AGENDA
BASEHOR CITY COUNCIL
DECEMBER 17,2012 7:00 p.m.

Basehor City Hall

1. Roll Call by Mayor David K. Breuer and Pledge of Allegiance

2. Consent Agenda (Items to be approved by Council in one motion, unless objections raised)

a. November 19 & December 3, 2012 City Council Minutes
b. Treasurer’s Report

3. Call to Public

Members of the public are welcome to use this time to comment about any matter relating to City business that is listed
on this Agenda. The comments that are discussed under “Call to Public” may or may not be acted upon by the Council
during this meeting. There is a five-minute time limit. (Please wait to be recognized by the Mayor then proceed to the
podium; state your name and address).

4. Unfinished Business - (None at this time)
New Business

5.  Public Hearing for 2012 Budget Amendments

6. Consider 2012 Budget Amendment

7.  Consider Personnel Manual Updates

8. Interim City Administrator Salary Adjustment

9. Construction Release Agreement

10. Resolution Authorizing Sale of Bonds

11. Establish Bond Sale Date and Terms

12. Lots 1, 2, 54, and 55 of Briarwood Estates West Subdivision Revised Legal Description and
setting a public hearing for Annexation.

13. City Administrator’s Report
14. Mayor’s Report

15. Council Members Report
16. Executive Session (if needed)
17. Adjournment

Per K.S.A. 75-438 the City Council Meeting agenda is available for review at Basehor City Hall, 2620 North 155" Street.



NOTICE OF SPECIAL MEETING

TO THE MEMBERS OF THE GOVERNING BODY
OF THE CITY OF BASEHOR, KANSAS:

You are hereby notified that I have called and do hereby call a special meeting of the govemmg
body of the City of Basehor, Kansas to be held at Baschor City Hall, 2620 North 155" Street,
Baschor, Kansas, 66007 on December 3, 2012, at 7:30 p.m., for the purpose of’

1. Move to publish a notice of a public budget hearing to be held at 7:00 p.m. on December 17,
2012,

2. Executive Session; to discuss non-elected personnel matters.

DATED: November 28, 2012,

UM% Py

Dav;d K. B:euel Ma Or
et

CONSENT TO MEETING

We, the undersigned, being all the members of the Governing Body of the City of
Basehor, Kansas, hereby accept service of the foregoing notice, waiving any and all irregularities
in such service and in such notice and consent and agree that said Governing Body shall meet at
the time and place therein specified and for the purposes therein stated.

DATED: November 28, 2012.

Ver no;}’f?iei.dg

12.03.12 Baschor Uity Council -~ Special Meeting Request
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Corey S‘Wishca \f&jw/ Clerk/Finance Director

2.03.12 Basehor City Council ~ Special Mecting Reguest

Brian D, Healy

Ty Garver




Minutes

Basehor City Council Special Meeting
December 3, 2012, 7:30 p.m.
Basehor City Hall

Call to Order:

Mayor David K. Breuer called the meeting to order at approximately 4:30 p.m.

Roll Call:

Present: Mayor David K. Breuer, Travis Miles, Vernon Fields, Brian Healy, Dick Drennon, Ty Garver
Not Present: Vernon Fields

Staff Present: Interim City Administrator/Police Chief Lloyd Martley, City Clerk/Finance Director Corey
Swisher, City Engineer Mitch Pleak, City Attorney Shannon Marcano

Purpose of Special Meeting:

1. Move to publish a notice of a public budget hearing to be held at 7:00 p.m. on December 3%,
2012,

Healy moved to publish the notice with Drennon seconding, The motion passed unanimously, 4-0.
2. Executive Session; to discuss non-elected personnel matters.

Healy moved to enter Executive Session to discuss non-clected personnel matters with Garver
seconding. The motion passed unanimously, 4-0.

Healy moved to adjourn at approximately 9:10 p.m. with Garver seconding. The motion passed
unanimously, 4-0.

David K. Breuer, Mayor

12.03.12 Baschor City Council ~ Special Meeting Request




Attest/Seal;

Corey Swisher, City Clerk/Finance Director

12.03.12 Basehor City Council — Special Meeting Regucst




Basehor City Council Meeting Minutes
Basehor City Hall, November 19, 2012

1.  Reol Call by Mayor David K. Breuer and Pledge of Allegiance

Mayor David K. Breuer called the meeting to order at 7:00 p.m. and led the audience in the
Pledge of Allegiance.

Council Members present: Mayor David K. Breuer, Travis Miles, Richard Drennon, Brian
Healy

Not Present: Vernon Fields, Ty Garver
Staff Present: Interim City Administrator/Police Chief Lloyd Martley, City Engineer Mitch
Pleak, City Superintendent Gene Myracle, City Clerk/Finance Director Corey Swisher

2.  Consent Agenda (lrems to be approved by Council in one motion, unless objections raised)

a. 'Treasurer’s Report

b. October 15 City Council Minutes

¢. Shorty’s Liquor Store — Liquor License

d. Field of Dreams Operating Agreement

e. Independent External Audit Services Agreement
f. Ordinance 620 — Court Costs Amendment

Healy moved to approve the Consent Agenda with Drennon seconding. The motion passed
unanimously, 3-0.

3. Call to Public

Elaine Bundy asked for improved scoring at the Field of Dreams Athletic Complex. She then asked
Council to continue providing youth programming rebates.

4, Unfinished Business

There was none.
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5. New Business
6. Funding Extension of City Services (lots 1, 2, 54, 55 of Briarwood FEstates)

Council reached a consensus to issue General Obligation bonds to finance the required sewer
improvements.

7. Annexation Resolution (lots 1, 2, 54, 55 of Briarwood Estates)

Miles moved to pass the Resolution (2012-21) with Healy seconding. The motion passed
unanimously, 3-0.

8. Public Hearing Resolution for Annexation (lots 1, 2, 54, 55 of Briarwood Estates)

Healy moved to pass the Resolution (2012-22) with Miles seconding. The motion passed
unanimously, 3-0.

9. Ordinance No. 619 - Commercial Sewer Connection Fees
Drennon moved to pass the Ordinance with Miles seconding. The motion passed unanimously, 3-0.
10. Extension of Neighborhood Revitalization Programs

Miles moved to pass Resolution 2012-23 with Healy seconding. The motion passed unanimously, 3-
0.

Miles moved to pass Resolution 2012-24 with Healy seconding. The motion passed unanimously, 3-
0.

Drennon moved to pass Resolution 2012-25 with Healy seconding. The motion passed
unanimously, 3-0.

11. Field of Dreams Operating Agreement

Miles moved to approve the agreement with Drennon seconding. The motion passed unanimously,
3-0.

12. City Administrator’s Report

Martley announced the City had received a Gold Star Award from KMIT for loss prevention. The
City has now received the award ten years in a row.

13. Mayor’s Report
Breuer reported the County would soon approve their road development program.
14. Council Members Report

Miles wished everyone a Happy Thanksgiving.

11-19-12 Basehor City Councit Minutes




15. Executive Session

Healy moved to enter Executive Session for 15 minutes in order to discuss non-elected personnel
matters with Miles seconding. The motion passed unanimously, 3-0. No decisions were made.

16. Adjournment

Healy moved to adjourn the meeting at approximately 8:01 p.m. with Miles seconding. The motion passed
unanimously, 3-0.

David K. Breuer, Mayor

Attest:

Corey Swisher, City Clerk

1£-19-12 Baschor City Council Minuics




y of Bavelon

Date: December 11, 2012

To:  Basehor Mayor & City Council
Lloyd Martley, Interim City Administrator

From: Corey Swisher, City Clerk/Finance Director

Re:  December 2012, Treasurer’s Report

Background:

The attached report contains the financial summaries of the revenue and expenditure activities of the City of
Basehor for the month ending November 30, 2012,

* Revenues and expenses appear inflated in the Sewer and Bond & Interest Fund due to the recent debt
issuance and refunding.
o Sales tax collections continue to track favorably.

Attachments:

City-Wide Financial Snapshot
Monthly Sales Tax Report

Solid Waste Enterprise Fund Report
Sewer Enterprise Fund Report
Monthly Check Register




CITY OF BASEHOR

DECEMBER 2012 FINANCIAL SNAPSHOT

Funds
Current

Budget Revenues Expenditures % Coliected % Utilized  Balance
Fund
General $1,867,561 31,775,024 $1,452,270 95% 78% 3$607,841
Special Park $25,000 $12,096 $23,887 48% 96% $125,574
Sewer $1,379,625 35,725,184 $5,684,394 415% 412% $712.576
Cedar Lake Maintenance $40,000 $15,545 $30,764 39% 77% $13,394
Bond & Inierest $702,234 $2,127,405 $1,928,922 303% 275% $981,863
Solid Waste $280,897 $269,451 $196,032 96% 70% $130,862
Special Highway $715,000 $485,189 3419,168 68% 59% $2,140,391
Municipal Equip. Reserve $8,840 $852 $45,966 10% 520% $309,624
Captial improvement $0 $73,857 $0 0% 100% $1,374,034
Employee Benefit $489,630 $468,610 $395,859 96% 81% $130.668
LCSD#3 - $33,000 $20,602 $23,589 62% 71% $22 876

$5,541,787 $10,973,615 $10,200,852 198% 184% $6,549,703
Department

Remaining

Budget Expenditures Balance % Utilized
General
Cierk $306,950 $277,982 $28,568 91%
Street $183,100 $165,383 $17,707 90%
Governing Body 344,614 $37,105 $7,509 83%
Police $771,650 $658,907 $112,743 85%
Facilities $131,775 $108,002 $23,773 82%
Administrator $141,600 $41,965 $99,635 30%
Park & Recreation $32,955 $31,600 $1,355 96%
Miscellaneous $85,518 $16,447 $69,071 19%
HR $16,000 $19,788 -$3,788 124%
Planning $153,400 $95,080 $58,320 62%

$1,867,562 $1,452,270 $415,292 78%
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SOLID WASTE FUND HIGHLIGHTS

For the Month of December 2012

2014 2012
SOLID WASTE SOLID WASTE %
MONTH COUNT COUNT DIFFERENCE
January 1,639 1,653 0.85%
February 1,635 1,665 1.21%
March 1,633 1,665 1.92%
April 1,638 1,672 2.03%
May 1,639 1,690 3.02%
June 1,642 1,688 2.73%
July 1,635 1,690 3.02%
August 1,639 1,701 3.64%
September 1,645 1,701 3.29%
October 1,647 1,697 2.95%
November 1633 1696 3.71%
December 1639
AVERAGE 1,639 1,683 2.59%
2011 2012
SOLIDWASTE SOLID WASTE %
MONTH BILLED BILLED DIFFERENCE
January $16,413.01 $23,276.77 29.49%
February $23,010.32 $23,320.00 1.33%
March $22 95512 $23,379.98 1.80%
April $23,033.99 $23,518.26 2.06%
May $23,040.15 $23,794.81 3.17%
June $23,0865.60 $23,774.99 2.98%
July $23,017.69 $23,719.21% 2.96%
August $23,030.35 $23,858.00 3.47%
September $23,112.81 $23,822.17 3.38%
October $23,166.10 $23,821.96 2.75%
November $23,016.61 $23,784.36 3.23%
December $14,899.96
TOTAL $261,765.71 $260,170.51
2011 2012
AVERAGE AVERAGE %
MONTH BiLlL. BILL DIFFERENCE
January $10.01 $14.08 28.91%
February $14.07 $14.09 0.14%
March $14.06 $14.04 -0.14%
April $14.06 $14.07 0.07%
May $14.06 $14.08 0.14%
June $14.05 $14.07 0.14%
July $14.04 $14.04 0.00%
August $14.05 $14.03 -0.14%
September $14.05 $14.06 0.07%
Qctober $14.07 $14.04 0.21%
November $14.09 $14.02 -0.50%
December $14.06
AVERAGE $13.72 $14.06



SEWER FUND HIGHLIGHTS

For the Month of November 2012

2011 2012
SWR SWR %
MONTH COUNT COUNT DIFFERENCE
January 1679 1789 6.15%
February 1678 1792 6.47%
March 1679 1797 6.57%
April 1774 1799 1.30%
May 1781 1801 1.11%
June 1779 1798 1.06%
July 1778 1799 1.17%
August 1781 1806 1.38%
September 1774 1805 1.72%
Qctober 1777 1806 1.61%
November 1770 1806 1.89%
December 1776
AVERAGE 1752 1800 2.66%
2011 2012
SWR SWR %
MONTH BiLLED BiLLED DIFFERENCE
January $80,781.73 $89,188.63 10.41%
February $80,627.21 $89,662.48 11.21%
March $80,471.02 $88,970.52 10.56%
April $80,010.76 $89,233.29 11.63%
May $90,216.49 $91,548.66 1.48%
June $89,998.38 $89,646.47 -0.39%
July $89,284 .06 $30,508.05 1.37%
August $90,683.38 $90,985.23 0.33%
September $91,270.81 $92,083.69 0.89%
October $91,521.37 $90,721.14 -0.87%
November $86,644.10 $90,453.78 4.40%
December $86,654.61
TOTAL $1,038,163.92 $993,001.94
2011 2012
AVERAGE AVERAGE %
MONTH SWR BILL SWR BILL DIFFERENCE
January $48.11 $49.85 361%
February $48.11 $50.03 4.00%
March $47.93 $498.51 3.30%
April $45.10 $49 80 9.97%
May $50.865 $50.83 0.36%
June $50.58 $49.86 -1.44%
July $50.22 $50.31 C.18%
August $50.92 $50.38 -1.06%
September $51.45 $51.02 -0.83%
Qctober $51.50 $50.23 -2.47%
November $48.95 $50.09 2.33%
December $48.79

AVERAGE $49.36 $50.16 1.61%



City Of Basehor
Check Check Status
Number  Date

First State Bank Checks

20194 12/05/2012  Printed
20195 12/05/2012  Printed
20196 12/05/2012  Printed

Void/Stop
Date

Check Register Report

BANK: First State Bank

Vendor Vendor Name

Number

Check Description
KS TREASUR KANSAS STATE TREASURER STATE MANDATED COURT FEES
MIDWEST PU  MIDWEST PUBLIC RISK

MULCH MULCH-SMART

Total Checks: 3 Checks Total {excluding void checks):

SZ// / K ]

D2

GROUP DENTAL INSURANCE/DEC

MULCH/PLAYGROUND @ CITY PARK

Date: 1210542012
Time: 327 PM
Page: 1

Amotunt

1,071.00
1,325.00

3,729.00

6,125.00

L.loyd Martie

Intenm 01 Y Admmﬁ%
/ A l,,l/ / N

¥ Date

Corey SWIm
Clt Clerk/ ce Director

i O ulsli2

Kristi Olson
Accounting Clerk

Date



Check Register Report

Date: 111502012
Time: 232 PM
City Of Basehor SANK:  First State Bank Page: 1
Check Check Status VoldiStep  Vendor Vendor Name Check Description Amount
Number  Date Date Number
First State Bank Checks
20135 11/15/2012  Printed AFFINIS AFFINIS CORP DESIGN SVCS! WC PKWY 34,821.74
IMPRVMNTS
20136 11/16/2012  Printed AMER SECUR AMER SECURITY MONTHLY 117.00
CONTRACTORS LLC MCNITORMWTF/NOV
20137 11/15/2012  Printed ASPHALT ASPHALT SALES COMPANY INC  ASPHALT MIX/STREET REPAIRS 3,083.02
20138 11/15/2012  Printed DIXON HEATHER DIXON YOUTH SPORTS REBATE X2 80.00
20139 11115/2012  Printed ETS ETS CITYWIDE CREDIT CARD FEES 240.74
20140 11/15/2012  Printed FASTENAL FASTENAL COMPANY SUPPLIES/MWWTF MAINT EQUIP 60.56
20141 11/15/2012  Printed FEEZELL/TR TRACIFEEZELL YCOUTH SPORTS REBATE 45.00
20142 11/15/2012  Printed GALLTERRY TERRY & TRACI GALL YOUTH SPORTS REBATE 67.50
20143 11/156/2012  Printed HARTFCRD HARTFORD RETIREMENT PLANS 401457 RETIREMENT CONTRIB 2,718.72
20144 11M15/2012  Printed HUBER ALEX & DANIELLE HUBER YOUTH SPORTS REBATE 67.50
20145 11/18/2012  Printed JOHNSON CL  JOHNSON COUNTY BI MNTHLY FLOW TESTAWWTF 179.00
GOVERNMENT 10-18
20148 11/15/2012  Printed KANSAS ONE KANSAS ONE-CALL SYSTEMS, MONTHLY LOCATE 173.60
INC. SVCIOCT/124 LOC
20147 11/15/2012  Printed KANSAS PAY KANSAS PAYMENT CENTER PAYROLL DIRECTED 658.73
DEDUCTION
20148 11/18/2012  Printed KS TREASUR KANSAS STATE TREASURER STATE MANDATED COURT 1,419.50
FEES
20149 1115/2012  Printed KPF EFT KPF EFT PROGRAM POLICE RETIRE CONTRIBUTION 4,874.35
20150 11/15/2012  Printed LAND CO {AND CO REAL ESTATE SVCS ROW ACQUIST SVCS/WC PKWY 485.00
INC IMPRY
20151 11/15/2012  Printed LANGFORD  JASON LANGFORD YOUTH SPORTS REBATE 45.00
20152 14/15/2012  Printed LEAV TREAS LEAVENWORTH CO TREASURER SPECIAL ASSESSMENTS/BSHR 3,819.14
BLVD
20153 11/15/2012  Printed LEE MARK LEE MILEAGE REIMB/AUG- 266.40
QCTITONGIE
20154 11/16/2012  Printed L{UCAS/DA DARRELL LUCAS YOUTH SPORTS REBATE 67.50
20155 11/15/2012  Printed MCCARTY RYAN & AMY MCCARTY YOUTH SPORTS REBATE 22.50
20156 11/15/2012  Printed PATCHEN EL PATCHEN ELECTRICAL & (B)RUN CAPACITORSILIFT 102.82
STATION
20157 11/15/2012  Printed FRAY WILLIAM E. PRAY MUNICIPAL JUDGE SERVICES 300.00
20158 11/15/2012  Printed REGISTER REGISTER OF DEEDS MTG REG TAX FEE/RECORD 160.00
FEE
20159 11/15/2012  Void 1115/2012  SHARPIRH RHONDA SHARP WRONG FIRST NAME 0.00
20160 11/15/2012  Printed SMITH/CHRI  CHRIS SMITH YOUTH SPORTS REBATE X2 90,00
20161 14/15/2012  Printed SPECTRA SPECTRA 3DZ LTHR GRIP WORK 312.84
GLOVES/PW
20162 11/18/2012  Printed T4 MCL TJ MCLAURY REAL ESTATE CO  REIMB CREDIT BALANCE ON 18.08
ACCT
20163 11415/2012  Printed WESTAR GRP WESTAR ENERGY ELECTRIC USAGE 14,049.10
20164 11/15/2012  Printed WHEELER JACOB A WHEELER YQOUTH SPORTS REBATE X2 90.00
20185 11/15/2012  Printed WHITE GOSS WHITE GOSS BOWERS MARCH  LEGAL SVCS TO 10/15- 3,892.5C
CONTRACT
20166 11415/2012  Printed ZEE MED ZEE MEDICAL SERVICE REFILL CITY HALL 1ST AID CAB 78.10
20167 11/15/2012  Printed SHARP/RC ROBIN SHARP YOUTH SPORTS REBATE X2 112.50
Total Checks: 33 Checks Total (excluding void checks): 72,536.45

