time off shall be at the discretion of the
supervisor based upon operational considerations. Every effort

will be made to accommodate the employee’s requested dates
for PTO.

19



(2}

possible, byt no later than three (3) days in advance of the
requested leave unless otherwise directed by the employee’s
supervisor, The supervisor shall have the option of denying or
rescheduling the [eave to another date and/or time based upon
operational or business considerations,

c. Scheduled PTO must have the prior approval of the employee’s
supervisor,

Unscheduled PTOQ:

In the event the employee is unable to work due to unforeseen personal
illness or injury, or for other unforeseen reasons, the following provisions
shall apply:

shall communicate this fact to theirkis supervisor in accordance
with their his—departmental rules and regulations. Such
notification shall be made each time a scheduled work shift shall
be missed unless authorization has been granted hy the
supervisor covering a prolonged absence of specified duration.
Unless an employee can show good cause, failing to comply with
this provision shall he considered an unscheduled absence
without pay. Absences not reported in accordance with these
provisions shall be subject to disciplinary action.

b. The employee may be required to furnish medical verification or
other proof that unscheduled use of PTO was unavoidable to
theirkis-supervisor.

<. The unscheduled use of PTO which is considered to be excessive

by the supervisor shall be investigated and the employee may be
subject to disciplinary action. Supervisory personnel  wiil
document the reasons for initiating an investigation and the
conciusion of their investigation.

d. The unscheduled use of PTO on seven (7) or more occasions

within a 12 manth period shall affect an employee’s ability to
receive a pay increase. Circumstances related to the use of
unscheduled PTC wili be evaluated by the supervisor. If just cause
can be shown and presented to the City Administrator, a pay
increase will be considered. All consecutive work day absences
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due to the same illness shaif be considered as one occasion for the
purpose of this policy.

contribute-unused-PTO-t6
injury-ef-the-employee-o
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wz!! be ga:d for time Eost ?’rom work d_gf 1o tihe d ath of a fa'ﬂ v mombcr uy 10 a maximum of

three (31 regular working days. i additional time Is needed, employers may use available PTO,

For purposes of this policy, close relatives are defined as:

Current spouse;

Children or

children of a current spouse:

Parents or parents of a current spouse;

Brother or sister:

Gran

iparents or prandparents of 8 current spou
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{z) Anproval tor & Tull, hree-dev beresvement leave should be authorized in advance bys

fd1.Pay Tor Bereavernent legve will not be made to emplovess attending a funeral o taking time

off during periods when, Tor other reasons, they are not or would not have been at work such as
Paid Time Off, time without pav, holidays, [eave of absence time, weekends, and regular days off.

F-6. Worker's Compensation. An employee who is injured on the job but absent from work
less than two weeks and doas not receive Worker's Compensation benefits shall either
use accrued PTO and receive theiriis regular wages, or take time off without pay. if the
injured employee uses accrued PTQ, is off work longer than two weeks and Worker's
Compensation benefits are received retroactively:

{a) the employee shall reimburse the City for the amount of insurance benefits
received for the first two-week period; or

(b) if the employee chooses to return ¢ is wages received during the first two
weeks of injury, the City will credit him for any PTO hours used.

At no time shall an employee use PTC and receive Worker's Compensation benefits
simultaneously. An employee that is injured on the job and is eligible for Worker's
Compensation henefits will not be eligible to collect Short Term Disability benefits.

If the injured employee is on the City's Health Insurance Program at the time of the
injury, the City will continue to provide the injured employee’s health care coverage
under the same provisions as prior to the leave for up to, but not exceeding 90 days.

F-7.  Short Term Disability Leave. The short term disability (STD) plan for the City of Basehor
is designed to protect employees against lost wages due to a disability. The employee
will receive benefits as specified under the plan when qualifying for STD under the
provisions cutlined by the insurance policy.

{a) STD coverage for new full-time employees will take affectelfect on the first of
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{c)

(d)

(f)

the month following a 90-day waiting period.

The City of Basehor or their agent/administrator of the STD plan reserves the
right to request a second opinion at the employer’'s expense, or to investigate a
claim as they see fit at any time.

Employees that anticipate they will be off work for more than two weeks due to
a non-work related injury, illness or pregnancy, should contact the office of
Administration as soon as feasibly possible in order to process the necessary
paperwork. Failire to do so may cause the employee to be off work for a period
of time without pay due to the processing time required by the insurance
company.

All ctaims must be supported by sufficient documentation from a medical
consultant, identifying the nature of the injury or illness, the short and long term
prognosis, and the anticipated fength of time the employee will be required to
be off work. The City or their agent/administrator of the STD plan reserves the
right to request additional information from the employee and theirkis medical
consuitant if it is necessary to make a determination relative to the claim.

if a claim for STD is approved, the insurance company will pay 66 2/3% of an
employee’s salary,

in accordance with federal law, the insurance company is required to deduct
FICA  and Medicare taxes in the amount of 7.65% from all issued disability
checks.

Military Leave. Military duty means training and service performed by an inductee or
enlistee in the armed forces of the United States, including time spent in reporting for and
returning from such training and service. it aiso includes active duty training as a reservist
in the armed forces of the United States or as a member of the National Guard. Individuals
shall not be discriminated agalnst with regard to hiring, promotions and retention on the
basis of present and future membership in the armed forces.

(a}

{b)

An employee enlisting or being called to active duty as a reservist or as a member
of the National Guard shall be reemployed upon return from the military service in
the job that he would have attained had he not been absent for military service and
with the same seniority, status and pay. The employer must make reasonable
accomrmodations for any employees returning from military duty who are disabled
due to military service.

There is no differentiation between voluntary and inveluntary military service.
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{d)

(f)

{a)

(b)

A federal law known as “USERRA” provides that an employee may elect to continue
employer-provided health insurance for a period up to 18 months of the
employee’s military service at the employee’s expense. Upon return to
employment from military service, the employee is entitled te immediate
reinstatement of health insurance.

To qualify for reemployment rights following military service, employees must have
given the employer notice that they were leaving to perform military service; the
cumutative period of service must not have exceeded five years; employees must
have been released from service under honorable or general conditions; and
employees must have reported back to work or applied for reempioyment within
time constraints prescribed by law and addressed in (e} below.

For periods of military service up to 30 days, an employee must report back to work
at the next reguiarly scheduled shift on the day foliowing release from the mititary.
Following a period of service of 31-180 days, empioyees must apply for
reemployment within 14 days following release. Following a period of service of
181 days or more, an empfoyee must apply for reemplioyment within 90 days after
release. Failure to return to work or apply for reemploymaent within the specified
time limits through the employee’s own fauilt makes that person subject 1o the
employer's rules concerning unauthorized absence from work.

Upon restoration to City service, all unused PTO credits accumulated prior to the
military leave shall be restored unless the employee had been paid for unused P10
at the time of the induction or enlistment.

Although an employee does not accrue benefits while on military leave, the time
spent in active duty is considered service and counted toward seniority for

Employees who are required to report for jury duty are to notify their supervisor
as soon as possible. The supervisor is to modify the employee’s work schedule
as required for the employee to properly serve on jury duty. Time spent on jury
duty is counted as leave with pay, up to two weeks, and does not _gualify as
Lhy rked is-net-to-be-used-to-gualify for-overtime-pay: Time spent on_jury
duty bevond two weeks is not_considered eligihle for pay. The employee may
use PTO 1o cover any additional time spent onury duty.

Employees who are required to serve as a witness or advisor to the court as part
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of their duties of employment with the City are to immediately notify their
supervisor. The supervisor shall modify the employee’s work schedule as
needed for these duties. Time spent as a witness or advisor to the court on
behalf of the City shall count as hours worked.

{c) Employees who are required to appear in court or for other legal proceedings
not related to their City employment are to use PTO or lsave without pay as
needed to meet this legal requirement.
Employees-who-reseive-foosforjumy-duby-or-for sondng-as-a-withess-omadvisos
serviges—related to-thelr-dutieswith- the-City-are. reguired - to-turn-these
payments-overto-the -Gty

e
D

i

Fol e Famiy-Medical-boave. - Because-the-Gity-of -Baschar doas-not
mere-employeas-employess-are-not-eligible far-jeave-pursuant-to-tho-Famiby-Modical
feave-Aek:

F-11. Travel Leave.

{a) Authorization, Travel authorization for out-of-town trips must be approved by the
City Administrator’s Office and the department and/or division head prior to the
commencement of a trip. An exception is made in the case of emergency vehicies
leaving the City for purposes of an emergency response. Qut-of-town trips shall be
trips outside a 75 mile radius (travel area) of Basehor for City business purposes. In
the event of routine departmental operations such as transporting prisoners by the
Pelice Department, or picking up parts by the Public Works Department, or in the
event of any non-scheduted trip necessitated by department heads, no priar
approval will be needed. This is on the condition that a city vehicle is used and na
additional expenses are incurred by the employee,

{b) Travel Request and Expense Statement. No expense voucher for out-of-town travel
will be paid by the Finance Department without proper travel authorization.
Furthermore, failure to receive the authorization may lead to disciplinary action
against any employee, including a department and/or division head.

The purposes for the Travel Request and Expense Statement are as follows:

M Documentation of permission granted to have the City vehicle outside of
the travel area.

(2) Documentation of City employees attending to City business outside of
the travel area.
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{€)

(d)

3 Review of the business purpose for City employees outside of the travel
area.

(4} An advance notice of availability of funds for a particular line item in the
budget to ascartain whather budgeted funds are available for employees
to travel outside the travel area.

in the case of travel requests where no reimbursement is requested, the Travel
Request portion of the statement may be submitted to the City Administrator’s
office after the approval of the department head. In all other cases, the
completed statement must be submitted through the Finance Department for
review of the budget expenditure(s). This is done so that prior to the City
Administrator’s authorization, it can be ascertained that sufficient budget
resources exist for employees to travel outside of the travel area for their
particular purpose and that there has not been a mistake made by the division or
department head, or the employee, in preparing the travel statement.

In the event an employee travels in-state or out-of-state on a scheduled airline;
travel must be the most economical available. In no event will the City pay for
first class travel unless no ather method of transportation is avalable and prior
approval from the City Administrator is received.

Officers and employees should reasonably [imit the payment of or
reimbursements for actual and necessary expenditures for travel and
subsistence for attendance at duly authorized conventions, seminars and
programs at which the officer or employee is scheduled to attend or participate.
Ali means of travel and accommodations shalf be at the iowest reasonable and
appropriate class or rate available under the circumstances. If equivalent jocal
or in-state programs are available, such programs shall be utilized. The
expenditure of public money for alcoholic beverages shall be prohibited.

if an attendee arrives more than one day prior to any meeting or conference, or
extends an out-of-town stay for personai reasons, the expenses associated with
such extra time are considered personal and are not reimbursable by the City.
Extending an cut-of-town stay for more than one day prior to or after a meeting
or conference is permitted if lower airfare can be obtained with the extension,
but approval from the department head and City Administrator must be
obtained prior to finalizing such arrangements, The only exceptions to an out-of-
town stay being extended are in the case of illness, acts of nature, accident, or
injury to the employee, which would preciude the employee’s immediate return
to the City. In any event, the City should be notified of such an occurrence.
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Use of City Vehicles. The City provides vehicies to certain employees to perform
their daily functions, and these vehicles will be used for travel when necessary.
if & City vehicle is not available, the City Administrator may authorize the use of a
personal vehicle by the employee, in which case the City will reimburse the
employee at the (RS approved mileage rate to the meeting site and back using
the shortest route possible.

Any employee utilizing their personal car will maintain appropriate liability
insurance.—Exempt employees  Emplovess—in—the—onssutiva-—panagoment
{exempt}-elassification may elect to utilize their own vehicles with prior approval
of their department head and the City Administrator.

If an employee is required to attend an out-of-town meeting or conference, all
the time spent traveling is counted as “hours worked”. “Out of town” referes io
any event that causes the emplovee to travel more than 30 minutes bevond
thelr normal_commute time. Traveling to and from the work site and regular
meal period times are not counted as “hours worked”. Department heads and
supervisors may use flexible time schedules throughout the week in which an
employee travels in order to efiminate the need to pay overtime.

City vehictes are to be used for City business purposes for travel outside the City.
Passengers in City vehicles should inciude only the following, unless prior written
approval from the City Administrator is received under special circumstances:

(1) City Employees.
(2) City Board Members.
(3) Participants in City programs (i.e., City sponsored committees, etc.)

{4} Personnel from other governmental agencies who may be attending the
same meeting.

in the event the City employee is utilizing a City vehicle and has a breakdown,
and the cost of repairing that breakdown is minimal (such as repairing a fan belt
or flat tire, apything_exceeding $200, etc.), the employee will be reimbursed
upon presenting a receipt for the repair. (1 the event of a major breakdown of a
City vehicle, the employee should contact thelr Department Head birestor-of
PublicWarks-who will make arrangements for the repair or replacement of that
vehicle for the employee, Tho-Dirastor—of-Rublic-Wosks will contact—and

£00rdiRnie - Wit depastnent-—head —appropriate —teavel
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(m)

arcangementsso-that-the-employee-may-return-er-centisue-the-trip:

Employees utilizing City vehicles or their own vehicle are reminded that deviating
fram normally traveted routes to and from the meeting site and after arriving at
the meeting site may result in the employee not being covered in the areas of
Workers’ Compensation and other insurance. Employees are further reminded
of the City's personnel policy regarding the use of drugs and aicohol which could
result in the employee’s dismissal.

