Excerpts from the City of Lawrence, Kansas Employee Handbook

Revised March 2006

I.   COMPENSATION POLICIES

A. CLASSIFICATION OF EMPLOYMENT (Revised 12/00, 3/06) 

For purposes of salary administration, eligibility for overtime payments and employee benefits, the City classifies its employees as follows:

1. Employee Classification
Full-Time Regular Employee: One who is scheduled to work a normal work week of at least 40 hours on a regular and continuing basis.  Such employees may be "exempt" or "non-exempt" as defined below.  Employees are eligible for all benefits provided for in this handbook.

Part-Time Regular Employee:  One who is scheduled to work less than 40 hours per week on a regular and continuing basis.  Such employees may be "exempt" or "non-exempt" as defined below.  Employees are eligible for limited benefits.

Extra-Board Firefighter: Employees who are called to work on an as needed basis for the Fire/Medical Department. These employees are non-exempt. Employees are eligible for limited benefits.

Temporary/Seasonal Employee:  One who is engaged to work full-time or part-time on the City's payroll with the understanding that their employment will be terminated no later than completion of a specific assignment.  A temporary employee may be offered and may accept a new temporary assignment with the City and thus still retain temporary status. Such employees may be "exempt" or "non-exempt" as defined below.  Employees are not eligible for benefits.

Employees hired from temporary employment agencies for specific assignments are employees of the respective agency and not of the City.

Time Off Benefits
II. TIME OFF BENEFITS

A. VACATION (Revised 12/00, 3/06)
1. Accrual
All full-time, regular employees will accrue vacation leave on a per pay period basis as follows, with the exception of Fire/Medical personnel working 24 hour shifts:

	Years of Service
	Total Hours per Year

	
	2005
	2006
	2007
	2008 and thereafter

	First through Fifth
	96
	96
	96
	96

	Sixth through Tenth 
	104
	112
	120
	128

	Eleventh through Fifteenth 
	128
	136
	144
	152

	Sixteenth through Twentieth
	152
	160
	168
	176

	Twenty-First through Twenty-Fifth
	168
	176
	184
	192

	Twenty-Sixth and above
	176
	184
	192
	200


Fire/Medical personnel working 24 hour shifts will accrue vacation leave on a per pay period basis as follows:

	Years of Service
	Total Hours per Year

	
	2005
	2006
	2007
	2008 and thereafter

	First through Fifth
	144
	144
	144
	144

	Sixth through Tenth 
	168
	168
	168
	192

	Eleventh through Fifteenth 
	192
	192
	192
	216

	Sixteenth through Twentieth
	240
	240
	240
	240

	Twenty-First through Twenty-Fifth
	264
	264
	264
	264

	Twenty-Sixth and above
	288
	288
	288
	288


Part-time regular employees accrue vacation on schedules proportionate to full time regular as listed below.  

	Years of Service
	Total Hours per Year

	
	2005
	2006
	2007
	2008 and thereafter

	First through Fifth
	64.4
	64.4
	64.4
	64.4

	Sixth through Tenth 
	69.7
	75.1
	80.4
	85.8

	Eleventh through Fifteenth 
	85.8
	91.2
	96.5
	101.9

	Sixteenth through Twentieth
	101.9
	107.2
	112.6
	118.0

	Twenty-First through Twenty-Fifth
	112.6
	118.0
	123.3
	128.7

	Twenty-Sixth and above
	118.0
	123.3
	128.7
	134.0


2. Accumulation

Vacation leave credit begins accumulating from the employee's date of employment in an eligible status.  Vacation time can only be accumulated to 240 hours.  Fire/Medical personnel working 24-hour shifts can accumulate to 346 hours.  Vacation time will not accrue during a leave of absence without pay for periods of more than two weeks.

3. When Taken

No vacation leave may be taken by an employee until the initial performance trial period has been completed.  Fire/Medical may begin to use accrued vacation upon appointment to a full-time, regular position.  Part time regular employees are paid only for the number of hours they would normally be scheduled to work during the vacation period.  Requests for vacation leave should be submitted to your supervisor according to departmental policy.  Leave will be approved by the Department Director considering operating requirements and the request of employees.

4. Holiday or Illness during a Vacation

When a regularly scheduled holiday occurs during the period of vacation, it will not be counted as vacation leave.  There will be no additional allowance of vacation time for illnesses occurring while on vacation leave.

