COUNTY COMMISSION
Monday, June 3, 2019
5:00 PM
Ellis County Administrative Center – Commission Room

Order of Business
I.

Opening
A.
B.
C.
D.

Call to Order
Pledge of Allegiance
Clerk Calls the Roll
Order of Business
Consideration of Amendments

II.

Prior Minutes
March 29, 2019 Budget Meeting
April 3, 2019 Budget Meeting
May 20, 2019

III.

Consent Agenda
A.
Approval of Refunding Warrants as presented
B.
Approval of Tax Roll Adjustments as presented
C.
Approval of Escape Tax Orders as presented
D.
Approval of Adds and Abates as presented
E.
Approval of Purchase Orders as presented
F.
Approval of Accounts Payable and Payroll as presented
G.
Approval of County Licenses as presented
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IV.

Issues from Persons Not on the Order of Business

V.

Introduction of New Employees

VI.

High Plains Mental Health Center Annual Report Enclosure

VII.

Discharge of Fireworks in Unincorporated Areas (Director of Fire &
Emergency Management Darin Myers) Enclosure

VIII.

Use Agreement for Fire Training Facility (Director of Fire & Emergency
Management Darin Myers) Enclosure

IX.

Pay and Policy Adjustments (County Administrator Phillip SmithHanes) Enclosure

X.

County Counselor Reports (County Counselor Bill Jeter)

XI.

County Administrator Report (County Administrator Phillip SmithHanes)

XII.

County Commission Reports

XIII.

Executive Session(s)

XIV.

Adjournment
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ELLIS COUNTY

HIGH PLAINS MENTAL HEALTH CENTER
2018 ANNUAL REPORT
ANNUAL COMPARISON OF CLIENTS SERVED
2119

2000
1750
1500

1655

1704

1650

1646

2011

2012

2013

1901

1747

1792

1871

1250
1000
750

2010

2014

2015

2016

2017

2018

2018: 170 Severe and Persistent Mental Illness --- 536 Serious Emotional Disturbance

ANNUAL COMPARISON OF MILL DOLLARS
300000
280000
260000
240000
220000
200000
180000
160000
140000
120000
100000

$233,714 $244,900

2011

2012

$257,446

2013

$260,638

2014

$271,148 $280,000 $281,646
$244,900

2015

$244,900

2016

2017

2018

Year

HOURS

Total Patient Care
32,790
_____________________________________________
*Based on unit of service expenses for 2018. Does not include travel time.
Age Range by Gender
Range
0 years - 9 years
10 years - 19 years
20 years - 24 years
25 years - 59 years
60 years - 64 years
65 years & +
Total
Total < 18

Number
Served
176
491
268
957
93
134
2119
570

Males
Females
116
60
271
220
106
162
414
543
41
52
47
87
995
1124
335

235

% of
Total
8.31%
23.17%
12.65%
45.16%
4.39%
6.32%

2019*

*Projected

COST*

$3,383,970

Annual Family Income
Number
Range
Treated
$
0 to $ 9,999
188
$10,000 to $14,999
549
$15,000 to $24,999
289
$25,000 to $34,999
122
$35,000 to $49,999
121
$50,000 to $74,999
115
$75,000 and up
48
Unreported
501
Total
1933

% of
Total
9.73%
28.40%
14.95%
6.31%
6.26%
5.95%
2.48%
25.92%
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ELLIS COUNTY

AGENDA ITEM COVER SHEET

COMMISSION AGENDA DATE: 6-3-19
TOPIC:
Discharge of Fireworks in Unincorporated Areas
ACTION REQUESTED:
Allow the discharge of fireworks in the unincorporated areas of Ellis County during specified times
around July 4th.
MOTION NEEDED:
■ Yes □No
SUGGESTED MOTION LANGUAGE:
I move, per Resolution 2018-05, to relax the discharge portion of this Resolution in the
unincorporated areas of Ellis County on July 2nd, 3rd, & 4th between the hours of 10am and 11pm.
DISCUSSION:
In 2018, the Commission approved a resolution to ban the sale and use of fireworks in the
unincorporated areas of Ellis County. However, in 2015-2018 the Commission allowed residents to
discharge fireworks in the unincorporated areas of Ellis County during specified times. In 2018, the
Ellis County Fire Department only responded to one fireworks-related incident, however it was within
the Hays city limits and not during the holiday weekend.
If approved, it is suggested to set the 2019 times and dates the same as the City of Hays to avoid
confusion. If the current Commission would like to proceed as years past, fireworks would be
allowed to be discharged in the unincorporated areas of Ellis County on July 2nd, 3rd, and 4th from
10:00am to 11:00pm each day.
The City of Ellis allows fireworks on July 3-5 from the hours of 8am-12am. The City of Victoria has
not yet approved the discharge of fireworks, but if approved as in years past, they would be allowed
only on July 4th from 8am – 11pm.
FINANCIAL IMPACT:
None.
PRESENTED BY:
Darin Myers, Director of Fire & Emergency Management
REVIEWED BY COUNTY ADMINISTRATOR:
■ Yes □No □N/A
REVIEWED BY COUNTY COUNSELOR:
□Yes ■No □N/A
ATTACHMENTS:
Resolution 2018-05
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ELLIS COUNTY

AGENDA ITEM COVER SHEET

COMMISSION AGENDA DATE: 6-3-19
TOPIC:
Use Agreement for Fire Training Facility
ACTION REQUESTED:
Approval from the Commission to sign the agreement with the City of Hays on the use of the new fire training
facility.
MOTION NEEDED:
□ Yes ■No
SUGGESTED MOTION LANGUAGE:
None
DISCUSSION:
In 2018 work was started to build a fire training facility south of the wastewater treatment plant on the south
edge of Hays. This was part of the City of Hays submitting and receiving a $272,000 grant from the Dane G.
Hansen Foundation to purchase and install a training tower, live burn building, fence, and concrete pad. The
plan is to still build a classroom on site within the next year. We have also been in discussion of installing a
tank battery and another concrete structure.
As part of the grant, it was anticipated multiple departments would have access to the facility to use. Some
of the training to be conducted at the facility includes rope rescues, vehicle extrication, ladder work,
confined space training, SCBA confidence course, hose advancement, and live fire training. The use of the
classroom will also provide the opportunity to have a classroom environment for instruction beyond the
hands-on experience.
The Ellis County Fire Department (ECFD) has been holding off on using the new facility independently until a
use agreement was created by the City of Hays explaining the limitations, liabilities, and use of the facility in
the event of an injury, death, or unexpected damage to the structure. Part of the agreement states Ellis
County will help upkeep the facility by having the Noxious Weed Division spray the facility throughout the
year. The Noxious Weed Division has agreed to do this work. Staff is requesting the Commission Chair to
sign the agreement allowing the ECFD and the Ellis County Sheriff’s Office to use the facility. The first
scheduled training night for a live burn is June 5th, 2019.
FINANCIAL IMPACT:
There will be minimal cost to the Weed department to spray the facility while making their rounds throughout
the year.
PRESENTED BY:
Darin Myers, Director of Fire & Emergency Management
REVIEWED BY COUNTY ADMINISTRATOR:
■ Yes □No □N/A
REVIEWED BY COUNTY COUNSELOR:
■Yes □No □N/A
ATTACHMENTS:
1. Use Agreement
2. Live Burn Guidelines
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Attachment 1

CITY OF HAYS REGIONAL FIRE/RESCUE TRAINING FACILITY USE AGREEMENT
The City of Hays grants permission to use the training facility to:

Ellis County Fire Department and Ellis County Sheriff’s Office
To the best knowledge of the City of Hays, the fire/rescue training facility is in safe condition and free of
any faults or defects that will affect its safe operation under normal use. To the extent permitted by law,
the City of Hays does not make any representation or promises as to the quality, performance, or
freedom from defect of the fire/rescue training facility. The City of Hays will not be held liable for any
injuries or damages which may result from the use, performance, or failure of any props installed at the
training facility. The borrowing agency agrees to use the facility at their own risk and agrees to pay for
any damages caused by their use.
The borrowing agency agrees to pay for any damages resulting from the use of any and all props caused
by them. Each agency is responsible to provide their own equipment for training purposes. The
borrowing agency shall be responsible for proper clean-up of the training facility upon completion of their
requested training. The borrowing agency must submit a request for the use of the facility a minimum of
two weeks prior to the proposed usage date as to avoid scheduling conflicts.
If conducting live fire exercises, the Fire Chief of the borrowing agency shall submit a letter or email to the
City of Hays Fire Chief stating the individuals participating are fit to participate in such training. The City
of Hays Fire Department may provide an instructor for this training if requested. Borrowing agencies must
follow live fire training guidelines established by the City of Hays Fire Department.
Ellis County agrees to spray for weeds throughout the training facility and participate in scheduled work
days (dates agreed upon by the City of Hays Fire Chief and Ellis County Fire Chief) to maintain the facility
and to make any non-expense repairs. Ellis County may purchase props and request permission to
install them at the training facility. These props are to remain the property of Ellis County. Ellis County
will be responsible for all expenses to purchase, install, maintain and remove props if damaged beyond
repair.
The City of Hays and Ellis County may terminate their participation in this agreement by submitting written
notice of their withdrawal to the other party. A termination notice shall be provided at least thirty (30) days
in advance of the effective date of such termination to provide time for any adjustments in the operation of
the training facility that may be necessary.