R L N LSS
Lioyd Martfey " Date
Interigh City Agmigistrator

sl

Corey/Swidher Dat¢ |

Pl Olm e,

Kristi Olson Date
Accounting Clerk




Cily Of Basehor

Check
Number

First State Bank Checks

20168
20168
20170

20171
20172

20173
20174

20178
20178

20177
20178

20179

20180
20181
20182
20183

20184
20185

20186
20187
20188
20189

20190
20191

20192
20193

Check
Date

1172972012
11/29/2012
11/20/2012

11/29/20%2
1172942012

11/29/2012
11/29/2012

11/28/2012
1142812012

11/29/2012
11/29/2012

11/29/2012

11/29/2012
11/29/2012
11/29/2012
11/29/2012

11/29/2012
11/28/2012

11/29/2012
11/29/2012
11/29/2012
11/29/2012

11/29/2012
11/29/2012

11/29/2012
11/28/2012

Status

Printed
Printed
Printed

Printed
Printed

Printed
Printed

Printed
Printed

Printed
Printed

Printed

Prinfed
Printed
Printed
Printed

Printed
Printed

Printed
Printed
Printed
Printed

Printed
Printed

Printed
Printed

Check Register Report

BANK: First State Bank

Vendor Vendor Name
Number

ATMOS ENER ATMOS ENERGY
AUTEN SHERI AUTEN
COMMERCE COMMERCE PURCHASING CARD

CONS CONS RURAL WATER DISTRICT #1

DEFFENBAU DEFFENBAUGH DISPOSAL
SERVICE

FRANKMEAT HEATHER FRANK

HARTFORD HARTFORD RETIREMENT PLANS

KBI LAB KANSAS BUREAU OF
INVESTIGATION

KANSAS PAY KANSAS PAYMENT CENTER

KELLY MICHAEL E KELLY

KPF EFT KPF EFT PROGRAM

LV SHERIFF LEAVENWORTH COUNTY SHERIFF

MCGOWAN  SHARA MCGOWAN

MERCHANT & MERCHANT SERVICES GROUP
PENEGARNME JEN PENEGAR

POVILONIS  CHARLES & KRISTIN POVILON:S

PRICE/NE JEANNE PRICE
REGISTER REGISTER OF DEEDS

SALAZARIA  ANITA SALAZAR
SANCHEZ HOLLY SANCHEZ
SMITH/CHRI  CHRIS SMITH
SONNTAG SONNTAG LAW OFFICE

SPOTS OFF  SPOTS OFF LLC
REILLY COM THE REILLY COMPANY LL.C

WESTAR WESTAR ENERGY
WRIGHT EX  WRIGHT EXPRESS

Check Description

GAS USAGE
YOUTH SPORTS REBATE X6

CITYWIDE PURCHASING CARD CHGS

WATER USAGE
CITYWIDE TRASH PICKUP SVC/OCT

YOUTH SPORTS REBATE
401457 RETIREMENT CONTRIB

LAB FEES/COURT ORDERED
PAYROLL DIRECTED DEDUCTION

CITY PROSECUTOR FEES
POLICE RETIRE CONTRIBUTION

JAIL BOARD FEES

YOUTH SPORTS REBATE
MINIMUM CREDIT CARD FEES
YOUTH SPORTS REBATE X 2
YOUTH SPORTS REBATE

YOUTH SPORTS REBATE X2
MONTHLY LAREDO BILLING/OCT

YOUTH SPORTS REBATE
YOUTH SPORTS REBATE
YOUTH SPORTS REBATE
COURT APPOINTED ATTORNEY FEE

CAR WASHES/POLICE DEPT
POLICY CHG/ADD NEW POLICE CAR

ELECTRIC USAGE
FLEET FUEL CHARGES/OCT 2012

Total Checks: 26 Checks Total (excluding void checks):

Lloyd M ﬁley Dat
Inte%;ty Admlnl tor

Corey Swi e) / if)ate

ClerkfFihance E{lrector

m%&

i 14l

Kristi Otson Date
Accounting Clerk

1112972012

2:58 PM
%

Armount

126.31
232.50

48,525.59

206.45
19,453.65

22.50
2,729.72

400.00
658.73

527.00
6,142.74

52.50

67.50
33.00
90.00
45.00

90.00
§0.00

67.50
22.50
87.50
400,00

50,72
59.00

8,767.30
3.416.91

92,314.62



Date: December 11,2012

To:  Baschor City Council
Lloyd Martley, Interim City Administrator

From: Corey Swisher, City Clerk

Re: 2012 Budget Amendments (Special Parks & Recreation, Bond & Interest, Sewer)

Background:

Municipalities are authorized by K.S.A 79-2929a to amend their budget to spend funds not in the original budget.
The additional expenditures are to be made from existing revenue or cash balances and cannot require additional
tax levies.

K.S.A. 79-2929a requires the City hold a public hearing on a budget amendment at least ten days after publication
of the notice of the hearing. To comply with these statutory requirements, the public hearing has been
preliminarily scheduled for Council’s regular meeting on December 17, 2012, It is required that the Notice of
Budget hearing page of the attached State of Kansas amended budget document be published in the City’s
newspaper of record (Basehor Sentinel) on Thursday December 6, 2012, (a minimum of ten days notice is
required). At the December 17, 2012, meeting Council will be asked to vote on the amended budget after the
public hearing.

The proposed budget amendment is conservative and allows for any unexpected end of year expenses. The
amendment only provides budget authority. Due to the successful debt refunding the City assumed debt service
expenses in the Debt Service Fund and Sewer Fund that exceeded the original budget. All additional expenses
incurred in these two Funds were completely offset by bond proceeds. On April 16, 2012, the Basehor City
Council voted to approve $15,000 in additional capital improvement expenses for the Field of Dreams which
would be accounted for in the Special Parks Fund. The Special Parks Fund is not a property tax supported Fund.

Process:
1. Establish Public Hearing Date 4. Adopt Amended Budget
2. Publish Notice 5. File Amended Budget with County Clerk

3. Conduct Public Hearing

Staff Request:

Hold Public Hearing.

0N 185" Street T

P.0. Box 406 FAX 913-724-33838
Basehor, KS 66007-0406 www.cityofbasehor.org




State of Kansas
Amendment

2012

Notice of Budget Hearing for Amending the
2012 Budget
The governing body of
City of Baschor
will meet on the day of December 17, 2012 at 7:00 p.m. at Basehor City Hall, 2620 North 155th Street, Basehor, KS 66007 for the
purpose of hearing and answering ohjections of taxpayers relating to the proposed amended use of funds.

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

Summary of Amendments

2012
Adopted Budget 2012
Aclual 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 25,000 40,000
0 0 ¢
0 0 G
0 0 Y

Corey Swisher
Official Title: City Clerk/Finance Director
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Date: December 11, 2012

To:  Basehor City Council
[loyd Martley, Interim City Administrator

From: Corey Swisher, City Clerk

Re: 2012 Budget Amendments (Special Parks & Recreation, Bond & Interest, Sewer)

Background:

Municipalities are authorized by K.S.A 79-2929a to amend their budget to spend funds not in the original budget.
The additional expenditures are to be made from existing revenue or cash balances and cannot require additional
tax levies.

K.S.A. 79-2929a requires the City hold a public hearing on a budget amendment at least ten days after publication
of the notice of the hearing. To comply with these statutory requirements, the public hearing has been
preliminarily scheduled for Council’s regular meeting on December 17, 2012, 1t is required that the Notice of
Budget hearing page of the attached State of Kansas amended budget document be published in the City’s
newspaper of record (Basehor Sentinel) on Thursday December 6, 2012, (a minimum of ten days notice is
required). At the December 17, 2012, meeting Council will be asked to vote on the amended budget after the
public hearing.

The proposed budget amendment is conservative and allows for any unexpected end of year expenses. The
amendment only provides budget authority. Due to the successful debt refunding the City assumed debt service
expenses in the Debt Service Fund and Sewer Fund that exceeded the original budget. All additional expenses
incurred in these two Funds were completely offset by bond proceeds. On April 16, 2012, the Basehor City
Council voted to approve $15,000 in additional capital improvement expenses for the Field of Dreams which
would be accounted for in the Special Parks Fund. The Special Parks Fund is not a property tax supported Fund.

Process:
1. Establish Public Hearing Date 4. Adopt Amended Budget
2. Publish Notice 5. File Amended Budget with County Clerk

3. Conduct Public Hearing
Staff Request:

Approve Amended Budget.

o TEE e S e T T
P.0O. Box 406 FAX 913-724-3388
Basehor, KS 66007-0406 www.cityofbasehor.org




State of Kansas
Amendment

2012

Notice of Budget Hearing for Amending the
2012 Budget
The governing body of
City of Baschor
will meet on the day of December 17, 2012 at 7:00 p.m. at Basehor City Hall, 2620 North 155th 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 at Baschor 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 25,000 40,000
0 0 0
0 0 0
0 0 0

Corey Swisher

Official Title: City Clerk/Finance Director
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City of Basehor
Agenda Item Cover Sheet

Agenda Item No. 7

Topic: Personnel Manual Update

Action Requested: Review changes and updates to Employee Personnel
Manual. Approve resolution 2012-27.

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: Lloyd Martley

Administration Recommendation: Review changes, updates and approve
manual

Committee Recommendation:

Attachments: Employee manual with changes and updates. Resolution
2012-27

Projector needed for this item?

No




RESOLUTION NO, 2012-27

A RESOLUTION APPROVING AMENDMENTS TO THE PERSONNEL
MANUAL FOR THE EMPLOYEES OF THE CITY OF BASEHOR,
LEAVENWORTH COUNTY, KANSAS

WHEREAS, the Governing Body of the City of Basehor, Kansas, adopted a
compilation of written personnel policies, procedures and guidelines for employees of
Basehor, Kansas, known as the Personnel Manual and effective August 1, 2010; and

WHEREAS, Section A-8 of the Personnel Manual allows for the amendment of
its policies via resolution; and

WHEREAS, the Personnel Manual needs to be updated and amended from time
to time; and

WHEREAS, the City Council has determined the amendments attached as
Exhibit A to be necessary and appropriate.

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE
CITY OF BASEHOR, KANSAS:

Section 1. That the Personnel Manual be amended to read as attached as Exhibit A with
the deletion of the stricken text, and the addition of the underlined text.

Section 2, That this resolution shall become effective upon passage.

ADOPTED by the Governing Body this day of , 2012,
SIGNED by the Mayor this day of , 2012.
SEAL

David Breuer, Mayor

ATTEST:

Corey Swisher, City Clerk

APPROVED AS TO FORM:

Shannon M. Marcano, City Attorney

{32233/ 65827; 420223. )



EXHIBIT A
Personnel Manual (redlined)
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PERSONNEL MANUAL

CITY OF BASEHOR, KANSAS

AN EQUAL OPPORTUNITY EMPLOYER

EFFECTIVE

January 201380gust 12010
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PREFACE

This manual represents a compilation of written personnel policies, procedures, and guidelines far
employees of the City of Basehor, Kansas. These policies and procedures are designed to
recognize the personal needs of the employee a5 well as provide administrative divection,
conformity, and continuity in the workplace. These policies, procedures, and guidelines are
adoptad by the City Councif and can only be changed by approval of the City Council.

This manual shall be made available to all employees. Each department head and supervisor
responsible for the direction of employees shall aiso be responsible for the administration and
execution of the policies contained herein. Each employee is responsible to know 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, shali be construed
as an employment contract.

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

interpretation, methods, and polficy must he subject to continual review and modification.
Administration shall see that ali 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 other subjects concerning personne! matters of the City of Basehor
will be first directed to the appropriate supervisory person, and then if necessary to Administration

for interpretation, review, or research. Hgwever, the City Council has ultimate responsibility for

the adoption, formulation,--imelernentation, Iimplementation, and revision of City Personnel
Policy.

The City of Basehor, Kansas, is an equal opportunity emplover and does not discriminate against
employees or job appiicants 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.
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ARTICLE A, GENERAL

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

(a} Promote and increase the efficiency and effectiveness of City services.

(b) Develop a program of recruitment, advancement, and tenure which will make City
service attractive as a career,

(<) Establish and maintain a uniform plan of performance evaluation and
compensation hased upon the relative duties and responsibilities of each position
to assure a fair and equitable wage or salary to ail 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, refigion, age, national
origin or ancestry, and political affiliation.

(e) Establish City employment and personnef policies. These policies and guidelines de
net create contractual employment rights. All employees are considered to be at-
will employees for the purposes of City employment, and-shall-sepve-at-the

ploasure-ofthe Cibr-Administrater

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
consultants or on a contractual basis are not covéred by these policies. All previously

adopted personnel rules and regulations are repealed. Where tha-masculine-genderis
usedrit-shalbbe-construed-to-inglude 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-G.

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 opposing department
regulations, programs, projects, or other administrative matters. The previous statement
does not apply to employees involved in carrying out their assigned responsibilitias 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 Mayar,
the City Attorney or addressing the City Council at ane 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
reasonable guidelines for the conduct of the operations of theirkis department, such as
those relating to safety or operational procedures, which shall be available to ali
departmental employess. Such department guidelines shall not be less stringent than, in
violation of, or in conflict with any personnel guidelines adopted by the City
CouncitAdministratar. Because of the size and varying policies within specific departments,
it is impossible to address the appropriate supervisory person in each department or
division that handles specific personnel 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 persons employed,
their pay scale, time worked, paid-time-off (PTO), acerved-overtime _overtime hours
worked ~and afl other records directed to be made and maintained under these policies
and guidelines or under applicable state or federal law. An employee's personnel 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.
Parsonnel files are also available to 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 personne! records in an efficient
manner should be reported to Administration as soon as possible, Personal information
shall include, but is not limited to, address, phone numbers, tax information, marital and
dependent status,

in-order-to-efficdently-administer-the-Censelidated-Omnibus-Budpet-Reconcilistion-Act-{COBRAY

A-7.

Referto-Article 6-11-

Employee Privacy. There should be no expectation of privacy on the part of empioyees 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 poiicies may be amended from time-to-time via resofution,
and such amendments wili be communicated to all employees.



ARTICLE B. ETHICS

No employee shall seak, receive, or give any gratuity in the form of compensation, entertainment,

| trips, gifts, favers, 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 employees, in any way, to use their position or influence for private gain for themselves or
others.



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, skiifs, experience, education, and training reguired of the position, shall be
allocated to an appropriate class, which may include either a single positicn or twa or more
positions.

Job Descriptions. Each position shall have a concise descriptive title, a description of the
essentiaf functions ard-marginabfunctions-{tasks}-of the position, and a statement of the
qualifications for filling 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 pian for each class of positions,
The pay ranges assigned to each class of positions shall be periodicaily reviewed by the
Governing Body.

Maintenance of the Classification Plan. it shail be the duty of each department head to
report to Administration any and afl organization changes which wilf significantly alter or
affect changes in the duties and responsibilities of existing positions or proposed positions.
Fhe-City-Administrator-shall-approve-al-new or-revised-jeb-deseriptions-and-pay-ranges-for
such-positions:



D-1.

ARTICLE D. RECRUITMENT AND PROMOTION

Definitions.

(a)

(o)

Full-Time Employee is one employed to work a normal work week of at least 40
hours on a regular and continuing basis. The work week is any consecutive seven
day period, except as otherwise provided in Section E-1.

Part-Time Employee is one employed to work iess than 40 hours in a normal work
week on a regular and continuing basis, or is available upon request or need.

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

{ Formatted: Underline
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exempt employees are to make the City of Basehor aware of thelr daily scheduie
when they are working but away from the office or facility.

Non-Exempt Employees - receive overtime pay for hours worked over 40 during«

[Formatted: Indent; First line: o
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the work week. After reaching 40 hours, they receive pay at 1% times their regular
hourly rate for additional time worked on weekdays, or for requested or required
Saturday or Sunday work time, Non-exempt employees are required to clock in
and clock out in the timekseping system to record time worked. This will verify all
hours worked. Your Department Head will inform yvou of other required activities

for timekeeping,

Volunteer is a non-paid individual.-or-ene-whe-receives-a-stiperd-in-the-pesition-he
holds:  When acting as a non-paid volunteer, an individual is not an employee

regardless of other City employment.

Equal OpportunityResraitrant, It shall be the policy of the City to provide fair and equal
opportunity to all qualified 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, rational origin or ancestry,
pofitical affiliation, or any other status or conditien protected by applicable state or federal

laws.

Hiring Practices.

{a}

All job vacancies will be posted on department bulietin boards, Applications for

{ Formatted: Indent: Left: 0", First fine: 0"
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City positions will be sccepted by the Department Headd-in-the-Administration
offica.  Generally, specific time periods for scceptance of applications will be
included on job notices and will be the only time applications will be accepted. Far
some positions, when in the best interests of the City, exceptions to this poficy will
be made.

{b) Where qualifications are judged substantially equai, priority for filling 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.

(¢) if a list of eligible and qualified appficants for a vacant position exists, an
appointment to a vacant position may be made from the eligibility fist. 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 personalized
departmental procedures.

Qualifications of Employment. All new applicants for any position with the City shall meet
the minimum qualifications established for that position unless waived by the City
Administrator. Each appiicant shall complete a job application form and a erresume 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 alf such
applicants who are offered employment in similar positions or pasition classifications.
Examinations of this nature are conducted in arder 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) fach employee selected to fill a position with the City must successfuily complete a



D-6.

0-7.

probationary period. This gives the supervisor an opportunity to observe the
candidate in order to determine whether or not the person is capable of handling
the respensibilities 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,-
An-employee-whe-failsto-satisfactorily-complete-sueh-probationary-perisd-shall-be
returned-to-the-pay-and-positionhe orshe-held immediately-priorto-the promotion
H-this-position-ara-similar positien-is-open-and-available:

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

Promotion.

{a)

(b)

I~

All employees seeking promotion shall be expected to meet the minimurm qualifica-
tions for the positionelass to which they seek promotion. A medical examination,
psychological examination, or drug testing shall be reguired only after a
conditionain offer of promotion has been made, provided that, such exams or
testing are required of all such employees who are offered promotions in similar
positions or position classifications, The offer of promotion is contingent upon the
applicant passing required tests,

All promoted employees are simitar 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-policy-for-prometions-shall- be the same-as-that-outlined-in-Sestion-D-2-relating
to-new-reerditments:

Departmental or Divisional Transfers.

(a)

Every employee may_apply hes-the-privilege—-sf-applying-for a transfer when a
vacancy in another department or division exists. This does not restrict the City's

1¢
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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 er division to
another shall be entitled to retain all accrued paid-time-off {PTQ) and other such
earned fringe henefits.