5. Payment at Separation   

Any employee who separates from service through resignation, layoff, termination, retirement, or death shall be compensated for all unused vacation leave accumulated at the regular rate of pay at the time of separation.  Employees separated prior to completion of the initial first six months will not be paid for vacation leave.

HOLIDAYS (Offices Closed) (Revised 3/96, 1/06)
All full-time and part-time, regular employees shall receive the following holidays:


New Year's Day
January 1st


Martin Luther King, Jr. Day
3rd Monday in January


President's Day
3rd Monday in February


Memorial Day
Last Monday in May


Independence Day
July 4th


Labor Day
1st Monday in September


Thanksgiving
4th Thursday in November


Day after Thanksgiving
4th Friday in November


Christmas Day
December 25th

Part-time, regular employees will be paid Holiday pay for those hours the employee is regularly scheduled to work when offices are closed.
1. Holidays Falling on Non-work Days
Holidays which fall on a Saturday will be observed on the preceding Friday and those which fall on a Sunday will be observed on the following Monday.

2. Working on Holidays
For those employees scheduled to work holidays, departmental rules and regulations will govern compensation and/or time off.

3. Fire/Medical Holiday Pay
Fire/Medical employees who work 24 hour shifts are be compensated twelve hours holiday pay at their regular rate of pay in addition to their regular work schedule.

4. Holiday Pay Disallowed
Any employee absent without authorized leave on the day preceding and/or following a holiday shall not receive compensation for the holiday.  In accordance with City policy, an approved vacation day or any other excused and paid day off is considered a day worked for purposes of holiday pay eligibility.  All holiday leave practices will be governed by departmental policies as approved by the City Manager.

B. PERSONAL LEAVE (Revised 12/00, 3/06)
In addition to providing paid time off for City designated holidays, the City permits full-time and part-time regular employees (other than Fire/Medical staff) to take up to two paid personal days for personal business that cannot be taken care outside of regular business hours and for religious observances, ethnic holidays, and other events of personal significance.  Two personal days is equivalent to 16 hours.  Plant operators receive 24 hours of personal leave.  Personal leave for Part-time regular employees is pro-rated.  

Notice of the intent to observe a personal day must by given to the immediate supervisor at least one week before taking that day off, except in emergency situations.  The supervisor considers workload priorities in determining whether to approve such requests; however, full consideration is given to requests for holidays of religious significance where a reasonable accommodation is possible.

Eligible employees may take personal leave beginning the first of the month following 30 days of employment.  Personal leave must be used by the last day of the final pay period of the year.  There shall be no carry-over of personal leave from year to year.  There shall be no payment for unused personal leave at the end of any calendar year or in the event of a separation.

Police and Fire/Medical employees who receive personal days within their Memorandum of Understanding are not eligible for these two personal days of leave.  Police receives one additional personal day in addition to these two personal days.  Fire/Medical personnel are not eligible for Personal Leave as defined above, but are granted 2-6 Kelly days based on length of service.

C. SICK LEAVE (Revised 12/00)
The City recognizes that inability to work because of illness or injury may cause economic hardship.  For this reason, the City provides paid sick leave to eligible full- and part-time, regular employees.  Use of available sick leave does not necessarily constitute an acceptable or excused absence.  See the City Employee Attendance Policy in Section III-D of the employee handbook.

1. Accrual
Full-time, regular employees will accrue sick leave on a per pay period basis at the rate of 96 hours per year.  Firefighters working 24 hours shifts will accrue sick leave on a per pay period basis at the rate of 144 hours per year.  Part-time, regular employees will accrue at a rate proportionate to the actual hours worked at the full-time, regular rate.
2. Accumulation
Sick leave may be accumulated to a maximum of 1040 hours.  Fire/Medical personnel working 24-hour shifts may accumulate up to 1464 hours.  Sick leave will not accumulate during a leave of absence without pay of more than two weeks.

3. Uses of Sick Leave
The City expects employees to show up for scheduled work periods.  When an employee is unable to report to work due to personal illness, bodily injury or disease, exposure to contagious disease and appointments with doctors or dentists, the employee shall report the absence to the immediate supervisor prior to the regular time for reporting to work or according to departmental policy.  Sick leave may not be granted unless such a report is made.  The employee must inform the immediate supervisor on each day of absence of the employee's condition unless the absence is of more than three days duration, in which case the employee may inform the supervisor of the projected date of return.  If the date changes, the employee must inform the supervisor of the new date.

