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Our vision is to make Bel Aire a hometown for 
everyone. Our mission is to create a friendly and 

responsive environment, promote attractive growth 
and safe living, and build a connected community. 
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CITY OF BEL AIRE 
ADMINISTRATIVE POLICY OVERVIEW 

CONGRATULATIONS!  You are now a City of Bel Aire employee.  The following information relates to your 
employment. You are required to read the information and be familiar with it.  Any questions should be 
directed to your immediate supervisor or Human Resources. 

POLICIES ESTABLISHED 
The following policies, regulations, and other administrative provisions are established for personnel 
administration and intended to promote Bel Aire’s vision of being a hometown for everyone by following 
the three mission statements: create a friendly and responsive environment, promote attractive growth 
and safe living, and build a connected community. Employees should be aware of other polices related 
directly to their department. Whether or not explicitly stated, employment may be terminated at any 
time regardless of any examples mentioned in the manual. 

THE CITY OF BEL AIRE IS AN AT-WILL EMPLOYER. Neither this manual nor any City employment policy is 
intended to constitute a contract of employment, either expressed or implied. The information contained 
in this manual is not a contract of employment but a general guide for informational purposes only. 

THE CITY RESERVES THE RIGHT TO MAKE CHANGES TO THE POLICY AT ITS DISCRETION WITHOUT PRIOR 
NOTICE. The City of Bel Aire reserves the right to modify, revoke, suspend, terminate or change any 
policies in whole or part, at any time, with or without notice to the employees. These provisions 
supersede all existing policies and practices. 
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SECTION I - EMPLOYMENT INFORMATION AND STANDARDS 

A. AUTHORITY FOR ADMINISTERING THE ADMINISTRATIVE POLICY 
1. City Department Heads have the authority and responsibility for administering this policy in their

respective departments.

2. The City Manager’s designee in charge of Human Resources is responsible for keeping all
personnel records relating to payroll, fringe benefits and insurance accurate and up-to-date to
ensure compliance with state and federal regulations.

3. The head of any department, (i.e., Public Works, Police, Administration and Recreation) may
formulate in writing with approval of the City Manager, additional reasonable administrative
regulations for the conduct of his/her respective department. Nothing in this section shall be
construed as granting any department authority to adopt regulations in violation of, or in conflict
with, regulations approved and adopted by the City Council.

B. EMPLOYEE INFORMATION 
1. Personnel files are the property of the City, and access to them is restricted. Generally, only the

department director, City Manager, or Human Resources personnel who have a legitimate
business interest to review information in an employee’s file are permitted to do so. Employees
may, upon a reasonable request, review their own personnel files. All personnel files shall be
viewed only on the City’s property and in the presence of the department director, City Manager,
or Director of Human Resources. Employees may request copies of portions of their file by
submitting such request to the Director of Human Resources. Under no circumstances may an
employee remove his or her personnel file, or any part of it, from the City’s property.

2. All regular employees shall be furnished a copy of this Administrative Policy upon employment.
Administrative updates will be made available on the internal “P drive “and Under “Human
Resources”.  Employees may also request a copy of policies from their Supervisor or Human
Resources Department.

3. After a preliminary offer of employment, job applicants shall complete a physical examination,
drug screen, and criminal background check. Employment with the City is contingent upon the
outcomes of these completed tests supporting that the job applicant is fully qualified to carry out
all duties of the position.  Some positions may also require that the applicant successfully
complete a Kansas Department of Transportation physical, psychiatric evaluation and/or
polygraph examination or other appropriate testing. All candidates for employment  in the same
job category face the same testing requirements, and will be advised of such testing
requirements. The information obtained is confidential except to supervisors on a need-to-know
basis or for safety and legal purposes.

4. All employment verifications and reference requests must be submitted to the Human Resources
Department. The Human Resources Department will only verify factual information contained
with the personnel file pertaining to employment. This includes: dates of employment, rates of
pay, job titles, documented job performance, and the reason for separation. Except when
required by law, additional information will only be provided with written authorization from the
employee.
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C. OATH 
1. Employees of the City are required by statute to take an oath of office.  The taking of such oath

shall be a condition of employment, and an employee will not be paid until he/she has taken the
oath.  The oath will be administered by the City Clerk and will be kept in the employee’s personnel
file. Contract personnel are subject to the terms of their contract.

2. Refusal to take the oath of office will eliminate the individual from eligibility for employment.

D. USE OF OFFICIAL BADGES, UNIFORMS OR CREDENTIALS 
No badge, uniform, or other official insignia, or credentials of authority issued to an employee, shall be 
used or worn by a person other than the employee.  Such badge, uniform, insignia or credentials are 
exclusively intended for official government purposes. An employee may only use such materials for 
personal gain in very limited circumstances, with approval of the City Manager at the request of the 
Department Head.  Equipment purchased by the City shall remain the property of the City and shall not 
be worn off-duty except with prior approval by the appropriate Department Head and shall be returned 
to the Department upon termination of employment. The use of City equipment outside of the authorized 
scope of employment is prohibited and may result in discipline up to and including termination.   

E. BREAKS/REST PERIODS 
Generally, breaks/rest periods are not mandatory. If a Department Head chooses to establish formal 
breaks, they will be scheduled by the Department Head. 

Employees are permitted to take reasonable break time to provide milk as a mother for one year following 
the birth of a child in the care of the mother. The frequency of breaks needed as well as the duration of 
each break will likely vary from individual to individual. Because of the structure of the building, and the 
small staff size, the employee is permitted to identify a private location within the building, other than a 
restroom, that is shielded from view and free from intrusion from coworkers and the public, to express 
breast milk. Employees are encouraged to communicate directly with their supervisors regarding any 
issues or concerns in implementing this policy. 

F. MEAL PERIODS 
Each employee may receive a break period as directed by supervisor, department head, department head 
designee, or human resources department. All nonexempt employees who work a full-time work schedule 
must take at least a 30 minute  break. Employees are encouraged to take meal and rest breaks away from 
their work area. 

G. ACCEPTANCE OF GIFTS 
City employees and appointed officers may accept gifts of token value (less than $25.00) if the gifts are 
given in the spirit of friendship and are not expected to influence the official or employee in his/her service 
to the City.  Gifts given to departments as a whole are encouraged in lieu of gifts to individuals.  Gifts to 
individuals of greater than $25.00 value shall be returned. Individuals receiving items may be subject to 
individual income taxes; the City of Bel Aire is not responsible for the reporting of these items nor any 
taxable portion of these items. 
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H. RETURN OF CITY PROPERTY 
An employee leaving the City’s service through resignation, layoff or dismissal is responsible for returning 
any City property and clothing bearing the City’s insignia prior to receipt of last paycheck. The failure to 
return City equipment upon request of employer or termination may result in withholding of final 
paycheck or criminal proceedings. 

I. POLITICAL ACTIVITY 
1. Employees are not permitted to solicit, sell or handle monetary political contributions for Bel Aire

City elections. City officials and employees may not directly or indirectly coerce contributions from
subordinates in support of a political party or candidate during on-duty hours. Nor are employees
permitted to wear or display political badges, buttons or signs on their person or on City property
during their on duty hours.

2. Public Employees may run for public office, having taken a leave of absence or resigned from the
City. Public Employees have a right to campaign for and hold office in political clubs and
organizations, actively campaign for candidates for public office in partisan and nonpartisan
elections, and contribute money to political organizations and attend political fundraising
functions outside of the scope of their employment.

 J. OUTSIDE EMPLOYMENT 
1. An employee intending to accept outside employment must notify his or her Department Head

before accepting such employment.
2. If, at any time, outside employment interferes with an employee’s ability to perform effectively

on his/her job, or if such outside employment shall tend to create a conflict of interest for said
employee, the employee shall terminate his/her off duty employment.

3. Outside employment shall not be an acceptable reason for not responding in a timely manner in
case of emergency or when the employee is on call.

K. REGULAR MAIL 
All mail delivered to the City of Bel Aire is subject to review.  There is no expectation of privacy in mail 
delivered to City addresses that is not for City purposes. Employees shall not use the City mailing address 
as a permanent personal mailing address. Any employee requesting delivery of personal mail should have 
prior permission from his or her supervisor. The City may refuse receipt of such mail and or shipments or 
have mail or shipments returned to sender when an item delivered to the City is unknown, an employee 
addressee is terminated, or it is otherwise in the best interest of the City.  

L.  TECHNOLOGY AND COMPUTER USE POLICY 
This Policy is designed to express the City’s philosophy and set forth general principles for employee use 
of Computer Technology. Computer Technology is any and all electronic media and services, including 
computers, software, emails, telephones, cellular phones, radios, voicemail, facsimile machines, online 
services, city hosted social media accounts, internet, intranet, and the worldwide web, provided to 
employees by the City. The City encourages the use of computers and technology to make communication 
more efficient and effective. However all employees should remember that Computer Technology is 
provided solely to facilitate and support City Business. All employees are required to use these resources 
professionally, ethically, and lawfully. Exceptions to this policy will be made as needed for the purposes 
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of conducting law enforcement investigations and for investigation of suspected employee misconduct 

Monitoring policy: Employees using Computer Technology, must be aware their use of such systems must 
be consistent with the City’s policies regarding professional conduct, harassment, discrimination and 
other work conduct. The City has the right, but not the duty, to monitor any and all use of Computer 
technology to the extent necessary to ensure that Computer Technology is being used safely, in 
accordance with the law, policy and in the best interest of the City.  At no time may City resources be 
used to convey or communicate obscene, threatening, harassing, or abusive messages to others, either 
inside or outside the City, such use is strictly prohibited and may result in discipline up to and including 
immediate termination.   

1. Electronic mail and other communications:  Electronic mail (e-mail) is produced, transmitted,
stored and received on the City’s own communications system. Email shall not be used to
knowingly produce, transmit, retrieve, or store any communication that is harassing,
discriminatory, derogatory, obscene, sexually explicit or pornographic, defamatory, or
threatening, fraudulent; in violation of any license governing the use of software, illegal or
contrary to the City’s policy or business interests, intended to solicit employees for outside
organizations, or in furtherance of a personal business enterprise.

2. Employees must use extra caution when an e-mail is received from an unknown source or
when an e-mail is from a known source but appears suspicious. The potential for the spread
of viruses is a significant safety concern for the City; opening an unexpected or suspect email
could jeopardize the entire City computer system. Extra caution should also be used in
opening attachments. Employees should contact the City’s Information Technology support
service about all suspicious email.

3. Personal Use: Computer Technology is provided by the City of Bel Aire for city business
purposes. Limited, occasional, or incidental use of Computer Technology for personal, non- 
business purposes is permissible but must be done in a manner that does not interfere with
performance of official duties or negatively impact the City. Employees are expected to act
responsibly and not abuse this privilege. Personal use including streaming and downloading
exclusively for entertainment purposes is prohibited.

4. Use of Personal Technology Platforms: Employees are cautioned that all e-mails texts or
similar communications pertaining to work are considered City of Bel Aire records. Emails
maintained on personal email accounts, may be subject to discovery in the event of litigation.
For this reason, employees are discouraged from using their personal e-mail accounts for
work related purposes. When utilizing a personal email account for work related purposes
employees must carbon copy (cc), their work related email account to ensure that a record is
created on the City network.