______________________________________________________________________
City of Hays Signature

Printed Name

Date

______________________________________________________________________
Ellis County Signature

Printed Name

Date
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ELLIS COUNTY

AGENDA ITEM COVER SHEET

COMMISSION AGENDA DATE: 6-3-19
TOPIC:
Pay and Policy Adjustments
ACTION REQUESTED:
Approve the attached budget adjustments and Resolution No. 2019-07 to implement previously
approved wage increases for 2019 and approve the revisions to the Personnel Policy.
MOTION NEEDED:
■Yes □No
SUGGESTED MOTION LANGUAGE:
I move that the Commission approve the budget adjustments and revised Personnel Policy as
presented by staff, adopt Resolution No. 2019-07, and direct the Clerk to publish the Resolution.
DISCUSSION:
This item implements some pay and benefit items per previous Commission direction.
As part of the County budget process for 2019, funding was allocated for future employee salary
adjustments. On February 4, 2019, Commissioners considered a recommendation from the Wage &
Benefits Committee. Commissioners voted at that time to provide step adjustments, effective June
30, for employees with five or more years of service in their positions as of January 1 as well as a
generally applicable pay increase of 2 percent, effective July 14. The County Administrator noted that
budget adjustments and an amended Resolution on elected officials’ salaries would be necessary to
implement this direction and would return at a later date.
In addition, on April 15 the Commission provided direction to amend the County’s Personnel Policy to
change the definition of full-time employment, effective January 1, 2020. That change, as well as a
statement regarding the at-will status of County employment, are included in the amended policy
attached. These changes were reviewed with the Wage & Benefits Committee on May 22.
FINANCIAL IMPACT:
The increased costs (including salaries, benefits and funding for defense attorney contracts) total
$144,356. This is slightly less than the $144,872 that was included in the 2019 budget.
PRESENTED BY:
Phillip Smith-Hanes, County Administrator
REVIEWED BY COUNTY ADMINISTRATOR:
□Yes □No ■N/A
REVIEWED BY COUNTY COUNSELOR:
■Yes □No □N/A
ATTACHMENTS:
1. Budget Adjustments
2. Resolution No. 2019-07
3. Personnel Policy (Mark-up Version)
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Attachment 1
ELLIS COUNTY, KANSAS
Budget Data

Acct
Acct
No.
Name
Fund: 001 - COUNTY GENERAL
Acct
Acct
No.
Name
Dept: 01 - APPRAISER
Salaries
001-01-1110
CLASSIFIED EMPLOYEES
001-01-1188
LONGEVITY BONUS
001-01-1191
FICA EMPLOYER BENEFIT
001-01-1192
GROUP HEALTH INSURANCE
001-01-1193
WORKMANS COMP INSURANC
001-01-1194
UNEMPLOYMENT TAX
001-01-1195
KPERS W/H
Expenditure Total for Dept: 01 - APPRAISER
Acct
Acct
No.
Name
Dept: 02 - ATTORNEY
Salaries
001-02-1110
CLASSIFIED EMPLOYEES
001-02-1120
ELECTED OFFICALS
001-02-1188
LONGEVITY BONUS
001-02-1191
FICA EMPLOYER BENEFIT
001-02-1193
WORKMANS COMP INSURANC
001-02-1194
UNEMPLOYMENT TAX
001-02-1195
KPERS W/H
Expenditure Total for Dept: 02 - ATTORNEY
Acct
Acct
No.
Name
Dept: 07 - CLERK
Salaries
001-07-1110
CLASSIFIED EMPLOYEES
001-07-1120
ELECTED OFFICALS
001-07-1188
LONGEVITY BONUS
001-07-1191
FICA EMPLOYER BENEFIT
001-07-1193
WORKMANS COMP INSURANC
001-07-1194
UNEMPLOYMENT TAX
001-07-1195
KPERS W/H
Expenditure Total for Dept: 07 - CLERK
Acct
Acct
No.
Name
Dept: 10 - CORONER
Salaries
001-10-1110
CLASSIFIED EMPLOYEES
001-10-1191
FICA EMPLOYER BENEFIT
Expenditure Total for Dept: 10 - CORONER
Acct
Acct
No.
Name
Dept: 11 - COURTS
Contractual
001-11-1272
ATTORNEYS AND LAWYERS
Expenditure Total for Dept: 11 - COURTS

$

$

$

$

$

$

$

$

$
$

2019
Adopted

Adjustment
Amount

2019
Adjusted

2019
Adopted

Adjustment
Amount

2019
Adjusted

526,284
344,300
15,480
27,523
83,653
19,169
576
35,583
588,159
2019
Adopted

$

33,457
8,487
(517)
610
24,847
(734)
(23)
787
$
33,457
Adjustment
Amount

$

884,687
464,233
82,389
19,862
43,336
1,133
907
56,026
915,537
2019
Adopted

$

5,460
5,255
697
(1,157)
366
(19)
(156)
474
$
5,460
Adjustment
Amount

$

324,246
136,047
61,506
7,350
15,675
246
328
20,265
337,866
2019
Adopted

$

4,974
3,621
521
95
325
(14)
7
419
$
4,974
Adjustment
Amount

$

31,990
29,613
2,266
87,490
2019
Adopted

$

270
251
19
$
270
Adjustment
Amount

$

351,845
279,645
386,545

$

$

$

2,720
2,720
2,720

$

$

$

$

$

559,741
352,787
14,963
28,133
108,500
18,435
553
36,370
621,616
2019
Adjusted
890,147
469,488
83,086
18,705
43,702
1,114
751
56,500
920,997
2019
Adjusted
329,220
139,668
62,027
7,445
16,000
232
335
20,684
342,840
2019
Adjusted
32,260
29,864
2,285
87,760
2019
Adjusted
354,565
282,365
389,265
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Attachment 1
ELLIS COUNTY, KANSAS
Budget Data

Acct
Acct
No.
Name
Dept: 15 - EMERGENCY MANAGEMENT
Salaries
001-15-1110
CLASSIFIED EMPLOYEES
001-15-1186
KP&F W/H
001-15-1191
FICA EMPLOYER BENEFIT
001-15-1192
GROUP HEALTH INSURANCE
001-15-1193
WORKMANS COMP INSURANC
001-15-1195
KPERS W/H
Expenditure Total for Dept: 15 - EMERGENCY
Acct
Acct
No.
Name
Dept: 17 - HEALTH
Salaries
001-17-1110
CLASSIFIED EMPLOYEES
001-17-1188
LONGEVITY BONUS
001-17-1191
FICA EMPLOYER BENEFIT
001-17-1193
WORKMANS COMP INSURANC
001-17-1194
UNEMPLOYMENT TAX
001-17-1195
KPERS W/H
Expenditure Total for Dept: 17 - HEALTH
Acct
Acct
No.
Name
Dept: 18 - ADMINISTRATOR
Salaries
001-18-1110
CLASSIFIED EMPLOYEES
001-18-1188
LONGEVITY BONUS
001-18-1191
FICA EMPLOYER BENEFIT
001-18-1193
WORKMANS COMP INSURANC
001-18-1194
UNEMPLOYMENT TAX
001-18-1195
KPERS W/H
Expenditure Total for Dept: 18 - ADMINISTRAT
Acct
Acct
No.
Name
Dept: 19 - PUBLIC WORKS
Salaries
001-19-1110
CLASSIFIED EMPLOYEES
001-19-1188
LONGEVITY BONUS
001-19-1191
FICA EMPLOYER BENEFIT
001-19-1193
WORKMANS COMP INSURANC
001-19-1194
UNEMPLOYMENT TAX
001-19-1195
KPERS W/H
Expenditure Total for Dept: 19 - PUBLIC WORK

2019
Adopted
$

$

$

$

$

$

$

$

Adjustment
Amount

2019
Adjusted

58,879
36,827
4,554
2,886
10,620
1,336
1,696
77,479
2019
Adopted

$

4,683
233
38
18
4,377
11
6
$
4,683
Adjustment
Amount

$

436,032
268,071
6,413
20,845
573
436
26,948
601,758
2019
Adopted

$

2,459
2,703
(816)
298
(109)
(2)
385
$
2,459
Adjustment
Amount

$

226,159
151,162
831
11,628
314
244
15,032
279,539
2019
Adopted

$

1,538
1,276
2
104
3
18
135
$
1,538
Adjustment
Amount

$

2,729,435
1,613,203
53,816
127,527
56,134
2,668
164,869
4,781,834

$

$

$

19,395
18,112
(2,309)
1,286
618
27
1,661
19,395

$

$

$

$

63,562
37,060
4,592
2,904
14,997
1,347
1,702
82,162
2019
Adjusted
438,491
270,774
5,597
21,143
464
434
27,333
604,217
2019
Adjusted
227,697
152,438
833
11,732
317
262
15,167
281,077
2019
Adjusted
2,748,830
1,631,315
51,507
128,813
56,752
2,695
166,530
4,801,229
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Attachment 1
ELLIS COUNTY, KANSAS
Budget Data

Acct
Acct
No.
Name
Dept: 20 - REGISTER OF DEEDS
Salaries
001-20-1110
CLASSIFIED EMPLOYEES
001-20-1120
ELECTED OFFICALS
001-20-1191
FICA EMPLOYER BENEFIT
001-20-1193
WORKMANS COMP INSURANC
001-20-1194
UNEMPLOYMENT TAX
001-20-1195
KPERS W/H
Expenditure Total for Dept: 20 - REGISTER OF
Acct
Acct
No.
Name
Dept: 22 - SHERIFF
Salaries
001-22-1110
CLASSIFIED EMPLOYEES
001-22-1120
ELECTED OFFICALS
001-22-1186
KP&F W/H
001-22-1188
LONGEVITY BONUS
001-22-1191
FICA EMPLOYER BENEFIT
001-22-1192
GROUP HEALTH INSURANCE
001-22-1193
WORKMANS COMP INSURANC
001-22-1194
UNEMPLOYMENT TAX
001-22-1195
KPERS W/H
Expenditure Total for Dept: 22 - SHERIFF
Acct
Acct
No.
Name
Dept: 24 - TREASURER
Salaries
001-24-1110
CLASSIFIED EMPLOYEES
001-24-1120
ELECTED OFFICALS
001-24-1188
LONGEVITY BONUS
001-24-1191
FICA EMPLOYER BENEFIT
001-24-1193
WORKMANS COMP INSURANC
001-24-1194
UNEMPLOYMENT TAX
001-24-1195
KPERS W/H
Expenditure Total for Dept: 24 - TREASURER
Acct
Acct
No.
Name
Dept: 32 - ENVIRONMENTAL
Salaries
001-32-1110
CLASSIFIED EMPLOYEES
001-32-1188
LONGEVITY BONUS
001-32-1191
FICA EMPLOYER BENEFIT
001-32-1193
WORKMANS COMP INSURANC
001-32-1194
UNEMPLOYMENT TAX
001-32-1195
KPERS W/H
Expenditure Total for Dept: 32 - ENVIRONMEN

2019
Adopted
$

$

$

$

$

$

$

$

Adjustment
Amount

2019
Adjusted

219,281
71,978
53,602
9,812
153
205
12,586
229,906
2019
Adopted

$

1,694
583
462
238
3
2
406
$
1,694
Adjustment
Amount

$

3,179,461
1,937,742
82,389
265,412
59,345
159,080
561,206
33,911
3,328
76,648
3,818,286
2019
Adopted

$

11,518
(1,645)
697
1,450
2,052
(894)
10,982
(264)
(19)
(841)
$
11,518
Adjustment
Amount

$

454,585
249,370

$

$

58,178
6,836
24,140
379
505
31,208
537,345
2019
Adopted
192,188
117,841
4,503
9,360
1,128
196
12,100
196,755

668
157

496
(1,522)
660
10
14
853
$
668
Adjustment
Amount
$

$

(5,538)
(2,003)
(2,172)
(570)
(138)
(12)
(643)
(5,538)

$

$

$

$

$

220,975
72,561
54,064
10,050
156
207
12,992
231,600
2019
Adjusted
3,190,979
1,936,097
83,086
266,862
61,397
158,186
572,188
33,647
3,309
75,807
3,829,804
2019
Adjusted
455,253
249,527
58,674
5,314
24,800
389
519
32,061
538,013
2019
Adjusted
186,650
115,838
2,331
8,790
990
184
11,457
191,217
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Attachment 1
ELLIS COUNTY, KANSAS
Budget Data