The supervisor may require proof of illness such as a statement signed by an attending physician or other proof satisfactory to the supervisor for any absence chargeable to sick leave of any duration.

Three family sick leave days may be used each year for illness within the immediate family or adoption of a child. Immediate family includes the employee's spouse, child, parent, sibling, grandparent, grandchild, corresponding in-law or "step" relation or any other relative residing in the same household.

Sick leave may be used for job-related injuries and illnesses to supplement the City's Workers’ Compensation program.

4. Payment at Separation
All employees (except as noted below) who separate from service through resignation, layoff, termination, retirement, or death shall be compensated at their regular rate of pay according to the following schedule with the maximum amount paid of 260 hours.

	Completed Years of Service with the City
	% Accrued Sick Leave Paid
	Maximum Hours Paid

	0 through 4
	0%
	0 

	5 and over
	25%
	Up to 260


Sworn Fire/Medical personnel who separate from service through resignation, layoff, termination, retirement, or death shall be compensated at their regular rate of pay for one quarter (25%) of their accumulated sick leave up to a maximum of 366 hours paid for 24-hour shift employees and 260 hours paid for all others.

E. SHARED LEAVE POOL (New 12/00, 3/06)
The Shared Leave Pool was established as a means to transfer sick leave to eligible employees.  The maximum amount of time to be held in the Shared Leave Pool each year will be a total of 3000 hours. 

Employees may donate sick leave to the Shared Leave Pool one time per year during the annual open enrollment period.  Donations are allowed as follows:

	Current Sick Leave Hours Accumulated:
	May Donate Up To:
	
	Fire/Medical (24-hr shift) Current Sick Leave Hours Accumulated:
	Fire/Medical (24-hr shift) May Donate Up To:

	900 hours
	45 hours
	
	1260 hours
	63 hours

	700 hours
	35 hours
	
	980 hours
	49 hours

	500 hours
	25 hours
	
	700 hours
	35 hours

	300 hours
	15 hours
	
	420 hours
	21 hours

	200 hours
	 5 hours
	
	280 hours
	 7 hours

	Less than 200 hours
	 2 hours
	
	Less than 280 hours
	 3 hours


To be eligible to apply to use time from the Shared Leave Pool, an employee must have:

· a serious medical condition as defined under the Family and Medical Leave Act (FMLA); 

· completed 6 months employment with the City in a full-time or part-time regular status;

· used all except forty (40) hours of vacation leave;

· depleted their own sick leave; and

· depleted their own wellness, personal and Kelly days.

Employees receiving compensation under the City's workers’ compensation program are not eligible for shared leave.  Applicants for Shared Leave must provide a physician’s report documenting the nature of their illness or injury and the approximate date the employee expects to return to work per the reporting requirements outlined in the City’s Family and Medical Leave (FMLA) policy.  The Shared Leave Review Board may request additional information.

Any application to the Shared Leave Pool shall include a written recommendation from the Department Director.  The maximum number of hours from the Shared Leave Pool that may be used in the course of one calendar year by an employee will be 520 (720 for 24-hour shift employees). 

The Shared Leave Review Board will consist of three people: one from the Personnel Division, one from the ERC, and one employee chosen by the City Manager’s office.  

Shared Leave time will only be granted to an applicant as the result of a unanimous vote by the Shared Leave Review Board.  The Shared Leave Review Board shall determine the amount of shared leave to grant to the individual, considering all relevant factors, including the amount of shared leave available in the shared leave pool and the requesting employees past sick leave usage pattern.  Any shared leave granted to an employee shall be conditioned upon continued compliance with this policy and the City's Family and Medical Leave (FMLA) policy.

Employees who wish to contribute to the Shared Leave Pool will complete a Shared Leave Donation Form during the City’s Annual Open Enrollment Period stating the number of hours they are willing to contribute.  Completed Shared Leave Forms will be drawn at random by the Shared Leave Review Board until the Shared Leave Pool contains a total of 3000 hours.  Copies of all Shared Leave Forms will be returned to employees indicating whether or not their contribution has been added to the Pool. Those whose forms were drawn to fill the Shared Leave Pool will have the designated number of hours deducted from their sick leave balance on the next payroll and added to the Shared Leave Pool. Those hours will no longer be available for the donating employee to use.