All traffic offenses, parking tickets, or other vehicular viclations are the
responsibility of the employee and will not be paid by the City. Furthermore,
such offenses could subject the employee to disciplinary action. Employees are
expected to use discretion in the use of City-owned vehicles on out-of-city travel,

Reimbursement. The City will pay registration fees for empioyees to attend
authorized tralning programs, professional conferences, and other city-related
meetings and functions, The employee will be responsible for the registration or
related fees for any spouse or guest programs associated with a conference for
which they wish to participate.

The City will reimburse employees for travel expenses incurred while on City
business. Recelpts with detail on the purchase/fservice are required for
reimbursement in all cases. In an instance where an employee has made an
to this rule wil be considered by the City Administrator’s Office upon
recommendations of the department head approving the travel voucher. This
wiil be done rarely, and only in the case of approval of the department head
upon presentation by the employee of satisfactory written explanation of the
request for reimbursement without a receipt.

Any dispute regarding an employee’s reimbursement for travel expenses may be
discussed with the City Administrator. The City Administrator’s decision shall be
finaf and not subject to appeal.

Any situation where a City employee may travel to a conference or meeting,
whether in-state or out-of-state, with their spouse and/or family member, the
City will not pay for travel, meals, or incidental expenses for the employee’s
spouse and/or family member. In the case of lodging, the employee will be
required to pay the verification/documentation of the difference of rates.
Exceptions will be granted for extraordinary circumstances such as when an
employee may be receiving an award, but only upon prior approval from the City
Administrator’s Office.
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On in-state or out-of-state travel, the City will reimburse a reasonable amount
for lodging. When an employee must be booked into specific fodging area for a
conference or meeting the group rate will be acceptable. Again, this is with prior
approval from the City Administrater’s Office. All employees should ascertain
whether or not government discounts are available and whether or not the hotet
or motel involved will direct-bill the City with presentation of a Tax Exemption
Certificate. A Tax Exemption Certificate should be obtained from the Finance
Director prior to any approved travel out-of-town.

Whenever possible, the City will request that the hotel/mate! bill be charged to
an assigned City credit card or direct biled to the City. If neither of the above
options are available, the employee will be reimbursed for authorized lodging
expenses upon presentation of the required receipis. If necessary, credit cards
can be checked out from the Finance Department and may be used to assist with
paying authorized travel expenses. Department heads shall be responsible for
authorizing credit card usage by employees in their department.

Any employee using a credit card will be personally responsible for any purchases
that do not have receipts attached to the credit card statement. Only City-related
expenses may be charged on a credit card. Reimbursements to the City for
personal expenses or expenses of the spouse will not be allowed. Personal phone
calls or other non-covered charges on motel bills should be paid by the employee
at check-out time._Any feas charped may be payroll deducted from the next payrol!
check,

The City empioyee, in the course of conducting City business or while attending a
City approved business meeting will be allowed the following meal expense
aillowances which include tax and tip allocations:

MEAL ALLOWANCE
Breakfast $10.00
tunch $20.00
Cinner $30.00
Total $60.00

Employees will not be reimbursed for meal expenses that have been inciuded as
part of conference or meeting registration fees. These meal expenses must be
identified on the Travel Request and Reimbursement form with attached copies of
registration materials ideniifying meal{s) scheduled and applicable payment for
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these meal(s}. The maximum meal allowance can be exceeded far reasonable meal
expenses integral to conferences and banquets. The City will not be responsible for
snacks or beverages not associated with meals.

An-empleyvea-that-deparis-Basehor two hours-prier-to-a ‘e{g{m}, ly-seheduled shift
to-510.60 ff. breghfast.Hthe-omployes-arrives-backin-Basehor
L end-ef-theseheduled shift- $30.00.s- th\" od-for ds Anaewith
PEGHBE apd--verifieati i :
deparbment- hee&d& shall-be-respensible formaking-determination-on-braakfast-or
dinner-When a meal is inciuded in a registration fee or transportation cost or
provided as an official function, the above amounts will be deducted from the
meal allowance. Therefore, if a continental breakfast is provided at the seminar,
no allowance for breakfast will be allowed. If ann em plovee is attending a local
activity or training, {less than 1 howr from the City of Basehor), no
reimbursements will be made for any meals. Reimbursements will only be made
upon prior approval, so pease see your Department Head if you have questions
on whatis reasonable to he reimbursed.

ie-allowed-u

S BBt

e I samp..

A 15% tip is allowed in addition to the cost of the meal but included in the meal
allowance limit. If the employee chooses to leave a larger tip, the difference will
be at the employee’s expense. If no tip is granted, tip allowance is not
reimbursable. While not always feasible, it is preferable (such as when a credit
card is used) to include documentation of the tip.

If a City employee, acting with discretion and in the interest of City business,
purchases a meal for any member of the public, a receipt is also reguired.
Adeguate documentation listing the purpose and participants of the setting of
the expense should be submitted with the receipt. If such an expense should
occur, the amount expended for the guest will not be considered as part of the
meat allowance for the employee.

Foregoing a meal does not allow the employee to accumulate eligible meal
allowances. For example: if an employee is efigible for breakfast and lunch
($30.00) but elects rot to eat breakfast ($10.00) the eligible iunch allowance will
be ($20.00).

The City will not, under any circumstances, pay for or reimburse employees for
the purchase of alcoholic beverages or allow alcohoi to be purchased with a City

credit card.

Vehicle rental, parking fees, taxi charges, bus or shuttle fares, turnpike expenses,
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F-12,

F-13.

{u}

(v)

and other similar items will be reimbursed when accompanied by a receipt.

The City will not be responsible for personal expenses such as personal phone
calls, beer/alcoholic beverages, snacks, beverages not associated with meals,
laundry services, or in-room movies that are either charged to the rcom or
otherwise incurred.

All employees traveling on City business should be reminded that they are
representing the citizens of Basehor, their departments or divisions, and the City
of Basehor as a whole. They should conduct themselves in an appropriate and
professional manner at all times so as not to bring discredit upon themselves,
their departments or divisions, or the City of Basehor,

Educational Tuition/Fees Reimbursement and Leave.

(a}

(b}

Any employee wishing to attend college or technical schooi to enhance overall
knowledge, skifis, and job performance, and at the same time increase the
individual’s value to the City as an employee, may submit a written request to their
Ris department head for the reimbursement of tuition. The request must be
submitted prior to enroliing in the class, include the name of the class, the cost, and
verification as to how it will enhance the employee's job performance with the City
of Basehor.

ff approved by the department head and the City Administrator, the employee will
be reimbursed the cost of tuition or enrofiment fee upon proof of successful
completion of the class, obtaining a "B" grade or better in college course work, or a
certificate designating the successful completion of all requirements set forth by
the Technical School, and continued satisfactory employment for a 12 month
period following compietion of the course.

Employees receiving approval to attend a college or on-geing class during work
hours will be required to make up any lost work time. Arrangements to do so must
be coordinated through the employee’s immediate supervisor and approved by the
department head and City Administrator.

Leave of Absence. The City Administrator may, using discretion, grant a leave of absence
without pay to an employee for any good cause when it is in the best interest of the City.
The City Administrator may grant an employee leave without pay for a specified time not
to exceed 6 months. During this leave without pay, the employee may elect to continue
heaith insurance coverage with full premiums paid by the employee. A leave of absence
without pay shall not be allowed for any empioyee to work for another employer, or for
self-employment,
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F-14,

F-15.

Leave of absence shall be subject to the following provisions:

(a) A reguest for leave of absence shall be submitted in writing to the City
Administrator stating the reasons for the request at east 15 working days prior to
the date the leave would begin.

{b} At the expiration of leave without pay, the employee shall return to the position
held prior to the leave.

(c) PTO shail not be earned during leave without pay.

{d) A feave without pay shall not constitute a brealk in service, but time off will not be
credited toward longevily pay, service awards, or any benefit based on time in
position.

{e) Failure by an employee to report promptly at the expiration of the leave of ahsence
shall be considered as a resignation by the employee.

Compensatory Time. Employees will not be allowed to earn compensatory time but shall
be paid overtime in accordance with the Fair Labor Standards Act {FLSA).

Request for Leave. All leave time must be authorized in advance and in writing by the
employee's supervisor prior to being taken when possible. Written requests for leave that
cannot be predicted in advance must be completed upon the employee's return to work.
Peopy-ah-each-weitten-leave-rocord,-sipned-by-the -omployes-and-supendsor—shail-be
forwarded-$o-the
reassnable-amount-efdme:

n-office-and-filad-in-the-cmploven's

persennel-file-for-a

T
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G-1.

G-2.

G-4.

G-5.

G-6.

G-7.

ARTICLE G. OTHER EMPLOYEE BENEFITS

Social Security Benefits. All eligible employees of the City are under the Federal Social
Security System, and receive the benefits thereof in accordance with federal laws and
guidelines. The cost of this benefit is paid equally by the City and the employee, with the
employee contribution subject to payroll deduction.

Employer Provided Deferred Compensation Benefits. Effective 8/15/2011, all efigible
employees, with the exception of sworn police officers, are covered under the City's
deferred compensation program {401-A). Under this plan, the employer’s contribution
is 11% of gross wages for all employees hired before 8/1/2011. For employees hired
after 8/1/2011, the rate shall be 8% of gross wages for the first three (3) years of
employment and will increase by 3% for a total of 11% of gross wages after three (3)
years of service. The City will begin depositing funds into the 401-A plan for the
employee beginning with their first paycheck. For any employee hired after 8/1/201186,
there will be a three (3) year vesting periad from the date of hire, at which time the
employee Wil be fully vested. The cost of this benefit is paid entirely by the empioyer.

KP&F Benefits. The City of Basehor elected to become a member of the Kansas Police and
Fire Retirement System. All eligible employees receive the benefits thereof in accordance
with state laws and guidelines. The employee and employer’s share is determined by the
State Legislature. All employees who are contributing members of KP&F are eligible for the
insured death and disability benefits provided by KPERS which is supplemental to the
regular XP&F benefits. The cost of this benefit is paid entirely by the employer.

Retirement Age. The City of Basehor shall abide by the Federal Age Discrimination in
Employment Act and therefare has no mandatory retirement age.

Workers' Compensation Benefits. All employees of the City receive the benefits of the
Kansas Workers' Compensation Act in accordance with such law and guidelines. The cost
of this benefit is paid entirely by the employer.

Unemployment Compensation. All employees receive the benefits of the Kansas
Employment Security (unemployment compensation} Act, in accordance with such law and
guidelines. The cost of this benefit is paid entirely by the employer.

Life insurance. In addition to the death benefits grovided under Social Security and KPERS,
the City makes available to each employee whe is a member of KP&F, the option of
purchasing group life insurance, administered by KPERS, on & payroli deduction basis.
Employees not covered by KP&F may purchase optional group life insurance in the City's
other group life plan on a payroll deduction basis. The cost of this additional life insurance
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G-8.

G-8.

is paid by the empioyee and varies with the options selected by the employee.

Voluntary Deferred Compensation, All City employees may participate in the voluntary
deferred compensation plans offered by the City. The amount of investment in these
programs is determined by the employee, hut cannot exceed limits set by federal law.
Contributions are made through a payroll deduction hasis. The amounts selected are
invested for the employee and are not subject to federal income tax until withdrawn.

Optional Insurance Programs. All full-time employees may apply and participate in several
optional insurance programs offered by the City through payroll deduction. The coverage
and premiums available vary based on the type of insurance and package selected.

G-10. Flexible Benefit Plan. The City of Basehor provides the use of a Flexibie Benefit Plan,

G-11.

better known as a "Cafeteria Benefit Plan” under Section 125 of the Internal Revenue Code
for its employees. The Cafeteria Benefit Plan allows employees to designate a specified
amount of their salary to pay certain expenses such as dependent care, medical expenses,
health insurance premiums and the premiums for various optional group insurance
programs. Funds designated to the Cafeteria Benefit Plan for medical expenses and
dependent care must be used in a calendar year or they are forfeited. This program allows
employees to pay the above specified expenses with tax-free salary dollars.

Employee Assistance Program. The City of Basehor provides an Employee Assistance

Program (EAP) which is designed to provide a confidential service for our employees whose
personal problems are affecting their abilities to function effectively in their work. The
Employee Assistance Program is provided to all personnel, recognizing that almost any
human problem can be successfully resolved provided it s identified and_appropriate
intervention s initiated. This applies to situations such as physical illness, mental or
emotional_upset, financial hardshin, marital or family distress, substance shuse or
addiction or other circumstances that can detract from employee performance.

The EAP offers short-term counseling on a completely confidential basis to all personnel of the City

of Basehor. To the extent possible, visits should be scheduled outside work hours. The
City of Basehor will nay the cost for the shori-term counseling up 1o six visits through EAP,
if.an employee is referred by FAP for mare intensive counseling or therapy, the emplovee
will be expected to pay this cost. The program is also available to immediate farily
(spouse or children) of all emplovess.