Acct
Acct
No.
Name
Dept: 33 - EMERGENCY MEDICAL SERVICE
Salaries
001-33-1110
CLASSIFIED EMPLOYEES
001-33-1186
KP&F W/H
001-33-1188
LONGEVITY BONUS
001-33-1191
FICA EMPLOYER BENEFIT
001-33-1192
GROUP HEALTH INSURANCE
001-33-1193
WORKMANS COMP INSURANC
001-33-1194
UNEMPLOYMENT TAX
001-33-1195
KPERS W/H
Expenditure Total for Dept: 33 - EMERGENCY
Acct
Acct
No.
Name
Dept: 47 - ELECTION
Salaries
001-47-1110
CLASSIFIED EMPLOYEES
001-47-1191
FICA EMPLOYER BENEFIT
001-47-1194
UNEMPLOYMENT TAX
001-47-1195
KPERS W/H
Expenditure Total for Dept: 47 - ELECTION
Acct
Acct
No.
Name
Dept: 52 - FAIR BUILDING RENTALS
Salaries
001-52-1110
CLASSIFIED EMPLOYEES
001-52-1191
FICA EMPLOYER BENEFIT
001-52-1194
UNEMPLOYMENT TAX
Expenditure Total for Dept: 52 - FAIR BUILDIN
Acct
Acct
No.
Name
Dept: 53 - BUILDING & GROUNDS
Salaries
001-53-1110
CLASSIFIED EMPLOYEES
001-53-1191
FICA EMPLOYER BENEFIT
001-53-1193
WORKMANS COMP INSURANC
001-53-1195
KPERS W/H
Expenditure Total for Dept: 53 - BUILDING & G
Acct
Acct
No.
Name
Dept: 97 - CONTIN/TRANSFERS OUT/SUBS

2019
Adopted
$

$

$

$

$

$

$

$

Revenue Total for Dept: 97 - CONTIN/TRANSFE

$

001-97-1705
BUDGET STABILIZATION ACC
Expenditure Total for Dept: 97 - CONTIN/TRANS
Revenue Total for Fund: 001 - COUNTY GENER
Expenditure Total for Fund: 001 - COUNTY GE

$
$
$

Adjustment
Amount

2019
Adjusted

2,831,071
1,768,601
393,350
47,732
141,138
408,061
65,084
2,952
4,153
3,073,484
2019
Adopted

$

57,811
39,396
(18,585)
3,748
1,112
27,799
4,150
23
168
$
57,811
Adjustment
Amount

$

15,335
4,841
1,013
22
1,310
63,954
2019
Adopted

$

321
250
30
3
38
$
321
Adjustment
Amount

$

23,381
21,325
1,632
24
92,402
2019
Adopted

$

2,891
2,672
204
15
$
2,891
Adjustment
Amount

$

180,880
110,292
8,716
3,156
11,268
645,017
2019
Adopted

$

35
29
2
1
3
35

$

859,872
3,235,125
(19,926,427)
22,152,265

$

(144,356)
(144,356)
-

$

$

$

$

$

$

Adjustment
Amount

$
$
$

$
$
$

2,888,882
1,807,997
374,765
51,480
142,250
435,860
69,234
2,975
4,321
3,131,295
2019
Adjusted
15,656
5,091
1,043
25
1,348
64,275
2019
Adjusted
26,272
23,997
1,836
39
95,293
2019
Adjusted
180,915
110,321
8,718
3,157
11,271
645,052
2019
Adjusted
715,516
3,090,769
(19,926,427)
22,152,265
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Attachment 2

RESOLUTION 2019-07
RESOLUTION OF THE BOARD OF ELLIS COUNTY COMMISSIONERS
WHEREAS, the Board of County Commissioners of Ellis County, Kansas, may transact
all County business and perform all powers of local legislation and administration it deems
appropriate subject only to the limitations, restrictions or prohibitions listed in K.S.A. 19-101
(a), and
WHEREAS, there is no limitation, restriction or prohibition regarding the setting of
annual salaries for county elected officials, and
WHEREAS, the Board of County Commissioners has adopted a pay plan and a policy
for administration of that pay plan,
NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY COMMISSIONERS
OF ELLIS COUNTY, KANSAS, that the salaries of Ellis County Elected Officials for 2019 shall
be:
County Commissioner

$18,791.76 ($722.76 biweekly)

County Attorney
$83,086.70 ($3,168.98 biweekly through
July 13; $3,232.00 biweekly beginning July 14)
County Clerk
$62,028.10 ($2,365.82 biweekly through
July 13; $2,412.80 biweekly beginning July 14)
County Clerk – Election Stipend

$8,000.00

County Treasurer
$58,666.65 ($2,237.35 biweekly through
July 13; $2,282.40 biweekly beginning July 14)
Register of Deeds
$54,053.35 ($2,061.21 biweekly through
July 13; $2,103.20 biweekly beginning July 14)
Sheriff

$83,086.70 ($3,168.98 biweekly through
July 13; $3,232.00 biweekly beginning July 14)