F. WELLNESS TIME OFF (New 12/00, 3/06)
Employees who have accumulated 850 hours of sick leave will receive 8 hours of time off work for each 13 pay periods in which no sick leave is used to a maximum of 16 hours per year.

Firefighters, Fire Lieutenants, and Fire Inspectors will receive 8.6 hours (12 hours for 2912 employees) of time off work for each six months in which no sick leave is used to a maximum of 36 hours (48 hours for 2912 employees) per year.

Sick leave is considered “used” for both personal illness and illness of a family member or adoption of a child.  Sick leave donated to the shared leave program will not count as sick leave “used” for the purposes of determining eligibility for wellness time off hours.

Fitness days earned in Police are also added to wellness balance.

Leaves of Absence

III. LEAVES OF ABSENCE

A. FAMILY AND MEDICAL LEAVE (Revised 12/00)  

The City of Lawrence provides up to 12 weeks of job-protected leave to eligible employees to care for the employee's child after birth, or placement for adoption or foster care; to care for the employee's spouse, son, daughter or parent who has a serious health condition that makes the employee unable to perform the employee's job.  Paid and unpaid leave may be combined to accommodate the Family and Medical Leave Act (FMLA) regulations.

Paid leave may be taken in accordance with guidelines established in Section III, Time Off Benefits of this handbook.  Earned vacation time, personal days, Kelly days and wellness days may be used for any situation provided for under Family and Medical Leave (FMLA).  Three (3) sick days per year may be used for birth/adoption of a child or illness of a family member.  Sick leave may only be used for the employee’s illness or serious health/medical condition.

To be considered eligible, an employee must have worked for the City of Lawrence for at least one year and for 1,250 hours over the previous twelve (12) months.  For more information contact the Administrative Services Department.  See Attachment C.

B. EMERGENCY LEAVE (Revised 12/00)  

Full-time, regular employees who have a death (or an illness or injury in which death is imminent) occur in the immediate family may be granted a leave with pay for the purpose of attending to the death, injury, or illness, in accordance with the following guidelines:

An employee may take up to forty-eight (48) hours of emergency leave in each calendar year. Fire/Medical personnel working 24-hour shifts may take up to ninety-six (96) hours of emergency leave per calendar year.

Immediate family includes employee's spouse, child, parent, sibling, grandparent, grandchild, corresponding in-law or "step" relation, foster child, or any other relative residing in the same household.

Requests for emergency leave should be made to the employee's supervisor, subject to approval by the Department Director.

C. JURY/WITNESS DUTY LEAVE (Revised 12/00)  

A full-time, regular employee who is summoned to jury duty will continue to receive regular pay during the active period of jury duty.  Part-time regular, extra-board and temporary employees are given time off without pay while serving jury duty. The employee is also permitted to retain the allowance received from the court for such services.

If summoned to appear in court as a witness, all employees are allowed unpaid time off or may use accumulated vacation leave.  If the witness duty is related to employment, the employee will be allowed time off with pay and will not be required to use accumulated leave and if off duty will be compensated as worked hours.

To qualify for jury or witness duty leave, the employee must submit to the supervisor a copy of the summons to serve as soon as it is received.  In addition, proof of service must be submitted to the supervisor when the period of jury or witness duty is completed.

D. MILITARY LEAVE (Revised 12/00, 3/06)  

Any person who is called or ordered to active duty is entitled to certain rights upon completion of the active duty.  The employee must give notice to the employer when called to duty and the duty must be satisfactorily completed for the reemployment rights to attach.  Upon completion of active duty, the employee should be given documentation of the service, which will serve to put the employer on notice that the employee qualifies for reemployment.  Refer to the Military Leave Policy (Attachment G) for duty time that exceeds two weeks.

Employees taking military leave either for active duty or annual training shall be compensated in one of the following ways:

· Use accumulated vacation time and receive full salary;
· Use only the accumulated vacation time necessary to make up the difference between military pay and the employee's regular salary;
· Take leave without pay.

The employee shall inform the supervisor which of the three options will be utilized before leaving on such military leave.

Any employee who is on active military status for two (2) weeks or less, and chooses to take leave without pay, will continue to accrue vacation and sick leave and will not be required to reimburse the City for dependent health insurance premiums.