All contacts with the EAP program are completely confidential, The records kent by FAP may not

he released either 1o the City of Basahor or any other person without the express written
authorizatjon of the staff member involved, and no oneg at the City of Basehor will know of
your participation unless you discuss it. You can locate contact information for the EAP on
s code 8282) or by calling 1-800-466-8282.

their website at wwve.atlifecan.com (acge
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G-11. Health Care Program.

(a) Full-time employees shall be eligible for the City's group health care insurance
. ' program on the first of the month following a waiting period of 3 full months which
commences with the initial date of employment.

(b} The Governing Body shall determine, on an annual basis, the amount of the City's
financial participation in the group health care insurance plan.

{e}—Currently the City contributes one-hundred percent (100%) of the employee's
health care insurance, dental insurance, and vision insurance premium and fifty
percent (50%) of qualified dependent/spouse health care insurance premiums.

BeghnaingF/A42042, the City's-partishzation 5| saneeed-the following menthly
ameounis: .
< {Formatted: Indent: Left: (.57, Qutline
i &y ! numbered + Level: 1 + Numbering Style: 3, b,

e TR o ¢, .. + Startat: 1 + Afignment: Left + Aligned
o smployes/Child $540 L at: 0"+ Tab after: 0.5" + Indent at: 0.5"
& fr'nnl'rn \;* Li5 eeem CEOL

Employee $56
tmefnployee/Bepe ﬂd{wa e 830
{shlc) | Gurrently-the Cly-sontributesone-hundred pergent—{100% et tha—amployacls

health—eare-—insurance prﬁ:‘.\i‘::r: arrdh-ffy - percent—{50%) o —gualifies

depesdeni\spouse —health--care—insuranse—oremivms—Permanent part-time

employees working 20 or more hours per week shall be eligible to purchase health
care insurance at the rate of ene-hundred percent (100%) out-of-pocket expense.

{ei{d) If individual employees are required to contribute to the City's group health care
program, the amount of such contribution shall be a payroll deduction_—and
adininistered-threugh-the Hewdble-Borafit-Man #legally-feasible

_All costs of health care insurance shall be paid by the employee during any period
the employee: is on a ieave without pay; is on suspension without pay; is on
unauthorized leave; or is participating in any unlawful work stoppage.

) -----------Refe%mnsee%ia%-I-'-'—{ép\ﬁJaeikﬁfffs-‘@emg% rsation rcggaa {dhb speaficpeliclesfarinjured

anddisabled-employeos-reparding b O FREE;

No employee shall be entitled to a cash payment in Hieu of health care insurance
coverage.
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{i{{g)_ . Employees and their dependents that lose group health benefits with the City of
Basehor due to a qualifying event as outlined by the Consolidated Omnibus Budget
Reconciliation Act of 1985 (COBRA), are eligible for continued health insurance
coverage for a period of time as established by the Act.

[ Any KP&F employee who has at least ten years of service with the City of Basehor
and retires from employment with the City shall be able to remain on the City's
Health Insurance Program until theyhe: {a) reaches the age of 65; or (b) fails to pay
the monthly premium payments. The retiree may elect to have the same members
retiree’s monthly premium will be based on the COBRA rate which is established
prior to each contract year with the assistance of the Plan Administrator. Coverage
for the retiree and theirkis family members (if covered under the plan), will be
identical to the coverage experienced by active City employees. When a retired
employee terminates their his-health insurance coverage with the City of Basehor,
any covered dependents will have the option to continue coverage, if eligible,

under COBRA.

< 3( Formatted: Left, Mo bullets or numbering, ;
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H-2.

H-3.

ARTICLE H. DISCIPLINE

Authority to Discipline.  Supervisory personnel, with the approval of the City
Administrator, are responsibfe for the conduct and effective performance of ail employees
under their supervision, and shall have the authority and the responsihility to discipline
employees for violations of the City's personnel policies and any departmental guidelines.

General Policy. The purpose of discipiine is to ensure high standards of performance and
efficiency, to maintain good working relationships among empioyees, and to provide the
citizens of Basehor with the highest possible level of courteous and professional public
service. Discipline in the City organization is for the most part "seif" discipline. it is the
duty of employees to make a conscientious effort to work and behave In accordance with
the values, service standards, policies, and guidelines of the City and the department in
which they work. £ach employee is expected to be seif-disciplined and to work hard at
being the best at what he does and in helping the City provide a high level of public service.
When an employee does not exercise adeguate seff-discipline or is not successful in
meeting the requirements of theirhisjob, it may be necessary for theirkis department head
or supervisor to consider disciplinary actions te correct the problem.

An employee is subject to disciplinary action if:

{a) the employee violates these personnel policies and guidelines, or any other written
guidelines or procedures applicable to the department in which the employee
works;

{b} the employee's conduct reflects discredit to the City or hinders the effectiveness or
efficiency of City operations;

{c) the employee has performed an act of misconduct, or has failed to perform an act
which results in misconduct.

bDisciplinary Actions. The following disciplinary actions are discretionary and not exclusive
of the at-will nature of the employment refationship.

(a) First written reprimand. A written reprimand is a written censure to an employee
by their his-supervisor, a copy of which shali be placed in the employee's file in the
Administration office. A copy shall he distributed to the employee, and the
employee is asked to verify the reprimand by sigrature.

(h) Second Written reprimand. A written reprimand is a written censure o an
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empioyee by if » supervisor, a copy of which shall be placed in the employee’s
file in the Administration office. A copy shall be distributed to the employee, and
the employee is asked to verify the reprimand by signature.

{c) Probation. Probation is a trial period of a specific length of time during which an
employee is required to fulfill a set of conditions or to improve work performance
or on-the-job behavior. Failure to meet the probaticnary requirements may result
in additional disciplinary actions,-{this-dees-tet-refer-to-the initial-orientation
servad bynew-amployees).

“ {Formatted Indent_:.ﬂanging: G.g“'“
(d) Salary Reduction. A salary reduction is the lowering of an employee's rate of pay
within the pay range to which the employae's position is assigned.

(e) Demotion. A demotion is the placement of an employee into a position of a lower
pay range.

) suspension. A suspension is the removal of an employee from service, with or
without pay, for a specific period of time.

{g) Suspension for Violation of Law. Any empioyee who is required to maintain a valid
Kansas Driver’s License and is arrested for a violation of law (in any jurisdiction, at
any time), including traffic violations which cover reckless driving, vehicular
homicide, or driving under the influence of intoxicating liguor or drugs, shall notify
his supervisor of the arrest before reporting to work for his next scheduled shift or
any extra duty work. Failure to do so may result in disciplinary action up to and
including termination. Based upon the recommendation of the department head,
the City Administrator will determine whether the employee will be suspended
without pay until such time as judgment is rendered by the court. Suspension
without pay wilt occur for any arrests occurring on or off the job that are related to
the job performance and are of such nature that to continue employment would
impair carrying out the City's responsibility to its citizens or to other City
employees, or if not related to job performance would place the City's image in an
unfavorable light. Regardless of the decision of the court, the City will determine if
disciplinary action is warranted under the City's policies and procedures for actions
that occurred which are job related.

- _.’rF

Procedure for Disciplinary Action. Whenever the misconduct of an employee ocecurs that : L
in the judgment of the employee's supervisor justifies the application of disciplinary actions i
the supervisor shall notify the City Administrator of the issue, and: )

ormatted: Fort: {Defaudt) +Body (Cafiori),
Condensed by 0,15 pt -
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(a) Document the misconduct in writing,
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(b} Determine the appropriate disciplinary action to correct the problem.

{c) Meet with the employee to review the problem and the proposed disciplinary
action. The meeting shouid be private and include the empioyee, another
supervisor as a witness and/or the City Administrator,

(d) Give the employee an opportunity to refute the facts or argue against the proposed
discipiinary action. The employee shall sign and may submit comments in writing
10 be attached to the record of the disciplinary action.

(&) Make a final decision as to the disciplinary action.

(f) Notify the employee of the action in writing, A copy of the documentation of
misconduct and the form of disciplinary action taken shall be provided to the
Administration for Insertion in the employee's personnel file. Signature is not an
admission of guilt, but recognition of receiving such notice,

Misconduct Subject to Disciplinary Actien. The following is a list of misconduct which

may subject an employee to disciplinary action. This fist is not exclusive; it is only

representative of the types of misconduct which subject an employee to disciplinary
action.

(a) Conviction of a viclation of any state or federal criminal law.

{b} Conviction of a violation of any city law.

(<) Failure to follow prescribed safety procedures including failure to notify theirkis
supervisor of unsafe working conditions.

(d) Violation of personnel policies and guidelines or departmental policies and
guidelines.

{e¥{c} Inattention to duty, carelessness, breakage or foss of public property or funds.

&1 . Discourteous or disruptive conduct or other offensive behavior in public, to the
public, or to employees and officers of the City.

iBg)  Abuse of benefit leave, excessive absenteeism, or tardiness.
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{H{h) _ Temporarily leaving the workplace without the approval of the employee’s
supervisor.

{it{i} . Failure to give proper notice of absence.

ki Unauthorized possession of firearms or other weapons on the job.
{d(l} Unlawful use of alcohol or drugs as referred to in Article R,

{mi{ml. Unauthorized personal use of City property.

fan} Personal or unauthorized use of City funds,

{pifo). Intentional destruction of City property.

{aiip) _Indulging in offensive conduct or using offensive or abusive language in pubtic or on

the work site.

e} Inducing or attempting to induce any employee in the service of the City to commit
any unlawful act or to act in violation of City regulations, official policy, or
departmental orders.

Using, threatening, or attempting to use personal or political influence in an effort
to secure special consideration as a City employee.

&}si_The giving of false information or falsification of persennel records, time reports, or

other City records.
£udi  Sleeping on duty.
a{ul  Smoking in unauthorized areas.
ey} Lving to supervisors.

{{wi_Discussing with unauthorized persons any confidential information gained through
employment with the City.

Pyi{xi Distribution of literature, vending, soliciting, or collecting contributions on City time
ar premises without prior authorization from the City Administrator.

42



H-6.

i) Participating in or instigating a work slow-down or shut down.
{aa}{z) Engaging in outside business or employment activities on City time.

tobiaa) Giving or accepting a bribe.
in the case of acts of violence or other flagrant misconduct, serious safety violations, or
criminal offense, any employee may be suspended immediately, with or without pay,
pending an investigation and review of the matter.

An employes may be suspended with pay after being arrested for a crime and while
awaiting legal adjudication, or when he has been charged with misconduct white on the job
and an internal investigation is being conducted.

Causes for Termination. If a department head feels there is cause for termination of an
written documentation can be submitted to the City Administrator for consideration. With
the exception of appointed positions, the City Administrator is ultimately responsible for al?
employment terminations. Examples of serious misconduct for which an empioyee may be
terminated are listed below. The following list is not exclusive; it is only representative of
the types of misconduct which subject an employee to termination. Causes for
termination under this section also constitute misconduct for which an employee may be
subjected to disciplinary action other than termination,

(a) Conviction of a felony or conviction of driving under the influence of alcoho! or
drugs while operating a City vehicle.

{b) Willful or continued viclation of City or departmental safety policies and
procedures or wiliful or negligent creation of unsafe conditions in the workplace.

{¢) Willfu! or continued violation of personnel policies and guidefines or departmental
guidelines.

{d) Negligent or willful damage to public property or waste of public supplies or
equipment.

{e) Taking, stealing, or using any funds or property of the City for personal use or for
sale or gifts to others or the making of any false claim against the City.

{f) Insubordination or other breach of discipline.

43



(h)

(i}

(i)

{p}

{r)

Unauthorized use of City time and equipment,

Gross incompetence, neglect of duty, or willful or continued failure to render
satisfactory service.

Refusal to abide by any fawful official regulation or order, failure to obey any
proper direction made by a supervisor or department head, or knowingly making a
false statement to any employee or officer of the City.

Claiming leave time under false pretenses or falsifying attendance records for
oneself or another employee.

Absence without approval of leave.
Harassment.

Disclosing confidential records or information unless directed to do so by a
department head or supervisor.

Revocation or suspension of a certification or license, including a driver's license,
when such is reguired as a condition of City employment,

Material falsification of application for City employment, making a false statement
or report in regard to any test certification, or appointment or any attempt to
commit any fraud that violates the merit principies of personnel administration.

Giving or attempting to give any monetary consideration or the delivery of
undeserved service to or from any person or organization for, or in connection
with, any test or appointment.

Taking or offering to take from any person for the employee's personal use, any
fee, gift, or other item of service or value, in the course of work or in connection
with it, when such gift or other valuable item or service is given in the hope or
expectation of receiving a favor or better treatment than that accorded any other
person; accepting a bribe, gift, money or, other item of service or value intended to
perform or refrain from performing any official act; engaging in any act of extortion
or other means of obtaining money or other items of service or vaiue through the
employee’s position in the service of the City.