Transferred employees are similar to newly hired employees and will serve the
applicable probationary period. The transferred employee may be placed above
the minimum entry level of the new salary range, depending on the employee’s
quatifications for the new position, at the recommendation of the department
head and with the approval of the City Administrator.,

D-8. Employee Demotions.

(a}

(b)

A demotion is a downward movement of an employee from one position to
ancther which may be due to inability 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 he placed in a position at a
lower pay grade, this will be considered a transfer,

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

(~G}*~~—Wheﬂ»ademetien—tak«es-aiaeedaeqt.eﬂ‘ailwe—t-&aerferm&atis#ac—tarily—%n%he-msétieﬁ

to—-which-an—-employes-was—prometed-ortransferred—ha—may—return—to-tha
previously-held-gositicn-gra-reasonably-comparable-position—provided-sueh-an
opening-is-available--tn-sueh-ease, the-prebationarnyperiod-will- be-waived:

D-9. Nepotism.

{a)

(b)

In order to avoid favoritism or the appearance of favoritism based on family
relationships, no person shall be employed in a position in any department i that
persor: 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.

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

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

11
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(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, tha City retains the right to either
transfer one of the employees to ancther department if a vacant position is
availabie for which one of the employees is qualified, or require one of the
employees to resign their hisfher-position for the purpose of maintaining the best
interests of the City._The involved employee’s must advise their supervisor of the
sityation within 20 days.

{d—-Violations-of-this-peliey-existing-priorto-the-efective-date of this-Personnel-Marual

(ed)

are-exemptfrorm-thisnepotism-policy:

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 shafl be final.

Verification of US Work Authorization-————Gitizenship-Verification, The City of Basehor

complies with the Federal Immigration Reform and Controf Act, employing only those
persons who are legally eligible to work in the United States. All employees hired for any
position with the City, shall complete an employment eligibility verification statement (i-9
form) in compliance with the Act, within_three davs of employment with the City.
Employees not complying with this requirerment will be subiect to termination.

1z
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E-2.

ARTICLE E. COMPENSATION
Pay Plan.,

{a) The salary of each empioyee of the City, except the City Administrator and those
safaries specifically set by ordinance, shall, at least annually, be set at an amount
within the pay range of the position elass-the empioyee is assigned. Pay ranges
shall be determined by the Governing Body, with the advice of the City
Administrator, Ar-empleyee's-eontinued-employmentatthesalary-ratewithinthe
elass-assigned-to-him-shall-be-contingent upon-the-provisions-outhined-in-Section-&-
&

{b}-—-Ernployeasworking-en-a-part-time-basis-shallreceive the-hewdy-wage -for-the
beginningstep-of-the-position-they-are-working-or-ap-amourtdetermined-and
approved—by-the-Cipe-Administrator—as—approved-and-lacluded-in—the-budgst
adopled-by-the-Governing-Body

{e}——-The-heusly-wage for-persons-employed-on-a-menthly-salary-basis-and-working-40
hoursperweek-is-computed by taking the-menthly-wage-times-12 divided-by- 2,080
hours:

Pay Increases.

{a)  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 CouncilAdministrator.

{b) Pay Plan adjustments may be made as approved by the Governing Body.

E-4--3 _ Performance Appraisal

(a) The performance appraisal process provides the basis for determining
employment status. Appraisals are considered in determining promotions, used
as a factor in determining the order of layoffs, and as a means of identifying
employees who should be transferred, rehired, or who, because of their poor
performance, should be demoted or dismisseterminated, and for any other
purpose refated to job performance.

(b) Supervisors-are-reguired-to-cemplete-menthly--pedormance-appraisals-en—all

probatienary—employees.—-Probationary—monthh-appraisals—are—due—~ip—the
Administratien—office—every.-30-days—throughovt--the—probationary-—period-

13



Fhereafter;-pPerformance apgraisals shall be submitted to Administration on an
annual basis for all employees. Performance reviews will be performed on an
annual basis, with a review of goals and objectives at 6 months.as-follows:

- (Farma_tted: Indent; Left: 0.5", Hanging: 0.5"

H- st the-end-of-an-employee’s-probationary-period:
(2)——annuatly-correspondingwith-the employeelsanniversary-dateror
{3)-——after-3-meonthsifan-employee-has-received-a-poor-performance-rating:

(¢} Direct supervisors are responsible for compieting employee performance
appraisals. Fhe-petformance-aparaisal-shall-bereviewed-byadditienal

—~—departrmental-andlor-divisional-supervisors;-ik-appropriatebased-upon-thesize
of—the—department/divisien——The department head must approve all
performance appraisals prior to submitting them to Administration for
processing,

{d) Performance appraisals shall be conducted on forms and in a manner approved
by the Governing Body.City-Administrater. 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.

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

() 1f an employee has been on a leave of absence and it is difficult for the department
head and the employee’s supervisors to make s determination as to the
employee’s quality of work performance, the department head can extend the
employee’s evaluation period until such determination can be made.

E-B4. Payon Termination.

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

{)erif-an-employee--is—discharged-Involutitarily-or—voluntarily-terminates—without-giving-a+ - [Formatted:lﬂdent: Left: 0% First line: 0" }

mlinimur-of-twe-weeks-netiserthe-employes-will not-be-eligible-to-receive-pay-for-any-acerved
paid-time-off-{PTO}-benefits--In-the-event-of-death - the-employee-or-the-emploveas-heirs-shall-be
paid-for-any-benefit-hours - duein-accardance-with-other-policies-outlined-in-this-Manual--Any-pay
fer-benefit-hours-due-the-terminated-employee-will-be-based-enthe-employee's current-salapy-at
the-time-of-termination-Né-the-diseretion-of-the Giby-Administrator-up-to-40-hours-of-additional

14



| Paid-Time-Of-may-be-reimbursed-to-an-empleyeethat provides-a-notice lengerthan-twe-weeks:

| E-65. Overtime Work.

| E-76.

{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.

“

foy-——+oliday, Bereavement and Paid Time Off are not considered hours worked and

therefore do not count toward overtime,

{ch—Exrempt-ernployess-arenotrequired-to-be-paid-everkime-in-accordanse-with-the

Federalairkabor-Standards-Act-RISA -Executives-professional-employeas-and
certain-employeesinadministrative-positionsareconsidered-exempi-employees:

{d)——-Neon-exemptemployees—in-accerdance-with-the-Federal-Fair-tabor-Standards-Act

(ce)

HESA)—shall-be-eligible-to-receive ovarlime compensationfor-all-hews-warked-in
excess-of40-hours-in-one-week,

All overtime work must have prior authorization by the employee's supervisor. The
supervisor shall maintain records of any overtime worked.

Pay Periods; Paydays.

(a)

5 —

fadibo)

Payroll periods will commence at midnight on Saturday and end two weeks later 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 emgloyee's "payroli year" and will coincide with the
benefit calendar applicable to all full-time City employees.

Paychecks wifl be issued every other week, usually-on Friday. #-the-scheduledor
processing-timecards-and-issuing cheelksmust-bealtered; department-heads-will-be
noetified--at-tha—earlest—possible-time-so-—employees--can--make--nacessary
arrangements:_In the event of a holiday, paychecks will be issued before the
holiday,

By completing the proper paperwork, empioyees can have their paychecks direct

deposited intc the financial institution of their choice.

I £-87. Work Assignment in Higher Classification. During routine operations, when an employee

i5
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E-98,

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 shail be compensated by calculating the difference between their_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 employee has served fourteen (14) days in the higher
classification. This additional compensation shafl remain in effect until such time as the
additional duties are reassigned to another employee, whareupon the employee will revert
back to their original pay.

Notary Public. All notaries publig in the Citv of Basehor must refuse to acknowledge any-

£-269.

instrument unless it is signed in their presence or unless the person who executed the
document personally appears before them and acknowledges that it is his _or her
signature. There must be no excepticns to this policy.

Any notary who is asked to acknowledge a document improperly should immediately~

LFormatted: Indent: Left: 0", Hanging: 0.5"

[Formatted: Indent: Left: 0.5, First line: 0"

report that fact to their supervisor. Notaries are also advised that they are required to
keep a journal of their Notary activities, as required by law.
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A!i non exempt employees are requwed to use the time C|0Ck svstem to record thezr hours ; ’

worked. The time clock will be used for pavro?l and attendance purposes.
Each department has an assigned time dlack, Employees are required to clock infout at the

(b)

time clock located in their department using their Easy Choice Time and Attendance badae.
if necessary an_employee can clock infout from another department’s clock. If there is a
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probiam with the time clock, the emplovee should notify the supervisor and the supervisor
will direct the employee how to time infout,
Emplovees should clock in no sooner than 3 minutes before/after the scheduled shift and

{c}

clock out ne later than 3 minutes before/after the scheduled shift. Employees must also
clock infout for lunch breaks or when leaving work for personal reasons unless otherwise
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directed.
if the employee misses an entry Inte the timekeeping systern, the employee will notify the

superviser as soon as possible, The supervisor will manually enter the employee 5 work
hours via the manager time clock portal. If corrections or modifications are made to the
time record, both the emplovee and the supervisor must verify, in writing, the accuracy of
the changes. Employees who consistently miss time clock entries will be subiect to
disciplinary action.

Nonexempt empfoyees are permitted to wcrk overtime with 33 |or authorazauon froin their

supervisor, Overlime includes docking in_early, late or wcnkmg through the_scheduled
lunch period. Nonexempt employees who work overtime without prior authorization will
ke subject to disciplinary procedures.
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Employees may_not use angther emplovee’s badge to clock in or clock in for another

employee. Tampering, altering, or falsnfvmg time records or recordmg time_on another
employee’s time record may result in disciplinary action, including discharge, Employees
who_have lost_a_badge will report the lost badge to their supervisor and payroll
departments. _The employee will be issued a new badge with the same employee and
depariment numbers,

Supervisors are free 1o use discretion in disciplinary actions when employees have various,

albeit repeated offenses to the time keepmp policy and/or procedure This could incluge
situations_where employees may have clocked in, but are repeatedly absent from their
worlc station during work hours_or have missed time clock entries in addition to working
unscheduled overtirme.
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F-1.

F-2.

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

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

Rest Brealts and Lunch Breaks.

(a)_fa}-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-paidduneh-hours-shall-receive 20-minutes-for-lunch: For Police
Officers, a_30 minute paid lunch hour is provided within the schedule, This lunch is
subject to being available upon call. tunches-shalkbbe-taken-on-thejob-site-orat-a-site
determined-by-the-department-head:

Holidays.
{aife} The following days shall be paid holidays for City employees:

-New Year's Day, lanuary 1

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

-Lahor Day, first Monday in September
~Veterans' Day, November 11

-Thanksgiving Day, 4th Thursday in November
-Friday following Thanksgiving Day

-Christmas Eve, December 24th

~Christrmas Dy, December 25™

-Any day designated by the MayorCity—Administrator as a celebrated
holiday

{b)_fb)-Holidav Observance. Determination of a holiday for shift personnel shall be based-
on the zctual date of the holiday. For employees who normally work Manday-Friday

18
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schedules, observance of holidays shall be determined by the City Administrator.

“

{c)_te}-Holiday Pay. An employee who works on any City recognized holiday shzll recaive-

his-ih

ir regular pay plus 1% time holiday pay for the hours worked, but not to exceed

the amount of hours of his-their normal wark schedule. Any time warked over and
above the normal work schedule will be compensated at 1% rate,

| {edy

| (ee)

F-4.  Paid-time-off {PTO).

Heliday—Call-back. An employee called back to duty en-a-heliday—shall be
compensated at 1% rate and shall receive a minimum of 1 hour of pay.

Off-duty Shift Workers. Shift workers such as police officers and piant operators,
whose regular scheduled day off falls on any City recognized holiday 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 personnel will not
be paid for City observed holldays which falf on days for which they would
otherwise have been scheduled to work. If part-time or seasonal
personnel 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.

in recognition of the varying work schedules of City employees and

each employee's diverse need for time away from work, the City provides & general
leave policy of paid-time-off (PTQ). PTO shall be accrued by full-time empioyees to use
for vacations, iliness, on or off the jok injuries, medical/dental apgointments, personal
business, child care problems, pregnancies, for care of immediate family members,
funerals; 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:

Months Accrual Hours Annual Amount Annual Amount :
of Service Per Payroll of Accrual Hours of Accrual Days
0-47 5.6 145.6 18 =
48 - 107 6.5 169 21 *
108 - 167 7.5 195 24 "
168 - 227 8.7 226.2 28 «
228 + 9.7 252.2 31 -
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PTO accrual shall increase to the next level with the beginning of the payroll
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(b}

(d}

{e)

(f

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

PTO Accrual Buring Absence

Employees will no fonger accrue PTO after two weeks of sbsence 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 PTO
Employees shall accrue PTO hours immaediately upon employment, however, an

employee may not use these hours until after three full months of employment,
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 will
be determined by the employee’s Department Head supepvisor-aned-the-Gity
Adwministrator

Maximum Agcumulation 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 accurnulation 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 shail be distinguished between scheduled and unscheduled time off,

{1) Scheduied 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 PTC.
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{2)

h. Scheduled feave should be submitted to the supervisor as soon as

requested leave unless otherwise directed by the employee’s
supervisor. The supervisor shall have the option of denying or
rascheduling the teave 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 PTO:

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

a. If an employee is unable to report to work for any reason, they he
shall communicate this fact to theirhis 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 by the
supervisor covering a profonged absence of specified duration,
Unless an employee can show good cause, failing to comply with
this provision shall be considered an unscheduled absence
without pay. Absences not reported in accordance with these
provisions shall be subject to disciplinary action.

h. The empioyee may be required to furnish medical verification or

other proof that unscheduled use of PTO was unavoidable to their
his-supervisor.

c. 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 will
document the reasons for initiating an investigation and the
conclusion of their investigation,

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

within a 12 month period shall affect an employee’s ability to
receive a pay increase, Circumstances related to the use of
unscheduled PTO will 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 wark day absences
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due to the same illness shall be considered as one occasion for the
purpose of this policy.

ass;&t_feuow emp!ey@e&—m—the -gvert-of- a—quei;fwag—dlﬁess—w H’!jUW af the—emg;!ayee—er
the-employees-immediate—family-—The-Banl-is—te-be-used-by-employees-who-have
exhausted-all-PTO-benefits;~-and-{1)-have-personally-suifered-an-dliness-ar-injury-that
completely-incapasitates-them-from-pedorming-any-type-ef-worky-er-ti)-they-have-an
immediatefamily-memberwho-has-suffered-a-disabling iiness-orinjury-and-neads-thekr
assistance:

&) —PTro-Committee—The-City-of-BasehorBepartment-Heads-semve-as-the FHO-Bank

Gemm{»t{ee—and—w#l-aémmaﬂer«th—e—ﬂ@-fsaﬁk«

)——~As-the-need-arisasremployees-may-veoluntariby-contribute-PT0-howrs-to-a
specific-empleyse—whe-has—a—persenab-illngss—or-injury--or—has—as
immedigte—famibhy—member-with—an--ilness-er-injury;-that-meets—the
criteria-established-by-this-peliey-

(22— f-an-employeals-application-forh¥0 Bank-howrsisapproved-by-the-PTO
Convmnittee-and-the-City-Administratorand-the-Bank-is-emply;-PT0-hours
will-be-solicited—from—felow--employees—by--Aaministration—via—email
andlor-memerandum-—Gonfidentiality-will-be—maintained—insefor—as
possible:

{3)—Dbonations-will-be-directly-subtracted-from-the-denators-PTO-balenee:
bonators-willhave-to-complete o form indicating-the-amount-of-time they
wish-to-contribute. - Emplayee- donations—will--be—made--on-a-totally
veluntary-basis:

{Ay——tfrrore PYGhewrs-are-donated-to-a-fellow-employee than-are-necessary:
the-excess-heurswill baplaced-in-the- PTO-Bank for future-use.

BYy—-Because-of-the-abiliby-to-apply-for-short-term-disability-insurance-after
two-weeks-eff-work-employees-will-be-eligible for-a-maximum-elf-twe

week& Of time frem- th&ﬁ?@bank#@rmtheif GWF!-—i”I%E—SS—G;‘4HjU«W-——H%hG

member-an em;a!oyeﬂ Ray-apph- %era -manird - @f four weeks-of time
from-the-Bank.-Employeescan-—-——reapplyforadditional-donations:
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{eh—procedures forthe-PTO-Committe;

R

oz N —

TS —

~Administration-will-servensthereseurce-member-of-the PTO-Committea:

All-requests—for—deonstions—for—-REO--time—should—be—submitted—to
Administration-wha-will schedule-a-meeting-and-pass-the-reguests-on-to
the PTO-Bank-Committee:

The-—PTO-—Committes—shall—keep—alt—requests-—anpd—supporting
decumentationstrictiy-confidentish-and-any-breach-of confidentialitywill
be-means—for-the-Clo-Administrater-to-dismiss-an-individual-from-the
Committee-immediately:

H-will-be--the-Commitiees—responsibility--to-determine--whether—the
applicant-merits-PTO-assistanceand-therefore-the-Committea-wil-have
the-right-te-reviev-the-applicantisieave-history-and-request-any-other
partinent-information-te-assist-therm-in-making-a-decision-regarding-the
rRGUesE:

The Cemmitiee willreview-cach-application-and-make-theirdecisien-on-a
majerity-vote—Individual-committee members-may-abstain-from-beaing
-Hvelved—in--specific-cases—based—on—the time-element-orfor
personalreasons:

B)—Administration—will—relay—ali—Committea—decisions—to—the—Gity

{6)

-

Administrator—The-City-Administratorretains-the-righi-to-everride-any
decision-made-by-the-Committee—lfthe-City-Administratorfeels the-need
to-everride-a-decision-he-will then-meetwith-the-Committee-and-eutline
the-reasens-for-his-desision:

H—the--applicationfor-PTO--time—is-approved,-but-there—are-no--haurs
avatable—in-the--Banke-the~Administration-Coordinater-will-selicit-PTO
hours-from-surrent-employeesvis-email-andfor-memorandum.-Details-of
the-employeerequest-will be-included inthe-solicikation. The-name-of the
applicantwillnot-be-revealed-unless-permission-is-received-to-de-s6.

--Administration--will-netify-the--applicant-of-the-final-decision—and-if

approved—wil-have-the-applieart's--RTG-account-eredited—with—the
appropriste-2meunt-of-donationgranted.—{-possible-the-applicant-shall
prepare-and-submit-the-appropriate-leave reguests.