5. Privacy: Employees should not consider as their own any files stored or maintained on City
computers.  They are City property.  Employees should not use City email addresses to sign
up for any accounts or distribution lists that are un-related to their job duties. There is no
right or expectation of privacy in such files, and they may be accessed, read, downloaded, or
deleted in the City’s regular course of business.  Such events may include, but may not be
limited to, detecting breaches of City policies, procedures, rules, regulations or any law, and
accessing needed files when an employee on whose computer the file is stored or maintained
is absent. Accordingly, there is no right or expectation of personal privacy in anything
created, sent, or received on any of the City’s  Computer Technology platforms. The City
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reserves the right to monitor, review, access, delete, and/or disclose all messages and 
documents transmitted over its e-mail systems in accordance with all legal purposes. 

No harassing, indecent, profane, abusive, vulgar, intimidating, or otherwise offensive or 
inappropriate language or material may be sent on City e-mail, voice, computer or other 
communications systems.  Any employee who receives or encounters such material shall 
immediately report it to their supervisor or other management official.  Reports involving any 
of these persons shall not be reported to that person; instead, an employee should make the 
report to another supervisor, management person or department head.  Employees found to 
have been using City communications systems to harass, intimidate or other similar manner, 
may result in discipline up to and including termination.  

6. Software: All City owned software is the property of the City and shall be used only in
compliance with applicable software agreements. Employees shall comply with all software
licenses, copyrights and laws governing intellectual property.  Employees found to be in
violation shall be subject to immediate discipline, up to and including immediate discharge.
To ensure that incompatible software is not installed, all software must be approved by the
City’s Information Technology support person prior to downloading.

7. Confidentiality: Employees will respect other individual’s electronic communications. Except
when permission has been expressly granted by City management, employees are prohibited
from engaging in, or attempting to engage in the following:

a. Monitoring or intercepting the files or electronic communications of other employees
or third parties;

b. Hacking or obtaining access to systems or accounts they are not authorized to use;

c. Using other employees’ log-ins or passwords; or

d. Breaching, testing or monitoring computer or network security measures

8. Cell Phones: Employees who are provided with a cell phone for businesses purposes by the
City of Bel Aire have no expectation of privacy on such phone. Unless otherwise authorized,
City issued cell phones must be used only for business purposes. Employees who accept a
reimbursement for the use of their personal cell phone for business purposes should be aware
that their right to privacy on such phone may be impacted by acceptance of such
reimbursement. Specific policies regarding provision of cell phones and/or monetary
reimbursement area are available through the City Manager’s designee in charge of Human
Resources.

An hourly employee must have permission from his or her supervisor before doing City work
on a cell phone or other remote computer technology.  Employees are responsible for
understanding when they are expected to work. Hourly employees working on cell phones or
other remote computer technology are required to track all time (minutes and hours) spent
working outside of normal work hours. That time should be included in regular timesheets.
Failure to gain explicit prior approval to do work on a cell phone, or other remote technology
may result in discipline up to and including termination.

9. Passwords: Employees are responsible for safeguarding City passwords to access networks.
Individual passwords should not be printed, stored online or given to others. Each employee
is responsible for all transactions made using their password. Upon termination, former
employees are strictly prohibited from accessing City electronic networks or social media
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accounts using passwords. Employees may not, without City permission, lock or password-
protect any document or electronic transmission on the City system; download software from 
the Internet; or install software or hardware on the City system. All documents, graphics, 
correspondence, reports, and information of any kind stored on the City’s equipment, filed 
on City property, are considered the property of the City and not individual employees. 

10. Transporting Electronic Files: Employees must exercise caution when conducting city
business on personal computers or when transporting City electronic files, particularly when
that information is confidential in nature. External drives exposed to viruses that exist on
personal computers, can transfer that virus from one computer to another. Employees are
responsible for the security of all electronic files the carry on their person on work on outside
of a City facility.

11. Violation of Policy: Any employee who uses Computer Technology or accesses or uses e-mail
or the internet in violation of this policy will be subject to disciplinary action, up to and
including termination of employment, and may be subject to criminal prosecution and civil
liability.

12. Social Media: Social media includes all means of communicating or posting information or
content of any sort on the Internet, including to your own, or someone else’s blog, personal
website, social networking website (including Facebook, Twitter, etc.), chat room, as well as
any other form of electronic communication, whether or not associated or affiliated with the
City of Bel Aire.

Social Media Guidelines 

The principles and guidelines found in this policy apply to your activities online. The City 
respects your 1st Amendment rights; ultimately, you are solely responsible for what you post 
online. Before creating online content, consider how the communication you are posting might 
be perceived. Keep in mind that any conduct adversely affecting your job performance, the 
performance of fellow employees, or that otherwise adversely affects residents, customers, 
vendors, or people who work on behalf of the City may result in disciplinary action up to and 
including termination. 

• Know and follow the rules. Carefully read these guidelines, and ensure your postings
are consistent with these policies. Inappropriate posts which include discriminatory
remarks, harassment, and threats of violence or similar inappropriate or unlawful
conduct will not be tolerated and may subject you to disciplinary action up to and
including termination.

• Be fair and courteous. Even when off duty, employees are expected to be fair and
courteous to fellow employees, customers, residents, vendors, and others encountered
while working on behalf of the City of Bel Aire. When posting content, ensure that you
are not posting something you would not want to take credit for in a public meeting.

• Be honest and accurate. Make sure content is honest and accurate and correct any
mistakes quickly. Never post false information or rumors about the City of Bel Aire,
employees, customers, or contractors of the City. Be open about posts that have been
altered and remember that the Internet archives almost everything; therefore, even
deleted posts can be recovered.

• Think about what you are posting and harm it could cause. Keep in mind that work-
related complaints can typically be resolved more effectively by speaking directly with
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a co-worker or by talking with a supervisor rather than by posting complaints to a social 
media outlet. 

• Never represent yourself as a City spokesperson. Unless it is part of your job duty to
post City content, never represent yourself as a spokesperson for the City of Bel Aire.
Your posts should express only your personal opinions. If operations of the City of Bel
Aire are the subject of the content you are creating, be clear and open about the fact
that you are an employee and make it clear that your views do not represent those of
the City of Bel Aire, fellow employees, customers, residents, etc. If you are referencing
the City of Bel Aire operations on a website or other social media outlet, it is best to
include a disclaimer such as “The postings on this site are my own do not necessarily
reflect the views of the City of Bel Aire.”

Retaliation is prohibited. The City prohibits taking negative action against any employee for reporting 
a possible deviation from this policy or for cooperating in an investigation. Any employee who 
retaliates against another employee for reporting a possible deviation from this policy or for 
cooperating in an investigation will be subject to disciplinary action, up to and including termination. 

13. Telework Policy: Telework is not a universal employee benefit, nor is it suitable for all
employees or positions, including those in public safety or whose jobs require regularly
assisting the public and face-to-face interactions. When evaluating a request, supervisors and
department directors should carefully examine the employee’s job description and regular
duties to determine whether a particular job would align well with remote work. Selection of
employees for telework shall be based on specific, work-related criteria, which include the
following:

• The employee must have received an overall “satisfactory” or better rating on the most

recent performance evaluation and must maintain satisfactory or better ratings while

teleworking.

• The employee’s history of being reliable, managing workloads with minimal supervision,

and establishing priorities, and managing their time effectively.

• Establishment and maintenance of clear and effective communications between the

employee, supervisor, and any key contacts.

• The amount of public contact and in-person communication required.

• Access needed to certain documents or special equipment that are only available at the

physical job site.

• Travel and field work requirements.

• Whether remote work will additionally burden other staff members.

a. Employees must use the Telework form to request approval from their immediate supervisor

and/or department director. Approval required from department director and City Manager.

b. Clear communication is expected of any employee provided the opportunity to work remotely.

This includes answering calls and emails promptly during agreed-upon work hours and also a

commitment to a high level of communication with supervisors and other staff regarding work

produced, project status, and deadlines. Below are additional expectations:

• The employee must maintain appropriate levels of production and quality of work while

working at an alternative location.
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• A mutually established schedule must be defined. The Telework request form should

specify the days and times work will be completed at the remote location and at the

office.

• Employees working remotely are expected to attend work-related meetings. When

possible, meetings will be held virtually or by phone.

• The employee and supervisor must establish expectations for handling telephone

messages and forward of telephone calls.

• The employee must be accessible throughout the agreed-upon teleworking schedule.

• Supervisors are encouraged to request a log of work performed while teleworking.

• Supervisors will certify the biweekly timesheet, which include all hours worked,

regardless of location.

c. Employees who telework are governed by the same policies regarding work schedules, leave,

and pay as other employees. All normal policies associated with leave remain in place, including

the need to request and be approved for use of vacation or other types of leave. Regardless of

work locations, employees must adhere to the requirements of the Fair Labor Standards Act and

not work longer than permitted or incur overtime without prior supervisor approval. Employees

working remotely must continue to follow established department procedures for requesting

and obtaining leave. Additionally:

• Employees will not be eligible for travel reimbursement for travel to and from the city

work site.

• The City of Bel Aire will not reimburse personal expenses incurred (furnishings, Internet,

utility costs) related to telework.

d. Equipment, software, data, and supplies provided by the City of Bel Aire for telework must be

used only by City employees. Employees working remotely shall obtain supplies through their

department’s normal supply procurement process. Office supplies generally will be made

available at the office for the employee to pick up. Maintenance, repair, and replacement of

City-owned equipment issued for telework will be the responsibility of the City. In the event of

equipment malfunction, the employee must notify his or her supervisor immediately.

Negligence which results in damage to City equipment may be grounds for discontinuing

telework, as well as disciplinary action.

e. The teleworker must take reasonable precautions to ensure hardware and software integrity.

The City will supply teleworks with appropriate security and access information and will train

teleworks. All employees, including those performing telework, are responsible for the safety

and security of City confidential data and information.

f. Telework arrangements may be terminated by the City of Bel Aire at any time, for example

when expectations of the City are not being met or if performance issues develop. The

employee may also terminate the arrangement, contingent on the availability of office space at

the employee’s primary work location.

M. ATTENDANCE AND PUNCTUALITY 
To maintain a safe and productive work environment, the City expects employees to be reliable and to be 
punctual in reporting for scheduled work.  Office hours and work hours may vary for different 
departments and it is the responsibility of the employee to follow the schedule set out by each 
Department Head.  Absenteeism and tardiness place a burden on other employees and on the City. 
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Poor attendance and excessive tardiness are disruptive.  Either may lead to loss of pay increases since 
they are part of the evaluation process for merit pay.  Excessive absenteeism or tardiness can also result 
in disciplinary action up to and including termination. In the rare instances when employees cannot avoid 
being late to work or are unable to work as scheduled, they should notify their supervisor as soon as 
possible in advance of the anticipated tardiness or absence.  Notification of supervisor shall not modify 
an unapproved absence into an approved absence. 

Sick leave benefits are intended for genuine illnesses and abuse of that benefit can lead to disciplinary 
action.  If an employee demonstrates a pattern of using sick leave as it accrues and does not allow sick 
leave to accumulate to cover an extended illness, the practice could be considered excessive use of that 
benefit. 

The City reaffirms it is an at-will employer and employment may be terminated at the discretion of 
management or the employee without prior notice. 

N. HONESTY AND ETHICS 
Public service requires a high standard of honesty and personal ethics.  Dishonest and unethical behavior 
will not be tolerated and may subject employees to disciplinary action up to and including termination. 