Discharge of duties in @ manner which results in discrimination to any person on

the basis of race, creed, color, sex, age, physical or mental disability, or national
origin.
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Any unauthorized absence from duty shall be deemed to be an ahsence without
pay, however, when that absence continues for three or more days without
authorized leave, it shall be deemed to be a resignation from City employment
without prior notice. Such absence may be excused if, upon investigation, the City
Administrator finds extenuating circumstances exist.
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ARTICLE §. VOLUNTARY SEPARATION

Resignation. An employee who terminates employment voluntarily shall be terminated in

department head.
Rehiring. An employee who terminates employment with the City, and reapplies for a

position in accordance with Article D at a fater date, must again complete the hiring
process. if rehired, the employee wili start out as a new employee.
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K-1.

K-3.

ARTICLE K. HARASSMENT

Harassment. The City of Basehor does not and will not tolerate unlawful harassment of its
employees. The term "harassment” includes, but is not limited to sturs, jokes, and other
verbal, graphic, or physical conduct refating to an individual's race, color, sex, religion,
national origin, citizenship, age, or disabitity, “Harassment" also includes sexual advances,
requests for sexual favors, unwelcome or offensive touching, and other verbal, graphic, or
physical conduct of a sexual nature. This includes, but is not limited to, conduct of a sexual
nature where: (1) submission to such conduct is made either explicitly or implicitly a
condition of an individual's employment; (2) submission ta or rejection of such conduct by
an individual is used as the basis for employment decisions affecting such individual; and
(3) such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive working environment.

Afthough the following policy and complaint procedure shall in some incidents refer
primarily to harassment of a sexual nature, the City shall enforce the same policy and
procedures for any type of harassment as defined in the preceding paragraph.

Harassment Policy.

(a) No employee, whether supervisory or nonsupervisory, may harass another
employee,

(b) Any employee who believes that he is the victim of unwelcome behavior that
would constitute harassment shall immediately report the incident{s) to any lavel
of supervision.

{c) All complaints involving claims of harassment shall be promptly and confidentiaily
{as practical) investigated. The employee filing the complaint shall be advised of
the results of the investigation.

(d} Any empioyee, supervisory or nonsupervisory, found to have engaged in
harassment of another employee will be disciplined, up to and including
ferminationdischarge.

Harassment Complaint Procedure. Any employee who feels he is being subject to

harassment should immeadiately contact one of the persons listed below with whom the

employee feels the most comfortable. Complaints must be made in writing tomay-he

wmode-oralby-otinweriting o

{a) The employee's immediate supervisor
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(b The employee's depariment head

{c} The City's Human Resource consultant hr-haven 913.940.5391Human—Resource
Selutionsat-BiR-803-688%

(d} Other supervisory personne!

(e) The City Administrator

{f) The Mavyor

The empioyee should be prepared to provide the following information:
@) Employee's name, department, and position title;

(e} The name of the person or persons committing the harassment;
(c) The date{s) and approximate time(s) of the harassment;

(d) The specific nature of the harassment, how long it has gone on, and any
employment action {demotion, failure to promote, dismissal, refusal to hire,
transfer, etc.} taken against him as a result of the harassment, or any other threats
made against him as a result of the harassment;

{e) Witnesses to the harassment, if any;

H Whether he has previously reported such harassment and, if so, when and to
whom.

The employee filing a harassment complaint shall document the incident in writing. If
necessary or requested, the recipient of the complaint shall assist the employee filing the
complaint with the written documentation, and the employee shall affix theirbis signature
attesting to the accuracy and truthfulness of the complaint. All information disclosed in
the complaint procedure will be held in strictest confidence and will only be disclosed on a
need-to-know basis in order to investigate and resolve the matter,

Harassment Complaint Review Process. It shall be the responsibility of the City
Administrator to coordinate the investigation and review harassment complaints, although
the City Administrator may defegate the investigation to the appropriate City employee or
outside agency. If the City Administrator is the subject of the complaint, the Mayor shall
coordinate the investigation of the compiaint, and the Mayor shall be substituted in place
of the City Administrator for all aspacts of the compiaint, and any records pertaining to
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such complaint. The following procedures shall apply to the receipt, review, and handling
of such compfaints;

(a)

(b)

(c)

(d)

(e)

(f)

(h)

The person to whom the complaint is made shail immadiately present it to the City
Administrator, and an investigation into the alleged incident shall be pramptly
started.

The investigator shall make and keep a written record of the investigation,
including notes of verbat responses made to the investigator by the person
complaining of harassment, witnesses interviewed during the investigation, the
person against whom the complaint of harassment was made, and any other
person contacted by the investigator in connection with the investigation.

The investigator shall notify the employee accused of the harassment as promptly
as possible of the complaint and the severity of the allegations (immediate
notification is not necessary if such notification would jeopardize the investigation).

The employee accused of the harassment shall be given appropriate opportunity to
refute the allegation and present information and/or witnesses on their-his behalf.
Based upon the investigation report, the City Administrator shali determine
whether the conduct of the person against whom a complaint of harassment has
been made constitutes harassment. In making that determination, the City
Administrator shall look at the record as a whole and at the totality of
circumstances, including the nature of the conduct in question, the context in
which the conduct, if any, occurred. The determination of whether harassment
occurred will be made on a case-by-case basis.

if it is determined that the complaint of harassment is founded, the City
Administrator shall take immediate and appropriate disciplinary action against the
employee guilty of harassment.

The disciplinary action shall be consistent with the nature and severity of the
offense. Whether a supervisory relationship exists, and any other factors the City
Administrator believes relate to fair and efficient administration of the City,
including the effect of the offense on employee morale, public perception of the
offense, and the light in which it casts the City shall be taken into consideration.
The disciplinary action may include demotion and/or suspensicon, termination,
warning, or reprimand. A determination of the level of disciplinary action shall also
be made on a case-by-case basis.

If it is determined that the complaint of harassment is unfounded, the City
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-5,

(i)

Administrator shall notify the employee accused of harassment of the
determination and advise that no disciplinary action is warranted.

The employee making the complaint shall be notified of the results of the
investigation in writing, but not the specific discipline should there be discipiinary
action taken,

if the City Administrator determines after reviewing the investigation report that
the complaint was intentionally falsified by the employee filing the complaint, the
City Administrator shall take immediate and appropriate disciplinary action against
said empioyee.

Records of a Harassment Complaint. All records, except those affected by Kansas Open
Recards Act, concerning a harassment complaint shall be confidential and kept in a
separate locked file. Access shall be only with the City Administrator's approval to parties
who have a direct and relevant need to know.

Retaliation. The City will not tolerate any form of retaliatory acts or actions against any
employee for filing a complaint under this policy, or for participating in its investigation.



ARTICLE L. POLITICAL ACTIVITY

It is the right of every employee to register and vote on ali political issues. Employees are
permitted to join political arganizations, civic associations, or groups and to become involved in
pelitical activities subject to the restrictions of this article.

{a)

(d)

{e)

As private citizens, employees may participate in all political activities, including hoiding
public office, except for activities involving the election of candidates for any City office and
where holding an appointive or elective public office is incompatible with the employee's
City employment.

City employees are not prohibited from supporting candidates for office or from
contributing labor to candidates and organizations that endorse candidates. Employees
are not permitted to make public endorsements of a candidate for City elective office or
to make cash or non-cash contributions to such a candidate.

Any employee desiring to become a candidate for a City elective office, shall first take leave
of absence without pay or resign. If successful in seeking such elective office, the
employee will be required to resign from employment with the City. If unsuccessful in
seeking such elective office, the employee may be returned to employment on the same
terms and conditions as any other employee who has taken feave of absence without pay
under Section F-13. An employee is considered to be a candidate for elective office once
ail statutory requirements have been met to qualify as a candidate.

Political activity must not interfere with job attendance or performance. Empiovees are
not permitted to solicit or receive political contributions during on-duty hours. They are
not permitted to wear or display political badges, buttons, or signs on their parson or on
City property during on-duty hours.

No supervisor or other person in authority shali solicit any City employee for contributions
of money or labor for any candidate for elective office, or otherwise compel, or attempt to
compel, any employee to support a candidate for elective office or to engage in any
political activity.

The purpose of this policy is to prevent and avoid the appearance of impropriety on the

part of any City employee. City employees are neither appointed to nor retained in the
City's service on the basis of their political affiliations or activities.
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ARTICLE M. OUTSIDE EMPLOYMENT

Outside employment constitutes a City employee being self-employed or holding a second job
with another employer. Outside employment by a full-time employee is permitted only when
such outside employment: {1) is considered secondary to service with the City; (2) does not
interfere with the performance of duties for the City; and (3) no legal, financial, or ethical conflicts
of interest result from such dual employment. A written request must he submitted and approved
by an emplovee’s department head prior to an employee becoming seif-ernploved or accepting
outside employment.
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N-1.

N-2.

ARTICLE N. WORKER SAFETY

General Safety. All employees are required to wear appropriate safety equipment and
follow appropriate safety precautions according to City and/or departmental policy at all
times. Failure to comply with safety policies may result in disciplinary action. The City of
Basehor “Safety Program” in its entirety con be found in the policy section of this manual,

Physical Fitness. |t shafl be the respensibility of each employee to maintain the standards
of physical fitness required for performing all assigned tasks in accordance with job
descriptions. Any employee may be required to submit to taking a physical examination
when requested &y the department head and approved by the City Administrator. The cost
of the physical examination shall be paid by the City.

Smoking. Due to the January 7, 1993, report of the Environmental Protection Agency
{EPA) regarding the effects of secondhand smoke, the smoking of cigarettes, cigars, and
pipes is prohibited in all City of Basehor owned or leased work site facilities and in ali City-
owned, leased, or rented vehicles. The City Administrator reserves the right to designate
certain outside areas adjacent to City facilities asinappropriate-for smoking purposes.

Appropriate disciplinary action will be taken against any violations of this policy up to and
including suspension and termination.

Bloodborne Pathogens. i1 accordance with the OSHA Bloodborne Pathogens Standard, 29
CFR 1910.1030, and the Kansas Department of Administration industrial Safety and Health
Regulations, the City has established an Exposure Control Plan in an attempt te eliminate
or minimize the exposure to potentially infecticus material for those employees who are
considered at risk. The City provides protective equipment, regulates house cleaning and
waste disposal of contaminates, provides training, and offers the Hepatitis B vaccine to
employees that have been identified as having exposure to potentially infectious materials.
The total policy on "bloodborne pathogens” can be found in the Policy Section of this
Manual.
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ARTICLE O. CARE AND USE OF EQUIPMENT AND FACILITIES

Any employee of the City of Basehor that is found to be responsible for damage to or loss of City
property or equipment through negligence, carelessness or abuse shall be subject to disciplinary
action and may be required to reimburse the City for such damage or loss. Any employes who
does not report equipment and facility damages, regardless of cause, will be subject to disciplinary
action up to and including termination,

No equipment, material or supplies belonging to the City shall be removed from its focation or
used without proper authority. Vehicles and other equipment assigned to individual personnel
shali be used only for City work or business. Proper maintenance of work stations, with regard to
cleanliness, safety and efficiency, shall be required of all City employees,
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{c)

ARTICLE P, WORKPLACE VIOLENCE

The City of Basehor is committed to providing and maintaining a workplace environment free
of intimidation, violence, or threatening behavior. The City will not tolerate acts of violence
committed by or against City employees or members of the public while on City of Basehor
property or while performing City of Basehor business at other locations.

Prohibited behaviors and actions include, but are not limited to intimidating, threatening,
or hostile behaviors or comments, physical abuse, violent criminal actions, unauthorized
use or possession of deadly weapons or explosives on City property, threatening or
harassing telephone calls or e-mail messages, stalking, bizarre or offensive comments
about violent events or behavior, or any other behavior which, in management's opinion, is
inappropriate for the workplace.

Employees who feel subjected to any of the behavior described above, who observe or
have knowiedge of any violation of this policy, or who encounter suspicious persons on
City property should immediately notify their supervisor.

Employees who believe that workplace violence is so imminent and dangerous that it
requires an immediate response, should contact proper faw enforcement authorities first,
and then report the incident to their supervisor.

Employees who engage in behavior that viclates this policy are subject to disciplinary
action up to and including discharge. Visitors who engage in behavior that viclates this
policy may he removed and/or prohibited from City of Basehor facilities, vehicles, or leased
property. Actions that appear to be a violation of law or that are deemed to pose a risk to
others will be reported to the appropriate law enforcement officials. Any City of Basehor
employee failing to report actions which fall under this policy or failing to take apprapriate
actions outlined in this policy will be deemed in violation of this policy and will be subject
to disciplinary action up to and including termination.

Employees who receive a protective or restraining order which lists city-owned or leased

premises as a protected area are required to provide their supervisor with a copy of such
order.
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Q-1.

ARTICLE G, TRANSPORTATION
Use of City Owned Vehicles.

{a) City owned vehicles are to be used for official City business only. Assighmenis of
City vehicles are subject to the approval of the City Administrator.

(b} Vehicles cannot be used to transport other family members or to attend to
personal errands. Passengers in City vehicles are allowed when their presence
relates to City business.

(<) Employees who do not have a City vehicle on a daily or 24 hour basis, and are
called out on an emergency basis, should record the mileage to and from City
facilities or the job site and request mileage reimbursement in accordance with Q-
5.