Pme@d{a{«és-fe;:-emf}!@yée-‘requé&ts»ﬂfa#\»tﬁe«Bah!'w
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{4)-Applications—must-be-made-en-the -approprate-form-which-can--be
ebtained-from-Administration-orfrom-the-“Forms-Sectionof-the-City-of
BaseherPersonnel-Manuak

{2)hpplications-sheuld-be-comploted-by-the_employee-er-by-a-designated
representative-ofthe-amployee:

{3)-—The applicant must-be-aful-ime-employee-of the City-of-Baschor-and-be
employed-by-the-City-forat-least-sin-menths:

{4)The-apglicant-must-have—exhausted--all-personal-PI0-hewrs-prior-to
receiving-houwrs-from-the-Banle

{8)-——A-docter's-statement-must-accompany-al-applications-stating-the-nature
of--the—iiness—or—injury—that—has—caused—the—absence—from —work:
Applications-for-PTo-Bank-thine-due-to-the-illnessfinjury-of-an-immediate
farmily-member-shall-be-accompaniad-byverification-from-a-doctoras-to
the-diagnosis-and required-treatmentof-the-family-member

{B)——t-an-employee-leaves-theCity'semployment-after-PT0-heurs-have-been
donated-to-him—or-retrns—to-wordc-on-a-fuli-time-basis,-the-unused
denated PTO time-will revertto-the Bank.

{F)-——Once-notice-of-termination-stemployment-has-been-given;-either-by-aa
employee-ar-by-the-City-cf-Basehor-requastsTor donated-PTO-time-will
be-refused:

{e}-—The-Gity-will-continue-to-pay-health-insurencepremiums-at-the-same-rate-for
those—employees—recelving-denated—PTO-time—Employess—will- diseontinue
aceruing-PTO-benefits-after- two-weeks ef-absence from-thejob-

vou will be paid for time_lost from work due to the death of a family member up to a
maximum of three (3) reqular working days, If additiona! time is needed, employees may
use avaifable PTO,

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

Current spouse;

Children or ehildren of a current spouse;

Parents or parents.of a current spouse;
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Brother or sister;

Grandparents or grandparents of & current spouse.

F-7.

{a) _Approval for g full, three-day bereaverment leave should be authorized in advance by~
YOUr supervisor,
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{b} PTO time is available, to attend funerals other than the immediate family members+ .

listed above. Such requests should éléé he difeéted to 'vbu'r superviser,

{c] Non-exempt employvees should note that bereavement leave does not count toward«
hours worked for overtime calculation purposes.

{d)_Pay for Bereavement leave will not be made to emplovees attending a funeral or taking-
time off during periods when, for other reasons, they are not or would not have been
at work such as Paid Time Off, time without pay, holidays, leave of absence time,
weekends, and regular days off,

Worker's Compensation. An employee who is injured on the job but absent from work
less than two weeks and does not receive Worker's Compensation benefits shalf either
injured employee uses accrued PTQ, is off work ionger 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 theirhis 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 PTQO znd receive Worker's Compensation benefits
simultaneously. An employea that is injured on the job and is eligible for Worker's
Compensation benefits 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 wilf continue to provide the injured empioyee’s heaith care coverage
under the same provisions as prior to the leave for up to, but not exceeding 90 days.

Short Term Disahility 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 pian when gualifying for STD under the
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F-8.

provisions outlined by the insurance policy.

{a)

{b)

(c)

(d)

(e}

{f)

STD coverage for new full-time employees will take affecteffect on the first of
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, iflness or pregnancy, should contact the office of
Administration as soon as feasibly possible in order to process the necessary
paperwork. Failure to do so may cause the employee to be off work for a period
of time without pay due to the processing time reguired by the insurance
Company.

All claims must be supported by sufficient documentation from a medical
consuitant, identifying the nature of the injury or illness, the short and long term
prognosis, and the anticipated length 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 theirhis medical
cansultant if it is necessary to make a determination relative to the claim.

If & claim for $TD 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 also 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 against with regard to hiring, promotions and retention on the
basis of present and future membership in the armed forces.

(a)

An employee enlisting or being calied to active duty as a reservist or as a member
of the National Guard shall be reemployed upon return from the mifitary 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
accommodations for any employees returning from military duty who are disabled
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| Fo.

{b}
(c)

{d)

(f)

{a)

due to military service.
There is no differentiation between voluntary and inveluntary military service.

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 froam military service, the employee s entitled to 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
cumulative pericd of service must not have exceeded five years; emgloyees must
have been released from service under honorable or gereral conditions; and
employees must have reported back to work or applied for reemployment 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 regularly scheduted shift on the day following release from the military.
Foliowing a period of service of 31-180 days, employees must apply for
reemployment within 14 days following release. Following a period of service of
181 days or more, an employee must apply for reemgloyment within 90 days after
release. Failure to return to work or apply for reemployment within the specified
time {imits through the employee’s own fault makes that person subject to the
employer's rules concerning unauthorized absence from work.

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

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
retirement vesting and benefit accruaf purposes upon their his retusn.

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 1o two weeks, and does not gualify as
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{b)

(¢}

use PTO to cover any additional time spent on jury duty.

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

Employees who are required to appear in court or for other legal proceedings
net related to their City employment are to use PTQ or leave without pay as
needed to meet this legal requiremeant.

{e——Employees-who-receive fees-{or-jury-duty~ai-forserving-as-a-withess-or-advisar

sepdces—related--to-their-duties—with—the—Lity,—are—required-—to—turn-these
paymenis-everto-the-City-

fi-10.—Family-Medical Legve——Because-the-Gisy-of-Baseherdoss-not-currently-employ-50-or
mere-employees;,-employees-are-not-eligible for-leave-pursuanttothe-Family-Meadical
keave-Actk:

F-1110.

(a)

Travel Leave.

Authorization. Travel authorization for cut-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 vehicles
leaving the City for purposes of an emergency response. Qut-of-town trips shall be
trigs 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
Police Department, or picking up parts by the Public Works Department, or in the
event of any non-scheduled trip necessitated by department heads, no prior
approval will be needed. This is on the condition that a city vehicle is used and no
additional expenses are incurred by the employee.

Travel Request and Expense Statement. No expense voucher for out-of-town trave!
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 Trave! Request and Expense Statement are as follows:

(1) Documentaticn of permission granted to have the City vehicle outside of
the travel area.
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{c)

(d)

(e)

()

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

(3) Review of the businass purpose for City employees outside of the travel
area.

{4) An advance notice of avaifability of funds for a particular tine item in the
budget to ascertain whether 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
comgpleted 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 mistzke 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 airfine;
travel must be the most economical available. in no event will the City pay for
first class travel unless no other method of transportation is available and prior
approval from the City Administrator is received,

Officers and employees should reasonably limit 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.
All means of travel and accommodations shall be at the lowest reasonable and
appropriate class or rate available under the circumstances. If equivelent local
or in-state programs are available, such programs shafl 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 cut-of-town stay for personal reasons, the expenses associated with
such extra time are considered personal and are not reimbursable by the City.
Extending an out-of-town stay for more than one day priar 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 pricr to finalizing such arrangements. The only exceptions to an out-of-
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(g)

{h)

(i}

town stay being extended are in the case of illness, acts of nature, accident, or
injury to the employee, which would preclude the employee’s immediate return
to the City. In any event, the City should be notified of such an accusrence.

Use of City Vebhicles. The City provides vehicles to certain employees to perform
their daily functions, and these vehicles will be used for travel when necessary.
If a City vehicie 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 IRS approved mileage rate to the meeting site and back using
the shortest route possible.

Any employee utilizing their personal car will maintain appropriate liahility
insurance,__~Exempt employees Employess—in-the—-executive—management
texempt)-classification may efect 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”. “Qut of town” refers tc
any event that causes the empioyee to travel more than 30 minutes beyond
their ngrmal 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 eliminate the need to pay overtime.

City vehicles are to be used for City business purposes for travel ocutside the City.
Passengers in City vehicles should include 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.}

] 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 beit
or flat tire, anything exceeding $200, etc.), the employee will be reimbursed
upon presenting a receipt for the repair. in the event of a major breakdown of a
City vehicle, the employee should contact their Department Head Director—of
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Pablie-Warks-who will make arrangements for the repair or replacement of that
vehicle for the employee. The-Birector—of -Public-Works—wilk-contact—and
coordinote—with-—the—employeels—department—head-—approprate—travel
arrangementsso-that-the-employee may return-or-centing e-the-teip-

Employees utilizing City vehicles or their own vehicle are reminded that deviating
from normally traveled 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 alcoho! which could
resuit in the employee’s dismissal, :

All traffic offenses, parking tickets, or other vehicular violations 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 traval.

Reimbursement. The City will pay registration fees for employees to attend
authorized training programs, professional conferences, and other city-related
meetings and functions. The employee will be respensible 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. Receipts with detail on the purchase/service are required for
reimbursement in all cases. In an instance where an employee has made an
expenditure and has not received a receipt for their his-expenditure, exceptions
to this rule will ke considered by the City Administrator's Office upon
recommendations of the department head approving the travel voucher. This
will be done rarely, and only in the case of approval of the department head
upen presantation by the employee of satisfactory written explanation of the
request for reimbursement without 3 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
final 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.

31



(p)

(a)

(r}

Exceptions will be granted for extracrdinary circumstances such as when an
employee may be receiving an award, but only upon prior approval from the City
Administrator’'s Office.

On in-state or out-of-state trave!, the City will reimburse a reasonable amount
for lodging. When an employee must be booked into specific lodging area for a
conference or meeting the group rate wilf be acceptable. Agair, this is with pricr
approval from the City Administrator's Office. All employees should ascertain
whether or not government discounts are available and whether or not the hotel
or motel involved will direct-bill the City with presentation of a Tax Exemption
Certificate. A Tax Exemption Certificate should be cbtained from the Finance
Director prior to any approved travel out-of-town.

Whenever possible, the City will request that the hotel/motel bill be charged to
an assigned City credit card or direct billed to the City. if neither of the above
options are available, the employee will be reimbursed for authorized lodging
expenses upon presentation of the reguired receipts. 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
autherizing 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. Oniy City-related
expenses may be charged cn 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 hills should be paid by the employee
at check-out time. Any fees charged may be payroll deducted from the next payroll
check,

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

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

Employees will not be reimbursed for meal expenses that have been included as
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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 identifying meal{s) scheduled and applicable payment for
these meal(s). The maximum meal aliowance can be exceeded for reasonable meal
expenses integrat to conferences and banquets. The City wili not be responsible for
snacks or beverages not assaciated with meals.

An-employes that deparis Basehortwe-hours-priorto-a-regulary-scheduled-shift
is-allowed-up-to-510:00-for-broakfast—-the-employee-arrives-back-in-Basehor
two-hours-afterthe-end-of theschoduledshift-$3000-is-allowed for-dinnerwith
preper-recelpt--and—verfieation———some—ufusual-or-tnigue—instances;
department-heads-shallberespensible for-maldng determination-on-breakfast-er
dinnar--When a meal is included in a registration fee or transportation cost or
provided as an official function, the above amounts wiil be deducted from the
meal allowance. Therefore, if a continental breakfast is provided at the seminar,
no allowance for brezkfast will be allowed. If an employee is attending 2 local

{ Formatted: Font: Not Bold

{ Formattecd: Font: Not Bold

LSV S

activity or training f{less than 1 hour from the Ciy of Basehorl, no

reimbursements will be made for any meals. Reimbursements will only be made
upon prior approval, so please see your Department Head if you have guestions

on what is reasonable to be reimbursed,

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

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

Foregoing a meal does not allow the employee to accumulate eligible meat
gllowances. For example: if an empfoyee is eligible for breakfast and lunch
($30.00) but elects not to eat breakfast {$10.00) the eligibie lunch allowance will
be {$20.00).

The City will not, under any circumstances, pay for or reimburse employees for
the purchase of alcoholic beverages or aiow alcohol to be purchased with a City
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(t)

(v)

credit card.
Vehicle rental, parking fees, taxi charges, bus or shuttie fares, turnpike expenses,
and other simitar items will be reimbursed when accompanied by a receipt.

The City wiff not be responsible for personal expenses such as persanal phone
calls, beer/alcohalic beverages, snacks, beverages not associated with meals,
faundry services, or in-room movies that are either charged to the room or
gtherwise incurred,

All empioyees 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.

j F-121, Educational Tuition/Fees Reimbursement and Leave.

(a)

Any employee wishing to attend coliege or technicai school to enhance overali
knowledge, skills, 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
his department head for the reimbursement of tuition. The request must be
submitted prior to enrolling 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.

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

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

F-3212 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
10 exceed 6 months. During this leave without pay, the employee may elect to continue
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health insurance coverage with full premiums paid by the employee. A leave of absence
without pay shali not be allowed for any employee to work for another employer, or for
self-employment,

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 requeast at least 15 working days prior to
the date the leave would begin.

At the expiration of leave without pay, the employee shall return to the position
held prior to the leave,

PTO shall not be earned during leave without pay.
A leave without pay shall not constitute a break in service, but time off will not be
credited toward longevity pay, service awards, or any benefit based on time in

position,

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

I F-2413.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).

! F-1514.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 empiloyee'’s return to work.
A-copy-of cach-wiitten-leave-recard-signed-by-the-employes-and-superdsor—shall-be
forwarded-te-the-Administration-office-and-filed-in-the-employee's-persennal-file-fora
regsonable-ameuntoftime:
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G-1.

G-5.

G-6.

ARTICLE G. OTHER EMPLOYEE BENEFITS

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

Employer Provided Deferred Compensation Benefits, Fffective 8/15/2011, all eligible
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 40%-A pian for the
employee beginning with their first paycheck. For any employee hired after 8/1/20110,
there will be a three (3} year vesting period from the date of hire, at which time the
empioyee wili be fully vested. The cost of this benefit is paid entirely by the empiloyer.

KP&F Benefits. The City of Basehor elected to become a member of the Kansas Police and
Fire Retirement System. Alf eligible employees receive the benefits thereof in accordance
with state laws and guidelings, 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 KP&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 therefore 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 provided under Socia! Security and KPERS,
the City makes available to each employee who is a member of KP&F, the option of
purchasing group life insurance, agministered by KPERS, on a payroll 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 additiona! life insurance
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is paid by the employee and varies with the options selected by the employee.

G-8. Voluntary Deferred Compensation. All City employees may participate in the voluntary
deferred compensation pians offered by the City. The amount of investment in these
programs is determined by the employee, but cannot exceed limiis set by federai law.
Contributions are made through a payroll deduction basis. The amounts sefected are
invested for the employee and are not subject to federal income tax untit withdrawn.

G-9. Ogptional Insurance Programs. Ali full-time employees may apply and participate in several
optional insurance programs offered by the City through payroll deduction. The coverage
and premiums avaifable vary based on the type of insurance and package selected.

G-10. Flexible Benefit Plan. The City of Basehor provides the use of a Flexible Benefit Plan,
better known as a "Cafeteria Benefit Plan” under Section 125 ¢f 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 doliars.

- { Formatted: Font: Bold

Prograrm (EAP) which is designed to provide a confidential service for cur emplovees whose
personal problems are affecting thelr abilittes 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 is_identified and appropriate
intervention is initiated. _ This applies to situations such as_physical illness, mental _or
emotional _upset, financial hardship, marital _or family distress, substance abuse or
addiction or other gircurmstances that can detract from emplovee 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 pay the cost for the short-term counseling up o six visits through
EAP.__if an employee is referred by EAP for more intensive counseling or therapy, the
employee will ba expacted to pay this cost. The program is alsg available to immediate
family {spouse or children) of all emiployees.

Al contacts with the EAP program are completely confidentiall The records kept by EAP
may not be released either to the City of Basehor or any other person without the express
written suthorization of the staff member involved, and no one at the City of Basehor will
know of your participation unless you discuss it. You can locate contact information for the
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‘ EAP on their website ai www.atlifeeap.com (access code 8282) or by calling 1-800-466-
8282,

‘ G-123. 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 fellowing a waiting period of 2 full months which
commences with the initial date of employment.

{b} The Gaverning Body shali determing, 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.
Beginning 7/1/20%2;-the City's-participation-shall-not-execed-thefollowing-menthly
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ai(c)  Currenthy—the-City—contribuies-one-hundred-percent-{100%)-of-the -employese’s
health-—care—insurance-—premium—and-fifly.-percent-—{50%)-—of-—gualified
dependentispouse—health-—care-—insurange-—premiums.—Permanent  part-time
employees working 20 or more hours per week shall be eligible to purchase health
care insurance at the rate of one-hundred percent (100%) out-of-pocket expense.

falld} ¥ individual employees are required to contribute to the City's group health care
program, the amount of such contribution shail be a payroll deduction-end
sdminigtered-through-the Hexible-Benefit-PlanifHegally feasible.

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

{g}-—Referio sections-F-6,-Waorker's Compensation; regarding-specific-policiesfor-injured
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and-disabled-emgployeestegarding-health-care-insurance-coverage:

i) . No empioyee shall be entitled to a cash payment in lieu of health care insurance
coverage.

(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.

(h)___ 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 thevhe: (a) reaches the age of 65; or (b) fails to pay
the monthly premium payments. The retiree may elect to have the same members
of theirhis family covered as they did during employment with the City. The
retiree’s monthly premium wili be based on the COBRA rate which is established
prior to each contract year with the assistance of the Plan Administrator, Coverage
identical to the coverage experienced by active City employses. When a retired
employee terminates thelr his-health insurance coverage with the City of Basehor,
any covered dependents will have the option to continue coverage, if eligible,
under COBRA.
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H-1.

H-3.

ARTICLE H. DISCIPLINE

Authority to Discipline.  Supervisory personnel, with the approval of the City
Administrator, are responsible for the conduct ang effective performance of all employees
under their supervision, and shall have the authority and the responsibility to discipline
employees for violations of the City's personnel policies and any departmental guidefines.

Generatl Policy. The purpose of discipline is to ensure high standards of performance and
efficiency, to maintain good working relationships among employees, and to provide the
citizens of Basehor with the highest possible tevel of courteous and professional public
service. Discipline in the City organization is for the most part "self" 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. Each employee is expected to be self-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 adequate self-discipline or is not successful in
meeting the requirements of their his-job, it may be necessary for theirhis department
head or supervisor to consider disciplinary actions to correct the problem.

An emplovyee is subject to disciplinary action if:

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

() the employee's conduct refiects discradit to the City or hindess 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.

Discipiinary Actions. The following disciplinary actions are discretionary and not exclusive
of the at-wilf nature of the employment relationship,

(a) First written reprimand. A written reprimand is a written censure to an employee
by their his-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.

(k) Second Written reprimand, A written reprimand is a written censure to an
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empioyee by theirhis 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 probationary requirements may result
in additional disciplinary actions,—{this-dees—-net-refer-to-the-nitial-orientation
seved-by-new-employees):

« {A;'nrmatted: Indent; Hanging: $.5" J

(d) Salary Reduction. A salary reduction is the fowering of an employee's rate of pay
within the pay range to which the employee's position is assigned.

{e} Demaotion. A demotion is the placement of an employee into a position of a lower

pay range.
{f Suspension. A suspension is the removal of an employee from service, with or
without pay, for a specific period of time.
LR fFormatted: Indent: Left: 0" ]
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determine whether the employee wiil be suspended without pay until such time as
judgment is rendered by the court. Suspension without pay will 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 respensibility to its
citizens or to cther City employees, or if not related to job performance would place the
City's image in an unfavorabie 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 cccurred which are job related
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(a) Dacument the misconduct in writing.
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{b)

(d)

(e}

Misconduct Subject to Disciplinary Action.
may subject an employee to disciplinary action.