BE IT FURTHER RESOLVED that the adjusted salaries stated above shall be effective
July 14, 2019.
BE IT FURTHER RESOLVED that all Ellis County Elected Officials on the County Health
Insurance Plan will continue to be responsible for paying 7.5% of their monthly premium
with said obligation to be withheld from their paycheck unless mandates of the Kansas NonState Employees Health Plan require an employee contribution of less than this amount
depending on the employee’s choice of coverage.
Dated this 3rd day of June, 2019.
BOARD OF COUNTY COMMISSIONERS
________________________________
Dean F. Haselhorst, Chair
________________________________
Robert “Butch” Schlyer, Commissioner
________________________________
Dustin G. Roths, Commissioner
ATTEST:
___________________________________
Donna J. Maskus, County Clerk
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SECTION 1 - PURPOSE AND APPLICATION OF POLICY
1.1
Intent. The Ellis County Personnel Policy has been designed to provide all County
employees with a consistent set of regulations for the administration of all employee-related
matters. It is the intent of this policy to fulfill the requirements of all federal, state, and local
laws governing public employment regulations. Any questions regarding this policy should
be directed to the appropriate Department Head, who may forward such questions to the
County Administrator.
1.2
At-Will Employment. All employees who do not have a separate, individual
employment contract with the Ellis County Board of Commissioners for a specific, fixed term
of employment, are employed at the will of Ellis County for an indefinite period. Employees
may resign from employment with Ellis County at any time, for any reason, with or without
notice, and may be terminated at any time, for any reason, with or without notice. No
representative of Ellis County is authorized to modify employment-at-will provisions for any
employee or enter into any form of agreement to the contrary. Individual employment
contracts may be executed and entered into only by approval of the Board of County
Commissioners. These provisions shall not be modified by any statements in this Personnel
Policy or any other written materials provided to employee or prospective employees.
Provisions of Section 11 of this Policy regarding disciplinary standards shall be considered
best practices rather than mandatory and shall not be construed to impact the at-will status
of employment.
1.23 Amendments/Enforcement. Any amendments to this policy shall be approved by the
Board of County Commissioners. All approved changes shall be distributed to all employees.
It shall be the responsibility of the County Administrator to distribute approved changes to
the policy. If any provision of this policy (or the application of it) is held invalid, the
remainder of the policy and the application of it shall not be affected. Each Department
Head is responsible for compliance with the Ellis County Personnel Policy for employees
within their respective department, including any policies additionally specified within their
department.
1.34 Employees of Elected Officials. Nothing in this policy abridges in any way the authority
of elected Department Heads to hire, fire, promote, demote, or discipline their employees.
1.45 Objectives. The rules, regulations, and policies for human resource administration
contained herein are established to:
A. Promote and increase efficiency and economy in the County service.
B. Provide fair and equal opportunity to all qualified citizens to enter County
employment in all occupations on the basis of demonstrated merit and fitness as
ascertained through fair and practical methods of selection.
C. Establish and promote high employee morale by providing good working
relationships, uniform personnel policies, and opportunity for advancement.
SECTION 2 – DEFINITIONS
All words used in this policy shall have the meanings to which they are commonly ascribed,
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with the following clarifications:
Appointed Department Head shall include the Appraiser, Director of Fire & Emergency
Management, Health Services Director, Information Technology Director, and Public Works
Director.
Appointment shall indicate a designation to a position in the Classified Service of a person
who has qualified through an appropriate selection process.
Classification shall indicate the process of assigning an individual position to an appropriate
grade level on the basis of the kind, difficulty, and responsibility of the work performed in the
position.
Classified Service shall include all County employees who fill positions that have a
requirement of at least 20 hours of work per week for a period of at least six months and do
not fall within the definition of Non-Classified Service below.
Department Head shall include Elected Officials who manage County departments (County
Attorney, County Clerk, County Treasurer, Register of Deeds and Sheriff), the County
Administrator, and those listed under the definition of Appointed Department Head above.
Family shall be limited to include father, mother, spouse, child, step-child, grandchild,
brother, sister, father-in-law, mother-in-law, brother-in-law, sister-in-law, dependent person
living within employee’s household, uncle, aunt, nephew, niece, first cousin, and first cousin
by marriage.
Full-time Employee shall indicate an employee who, through December 31, 2019, works a
normal work week of forty (40) hours (56 hours for EMS technical staff) on a regular and
continuing basis or, effective, January 1, 2020, a normal work week or thirty-six (36) or more
hours (56 hours for EMS technical staff) on a regular and continuing basis.
Grade shall indicate a defined range of pay rates, having a minimum and maximum that
may be paid for work per the position’s classification.
Non-Classified Service shall include all County employees who fill positions that have a
requirement of at least 20 hours of work per week for a period of at least six months but are
a Department Head as defined above or a policy-making or confidential employee
specifically designated by an Elected Official or the County Administrator.
Part-time Employee shall indicate an employee who works at least twenty (20) hours but
less than forty (40) hours per week (36 hours effective January 1, 2020; 56 hours per week
for EMS technical staff).
Reside shall mean to establish and maintain without interruption a residence or place which
is the employee’s primary place of habitation and to which, whenever the employee is
absent, he/she has the intention of returning.
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Step shall indicate a specifically defined rate of pay within a grade.
Temporary Employee shall indicate an employee who works on an irregular or seasonal
basis with annual average hours of less than 20 per week.
Unclassified Service shall include those individuals employed under the provision of Section
4.9 below.
SECTION 3 – REQUIREMENTS OF EMPLOYMENT
3.1 Age. Employees shall be at least eighteen (18) years of age except in the case of
Temporary Employees and except where age requirements constitute a bona fide
occupational qualification. Temporary Employees shall be at least sixteen (16) years of age.
3.2 Residency. Each Appointed Department Head and the County Administrator shall
reside in Ellis County unless serving in a position described in the paragraph below. If the
County Administrator or any Appointed Department Head is not a resident of Ellis County
upon hire, that person shall establish residency not more than ninety (90) days following
his/her first day of employment with the County. The Board of County Commissioners may
extend this period in individual circumstances, but in no case for a period longer than six (6)
months. The failure of the County Administrator or any Appointed Department Head to
establish and maintain residency in Ellis County during their employment shall result in the
forfeiture of their employment.
If any Appointed Department Head or the County Administrator serves multiple
counties through agreement between Ellis County and one or more other counties, that
employee may reside outside Ellis County so long as he/she resides within one of the other
counties served.
3.3 Family Relationships. No Department Head shall select for employment within his/her
department any member of his/her Family as defined in Section 2 above. If two persons who
are related within the definition of Family as provided in Section 2 are employed in the same
department, neither shall have any supervisory responsibility for the other.
SECTION 4 – PROCESS OF SELECTION
4.1 Vacancy. Need for selection of a new employee is created when there is a separation
of an existing employee or a newly-budgeted position allocation. Department Heads are
encouraged to consult with the County Administrator whenever a vacancy occurs to discuss
whether the position is in the proper classification and formulate a strategy for publicizing
the vacancy.
4.2 Advertising. In general, it is the policy of Ellis County that all vacancies shall be filled
through competitive recruitment open to all qualified candidates. As such, departments are
expected to advertise the availability of positions via methods anticipated to attract the
attention of a wide pool of qualified candidates. These methods may include newspaper
advertisement, use of online advertisements, outreach to particular training programs, and
use of professional recruitment firms for specialized and hard-to-fill positions. All
6
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advertisements must include the job title, the required and preferred qualifications, the
application process, the deadline for application, and the phrase “Equal Opportunity
Employer” or EOE. The application process shall be open for at least ten (10) calendar days
from when the advertisement first appears unless an exception to this requirement is
approved by the County Administrator.
When, in the opinion of a Department Head, there exists within the current
employment of Ellis County a sufficient number of qualified candidates to meet the
department’s need, the Department Head may petition the County Administrator to waive
the requirement of external advertisement and open the vacancy as a promotional
opportunity only for existing Ellis County employees.
4.3 Affirmative Action. As a part of the overall Equal Employment Opportunity Program, the
Ellis County Board of County Commissioners declares and affirms a policy of Affirmative
Action to govern equal employment opportunities within the County service. An Affirmative
Action Officer shall be appointed to manage compliance with the Affirmative Action Program.
Ellis County will undertake a program of affirmative recruitment of members of minority
groups and women in all job categories.
4.4 Application Form. All Classified Service employees shall submit an approved Ellis
County application form to the department filling a vacancy. All Non-Classified Service
employees shall submit either an approved application form or a résumé to the department
filling a vacancy. These application forms and/or résumés shall be retained by the
department for a period of two years from the closing date of the application period for any
individual not selected for appointment and shall be turned over to Human Resources for
retention in the employee’s permanent file for any individual selected for appointment.
4.5 Testing. Prior to selection of an individual for appointment to fill an advertised
vacancy, the responsible Department Head shall test the individual to verify that he/she is
qualified to fill the requirements of the vacant position. Such testing may include a written
examination, an oral interview, reference checks, psychological testing, background
investigation, verification of degrees or licensure, or other methodology as appropriate for
the particular classification of the vacant position, but shall not include physical
examination.
4.6 Priority. All qualified applicants will be considered by the Employer in filling each
opening. Departments are encouraged to consider qualified County employees for
promotional opportunities, in accordance with any seniority preference defined by
departmental policy.
4.7 Pre-Employment Post Offer Physical Examination. Once an individual has been
selected for employment through appropriate testing methodology, he/she shall receive an
offer of employment. Said offer may be conditioned upon completion of a subsequent
physical examination designed specifically to determine the ability of the individual to
perform job-related functions with or without accommodation.
4.8 Probationary Period. The probationary period is part of the selection process for
Classified Service employees – an extended evaluation to determine the ability of a new,
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transferred, promoted or demoted employee to perform the duties of the position. An
employee may be dismissed at any time during the probationary period without the right of
appeal or hearing, except in cases of alleged discrimination. Employees not previously
employed by Ellis County – or separated from County service for at least 180 days – shall
serve a probationary period of six (6) consecutive months (except sworn personnel of the
Sheriff’s Office, who shall serve a probationary period of one year), which is subject to
extension by the Department Head for a period not to exceed an additional ninety (90) days
upon reasonable justification to the County Administrator. Promoted, demoted, transferred
or reinstated employees shall serve a probationary period of three (3) consecutive months,
which is subject to extension by the Department Head for a period not to exceed an
additional sixty (60) days without need for justification. At the end of the probationary
period, an evaluation of the employee's performance shall be conducted and the
Department Head shall either dismiss the employee or request regular status. If a promoted
or transferred employee is dismissed from probation, he/she shall have the right to return to
his/her former position. A demoted, reinstated or new employee shall not have a right of
return and shall be terminated.
4.9 Employment of Unclassified Employees. Subject to availability of funding, any
Department Head may employ one or more Temporary Employees, emergency workers, or
internship employees for a period not to exceed six months and an aggregate total of less
than 1,000 hours of paid time. Such employees may be dismissed at any time during their
employment without the right of appeal or hearing, except in cases of alleged discrimination.
Employment of such individuals shall not be subject to the selection requirements outlined
above. Pay rates for such employees shall be established by the Department Head with the
concurrence of the County Administrator.
4.10 Voluntary Change of Classification. Any time an employee voluntarily applies for and
accepts a job at a lower classification, said employee will be reclassified to the pay grade of
the job he/she accepted, at the same step in the lower grade that he/she occupied in the
higher grade at the time of reclassification.
SECTION 5 – STANDARDS OF CONDUCT
5.1
General Conduct. Each employee of Ellis County shall be courteous and respectful at
all times to both the general public and other employees. They are expected to be governed
by principles and ordinary rules of good behavior and judgment. Employees are expected to
be just and honorable in relations with each other; they shall not make false reports
concerning another employee or department. Further, they shall not act in a manner
calculated to create disturbance or dissension. Employees shall refrain from altercations,
disorderly conduct, and the use of profane or abusive language.
5.2
Non-Discrimination. It is the official policy of Ellis County not to discriminate against
any employee or applicant for employment in any manner because of race, color, religion,
age, military status, sex, national origin, sexual orientation, gender identification, or based
on any other factor prohibited by law. It is the official policy of Ellis County not to
discriminate against any employee or applicant for employment in any manner because of a
physical or mental disability in regards to any position which the employee or applicant for
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employment is qualified to perform with or without reasonable accommodation. Ellis County
will provide to employees with disabling conditions reasonable accommodations that do not
impose undue hardship on the County, upon written request to the County Administrator.
Any employee who has been found to engage in discrimination or intimidation of
another person based upon the other person’s race, color, religion, age, military status, sex,
national origin, disability, sexual orientation, gender identification, or any other factor
prohibited by law shall be disciplined and may be subject to dismissal. Any employee or
applicant for employment with a bona fide complaint that he or she has been discriminated
against in violation of this policy shall promptly report such alleged discrimination to the
appropriate Department Head or the County Administrator. The Department Head is
responsible for immediately informing the County Administrator of such allegations, who
shall be responsible for conducting an investigation into the incident(s). The Department
Head is also responsible to ensuring that the rights of both parties are protected while an
investigation is ongoing.
Ellis County prohibits any form of retaliation against any employee or applicant for
employment who files a bona fide complaint under this policy or who assists in a complaint
investigation. Each employee has a duty to fully cooperate with an investigation conducted
by Ellis County, including the duty to reveal any information that may bear on the
investigation. This may include both oral interviews of employees and/or the employee may
be asked to provide a written statement. Failure to cooperate may result in discipline up to
and including immediate termination.
5.3
Non-Harassment. It is the official policy of Ellis County to create and maintain a
working environment free from harassment on the basis of race, color, religion, age, military
status, sex, national origin, disabling condition, sexual orientation, gender identification, or
any other characteristic protected by law. An employee shall not in any way make
unwelcome verbal, written, or physical conduct toward another employee or a member of
the public which creates an intimidating, hostile or offensive work environment. Prohibited
acts of conduct include, but are not limited to, verbal slurs or comments, visual gestures,
displays of posters, cartoons, clothing or electronic images, and physical assault or
interference. These actions constitute harassment when submission or rejection of this
conduct explicitly or implicitly affects an individual’s employment, unreasonably interferes
with an individual’s work performance, or creates a pervasive or severe environment of
intimidation or hostility.
Any incident of discrimination, insult, intimidation, or harassment in any form shall be
promptly reported to the Department Head or the County Administrator. The Department
Head is responsible for immediately informing the County Administrator of such allegations,
who shall be responsible for conducting an investigation of the incident(s). No employee
shall be retaliated against by Ellis County for reporting such conduct. Following a thorough
investigation, any employee who has been found to have engaged in such conduct shall be
disciplined and may be subject to dismissal.
Consensual romantic and sexual relationships between coworkers are strongly
discouraged. In the event of an allegation of sexual harassment, the County will be less
sympathetic to a defense based upon consent when the facts establish that an authority
differential existed within the relationship. These relationships may be subject to concerns
about the validity of consent, conflicts of interest, and unfair treatment of other employees.
Further, such relationships can undermine the atmosphere of trust essential to the function
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of County governance and the employment relationship and may subject Ellis County to
liability. No person involved in a consensual relationship will have direct responsibility for
evaluating the employment of, performance by, or for making decisions regarding the
promotion or compensation of the other party to the relationship.
5.4
Performance. Employees shall perform their duties promptly, competently,
efficiently, and honestly.
5.5 Use of County Property. All personal property owned by Ellis County (vehicles,
equipment, computers, cell phones, etc.) shall be used for County purposes and not for the
personal needs of employees. No employee has any property interest or expectation of
privacy in any communication while using County systems or equipment. While it is
understood that some de minimis use of County property for non-County purposes may
occur (e.g., receipt of a phone call from an employee’s childcare provider on a County
telephone), such instances should be rare. It is the responsibility of Department Heads to
ensure that County property is not abused, and improper use of County property is subject to
both disciplinary action and possible criminal penalty. Employees shall not be careless or
negligent with the monies or other property of the County or the public.
5.6 Safe Conduct. It is the responsibility of each individual to employ safe working
practices, both for himself/herself and for co-workers. While the County is responsible for
maintaining an environment of safety, including provision of appropriate immunizations to
employees subject to exposure to bloodborne pathogens during their work, part of that
responsibility includes enforcement of safe working practices and employees may be
disciplined for repeated or egregious failures to follow safety precautions. The County shall
establish a Safety Committee which may be charged with accepting reports of safety
violations and investigating the circumstances of such violations.
5.7 Appearance. Each employee shall practice personal hygiene and standards of dress
according to the environment in which he/she is working. All employees are expected to
wear some type of footwear while at work. Appropriate dress will vary by occupation, but all
employees are expected to abide by established custom or policy of the department.
5.8 Illegal Activity. No employee shall steal, take, or remove anything of value from any
premise, household, person, or office that does not belong to him/her. Nor shall any
employee engage in gambling for anything of value while at work in violation of the law.
Employees shall not induce or attempt to induce an officer or employee of the County to
commit an unlawful act or to act in violation of any department or division regulation or
order. The conviction of an employee for a crime that makes the individual unable to
perform his/her duties or unsuitable for that position may be grounds for immediate
dismissal.
5.9 Duty to Follow Orders, Uphold Policy. Each employee shall comply with directives from
his/her supervisor and with departmental policies. Failure to obey any proper directive or
order of a supervisor or to abide by any established and lawful County policy or procedure
shall be grounds for discipline and/or dismissal.
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5.10 Attendance. Employees are expected to arrive on time for each work shift for which
they are scheduled. They are expected to attend work regularly, and to report any inability to
report to work in a timely way to supervisors. An unauthorized absence is time away from
regular scheduled working hours for which the employee has not received explicit approval
or authorization from his/her supervisor. An unauthorized absence shall be without pay and
also may result in disciplinary action. Any employee who has unauthorized absences for two
work shifts within any 12 month period shall be subject to immediate disciplinary action. Any
unauthorized absence lasting five or more work shifts will be considered a voluntary
resignation.
5.11 Brutality, Cruelty, Bullying. An employee may be disciplined or dismissed immediately
for brutality, cruelty, or bullying (including physical and verbal abuse) to another employee, a
person in custody, or a member of the public, provided the act committed was not
necessarily or lawfully done in self-defense, to protect the lives of others, or to prevent the
escape of a person lawfully in custody.
5.12 Acceptance of Gifts. An individual employee shall not take for his/her personal use
from any person or company any fee, gift, service, or other thing valued in excess of $75.00
in the course of his/her work or in connection with it. Any individual employee who receives
from any person or company any fee, gift, service, or other thing valued in excess of $35.00
in the course of his/her work shall promptly report the same to his/her Department Head.
5.13 Financial Disclosure. County employees shall always fully and publicly disclose any
material, financial or other beneficial interest that the employee or his/her spouse or
dependent child has or may have in any contract, legislative action, formal decision or
governmental ruling or determination whenever the employee will or may participate in any
manner in the discussion, deliberation, decision or administration of the matter.
5.14 Abuse of Authority. An employee shall not abuse his/her authority or wrongfully
assume authority that was not delegated by the appropriate authority.
5.15 Campaign Activity. County employees are prohibited from any appearance of
campaigning for a candidate for an elected office during the employee’s work hours and/or
at any County facility during the work hours of that facility. This includes, but is not limited to,
wearing or displaying political badges, buttons or signs on their person or on County
property, distributing literature on County property, using County equipment to communicate
regarding a political campaign, or in any other way participating in the administration of any
political campaign during on-duty hours.
5.16 Tobacco Use. No employee shall use any form of tobacco nor any electronic smoking
device in any Ellis County building or vehicle.
5.17 Alcohol and Other Drugs Policy. Each employee shall abide by the Drug-Free
Workplace Policy, a copy of which is attached hereto as an Appendix.
5.18 Carrying of Concealed Firearms. Employees may carry concealed firearms while on
duty pursuant to state law, including in County vehicles. Carrying of a concealed firearm by
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an employee other than a sworn law enforcement officer shall not be considered within the
scope of the employee’s duties for Ellis County. No injury caused to the employee by his/her
choice to carry a concealed firearm shall be considered within the County’s workers’
compensation coverage, and no injury caused to another person by the employee’s choice
to carry a concealed firearm shall be defended by the County. Employees shall not leave
their personal firearm in plain view, leave their personal firearm unattended, store their
personal firearm in a County vehicle, or permit the carrying of a concealed firearm to
interfere in any way with their duties, including obstruction of any required safety equipment.
Employees are required to comply with all laws regarding the concealed carrying of firearms.
The County will not be responsible for a lost, damaged or stolen personal firearm.
SECTION 6 – WORK CONDITIONS
6.1
Inclement Weather. It is the responsibility of each Department Head to ensure that
employees within his/her supervision are not subjected to dangerous conditions or severe
personal discomfort due to weather. The County Administrator or his/her designee may
declare a condition of inclement weather and close County administrative offices before or
during a normal working day. Under such a declaration, all administrative operations will be
closed, and employees working in these operations will be granted time off with pay for the
period administrative offices are closed. Any employee whose job duties and/or supervisory
direction require that employee to work during an inclement weather declaration will receive
no additional compensation for hours worked during such declaration.
If there is no declaration of inclement weather, all County offices will maintain normal
working hours, but employees concerned for their safety may request authorization from
their Department Head to take leave to avoid traveling to work or to leave work early.
If for some reason a Department Head determines an employee granted time off with
pay due to an inclement weather declaration must work, said Department Head must
request transportation to the workplace from the Sheriff, EMS, Fire, or Public Works. County
transportation in such circumstance will be provided strictly based on availability.
Employees who have been granted time off with pay for an Inclement Weather Declaration
will receive regular compensation if they work.
If the County Administrator declares a condition of inclement weather before normal
start of the workday, he/she will notify affected employees between 6:30 a.m. and 7:00
a.m. through the news media and use the “Civic Ready” notification system to inform
employees and the public. In addition, other venues such as Facebook, Twitter, and/or
calling trees may be used.
6.2 Pay Periods. Employees shall be paid bi-weekly. Each pay period shall begin at 12:00
a.m. Sunday and end after 11:59 pm Saturday, two weeks following. Payday shall be made
no later than the Friday following the ending of each payroll period and shall include
payment for all earnings during the previous payroll period. If payday occurs on a holiday,
then employees will be paid the last work day before the holiday. Employee pay shall be
through direct deposit.
6.3 Hours of Work. With the exception of technical staff of Emergency Medical Services,
County employees shall be assigned to work either five eight-hour shifts or four ten-hour
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shifts per week, with a schedule to be approved by the Department Head. When a
Department Head approves a change in the regular schedule for a group of employees,
notice must be given to affected employees at least two weeks in advance of the
commencement of the new schedule.
In the absence of an alternative schedule approved by a Department Head, the default
hours of work shall be from 8:00 a.m. to 5:00 p.m. Monday through Friday with a one hour
unpaid lunch break. A Department Head and an individual employee may mutually agree to
a schedule in variance to the standard work week. In this event, the employee will not be
entitled to overtime compensation until he/she works in excess of forty (40) hours in a
week.
Employees will not be allowed to perform work-related tasks before their scheduled
work shift begins or after their scheduled work shift ends unless directed or approved to do
so by their supervisor. Performing work-related tasks before or after the scheduled shift
without direction or approval from a supervisor will subject an employee to disciplinary
action. Employees who arrive at work early or who remain on the job site following their shift,
may do so for non-work-related reasons so long as their presence at the job site does not
interfere with the work of other employees.
While breaks are not required to be provided for employees, the County recognizes
that employee productivity is enhanced by periodic rest periods. Such rest periods, when
provided, shall be counted as paid time but shall not exceed two 15-minute rest periods per
eight-hour shift.
6.4