For clarification purposes, and to serve as examples only, dishonest behavior includes but is not limited 
to: taking supplies purchased by the City for personal use; putting time on your time sheet that you did 
not work and had no appropriate leave to cover; using City equipment for personal benefit; taking money 
that does not belong to you and with no specific authorization to do so; taking any item that does not 
belong to you with no specific authorization to do so; calling in sick when you are not or using sick leave 
for time off that is not covered by sick leave; providing false information on City paperwork.  Examples of 
unethical behavior would include, but is not limited to: making false accusations against someone; giving 
false or misleading information to another in order to cause that person to make inappropriate decisions 
on the job; deliberately not sharing information another needs to properly carry out their duties; not 
reporting harassment; not reporting information regarding theft or other inappropriate behavior; giving 
out confidential information to anyone not authorized to have that information; not following department 
or City policy. 

The City reaffirms it is an at-will employer and employment may be terminated at any time by either the 
employer or the employee without prior notice. 

O. INSUBORDINATION 
Insubordination is broadly defined as an unwillingness to submit to authority either through an open 
refusal to obey an order or through a failure to carry one out.  Examples of insubordination (or attempts 
to undermine managerial authority) include, but are not limited to, the following: 

• Actively challenging or criticizing a management lawful orders.

• Interfering with management.

• Showing open disrespect toward a supervisor.

• Showing open disrespect toward an appointed or elected official.

• Making threats or using coercion or physical violence.

• Using abusive language or making malicious or threatening statements.
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• Ignoring instructions.

• Lying or other unprofessional behavior.

• Violating Chain of Command.

Insubordination of any kind will not be tolerated.  Acts of insubordination may result in disciplinary action, 
up to and including termination. 

P. APPEARANCE / DRESS CODE 
Each employee represents the City. As such, employees may enter the homes of citizens, greet and 
interact with the public at City sites, or work out in the community so as to be very visible to the public.  
Therefore, the image presented by employees while on duty must be professional and not unkempt.  
Hair should be well groomed. Employees are expected to arrive for work in appropriate attire, wear 
clothing that is clean, pressed, neat and well fitting. Casual business attire or assigned uniforms are 
generally considered appropriate attire.  Jeans may be permitted on Fridays, sweatpants, shorts, tights, 
yoga pants and exercise bottoms are only permitted for appropriate Rec center activities or City Hall 
cleaning or moving designated events. Clothing should not be torn, frayed, ill-fitting, or not suitable for 
the duties to be performed.  Items such as ear gauges, and nose rings may be prohibited if such detracts 
from a professional image. Clothing, body art/tattoos, piercings, and hair color or other grooming 
techniques that is obscene, impairs performance or disrupt transaction of City business is prohibited. 
Hair shall be any natural shade of hair color. Employees should consult their supervisors or the Human 
Resources department for guidance and questions as to what constitutes appropriate professional 
appearance for their positions. 

Q.  WORKPLACE VIOLENCE 
The City believes that all employees should be able to enjoy a workplace free from violence, harassment, 
and threats.  The City, therefore, does not knowingly tolerate such incidents and will use legal, managerial, 
administrative and disciplinary procedures to protect the workplace from violence. 

Workplace violence includes not only physical attacks, but also threats of violence, stalking, or other 
verbal or physical conduct of a violent nature which has the purpose or effect of creating a dangerous, 
unsafe, intimidating or violent working environment.  All employees are prohibited from engaging in any 
of these acts, or any other act that might constitute workplace violence.  Any employee who does engage 
in such activity is subject to discipline, up to and including immediate discharge. 

Employees who believe they are victims of workplace violence, or who observe workplace violence, shall 
immediately report such incidents to a supervisor, other management person, or law enforcement. It is 
mandatory to report acts of workplace violence during the shift when such act occurred.  Reports of 
violence involving a supervisor shall not be reported to that person; instead, the report shall be made to 
an alternate administrative officer or to law enforcement.   

The City reaffirms it is an at-will employer and employment may be terminated at the discretion of 
management or the employee without prior notice. 

R. AMERICANS WITH DISABILITIES ACT / ACCOMMODATIONS 
The City will provide reasonable accommodations to employees in accordance with the Americans with 
Disabilities Act of 1990. If an employee becomes restricted in a major life function, a request for 
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accommodation may be made to the employee’s Department Head or supervisor. The request should be 
made in writing and include the specific accommodation requested. If a supervisor notices that 
accommodation pursuant to ADA may be appropriate for the supervisor’s subordinate employee, the 
supervisor shall promptly visit with the employee to determine if a specific accommodation request to 
the City is warranted.  Proof of the disability and work restrictions must be provided by a licensed 
physician. Every reasonable attempt will be made to provide accommodation to allow the employee to 
be a productive member of the City’s workforce. Any special equipment, software, furniture, etc., 
purchased by the City remains the property of the City. 

S. CHAIN-OF-COMMAND 
The Chain of Command is the organizational structure established for the operation and supervision of all 
personnel and departments. The City Manager is the highest level within the staffing structure and reports 
directly to the City Council. The City Council communicates administrative direction solely through the 
City Manager. The City Manager shall communicate administrative direction and all requests for work or 
research through Department Directors and/or their designees. Department Directors shall communicate 
administrative direction in a manner consistent with the chain of command within the organizational 
structure. 

An employee who has concerns, complaints, or suggestions about his/her employment should discuss the 
matter with his/her Supervisor as the first step within the City chain of command. If that Supervisor is the 
subject of the complaint or concern, employees should discuss the situation with the Department 
Director. If the Department Director is the subject of the complaint or concern, employee should discuss 
the situation with Human Resources personnel or the City Manager. If Human Resources personnel or the 
City Manager is the subject of employee’s complaint or concern, the employee should discuss the 
situation with the City Attorney. The City Attorney does not represent individual employees, but 
represents the City as effectuated by the Governing Body. 

The City strives to create a positive work environment for all employees. An employee who has a general 
work environment concern or complaint is encouraged to contact HR or the City Manager. 

The purpose of this policy is to promote clear and swift solutions to workplace concerns and ensure 
matters important to the City are addressed appropriately, thereby improving the work environment for 
all concerned. Violations of this policy may subject employees to discipline, up to and including discharge 
from employment. 

T. EMPLOYEE PRIVACY 
It shall be the policy of the City not to discuss specific and/or individual personnel matters with third 
parties, such as spouses or parents.  Only the individual involved, and/or their legal counsel, and 
appropriate supervisors shall take part in specific personnel discussions and/or decisions.  Personnel files 
are considered confidential and shall only be made available for inspection and reproduction by the 
specific employee, appropriate supervisors, human resources staff, legal counsel, or through appropriate 
subpoena.   

U. NEPOTISM 
1. In order to avoid favoritism or the appearance of favoritism based on family relationships, no one

shall be employed in a department where the Supervisor, department head, or another
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departmental employee is a member of their immediate family.  “Immediate family” is defined to 
include only an employee’s parents, stepparents, spouse, children, stepchildren, siblings, 
stepsiblings, grandparents, grandchildren, mother or father-in-law, significant other, and brothers- 
or sisters-in-law. 

2. If two employees within the same department marry or otherwise obtain a relationship whereby 
they become members of each other’s immediate family, one of the employees shall be 
transferred to another department, if possible, without the loss of pay or benefits.  Establishment 
of such a relationship shall not be the basis for termination of employment. 

3. Employment will be denied to any person who is related to either the Mayor or any member of 
the Bel Aire Governing Body, as a spouse, child or parent of such elected official. 

 

V. PUBLIC SAFETY AND RESPONSE TIME 
In accordance with the City’s emergency response plan including, police department and public works 
employees must be able to respond to City emergencies within 30 minutes. The City Manager may 
additionally require employees in certain key public safety or operations positions to be available for 
emergencies sooner. 

 

W. ON-CALL POLICY 
1. Some positions are required to be available “on-call” after normal working hours. Employees 

subject to this on-call policy are required to remain within a 30-minute drive time of the City 
boundary and are required to be available for call back to work at any time while on-call. When 
on-call, all employees shall be paid an on-call rate that has been determined and approved by the 
City Manager. Non-exempt employees shall track the time spent working, including taking calls or 
emails while on-call and shall be compensated for such time. 

2. Employees called back to work from off-duty shall receive compensation at one and one-half (1 
½) rate of pay for all hours worked in response to such a call. 

 

X.  WEAPONS 
1. The City prohibits employees (excluding police officers) from possessing, using, or displaying a 

weapon within the workplace or while engaged in official duties on behalf of the City except as 
specifically provided in this policy. This prohibition applies regardless of the location of said duties, 
applies to all employees who drive or ride in City vehicles or equipment, and applies whether the 
weapon is concealed or unconcealed, loaded or unloaded. 

2. In accordance with the Kansas Personal and Family Protection Act and the restrictions found 
herein, employees may carry a concealed handgun into city facilities, in city vehicles and while 
engaged in or conducting the business of the City provided the employee is legally qualified to 
carry a concealed handgun under federal and state law, and the carrying of a concealed handgun 
is lawfully allowed and not otherwise prohibited under the provisions of federal or state law. This 
exception does not permit the open carry of a handgun or other weapon.  

3. Employees choosing to carry a concealed handgun must provide copy of qualifying documents 
(i.e. conceal and carry license) to Human Resources. Human resources will provide public safety 
expectation in accordance with this policy. 
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4. Employees choosing to carry a concealed handgun must provide notification to the Chief of Police. 
The notification to the Chief of Police that an individual is carrying a deadly weapon on their 
person while accessing both secure and unsecured areas of public buildings is a one-time 
requirement in accordance with the City’s approved building security plan. 

5. Any employee violating this policy and/or public safety expectations, including the inadvertent 
display of a handgun, will be subject to discipline up to and including termination.  
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SECTION II - PLACEMENT 
 

A. EMPLOYMENT ELIGIBILITY 
1. A job applicant may be disqualified for, among others, the following reasons: 

a. The applicant does not possess the background, ability, experience, training, certification, 
or licensure associated with performing the duties of the position for which he/she seeks 
employment. 

b. Determination that the applicant intentionally made false statement(s) on his/her 
employment application, 

c. Unfavorable police record, employment record or unsatisfactory reports from previous 
employers, 

d. The applicant has solicited favors from any City official in connection with his/her search 
for employment, or another person has done so at his/her request. 

THE ABOVE LIST IS NOT INTENDED TO BE A COMPLETE LIST OF ANY AND ALL APPLICABLE REASONS FOR 
THE DISQUALIFICATION OF A JOB APPLICANT.   

2. All new hire forms must be completed and returned to the Human Resources department before 
a new employee may be placed on the payroll. 

B. EMPLOYMENT CLASSIFICATIONS 
1. Full-Time: Employees who work on a regular and continuing basis and working thirty-four (34) or 

more hours per work week for a period of twelve months. Employees who work an average of at 
least 30 hours per week are not considered full-time but will be eligible for medical insurance in 
compliance with the Patient Protection and Affordable Care Act. 

2. Part-Time: Employees who work less than a regular full-time week on a regular and continuing 
basis. Students 18 years of age and under working between academic terms shall be considered 
part-time employees, regardless of the number of hours worked. Part-time employees may be 
eligible for some fringe benefits. 

3. Temporary/Seasonal: Employees in temporary/seasonal positions with the City are those 
employees, either full-time or part-time, who are limited to 1,000 hours per calendar year and 
may include seasonal employees. Persons hired under the temporary position category are not 
eligible for fringe benefits. 

All part-time and full-time employees are considered regular employees after completion of a training 
period. 

C.  FAIR LABOR STANDARDS ACT DESIGNATION 
Most City employees are subject to the Fair Labor Standards Act (FLSA). All positions in the City are 
designated exempt or non-exempt under FLSA depending on whether or not the job position meets the 
requirements of the act. These designations have nothing to do with the importance of a position to the 
City. 