Determine the appropriate disciplinary action to correct the problem.

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

Give the employee an opportunity to refute the facts or argue against the proposed
disciplinary action. The employee shalt sign and may submit comments in writing
to be attached to the record of the disciplinary action,

Make a final decision as to the disciplinary action.

Notify the employee of the acticn 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 recelving such notice,

The following is a list of misconduct which
This list is not exclusive; it is only

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

action.

2

-«

“

Jd)—--Violation of personnel policies and guidelines or departmental policies and- .

guidelines.

“febp———Inattention to duty, carelessness, breakage or loss of public property or  +

funds.
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position.
,f;,,* "
Ebg, . Jnsubordination ar other breach of discipline. _ -
fgih... Discourtecus or disruptive conduct ar other offensive behavior in public, to<,

the public, or to employees and officers of the City.

b, Abuse of benefit leave, excessive absenteeism, or tardiness, .
443 Temporariy feaving the workplace without the approval of the employee’s+.
supervisor.
RERE Failure to give proper notice of absence.

LTI,

kil Unauthorized use of City time or equipment. =
t3m. | Unautherized possession of firearms or other weapons on the job. “
fmin.___Unlawful use of alcohol or drugs as referred to in Article R. o

___Perscnat or unauthorized use of City funds. “
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‘eadbb. Engaging in outside business or employment activities on City time. -

AL,

R sy g

Jn the case of acts of violence or other flagrant misconduct, serious safety violations, or
criminal offense any employee may be suspended |mmed|ately, with or without pay,
pending an investigation and review of the matter.

An employee may be suspended with pay after being arrested for a crime and while
awaiting legal adjudication, or when he has been charged with misconduct while 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
employee that serves under theirkis supervision, a recommendation substantiated with
written documentation can be submitted to the City Administrator for consideration. With
the exception of appointed positions, the City Administrator is ultimately responsible for all
employment terminations. Examples of serious misconduct for which an employee may be
terminated are listed below. The following fist is not exclusive; it is only representative of
the types of misconduct which subject an employee to termination. Causes for
termination unider this section also constitute misconduct for which an employee may be
subjected to disciplinary action other than termination.

{(a) Conviction of a felony or canviction of driving under the influence of alcohiol or
drugs while operating a City vehicle,

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

(c) Willful or continued violation of personnel policies and guidelines or departmental
guidelines.

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

=) 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.
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G
{g)

(h)

g

Insubordination or other breach of discipline.
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 lawful official regulation or order, failure to obey any
proper direction made by a supervisor or depariment 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 required as a condition of City empioyment.

Material falsification of application for City employment, making a false statement
or report in regard to any test certification, or appointment or any attempt o
comimit any fraud that violates the merit principles 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 cbtaining maney or other items of service or value through the
empioyee’s position in the service of the City.

Discharge of duties in a manner which results in discrimination to any person on
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the basis of race, creed, color, sex, age, physical or mental disability, or nationai
origin.

Any unauthorized absence from duty shall be deemed to be an absence without
pay, however, when that absence continues for three or mere 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 I. VOLUNTARY SEPARATION

Resignation. An employee who terminates employment voluntarily shail be terminated in
"good standing", providing the employee gives 2 minimum of 2 weeks notice to theirkis
department head.

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

position in accordance with Article D at a later date, must again complete the hiring
process. If rehired, the empioyee will start out as a new employee.
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K-1.

K-2.

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 slurs, jokes, and othar
verbal, graphic, or physical conduct relating to an individual's race, color, sex, religion,
national origin, citizenship, age, or disability. "Harassment” also includes sexual advances,
requests for sexual favors, unwelcome er 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 individuai's employment; {2) submission to 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.

Although 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.

tHarassment Policy.

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

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

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

{d) Any employes, supervisory or nonsupervisory, found to have engaged in
harassment of another employee will be disciplined, up to and including
terminationdischarge.

Harassment Complaint Procedure. Any employee who feels he is being subject to
harassment should immediately contact one of the persons listed below with whom the
employee feels the most comfortable. Complaints must_be_made in writing tomay-be
made-orally-erinwritingto:

(&) The employee's immediate supervisor
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K-4.

{b) The employee's department head

() The City's Human Resource consultant hr-haven 913.940.5391Human-Reseurce
Selutions-at 913-823-685%
{d) Other supervisory personnel

{e) The City Administrator

(f) The Mayor

The employee should be prepared to provide the following information:
(a) Employee’s name, department, and position title;

{b) The name of the person or persons committing the harassment;
{c) The datels) and approximate time(s) of the harassmenf;

(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 resuit of the harassment, or any other threats
made against him as a result of the harassment;

(e} Witnesses to the harassment, if any;

f) Whether he has previously reported such harassment and, if s0, when and to
whom.

The employee filing a harassment comglaint 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 theirkis 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 complzints, although
the City Administrator may delegate 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 complaint, and the Mayor shalf be substituted in piace
of the City Administrator for ali aspects of the complaint, and any records pertaining to
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such complaint. The following procedures shall apply to the receipt, review, and handfing
of such complaints:

(a)

{c}

(d)

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

The investigator shall make and keep a written record of the investigation,
including notes of verbal responses made to the investigator by the person
compiaining of harassment, witnesses interviewed during the investigation, the
person against whomn the complaint of harassment was made, and any other
parson 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
rotification 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 behatf.

Based upon the investigation report, the City Administrator shall 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.

i it is determined that the complaint of harassment is founded, the City
Administrator shall take immediate and appropriate disciplinary action against the
employee guitty 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 morate, pubiic perception of the
offense, and the light in which it casts the City shall be taken into consideration.
The discipfinary action may include demotion and/or suspension, termination,
warning, or reprimand. A determination of the level of disciplinary action shall also
be made on a case-by-case basis.

H# it is determined that the complaint of harassment is unfounded, the City

61



K-6.

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 disciplinary
action taken.

{j) 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 employee.

Records of a Harassment Complaint. All records, except those affected by Kansas Open
Records Act, concerning & 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.
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ARTICLE L, POLITICAL ACTIVITY

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

{a)

As private citizens, employees may participate in ail political activities, including helding
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 efective 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 leave of absence without pay
under Section F-13. An employee is considered to be a candidate for elective office once
all statutory requirements have been met to qualify as a candidate.

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

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

The purpose of this palicy 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 2 second joh
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 recuest must be submitted and apgroved
by an employee’s department head prior to an employee becoming self-emploved or accepting
outside employment,
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N-2.

N-4.

ARTICLE N. WORKER SAFETY

General Safety. All employees are required to wear appropriate safety equipment and
follow appropriate safety precauttons according to City and/or departmental policy at ali
times. Failure to comply with safety policies may result in disciplinary action. The City of
Busehor “Safety Progrom” in its entirety can be found in the policy section of this manual.

Physical Fitness. it shall be the responsibility of each empioyee 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 by the department head and approved by the City Administrator. The cost
of the physical examination shall be pald by the City.

Smoking, Due tc the January 7, 1993, report of the Envircnmental Protection Agency
(EPA) regarding the effects of secendhand 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 as-lnappropriatafor smoking purposes.

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

Bloodhorne Pathogens. In accordance with the OSHA Bloodborne Pathogens Standard, 29
CFR 1910.1030, and the Kansas Department of Administration Industriat Safety and Heaith
Regulations, the City has established an Exposure Control Plan in an attempt to eliminate
or minimize the exposure to potentially infectious 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 poficy 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 resgonsible 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 employee who
does not report equipment and facitity damages, regardless of cause, will be subject to disciplinary
action up to and including termination.

No equipment, materlal or supplies belonging to the City shall be removed fram its location or
used without proper authority, Vehicles and other equipment assigned to individual personnel
shall be used only for City work or business. Proper maintenance of work stations, with regard to
cleanlingss, safety and efficiency, shall be required of all City employees.
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ARTICLE P. WORKPLACE VIOLENCE

{a) 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.

(b} 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 workpface.

{c) Employees who feel subjected to any of the behavior described above, who observe or
have knowledge 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 law enforcement authorities first,
and then report the incident to their supervisor.

(d) Employees who engage in behavior that violates this policy are subject to disciplinary
action up to and including discharge. Visitors who engage in behavior that violates this
policy may be 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 faifing to report actions which fall under this policy or failing to take appropriate
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.

{e) 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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ARTICLE Q. TRANSPORTATION
G-1.  Use of City Owned Vehicles.

{a) City owned vehicles are to be used for official City business only. Assignments 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.

{c) Employees who do not have a City vehicle on a daily or 24 hour basis, and are
called out on an emergency basis, should recerd 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.
{g}-——-Use-of-a-cellelarphone while- driving 2-sity-owned vehicle s grahibited.

Q-2-—bMileage-from-Heoma to-Werk-in City Vehiclas.—Theuse-ofa-City vehicle-to-commute-to-and
from-werk-is—censiderad-a-taxable-benefit-by-the-IRS and-will-be-handled-based-enJRS
guidelines-{Subject to-chanpe-with RS regulations.}

Q-3. 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 Xansas driver's license which must be on or accompanying
the employee when driving such a vehicfe. Seat belts shalt be worn by all City emgployees
and passengers while operating or riding in a City vehicle in accordance with State Statutes.
Failure to comply with these palicies will cause the employee to be subject to disciplinary
action up to and including termination.

Q-4.  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 dane regardless of how miner 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 al accidents to their
Department Head, Department Heads are responsible for taking proper action on all
accidents reported, including processing the correct paperwork and informing all parties
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Q-5.

Use of Private Viehicles 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.

Briver License Reviews. The City reserves the right to annually review the driving record of
alt 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 liability in the
event that a City employee has an accident and someone is injured or proparty is damaged
and to help ensure accountability and responsibility 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 warkplace for ali City
employees and the general public,

(a)

(b}

(c}

(d)

(e)

All employees—helding -safety-—sensitive—positions,~as—established—in—-persennai—iob
deseriptions, will be subject to a random drug_or alcohol screening program.

Following a job offer, a drug screening wili be performed on all fuli-time and part-time
applicants and may be performed on seasonal appficants. Additionaily, all employees will
be subject to drug and alcohol testing for the purposes of reasonable suspicion, post injury
accident, and return to duty scresning.

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

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.

No employee shail report for duty or remain on duty while having an alcohal concentration
of .02 or greater.

No employee shall refuse to submit to an alcohol or controlled substance test if said test is
required due tO a post injury accident, reasonable suspicion, or return-to-duty
reguirement. Behavior that constitutes 2 refusal to test includes, but is not limited to,
refusing to provide a specimen, tampering with a specimen, failing to appear for testing
within 1 hour 20-minutes of notification, leaving the scene of an accident without just
cause prior to submitting to a test, leaving the collecticn facility prior to test completion,
faifing to permit an observed or monitored coliection when required, failing to take a
second test when required, failing to undergo a medical examination when required, failing
to cooperate with any part of the testing process, or once test is underway, failing to
remain at site and provide a specimen.

When Involved in a motor vehicle accident, an employee must remain readily available to
be tested for alcohol and controlled substances as soon as practicak-if-requested-to-do-so
by-a-supervisor, If an accident involves a human fatality, the employee operating the
motor vehicle must report for alcohol and controlled substance testing as soon as possible.
If there is bodily injury with immediate medical treatment away from the scene or
disabling damage to any motor vehicle requiring tow away whereby the employee has the
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potential to be issued a citation, the employee operating the motor vehicle must report for
alcohol and controiled substance testing as soon as possible,

(h} All employees are subject to reasonable suspicion alcohol and/or drug testing. Examples of
reascnable suspicion include, but are not limited to, the following:

(1) Physical signs and symptoms consistent with prohibited substance use or alcchol
misuse.

(2} Evidence of the manufacture, distribution, dispensing, possession, or use of
contrelled substances, drugs, alcohol, or 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.,

{i) 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 who fails a drug or alcohol test may be giver an opportunity to retain_their
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.

{k} All costs associated with an evaluation and rehabilitation program are the responsibifity of
the employee.

6] A second positive drug or alcohot test will result in immediate termination of employment.
{m)  Proven use of alcohot 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.

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

| {e}-——Employees undergeoing prescrived medical treatment for a controlled substance must
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report and verify this treatment to their supervisor.
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§-1,

ARTICLE S, RESIDENCY

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

(a)
(b}
{c)

The City Administrator shall live within the city limits.
All employees shall 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 above, as of july 1, 2010, is “grandfathered” and not
subject to this ordinance until such time as they move.

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

{a}

(b}

{c)

{d}

{e)

if an employee moves outside the required residency boundary, such employee
shall be considered to have resigned _their-his position with the City.

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

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

It shall 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 promuigate, in writing, rufes and

reguiations which shali be reasonably necessary for the purpose of carrying out the
provisions of this policy.
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{a)

{b)

0

(k)

{h

ARTICLET. COMPUTER USAGE

Alt 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 ficensed. tnauthorized copying of licensed software is
itlegal and is strictly prohibited.

The ity Administrator or_their-his designee shall instadl all software on City owned
computer equipment and will be responsibie 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 conrection 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 others, 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 reserves 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 to attend specific training courses relative to the nature
of their position.

Employees in violation of this policy shall be subject to appropriate disciglinary action up to
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and including termination.
ARTICLE U. CELLULAR TELEPHONE USAGE
The purchase and assignment of cellular telephones shall 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) Cellufar telephones are not to be used when a less costly alternative is readily available.

tie}——-Cellular telephones provided by the City are intended to be used solely in the conduct of+.

City business. N@«pe;senneH-Jsevgf«(;iwphenes-ié-a#iewe@exeeptasﬂu{:ﬁhed-muﬂ{-e)a

[y -
{e)———Gelllarservices for-certain-supervisory-stath-as-deemed-necessary-by-theGity
Administrateor—wil-be-bifled-as—a-taxable-benefit-and-will-not-fall-underthemonthiy
temizration-process—Additional-charges-incurred-by-select-superdisory-stafithatis-not
part-of-their package-phan-will-need-to-be-reimbursed-to-the-Gisy-at-the-actual-amount
charged-by-the-cellularprovides

Pl

(8¢l _The employee assigned the use of a ceflular telephone is expected to exercise discretions .

regarding persons having access to their cellular telephone number in an effort to
minimize telephone usage costs.

Usage such as text messaging and data services of any kind, including pictures
transmission via cetfular means, will be the responsibility of the user at the actual cost
charged by the ceflular provider. An exception would be services that are part of an
existing package on select telephones.

o

-

{e) ___Employees are reminded that cellular telephones should not be considered secure.
Therefore, empioyees should use discretion in relaying confidential information, and
reascnable precautions should be made to prevent equipment theft. Reasonable
precautions should also be taken regarding loss or general damage to the telephone and
related equipment.

{e}-—d-is-the-employee’s-responsibility-toreimburse-the-Gity-for-the-replasement-of+ -

damaged-er-est-telephonas-and equipment,-unless-the-department-head-choosas-to
replace-the-telephonethrouwgh their-departmental-budget.

(f} Employees who violate this policy shall be subject to appropriate disciplinary action up
to and including termination.
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{c)

{e)

ARTICLE V. EMPLOYEE DRESS AND GROOMING

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

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

(1) Employees are expected to dress in a manner that is normally acceptable in similar
business establishments. Employees should not wear suggestive attire;-jeans,
athletic clothing, shorts, t-shirts, novelty buttons, basebali hats, and similar items of
casuaf 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 regardless 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 exgosure 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
professioral manner. Specific regulations regarding uniforms may be adopted by
individuat departments, but generally, uniforms will include a City emblem and will identify
the employee and department. Employees are not to 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 estzhlish casual days on which the dress guidelines will vary.
On these accasions, 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.

66



All employees are to adhere to safety rules and regulations relating to the type of clothing
required, the shoes worn, jewelry, 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 result in discipiinary
action.
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ARTICLE W. INCLEMENT WEATHER

. ta}-——Generally, inclement weather does not warrant the closing of City facilities. Every+ - - "fFormatted: Indent: left: -0.5"

employee is -expected to make every attempt to report to work as usual. Some City operations
and activities must continue regardless 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.

i) M local weather conditions make it impossible for non-emergency personnet to report to- '{ior??;tetd: Font: (Default) +Body, Condensed
HIIONS Mmake I AR v 0.152

work, the employee is expected to notify their-his supervisor in the same manner as for any other
{ Formatted: No bullets or numbering

absence. PTQ or leave without pay may be used.

] {e} If weather conditions become progressively worse during the course of the work day, all - -{ Formatted: No bullets or numbering

employees will be expected to finish out their work schedule unless granted leave or contrary
instructicns are received from the City Administrator.
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X1

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 efficlent, effective and
professional manner. Employees shouid always remember that the citizen comes first and
areis entitled to the same thoughtful treatment that employees would like to receive.

(a) Questions, complaints, and inquiries from citizens shouid be given immediate
attention. if a citizen/customer does baecome 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 inquiries shall be followed up within a reasonabte 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 tetally
unacceptable. Such behavior could result in disciplinary action or termination of
employment.

Media Refeases. City employees who receive reguests for infarmation from the media
should 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 more apprapriate for that office to respond to the reguest. A department head
that cheoses 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 shail act as the local Freedom of Information Officer

and shall address any requests or questions relative to the Kansas Open Records Act as
adopted by K.S.A, 45-221.
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City of Basehor
Agenda Item Cover Sheet

Agenda Item No. 8

Topic: Interim City Administrator salary adjustment

Action Requested: Approve salary adjustment for Interim City
Administrator position.

Narrative: Lloyd Martley has held the position of Interim City
Administrator since September 2011. Currently the salary for this position
is 1,095.47 per month and is exempt. During the work session the council
agreed to increase the pay for this position by 1,000.00 per month starting
1-1-2013 and the position will remain exempt.

Presented by: Lloyd Martley, Interim City Administrator

Administration Recommendation: Approve proposed increase of 1,000
per month

Committee Recommendation:

Attachments: None

Projector needed for this item?

No




City of Basehor
Agenda Item Cover Sheet

Agenda Item No. 9

Topic: Release agreement with Brian Healy

Action Requested: Approve resolution 2012-26

Narrative: On October 9, 2012, the City replaced the entire grinder pump
system at 18175 Cypress, due to a complete failure. The construction of the
new system and the depth of the grinder pit replacement caused the removal
of small trees, shrubs, bushes and general disturbance of the yard. Per
policy when construction of this nature is completed we are required to
restore the property equal to or better than its original form. It is estimated
that the cost of restoring this property would be $1,200.00 dollars. The
landowner has agreed to complete the restoration himself and release the
City from all liabilities and responsibilities related to this project for the
payment of $1,200.00 doHars.

Presented by: Gene Myracle/Lloyd Martley

Administration Recommendation: Approve resolution 2012-26

Committee Recommendation:

Attachments: Release agreement, Resolution

Projector needed for this item?

No




RESOLUTION NO. 2012-6026
A RESOLUTION APPROVING AND AUTHORIZING THE MAYOR TO
EXECUTE THAT CERTAIN RELEASE AGREEMENT BY AND BETWEEN
THE CITY OF BASEHOR, KANSAS AND BRIAN AND DEBORAH HEALY
REGARDING REPLACEMENT OF SEWER EQUIPMENT.