E. LEAVE OF ABSENCE WITHOUT PAY (Revised 12/00)   

With approval of the City Manager, a full-time, part-time regular or extra-board employee may be granted a leave of absence without pay outside the parameters of the Family & Medical Leave Policy for a period not to exceed six (6) months.  Such leave shall be granted only when it is in the best interest of the City.  No leave without pay shall be granted except upon written request by the employee.

Unless otherwise stated at the onset of the leave, upon expiration of leave without pay, the employee shall return to work in the position held at the time leave was granted.  Failure without good cause of the employee on leave to report promptly when the leave has expired shall be considered as a resignation.  Good cause shall be determined by the Department Director.

During any authorized leave of absence, the insurance coverage for the employee will continue for the period leave of absence.  However, the cost of dependent coverage must be paid by the employee.   If the employee is not receiving a paycheck, he/she will make arrangements to cover any payroll deductions.  Any employee who is on a leave of absence without pay for two (2) weeks or more will stop accruing vacation and sick leave.

Group Health and Related Benefits
IV. GROUP HEALTH AND RELATED BENEFITS

A. EMPLOYEE HEALTH CARE PROGRAM (Revised 12/00, 3/06)  

The City of Lawrence offers a health and dental program for eligible employees.  This program is self-funded and the program is managed by a third-party administrator.

1.  Employee and Dependent Health and Dental Coverage
All full-time and part-time regular and extra-board employees are eligible for health and dental coverage the first of the month following thirty (30) days of employment in an eligible classification. Employee/single coverage is provided at no cost to full-time, regular employees.  Employee/single coverage for part-time, regular and extra-board firefighters is available at the employee’s expense at an established rate per pay period.  Dependent coverage for all eligible employees is available at an additional cost to the employee.

There is an initial waiting period on major restorative dental services (inlays, crowns, bridges, dentures) of 240 days from the effective date of the coverage.

All full-time and part-time regular and extra-board employees should complete enrollment forms at the time employment begins.  Eligible dependents may be enrolled during initial enrollment, open enrollment or during the year due to a qualifying family status change.  An open enrollment period will be held once per year.  All employees will receive advance notice of this open enrollment to allow employees to make election changes.

An employee may choose to waive participation in the health and dental program by notifying the Administrative Services Department.  The Health Care Committee will annually review the rate and coverage for City employees.  The Health Care Committee is dedicated to these ongoing goals and objectives:

The City of Lawrence Health Care Committee was formed in 1998 to develop guidelines regarding annual funding and plan design.  Since 1998, on an annual basis, the Health Care Committee has devoted time to review, revise, and refine those guidelines according to City Commission directives and input from City management and employees.

The City of Lawrence Health Care Committee is chaired by the Personnel Manager, Administrative Services, and consists of City employees from each department. The objectives of the Health Care Committee are:

To submit annual budget recommendations to the City Commission regarding funding for the health care plan;

To review, evaluate, and determine plan design;

To identify, review, and address utilization trends;

To monitor current national health care trends;

Through partnership with the Wellness Committee (CHAMP), provide health education and wellness interventions to employees and their immediate family members so that they might fulfill their responsibilities as covered plan participants.

2.  Premium Conversion – Section 125 Plan

This plan allows employees to pay their premium contributions for health and dental insurance on a pre-tax basis.  Each employee will have the opportunity to sign up for this program at the initial enrollment period, if there is a qualifying family status change, or during open enrollment period. This election remains in effect from year to year unless employees change their election.

3.  Continuing or Converting the Group Health Insurance Coverage (COBRA)

If a covered employee separates from city employment or is no longer working in an eligible classification and is no longer eligible to participate in the City's group health insurance plan, the employee and/or eligible dependents may have the right to COBRA continuation coverage for up to eighteen months at his/her expense.

Eligible dependents may also extend coverage, at their expense, for up to thirty-six months in the group health insurance plan in the event of the employee’s death, divorce, legal separation, or entitlement to Medicare benefits, or when a child ceases to be eligible for coverage as a dependent under the terms of the plan.  COBRA Continuation coverage for the employee and/or eligible dependents may end, however, if any of the following events occur:

· Failure to make timely payments of all premiums;

· Termination of the City's group health plan;

· Employee becomes eligible for Medicare.

· Divorced from a covered employee and subsequently remarry and are covered under new spouse's group health plan.

· Become an employee covered under another group health plan under which the participant is not subject to limitations or elimination of coverage due to pre-existing conditions.