(d) Exceptions to this policy may be made with approval by the City Administrator,

toytdsg o a-cellular phonewhile driving-a-city-ewnedvehicle is-prohibited:
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Responsibility of Drivers. Employees operating City vehicles are expected to practice all
safety precautions when utilizing a City vehicle. Any employee operating a City vehicle
must have an applicable valid Kansas driver's license which must be on or accompanying
the employee when driving such a vehicle. Seat belts shall be worn by all City employees
and passengers while operating or riding in a City vehicle in accordance with State Statutes.
Failure to comply with these policies will cause the employee to be subject to disciplinary
action up to and including termination.

Accidents Involving City Owned Vehicles. If an employee has an accident while operating
a City- owned vehicle which results in personal injury or property damage, the employee
should be done regardiess of how minor the accident appears. The employee shall insist
that all parties and property concerned remain at the scene of the accident until police
officers can investigate the incident. Supervisors shall report all accidents to their
ni___}imr i)opmmm i{( rads are spowmio for taking p;opf'r a(tlon ait 3[\
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Q-6.

Use of Private Vehicles for City Business. If employees are required to use a personal car
in the performance of official duties for the City, they may receive a mileage rate as
established by the Internal Revenue Service. Expenses for mileage must be submitted to
and approved by the employee's department head and the City Administrator.

Driver License Reviews. The City reserves the right to annually review the driving record of
all employees who are authorized to drive a City vehicle or receives an automobile
allowance and are required by their job description to hold a Kansas valid driver’s license.
This screening takes place in order to protect the City and its citizens from lability in the
event that a City employee has an accident and someone is injured or property is damaged
and to help ensure accountability and responsibifity for safe driving when public funds are
involved.
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ARTICLE R. SUBSTANCE ABUSE

The City of Basehor is committed to providing a safe, drug, and alcohol free workplace for aif City
employees and the general public.

(a) Al employees--helding-safety sensitive -pesitlens - g5-—astablished —in-persennel -jo
deserlptiens, will be subject to a random drug or alcohol screening program.,

{h) Following a job aoffer, a drug screening will be performed on all full-time and part-time
applicants and may be performed on seasonal applicants. Additionally, all employees wili
be subject to drug and alcohol testing for the purposes of reasonable suspicion, post injury
accident, and return o duty screening.

() The illegal use, possession, distribution, dispensation, manufacture or sale of narcotics,
drugs, or controlled substances by an employee while at the worksite, on City awned
property, during working hours, or on stand-by duty is prohibited.

{d) The presence of controlled substances in the body as well as the use or possession of
controlled substances and/or alcoholic beverages while on City of Basehor property, in any
City of Basehor vehicle, or on duty, including breaks or lunch, paid or unpaid, or on any
shift is strictly prohibited,

(e} No employee shall report for duty or remain on duty while having an alcoho! concentration
of .02 or greater.

(6 No employee shail refuse to submit to an aicohol or controlled substance test if said test is
required due to a post injury accident, reasonable suspicion, or return-to-duty
requirement. Behavior that constitutes a refusal to test includes, but is not fimited to,
refusing to provide a specimen, tampering with a specimen, failing to appear for testing
within 1 hour 28-weinwies of notification, leaving the scene of an accident without just
cause prior to submitting to a test, leaving the collection facility prior to test completion,
failing to permit an observed or monitored collection when required, failing to take a
second test when required, failing to undergo a medical examination when required, faling
to cooperate with any part of the testing process, or once test is underway, failing to
remain at site and provide a specimen.

(g) When involved in a motor vehicle accident, an employee must remain readily available to
be tested for alcohol and controlled substances as soon as practical-if-reguested-te-de-se
sy-a-superviser.  If an accident involves a human fatality, the employee operating the
motor vehicle must report for alcohel and controlled substance testing as soon as possible.
ff there is bodily injury with immediate medical treatment away from the scene or
disabling damage to any motor vehicle requiring tow away wherehy the employee has the
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(h)

{)

{m)

(n)

(o)

potential to be issiied a citation, the employee operating the motor vehicle must report for
alcohot and controlfed substance testing as soon as possible.

All amployees are subject to reasonable suspicion alcohol and/or drug testing. Fxamples of
reasonable suspicion inciude, but are not limited to, the following:

(1) Physical signs and symptoms consistent with prohibited substance use or alcohol
misuse,

{2) Evidence of the manufacture, distribution, dispensing, possession, or use of
controlled substances, drugs, alcohol, ar other prohibited substance.

{3) Occurrence of a serious or potentially serious accident that may have been caused
by prohibited substance abuse or alcohol misuse,

(4} Fights (to mean physical contact), assaults, and flagrant disregard or violations of
established safety, security, or other operating procedures,

An employee who refuses to take or fails a drug or alcohol test shall be removed from
performing job duties immediately. Additional disciplinary action up to and including

termination may result.

An employee whoa fails a drug or alcohol test may be given an opportunity to retain thelr
his employment provided the employee:

(1) agrees to be evaluated and attend a rehabilitation program; and
(2) receives a verified negative test result on a return-to-duty test,

All costs associated with an evaluation and rehabilitation program are the responsibiity of
the employee,

A second positive drug or aleohol test will result in immediate termination of employment.
Proven use of alcohol or illegal drugs off the job which adversely affects an employee's job
performance or jeopardizes the safety of other employees, the public, or City equipment is

a violation of this policy.

Employees shall notify their department head or supervisor of any drug or alcohol
conviction which they receive as soon as feasibly possible.

Employees undergoing prescribed medical treatment for a controlled substance rmust
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report and verify this treatment to their supervisor,
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S-1.

s-2.

ARTICLE S. RESIDENCY

Requirements. Residency requirements for City of Basehor employees include the
foilowing:

{a)
{b)
(c)

The City Administrator shall five within the city limits.
All employees shaif five within 30 miles of the City limits.
Any City employee whose primary residency does not meet the criteria for the

current position as set out ahove, as of July 1, 2010, is “grandfathered” and not
subject 1o this ordinance until such time as they move.

Enforcement. Enforcement of violations and penalties will be as follows:

{a)

(b)

{c)

{e)

If an employee moves outside the required residency boundary, such employee
shall be considered to have resigned their-kis position with the City.

Maintaining a mailing address within the required residency boundary shall not be
sufficient to meet the residency requirements. Employees shall be required to
actually reside within the required boundary.

Location of residency shall not be an excuse for absences or tardiness and may
result in a deduction of pay, disciplinary action and/or discharge.

It shail be the responsibility of each employee to immediately notify the
Administration office of any change in residence address or telephone number.

The City Administrator shall have the power to promulgate, in writing, rules and

regulations which shall be reasonably necessary for the purpose of carrying out the
provisions of this policy.
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ARTICLE T. COMPUTER USAGE

All information technology systems that are owned or supported by the City of Basehor
and/or are connected to the City of Basehor computer network system are governed by
this policy.

All data from any source or for any purpose that is stored on City computer equipment is
the property of the City of Basehor.

Unauthorized use of information technology systems for non-work related reasons is not
permitted during work hours.

All software must be rightfully licensed. Unauthorized copying of licensed software is
illegal and is strictly prohibited.

The City Administrator or_{hej--his designee shall install all software on City owned
computer equipment and will be responsible for an oversight of registration of the
software,

Computer games are not permitted on City computers.

Hardware and software that is not purchased by the City is prohibited from connection or
installation to the City network in any way unless authorized by the City Administrator.

City-owned information technology systems shall not be removed from the City premises
without authorization of the City Administrator,

inappropriate use of internet access and electronic mail {e-mail), including but not limited
to, use of the Internet or e-mail system for personal gain or solicitation, campaign
activities, sending harassing or threatening messages to cthers, forwarding “for-profit”
messages or chain letters, or sending or accessing pornography or pornographic materials,
is prohibited.

All e-mail and internet communication messages are the property of the City of Basehor
and management resarves the right to access all messages. Employee Internet and e-mail
usage will be monitored. Excessive use of the Internet or e-mail for personal use is
prohibited.

New employees may be required 1o attend specific training courses relative to the nature
of their position.

Employees in violation of this policy shall be subject to appropriate discinlinary action up to
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and including termination.
ARTICLE U, CELLULAR TELEPHONE USAGE
The purchase and assignment of cellular telephones shali be subject to the approval of the
employee’s department head and the City Administrator. All cellular plans and purchases will

be administered by the City Administrator.

(a) Cetlular telephones are not to be used when a less costly alternative is readily avaifable.

{}-Cellular telephones provided by the City are intended to be used solely in the conduct of- Formatted: No bullets or numbering
City business. Ma-personnetuse-ofCity phonasisallowed b {eh

spbas-outined

« [ Formatted: Normal, Justified, Indent: Left:
. | 0.5"
{6} ad-necessary by -the-Lity bl R e
S TN RN T P 1 ey radind
Lupervisory-staft-thatds-net
part-ebihelspackag sef-to-the - Cliy-at-the-actual-amount
eharged-by-the-e ifuia& prenddes
(%)} < { Formatted: Qutline numbered + Leveh 4 +
PR . . . . . | Numbering Style: 8, b, ¢, ... + Startat: 1 +
{d){e)_The employee assigned the use of a cellular telephone is expected to exercise discretion i A,ignmentg Lé% + Aligned at: 0" + Tab after:

regarding persons having access to their cellular telephone number in an effart to {0.5" + Indentat: 0.5

minimize telephone usage costs.

{e}——Usage such as text messaging and data services of any kind, including picture
transmission via cellular means, will be the responsibility of the user at the actual cost
charged by the cellular provider. An exception would be services that are part of an
existing package on sefect telephones.

+ | Formatted: inderc Left 05

{f}-—-Employees are reminded that cellular telephones should not be considered secure.
Therefore, employees should use discretion in relaying confidential information, and
reasonable precautions should be made to prevent equipment theft, Reasonable
precautions shoutd also be taken regarding loss or general damage to the telephone and
refated equipment, liis-the-employesis-rospansisility to-reimbars oy
replacemant-of-damaped-or-lost-telephones. and @ ﬂng.mrlt 4 iosu

head-chooseste-replsse thotolonhone-thra .
(d) B { Formatted: Outline numbered + Level: 4 +
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to and including termination. (058" +Indentat: G5 )
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ARTICLE V. EMPLOYEE DRESS AND GROOMING

Employees are expected at all times to present a professional, businessiike image to
customers and the public. Acceptable personal appearance is an ongoing reguirement of
employment with the City.

Office workers and any employees who have regular contact with the public must comply
with the following personal appearance standards:

(1) Empioyees are expected to dress in a manner that is normally acceptable in simitar
business establishments. Employees should not wear suggestive attirg-jeans,
athletic clothing, shorts, t-shirts, novelty buttons, basebail hats, and similar items of
casual attire that do not present a businesslike appearance.

{2) Hair should be clean, combed, and neatly trimmed or arranged. Shaggy, unkempt
hair is not permissible regardiess of length.

(3} Sideburns, mustaches, and beards should be neatly trimmed.

{4) Tattoos and body piercing, other than earrings worn in ears, should not be visible,
For those employees that have visible tattoos or piercings, the department head
has the authority to request an employee to wear appropriate clothing to cover the
tattoo or piercing based on the employee’s position and exposure to the public,

(5} Certain employees, such as those employed by the Police Department, may be
required to meet special dress, grooming, and hygiene standards depending on the
nature of their job.

Employees who are furnished uniforms by the City are to maintain the uniforms in a
profassional manner. Specific regulations regarding uniforms may be adopted by
individual departments, but generally, uniforms will include a City emblem and will identify
the employee and department. Employees are not o alter uniforms in any manner and
they are to be worn during working hours only. At the time of termination, all City
uniforms shall be returned to the employee’s supervisor.

Non-uniformed seasonal or part-time employees are required to wear clean, neat, casual
clothing appropriate for the safety of the position for which they are hired.

The City Administrator may establish casual days on which the dress guidefines will vary.
Cn these occasions, employees are still expected to present a neat appearance and are not
permitted to wear ripped or disheveled clothing, athletic wear, or similarly inappropriate
clothing.
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Ali employees are to adhere to safety rules and regulations relating to the type of clothing
required, the shoes worn, jeweiry, hair, and beards as pertinent to the job they hold and as
stipulated by their supervisor.

Any employee who does not meet the standards of this policy will be required to take
corrective action, which may include leaving the premises, during which time the
employee will not receive compensation. Violations of this policy may resuit in disciplinary
action.
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(a)

ARTICLE W. INCLEMENT WEATHER

Generally, inclement weather does not warrant the closing of City facilities. Every
employee is expected to make every attempt to report to work as usual. Some City
operations and activities must continue regardiess of, or because of, the weather
conditions. Department heads and emergency personnel are required to work during
inclement weather in accordance with their individual departmental rules and regulations.

2] _If tocal weather conditions make it impossible for non-emergency personnel to report to

A5 supervisor in the same manner as for
any other absence. PTO or leave without pay may be used.

. weather conditions become progressively worse during the course of the work day, al}

employees will be expected to finish out their work schedule unless granted leave or
contrary instructions are received from the City Administrator.

66



X-2,

X-3.