WHEREAS, the City of Basehor, Kansas wishes to enter into that certain Release
Agreement, attached hereto as Exhibit A.

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF THE
CITY OF BASEHOR KANSAS:

Section 1, That the Governing Body approves and hereby authorizes the Mayor to
execute the Release Agreement, attached as Exhibit A.

Section 2. That this resolution shall become effective upon passage.
PASSED by the Governing Body this __ day of December, 2012.

APPROVED by the Mayor this _ day of December, 2012.

[SEAL]

David Breuer, Mayor

ATTEST:

Corey Swisher, City Clerk

APPROVED AS TO FORM:

Shannon M. Marcano, City Attorney

{32233 /63827, 419402. }



Exhibit A
Release Agreement

To be attached.
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RELEASE AGREEMENT

THIS RELEASE AGREEMENT ("Agreement") is executed by the City of Basehor,
Kansas (the "City") and Brian and Deborah Healy (the "Landowners™) on the 5  day of
December, 2012,

I. Background. The Landowners own the property located at 18175 Cypress in the
Cedar Lakes Subdivision, Basehor, Kansas. On October 9, 2012, the City replaced the entire
grinder pump system at 18175 Cypress, due to complete failure. The new system was purchased
from Haynes Equipment Company and installed by a private contractor utilized by the City. The
system replacement was completed on October 9, 2012, The construction of the new system and
the depth of the grinder pit replacement caused the remova) of small trees, scrubs and bushes and
general disturbance of the Landowners' yard. It is estimated that the cost to restore the yard to its
original or better condition will be $1,200. The restoration was not, and will not be, be
performed by the City.

2. Agreement. The City shall cause payment of $1,200 to be made to the Landowners
for the restoration of the yard to its original or better condition.

3. Mutual Release. In consideration of the payment described above and in provision of
the releases, covenants and promises set forth in this Agreement, the sufficiency of which the
patties acknowledge, the parties for themselves, successors and assigns expressly release each
other and each other's party successors and assigns who are or might be Hable, none of whom
admit any liability but expressly deny any liability whatsoever from any and all claims and
demands of whatever nature, actions and causes of action whether known in law or in equity,
damages, costs, fees, expenses, loss of service, compensation and suits of any kind, whether
known or unknown, that exist as of this date from or on account of or in any way growing out of
which may be traced either directly or indirectly to the replacement of the grinder pump system,
including all claims raised or that could have been raised by either party, and all claims arising
from any alleged misrepresentations, acts of deceit or arising from any act, omission, matter,
event or occurrence occurring at any time through the date of this Agreement.

4. Denial of Liability. Nothing stated in this Agreement shall be construed as an
admission of liability by any party. This Agreement shall forever settle, adjust or discharge any
and all claims which the parties may have against each other arising from the actions or inactions
described in this Agreement, and each party shall pay its own costs and attorneys' fees.

5. Entire Agreement. This Agreement contains the entire understanding between the
parties with respect to its subject matter, and supersedes all other prior and contemporaneous
agreements and understandings, inducements or conditions, express or implied, oral or written,
except as contained in this Agreement. The express terms of this Agreement control and
supersede any course of performance and usage of the trade inconsistent with any of its terms.
This Agreement may not be modified or amended other than by agreement in writing and
signature by the parties.

{32233 /65827, 419292. }



6. Voluntary Agreement. The parties acknowledge that they have read this Agreement,
have had the opportunity to consult with their own attorneys prior to executing it, and that they
have fully understood this Agreement. This Agreement has been executed by persons having
full power and authority to bind the named signatories.

- THE CITY OF BASEHOR, KANSAS

Mayor David K, Breuer

ATTEST

Corey Swisher, City Clerk

LANDOWNERS

Brian Healy 7

3 (D«c L7 D

Date

| 4 Q(M/ :

Deborah Healy

5@% D0 b

Date

{32233 /65827, 419292, }



The City of Basetron

Date: December 11, 2012
To:  Basehor Mayor & City Council
Interim City Administrator/Police Chief Lloyd 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 t0 2019 $1,535,000

and Improvement Bonds
General Obligation Bonds 2005 August 15, 2005 2014 t0 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, The estimated savings is currently $388,000 and is
subject to market movement.

Action Requested of Council:
Approve Resolution 2012-28.

Attachments:
Resolution 2012-28



GILMORE & BELL, P.C.
DRAFT: NOVEMBER 26, 2012
SALE DOCUMENTS V1
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G.O. SALE DOCUMENTS

Excerpt of Minutes of Meeting authorizing offering for sale of Bonds
Resolution for a Public Sale

Certificate Deeming Preliminary Official Statement Final

SLGS Application Letters

Notice of Bond Sale

Official Bid Form




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.

Councilmember presented and moved the adoption of a Resolution entitled:

RESOLUTION 2012-28 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 Resolution. 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.

(Other Proceedings)

[BALANCE OF THIS PAGE INTENTIONALLY LEFT BLANK]
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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. 2012-28

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 environment, 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 2014 t0 2019  §1,535,000
and Improvement Bonds

General Obligation Bonds 2005 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 lssuer is to prepare and distribute a
preliminary official statement relating to said general obligation refunding bonds; and

WHEREAS, the lIssuer 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 decument 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 shalf
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
trangmitting certain financial information and operating data and other information necessary to comply
with the Rule to the Municipal Securities Rulemaking Board; and (c¢) 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 earlier, 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 lIssuer, 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 Sccurities 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.

[BALANCE OF THIS PAGE INTENTIONALLY LEFT BLANK]



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
[ssuer. 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}(1)
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
Issuver: City of Basehor, Kansas
Tax L.D. No: 43-] ]
Bonds: General Obligation Refunding Bonds, Series 2013-A (the “Bonds™)
Financial Advisor: Springsted, Incorporated, St. Paul, Minnesota 55101-2887
Underwriter: TBD
Liscrow 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 Bureau 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 SL.GS 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 SLGS (other than a zero-interest SL.G).

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 subscription, 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
$3,620,0060
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 Hous™), 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 1, 2013 (the “Dated
Date”), and will become due in principal installments on September 1 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 | and September i 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 later 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 fifteenth 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 writien 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 securitics
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 fransmitting 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 to 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 less 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 | in the years 2022, and
thereafter, will be subject to redemption and payment prior to 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 issued as term bonds (the “Term Bonds™) scheduled to mature in the latest of said consecutive years and
subject to 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. Al
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.

Aauthority, Purpose and Security. The Bonds are being issued pursuant to K.S.A. 10-427 ef 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 (ransmission 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 1720 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. EFach bidder shall certify to the Issuer the correctness of the
information contained on the Official Bid Form; the Issuer 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 fo
the Submittal Hour. The Deposit may be submitted in any of the following forms may be submitted in any of the
following lorms:



(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

Contemporaneously 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 (c) 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 rcasonable 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. 1f such funds are not received by such time, the Surety Bond may be drawn on by the Issuer o
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. If 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. 1f 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 Issuer 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 to 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 shali 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 Jaws 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-32”) 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 Bord 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 to 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. Failure of the municipal bond
nsurer 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 nomince
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 to 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 (c) 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 Submittal 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 afier 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 Vehicles ...

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

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 Infermation. 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 Faith 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 Baschor, Kansas

For $3,620,000 principal amount of General Obligation Refunding Bonds, Series 2013-A, of the City of Basehor, Kansas, to be dated
February 1, 2013, as described in the Notice of Bond Sale dated December 17, 2012, said Bonds 1o bear interest as follows:

Stated Annual Stated Annual

Maturity Principal Rate of Maturity Principal Rate of

September 1 Amount Interest September 1 Amount Interest
2014 $430,000 o 2026 170,000 %
2015 423,000 % 2021 175,000 %
2016 425,000 _ % 2022 175,000 L7
2017 435,000 % 2023 175,000 173
2018 426,000 % 2024 180,000 L7
2019 425,000 % 2025 185,600 o,

the undersigned will pay the purchase price {or the Bonds set forth below, plus accrued interest to the date of delivery.

PENCIPAL AIIOUIL 1. 1oviiiiiitiitits ettt e ssa s st se8 4 b b s et ee e et et seesaes e s e eeeeetes e eenetesreeearaees $3,620,000.00
Plus Premium (I ANY) oo ittt ee ettt e e eesa et e et etese et areta e et anererasens
TOAL PUICHASE PTICE 1ot st st ettt es et et ete e e e et e et e e ee e enenn $

Total interest cost 10 maturity at the rates SPECiliEd vt $
Net interest cost (adiusted for Discount and/or Premitm) ..o enesss e 3
TrUE ERETESE COSBE 11t e b e et ease et et ee bt ottt e et ettt ea e er et ree s ene %

O The Bidder elects to have the following Term Bonds:
Maturity Date Years Amount*
September 1, o ¥
September 1, 0 $
*subject 10 mandatory redemption requirements in the amounts and at the times shown above.

This proposal is subject 1o all terms and conditions contained in sazid Notice of Bond Sale, and if the undersigned is the Successfui Bidder,
the undersigned will comply with all of the provisions contained in said Notice., A cashier’s or certified check, a wire transfer or a qualified financial
surety bond in the amount of $72,400.00 payable to the order of the Issuer, accompanics this proposal as an evidence of good faith. The acceplance
of this proposal by the Issuer 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.

Submitied by:

(LIST ACCOUNT MEMBERS ON REVERSE) By:
Telephone No. ( )

ACCEPTANCE

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

Adtest:

Clerk Mayor

NOTE: No additions or alieratiens 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 Sireel, Baschor, Kansas 66007, facsimile bids may be filed with Springsted,
Incorporated, Fax No. (651) 223-3046 or electronic bids may be submitted via PARITY®, at or prior to 10:00 a.m., Ceniral Time, on
Jarmary 14,2013, Any bid received after such time will not be accepted or shall be returned to the bidder.



Date: Deccember 11, 2012
To:  Basehor Mayor & City Council
Interim City Administrator/Police Chief Lloyd Martley
From: Corey Swisher, City Clerk/Finance Director
Re:  Establish Bond Sale Date and Terms

Background:

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 t0 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. The estimated savings is currently $388,000 and is
subject to market movement.

Action Requested of Council:

A motion to establish the bond sale date of January 14, 2013 at 10:00 a.m. with the terms
included in the attachment. That evening Council will be asked to consider the award of the
bonds.

Attachments:
Recommendations for Issuance of Bonds.



City of Basehor, Kansas
Recommendations for Issuance of Bonds

$3,620,000 General Obligation Refunding Bonds, Series 2013-A

The Council has under consideration the issuance of bonds to refund two outstanding general obligation bond issues
of the City. This document provides information relative to the proposed issuance.

KEY EVENTS: The following summary schedule includes the timing of some of the key events that will
occur relative to the bond issuance.
December 17, 2012 Councit sets sale date and terms
Week of January 7, 2013 (est.) Rating conference is conducted
January 14, 2013, 10:00 a.m. Competitive bids are received
January 14, 2013, 6:00 p.m. Council considers award of Bonds (Special meeting)
January 30, 2013 Proceeds are received
RATING: Application will be made to Standard & Poor's Ratings Services for a rating on the Bonds.
The City's general obligation debt is currently rated "AA-" by S&P.
THE MARKET: Performance of the tax-exempt market is often measured by the Bond Buyer's Index ("BBI")
which measures the yield of high grade municipal bonds in the 20" year for general
obligation bonds (the BBI 20 Bond Index) and the 30" year for revenue bonds {the BBI 25
Bond index). The following chart iliustrates these two indices over the past five years.
BBI 25-bond (Revenue) and 20-bond {G.0O.) Rates for 5 Years
Ending 11/29/2012
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POST ISSUANCE
COMPLIANCE:

SUPPLEMENTAL
INFORMATION AND
BOND RECORD:

PURPOSE:

The issuance of these bonds will result in post-issuance compliance responsibilities. The
responsibilities are in two primary areas: i) compliance with federal arbitrage requirements
and ii) compliance with secondary disclosure requirements.

Federal arbitrage requirements include a wide range of implications that have been taken
into account as your issue has been structured. Post-issuance compliance responsibilities
for your tax-exempt issue include both rebate and yield restriction provisions of the IRS
Code. In general terms the arbitrage requirements control the eamings on unexpended
bond proceeds, including investment earnings, moneys held for debt service payments
(which are considered to be proceeds under the IRS regulations), and/or reserves. The
City will not meet an expenditure exception to rebate because proceeds will be invested in
an escrow account until the call date of the prior bonds. Arbitrage rules do not permit
investment earnings on the escrow account to exceed the yield on the bonds; therefore no
arbitrage would be earned. Certain proceeds may remain subject to rebate and yield
restriction provisions will still apply to the debt service fund and any proceeds that remain
unspent after three years. These funds should be monitored throughout the life of the
issue.

Secondary disclosure requirements result from an SEC requirement that underwriters
provide ongoing disclosure information to investors. To meet this requirement, any
prospective underwriter will require the City to commit to providing the information needed
to comply under a continuing disclosure agreement,

Springsted currently provides arbitrage and continuing disclosure compliance services to
the City under a separate agreement. . This issue is included in the agreement.

Supplementary information will be available to staff including detailed terms and conditions
of sale, comprehensive structuring schedules and information to assist in meeting post-
issuance compliance responsibilities.

Upon compietion of the financing, a bond record will be provided that contains pertinent
documents and final debt service calculations for the transaction.

The Bonds are being issued to refund (i) portions of each of the September 1, 2014
through 2019 maturities of the City's General Obligation Refunding and Improvement
Bonds, Series 2004, dated January 15, 2004 and (ii} the September 1, 2014 through 2025
maturities of the City's General Obligation Bonds, Series 2005, dated August 15, 2005
(together the “Prior Bonds"). The transaction is being undertaken to achieve interest cost
savings.

The Series 2004 Bonds were originally issued to (i) redeem certain outstanding temporary
notes of the City that financed improvements in the Falcon Lakes Subdivision and (ii)
advance refund the City's General Obligation Bonds, Series 1997A. The Series 1997A
Bonds may not again be advance refunded on a tax exempt basis. Therefore, the principal
portion of the Series 2004 Bonds atfributable to the refunding of the Series 1997A Bonds is
not being refunded by this Issue and the City will continue to pay debt service on the non-
refunded portion of the Series 2004 Bonds. The un-refunded portion of the Series 2004
Bonds totals $105,000, representing annual principal payments of $15,000 due 2013
through 2019.

The Series 2005 Bonds were originally issued to redeem certain outstanding temporary
notes of the City issued fo finance improvements in the Pinehurst Subdivision.
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AUTHORITY:

SECURITY AND
SOURCE OF
PAYMENT:

STRUCTURING
SUMMARY:

SCHEDULES
ATTACHED:

RISKS/SPECIAL
CONSIDERATIONS:

SALE TERMS AND
MARKETING:

FEDERAL
CONSIDERATIONS
AND/OR
REQUIREMENTS:

The Bonds are being issued pursuant fo the laws of the State of Kansas, including
K.S.A 10-101 to 10-125, inclusive, and K.S.A. 10-427 ef seq., all as amended and
supplemented.

The Bonds will be general obligations of the City, secured by its full faith and credit and
taxing power. The City expects to make the debt service payments from a combination of
special assessments and tax levies.

The issuance of the Bonds is being conducted as a crossover advance refunding in which
the proceeds of the Bonds are placed in an escrow account with a major bank and
invested in government securities. These investments and their earnings are structured to
pay interest on the Bonds fo and inciuding September 1, 2013 (the call date of the Prior
Bonds), at which time the escrow account will prepay the remaining principal of the Prior
Bonds. The City will continue to pay the originally scheduled debt service payments on the
Prior Bonds through the September 1, 2013 call date. After the call date, the City wili cross
over and begin making debt service payments on the Bonds, taking advantage of the lower
interest rates.

At the direction of City staff, the Bonds have been structured to provide for even annual
savings on each of the Prior Bonds and with a term matching that of the Prior Bonds.

Based on current interest rates, these refunding transactions, taken as a whole, are
projected to result in average annual savings of $45,500 for the first six years and $24,900
for the final six years. The total future value savings is estimated at approximately
$418,480, with a net present value, after all expenses, of $387,950.

For the Bonds we have attached schedules showing: a preliminary feasibility summary, a
combined savings schedule given the current interest rate environment and a schedule of
debt service requirements.

The outcome of this financing will rely on the market conditions at the time of the sale. Any
projections included herein are estimates based on current market conditions.

Variability of Issue Size: A specific provision in the sale terms permits modifications to the
issue size andfor maturity structure to customize the issue once the price and interest rates
are set on the day of sale.

Prepayment Provisions: The Bonds maturing on or after September 1, 2022 may be
prepaid at a price of par pius accrued interest on or after September 1, 2021.

Bank Qualification: The City does not expect to issue more than $10 million in tax-exempt
obligations that count against the $10 million limit for calendar year 2013; therefore, the
Bonds are designated as bank qualified.