Holidays. County facilities shall be closed in observance of the following holidays:
New Year’s Day
Veterans Day
Good Friday
Thanksgiving Day
Memorial Day
Friday after Thanksgiving
Fourth of July
Christmas Eve
Labor Day
Christmas Day
And any special holidays appointed by the President of the United States or the
Governor of the State of Kansas and approved by the County Commissioners.
Each full-time employee shall receive a paid day off for each observed holiday. Every
Full-Time Employee shall be paid for the hourly equivalent of 10 work days of holiday each
year; the accrual of these holidays may vary in accordance with the employee’s scheduled
work shift in order to accomplish this. When the work shift of an employee (other than EMS
technical staff) starts on one day and extends into a succeeding day, the day on which the
shift started shall be recognized as the day of work for purposes of computing holiday pay.
For EMS technical staff, each holiday shall run from 12 midnight to 11:59 p.m. on the actual
day of the holiday.
When a holiday falls on a Saturday, any County facility that is normally open Monday
through Friday shall be closed (and the employees shall be paid for the holiday) on the
preceding Friday. When a holiday falls on a Sunday, it will be observed on the following
Monday. When Christmas Eve and Christmas Day occur on Friday and Saturday, any County
facility that is normally open Monday through Friday shall be closed (and the employees
shall be paid for the holiday) on the preceding Thursday and Friday. When Christmas Eve
and Christmas Day occur on Sunday and Monday, the holidays will be observed on the
following Monday and Tuesday.
Classified Part-Time Employees will be eligible for a prorated holiday based on average
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hours worked.
SECTION 7 – COMPENSATION RULES
7.1 Overtime. For the purpose of computing overtime, PTO, extended leave,
compensatory time taken, and holidays are considered as time worked. An employee who
works on any of the holidays listed in Section 6 shall receive double time for all hours
worked plus holiday pay. Any employee called in on a holiday shall receive not less than four
(4) hours pay. (This shall apply to an employee called in on the actual holiday, not an
observed holiday.) Employees paid at double-time as provided above shall not be eligible for
overtime pay in addition to that double pay.
7.2 Call-Ins. Except as regards standards of conduct, the County shall place no
restrictions on the activities of employees outside their normal working hours and will not
compensate employees for waiting to be called into work outside their normal shift.
However, in recognition of the disruption to an employee’s enjoyment of time off that occurs
when an employee is called for work outside his/her scheduled working hours, any
employee who is eligible for overtime compensation shall receive a minimum of two hours of
paid time for being called in during non-work hours, whether or not he/she is actually
obliged to report to a work location.
7.3 Pay for Working in Higher Classification. Working out of classification pay is an
incentive for hourly employees who have demonstrated, through job performance, that they
are capable of performing the duties of a higher job classification. Salaried employees are
not eligible for this incentive pay.
An hourly employee who is assigned to work in a higher classification must
satisfactorily perform the full range of duties of the higher classification. Incentive pay for
working in a higher classification is not to be used for fragmented duties, cross-coverage
situations, or temporary periods of training for the duties of a higher classification in which
the employee is not fully proficient in the duties.
Incentive pay for working in a higher classification shall be awarded upon the approval
of the Department Head. Ordinarily Human Resources should be notified prior to the
beginning of the assignment.
Incentive pay for working in a higher classification shall be for a period not to exceed
90 days without approval of the County Administrator. Exceptions may be made for an hourly
employee assuming departmental responsibilities in the absence of a Department Head. In
no case shall an employee work in a higher classification for more than one year without
approval of the County Commission.
Incentive pay for working in a higher classification shall begin on the 11th day, after
working in a higher classification for 10 consecutive days. For Public Works employees,
incentive pay shall begin on the 11th day after working in a higher classification for 10
cumulative work days during the year.
For employees working in a classification that is one pay grade higher than their
current classification, the incentive pay shall be five percent (5%) of the employee’s current
pay rate. For employees working in a classification that is two grades higher than their
current classification, the incentive pay shall be seven percent (7%) of the employee’s
current pay rate. For employees working in a classification that is three or more grades
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higher than their current classification, or for an hourly employee working out of
classification in a salaried position, the incentive pay shall be ten percent (10%) of the
employee’s current hourly pay rate.
7.4 Jury Duty/Court Appearances. Employees called for jury duty during regularly
scheduled work days may elect to take PTO and keep any applicable jury pay, or they may
return any jury pay to the County whereupon they will be compensated as if they were
working for up to eight (8) hours each day. Employees will be compensated as working
when subpoenaed to appear in court in their official capacity. If a court appearance does not
require the employee’s full work shift, he/she shall contact their supervisor within 30
minutes of being released from court. The supervisor may require the employee to report to
their normal work site to complete the shift or allow the employee to take paid time off for
the remainder of the work shift. When an employee is subpoenaed to appear in court in
connection with his/her official duties outside his/her regularly scheduled work shift, he/she
shall receive a minimum of one hour pay for the appearance and actual pay for all time
spent over one hour at the employee’s regular rate of pay.
7.5 Workers’ Compensation. If an employee is injured on the job, he/she may use paid
leave until workers compensation insurance becomes effective. While accepting Workers’
Compensation, employees will be permitted to take paid leave from the County only to cover
the employee’s cost of benefits.
SECTION 8 – BENEFITS
8.1 Benefits Available. The County shall periodically issue a guide detailing the benefits
available to employees. The County may choose to offer optional benefits to employees, and
may discontinue offering any benefit that is not legally mandated.
8.2 Shared Leave. The County may allow employees to voluntarily donate earned leave to
benefit another employee facing a situation that has caused the depletion of their own leave
balance. Administration of the program of shared leave shall be subject to standards
promulgated by the County Administrator.
8.3 Military Color Guard Service. If an employee is a member of a Color Guard Unit for
Military Funerals, the employee will be paid as working while performing color guard duty.
Time off shall be limited to a reasonable time for the funeral service.
8.4 Leave for Military Duty. An employee who is a member of an armed forces Reserve
unit or National Guard unit who is called to active duty shall have his/her employment with
Ellis County protected in accordance with all applicable state and federal laws.
8.5 Family Medical Leave. Family Medical Leave is available, which allows employees to
take up to twelve (12) weeks unpaid, job protected leave each year for specified family and
medical reasons. When a departmental supervisor becomes aware of an employee with a
covered condition, they must notify Human Resources immediately.
An employee who uses all accrued paid leave shall receive up to twelve (12) weeks
unpaid leave according to the provisions of the Family Medical Leave Act. All provisions that
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relate to family illnesses but are not addressed in this Article will be complied with in
accordance with the Act.
The Employer shall continue payment of health insurance for twelve (12) weeks
following the effective date of Family Medical Leave. Additional time off may be extended
under the provisions of Section 9.8, Leave Without Pay. If the employee is unable to return
to work after the twelve (12) weeks Family Medical Leave, the employee may continue to
participate in the employer health insurance plan as set forth in COBRA.
8.6 Uniforms and Safety Equipment. The County will furnish uniforms to those
classifications within the EMS, Fire/Emergency Management, Public Works and Sheriff’s
Departments designated by their respective Department Head. Each employee in such
classification shall either have their uniforms cleaned at County expense or receive an
allowance of twenty dollars ($20.00) per month for the cost of cleaning his/her uniforms, in
accordance with departmental policy.
Each employee eligible for a uniform, designated by the Public Works Director, or in
the Buildings & Grounds Division shall be reimbursed, upon presentation of a receipt, for
safety footwear in the amount of one hundred seventy-five dollars ($175.00) not more than
once per year.
Each employee assigned to the classification of Detective in the Sheriff’s Office shall
receive an allowance of three hundred dollars ($300.00) per year for the purpose of
purchasing appropriate civilian attire to be used in the performance of official duties.
Any employee who, during the performance of his/her assigned County work duties,
has an article of personal clothing soiled beyond normal cleaning or damaged so as to make
it unwearable may have the item cleaned, repaired or replaced at County expense, upon
approval of his/her Department Head.
Safety glasses, sun shades for vehicles, ear protection and other personal protective
equipment shall be provided by the County when warranted.
8.7 Health Insurance. All Full-Time Employees are eligible to participate in the Ellis County
Health Insurance Program at full benefit. Full-Time Employee participation in the Employer’s
health insurance benefit requires the employee to pay a premium share of seven and onehalf percent (7.5%) of which one half (½) of the employee’s monthly share is deducted from
each of 24 payrolls each year. Classified Part-Time Employees are eligible to participate at a
pro-rated level of about 50% or 75% based on whether they were hired in a one-half (1/2) or
three-quarter (3/4) time position.
8.8 False Arrest Insurance. The County will provide false arrest insurance for each sworn
peace officer in an amount not less than $100,000 per occurrence, at no cost to the officer
for premium or any deductible.
SECTION 9 – PAID TIME OFF
9.1 PTO Defined. Paid Time Off (PTO) consolidates various forms of leave including
vacation, sick leave, personal leave, floating holiday, and funeral leave. The purpose of PTO
is to provide employees with flexible paid time off from work that can be used for such
needs as vacation, personal or family illness, doctor appointments, volunteerism, funerals,
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or in any manner of personal choice of the employee. The Employer's goal in establishing
PTO is to provide employees more freedom in accessing and managing accrued leave,
reduce unscheduled absences, and reduce the need for supervisory oversight.
9.2 PTO Accrual. Any full-time employee hired on or before December 31, 1991, shall
accrue 12 hours of PTO in each of 24 pay periods each year. All other full-time employees
will accrue PTO based on the following table:
Year of
Employment
Year 1
Years 2-4
Years 5-9
Years 10-14
Year 15&>