Employees who are exempt are not paid overtime for hours over 40 worked each work week, but hour-
for-hour compensatory time is allowed. However, compensatory time shall not be accrued nor paid out 
at any time. Employees who are non-exempt shall be paid overtime for hours over 40 worked each work 
week. (See Overtime Compensation for more details.) There are specific exceptions under the FLSA for 
law enforcement. Department Heads are exempt employees and schedule their time to accomplish the 
requirements of the position. 
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The City, as a public employer with accountability to taxpayers, requires that exempt employees who have 
exhausted all leave be paid only for hours worked. Employees are expected to report only the time actually 
worked. 

 

D. TRAINING PERIOD 
The training period is intended to give new employees the opportunity to demonstrate their ability to 
achieve a satisfactory level of performance and to determine whether the new position meets their 
expectations. The City uses this period to evaluate employee capabilities, work habits, personal and social 
capabilities, and overall performance.  Either the employee or the City may end the employment 
relationship at any time during the training period with or without cause or advance notice. 

1. Length of Training Period:  Each offer of employment, or rehire, shall be provisional on the 
satisfactory completion of six months training period beginning on the first day an employee is 
required to report for duty.  Police Department employees requiring training at the time of hire 
will have a one-year training period to allow for completion of the training academy. 

2. Extending the Training Period:  If the City determines that the designated training period does not 
allow sufficient time to thoroughly evaluate the employee’s performance, or the employee is 
absent with permission for more than 5 days during this time, the training period may be extended 
for a clearly specified time period, not to exceed six months, without any negative connotations 
regarding the employee’s performance. 

During the training period, provisional employees are eligible for those benefits that are required by law, 
such as workers’ compensation insurance and Social Security.  They may also be eligible for other City 
fringe benefits, subject to the terms and conditions of each benefit program. All provisional employees 
should read the information for each specific benefit program for the details on eligibility requirements. 

Upon satisfactory completion of the training period, employees enter the “regular” employment 
classification. 

 

E.  PROMOTION  
A promotion means that the employee is: (1) moving to a new position with increased responsibilities; (2) 
the new position is in a higher pay classification; and (3) the new position is in the same established job 
family as the former position. A title change does not necessarily constitute a promotion.  Employees who 
are promoted within the City must complete a secondary training period of the same length with each 
reassignment to a new position, but such training period does not change the employee’s status as a 
regular employee.  In cases of promotions, an employee who based on performance of job duties and 
responsibilities and or City needs, is not able to fulfil the role of the new position can be removed from 
that position at any time during the secondary training period.  If this occurs, the employee may be 
allowed to return to his or her former position or to a comparable job for which the employee is qualified, 
depending on the availability of such positions and the City’s needs. The performance review schedule for 
a promoted employee shall be adjusted to reflect the date of the promotion. Performance evaluations 
will be completed for promoted employees after six months of service in the new positions. Employees 
will be eligible for a merit increase after completion of one year in the new position. 

 

F. TRANSFER 
A transfer means a lateral transfer or a non-lateral transfer. 
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• A lateral transfer is the movement of an employee from one position to another with the same 
pay range. 

• A non-lateral transfer is the movement of an employee from one position to another with a higher 
or lower pay range. 

Any employee may request a transfer at any time when there exists a vacancy for which the employee 
desires consideration; provided that the City Manager may make a non-requested lateral transfer or non-
lateral transfer whenever deemed to be in the City’s best interests. A lateral transfer does not change the 
transferred employee’s performance review date. For non-lateral transfers, the employee’s performance 
review date will be the date of the transfer. Performance evaluations will be completed for non-lateral 
transfers after six months in the new position. Non-lateral transfers are eligible for merit increase after 
completion of one year in the new position. 

 

G. DEMOTION 
A demotion is a downward movement of an employee from one position to another within an established 
job family, whether based on inability to satisfactorily perform assigned duties, disciplinary reasons, 
changes in the City’s workforce needs, or lack of work and funds. Demotion does not include placement 
of an employee in a position at a lower pay grade within an established job family at the employee’s 
request, which will be considered to be a non-lateral transfer. The employee’s performance review date 
will generally be adjusted to reflect the date of demotion. Performance evaluations will be completed for 
demoted employees after six months in the new position. Demoted employees will be eligible for merit 
increase after completion of one year in the new position. 

 

H. RECLASSIFICATION 
Reclassification means the re-evaluation of and reassignment of a position to assure that the pay plan 
accurately reflects the worth of the position. A position may be reassigned either upward to a higher pay 
range or downward to a lower pay range, Reclassification does not constitute either promotion or 
demotion. Employees holding positions which are reclassified will not serve a training period and the 
performance review date will not change. 

Reclassification is an action taken to recognize one of two conditions: 

• The duties, responsibilities, and qualifications of an existing position have substantially changed 
over time to the extent that the position no longer resembles others in its class; or 

• Labor market conditions, as demonstrated by recruitment and retention experience and verified 
by salary survey data; indicate a need to re-evaluation the classification of a position. 

The reclassification process will not be used to reward an employee who is performing well in a properly 
classified position and possesses potential to perform in a higher-level position which the City does not 
need, or to provide additional salary growth to an employee who has reached the top of his or her pay 
range. 

 

I. RESIGNATIONS 
Resignations shall be made in writing. Employees are encouraged to provide two weeks’ notice to 
facilitate a smooth transition out of the organization. Absence without notifying the supervisor in advance 
of the absence that exceeds two (2) consecutive work days may be considered a voluntary resignation by 
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the City unless other mitigating factors are provided.  However, “absence without leave” of any period of 
time is grounds for involuntary termination. 

 

J. RETIREMENTS 
Retirement notification must be made in writing. Employees are encouraged to provide as much notice 
as possible with a preferred notice of at least 30 days. 
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SECTION III - VACATION AND LEAVES 

 

A. BENEFITS DURING LEAVES OF ABSENCE 
An employee must be in pay status while on leave of absence to accumulate benefits. (Exceptions are 
noted specifically for seniority benefits while on military leave without pay.)  With Department Head 
approval, an employee on leave of absence without pay may be eligible to receive life insurance and 
health insurance benefits, provided the employee contributes both the City’s share and his/her own share.  
KPERS membership may be available for up to one year of leave of absence not credited as participating 
service (employee buy-back provisions). 

 

B. LEAVES OF ABSENCE WITH PAY  
Includes sick, vacation, military reserve, and other (as defined in the following sections). 

 

C. PROMOTION, TRANSFER, RECLASSIFICATION OR DEMOTION 
When an employee is promoted, demoted or transferred, all sick leave and vacation leave remains to 
his/her credit and is transferred with the employee. 

 

D. REQUESTS FOR LEAVE OF ABSENCE  
All requests for leave of absence shall be made according to the procedures designated on the following 
pages for that particular leave. KPERS benefits shall be adjusted for employee based on KPERS policy. 

 

E. REPORTING LEAVE FOR PAYROLL  
Leave, with or without pay, is to be reported to the City Manager’s designee in charge of Human 
Resources. 

 

F. VACATION LEAVE 
1. Employees in regular full-time positions with the City are granted vacation leave monthly 

according to the following schedule based on continuous service: 

Years of Service Annual Vacation Time Vacation Hours 
earned per month 

Maximum Accrual 

0-5 years 12 days (96 hours) 8 Annual Accrual + 40 hours 

6-11 years  15 days (120 hours) 10 Annual Accrual + 60 hours 

12 or more years 18 days (144 hours) 12 Annual Accrual + 80 hours 

 
2. Employees in regular part-time positions with the City are granted vacation leave monthly 

according to the following schedule based on continuous service: 
  

Years of Service Annual Vacation Time Vacation Hours earned 
per month 

0-5 years 6 days (48 hours) 4 

6-11 years  7.5 days (60 hours) 5 

12 or more years 9 days (72 hours) 6 
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a. Non-exempt employees: The Department Head shall establish a normal, standard work
week for employees. Vacation time should be used in no less than .5 hour (30 minute)
increments and must be approved by the employee’s supervisor. Supervisors may authorize
the use of flextime in lieu of vacation time during normal scheduled hours.

b. Exempt employee: An exempt employee will be expected to work a full time schedule
however hours may vary depending upon workload requirements. Exempt employees will
be required to use vacation leave for any full workday absence, or partial day absence that
occurs during the employee’s normal shift of work. An exempt employee’s immediate
supervisor may waive the use of vacation for partial day absences due to unusual workload
requirements, taking into account work time that is required beyond the normal work day.

3. An employee leaving employment with the City shall receive pay for vacation credited and
unused to the date of his/her separation or resignation, provided he/she has been in service of
the City for at least one year.

4. Full-time employees shall not carryover vacation leave accrued in a calendar year that exceeds
their maximum accrual limit without express written approval from the City Manager. Part-time
employees shall not carryover vacation from year to year unless otherwise negotiated.

5. Employees shall not be eligible to earn vacation leave benefits during periods of time they are
absent from work (for any reason) without pay. Vacation credit will begin to accumulate when
the employee returns to work from leave without pay.

6. Illness during vacation - Sick leave may be substituted for scheduled leave if an employee
becomes sick during his or her vacation.

G. SICK LEAVE 
Information about an employee and his/her immediate family’s health is governed by the federal Health 
Insurance Portability and Accountability Act (HIPAA). Information is to be kept confidential and shared 
only with persons who have a work-related reason to know. 

The City of Bel Aire provides paid sick leave benefits to all regular full-time and regular part-time 
employees for periods of temporary absence due to personal health and or medical needs, physical 
illnesses, injury or disability. Temporary employees are not eligible to receive sick leave benefits. Sick leave 
is not earned but is a benefit granted to employees to accommodate the occasional need to remain at 
home due to the listed conditions. Employees who abuse the use of sick leave may face disciplinary action. 
Eligible employees begin receiving credit for sick leave on the hire date. 

1. Accumulations.  Sick leave benefits are granted on the basis of eight (8) hours per month.  
Sick leave may be accumulated to a maximum of nine hundred sixty (960) hours.

2. Uses of Sick Leave. Sick leave is available to an employee when:

a. The employee’s condition requires absence from work;

b. The spouse, child, step-child, parent, step-parent, or any person of whom the employee has
legal guardianship is ill;

c. The employee or a member of his/her immediate family listed above has a medical
appointment;

d. All days of funeral leave have been exhausted.

3. Incremental Use. Sick leave may be taken in no less than .5 hour increments.
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4. Reporting of Sick Leave.  If a personal or immediate family member illness prevents any employee 
from performing assigned duties, said employee shall notify his/her supervisor of the problem. 
The call should be placed no later than 30 minutes prior to scheduled beginning of the employee’s 
workday.  If an employee is absent from work and has not notified the supervisor in accordance 
with this policy, sick leave will be granted for the absence only by written Department Head 
approval.  Leave will not be recorded as sick leave unless it has been approved by the supervisor. 
The supervisor may request a written statement from the employee’s doctor stating that absence 
from work was necessary due to illness.  A release to return to work signed by a current physician 
may be required at the discretion of the Department Head before an employee is allowed to 
return to work.   

5. Before an employee can be permitted to perform regular duties after having sustained an injury, 
undergone surgery, or having been ill beyond twenty-four (24) working hours, said employee 
must present the Department Head with a release to return to work signed by a physician, stating 
that the employee is fit to return to work and carry out all duties of employment.   