The Bonds are an advance refunding under federal tax law and may not themselves be
advance refunded using tax exempt bonds. If market conditions permit, a current
refunding could be done at or after the call date. Tax exempt advance refunding
transactions have restrictive federal arbitrage limitations that pertain to the escrow account
and the earnings thereon,
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Coincident with the sale of the Bonds, a verification agent will be retained by the City to
confirm that the refunding escrow is in compliance with federal yield restrictions and also to
verify the adequacy of the escrow to satisfy its cash fiow requirements.
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$3,620,000
City of Basehor, Kansas

General Obligation Refunding Bonds, Series 2013
Crossover Refunding of Series 2004, 2005

Preliminary Feasibility Summary

Dated 01/30/2013 | Delivered 01/30/2013
Series 2013

Series 2013

Ref 2004 Ref 2005
Sources Of Funds
Par Amount of Bonds........coooii e $1,580,000.00 $2,040,000.00
Total SOUECES .o s e s 31,580,000.00 $2,040,000.00
Uses Of Funds
Deposit {0 Crossover Escrow FUnd......ooooo i 1,541,752.72 1,988,834.74
Costs of ISSUANCE.....ooco i 22 696.13 29,303.87
Total Underw riter's Discount (0.950%}).. 15,010.00 19,380.00
ROUNAING AMOUNL.......oiiiiii e 54115 2,481.39
Total USES . nsmssnsesesinssssssssssssssmesneneenn 91,580,000.00 $2,040,000.00
Flow of Funds Detail
State and Local Government Series (SLGS) rates for................ 11/28/2012 11/2812012
Date of OMP Candigates ...
Primary Purpese Fund Solufion Method. ..., Net Funded Net Funded
Total Cost of Investments.......ccooveviiicenn . $1,541,752.72 $1,988,834.74
Interest Earnings @ 0.139%.. . 1,241.84 1,601.86
TOLAI DIAW St ettt ae e ee e $1,642,994.56 $1,950,436.70
PV Analysis Summary (Net to Net)
Net PV Cashflow Savings @ 1.321%(Bond Yield)...................... 127,076.75 257,852.78
Contingency or Rounding AmMOUNL. ... e 541.15 2.481.39
Net Present Value Benefit............cccoooveiieeeec i $127817.90 $260,334.17
Net PV Benefit / $3,510,000 Refunded Principal...........cccoonn. 8.314% 13.181%
Net PV Benefit / $3,620,000 Refunding Principal.........ccccocovveen. B.077% 12.761%
Bond Statistics
AVETAGE LIB. i 4,054 Years 7.243 Years
AVETAGE COLIPOM. ..ot e ettt 0.9325092% 1.5024818%
Net Interest Cost (NMIC) ..o e 1.1668188% 1.6336434%
Bond Yield for Arbitrage PUrpOSes ..., 1.3210427% 1.3210427%
True Interest Cost (TIC) ..o 1.1725361% 1.6344259%
AllInclusive Cost (AIC) ..o 1.5431904% 1.8504771%

Sevies MU Rof 204004, 2000 Ksne Sumemaes 128 2012 207 PN

Issue
Summary

$3,620,000.00

$3,620,000.00

3,530,587.46
52.,000.00
34,380.00
3,022.64

$3,620,000.00

11/28/2012

Net Funded
$3,530,687.46
2,843.80
$3,533,431.26

384,929.53
3,022.54
$387,952.07

11.083%
10.717%

5.851 Years
1.3301032%

1.4924601%
1.3210427%
1.4922280%
1.7566312%
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$3,620,000
City of Basehor, Kansas

General Obligation Refunding Bonds, Series 2013
Crossover Refunding of Series 2004, 2005

Debt Service Comparison

Date Total P+l Escrow Existing VS Net New DS Old Net VS Savings
08/01/2013 23,431.26 (3,533,431.26) 4,039,540.00 §29,540.00 529,540.00 -
08/01/2014 468,977.50 - 18,705.00 488,682.50 529,600.00 40,917.50
05/01/2015 462,182.50 - 18,135.00 480,317.50 525,230.00 44,612.50
08/01/2016 458,995.00 - 17,535.00 476,530.00 524,902.50 48,372.50
09/01/20%7 465,595.00 - 16,920.00 482,515.00 528,652.50 46,137.50
09/01/2018 446 ,897.50 - 16,296.00 463,187.50 511,267.50 48,080.00
09/01/2019 447.907.50 - 15,652.50 463,660.00 508,690.00 45.130.00
09/01/2020 187,807.50 - - 187,807.50 210,052.50 22.245.00
09/01/2021 180,512.50 - - 190,512.50 213,452.5C 22.840.00
09/01/2022 187,887.50 - - 187,887.50 211,365.0C 23,477.50
09/01/2023 185,000.00 - - 185,000.00 208,985.00 23,885.00
09/01/2024 186,937.50 - - 186,937.50 211,400.00 24,462.50
08/01/2025 188,607.50 - - 188,607.50 213,405.00 24797 .50

Total $3.801,738.76 {3,533,431.26) $4,142,777.50 $4,511,085.00 $4,926,542.50 $415,457 .50

PV Analysis Summary (Net to Net)

Nt FV CashflowW SaVINGS ...ttt ettt e et et r e b e e a e bt e b n et b e ah R e er st re e n st ane 415,457.50
Gross PV Dbt ServiCe SAVINGS ..ot e et e et e e e et ee et et ee e et e e een e 384,929.53
Net PV Cashflow Savings @ 1.3Z1%(BONG YIBIE)......ocoo oottt 384,929.53
Condingency or Rounding AMOUNL.......cocooo e . 3,022.54
NEt FUUTE VaIUE BENEFH. ... . ettt r et e e ee e nmereeetbes $418,480.04
Net Present ValUE Bert@fil ... ...t sttt et n e tr et s eassere s atn e reeren s s eene e eree e $387,952.07
Net PV Benefit / $738,433.36 PV Refunded NELEST.........cc.o.o oo ee e 52.537%
Net PV Benefil / $3,981,678.40 PV Refunded Debt Service. 9.743%
Net PV Benefit / $3,510,000 Refunded Principal..........cccoooeee e, 11.053%
Net PV Benefit / $3,620,000 Refunding PrINGIDAL ..ot ee e eee et e e e e e e e e e e e 10.717%
Refunding Bond Information

REFUNGING DALEH DAIE. ..ottt eee ettt ree e et e ee e e e e e v re e ere e 1/30/2013
RefUNGING DEIVETY DBLE. ..ottt ems s s eee sttt ee e et es e sa et s ss e et s an st ent et eee e 1/30/2013

Senes MU Reld 26004, 20 Kvne Suemmrary 02N 2042 207 PM
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$3,620,000
City of Basehor, Kansas

General Obligation Refunding Bonds, Series 2013
Crossover Refunding of Series 2004, 2005

Debt Service Schedule

Date Principal Coupon interest Total P+
09/01/2013 - - 23,431.28 23,431.26
09/01/2014 430,000.00 0.650% 38.877.50 469,977.50
09/01/2015 425,000.00 0.750% 37,182.50 462,182.50
09/01/2016 425,000.60 0.800% 33,895.00 458,995.00
09/01/2017 435,0600.00 0.850% 30,595.00 465,695.00
09/01/2018 420,600.00 0.850% 26,897.50 446,897 .50
09/01/2019 425,000.00 1.200% 22,907.50 447,907 .50
09/61/2020 170,000.00 1.350% 17,807.50 187,807.50
09/61/2021 175,000.00 1.500% 15,512.50 190,512.50
09/01/2022 175,000.00 1.650% 12,887.50 187,887.50
09/01/2023 175,000.00 1.750% 10,000.00 185,000.00
09/01/2024 180,000.00 1.850% 6,837.50 186,837.50
09/01/2025 185,000.00 1.950% 3,607.50 188,607.50

Total $3,620,000.00 - $281,738.76 $3,901,738.76

Yield Statistics

BONA YRar DONAIS. ...ttt ettt b ettt ettt et $21,181.72
Average Life......... e 5.851 Years
Average Coupon 1.3301032%
Nt INTEMBST COSE (INIT). ... b4t ee et et e et eee e e ren et s e e e e e neneeeee e 1.4924601%
True INEETESE COSE {TIC) ...t e e 2ot e ee e et e e ee e e ne e ee s 1.4922280%
Bond Yield for ArDITAGE PUNBOSES ..o e ettt ee e re e reae e car s s s eeeseerar s erenres 1.3210427%
ATINCILSIVE COSE LAKC) ...t e et et e st sttt st ret sttt s et ene e n et resareeares 1.7555312%
IRS Form 8038

NEEINIEIESE COBE. ..ottt a 43 e et e e e e e e s e et e e e eee e s e eeeenee e 1.3301032%
Weighted AVErage MBIUIIEY ... ettt ee et e ettt e e ee e e ee e e s eene s 5.851 Years

Seres 2HF Ref 20042000 Keswe Spamary 1F 28 202 ZOTPA
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$1,580,000
City of Basehor, Kansas

General Obligation Refunding Bonds, Series 2013
Crossover Refunding of Series 2004

Debt Service Comparison

Date Total P+l PCF Existing DS Net New VS Qid Net /S Savings
09/01/2013 7,994.56 {1,542,994.56) 1,856,070.00 321,070.00 321,070.00 -
09/01/2014 283,640.00 - 18,705.00 302,345.00 322,005.00 19,660.00
09/01/2015 276,885.00 - 18,135.00 295,020.00 317,315.00 22,295.00
09/01/2016 274,897.50 - 17.,535.00 292,432.50 316,915.00 24,482.50
094012017 277.777.50 - 16,820.00 294,697.50 315,845.00 21,147.50
08/01/2018 260,482.50 - 16,290.00 276,772.50 299,085.00 22,312.50
08/01/2019 258,060.00 - 15,652.50 273,712.50 297 397.50 23,685.00

Total $1,638,737.06 {1,542,994.56) $1,959,307.50 $2,056,050.00 $2,189,632.50 $133,582.50

PV Analysis Summary (Net to Nef)

Net FV CAShfIOW SAVINGS ... ittt et b ettt es s ba ettt et s s e s e 133,582.50
Gross PV Debt SErVICE SAVINGS .. oottt st st erm et e e e res e s ar et e e rR et R ner 127,076.75
Net PV Cashflow Savings @ 1.3271%(BONG YIBIY ..ot ettt e et ee e ee e 127,076.75
ContingenCy OF ROUNGING AMOUNT. ...t i s sts 1ot e et e e e et e eee et eesstreasressesensessesresatressntemsrsarensesreseans 541.15
Net Future Value Benef.............cveiiivvinnnne o 313412365
Net Prasent Valie Banefil.. ...ttt e e et e e e et e r et e r s a e s e e e r s $127,617.90
Net PV Benefit / $221,304.52 PV Refunded IMEErast. ...ttt st s sa b enans 57.666%
MNet PV Benefit / $1,674,987.87 PV Refunded Debt Service 7519%
Net PV Benefil / $1,535,000 Refunded PriNGIDAL.....c..coc oottt et eee et e e eeeeeeeeaeeennes 8.314%
Net PV Benefit / $1,580,000 Refunding PrInGIBAL.........co ittt ees et e e st aae e resareresereerenaean 8.077%
Refunding Bond Information

Refunding Dated DRAIE........c.oi ettt b1t e e ettt e et et et e e e ee e e e e nre e 173072013
RETUNAING DEHVEIY DRI, .. ottt e et ettt b e e e b e ee e e et e et e e eeeee et eee e ee e s eeeeerenenenen 113072013

Serey 2003 Rl 2004, 200 Sereex 2003 Rep 2004 1F28 2042 24007 PA
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$2,040,000
City of Basehor, Kansas

General Obligation Refunding Bonds, Series 2013
Crossover Refunding of Series 2005

Debt Service Comparison

Date Total P+} Escrow Existing VS Net New D/S Ofd Net VS Savings
(9/01/2013 15,436.70 (1,990,436.70) 2,183,470.00 208,470.00 208,470.00 -
09/01/2014 1686,337.50 - - 186,337.50 207,5956.00 21,257.50
09/01/2015 185,297.50 - - 185,297.5C 207,915.00 22.617.50
09/01/2016 184,097.50 - - 184,097.50 207,887.50 23,890.00
09/01/2017 187,817.50 - - 187,817.50 212,807.50 24,990.00
09/61/2018 186,415.00 - - 186,415.00 212,182.50 25,767.50
09/01/2019 189,847.50 - - 189,847.50 211,292.50 21,445.00
09/01/2020 187,807.50 - - 187,807.50 210,052.50 22,245.00
08/01/2021 190,512.50 - - 190,512.50 213,452.50 22,940.00
06/01/2022 187,887.50 - - 187,887.50 211,365.00 23,477.50
098/01/2023 185,000.0C - - 185,000.00 208,985.00 23,985.00
09/01/2024 186,937.50 - - 186,937.50 211,400.0¢ 24,462.50
£9/01/2025 188,607.50 - - 188,607.50 213,405.0C 24,797.50

Total $2,262,001.70 (1,920,436.70) $2,183,470.00 $2,455,035.00 $2,736,910.00 $281,875.00

PV Analysis Summary {Net to Net)

NEt FV CASRFIOW SBVINGS ..o ettt et s a1 et eee oot e et et et ettt et s e e et arene e s erras 281,875.00
Gross PV Debt Service Savings 257,852.78
Net PV Cashflow Savings @ 1.321%(BORA YIBIA).....oovoveviiirei oo ree e s eeeee e eeeeeen 257,852.78
ContinG@NCy OF ROUNTING AMMOUME. .........oiooe oottt et e e e e e e et eee e ee e e s oot e es e es st eens 2,481.38%
Net Future Value Benefit............ ... $284,356.39
Net Present Value Benefit $260,334.17
Net PV Benefit / $517,128.83 PV RefUNCE MIBIEST......ocovov i 50.342%
Net PV Benefit / $2,305,690.52 PV RefUNEd Dbt SIVIGR.......ocovvvriireeeeeeee oottt e s eee e 11.286%
Net PV Benefit/ $1,875,000 Refunded Principal.... 13.181%
Net PV Benefit / $2,040,000 Refunding PINGIDAL ..o ie it eree et eee e s e e re st eee et v e e s renee e ene 12.761%
Refunding Bond Information

Refunding DBIET DALE. ... ettt et r e e e et 1/30/2013
Refunding Detivery Date 1/30/2013

Serws 2003 Rof 2004200 Serexs 2613 Ref 2005 1123 2002 207 PAS
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City of Basehor
Agenda Item Cover Sheet

Agenda Item No. 12

Topic:
Revise the legal description and date of public hearing to consider the annexation of Lots
1, 2, 54, and 55 of Briarwood Estates West Subdivision.

Action Regquested:
Approve Resolution 2012-29.

Narrative:
June 4‘]’, 2012, City Council directed Staff to prepare a report regarding the feasibility of
annexing Lots 1, 2, 54, and 55 of Briarwood Estates West Subdivision.

November 19", 2012, City Council approved a plan for extension of services and a public
hearing date to consider the annexation of Lots 1, 2, 54, and 55 of Briarwood Estates
West Subdivision.

November 26", 2012, Staff sent required information to stakeholders, including
Leavenworth County, regarding the pro
posed annexation as required.

November 29", 2012, Leavenworth County contacted the City to discuss adding
additional right-of-way to the annexation. Staff concluded the additional right-of-way
would be contiguous to the existing City limits.

Presented by:
Mitch Pleak and I.loyd Martley

Administration Recommendation:
Approve Resolution 2012-29.

Committee Recommendation:

Attachments:
Resolution 2012-29 (15 pages)

Projector needed for this item?
No




RESOLUTION NOQO. 2012-29

A RESOLUTION REVISING THE LEGAL DESCRIPTION AND SETTING A PUBLIC
HEARING TO CONSIDER THE ANNEXATION OF LOTS 1, 2, 54 AND 55 OF
BRIARWOOD ESTATES WEST SUBDIVISION, IN BASEHOR, LEAVENWORTH
COUNTY, KANSAS

WHEREAS, the Governing Body of the City of Basehor, Kansas, approved a Report and Plan
for Extension of Services in accordance with K.S.A. 12-520a and K.S.A. 12-520b on November
19, 2012, and which Report and Plan for Extension of Services is on file and available for
inspection in the City Clerk's office during normal business hours; and

WHEREAS, K.S. A, 12-520(a)(1) requires that the property proposed to be annexed adjoins the
City of Basehor; and

WHEREAS, the legal description for the property proposed to be annexed must be revised to
reflect that the property proposed to be annexed adjoins the City of Basehor; and

WHEREAS, the Report and Plan for Extension of Services must reflect the revised legal
description, but will not change in form or substance; and

WHEREAS, the public hearing to consider the annexation must be rescheduled so that the
preper procedures are followed for the annexation.

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF BASEHOR,
KANSAS:

Section 1. That the Governing Body of the City of Basehor, Kansas, wishes to revise the legal
description and sketch of the property proposed to be annexed to reflect that the property
proposed to be annexed adjoins the City of Basehor, attached as Exhibit A.

Section 2. That the Governing Body of the City of Basehor, Kansas, adopts the Report and Plan
for Extension of Services with the revised annexation, but no change in form or substance,
attached as Exhibit B.

Section 3, That in accordance with K.S.A. 12-521a, and to properly consider the proposed
annexation of Lots 1, 2, 54 and 55 of Briarwood Lstates West Subdivision, further described in
the legal description and sketch attached as Exhibit A, the Governing Body orders the following:

a. A public hearing on the proposed annexation will be held on February 19, 2013,
beginning at 7 p.m. at Basehor City Hall, located at 2620 N. 155th St, Baschor,
Kansas for the determination of the advisability of the proposed annexation.

b. A copy of this resolution, and a sketch of the land proposed to be annexed, shall

be sent by certified mail to each owner of land proposed to be annexed not more
than 10 days following the date of the adoption of the resolution

32233 /65827; 413872.2 } 1



c. A copy of this resolution, and a sketch of the land proposed to be annexed, shall
be published in the official City newspaper not less than one weelk, but no more
than two weeks, preceding the date fixed for the public hearing.

d. A copy of this resolution shall also be sent, no later than ten days following 1ts
adoption, by certified mail to the following (if applicable):

1. The board of county commissioners.

2. The governing body of any township where the land to be annexed is
focated.

3. Any special assessment district or governmental unit providing municipal

services to the area proposed to be annexed including, but not limited to,
sewer districts, rural water districts, fire districts, or improvement districts.

4, Any utilities having facilities within the area proposed to be annexed.

5. The governing body of any school district in the area proposed to be
annexed.

6. Any city, county, township or joint planning commission having

jurisdiction over the area proposed to be annexed.

7. Any other political or taxing subdivision located within the area proposed
to be annexed.

Section 4. That at the public hearing, a representative of the City of Basehor will present the
City's proposal for annexation, including the City's Report and Plan for Extension of Services to
the area proposed to be annexed. In determining the advisability of the annexation, the
Governing Body will consider the criteria set forth in K.S.A. 520a(e).

Section 5. That this resolution shall be effective upon its adoption by the Governing Body of the
City of Basehor, Kansas.

ADOPTED by the Governing Body this _ day of , 2012,
APPROVED by the Mayor this __ day of , 2012,
[SEAL]

David K. Breuer, Mayor

{32233 /65827; 413872.2 } 2



ATTEST:

Corey Swisher, City Clerk

APPROVED AS TO FORM:

Shannon M. Marcano, City Attorney

{32233 /65827,413872.2 }



EXHIBIT A
ILegal Description and Sketch

Part 1:

All of Lots 1, 2, and 55, and all that part of Lot 54, and all that part of 153rd Street dedicated for
public use, of BRIARWOOD ESTATES WEST SUBDIVISION, a recorded subdivision of land
in the Northeast Quarter of Section 11, Township 11 South, Range 22 East, in Leavenworth
County, Kansas, being more particularly described as follows:

Beginning at the Northwest corner of said Lot 1; thence South 89° 28' 00" East, along the most
Northern line of said BRIARWOOD ESTATES WEST SUBDIVISION, a distance of 574.42
fect to the Northeast corner of said Lot 55; thence South 00° 12' 13" West, along the East lines of
said Lots 55 and 54, a distance of 549.08 feet to the Southeast corner of said Lot 54; thence
North 89° 30' 52" West, along the South line of said Lot 54, a distance of 160.21 feet to the East
line of the West 87.00 feet of said Lot 54; thence North 00° 12' 13" East, along the East line of
the West 87.00 feet of said Lot 54, a distance of 6.00 feet; thence North 89° 30" 52" West, along
a line that is 6.00 feet North of and parallel with the South line of said Lot 54, a distance of §7.00
feet to a point on the West line of said Lot 54; thence North 00° 12' 13" East, along the West line
of said Lot 54, a distance of 66.51 feet to the point of intersection of the Easterly prolongation of
the South line of said Lot 2 with the West line of said Lot 54; thence North §9° 30" 52" West,
along the South line of said Lot 2 and its Easterly prolongation thereof, a distance of 327.21 feet
to the Southwest corner of said Lot 2; thence North 00° 12' 13" East, along the West lines of said
Lots 2 and 1, a distance of 477.05 feet to the Point of Beginning. Containing 6.69 acres, more or
less. The bearings used in this description are based on the recorded plat of BRIARWOOD
ESTATES WEST SUBDIVISION.