EMS Technician Staff
Per Pay
Per
Period
Year
11
264
13
312
14
336
15
360
16
384

All Other Employees
Per Pay
Per
Period
Year
7.0000
168
8.6667
208
9.3333
224
10.3333
248
11.3333
272

The per pay period accrual number is the accrual for 24 full two-week periods per year. The
first pay period accrual for new employees will be prorated as will the accrual for benefiteligible Classified Part-Time employees. New employees shall begin to accrue PTO upon hire.
However, an employee shall not have access to accrued hours until he/she has completed
three (3) months of service. Accrued PTO hours will be lost if an employee is terminated or
resigns before completing three (3) months of service. If a new employee requires leave in
the first three months of service, said employee may request leave without pay, which may
be granted at the discretion of the employee's department head.
The maximum accrual for an employee's PTO account is 300 hours for EMS
technicians and 200 hours for all other employees.
9.3 Use of PTO. Employees may use accrued PTO in increments of 0.25 hours or more.
After their first three months of service, PTO leave is available to the employee immediately
after earning the accrual. Notice requirements for PTO leave of fewer than eight hours will
be subject to internal departmental operating needs. Departmental operational needs will
determine the number of days’ notice an employee must provide his/her supervisor of intent
to use PTO in increments of eight (8) hours or more unless requested PTO is to be used for
legitimate unexpected illness, injury, or emergency of the employee or illness, injury, or
death of an immediate family member, which includes spouse, child, sibling, parent,
grandparent, or grandchild or spouse's equivalent or dependents living in the employee's
household. Departmental operational needs will also dictate the maximum number of
employees who can be on PTO at any one time. PTO leave may be cancelled by a
Department Head with at least twenty-four (24) hours notice prior to start of the leave if
operational needs demand such action. If the Department Head cancels pre-approved leave
within the last two (2) weeks of an employee's year and the employee is not able to take that
leave before the end of the year, the employee will be allowed to take such leave during the
first month of the next year.
9.4 Extended Leave Account. Each year on the payroll after January 1, any accrued but
unused PTO hours in an employee's account that exceed the maximum allowable accrual
17
Page 43

Attachment 3

will be moved to the employee's Extended Leave Account, if that account has 720 hours or
less in it. If the extended leave account has 720 hours in it, additional hours will be lost,
provided that no employee shall lose any hours accumulated as of December 31, 2017.
An EMS technician can access accrued hours in this account when he/she has been
off work for at least three (3) consecutive scheduled days in a calendar year; any other
employee can access accrued hours in this account when he/she has been off work for at
least 40 consecutive working hours in a calendar year.
9.5 Separation. Upon separation from County employment, accrued hours in an
employee's PTO account will be paid out at the employee's current hourly rate of pay. Except
for employees of the Sheriff’s Office, accrued, unused PTO hours shall not be used to extend
an employee's date of separation. For employees of the Sheriff’s Office, accrued, unused
PTO hours may be used to extend an employee’s date of separation not more than two
weeks.
Extended Leave Account - At any time, an employee with accrued, unused hours in
his/her Extended Leave Account accrued before January 1, 1992 may request cash payout
of his/her pre-1992 accrued hours paid at his/her rate of pay on December 31, 1991. Upon
separation from employment, employees will be paid their hourly rate of pay on December
31, 1991, for accrued hours in their Extended Leave Account earned before January 1,
1992, except that if terminated for cause, the employee will receive no pay out of pre-1992
accrued extended leave. Upon separation from employment, all employees will be paid
according to the following schedule for hours in their Extended Leave Account earned after
December 31, 1991:
5-10 years of service in the county=
$1.9375 per hour accrued
11-15 years of service in the county=
$2.5938 per hour accrued
16-20 years of service in the county=
$3.2500 per hour accrued
21-25 years of service in the county=
$3.9063 per hour accrued
26-30 years of service in the county=
$4.5625 per hour accrued
31+ years of service in the county=
$5.0000 per hour accrued
However, any employee who intends to retire within the next two years may voluntarily elect
to sell back his/her accrued Extended Leave Account hours earned after December 31,
1991, by providing the Employer advanced notice of intent to retire more than two weeks in
the future. Upon such notice, the hours in the employee’s Extended Leave Account earned
after December 31, 1991, shall be paid according to the following schedule:
Notice of
Retirement
Years of Service
to County
5-10 years

12 months & 1
day to 24
months
Two
installments
Can sell back
1/2 of ELA at
50% of median
salary each year
for 2 years

15 days up to
12 months
One lump sum
Can sell back all
of ELA at 40%
of median
salary
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11-15 years

16-20 years

21-25 years

26-30 years

31+ years

Can sell back
1/2 of ELA at
60% of median
salary each year
for 2 years
Can sell back
1/2 of ELA at
70% of median
salary each year
for 2 years
Can sell back
1/2 of ELA at
80% of median
salary each year
for 2 years
Can sell back
1/2 of ELA at
90% of median
salary each year
for 2 years
Can sell back
1/2 of ELA at
median salary
each year for 2
years

Can sell back all
of ELA at 50%
of median
salary
Can sell back all
of ELA at 60%
of median
salary
Can sell back all
of ELA at 70%
of median
salary
Can sell back all
of ELA at 80%
of median
salary
Can sell back all
of ELA at 90%
of median
salary