If the employee’s work hours are reduced or employment terminates, the Administrative Services Department will contact the employee concerning these options.  However, in the event the employee becomes divorced or legally separated, or one of the dependents ceases to be eligible for coverage under the group health insurance plan, the employee and/or dependents are responsible for contacting the Administrative Services Office to discuss continuation/conversion rights.

 4.  Retiree Health Care Program (new 3/06)
General Explanation.  This policy provides for the extension of the benefits of the City’s group health care benefits program to retirees of the City, in accordance with the provisions of Section 18 of Chapter 302, 1988 Session Laws of Kansas.

Eligibility. Membership in the City’s group health care program shall be available to all retirees, as herein defined, and their dependents, effective January 1, 1989.  To be considered a retiree under this program, the individual must:

1. Have retired after December, 31, 1988, and

2. Is receiving a retirement or disability benefit for service with the City, and

3. Is under age 65, and

4. Has filed a written application with Personnel for coverage under this plan, within 30 days following retirement from City employment, and 

5. Has agreed to promptly pay the monthly contributions required as provided in Section 5.

Disqualification.  A retiree and his or her dependents shall cease to be eligible for coverage under this plan, when any of the following conditions exist:

1. Achieving age 65.

2. Failure to make the required premium contribution as provided in Section 5.

3. The cessation of retirement or disability benefits from service with the City.

Once coverage under the City’s plan ceases, because of disqualification or voluntary termination, there shall be no reinstatement of coverage.

Dependents.  The dependents of retiree shall be eligible for coverage to the same extent as for the dependents of current employees, as defined in the City’s current group health care benefit plan.  Dependents of a retiree who has died or reached age 65 shall be offered Continuation Coverage for thirty-six (36) months from the date of the loss of coverage in accordance with the federal Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) and the premium shall be up to 102% of the monthly premium equivalent.

Contributions.  The amount of the monthly premium equivalent is determined actuarially on an annual basis.  The City may contribute toward the premium equivalent for retired former employees and their dependents.  However, the majority of the premium equivalent shall be paid by the retiree and based on a recommendation by the Health Care Committee and approved by the City Commission. 

Payment of the monthly premium shall be the sole responsibility of the retiree. Payment must be made to Finance by the tenth day of each month for the current month’s coverage.  Late premium payments will be accepted within a thirty-day (30) grace period.  If payment is not made within the grace period, coverage will be terminated retroactive to the first of the month in which the premium was due.  The City shall not be obligated to send invoices to covered retiree, nor will the City assume any responsibility for payment of monthly premiums.

Application of COBRA.  Nothing in this Plan shall subordinate the rights of a former employee under the federal Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA).

Policy Coverage.  The health plan coverage for retirees shall have the same options that are available to present employees.  The options selected shall not be subject to change except at times when existing employees may exercise such options.

Management Rights; Interpretation.  The City reserves the right to cancel or change any or all coverage not required by state or federal law, and to periodically make changes in this Plan.  Any situation not covered by this Plan, or disagreement as to interpretation, shall be determined by the Administrative Services Department subject to appeal to the City Manager.

B. RETIREMENT PLANS (Revised 12/00, 3/06)  

The City of Lawrence is affiliated with the Kansas Public Employee Retirement System (KPERS), which administers a qualified, governmental, section 401(a) defined benefit pension plan for members employed by state and local governments.  KPERS is an umbrella organization which also administers the Kansas Police and Fireman’s Retirement System (KP&F).  KPERS provides retirement, disability, life insurance, and survivor’s benefits.

KPERS is also referred to as a “contributory” defined benefit plan, meaning that employees make contributions to the plan.  Members contributions are fixed by statute.  Your contributions are excluded from gross income for federal income tax purposes.  Employer contributions are not credited to individual members’ accounts and remain with the Retirement System when a member terminates employment and withdraws member contributions.  The employer’s contribution rate may fluctuate, depending on the funding needs of the Retirement System.  Interest is credited annually on June 30, based on the balance in your account on December 31 of the preceding year.  Employee contributions, for those employees who became members before July 1, 1993, earn interest at the rate of 8 percent per year.  For those employees who became members July 1, 1993, and after, interest is credited to their accounts at the rate of 4 percent per year.