ARTICLE X, PUBLIC RELATIONS

Citizen Communications, The City of Basehor is a service organization and the first priority
of all City employees should be to serve the citizens of Basehor in an efficient, effective and
professional manner, Employees should always remember that the citizen comes first and
argis entitled to the same thoughtful treatment that empioyees would [ike to receive.

(a) Questions, complaints, and inquiries from citizens should be given immediate
attention. If a citizen/customer does become abusive or argumentative and the
employee cannot properly handle the situation, the citizen/customer should be
referred to the employee's supervisor.

{b) All citizen/customer inguiries shall be followed up within a reasonahle time period.

{c) Employees shall exercise courtesy and thoughtfulness in using the telephone.
When answering the telephone, the department shall be identified.

(d} Impolite, abrasive, and unprofessional behavior in dealing with the public is tatally
unacceptable. Such behavior could result in disciplinary action or termination of
employment.

Media Releases. City employees who receive requests for information from the media
shoutd relay those requests to their department heads immediately. Upon receipt of a
request for information, department heads should either provide the information to the
media as soon as possible or pass the reguest on to the City Administrator's Office if it
would be mare appropriate for that office to respond to the request. A department head
that chooses to provide information to the media on a non-routine matter, shall report the
conversation to the City Administrator as soon as possible.

Open Meetings Law. The City Clerk shall act as the focal Freedom of Information Officer

and shall address any requests or questions relative to the Kansas Open Records Act as
adopted by K.5.A. 45-221.
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Date: November 28, 2012
To:  Basehor Mayor & City Council
Interim City Administrator/Police Chief Lioyd Martley
From: Corey Swisher, City Clerk/Finance Director
Re:  Resolution Authorizing the Sale of General Obligation Refunding Bonds

Background:
This resolution gives the City authority under state law to refinance general obligation bonds.

Due to the current interest rate environment, the City has the opportunity to issue its general obligation
refunding bonds in order to achieve an interest cost savings on all or a portion of the debt represented by
such general obligation bonds described as follows:

Description Series Dated Date Years Amount
General Obligation Refunding 2004 January 15,2004 2014 to 2019 $1,535,000

and Improvement Bonds

General Obligation Bonds 2005 August 15, 2005 2014 to 2025 1,975,000

The average interest rate on the 2004 and 2005 bonds, respectively, are 4.19% and 4.01%. The
estimated average interest rate on the new (refunding) bonds is 1.36%. Average annual savings
are those that occur after the call date. These estimated savings currently at $388,000 are subject
to market movement.

Action Requested of Council:

Discuss the Resolution and direct staff to place it on the December 17, Regular Session Consent
Agenda.
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EXCERPT OF MINUTES OF A MEETING
OF THE GOVERNING BODY OF
THE CITY OF BASEHOR, KANSAS
HELD ON DECEMBER 17, 2012

The governing body met in regular session at the usual meeting place in the City, at 7:00 p.m., the
following members being present and participating, to-wit:

Absent:
The Mayor declared that a quorum was present and called the meeting to order.
(Other Proceedings)

The matter of providing for the offering for sale of General Obligation Refunding Bonds, Series
2013-A, came on for consideration and was discussed.

Counciimember presented and moved the adoption of a Resolution entitled:

RESOLUTION AUTHORIZING THE OFFERING FOR SALE OF GENERAL
OBLIGATION REFUNDING BONDS, SERIES 2013-A, OF THE CITY OF
BASEHOR, KANSAS.

Councilmember seconded the motion to adopt the Resofution. Thereupon,
the Resolution was read and considered, and, the question being put to a roll call vote, the vote thereon
was as follows:

Aye:

Nay:

The Mayor declared the Resolution duly adopted; the Clerk designating the same Resolution
No.

ook ok ok ok ok ok ok ok ok ok ok ok

(Other Proceedings)
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CERTIFICATE
I hereby certify that the foregoing Excerpt of Minutes is a true and correct excerpt of the

proceedings of the governing body of the City of Basehor, Kansas, held on the date stated therein, and
that the official minutes of such proceedings are on file in my office.

(SEAL)

Clerk

(Signature Page to Excerpt of Minutes)



RESOLUTION NO.

RESOLUTION AUTHORIZING THE OFFERING FOR SALE OF GENERAL
OBLIGATION REFUNDING BONDS, SERIES 2013-A, OF THE CITY OF
BASEHOR, KANSAS.

WHEREAS, the City of Basehor, Kansas (the “Issuer™ has heretofore issued and has
outstanding general obligation bonds; and

WHEREAS, due to the current interest rate enviromment, the Issuer has the opportunity to issue
its general obligation refunding bonds in order to achieve an interest cost savings on all or a portion of the
debt represented by such general obligation bonds described as follows (collectively the “Refunded
Bonds™):

Description Series Dated Date Years Amount

General Obligation Refunding 2004 January 15, 2004 2014102019 §$1,535,000
and Improvement Bonds

General Obligation Bonds 2008 August 15, 2005 2014 to 2025 1,975,000

. and

WHEREAS, the Issuer has selected the firm of Springsted, Incorporated, St. Paul, Minnesota
(“Financial Advisor™), as financial advisor for one or more series of general obligation refunding bonds of
the Issuer to be issued in order to provide funds to refund the Refunded Bonds; and

WHEREAS, the Issuer desires to authorize the Financial Advisor to proceed with the offering for
sale of said general obligation refunding bonds and related activities; and

WHEREAS, one of the duties and responsibilities of the Issuer is to prepare and distribute a
preliminary official statement relating to said general obligation refunding bonds; and

WHEREAS, the Issuer desires to authorize the Financial Advisor and Bond Counsel, in
conjunction with the Clerk, to proceed with the preparation and distribution of a preliminary official
statement and notice of bond sale and to authorize the distribution thereof and all other preliminary action
necessary to sell said general obligation refunding bonds.

BE IT RESOLVED BY THE GOVERNING BODY OF THE CITY OF BASEHOR,
KANSAS, AS FOLLOWS:

Section 1. The Issuer is hereby authorized to offer for sale the Issuer’s General Obligation
Refunding Bonds, Series 2013-A (the “Bonds™) described in the Notice of Bond Sale, which is hereby
approved in substantially the form presented to the governing body this date.

Section 2. The Mayor and Clerk in conjunction with the Financial Advisor and Bond Counsel are
hereby authorized to cause to be prepared a Preliminary Official Statement, and such officials and other
representatives of the Issuer are hereby authorized to use such document in connection with the sale of the
Bonds.



Section 3. The Clerk, in conjunction with the Financial Advisor and Gilmore & Bell, P.C,,
Kansas City, Missouri (“Bond Counsel”), is hereby authorized and directed to give notice of said bond
sale by distributing copies of the Notice of Bond Sale and Preliminary Official Statement to prospective
purchasers of the Bonds. Proposals for the purchase of the Bonds shall be submitted upon the terms and
conditions set forth in said Notice of Bond Sale, and shall be delivered to the governing body at its
meeting to be held on such date, at which meeting the governing body shall review such bids and shall
award the sale of the Bonds or reject all proposals.

Section 4. For the purpose of enabling the purchaser of the Bonds (the “Purchaser™) to comply
with the requirements of Rule 15¢2-12 of the Securities and Exchange Commission (the “Rule”), the
Mayor and Clerk or other appropriate officers of the Issuer are hereby authorized: (a) to approve the form
of said Preliminary Official Statement and to execute the “Certificate Deeming Preliminary Official
Statement Final” in substantially the form attached hereto as Exhibit A as approval of the Preliminary
Official Statement, such official’s signature thereon being conclusive evidence of such official’s and the
Issuer’s approval thereof; (b) covenant to provide continuous secondary market disclosure by annually
transmitting certain financial information and operating data and other information necessary to comply
with the Rule to the Municipal Securities Rulemaking Board; and (¢) take such other actions or execute
such other documents as such officers in their reasonable judgment deem necessary to enable the
Purchaser to comply with the requirement of the Rule.

Section 5. The Issuer agrees to provide to the Purchaser within seven business days of the date of
the sale of Bonds or within sufficient time to accompany any confirmation that requests payment from
any customer of the Purchaser, whichever is carlier, sufficient copies of the final Official Statement to
enable the Purchaser to comply with the requirements of the Rule and with the requirements of Rule G-32
of the Municipal Securities Rulemaking Board.

Section 6. The Mayor, Clerk and the other officers and representatives of the Issuer, the
Financial Advisor and Bond Counsel are hereby authorized and directed to take such other action as may
be necessary to carry out the sale of the Bonds.

Section 7. The officers and representatives of the Issuer are hereby authorized and directed to
take such action as may be necessary, after consultation with the Financial Advisor and Bond Counsel, to
subscribe for the United States Treasury Securities to be purchased and deposited in the escrow for the
Refunded Bonds and to provide for notice of redemption of the Refunded Bonds.

Section 8. This Resolution shall be in full force and effect from and after its adoption.
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ADOPTED by the governing body on December 17, 2012.

(SEAL)

Mayor
ATTEST:

Clerk

(Signature Page to Sale Resolution)



EXHIBIT A

CERTIFICATE DEEMING
PRELIMINARY OFFICIAL STATEMENT FINAL

December 21, 2012

To: [Purchaser Name]
[Purchaser City, State]

Re: Approximately $3,620,000 City of Basehor, Kansas, General Obligation Refunding
Bonds, Series 2013-A

The undersigneds are the duly acting Mayor and Clerk of the City of Basehor, Kansas (the
“Issuer”), and are authorized to deliver this Certificate to the addressee (the “Purchaser”™) on behalf of the
Issuer. The Issuer has heretofore caused to be delivered to the Purchaser copies of the Preliminary
Official Statement (the “Preliminary Official Statement™) relating to the above-referenced bonds (the
“Bonds™).

For the purpose of enabling the Purchaser to comply with the requirements of Rule 15¢2-12(b)(})
of the Securities and Exchange Commission (the “Rule”), the Issuer hereby deems the information
regarding the Issuer contained in the Preliminary Official Statement to be final as of its date, except for
the omission of such information as is permitted by the Rule, such as offering prices, interest rates, selling
compensation, aggregate principal amount, principal per maturity, delivery dates, ratings, identity of the
underwriters and other terms of the Bonds depending on such matters.

CITY OF BASEHOR, KANSAS

By:
Title: Mayor

By:
Title: Clerk




CITY OF BASEHOR, KANSAS
2620 N, 155th Street, Basehor, Kansas 66007

[Date]
Gilmore & Bell, P.C.
2405 Grand Blvd., Suite 1100
Kansas City, Missouri 64108
Re: Subscription for Purchase of United States Treasury Time Deposit Securities — State and
Local Government Series
Issuer: City of Basehor, Kansas
Tax 1.ID. No: 48| j
Bonds: General Obligation Refunding Bonds, Series 2013-A (the “Bonds™)
Financial Advisor: Springsted, Incorporated, St. Paul, Minnesota 55101-2887
Underwriter: TBD
Escrow Agent: [Escrow Agent Name], [Escrow Agent City], Kansas - ABA No.
[ ]
Bond Counsel: Gilmore & Bell, P.C., Kansas City, Missouri

In connection with the issuance of the Bonds, the Issuer authorizes Bond Counsel to submit an
initial subscription on its behalf for the purchase of United States Treasury Time Deposit Securities -
State and Local Government Series (the “SLGS™), to be issued as entries on the books of the Burean of
the Public Debt, Department of the Treasury. The total amount of the subscription and the issue date will
be determined at a later date,

The Issuer certifies that the SLGS will be purchased solely from proceeds of the Bonds, and not
from any amounts received from either: (a) the sale or redemption before maturity of any marketable
security, or (b) the redemption before maturity of a time deposit SL.GS (other than a zero-interest SLG).

The Issuer agrees that the final subscription and payment for the SLGS will be submitted to the
U.S. Treasury on or before the issue date. The Issuer further authorizes Bond Counsel, Escrow Agent,
and Financial Advisor to file the final subscription for SLGS, to amend or cancel such subseription, and
to re-subscribe for SLGS, all on behalf of the Issuer. The Issuer understands that, if it fails to settle on the
subscription for the SLGS or makes an untimely or unauthorized change to the subscription, the Bureau
of Public Debt may bar the Issuer from subscribing for SLGS for six months beginning on the earlier of
(a) the date the subscription is withdrawn, or (b) the proposed issue date of the SLGS.

CITY OF BASEHOR, KANSAS

By:
Name: Corey Swisher, Clerk




NOTICE OF BOND SALE
$3,620,000
CITY OF BASEHOR, KANSAS

GENERAL OBLIGATION REFUNDING BONDS
SERIES 2013-A

(GENERAL OBLIGATION BONDS PAYABLE
FROM UNLIMITED AD VALOREM TAXES)

Bids. Written, facsimile and electronic (as explained below) bids for the purchase of the above-referenced bonds
(the “Bonds”) of the City of Basehor, Kansas (the “Issuer™) herein described will be received on behalf of the undersigned
Clerk of the Issuer at the address hereinafter set forth in the case of written bids, and via PARITY® in the case of
electronic bids, until 10:00 a.m., Central Time (the “Submittal Hour™), on

JANUARY 14, 2013

(the “Sale Date™). All bids will be publicly evaluated at said time and place and the award of the Bonds to the successful
bidder (the “Successful Bidder”) will be acted upon by the governing body at its meeting to be held at 7:00 p.m. on the
Sale Date. No oral or auction bids will be considered. Capitalized terms not otherwise defined herein shall have the
meanings set forth in the hereinafter referenced Preliminary Official Statement relating to the Bonds.