For purposes of calculating the payments due to the employee according to the above
schedule, “median salary” shall be computed by adding the employee’s starting hourly rate
upon employment with the County to his/her current hourly rate at the time of providing
advanced notice of intent to retire and dividing the total in half. An employee who provides
advanced notice of intent to retire in order to participate in this program shall not accrue any
additional hours in his/her Extended Leave Account prior to date of retirement. If an
employee separates prior to the date specified in his/her advanced notice, any remaining
hours in his/her Extended Leave Account shall be paid out at the hourly rates as if he/she
were not participating in this program. An employee who elects to continue working rather
than retire at the date specified in his/her advanced notice may continue as a County
employee but will forfeit any hours in his/her Extended Leave Account at the time of
subsequent retirement or termination.
Hours in an employee's extended leave account shall not be used to extend an
employee's date of separation. Advanced notice of retirement under this provision shall not
be considered notice of resignation for purposes of section 12.1 of this policy.
9.6 Doctor’s Note. In the case of personal illness or injury, an employee who misses more
than three (3) consecutive days of work may be required to present a doctor's release to
his/her supervisor stating the employee is well enough to return to work.
9.7

PTO In Excess of Accrual. If an employee is granted PTO and it is later learned the
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employee has insufficient accrued hours, the time off will be considered leave without pay.
PTO taken in excess of accrued PTO may result in disciplinary action up to and including
termination.
9.8 Leave Without Pay. Available, unused, accrued PTO must be used prior to approval of
leave without pay. Employees will not accrue PTO during any leave without pay.
9.9 Exhaustion of Leave. An employee who has used all hours in his/her PTO account,
extended leave account, donated leave, and FMLA leave, and is still unable to return to
work, will have his/her employment terminated.
9.10 No-Show. An employee who misses two or more consecutive days of work without
notice to his/her supervisor shall be considered to have voluntarily resigned. If an employee
can show just cause that this exception should not be invoked, the County Administrator
may restore employment status.
SECTION 10 – CAREER PROGRESSION
10.1 Evaluation. A program of employee performance evaluation shall be maintained and
updated as necessary. The purpose of the evaluation program is to recognize special
talents and abilities of employees and also to offer some means of measuring progress in
the correction of vocational problems. Annually, on the anniversary of their employment in
that department, each employee will be evaluated by their immediate supervisor.
10.2 Training. Ellis County values well-trained employees and will provide for reasonable
expenses to allow employees to stay up-to-date on trends in their respective disciplines,
subject to budget limitations, as well as to complete required trainings and maintain
certifications. Each Department Head is responsible for ensuring an adequately trained
workforce and is encouraged to engage in the cross-training of employees to provide the
best customer service.
10.3 Community Involvement. Employees are encouraged to contribute to the betterment of
the Ellis County community. Opportunity for financial contributions shall be available through
the County’s payroll system. Department Heads are encouraged to allow employees to
arrange their schedules for involvement in community functions, subject to department
operational needs. Employees may also participate in community education programs,
designed to promote the interests of the County, during the course of their normal work
duties. Examples of such programs include first aid and CPR classes, guest speaking for
public groups, and serving as liaisons with other agencies.
10.4 Longevity Bonus. The Employer agrees to pay annually a bonus to eligible employees
based upon the length of service of said employee with Ellis County. The bonus shall be
calculated annually and shall be based upon the employee's annual base pay for that year
as defined herein. After the amount of the annual longevity bonus is ascertained, it will be
added to the employee's hourly rate of pay for the purpose of recalculating overtime pay for
the year. Any additional overtime due the employee shall be added to the longevity bonus.
It shall be calculated in accordance with the formula provided by the Fair Labor Standards
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Act (FLSA), U. S. Department of Labor's WH Regulations, Part 778, and described as follows:
When additional overtime pay is due an employee because a nondiscretionary
bonus was not included in the base pay hourly wage calculations, the amount
due will be determined by dividing the bonus amount by the employee's
regular hours of work during the fiscal year to provide an hourly bonus rate.
The hours of overtime are then multiplied by one-half, and multiplied again by
the hourly bonus rate. This formula produces the adjusted overtime
compensation for the payroll year. For the purpose of the Act, "overtime
hours" include time worked over 40 hours in a week. Training time and
holiday pay are not considered overtime hours for the purpose of this Act.
The bonus for each employee will be calculated each year based on the actual amount
paid to the employee during the twelve-month period beginning November 1 and ending
October 31. If employment is separated prior to October 31 of any year, the former
employee will not be eligible to receive a longevity bonus. The bonus to be paid shall be
paid on the basis of a percentage of the annual base pay as computed below:
After 2 years of service, 2% of the annual pay
After 5 years of service, 3% of the annual pay
After 10 years of service, 4% of the annual pay
After 15 years of service, 5% of the annual pay
The bonus for each employee shall be paid no later than December 15 of each year.
10.5 Service Recognition. With continuous training and community involvement, the value
of an employee’s service to the community should grow during the employee’s tenure with
the Ellis County organization. In recognition of this, the County will honor the service of
employees at five-year anniversary intervals and will provide for retiring employees a
recognition of their service.
10.6 Promotion. The County will also endeavor to provide promotional opportunities for
employees – especially those hired in entry-level positions – so that they can pursue a
career path of continuous service to the Ellis County community. As part of the County’s
position classification system, the County Administrator’s Office shall maintain a list of
career ladders for possible promotion.
SECTION 11 – DISCIPLINE
11.1 Disciplinary Actions. To correct a violation of this policy or other written County or
departmental policies, a Department Head may use any of the following actions, up to and
including termination, for any Classified Service employee within their department who has
completed his/her probationary period or for any Non-Classified Service employee within
their department:
A. Counseling. When the employee’s job performance or personal conduct is
unsatisfactory, the Department Head may, at his/her discretion, counsel the employee. The
Department Head will document this counseling session. This documentation is not filed in
the employee’s personnel file unless further action is taken.
B. Reprimand. When further or more serious action is warranted, the Department
21
Page 47