6. Unused Sick Leave is not paid upon termination of employment or retirement. 

7. After the first full year of employment has been completed, eligible employees who take less than 
five (5) sick days (40 hours or less) in the prior calendar year will be awarded one personal day (8 
hours). All personal days must be taken within the calendar year of the awarding of the personal 
day and may not be carried forward or paid upon termination of employment or retirement. 

8. Employees shall not be eligible to earn sick leave benefits during periods of time they are absent 
from work (for any reason) without pay. Sick leave credit will begin to accumulate when the 
employee returns to work from leave without pay. 

 

H. FUNERAL LEAVE 
1. Eligibility: In the event of a death of a regular full-time employee’s immediate family member an 

employee is eligible for up to three days (24 hours) of funeral leave. Immediate family is defined 
for the purposes of funeral leave only as employee’s spouse, or the parent, sibling, child, 
grandparent, grandchild, step-parent, step-child, step-grandparent or step-grandchild of either 
the employee or the employee’s spouse. This leave must be approved by the Department Head 
and is not charged against any other leave accumulations. Any additional leave granted must have 
Department Head and City Manager approval and may be taken from any accrued leave. The 
Department Head may request documentation to verify eligibility for funeral leave. 

2. Reporting Funeral Leave: An employee who is unable to work because of a death in the immediate 
family must, prior to the employee’s scheduled time to report, notify his/her office or immediate 
supervisor, who will then notify the Department Head. 

 

I. INJURY LEAVE 
1. Eligibility: An employee who sustains an injury on the job and files the proper accident report shall 

be eligible for injury leave with pay for absences which occur immediately following the injury and 
which were caused by the injury.  The designated City doctor shall see the employee unless a life-
threatening situation dictates other emergency procedures. 

2. Reporting Injury Leave and Explanation of Benefits: When appropriate, injury leave shall be guided 
by the KMIT work comp process. In order for an employee to be eligible for paid injury leave, the 
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nature of the injury must be reported to the Department Head within seventy-two (72) hours (3 
working days); the location where the injury took place; the materials the employee was using at 
the time of the injury; the extent of damage, if any, to City equipment; the work procedure the 
employee was following at the time of the injury; the extent of supervision at time of injury; and 
a statement as to how the injury could have been avoided.  This report, exclusive of any workers 
compensation form, must be completed and filed with the City Manager’s designee in charge of 
Human Resources within twenty-four (24) hours of the injury, if at all possible, before an 
employee is eligible for injury leave.  Further, an employee must notify his/her supervisor at the 
beginning of the shift that the employee will be absent due to an injury on the job.  Injury leave 
shall not be granted without written verification that the employer’s physician recommended the 
time off work.  In the event an employee is injured and receives injury leave pursuant to this 
section, the employee shall be compensated at his/her full rate of pay for a maximum of twelve 
weeks.  If workers compensation benefits are discontinued, the employee on injury leave shall no 
longer receive a regular paycheck from the City.  During the time an employee on injury leave 
receives a full paycheck from the City, the weekly payments authorized by the Kansas Workers 
Compensation (two thirds [2/3] of gross average weekly wage) will be returned to the City 
Manager’s designee in charge of Human Resources no later than forty-eight (48) hours after their 
receipt.  If an employee continues on injury leave after the twelfth week, the employee will then 
receive only the workers compensation payments and not a City paycheck.  Any payroll 
deductions for health insurance must be paid by the employee to the City in a timely manner to 
continue insurance coverage, and any other optional deductions can be continued or terminated 
at the request of the employee. 

3. Return to work/light duty program: If an individual is injured and is placed on restrictions by a 
physician, the City will obtain a statement from the physician regarding those restrictions.  If the 
City can accommodate said restrictions according to the job description for the individual’s job, 
such person may be permitted to return to work in their regular employment.  If the individual’s 
regular employment position requires an individual not subject to such restrictions, the employee 
may be offered a light duty job other than their regular employment such a position exists and is 
available.  Return to work/light duty jobs are temporary employment and may be limited in time 
and/or eliminated at the City’s discretion at any time.  The City expects the same standards, 
performance, and attendance from an employee who is performing a return to work/light duty 
job as it does from a regular or full-time employee. 

4. The City will actively seek to return disabled, but qualified employees covered by workers’ 
compensation to productive work as quickly as possible in cooperation with the City’s physician 
or health care provider.  Any accommodations will be handled in accordance with ADA 
requirements.    

 

J. PROFESSIONAL DEVELOPMENT 
1. Leaves of absence with pay may be granted for employees to attend professional conferences 

and meetings.  

2. Requests for such leave must be made to the Department Head stating the date of absence, 
purpose of the leave, and the function to be attended. 

3. The travel expense and authorization form should be used in requesting this leave with pay. 
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4. Upon returning from an approved other leave with pay, the employee must complete and forward 
to the City Manager’s designee in charge of Human Resources a travel expense report in 
accordance with the rules set forth for same. 

 

K. LEAVES OF ABSENCE WITHOUT PAY 
1. Occasionally, for medical, personal or other reasons, employees may need to be temporarily 

released from the duties of their job with the City. Leaves of absence without pay not specifically 
covered by this manual or federal, state or local law will be considered only when no paid leave 
is available. 

2.  The City Manager may grant leaves of absence without pay, for no more than seven total days.  
This leave is not intended to be in lieu of Family Medical Leave Act conditions, but for other types 
of short term situations.  

2. Normally, leave of absence without pay will not be granted until all available leave has been 
exhausted. 

3. Requests for leave for personal reasons shall be submitted in writing to the Department Head 
stating reasons for the request, the date the leave shall begin and the probable date of return.  
The Department Head shall indicate in writing upon the request whether the Department can 
provide alternate staffing to support the request, prior to forwarding the request to the City 
Manager for approval. Approval from both the department director and City Manager will be 
required. 

 

L. CIVIL LEAVE   
1. Jury Duty or Witness for the City under Subpoena: Upon receipt of the order requiring the 

employee to report for jury duty or placing the employee under subpoena, a copy of the order 
will be provided to the immediate supervisor to be provided to Human Resources.  Jury duty or 
duty to testify as a witness is not charged to an employee’s leave. The employee may retain 
reimbursement for personal travel expenses or meals.  The employee shall receive full pay from 
the City for the time spent on jury duty. 

2. Court Appearance: Upon receipt of the order requiring the employee to make a court appearance, 
arrangements shall be made by the employee with the employee’s supervisor to receive 
permission from the Department Head to comply with the order.  An employee who is required 
to make a court appearance in an official capacity in connection with the City of Bel Aire or as 
expert witness either because of the employee’s profession or observed knowledge will be 
considered on duty and no charge is made against civil leave.  The employee shall file for fees 
where a fee is paid.  The employee shall turn such fees over to the City when testimony arises out 
of employment with the City of Bel Aire when testimony is given during duty hours.  If the 
employee uses his/her own transportation the employee may keep travel expenses. 

3. Employees Involved In A Personal Case: If an employee is involved in court in a personal case, 
either as plaintiff or defendant, the employee shall be granted leave but the time off may be 
charged either to accrued vacation leave, to leave of absence without pay or personal holiday. 
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M. SELECTIVE SERVICE INFORMATION 
1. Employees ordered by their Selective Service Board to appear for a physical examination shall be 

given the required time off with pay, not to exceed forty-eight working hours. 

2. Immediately upon receipt of the Selective Service Board’s orders, the employee will present the 
order to his/her supervisor so approval may be granted by the Department Head. 

 

N. MILITARY RESERVE LEAVE 
1. Eligibility: An employee is eligible for military reserve leave in the event he/she is a member of 

any reserve component of the United States Armed Services and, pursuant to order, participates 
in a term of active duty or field training encampment. 

2. Reporting Military Reserve Leave: In order for an employee to receive military reserve leave, the 
employee must submit orders necessitating the absence from employment to his/her supervisor 
not less than eighty (80) working hours prior to the commencement of the absence from 
employment.  Upon the employee’s return to work after completion of the military reserve 
responsibilities, the employee must submit to the City Manager’s designee in charge of Human 
Resources documents evidencing all monies received for participation in military reserve duties.  
Military reserve leave shall be limited to a maximum of one hundred twenty (120) hours of active 
participation in military reserve duties and a maximum of thirty-two (32) working hours of travel 
time from the City of Bel Aire to the location where the employee’s military reserve duties were 
performed.  In no event shall an employee receive payment for military reserve leave in excess of 
the difference between the amount received by the employee for performing military reserve 
responsibilities and his/her normal amount of pay.  In the event an employee’s military reserve 
duties require the employee to be absent from work in excess of the maximum amount of military 
reserve leave set forth, the employee may request discretionary leave to satisfy military reserve 
responsibilities. 

3. City employees shall be granted two weeks leave per year for meeting annual military training 
requirements. Such employees must give the City advance notice of annual training requirements 
and the scheduling thereof, and shall provide the City with copies of their applicable orders. 
Notice enables Department Heads to make appropriate adjustments in work schedules and 
workloads. 

4. This policy may change without notice to remain in compliance with State or Federal Law 
regarding military leave from civilian employment. 

 

O. MILITARY LEAVE 
1. Leaves of absence shall be granted to employees whose United States Uniformed Services 

(military) obligations necessitate their absence from work. These leaves are applicable to all such 
obligations, including Reserve and National Guard assignments (see Item I. for Military Reserve 
Leave), and are governed pursuant to the Uniformed Services Employment and Reemployment 
Rights Act (USERRA). Advance notice of military service is required, unless military necessity 
prevents such notice or it is otherwise impossible or unreasonable.   

2. Employees who are subject to multiple military duty assignments may, at their option, present 
leave notices covering all such obligations or individual leave notices. 
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3. Continuation of health insurance benefits will be as required by and in accordance with USERRA 
based on the length of the leave and subject to the terms, conditions, and limitations of the 
applicable plans for which the employee is otherwise eligible.  

4. Employees returning from military leave will be placed in the position they would have attained 
had they remained continuously employed or a comparable one depending on the length 
of military service in accordance with USERRA. They will be treated as though they were 
continuously employed for purposes of determining benefits based on length of service. 
Employees on military leave for up to 30 days are required to return to work for the first 
regularly scheduled shift after the end of service, allowing reasonable travel time. If the 
period of service was more than 31 days, but less than 181 days, the employee must 
return to work no later than 14 days following completion of service. For service in the 
military for over 180 days, the employee must return to work no later than 90 days after 
completion of service. 

 

P. ADMINISTRATIVE LEAVE/FMLA LEAVE 
1. Administrative Leave.  Administrative leave with or without pay may be authorized by the City 

Manager on a case by case basis, following review of application and documentation requesting 
such administrative leave.  Before leave without pay will be granted, the employee must use all 
accrued paid leave. 