Terms of the Bonds. The Bonds will consist of fully registered bonds in the denomination of $5,000 or any
integral multiple thereof (the “Authorized Denomination™). The Bonds will be dated February I, 2013 (the “Dated
. Date”), and will become due in principal installments on September | in the years as follows:

Principal Principal
Year Amount Year Amount
2014 $430,000 2020 $170,000
2015 425,000 2021 175,000
2016 425,000 2022 175,000
2017 435,000 2023 175,000
2018 420,000 2024 180,000
2019 425,000 2025 185,000

The Bonds will bear interest from the Dated Date at rates to be determined when the Bonds are sold as hereinafter
provided, which interest will be payable semiannually on March I and September 1 in each year, beginning on
September 1, 2013 (the “Interest Payment Dates™).

Adjustment of Issue Size. The Issuer reserves the right to increase or decrease the total principal amount of the
Bonds, depending on the purchase price and interest rates bid and the offering prices specified by the Successful Bidder.
The principal amount of any maturity may be adjusted by the Issuer in order to properly size the Bond issue based on the
required size of the refunding escrow created for the bonds to be refunded with proceeds of the Bonds and discount and
interest rates bid on the Bonds. The Successful Bidder may not withdraw its bid or change the interest rates bid as a result
of any changes made to the principal amount of the Bonds or principal of any maturity as described herein. If there is an
increase or decrease in the final aggregate principal amount of the Bonds or the schedule of principal payments as
described above, the Issuer will notify the Successful Bidder by means of telephone or facsimile transmission,
subsequently confirmed in writing, no Jater than 2:00 p.m., central time, on the Sale Date. The actual purchase price for
_the Bonds shall be calculated by applying the percentage of par value bid by the Successful Bidder against the final
“aggregate principal amount of the Bonds, as adjusted, plus accrued interest from the date of the Bonds to the date of
delivery.



Place of Payment. The principal of and interest on the Bonds will be payable in lawful money of the United
States of America by check or draft of the Treasurer of the State of Kansas, Topeka, Kansas (the “Paying Agent” and
“Bond Registrar”). The principal of each Bond will be payable at maturity or earlier redemption to the owner thereof
whose name is on the registration books (the “Bond Register”) of the Bond Registrar (the “Registered Owner”) upon
presentation and surrender at the principal office of the Paying Agent. Interest on each Bond will be payable to the
Registered Owner of such Bond as of the fifieenth day (whether or not a business day) of the calendar month next
preceding each Interest Payment Date (the “Record Date™) (a) mailed by the Paying Agent to the address of such
Registered Owner as shown on the Bond Register or at such other address as is furnished to the Paying Agent in writing
by such Registered Owner; or (b) in the case of an interest payment to Cede & Co. or any Owner of $500,000 or more in
aggregate principal amount of Bonds, by wire transfer to such Registered Owner upon written notice given to the Paying
Agent by such Registered Owner, not less than 15 days prior to the Record Date for such interest, containing the wire
transfer address to which such Registered Owner wishes to have such wire directed.

Bond Registration. The Bonds will be registered pursuant to a plan of registration approved by the Issuer and
the Attorney General of the State of Kansas (the “State™). The Issuer will pay for the fees of the Bond Registrar for
registration and transfer of the Bonds and will also pay for printing a reasonable supply of registered bond blanks. Any
additional costs or fees that might be incurred in the secondary market, other than fees of the Bond Registrar, will be the
responsibility of the Owners.

Book-Entry-Only System. The Depository Trust Company, New York, New York (“DTC”), will act as securities
depository for the Bonds. The Bonds will initially be issued exclusively in “book entry” form and shall be initially
registered in the name of Cede & Co., as the nominee of DTC and no beneficial owner will receive certificates
representing their interests in the Bonds. During the term of the Bonds, so long as the book-entry-only system is
continued, the Issuer will make payments of principal of, premium, if any, and interest on the Bonds to DTC or its
nominee as the Registered Owner of the Bonds, DTC will make book-entry-only transfers among its participants and
receive and transmit payment of principal of, premium, if any, and interest on the Bonds to its participants who shall be
responsible for transmitting payments to beneficial owners of the Bonds in accordance with agreements between such
participants and the beneficial owners. The Issuer will not be responsible for maintaining, supervising or reviewing the
records maintained by DTC, its participants or persons acting through such participants. In the event that: (a) DTC
determines not to continue fo act as securities depository for the Bonds, or (b) the Issuer determines that continuation of
the book-entry-only form of evidence and transfer of ownership of the Bonds would adversely affect the interests of the
beneficial owners of the Bonds, the Issuer will discontinue the book-entry-only form of registration with DTC. If the
Issuer fails to identify another qualified securities depository to replace DTC, the Issuer will cause to be authenticated and
delivered to the beneficial owners replacement Bonds in the form of fully registered certificates. Reference is made to the
Official Statement for further information regarding the book-entry-only system of registration of the Bonds and DTC.

Redemption of Bonds Prior to Maturity.

General. Whenever the Issuer is to select Bonds for the purpose of redemption, it will, in the case of Bonds in
denominations greater than the minimum Authorized Denomination, if fess than all of the Bonds then outstanding are to
be called for redemption, treat each minimum Authorized Denomination of face value of each such fully registered Bond
as though it were a separate Bond in the minimum Authorized Denomination.

Optional Redemption. At the option of the Issuer, Bonds maturing on September 1 in the years 2022, and
thereafier, will be subject to redemption and payment prior fo maturity on September 1, 2021, and thereafter, as a whole or
in part (selection of maturities and the amount of Bonds of each maturity to be redeemed to be determined by the Issuer in
such equitable manner as it may determine) at any time, at the redemption price of 100% (expressed as a percentage of the
principal amount), plus accrued interest to the date of redemption.

Mandatory Redemption. A bidder may elect to have all or a portion of the Bonds scheduled to mature in
consecutive years issucd as term bonds (the “Term Bonds™) scheduled to mature in the latest of said consecutive years and
subject 1o mandatory redemption requirements consistent with the schedule of serial maturities set forth above, subject to

‘the following conditions: (a) not less than all Bonds of the same serial maturity shall be converted to Term Bonds with
mandatory redemption requirements; and (b) a bidder shall make such an election by completing the applicable paragraph
on the Official Bid Form or completing the applicable information on PARITY®,



Notice and Effect of Call for Redemption. Unless waived by any owner of Bonds to be redeemed, if the Issuer
shall call any Bonds for redemption and payment prior to the maturity thereof, the Issuer shall give written notice of its
intention to call and pay said Bonds to the Bond Registrar and the Successful Bidder. In addition, the Issuer shall cause
the Bond Registrar to give written notice of redemption to the registered owners of said Bonds. Each of said written
notices shall be deposited in United States first class mail not less than 30 days prior to the date fixed for redemption. All
notices of redemption shall state the date of redemption, the redemption price, the Bonds to be redeemed, the place of
surrender of Bonds so called for redemption and a statement of the effect of the redemption. The Issuer shall also give
such additional notice as may be required by Kansas law or regulation of the Securities and Exchange Commission in
effect as of the date of such notice. If any Bond be called for redemption and payment as aforesaid, all interest on such
Bond shall cease from and after the date for which such call is made, provided funds are available for its payment at the
price hereinbefore specified.

Authority, Purpose and Security. The Bonds are being issued pursuant to K.S.A, 10-427 er seq., as amended,
and an ordinance and a resolution adopted by the governing body of the Issuer (collectively the “Bond Resolution™) for
the purpose of refunding certain outstanding bonds of the Issuer. The Bonds shall be general obligations of the Issuer
payable as to both principal and interest from ad valorem taxes which may be levied without limitation as to rate or
amount upon all the taxable tangible property, real and personal, within the territorial limits of the Issuer. The full faith,
credit and resources of the Issuer are irrevocably pledged for the prompt payment of the principal and interest on the
Bonds as the same become due,

Submission of Bids. Written bids must be made on forms which may be procured from the Clerk or the Financial
Advisor and shall be addressed to the undersigned, and marked “Proposal for General Obligation Refunding Bonds, Series
2013-A.” Written bids submitted by facsimile should not be preceded by a cover sheet and should be sent only once to
(651) 223-3046. Confirmation of receipt of facsimile bids may be made by contacting the Financial Advisor at the
number listed below. Electronic bids via PARITY® must be submitted in accordance with its Rules of Participation, as
well as the provisions of this Notice of Bond Sale. If provisions of this Notice of Bond Sale conflict with those of
PARITY"®, this Notice of Bond Sale shall control. Bids must be received prior to the Submittal Hour on the Sale Date
accompanied by the Deposit (as hereinafter defined), which may be submitted separately. The Issuer shall not be
responsible for any failure, misdirection or error in the means of transmission selected by any bidder.

PARITY®. Information about the electronic bidding services of PARITY® may be obtained from i-Deal LLC at
1359 Broadway, 2nd Floor, New York, New York 10018, Phone No. (212) 849-5023,

Conditions of Bids. Proposals will be received on the Bonds bearing such rate or rates of interest as may be
specified by the bidders, subject to the following conditions: (a) the same rate shall apply to all Bonds of the same
maturity year; (b) no interest rate may exceed a rate equal to the daily yield for the 10-year Treasury Bond published by
THE BOND BUYER, in New York, New York, on the Monday next preceding the day on which the Bonds are sold, plus
3%; (c) no supplemental interest payments will be considered; and (d) each interest rate specified shall be a multiple of
1/8 or [/20 of 1%. Rates are not required to be in level or ascending order, however, the rate for any maturity cannot be
more than 1% lower than the highest rate of any of the preceding maturities. No bid for less than 100% of the principal
amount of the Bonds and accrued interest thereon to the date of delivery will be considered. Each bid shall specify the
total interest cost (expressed in dollars) during the term of the Bonds on the basis of such bid, the premium, if any, offered
by the bidder, the net interest cost (expressed in dollars) on the basis of such bid, and the average annual net interest rate
(expressed as a percentage) on the basis of such bid. FEach bidder shall certify to the Issuer the correctness of the
information contained on the Official Bid Form; the 1ssuer will be entitled to rely on such certification. Each bidder
agrees that, if it is awarded the Bonds, it will provide the certification as to initial offering prices described under the
caption “Certification as to Offering Price” in this Notice.

Good Faith Deposit. Each bid shall be accompanied by a good faith deposit (the Deposit”) in the amount of
$72,400.00 payable to the order of the Issuer to secure the Issuer from any loss resulting from the failure of the bidder to
comply with the terms of its bid. The Deposit, which must be received by the Issuer or the Financial Advisor prior to

the Submittal Hour. The Deposit may be submitted in any of the following forms may be submitted in any of the
following forms:



(a) Certified or cashier’s check drawn on a bank located in the United States of America,
(b) financial surety bond as hereinafter described (the “Surety Bond™); or

(c) wire transfer in Federal Reserve funds to the Financial Advisor on behalf of the Issuer, immediately
available for use by the Issuer.

Deposits sent to the Financial Advisor on behalf of the Issuer in the form of a wire transfer of federal reserve funds shall
be sent to:

Wells Fargo Bank, N.A., San Francisco, CA 94104
ABA #121000248
for credit to Springsted Incorporated, Account #635-5007954
Ref: City of Basehor, Kansas Series 2012 Good Faith Deposit

Contemporancously with the submission of a wire transfer Deposit, such bidder shall send an email to the
Financial Advisor at the email address set forth below, including the following information: (a) notification that a wire
transfer has been made; (b) the amount of the wire transfer; and (¢) return wire transfer instructions in the event such bid
is unsuccessful.

All Surety Bonds must be from an insurance or surety company rated “AA” by Standard and Poor’s Ratings
Services, a division of The McGraw Hill Companies, Inc., or “Aa” by Moody’s Investors Service and licensed to issue
such a surety bond in the State. The Surety Bond must identify each bidder whose deposit is guaranteed by such Surety
Bond. Good Faith checks submitted by unsuccessful bidders will be returned; wire transfer Deposits submitted by
unsuccessful bidders will not be accepted or shall be returned in the same manner received on the next business day
following the Sale Date. The Issuer reserves the right to withhold reasonable charges for any fees or expenses incurred in
returning a wire transfer Deposit. If the sale of the Bonds is awarded to a bidder utilizing a Surety Bond, the Successful

. Bidder is required to submit to the Issuer a cashier’s or certified check or wire transfer of immediately available federal
“funds to such financial institution requested by the Issuer, not later than 2:00 p.m., Central Time on the next business day
following the Sale Date. If such funds are not received by such time, the Surety Bond may be drawn on by the Issuer to
satisfy the Deposit requirement. No interest on the Deposit will be paid by the Issuer. If a bid is accepted, the Deposit, or
the proceeds thereof, will be held by the Issuer until the Successful Bidder has complied with all of the terms and
conditions of this Notice at which time the amount of said Deposit shall be returned to the Successful Bidder or deducted
from the purchase price at the option of the Issuer. I a bid is accepted but the Issuer fails to deliver the Bonds to the
Successful Bidder in accordance with the terms and conditions of this Notice, said Deposit, or the proceeds thereof, will
be returned to the Successful Bidder. If a bid is accepted but the bidder defaults in the performance of any of the terms
and conditions of this Notice, the proceeds of such Deposit will be retained by the 1ssuer as and for liquidated damages.