1.  KPERS
Membership is mandatory for all employees in covered positions.  A covered position is one that is covered by Social Security, is not seasonal or temporary, and requires at least 1,000 hours of work per year.  Employees are required to complete one year of continuous employment before becoming members.  Elected officials may choose, under certain conditions, whether to participate in KPERS.  Members’ contribute 4 percent of their gross compensation.  You are a vested member when you have ten or more years of credited service.  If you end employment after ten years of credited service, you may leave your contributions on deposit and retire at age 62, or when your combined age and years of service equal 85.  If you end employment at age 60 or after, you are also guaranteed a benefit at age 65, even without 85 points or ten years of service.

2. KP&F
Members include public law enforcement officers and firefighters as defined by the retirement system.  Members are not covered by the Social Security System.  Those hired after 1987 are covered by Medicare.  Members contribute 7 percent of their gross compensation from their date of employment by the City.  Each member’s contribution rate will drop to 2 percent when he or she completes 32 years of service.  Tier I members are vested at 20 years of service.  Tier II members are vested at 15 years of service.

3. Deferred Compensation 
Full-time regular and part-time regular employees and extra-board may elect to participate in the 457 Deferred Compensation Plan through payroll deduction for Retirement Savings.  Contributions and income earned are not subject to federal and state tax until the funds are withdrawn.  The City provides several investment options from which to choose.  An employee may sign up at any time.

C. LIFE INSURANCE (Revised 12/00, 3/06)  

The City maintains a group insurance policy that provides Term Life and Accidental Death and Dismemberment (AD&D) coverage to eligible employees (full-time regular working a minimum 40 hours per week) beginning the first of the month following a thirty day enrollment waiting period. Coverage amounts depend upon assigned pay grade.  Additional benefits include Living Benefit Rider, Waiver of Premium, and Conversion Option.  Employees may purchase Dependent Life through payroll deduction.

The City maintains a group insurance policy that offers Voluntary Term Life coverage to eligible employees (full- or part-time regular working a minimum 20 hours per week).  Employees may purchase coverage through payroll deduction for themselves, their spouse, and eligible dependents. Guarantee issue amounts are available at initial enrollment.  Additional benefits include Living Benefit Rider, Waiver of Premium, and Portability Option.

The City has affiliated with the Kansas Public Employees Retirement System (KPERS) to offer Optional Group Life Insurance to members of any retirement system it administers.  Members may purchase Term Life coverage through payroll deduction.  A guarantee issue amount is available at initial enrollment.  Additional benefits include Accelerated Death Benefit, Family Status Change, and Conversion Option.

D. WORKERS' COMPENSATION BENEFITS (Revised 12/00, 3/06)  

It is the responsibility of each individual employed by the City of Lawrence to utilize good judgment and caution in the performance of daily duties.  In the event of a work-related injury or illness, regardless of medical need, an employee shall notify their supervisor or department representative immediately.  An Employee Report of Event form and a Supervisor Investigation of Event Report must be completed within twenty-four (24) hours for every injury that occurs on the job, even if the injury appears to be minor and no medical care is provided.  

The City’s Workers’ Compensation program is both self-funded/insured and self-administered by the Risk Management Division of Administrative Services.  The Risk Management Division provides case management and claims administration for all injured City Employees.  The program is approved annually by the Kansas Department of Labor, Division of Workers’ Compensation, Self-Insurance/Business and Accounting Section.  

Under Kansas Workers’ Compensation Statutes, medical care is directed and provided by the City of Lawrence.  The Risk Management Division is responsible for the authorization and coordination of all medical services to be provided by the City's designated Medical Director and any authorized medical specialist referrals.  If the employee otherwise elects to go to a physician other than the designated City Medical Director or seeks medical care that is not authorized by the Risk Management Division, it will be considered an unauthorized medical expense. Workers’ Compensation Statutes allow up to $500 in unauthorized medical expenses.  Any unauthorized expenses incurred in excess of $500 are the responsibility of the employee.  The employee will continue to attend medical appointments with the City Medical Director as well.  

All medical bills for work-related injuries should be directed to the Risk Management Division.  Prescription medication for the treatment of work related injuries should be obtained at a City designated pharmacy for authorization by the Risk Management Division. 

Under Kansas Workers’ Compensation Statutes, there is a seven (7) day waiting period before eligibility for total temporary disability (lost work time) benefits.  During this waiting period the employee has the option of using sick leave or if necessary vacation benefits.  If an employee is unable to return to duty for three (3) consecutive weeks, sick leave and/or vacation benefits used during the during the seven (7) day waiting period will be restored.  The application of the seven (7) day waiting period for sworn Fire/Medical Personnel and Sworn Police Personnel may vary in specified circumstances.