2. Family Medical Leave Act.  After one year of employment, an employee may request 
administrative leave without pay under the Family Medical Leave Act for a qualifying condition.  
Such request will be granted in accordance with the provisions of that Act and this City policy. 

a. FMLA leave for up to twelve weeks (480 hours) during a twelve month period (beginning 
with the first day after all accrued, paid leave is exhausted) may be requested or 
designated for the birth of a child, or the placement of a child with the employee for 
adoption or for foster care; to care for a spouse, son, daughter, or parent with a serious 
health condition; for the employee’s own serious health condition. 

b. FMLA leave may be requested or designated for an illness, injury, impairment, or physical 
or mental condition that involves either inpatient care, hospice, or residential care facility, 
or continuing treatment by a health care provider for three or more consecutive days (72 
hours); any period of incapacity because of pregnancy or prenatal care; any period of 
incapacity because of a chronic serious condition; any period of absence to receive 
multiple treatments by health care providers for reconstructive surgery after an accident 
or injury, or for a condition that would likely result in a period of incapacity of more than 
three consecutive days (72 hours) if untreated. 

c. An employee request for FMLA leave must be made in writing with as much advance 
notice as practical. The request or designation must be supported by a health care 
provider’s certification of the medical condition of the person affected. The certification 
must include the date on which the serious health condition began, the probable duration 
of the condition, and other appropriate medical facts.  The certification must contain a 
statement that the employee is needed to care for the child, spouse, or parent and an 
estimate of the amount of time the employee is needed.  If the employee is ill, the 
certification must include a statement that the employee is unable to perform the 
essential functions of the employee’s job. When the certification is for intermittent leave 
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for planned medical treatment, it must include the dates on which the treatment is 
expected to be given and the duration of the treatment. 

e. At the option of the City, a second opinion may be required from a health care provider 
chosen by the City. If the second opinion differs from the first, a third opinion may be 
required and is considered final and binding on both the employee and the City. 

f. Benefits do not accrue during the twelve weeks of FMLA leave.  No sick leave, vacation 
leave or holiday leave accrues.  KPERS and Health insurance may continue during the 
twelve weeks in accordance with those policies. 

g. Leave request forms are available from the City Manager’s designee in charge of Human 
Resources. 

h. The employee must comply with the City’s Reasonable Attendance and Call-In Policy. The 
employee’s notice to the City may be verbal or written. The first time the employee 
requests leave, the employee is not required to specifically mention the FMLA. However, 
the employee is required to provide enough information for the City to know that the 
leave may be covered by the FMLA, and when and how much leave the employee 
anticipates needing to take. Human Resources needs the employee to provide enough 
information to determine whether the leave is FMLA-qualifying.  In all cases, an employee 
is obligated to respond to questions designed to determine whether an absence is 
potentially FMLA-qualifying. Failure to respond to reasonable inquiries may result in 
denial of FMLA protection if the City is unable to determine whether the leave is FMLA-
qualifying. 

 

Q. SHARED LEAVE 
Eligibility In cases of a catastrophic medical condition (a serious incapacitating and/or life threatening non-
job related illness/injury requiring an extended treatment and/or recovery period for which the employee 
anticipates being absent from work) an employee of the City of Bel Aire may apply for leave donations 
from other employees. The purpose of the shared leave program is to provide a method for an employee 
who has utilized all of their own paid leave time and is on unpaid leave as the result of a qualifying medical 
condition, to receive some level of compensation during the term of the unpaid leave.  Consenting 
employees may agree to have leave donations transferred from their accumulated sick leave to the sick 
account of a requesting employee. Coercion and/or intimidation are prohibited and should be reported 
to the City Manager’s designee in charge of Human Resources. The Shared Leave Program is employee to 
employee and being offered in addition to the benefits provided by the City. Shared Leave is not accrued 
or earned under this program. The City of Bel Aire may modify or terminate the Shared Leave Program at 
any time. All full-time and part-time employees with benefits that have been employed who have 
successfully completed their training period are eligible for this program. Shared leave retains the value 
at which it was earned. 

 

R. HOLIDAYS 
1. All employees in regular positions with the City of Bel Aire shall receive holidays with pay for all 

legal holidays observed by the City.  The City has adopted the federal long weekend plan, which 
means that some holidays fall on different dates from year to year. If a legal holiday observed by 
the City falls on Saturday, administrative offices will be closed the Friday before; if the holiday 
falls on Sunday, administrative offices will be closed the Monday after. 

 
Paid Holidays observed by the City are: 
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• New Year’s Day, January 1st 

• Martin Luther King Day, Third Monday in January 

• Memorial Day, Last Monday in May 

• Independence Day, July 4th 

• Labor Day, First Monday in September 

• Veteran’s Day, November 11th 

• Thanksgiving Day, Fourth Thursday in November & Friday following Thanksgiving 

• Christmas Day, December 25th 

• Holiday Leave, one (1) day shall be allowed in conjunction with Christmas as 
determined by City Manager  

• Personal Holiday, one (1) day of Personal Holiday shall be allowed with prior approval 
of City Manager or Department Head (may be taken in 2 hour increments). 

2. Employees required to work on a City observed holiday shall be granted an alternative day off or 
holiday pay, but not both.   When a regular employee of the City is required to work a shift, the 
major portion of which occurs on a designated City holiday, chooses to be paid holiday pay in lieu 
of an alternative day off, such holiday pay shall be in addition to the regular pay earned for 
working that day. Regular part-time employees will receive four (4) hours holiday pay if the 
holiday falls on a normally scheduled work day. Temporary employees and employees on leave 
of absence shall not be eligible for holiday pay on City observed holidays.   

1. Non-exempt employees who are required to be at work on a holiday will receive, in addition to 
their regular pay, time and one-half for the hours worked. 

2. Holidays that occur during any type of approved leave of absence with pay, except Injury Leave, 
are charged as holidays and are not charged as days of leave taken. 

3. From time to time and for certain special occasions, the City Council may designate other days as 
special holidays on a one-time basis. 
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SECTION IV - DISCIPLINE 
 
A. AUTHORITY TO DISCIPLINE 
The City Manager, Department Directors and immediate supervisors shall have the authority to discipline 
personnel.   This section describes the general guidelines of the City concerning discipline and termination 
decisions. It is not intended that these provisions or any others shall form a contract, either express or 
implied, between the City and its employees. The City reserves the right to discipline and/or terminate 
employees for any reason not prohibited by law. Management has the right to bypass normal progressive 
disciplinary steps based on the severity of the case. For example, when employees are found to be 
involved with theft, arson, fighting on the job, or other serious behaviors, they may be terminated 
immediately. 
 

B.        NOTICE OF COUNSELING 
The Notice of Counseling will explain to the employee the City or department the policy that has been 
violated, the implications of the violation, the expected behavior, the corrections necessary, a deadline 
for corrections and sustained improvement, and the next disciplinary steps if the violation is repeated. 
The supervisor is responsible for presenting the original Notice of Counseling to the employee for 
signature, providing a copy of the signed Notice to the employee, and then sending the original Notice of 
Counseling to HR for placement in the employee’s personnel file. A Letter of Counseling is not considered 
formal discipline. A formal meeting to discuss the Notice with the employee is not necessary. 
 

C. WRITTEN REPRIMAND 
A written reprimand is appropriate: 

• Notice of Counseling has not resulted in correction of the behavior by the deadline 
established, or; 

• compliance by the employee is not sustained to the supervisor’s satisfaction following 
expectations set forth in a Notice of Counseling, or an employee review/evaluation or; 

• if the employee has shown a pattern of non-compliance within a year, or; 

• the employee has violated a department or City policy. 

A formal meeting to discuss the reprimand with the employee is necessary. At the meeting the employee 
will be asked to sign an acknowledgement that the reprimand was received. If the employee refuses to 
sign, the supervisor will note the refusal on the reprimand.  The supervisor will sign the reprimand and 
date it at the conclusion of the disciplinary meeting with the employee.  The supervisor is responsible for 
providing a copy of the signed reprimand to the employee, and then sending the original reprimand to HR 
for placement in the employee’s personnel file.  
 

D.  EMPLOYEE ASSISTANCE PROGRAM (EAP) 
The City contracts with a private company to provide counseling to employees of the City and their 
families in dealing with any type of personal problem, including but not limited to: alcoholism, drug abuse, 
financial and legal difficulties, family problems, and other similar difficulties. The program is designed to 
encourage early intervention and awareness of such problems and to offer help at the earliest 
opportunity.  

• Self-Referral – All full-time and part-time employers, members of an employee’s household, and 
benefit-eligible dependents are eligible to receive assistance through the EAP. 
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• Mandatory Referral – The City may require that an employee participate in the EAP (“mandatory 
referral”) as a condition of suspending the imposition of discipline or reducing the severity of the discipline 
imposed. All mandatory referrals shall be approved by Human Resources.  

 

E. SUSPENSION 
The Notice of Suspension will include reference to the Notice of Counseling, Written Reprimand (if 
applicable), the City or department policy that has been violated, the implications of the violation, the 
expected behavior, the corrections necessary, a deadline for corrections and requirement for sustained 
improvement, the next disciplinary steps if the violations are not corrected, the number of days or hours 
of the suspension, if suspension is paid or not paid, the date and time the employee may return to work, 
and any other terms the employee must meet before returning to work. 
 
A formal meeting to discuss the suspension with the employee is necessary. At the meeting the employee 
will be asked to sign an acknowledgement that the suspension paperwork was received. If the employee 
refuses to sign, the supervisor will note the refusal on the suspension paperwork.  The supervisor and 
department head will sign the suspension paperwork and date it at the conclusion of the disciplinary 
meeting with the employee.  The supervisor is responsible for providing a copy of the signed suspension 
paperwork to the employee, and then sending the original suspension paperwork to HR for placement in 
the employee’s personnel file. 
 
An employee charged with a felony may be suspended without pay and benefits pending final disposition 
of the matter or may be terminated from employment if such suspension is likely to last longer than two 
weeks.  Benefits shall be available to an employee on unpaid suspension in the same manner as any other 
unpaid leave: no accrual of sick leave, vacation leave, or personal leave, employee responsible for both 
City’s portion and employee’s portion of health insurance and life insurance. 

 

F. EMPLOYEES COMMITTING CRIMINAL OFFENSES 
Any employee arrested and charged with a criminal offense other than a felony, shall be dealt with on a 
case-by-case basis, depending upon how the alleged crime impacts the ability of the employee to carry 
out job duties (loss of driver’s license, allegation of theft, allegation of physical harm to another, allegation 
of harm to an animal, etc.). Such employee may be suspended pending final disposition of the case.   
Benefits shall be available to an employee on unpaid suspension in the same manner as any other unpaid 
leave: no accrual of sick leave, vacation leave, or personal leave, employee responsible for both City’s 
portion and employee’s portion of health insurance and life insurance. 

 

G. TERMINATION OF EMPLOYMENT 
THE CITY OF BEL AIRE IS AN AT-WILL EMPLOYER AND EMPLOYMENT MAY BE TERMINATED AT THE 
DISCRETION OF MANAGEMENT OR THE EMPLOYEE WITHOUT PRIOR NOTICE.   
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SECTION V - BENEFITS 
 

A. FRINGE BENEFITS 
1. Medical and Dental Insurance Coverage: All full-time employees are eligible for enrollment in the 

City’s Health and Dental Insurance Plan beginning on the first of the month following a 30-day 
waiting period.  The amount of any such employee contribution may change from time to time as 
established by the City Manager. 

2. Workers Compensation: The City carries workers compensation on all employees as required by 
law and at no cost to employees.  All injuries must be reported immediately to the employee’s 
immediate supervisor. 

3. Deferred Compensation Program: A payroll deduction program is an option of the employee to 
contribute to a personal 457 retirement fund, taken from the gross pay before taxes. 

4.  Vision Insurance: All full-time employees are eligible for optional vision insurance coverage which 
is available through payroll deduction. The cost of the optional vision insurance is paid by the 
employee. 

5. Each employee is eligible for a free membership to the Bel Aire Recreation Center. 

6.    Life Insurance: In addition to the death benefit under KPERS, the City makes available to each full-
time employee the option of purchasing life insurance. The cost of the additional life insurance is 
paid by the employee. 

7.    Flexible Spending Account: All full-time employees may participate in a flexible spending account 
that allows a pre-tax set-aside amount for certain future eligible expenses. 