Part 2.

All that part of Kansas State Highway 24-40 right-of-way in the Northeast Quarter of Section 11,
Township 11 South, Range 22 East, in Leavenworth County, Kansas, that lies North of
BRIARWOOD ESTATES WEST SUBDIVISION, a recorded subdivision of land, being bound
on the West by the Northerly prolongation of the West line of Lot 1 of said BRIARWOOD
ESTATES WEST SUBDIVISION up to the North line of the said Northeast Quarter, and bound
on the East by the Northerly prolongation of the East line of Lot 55 of said BRIARWOOD
ESTATES WEST SUBDIVISION up to the North line of the said Northeast Quarter.

Containing 1.01 acres, more or less.

{32233 /65827, 413872.2 } 4
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EXHIBIT B
Report and Plan for Extension of Services
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ANNEXATION REPORT FOR LOTS 1,2, 54, AND 55 OF
BRIARWOOD ESTATES WEST SUBDIVISION, INCLUDING THE PLAN FOR EXTENSION
OF SERVICES

( K.S.A. 12-520b)

Sketch A- annexation area:

'PINEHURST DRIVE &

This Annexation Report has been prepared for the Governing Body of the City of Basehor,
Kansas concerning the annexation of certain property, described below, into the City. This
Report includes a plan for extension of services, as required by K.S.A. 12-520b, The
information included in this Report is intended to assist the Governing Body in determining
the advisability of annexing the property, and providing information to inform the affected
landowners what benefits they will receive and what cost they will incur through the
annexation.

Legal Description:
Part 1:

All of Lots 1, 2, and 55, and all that part of Lot 54, and all that part of 153rd Street
dedicated for public use, of BRIARWOOD ESTATES WEST SUBDIVISION, a recorded
subdivision of land in the Northeast Quarter of Section 11, Township 11 South, Range 22
East, in Leavenworth County, Kansas, being more particularly described as follows:

{32233/ 65827; 416763.3 } 1



Beginning at the Northwest corner of said Lot 1; thence South 89° 28' 00" East, along the
most Northern line of said BRIARWOOD ESTATES WEST SUBDIVISION, a distance of
574.42 feet to the Northeast corner of said Lot 55; thence South 00° 12' 13" West, along the
East lines of said Lots 85 and 54, a distance of 549.08 feet to the Southeast corner of said Lot
54; thence North 89° 30' 52" West, along the South line of said Lot 54, a distance of 160.21
feet to the East line of the West 87,00 feet of said Lot 54; thence North 09° 12' 13" East,
along the East line of the West 87,00 feet of said Lot 54, a distance of 6.00 feet; thence North
89° 30" 52" West, along a line that is 6.00 feet North of and parallel with the South line of
said Lot 54, a distance of 87.00 feet to a point on the West line of said Lot 54; thence North
00° 12" 13" East, along the West line of said Lot 54, a distance of 66.51 feet to the point of
intersection of the Easterly prolongation of the South line of said Lot 2 with the West line of
said Lot 54; thence North 89° 30" 52" West, along the South line of said Lot 2 and its
Easterly prolongation thereof, 2 distance of 327.21 feet to the Southwest corner of said Lot
2; thence North 00° 12' 13" East, along the West lines of said Lots 2 and 1, a distance of
477.05 feet to the Point of Beginning. Containing 6.69 acres, more or less. The bearings
used in this description are based on the recorded plat of BRIARWOOD ESTATES WEST
SUBDIVISION,

Part 2:

All that part of Kansas State Highway 24-40 right-of-way in the Northeast Quarter of
Section 11, Townskip 11 South, Range 22 East, in Leavenworth County, Kansas, that lies
North of BRIARWOOD ESTATES WEST SUBDIVISION, a recorded subdivisior of land,
being bound on the West by the Northerly prolongation of the West line of Lot 1 of said
BRIARWOOD ESTATES WEST SUBDIVISION up to the North line of the said Northeast
Quarter, and bound on the East by the Northerly prolongation of the East line of Lot 55 of
said BRIARWOOD ESTATES WEST SUBDIVISION up to the North line of the said
Northeast Quarter. Containing 1.01 acres, more or less.

A. Considerations to guide determination of advisability of annexation:
1. Extent to Which Any of the Area is Land Devoted to Agricultural Use
No land within the proposed lots to be annexed is used for agricultural purposes.

2. Area of Platted Land Relative to Unplatted Land
All of the land within the proposed area to be annexed is platted.

3. Topography, Natural Boundaries, Storm and Sanitary Sewers, Drainage Basins,
Transportation Links or any Other Physical Characteristics Which May be an Indication of
the Existence or Absence of Common Interest of the City and the Area Proposed to be
Annexed
The proposed area to be annexed is located within the Wolf Creek drainage basin. The area is not
currently being served by the City of Basehor’s wastewater treatment plant, which is typical of
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many lots within the City limits. The fots abut the current city boundary and are within the City’s
growth management area. The lots to be annexed currently use the same transportation links used
by other similar lots in the City limits,

4. Extent and Age of Residential Development in the Area fo be Annexed and Adjacent Land
Within the City’s Boundaries
The lots to be annexed are a part of the Briarwood Estates West Subdivision , which was platted
in 1989. The Briarwood Estates West Subdivision abuts the Pinehurst North Subdivision, which
is west of the lots to be annexed. The Pinchurst North Subdivsion is located in the City limits and
was platted in 2003. It contains commercially zoned lots.

The lots to be annexed do not include residential development and are zoned commercial, The
closest residential property is located approximately 400 feet south of the lots to be annexed,
within the Briarwood Estates West Subdivision and was developed in 1989,

5. Present Population in the Area to be Annexed and the Projected Population Growth During
the Next Five Years in the Area Proposed to be Annexed
Of the four lots to be annexed, three are occupied by commercial businesses, and one is a vacant
lot, zoned for commercial use. Due to the nature of commercial property, no proposed
population growth is projected within the lots to be annexed.

6. Extent of Business, Commenrcial, and Industrial Development in the Area

Of the four lots to be annexed, three are occupied by commercial businesses, and one is a vacant
lot, zoned for commercial use. Lot 1 is occupied by a storage business, consisting of four
buildings with 96 storage units. Lot 2 is occupied by an automobile repair service and a pet
grooming business located within the same building. Lot 55 is occupied by a strip center in
which a heating and cooling service, pizzeria, martial arts school, and tavern business are located.
The area to be annexed is located along U.S. Highway 24/40. Other businesses providing goods
and services are located along U.S. Highway 24/40 within the City limits.

7. Present Cost, Methods, and Adequacy of Governmental Services and Regulatory Controls
in the Area

Police Protection —~ The lots to be annexed are currently served by the Leavenworth County
Sheriff’s Office ("LVSO"). The LVSO has divided the County into districts for patrolling
purposes. The lots to be annexed are located in a district that is bounded by State Avenue on the
north, 206" Street to the west, and the County line on the east and south sides. The district
contains approximately 72 square miles. There is one officer assigned to each district. An
additional officer roams between this district and the district to the west.

Currently, the LVSO patrol officers have a large coverage area. Once the lots are annexed, the
Baschor Police Department will provide police protection. The smaller coverage area of the
Basehor Police Department will allow the level of service to increase once the annexation is
completed.
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The City of Basehor’s Police Department currently patrols the streets and property adjoining the
lots to be annexed.

Fire Protection — The lots to be annexed are currently served by the Fairmount Township Fire
Department ("FTFD"), and will continue to be served by the FTFD after the annexation. The
FTFD is a volunteer fire department with over thirty active members, The FTFD is located on
155™ Street approximately 2.5 miles north of the proposed annexation area. The FTFD is funded
by a 4.596 tax levy (2012 Tax Rate) that is paid by all properties in the Fairmount Township.

The service provided by the FTFD is adequate based upon the rural setting and population of the
Fairmont Township.

Wastewater Treatment — The lots to be annexed are not currently serviced by the City’s
wastewater treatment plan. The lots to be annexed are currently on septic systems which are
monitored by Leavenworth County under Kansas Department of Health and Environment
regulations.

Street Maintenance —~ The roads within the proposed annexation area are maintained by the
Leavenworth County Public Works Department ("CPWD"). The CPWD maintains 770 miles of
county roads. The majority of the roads, approximately 66%, are unpaved.

The total budget for the CPWD was approximately $8,272,673 in 2012. On a per mile basis the
County spends over $10,743/mile/year on road maintenance. The CPWD receives the majority of
its funding, around 55%, through property taxes. All residents within the County, including those
incorporated cities, pay 10.352 mills (2012 Tax Rate) to the County Road & Bridge Fund.
Residents outside of the City pay any additional township mil levy for township roads. The 2012
tax rate for Fairmount Township county roads was 7.491 mils.

Trash Service — The lots to be annexed are individually responsible for their own trash service
needs and agreements with trash service providers. This arrangement will not change once the
annexation is completed.

Domestic Water — Domestic water service is provided by Suburban Water, Inc. No change in
water service will occur once the annexation is completed.

Regulatory Controls — The Leavenworth County Board of County Commissioners ("BOCC")
currently regulates this area. L.and use issues within the area must be heard by the Leavenworth
County Planning Commission ("PC"). The PC makes recommendations to the BOCC on land use
issues. Leavenworth County issues building permits for the area, but no building codes have
been adopted by County.

8. Proposed Cost, Extent, and the Necessity of Governmental Services to be Provided by the
City Propesing Annexation and the Plan and Schedule to extend Such Services

Police Protection — The City of Basehor Police Department (the "Department”) divides the City
into two Districts for patrolling purposes. The Department has a North and a South district with
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Parallel Street as the dividing line. The North District covers approximately 3.5 square miles of
arca while the South District covers approximately 3.30 square miles. The lots to be annexed
would be located in the South District once annexation is complete. The Department has one
officer assigned to each District at all times. Officers with the Department currently drive
through the annexation area on a routine basis while patrolling the surrounding homes within the
subdivision. The increase in cost to the Department to patrol the area will be negligible because
the lots to be annexed are adjacent to the current City limits, and officers are already in the area.
The Department is primarily funded through property taxes. In 2013 the Department will receive
$824,763 from the City’s General Fund. This equates to 38% of the City General Fund.
According to the Department’s 2013 budget and the Department’s coverage area, approximately
$190/acre is spent by the City on police protection. The lots to be annexed are the equivalent of
6.4 acres of land. The anticipated increased cost to the City to provide police protection to this
area is $798.

Fire Protection — The lots to be annexed and the City of Basehor are both located in Fairmount
‘Township. No change in fire protection will occur once the annexation is complete.

Wastewater Treatment —The City plans 1o extend the sewer system to Lots 2, 54 and 55. The
extension of sewer will be financed out of the City's general fund, with the possibility of a bond
issue. The owners of Lots 2, 54, and 55 will enter into annexation agreements with the City in
which they will agree to pay the costs of extension of sewers over an agreed upon time period. It
is estimated that the sewer extension will cost $120,000, which will be split evenly between the
three property owners. It is anticipated that the extension of sewer services will be completed
within three years.

Street Maintenance — The City of Basehor Public Works Department ("PWD™) maintains
approximately 47 miles of roadway within the City limits. The 2013 budget includes $207,515
for the "PWD" and $890,000 for the Consolidated Highway Fund. The Consolidated Highway
Fund is used for street maintenance and repair, the pavement management ‘plan, as well as salt
and sand. On a per mile basis the City spends $23,351/mile/year on maintaining roads. The lots
to be annexed contain approximately 0.11 miles. The additional cost to the City for street
maintenance once the annexation is complete will be negligible.

Trash Service — The lots to be annexed are commercially zoned. The City of Basehor does not
provide or control commercial trash services. There will be no additional cost to the City once
the annexation is complete.

Domestic Water — Domestic water service is provided by Suburban Water, Inc. No change in
water service will occur once the annexation is complete.

Regulatory Controls — The City of Basehor Planning Commission and City Council would
regulate the lots to be annexed.
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The County assessed valuation of the four lots in 2012 was $1,760,550. Using the City’s 2013
mil levy rate of 29.407 the City would collect $9,222 from the lots. These funds would be used to
fund the public services provided to the [ots by the City of Basehor.

9. Tax Impact Upon Property in the City and the Area
There will be no current tax impact on the taxpayers in the City of Basehor. The property owners
of the lots to be annexed will see an approximate 22% increase in their taxes. The following
table shows the 2013 tax levies for the Leavenworth County and the City of Baschor:

City of Basehor | Leavenworth County

Stale 1.5 1.5

County 36.514 36.514

Basehor City 26.407

Fairmount Township 4.596 13.05
.| School - USD 458 61.395 61.395

Baschor Library 7.142 7.142

Total 140.554 119.601

The following table shows the change in property taxes for each lot to be annexed:

Property Tax

PROPERTY ADDRESS | Existing Property Tax w/City Property Tax | Property Tax Change
15395 Briar Road $15,150 $17,804 $2,654

15394 Briar Road $13,556 $15,931 $2,375

15208 153rd Street $19,237 $22,608 $3,370

Parcel ID: $4,696 $5,518 $822
1811100000002930

Based on 2013 Leavenworth County Tax Rates
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The property owners of the lots to be annexed will be subject to franchise tax associated with
public services within the City. The following table shows franchise taxes per service:

% of Gross Revenue
Westar Energy 3
Atmos Energy 3
Suburban Water 5
Knology 3
AT&T 3
Southwestern Bell 3

10. Extent to Which the Residents in the Area are Directly or Indirectly Dependent Upon the
City for Governmental Services and for Social, Economic, Employment, Cultural, and
Recreational Opportunities and Resources.

Of the four lots to be annexed, three are occupied by commercial businesses, and one is a vacant
lot, zoned for commercial use. The lots to be annexed are partially dependent on the City’s
transportation links for economic purposes. It is anticipated that the employment base for the
businesses in the annexation area is mostly located within the City. In addition, employees would
find most of their social, cultural and recreational opportunities within the City.

11. Effect of the Proposed Annexation on the City and Other Adjacent Areas, Including, but

not Limited to, Other Cities, Sewer and Water Districts, Improvement Districts, Townships

or Industrial Districts and, Subject to the Provisions of K.§,A 12-512a, and Amendments

Thereto, Fire Districts

The annexation will have no impact on other cities, water district, improvement district,

township, or fire district. Currently, Lot 2 and 55 utilize septic tanks. Once the sewer

infrastructure is constructed, and the appropriate connections have been performed for each lot,
and each lot has paid their obligation to the City, the sewer rates for the lots will be established
at the current City sewer rates.

12. Existing petition for Incorporation of the Area as a New City or for the Creation of a
Special District
There are no known existing petitions.

13. Likelihood of Significant Growth in the Area and in Adjacent Areas During the Next Five
Years
The lots to be annexed are developed with commercial businesses, with the exception of one fot.
The lots to be annexed abut commercial, multifamily, and residential lots.

Leavenworth County Sewer District #3 has closed its sewage lagoon by connecting the district’s
system to the City of Baschor’s sewage system. A new gravity sewer line was constructed across
undeveloped ground east of Glenwood Estates Subdivision. This line will open over sixty acres
of land for development. A middle school was constructed in 2010 located near the west side of
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158" Street directly west of Glenwood Elementary School. In 2011, the City was awarded
matching dollars thru the Kansas Department of Transportation ("KDOT") to construct Wolf
Creek Parkway (158" Street to 155" Street). In 2012, the City was awarded matching dollars thru
KDOT to reconstruct 155" Street (US 24/40 to Wolf Creek Parkway) and 158" Street (US 24/40
to Wolf Creek Parkway). Also in 2012, KDOT is constructing a traffic light and capacity
improvements at the intersection of 158" Street and US 24/40.

The likelihood of additional growth in the surrounding area is high.

Effect of Annexation Upon the Utilities Providing Service to the Area and the Ability of
Those Utilities to Provide Those Services Shown in the Detailed Plan

The utility providers will not change due to the proposed annexation. Currently, Lot 2 and 55
utilize septic tanks. Once the sewer infrastructure is constructed, and the appropriate connections
have been performed for each lot, and each lot has paid their obligation to the City, the sewer
rates for the parcels lots will be established at the current City sewer rates.

Economic Impact on the Area

Other than the City fees, sanitary sewer obligations, and taxes discussed above, there will be no
economic impact on the lots to be annexed. The economic impact on the area surrounding the
lots to be annexed will be minimal. Of the four lots to be annexed, three are occupied by
commercial businesses, and one is a vacant lot, zoned for commercial use. The sales taxes
generated by the businesses, along with the property taxes, will offset any negative economic
impact and will more likely have a beneficial economic impact on the area.

Wasteful Duplicatior of Services
There will be no duplication of services.

Plan for Extension of Services

Refer to Skeich A, which shows the proposed area to be annexed along with the existing City limits. The
public roadways and City utility lines arc also shown. The land use pattern within the area to be annexed
is commercial.

The following information outlines how each major municipal service will be affected by the proposed
artnexation:

1.

Police Protection — Upon annexation of the area police protection will be assumed by the City of
Basehor Police Department. The police department is primarily funded through property taxes.
The City of Basehor’s Police Department to date patrols the adjoining lots (Lot 1 and Lot 2),
Pinehurst Drive and 155th Street. Since police officers are regularly in the area the additional
costs to the department will be minimal. Any additional costs for police protection will be paid
for by the City's general fund. Extension of police service will occur immediately once the
annexation is complete.

Fire Protection — The lots to be annexed and the City of Baschor are located in Fairmount
Township, The township is served by the Fairmount Township Fire Department. The fire
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department is funded by a tax levy paid by all properties within the Township. No additional cost
will be incurred by residents within the lots to be annexed or current City limits due to the
annexation, and fire protection services will continue, uninterrupted.

3. Wastewater Treatment - The City plans to extend the sewer system to Lots 2, 54 and 55. The
extension of sewer will be financed out of the City's general fund, with the possibility of a bond
issue. The owners of Lots 2, 54, and 55 will enter into annexation agreements with the City in
which they will agree to pay the costs of extension of sewers over an agreed upon time period. It
is estimated that the sewer extension will cost $120,000, which will be split evenly between the
three property owners, It is anticipated that the extension of sewer services will be completed
within three years,.

4. Street Maintenance — Upon annexation of the area street maintenance will be assumed by the
City of Basehor Public Works Department (PWD). The PWD maintains approximately 47 miles
of roadway within the City limits. The proposed annexation contains approximately 0.11 miles.
The additional cost to the City will be negligible. Extension of street maintenance services will
occur immediately once the annexation is complete.

5. Domestic Water — Domestic water service is provided by Suburban Water, Inc. No change in
water service will occur once the annexation is complete.

6. Franchise Taxes ~ Franchise tax will be collected for Westar Energy, Atmos Energy, Suburban
Water, Knology, AT&T, and Southwestern Bell services once the annexation is complete.
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