Workers’ Compensation total temporary disability benefits are paid at the rate of 66 2/3% of the employee's gross average weekly wage at the time of the injury, not to exceed the state maximum.  Sick leave and/or vacation benefits can be used to supplement the Workers’ Compensation benefit up to the employee’s gross average weekly wage.  Workers’ Compensation Benefits for temporary total disability (lost work time) are issued by the Risk Management Division on regular payroll dates and are to be claimed in the Risk Management Office.

The City Medical Director will determine an injured employee’s work status at every medical examination.  The employee must provide to their supervisor or department representative a work status report signed by the City Medical Director following each appointment and before returning to full or modified duty.  Before being released from medical care the employee must attend a final examination by the City Medical Director. 

E. UNEMPLOYMENT INSURANCE (Revised 3/96)
The benefits of unemployment insurance apply to all employees of the City.  Employees will be subject to all the laws and rules governing unemployment insurance coverage.   All eligible employees are automatically covered.

F. OPTIONAL BENEFITS AVAILABLE (Revised 12/00, 3/06)
1.  Cancer and Accident Insurance
Full-time regular and part-time regular employees may elect to purchase Cancer, Heart Attack, Stroke, and Accident Coverage through payroll deduction.  Employees may sign up at any time and are subject to approval by Insurance Carrier.

. 
2.  Flexible Spending Accounts 
Flexible spending accounts are available to full-time regular, part-time regular and extra-board employees.  Flexible spending accounts allow employees to set up deductions through payroll which set aside pre-tax funds in accounts to pay for un-reimbursed medical, dental, prescription drug, or vision expenses which are not covered by another source.  It can also be set up to cover the cost of dependent/child care.  These accounts enable participants to pay for expenses with pre-tax dollars, thus lowering the tax burden and increasing after-tax income.  Employees are eligible to enroll the first of the month following thirty (30) days in an eligible classification, within thirty (30) days following a significant family status change, or during open enrollment.  For more information, contact the Administrative Services Department.  Employees must enroll in this program during open enrollment each year in order to continue participation.

G. EMPLOYEE SERVICES (New 12/00, revised 3/06)
1.  Employee Assistance Program (EAP)
The City recognizes that a wide range of personal issues not directly associated with an individual's job function can arise that may have detrimental effects on an employee's ability to perform their job at the expected level.  It is in the interest of employees and the City to provide an effective program to assist employees and their families in resolving these difficult circumstances.  The employee assistance program (EAP) provides consultation services for referrals to local community treatment resources.  Full-time, part-time, extra-board and dependents of employees are eligible to use this program and are encouraged to do so.  Employee visits to the EAP are confidential.

Participation in the EAP does not excuse employees from complying with normal City policies or from meeting normal job requirements during or after receiving EAP assistance, nor will participation in the EAP prevent the City from taking disciplinary action against any employee for performance problems that occur before or after the employee's seeking assistance through the EAP.

Employees interested in learning more about the EAP should contact New Directions (913) 982-8398 or (800) 624-5544, visit their website at www.ndbh.com or contact the Administrative Services Department.  Management Referral Form (Attachment L).
2.  City of Lawrence Health Activities Management Program (CHAMP)
The City of Lawrence provides an active wellness program for the purposes of increasing the general health and well being of all employees, reducing health care costs, and decreasing sick leave usage and health risks of employees.  The program is coordinated by a committee of department representatives.  The CHAMP program provides a variety of options for employees, including; discounts on Parks & Recreation fitness classes, corporate rates for Fitness Clubs, annual Health Risk Appraisals, and Flu Shots.  For more information, contact the Administrative Services Department.

3.  Employee Relations Council (ERC)
The Employee Relations Council of the City of Lawrence is a committee of City employees formed to represent the various departments.   Members collect and discuss opinions on matters of interest.  The Council is comprised of elected representatives from the various departments and act as a source of information for the City Manager and the represented employees.

4.  Lawrence Excellence Awards Program (LEAP)
LEAP provides a broad-based program of employee recognition allowing management as well as peers to recognize employees for performance and efforts which exemplify standards of excellence and dedication within the City of Lawrence workforce in the delivery of services to our customers, the citizens and fellow employees.          

See Attachment I: Benefit Objectives
See Attachment J: City HIPAA Policy                            