 

B. RETIREMENT BENEFITS 
All regular City employees become a participating member of the Kansas Public Employees Retirement 
System (KPERS) upon beginning employment.  The amount paid by the City employee is determined each 
year by KPERS.  Membership is mandatory for all employees in covered positions. 

Employees who meet the KPERS retirement requirements, have at least 10 years of service with the City, 
are under the age of 65, and are enrolled in the health or dental insurance plan on their KPERS retirement 
or disability date are eligible to continue single or family health and dental plans. Eligibility will cease if 
any of the following occur: the retiree fails to make premium contributions, has other health insurance, 
attains age 65, or dies. If already on the plan, the retiree’s spouse is eligible to continue on the retiree 
plan until one of the following occurs: the retiree becomes ineligible; the spouse has insurance available 
through another group health insurance plan, or the spouse reaches age 65. If already on the plan, 
dependent children are eligible to continue coverage until the earlier of the retiree becoming inelgible or 
losing dependent status. 

Retirees are responsible for 100% of the premium cost for both health and dental insurance, plus a 2% 
administrative fee. 
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SECTION VI - CITY OWNED AND PRIVATE VEHICLES AND EQUIPMENT 
 
A. USE OF CITY OWNED VEHICLES AND EQUIPMENT 
City owned vehicles or City equipment are to be used for City business and use only.  No one, except 
employees or elected or appointed officials, is permitted to drive City owned vehicles. 

Unauthorized use of a City vehicle can result in suspension or dismissal of any employee with authority or 
control over such vehicle. 

In the event of any accident or damage to equipment, employees are required to take the following action: 

1. If a City owned vehicle is involved in any accident, whatsoever, the appropriate police department 
shall be notified so an investigation can be made before the vehicle is moved; 

2. All injuries, equipment damage, or damage to any real or personal property must be reported to 
an employee’s immediate supervisor and Department Head as soon as possible; 

3. A written report must be filled out and submitted to the employee’s Department Head and 
immediate supervisor within 24 hours of the injury, accident, or damage, if circumstances permit.  
Medical disability may justify waiver of this time deadline by the employee’s supervisor or 
Department Head. 

 
Before an employee is permitted to operate a City vehicle, he/she must have a valid Kansas driver’s license 
appropriate for operation of such vehicle.  Equipment is to be used for City use only; however; work may 
be exchanged with another governmental unit.  This must meet current IRS guidelines. 

If an employee is required to drive as part of their job and has their driver’s license suspended, they must 
notify their supervisor or department head immediately. Failure to maintain a valid driver’s license in 
positions where employees are required to drive may result in termination. 

Employees are responsible for any moving violations obtained in a City vehicle. 

Smoking is prohibited in or on any City vehicle or City equipment.   

Drivers and passengers of City-owned vehicles, or personal vehicles being used for official City business 
purposes, are required to have seat belts on and fastened whenever the vehicle is in motion. 

Cellular telephones should not be used while operating City vehicles. 

 

B. USE OF PRIVATE VEHICLES AND SUBSISTENCE 
When authorized, officers and employees of the City shall be reimbursed for mileage at a rate equal to 
that allowed by the IRS and other expenses incurred while on official City business. 

In case of an accident occurring to a personal vehicle while an employee is on City business, the vehicle 
owner’s insurance policy will be required to cover any repairs, but the City will cover the owner’s 
deductible unless the employee is determined by police reports to be at fault.  If the employee is 
determined to be at fault, the City assumes no responsibility for any expenses except as required by law. 
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SECTION VII - SUBSTANCE ABUSE POLICY 
All City of Bel Aire employees are expected and required to report to work on time and in appropriate 
mental and physical condition, free from the effects of drugs and alcohol. 

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance, other 
than a controlled substance dispensed as a prescription by a physician for such City employee, on City 
premises or while conducting City business off City premises is absolutely prohibited.  Violations of this 
policy will result in disciplinary action including the possibility of termination, and may result in criminal 
prosecution. 

The City encourages and supports employees utilizing the City’s employee assistance program (EAP) for 
any substance abuse or mental health need. Employees shall work with their supervisor for 
accommodations. Employees needing help in dealing with substance abuse problems are encouraged to 
seek assistance and use health insurance plans as may be appropriate.  

The City of Bel Aire employees must, as a condition of employment, abide by the terms of the policies and 
procedures concerning drug and alcohol abuse and promptly report to HR director any conviction under 
a criminal drug statute for violations occurring on or off City premises.  Such report of a conviction must 
be made within five (5) days after the conviction.  (This requirement is mandated by The Drug Free 
Workplace Act of 1988.) 

A. PURPOSE 
The City has a reasonable right to expect its employees to report for work fit for duty, free from the effects 
of drug and/or alcohol use. 

The City recognizes that an employee’s physical condition affects job performance and that drug abuse 
ranks as one of the major health problems in our society.  It is the intent of this policy to express the City’s 
viewpoint on drug use exhibited by behavioral/medical disorders, to encourage an enlightened viewpoint 
toward these disorders and to provide guidelines for consistent handling of situations arising from such 
disorders. 

B. SCOPE 
This policy applies to all employees of the City of Bel Aire and applicants for employment with the City. 

C. DEFINITIONS 
Alcohol:   Alcohol is a drug.  It is a central nervous system depressant.  Alcohol is the major intoxicating 
ingredient in wine, beer, and distilled liquor.  It is the product of distillation of any fermented liquid, 
whether rectified or diluted whatever the original, and includes synthetic ethyl alcohol. 

Drug: Any chemical substance, which produces physical, mental, emotional or behavioral changes in the 
user. 

Controlled Substance: Any of those substances listed under the Uniform Controlled Substances Act of the 
State of Kansas. 

Illegal Drugs: Drugs for which the possession, use, sale or distribution is unlawful pursuant to the laws of 
the State of Kansas or any federal law or regulation.  Illegal drugs, for the purpose of this policy, also 
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include drugs not legally obtainable and drugs which are legally obtainable but have been obtained 
illegally. 

Intoxicating Substances: Any substance which produces changes in one’s physical, mental or emotional 
state or behavior; including, but not limited to, glue, paint thinner, etc. 

Drug and Alcohol Testing: May include, but is not limited to, urinalysis, breath analysis or blood sample 
testing. 

Possession: Having controlled substances which are not obtained either directly from a doctor or 
pharmacist using a valid prescription, or having controlled substances, the possession or use of which is 
unlawful pursuant to the laws of the State of Kansas or any federal law or regulation. 

Reportable Incident: Any personal injury or property damage involving a City employee that occurs on or 
off City property during assigned work hours, and/or anytime an employee is using a City vehicle, wearing 
a City uniform or otherwise conducting City business. 

Under the Influence of Alcohol: As a result of the consumption of alcohol, an employee’s (or applicant’s) 
ability to perform his/her job is impaired to any appreciable degree.  For the purposes of this definition, a 
blood alcohol level of 0.08% alcohol in the blood by weight (0.02% if under age 21) shall be considered to 
be sufficient to establish an employee is under the influence.  However, an employee with a blood alcohol 
level of less than 0.08% (0.02% if under age 21) in the blood by weight may also be considered to be under 
the influence of alcohol if job performance is impaired to any appreciable degree. 

Under the Influence of Drugs or Other Intoxicating Substances: As a result of consumption, inhalation, 
injection or combination of alcohol, drug or any other intoxicating substance or combination of 
substances, an employee’s job performance is impaired to any appreciable degree. 

D. EXEMPTION FOR PRESCRIBED MEDICAL TREATMENT 
The use of legally controlled substances as part of a prescribed medical treatment by a licensed physician 
will not subject an employee to disciplinary action or denial of employment if that treatment will not/does 
not adversely affect job performance.  Prescribed use must be substantiated by a physician’s report or 
statement.  If the use of prescribed drugs adversely affects an employee’s job performance and/or is 
detrimental to the public trust or safety of other employees or citizens, the City may place the employee 
on leave of absence.  Leaves of absence will be used in accordance with current policies as stated in the 
Personnel Manual.  

E. SCREENING PROCESS 

In keeping with the City’s goal to establish and maintain a work environment free from the effects of drugs 
and intoxicating substances, the following procedures are established. 

1. For designated positions, applicants who have received an offer of employment must successfully
complete a drug and/or alcohol detection test in addition to successful completion of any other
physical examination requirements.  A positive finding of alcohol or illegal drugs will result in
denial of employment with the City.

2. Applicants who do not submit to screening at the appointed time will be denied employment.
3. Department Heads, with input from the immediate supervisor, shall initiate drug or alcohol

screening of employees involved in reportable incidents that result in injury to persons or
property, if there is reasonable suspicion of substance abuse.  (No registered nurse required.)
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4. Drug or alcohol testing of employees may be initiated by Department Heads when there is 
reasonable suspicion that substance abuse is occurring.  Concurrence of a registered nurse should 
be obtained if possible.  Incidents occurring on 2nd or 3rd shift should be reported to the 
Department Head. 

5. Drug or alcohol screening of applicants or employees will include a urinalysis and may also include 
a breath analysis and/or blood sample testing.  If the result of such test(s) is positive, the 
applicant/employee may, at their expense, have a second test of the original sample completed 
by a lab of their choice.  If a negative result is obtained by that second test, further testing may 
be required as deemed appropriate by the Department Head.  

6.  All City of Bel Aire employees are subject to random drug testing in compliance with City policy. 
 

F. APPEAL PROCESS 
Upon report of a positive test from a medical review officer, the employee or applicant will be notified of 
the test results to begin appeal process.  As part of that notification, he/she will be provided an 
opportunity to explain any positive results.  An employee or applicant whose test results were positive 
may, at the employee’s or applicant’s own expense, have a retest conducted of the original sample at a 
laboratory of the employee’s choice that has been approved by the City.   An employee or applicant shall 
request such retest within thirty days of being notified of the original test results.  The laboratory used for 
the retest shall have chain of custody procedures to ensure proper identification, labeling and handling of 
test samples and proper exchange with the return of the samples of the original medical group or 
laboratory.   The HR Director or City Manager will investigate the basis for appeal and make final 
determination through appeal process.  

This policy is intended to be a unilateral expression of the general policies, procedures and guidelines 
concerning substance abuse and the City’s personnel program.  It is not intended to create any contractual 
rights of employment, either express or implied, between the City and its employees.  The City of Bel Aire 
reserves the right to change the provisions of the personnel program and this policy at any time. 
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SECTION IX - NON HARASSMENT POLICY 
The City supports the right of all its employees to work in an environment free from all forms of 
harassment, including harassment on the basis of race, color, religion, gender, national origin, veteran 
status, age, disability or any other protected category.  Harassment of any kind will not be tolerated; 
employees have the obligation to report all incidents of harassment, and those reports will be promptly 
and thoroughly investigated.  Any employee who has engaged in harassing conduct will be subject to 
immediate discipline, up to and including immediate discharge. 

Harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion toward 
others because of their, or their relatives’, friends’, or associates’, race, color, religion, gender, national 
origin, veteran status, age, disability or other protected characteristics, and which creates an intimidating, 
hostile or offensive working environment; unreasonably interferes with an individual’s work performance; 
or otherwise adversely affects an individual’s employment opportunities. 

Generally speaking, harassing conduct includes, but is not limited to, the following acts or conduct when 
those acts or conduct relate to race, color, religion, gender, sexual orientation, national origin, veteran 
status,  age, or disability: 

• Epithets; 

• Slurs; 

• Negative stereotyping; 

• Threats; and, 

• Written or graphic material that denigrates, or shows hostility or aversion toward, an individual 
or group because of their race, color, religion, gender, sexual orientation, national origin, age, 
disability or other protected characteristics, when such material is distributed or circulated in the 
workplace, placed on walls, bulletin boards, or elsewhere on City premises. 