Basis of Award. Subject to the timely receipt of the Deposit set forth above, the award of the Bonds will be made
on the basis of the lowest true interest cost (“TIC™), which will be determined as follows: the TIC is the discount rate
(expressed as a per annum percentage rate) which, when used in computing the present value of all payments of principal
and interest to be paid on the Bonds, from the payment dates fo the Dated Date, produces an amount equal to the price bid,
including any adjustments for premium, if any. Present value will be computed on the basis of semiannual compounding
and a 360-day year of twelve 30-day months. Bidders are requested to provide a calculation of the TIC for the Bonds on
the Official Bid Form, computed as specified herein on the basis of their respective bids, which shall be considered as
informative only and not binding on either the Issuer or the bidder. The Issuer or its Financial Advisor will verify the TIC
based on such bids. If there is any discrepancy between the TIC specified and the bid price and interest rates specified, the
specified bid price and interest rates shall govern and the TIC specified in the bid shall be adjusted accordingly. If two or
more proper bids providing for identical amounts for the lowest TIC are received, the governing body of the Issuer will
determine which bid, if any, will be accepted, and its determination is final,

The Issuer reserves the right to reject any and/or all bids and to waive any irregularities in a submitted bid. Any
'bid received after the Submittal Hour on the Sale Date will be returned to the bidder. Any disputes arising hereunder shall
be governed by the laws of the State, and any party submitting a bid agrees to be subject to jurisdiction and venue of the
federal and state courts within Kansas with regard to such dispute. The award of the Bonds is predicated upon the Issuer



achieving a certain level of savings in conjunction with the refunding issue, such amount to be solely determined by the
Issuer.

The Issuer’s acceptance of the Successful Bidder’s proposal for the purchase of the Bonds in accordance with this
Notice of Bond Sale shall constitute a contract between the Issuer and the Successful Bidder for the purposes of Rule
15¢2-12 of the Securities and Exchange Commission (the “Rule”) and Rule G-32 of the Municipal Securities Rulemaking
Board (*Rule G-327) and a bond purchase agreement for purposes of the laws of the State. The method of acceptance
shall be determined solely by the governing body if the Issuer.

Bond Ratings. The Issuer has applied to Standard & Poor’s Ratings Services, a division of The McGraw-Hill
Companies, Inc. for a rating on the Bonds herein offered for sale.

Optional Bond Insurance. The Issuer has not applied for any policy of municipal bond insurance with respect
to the Bonds. If the Bonds qualify for municipal bond insurance, and any bidder desires to purchase such policy, such
indication and the name of the desired insurer must be set forth on the bidder’s Official Bid Form. The Issuer specifically
reserves the right fo reject any bid specifying municipal bond insurance, even though such bid may result in the lowest
TIC to the Issuer. All costs associated with the issuance of such policy and associated ratings and expenses (other than
any independent rating requested by the Issuer) shall be paid by the Successful Bidder. TFailure of the municipal bond
insurer to issue the policy after the award of the Bonds shall not constitute cause for failure or refusal by the Successful
Bidder to accept delivery of the Bonds.

CUSIP Numbers. CUSIP identification numbers will be assigned and printed on the Bonds, but neither the
failure to print such number on any Bond nor any error with respect thereto shall constitute cause for failure or refusal by
the purchaser thereof to accept delivery of and pay for the Bonds in accordance with the terms of this Notice. All
expenses in relation to the assignment and printing of CUSIP numbers on the Bonds will be paid by the Issuer.

Delivery and Payment. The Issuer will pay for preparation of the Bonds and will deliver the Bonds properly
prepared, executed and registered without cost on or about FEBRUARY 1, 2013 (the “Closing Date™), to DTC for the
‘account of the Successful Bidder. The Successful Bidder will be furnished with a certified transcript of the proceedings
evidencing the authorization and issuance of the Bonds and the usual closing documents, including a certificate that there
is no litigation pending or threatened at the time of delivery of the Bonds affecting their validity and a certificate regarding
the completeness and accuracy of the Official Statement. Payment for the Bonds shall be made in federal reserve funds,
immediately available for use by the Issuer. The Issuer will deliver one Bond of each maturity registered in the nominee
name of DTC.

Reoffering Prices. To provide the Issuer with information necessary for compliance with Section 148 of the
Internal Revenue Code of 1986, as amended (the “Code™), the Successful Bidder will be required to complete, execute
and deliver to the Issuer prior fo the delivery of the Bonds, a written certification (the “Issue Price Certificate) containing
the following: (a) the initial offering price and interest rate for each maturity of the Bonds; (b) that all of the Bonds were
offered to the public in a bona fide public offering at the initial offering prices on the Sale Date; and (¢) on the Sale Date
the Successful Bidder reasonably expected that at least 10% of each maturity of the Bonds would be sold to the “public”
at prices not higher than the initial offering prices. For purposes of the preceding sentence “public” means persons other
than bond houses, brokers, or similar persons or organizations acting in the capacity of underwriters or wholesalers.
However, such Issue Price Certificate may indicate that the Successful Bidder has purchased the Bonds for its own
account in a capacity other than as an underwriter or wholesaler, and currently has no intent to reoffer the Bonds for sale
to the public,

Subsequent to the Submitial Hour, such initial offering prices to the public shall be provided to the Issuer or
the Financial Advisor not more than 20 minutes after requested by the Issuer or the Financial Advisor. Such initial
offering prices to the public must also be included in the Official Bid Form submitted for the Bonds.

At the request of the Issuer, the Successful Bidder will provide information explaining the factual basis for the
Successful Bidder’s Issue Price Certificate. This agreement by the Successful Bidder to provide such information will
continue to apply after the Closing Time if: (a) the Issuer requests the information in connection with an audit or inquiry
by the Internal Revenue Service (the “IRS™) or the Securities and Exchange Commission (the “SEC”} or (b) the



information is required to be retained by the Issuer pursuant to future regulation or similar guidance from the IRS, the
SEC or other federal or state regulatory authority.

Preliminary Official Statement and Official Statement. The Issuer has prepared a Preliminary Official
Statement dated December 21, 2012, “deemed final” by the Issuer except for the omission of certain information as
provided in the Rule, copies of which may be obtained from the Clerk or from the Financial Advisor. Upon the sale of the
Bonds, the Issuer will adopt the final Official Statement and will furnish the Successful Bidder, without cost, within seven
business days of the acceptance of the Successful Bidder’s proposal, with a sufficient number of copies thereof, which
may be in electronic format, in order for the Successful Bidder to comply with the requirements of the Rule and Rule G-
32. Additional copies may be ordered by the Successful Bidder at its expense.

Continuing Disclosure. In the Bond Resolution, the Issuer has covenanted to provide annually certain financial
information and operating data and other information necessary to comply with the Rule, and to transmit the same to the
Municipal Securities Rulemaking Board. This covenant is for the benefit of and is enforceable by any Registered Owner
of the Bonds. For further information, reference is made to the caption “CONTINUING DISCLOSURE” in the
Preliminary Official Statement.

Assessed Valuation and Indebtedness. The total assessed valuation of the taxable tangible property within the
Issuer for the year 2012 is as follows:

Equalized Assessed Valuation of
Taxable Tangible Property ..o $
Tangible Valuation of Motor VERicles......cocovoveciveieeeeeseee oo

Equalized Assessed Tangible Valuation
for Computation of Bonded Debt Limitations ..........vevevvoveeernnn... $

The total general obligation indebtedness of the Issuer as of the Dated Date, including the Bonds being sold, but
excluding the bonds to be refunded with proceeds of the Bonds, is $

Legal Opinion. The Bonds will be sold subject to the approving legal opinion of Gilmore & Bell, P.C., Kansas
City, Missouri, Bond Counsel, which opinion will be furnished and paid for by the Issuer, will be printed on the Bonds, if
the Bonds are printed, and will be delivered to the Successful Bidder when the Bonds are delivered. Said opinion will
also include the opinion of Bond Counsel relating to the interest on the Bonds being excluded from gross income for
federal income tax purposes and exempt from income taxation by the State. Reference is made to the Preliminary Official
Statement for further discussion of federal and Kansas income tax matters relating to the interest on the Bonds.

Additional Information. Additional information regarding the Bonds may be obtained from the undersigned, or
from the Financial Advisor, at the addresses set forth below:

DATED: December 17, 2012.

CITY OF BASEHOR, KANSAS
By Corey Swisher, Clerk

Good Fuith Deposit Delivery Address:
2620 N. 155th Street
Basehor, Kansas 66007
Phone No.: (913) 724-1370
Fax No.: (913) 724-3388

Financial Advisor - Facsimile Bid:

Springsted, Incorporated



380 Jackson Street, Suite 300

St. Paul, Minnesota 55101-2887
Attn: Bond Services

Phone No.: (651)223-3000

Fax No.: (651) 223-3046



OFFICIAL BID FORM
PROPOSAL FOR THE PURCHASE OF CITY OF BASEHOR, KANSAS
GENERAL OBLIGATION REFUNDING BONDS

TO: Corey Swisher, Clerk January 14, 2013
City of Basehor, Kansas

For $3.620,000 principal amount of General Obligation Refunding Bonds, Series 2013-A, of the City of Basehor, Kansas, 10 be dated
February 1, 2013, as described in the Notice of Bond Sale dated December 17, 2012, said Bonds o bear interest as follows:

Stated Annuat Stated Annual

Maturity Principal Rate of Maturity Principal Rate of

September } Amount Interest September 1 Amount Interest
2014 $430,000 5% 2020 $170,000 9%
2015 425,000 o, 2021 175,000 9
2616 425,000 5 2022 175,000 9
2017 435,000 T o, 2023 175000 o
2018 420,000 Ty, 2024 180,000 o
2019 425,000 Ty, 2023 185000 o

the undersigned will pay the purchase price for the Bonds set forth below, plus accrued inlerest to the date of delivery.

Principal Amount
PHIS Premtilm (T BILF) oottt s st e s b s et e e e te et e eaerae et eee et steeresteeenesataaenaseans
Total Purchase Price

Total interest cost (0 MAtUrity at 1he rates SPECIHIEE ...oovovviieie et eee et er et 3
Net interest cost {adjusted for Discount and/or Premium) o, e
THUE TLEICSL COSE 1oviviciiiiiiit ittt e o1t et et s st ee e e et e et eme e s ettt e st et e ear e s s %

W The Bidder elects to have the following Term Bonds:
Maturity Date Years Amount®
September [, o k)
September [, to $
*subject to mandatory redemption requirements in the amounts and at the times shown above.

This proposal is subject to ali terms and conditions contained in said Notice of Bond Sale, and if the undersigned is the Successful Bidder,
the undersigned will comply with atl of the provisions contaired in said Notice. A cashier’s or certified check, a wire transfer or a qualified financial
surely bond in the amount of $72,400.00 payabie to the order of the [ssuer, accompanies this proposal as an evidence of good faith. The acceptance
of this proposat by the Issucr by execution below shall constitute a contract between the Issuer and the Successful Bidder for purposes of complying
with Rule 15¢2-12 of the Securities and Exchange Commission and a bond purchase agreement for purposes of the laws of the State of Kansas,

Submitted by:

(LISTACCOUNT MEMBERS ON REVERSE) By:
Telephone No. ( }

ACCEPTANCE
Pursuant to action duly taken by the Governing Body of the City of Basehor, Kansas, the abeve proposal is hereby accepted on January 14, 2013,

Allest:

Clerk Mayor

NOTE: No additions or alterations in the above proposal form shall be made, and any erasures may cause rejection of any bid, Sealed bids may be
filed with the Clerk, Corey Swisher, 2620 N. 155th Street, Baschor, Kansas 66007, facsimile bids may be filed with Springsted,
Incorporated, Fax Neo. (651) 223-3046 or electronic bids may be submitied via PARITY®, at or prior to 10:00 am., Central Time, on
January 14, 2013, Any bid received after such time will not be accepted or shall be returned to the bidder.



State of Kansas
Amendment

2012

Notice of Budget Hearing for Amending the
2012 Budget
The governing body of
City of Basehor
will meet on the day of December 17, 2012 at 7:00 p.m. at Basehor City Hall, 2620 North 1551h Street, Basehor, KS 66007 for the
purpose of hearing and answering objections of taxpayers relating to the proposed amended use of funds.

Detailed budget information is available al Basehor City Hall, 2620 North 155th Street, Basehor, KS 66007
and will be available at this hearing.

Summary of Amendments

2012
Adopted Budget 2012
Actual Amount of Tax Proposed Amended
Fund Tax Rate that was Levied Expenditures Expenditures
Debt Service 2.044 101,288 702,234 1,992,995
Sewer 1.379.625 5,907,247
Special Park 23,000 40,000
0 O 0
0 ¢ 0
0 0 0

Corey Swisher
Official Title: City Clerk/Finance Director
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