 
Reporting Incidents of Harassment:  Again, the City prohibits harassment of any kind.  Immediately report 
any incidents of harassment to one of the individuals listed below. 

1. Employee’s immediate supervisor; 
2. Employee’s Department Head; 
3. Other supervisory personnel regardless of the department. 

 
In departments that operate 24 hours per day / 7 days a week or outside of normal business hours, 
employees can report any incidents of harassment to one of the above individuals 24 hours per day / 7 
days per week. 

Reports of harassment involving any of the above listed persons shall not be reported to that person; 
instead, make the report to one of the other persons identified.  The City does not retaliate against, and 
does not tolerate retaliation against, those who report harassment in good faith, or those who cooperate 
with harassment investigations.  Complaints must include detailed information concerning the harassing 
conduct; the names of all persons involved; the names of any witnesses; and any other information 
deemed helpful to an investigation. 

All reports will be treated, to the extent possible, confidentially and will be promptly investigated.  
Employees are required to cooperate in these investigations and shall be subject to discipline, including 
discharge from employment, for failing to cooperate.  If the result of the investigation indicates that 
corrective action is called for, such action will be taken in accordance with the seriousness of the event 
and may include disciplinary measures up to and including immediate discharge of the offender.  When 
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an investigation is complete, involved employees will be informed of the results.  Failing to report 
harassment will subject employees to discipline, up to and including discharge from employment. 

Sexual Harassment.  Sexual harassment is expressly prohibited.  The City defines sexual harassment as: 

Unwelcome sexual advances, requests for sexual favors, and other verbal, visual, physical or written 
conduct of a sexual nature.  Sexual harassment also includes, but is not limited to, the following acts, 
whether committed by City officials, employees, or other persons on City premises but not employed by 
the City, including citizens and visitors: 

• Unwelcome flirtations; 

• Unwelcome sexual advances or propositions; 

• Verbal abuse of a sexual nature; 

• Subtle pressure or requests for sexual activities; 

• Unnecessary touching of an individual; 

• Graphic or vulgar commentaries about a person’s physical appearance, body, or 
clothing; 

• Sexually degrading words used to describe a person; 

• Physical assault or battery; 

• Verbal harassment or abuse; 

• Accusations of sexual preference; 

• Demands for sexual favors, including demands accompanied by express or implied 
promises or threats concerning an individual’s employment status; 

• Conditioning any term or benefit of employment upon sexual favors; 

• Sexual slurs or innuendoes; 

• Suggestive or insulting sounds; 

• Touching, leering, whistling, and obscene gestures; 

• Displaying derogatory or offensive posters, cartoons or drawings; and, 

• Any other conduct that unreasonably interferes with an employee’s performance of his 
or her job that creates an intimidating, hostile or offensive working environment, or 
otherwise adversely affects an individual’s employment opportunities. 

Generally speaking, there are two types of sexual harassment: (1) quid-pro-quo harassment, which 
involves an express or implied suggestion that a term/condition of employment is, or may be, contingent 
upon sexual activities or favors, and (2) hostile environment, which involves sexually-harassing conduct 
that is so severe or pervasive that it creates a hostile working environment.  Sexual harassment occurs 
when the conduct described above may:  

• Be construed as being a term or condition of an individual’s employment, i.e., when 
supervisor or other employee threatens or insinuates, either explicitly or implicitly, that 
another employee’s or applicant’s refusal to submit to sexual advances or demands will 
adversely affect that person’s employment in any way, or when the employee’s or 
applicant’s agreement to submit to sexual advances or demands will positively affect that 
person’s employment in any way; 

• Be used as a basis for making employment decisions affecting an employee or applicant, 
depending upon the employee’s or applicant’s submission to, or rejection of, improper 
conduct; and 

• In purpose or effect, substantially interfere with an employee’s work performance or 
create an intimidating, hostile, or offensive working environment. 
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Employees are reminded to report all instances of harassment by non-employees.  These reports are to 
be made in the same way as all other reports of harassment. 

Again, the City prohibits, and will not tolerate, harassment.  Any City official or employee who engages in 
harassment shall be subject to immediate discipline, up to and including immediate discharge from 
employment.  All incidents of harassment shall be reported immediately to one of the following 
individuals: 1.) employee’s immediate supervisor; 2.) employee’s department head; or 3.) Other 
supervisory personnel regardless of the department. Such reports are required to be treated 
confidentially by City staff. Reports of harassment involving any of these persons shall not be reported to 
that person; instead, make the report to one of the other persons identified.  The City does not retaliate 
against, and does not tolerate retaliation against, those who report harassment in good faith, or those 
who cooperate with harassment investigations. 
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SECTION X - GRIEVANCE PROCEDURE 
 
A. PURPOSE 
A grievance is a dispute relating to the working conditions of employees, or a dispute arising out of a 
disciplinary action. The purpose of this procedure is to secure, at the lowest administrative level possible, 
resolution of any grievance which may arise. 

 

B. CHAIN OF COMMAND 
Any employee may make a request, register a complaint or submit a recommendation about any policy, 
rule, regulation or treatment that he/she believes to be unfair or contrary to his/her best interest, the 
department’s best interest, or the City’s best interest, providing he/she does so through the City’s 
established chain of command found in Section I, (S). Because personnel matters are administrative 
concerns and often subject to rules of confidentiality, employees are not permitted to take grievances to 
the Governing Body, or to individual elected officials, either directly or indirectly, by any means. 

 

C. APPEALS 
Appeals of discharge (termination), involuntary demotions, or suspensions of three or more days shall be 
initiated directly at Step 3 of the Grievance Procedure by submitting the written grievance directly to the 
City Manager’s designee in charge of Human Resources. 

 

D. GENERAL PROVISIONS 
1. No employee shall utilize this procedure to file grievances relating to: 

a. federal or state statues (except in the instance of civil rights violations); 
b. policies and ordinances enacted by the City’s Governing Body, other than those directly and 

clearly related to such employee’s employment; or 
c. matters where the employee has no direct employment interest. 

2. Any hearing pursuant to this grievance procedure shall be conducted at a time and place which 
will afford a fair and reasonable opportunity for all persons, including witnesses, entitled to be 
present to attend. Time limits specified in this procedure may be changed by mutual agreement 
of the parties involved in the grievance. In the event of an approved absence of the grievant or 
the appropriate Supervisor or Manager, time limits shall be temporarily suspended. 

3. Eligibility. Employees who have successfully completed any and all training periods are eligible 
to file a grievance under the Grievance Procedure. 

4. Eligible employees may file grievances for the following reasons: 
Disciplinary Action 
Demotion 
Disciplinary Probation 
Suspension of More Than Three Days 
Discharge (Termination) 

5. Complaints alleging harassment due to an employee’s race, color, religion, gender, national 
origin, veteran status, age, disability or other protected characteristic shall be filed in 
accordance with the City’s Non Harassment Policy. 

6. Details of grievances and grievance proceedings shall be kept confidential. 
7. An employee shall not be interfered with, restrained, discriminated against or subject to any 

retaliation as the result of the presentation of a grievance. 
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8. At no time shall an employee take a grievance directly to a member of the City Council, Mayor, 
or the Governing Body. 

9. Procedures associated with the Grievance Process will be promulgated by the City Manager and 
be made available through the City Manager’s Designee in charge of human resources. 

10. Grievances including the City Manager shall be handled by the City Attorney who is appointed 
and reports to the Governing Body. 

 

E.  GRIEVANCE PROCEDURE 
 
Step 1 
1. Within five (5) working days of the time that the grievant knew or reasonably should have 

known of the grievance, the grievant will present the grievance in writing to the Supervisor who 
imposed the disciplinary action. The Supervisor shall respond to the complaint in writing within 
five (5) working days after presentation of the grievance. 

Step 2 
1. If the grievance is not resolved at Step 1, the employee may file the grievance in writing with the 

Department Director within five (5) working days after receiving a response from the Supervisor. 
2. The grievance shall: a) name the employee or group of employees involved, b) state the facts 

giving rise to the grievance c) identify the administrative regulations or policies at issue, d) state 
the contention of the grievant with respect to the grievance, e) state the decision of the 
employee’s supervisor, and f) indicate the specific relief requested. 

3. The Department Director shall present a written response to the employee within five (5) 
working days of receipt of the grievance. 

Step 3 
1. If the grievance is not resolved at Step Two, the employee may file an appeal of the decision with 

the City Manager or his/her designee within five (5) working days of receipt of the decision from 
the Department Director. The Appeal shall be in writing and submitted to the City Clerk along with 
all evidentiary documents that support the grievant’ s concerns. Except as specified in paragraph 
#5 below, a Grievance Board hearing will be scheduled as soon as practical to hear the grievance. 

2. The Grievance Board shall consist of three (3) members, which shall include a full time employee 
selected by the grievant, and a non-exempt employee and an employee of the exempt class 
selected by the City Manager. No witness to, or party to the grievance, or immediate family 
member to either party may be a Grievance Board member. Grievance Board members shall not 
be members of the grievant’ s department. 

3. After the hearing, the Grievance Board will prepare a finding of fact and a recommendation which 
will be forwarded to the City Manager for consideration within five (5) working days of the close 
of the hearing. 

4. The City Manager shall make a decision within five (5) working days of the receipt of the 
recommendation whether or not to accept the recommendation of the grievance board, and 
provide a written response to the employee. This decision is final. 
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SECTION XI - HANDBOOK RECEIPT AND ACKNOWLEDGMENT FORM 
 

DO NOT SIGN YOUR NAME ON THIS RECEIPT UNTIL YOU HAVE COMPLETELY 
READ AND UNDERSTAND THE CONTENTS OF THE ADMINISTRATIVE POLICY AND 
HAVE SATISFIED YOURSELF WITH ANSWERS TO ANY QUESTIONS YOU MAY HAVE 
CONCERNING IT. 

 
I hereby state that I understand that no one associated with the City of Bel Aire, Kansas other 
than the City Council has any authority to enter into any agreement for employment for any 
specified period of time, or make any agreement contrary to the foregoing. Unless such 
agreement with the City Council has been made in writing and signed by both that body and the 
individual to be employed by contract, it is understood that no such agreement has been made 
and employment is “at will.”  As an “at will” employee I do hereby agree that my employment 
and compensation can be terminated with or without cause, and with or without notice, at any 
time, at the option of the City of Bel Aire, Kansas or myself. I understand that neither the 
Administrative Policy nor any other written or oral statements by the City of Bel Aire, Kansas or 
its representatives are contracts of employment.  I acknowledge that the City reserves the right 
to make any changes to these guidelines, their application and/or my benefits as deemed 
appropriate. 

 

I acknowledge that I have read, reviewed, and understand the contents of the Administrative Policy of the 
City of Bel Aire, Kansas.  I acknowledge that before signing this Acknowledgement I was provided with an 
opportunity to address any questions or concerns arising out of my review of this document with my 
Supervisor, Department Head, City Manager’s designee in charge of Human Resources or the City 
Manager.  I understand that signing this acknowledgment is not an indication of agreement with the 
personnel polices of this City, but is merely an acknowledgement of having read, reviewed, and 
understood the contents of the Administrative Policy. 
 

 
                                                                                                                                    
Employee Signature       Date 
 

 
 
 
 

 
Original Signed Receipts are kept in the Employee’s Personnel File 