Attachment 3

Head shall notify the employee in writing of the nature of the issue(s) giving rise to the need
for a reprimand and the expectations for improvement. The written reprimand must be
dated and signed by the employee and the Department Head. One copy of the written
reprimand shall be provided to the employee and the original shall be forwarded to the
County Administrator to be placed in the employee’s personnel file.
C. Suspension Without Pay. When further or more serious action is warranted, the
Department Head shall issue a written Notice of Suspension with a description of the
misconduct or poor performance and the length of the suspension without pay. The Notice
of Suspension shall be shared with the employee and must be dated and signed by the
employee and the Department Head and forwarded to the County Administrator.
D. Demotion. When further or more serious action is warranted, the Department Head
may demote an employee to a position of lower pay and responsibility. A Demotion Notice
must be completed and submitted to the County Administrator; an employee may only be
demoted if a vacancy exists or if the County Administrator is able to identify an appropriate
classification for the employee.
E. Termination. When further or more serious action is warranted, the Department
Head may issue a Notice of Termination. The notice shall be submitted to the County
Administrator and must contain a statement to the employee of his/her right to a pretermination hearing as provided below. The employee shall be suspended with pay for at
least three (3) work days during which time he/she may request such hearing.
11.2 Serious Offenses. Certain conduct is so egregious that it cannot be corrected and
constitutes grounds for immediate termination. This conduct includes, but is not limited to,
the following:
a.
Conviction of a crime related to the performance of the employee’s duties.
b.
Physical violence in the workplace.
c.
Incidents of harassment or discrimination.
d.
Fraud, dishonesty or abuse of County property even if such does not constitute a
criminal act.
e.
Breach of security procedures which endangers public safety or money.
f.
Severe and flagrant violations of County or departmental policy.
When an incident of this type occurs, a Department Head may immediately issue a Notice of
Termination as provided above.
11.3 Grievance Rights. When a Classified Service employee believes that any disciplinary
action was taken without just cause, he/she shall have the right to grieve the action.
An employee seeking to grieve an action shall present his/her request for adjustment
to the Department Head in writing personally or by certified return receipt mail. The
Department Head or his/her designee shall investigate the matter and meet with the
employee and/or his/her representative as needed to resolve it. For employees of
departments headed by an Elected Official, the decision of the Elected Official shall be final
unless there is an allegation of discrimination or harassment, in which case an appeal may
be sought to the Board of County Commissioners.
For employees of departments headed by an Appointed Department Head, in the
event that a grievance cannot be resolved at the Appointed Department Head level or
involves the personal action of the Appointed Department Head, the employee may appeal
the matter. The appeal shall be submitted to the County Administrator in writing personally
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or by certified return receipt mail. It must describe in detail the facts of the grievance and
the alleged violation(s) of the employee’s rights. No grievance shall be processed based on
facts or events that occurred more than twelve (12) consecutive working days before the
grievance is filed. For the purpose of this calculation, consecutive working days do not
include Saturdays, Sundays, or County-recognized holidays. Grievance appeals shall be
deemed filed when received by the County Administrator or his/her designee. The County
Administrator, the employee and/or employee’s representative shall then meet at a mutually
agreeable time and place and attempt to resolve the grievance. The grievance shall be
deemed resolved upon decision of the County Administrator unless there is an allegation of
discrimination or harassment, in which case an appeal may be sought to the Board of
County Commissioners.
11.4 Pre-Termination Hearing. Any Classified Service employee who is being considered for
termination as a result of progressive discipline (rather than a single serious offense as
covered in subsection 9.2) shall be given the opportunity for a pre-termination hearing prior
to dismissal. The hearing shall be held before the employee’s Department Head or his/her
designee.
A pre-termination hearing consists of written notice to the employee of the reason(s)
for the impending termination, an explanation of the evidence supporting termination, and
an opportunity for the employee to offer an explanation for his/her conduct.
An employee who is served a Notice of Termination shall have three (3) work days to
request a pre-termination hearing. Failure of the employee to request a hearing will serve as
Department Head decision to uphold termination.
Following the hearing, the Department Head shall decide either to uphold the
termination of the employee or to reinstate the employee and impose a lower level of
discipline. The decision of the Department Head shall be final.
11.5 Removal of Disciplinary Records. An employee may request in writing the removal of
disciplinary action from the employee’s personnel file if no further disciplinary action of any
kind has been taken for a period of two (2) years from the date of the original action. Such
request will be submitted to the employee’s Department Head, who will make a
recommendation to the County Administrator. Recommendations will be based upon, but
not limited to, lack of further disciplinary action, the employee’s performance at work,
attendance, and dedication to the job. The County Administrator’s decision will be final and
is not subject to grievance. If the request is denied, the employee must wait for a period of
two (2) years prior to submitting another request.
SECTION 12 – SEPARATION
12.1 Resignation. An employee who desires to terminate his/her service with the County in
good standing shall submit a written resignation to the Department Head at least fourteen
(14) calendar days before the final day of work. A copy of the resignation shall be provided
to the County Administrator’s Office for the employee’s personnel file.
With the approval of the Department Head, an employee may withdraw his/her
resignation unless the position has already been filled. Such withdrawal must be within the
original resignation notification period provided by the employee.
Except for employees of the Sheriff’s Office, an employee may not use any accrued
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leave time after providing notice of resignation unless a doctor’s note is provided or in the
case of a death in the employee’s Family. For employees of the Sheriff’s Office, leave hours
may be used to extend an employee’s date of separation not more than two weeks.
12.2 Death. In the case of death of an employee, the Department Head shall notify the
County Administrator as soon as possible. The estate of the employee shall be paid his/her
earnings, as provided in subsection 12.7 below.
12.3 Failure of Probationary Period. An employee on probation who does not have right of
return to another County position shall be separated from service if he/she does not
successfully complete the probationary period.
12.4 Disciplinary Termination. An employee may be separated for disciplinary reasons as
provided in Section 11.
12.5 Reduction in Force. Employees may be laid off, with the approval of the Board of
County Commissioners, when it is deemed necessary because of a shortage of funds,
shortage of work, the abolition of a position, or other material changes in duties or
organization. Each employee shall be notified in writing fourteen (14) calendar days prior to
the effective date of any layoff anticipated to last for more than forty (40) hours.
Employees who are laid off shall have return rights, not to exceed 180 calendar days
from the effective date of the layoff, to the position they held at the time they were laid off.
Department Heads may not fill those positions with any other individual until the employees
with return rights have been reinstated or have waived their return rights. Such waiver must
be submitted in writing to the Department Head and is not revocable.
12.6 Return of Property. On an employee’s final day of employment with the County, he/she
shall return to his/her Department Head all property in his/her possession belonging to the
County, including identification cards, keys, purchasing cards, and any other County
property. In the case of an employee death, the employee’s estate shall return all County
property as soon as practical. Failure to return property shall result in that employee’s
paycheck being held until the County property is returned in serviceable condition.
12.7 Final Pay. The last paycheck the employee receives shall include regular earnings
through the last day of employment as well as any accrued leave time payable per this or
other policy.
SECTION 13 – RECORDKEEPING
13.1 Maintenance of Records. All personnel confidential records shall be maintained in
the County Administrator’s Office. The following records shall be maintained for each Ellis
County employee, unless preempted by federal law:
Application form or résumé, transcripts, and letters of recommendation
Employee name, address, and telephone number
Social Security Number
Date employed
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Department
Appointment status
Salary rate
Change in status, transfer
Performance evaluations
Disciplinary action forms
Paid Time Off (PTO) earned, used, and unused
Extended Leave earned, used, and unused
Compensatory Time earned, used, and unused
Retirement forms and information
Other records as required
13.2 Employee Rights. The employee shall have access to his/her individual personnel file
in accordance with the legal requirements. The employee may authorize, in writing, the
release of information from his/her personnel file to a third party. The employee may receive
a copy of any document which is placed in his/her personnel file upon written request and
shall receive a copy of any document pertaining to discipline or performance.
The County shall provide an opportunity for the employee to respond in writing to any
information with which he/she disagrees. Such response shall become a permanent part of
the employee's personnel record. The employee shall be responsible for providing the
written responses to be included as part of the employee's permanent record.
13.3 Access by Others. The County Administrator is responsible for maintaining the
confidentiality of employee records. Employee records may not be inspected except by the
employee, his/her Department Head, a County Commissioner, the County Administrator, the
County Counselor, or Human Resources staff, and others to whom the employee provides
written permission for the inspection. Any request to inspect records shall be made to the
County Administrator during normal working hours. Records may not be removed during
inspection from the office in which they normally are kept. Under K.S.A. 45-215 et seq., the
Kansas Open Records Act, any member of the public may request and shall be provided the
names, positions, salaries, and length of service of officers and employees of the County
once they are employed as such. No other information shall be provided without the
express permission of the employee or officer or order by a court of competent jurisdiction.
13.4 Updates of Information. Employees are required to notify their Department Head
promptly of any change of address or telephone numbers so that employees may be
contacted at all times either by telephone or mail. The Department Head is responsible for
notifying the County Administrator’s Office of the change by forwarding a completed and
signed employee status change form.
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APPENDIX
DRUG-FREE WORKPLACE POLICY
A. The unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance is prohibited in the workplace, and employees who violate this
prohibition will be subject to criminal prosecution and discharge from employment.
B. A drug-free awareness program shall be established to inform employees about:
1. The dangers of drug abuse in the workplace
2. Ellis County's policy of maintaining a drug-free workplace
3. Available drug counseling rehabilitation and employee assistance programs
4. Penalties that may be imposed upon employees for drug abuse violations
C. All employees will be given a copy of this statement and will agree:
1. To abide by the terms of this statement
2. To notify their supervisor of any criminal drug statute conviction or violation
occurring in the workplace no later than five (5) days after such conviction
3. To make a good faith effort to maintain a drug-free workplace
Policy Statement
It is Ellis County's policy that employees shall not be under the influence of or in
possession of drugs and/or alcohol; possess drugs and alcohol while on Ellis County
property, at work locations, or while on duty or subject to being called to duty; sell or provide
drugs or alcohol to any other employee or to any person while such employee is on duty or
subject to being called; or have the ability to work impaired as a result of the use of drugs or
alcohol.
While use of medically prescribed medications and drugs is not per se a violation of
this policy, failure by the employee to notify his/her supervisor before beginning work when
taking medications or drugs that could have foreseeable interference with the safe, effective
performance of duties or operations of Ellis County equipment, can result in disciplinary
action, up to and including termination. In the event there is a question regarding an
employee's ability to safely and effectively perform assigned duties while using such
medications or drugs, clearance from a qualified physician may be required.
Ellis County reserves the right to search, without employee consent, all areas and
property in which Ellis County maintains full control or joint control with employees.
Furthermore, Ellis County may notify the appropriate law enforcement agency that an
employee may have illegal drugs in his or her possession or in an area not jointly or fully
controlled by Ellis County.
Refusal to submit immediately to a drug analysis when requested by a supervisor for
reasonable suspicion or as deemed necessary will constitute insubordination and will be
grounds for termination.
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Employees reasonably believed to be under the influence of drugs or alcohol shall be
prevented from engaging in further work and shall be detained for a reasonable time until
he or she can be safely transported from the work site.
Ellis County is committed to providing reasonable accommodation to those
employees whose drug problem classifies them as disabled under federal and/or state law.
Ellis County will establish a voluntary Employee Assistance Program (EAP) to assist
those employees who voluntarily seek help for drug or alcohol problems. Employees should
contact their supervisors or the EAP Counselor for additional information.
Guidelines
A. Application
This policy applies to all employees of and to all applicants for positions with Ellis
County. Employees will be grouped into two categories. Group A Employees are those
employees whose job description requires a Commercial Driver’s License (CDL) for
performance of duties and employees who hold safety/sensitive positions where, if impaired
by drugs or alcohol, the employee would present a serious danger to himself/herself or
others. Safety sensitive positions would include but not be limited to Health Services
Director, Assistant EMS Director, Paramedic, Paramedic/Lieutenant, Paramedic/Shift
Supervisor, Emergency Medical Technician, Advanced Emergency Medical Technician, Public
Health Nurse, Public Works Director, Environmental Sanitarian/Zoning Administrator,
Sheriff, Undersheriff, Lieutenant, Detective, Sergeant, Deputy, Jailer, and Transport Officer.
Group B would include all other employees. This policy applies to alcohol, drugs, or
medications, legal or illegal, which could impair an employee's ability to effectively and
safely perform the functions of the job.
B. Employee Responsibilities
An employee must:
1. Not report to work or be subject to duty while his/her ability to perform job duties
is impaired due to drug or alcohol use. Group A Employees will not report for duty
when they suspect they have a blood alcohol concentration of 0.04 or greater;
2. Not possess or use illegal drugs and/or prescription drugs without a prescription or
use alcohol during working hours or while on call, on breaks, during meal periods,
or at any time while on County property or in a County vehicle. Exception:
Employees may possess alcohol, illegal drugs or other controlled substances when
they are manifested and transported as part of a shipment;
3. Not directly or through a third party sell or provide drugs to any person, including
any employee, while either employee or both employees are on duty or on call;
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4. Submit immediately to a drug or alcohol test when requested by a supervisor who
has reasonable suspicion that the employee is under the influence of drugs or
alcohol. In addition, no Group A Employee shall refuse to submit to random drug
and alcohol testing. Refusal will be considered willful misconduct and will result in
termination. Employees may be required to submit to post-accident alcohol
testing. No driver required to take a post-accident test shall use alcohol for eight
(8) hours following the accident, or until he/she undergoes a post-accident alcohol
test, whichever occurs first; Failure of an applicant for a Group A position to submit
to pre-employment drug and alcohol testing will result in withdrawal of an offer of
employment.
5. Notify his/her supervisor, before beginning work, when taking any medications or
drugs, prescription or non-prescription, that may interfere with the safe and
effective performance of duties or operations of Ellis County vehicles and/or
equipment; and
6. Provide within 24 hours of request, a bona fide verification of a current valid
prescription for any potentially impairing drug or medication identified when a drug
screen/test is positive. The prescription must be in the employee's name.
C. Management Responsibilities and Guidelines
1. Training
Ellis County will ensure that persons designated to determine whether reasonable
suspicion exists that an employee is under the influence of drugs and/or alcohol
shall receive at least sixty (60) minutes of training on alcohol misuse and receive
at least an additional sixty (60) minutes of training on controlled substances use
each year. The training shall cover the physical, behavioral, speech, and
performance indicators of probable alcohol misuse and use of controlled
substances.
Ellis County will provide education for all Group A Employees, including those
covered by FHWA 382 and all subparts, that explains the requirements of this part
and the County’s policies and procedures with respect to meeting these
requirements. Ellis County shall ensure that a copy of these materials is
distributed to each Group A Employee. Each Group A Employee will also be
required to sign a statement certifying that he or she has received a copy of these
materials.
2. A supervisor may request that an employee submit to a drug or alcohol test when
the supervisor has reasonable suspicion that the employee is under the influence
of drugs or alcohol while on the job or on call. "Reasonable Suspicion" is when a
supervisor has reason to believe that an employee is under the influence of drugs
or alcohol so that the employee’s ability to perform the functions of the job is
impaired or so that the employee’s ability to perform his/her job safely is reduced.

28
Page 54

Attachment 3

For example, any of the following, alone or in combination, may constitute
reasonable suspicion:
a. Slurred speech
b. Unsteady walking and movement
c. An accident involving a County vehicle or equipment
d. Physical altercation
e. Verbal altercation
f. Unusual behavior
g. Possession of drugs
h. Possession of alcohol
The supervisor requesting an employee to submit to a drug or alcohol test shall
document in writing the facts constituting reasonable suspicion that the employee
in question is under the influence of drugs or alcohol.
3. In addition to reasonable suspicion testing, pre-employment testing, and follow-up
testing, all Group A Employees, including all those covered by FHWA 382, will be
required to submit to random drug and alcohol testing. An alcohol test that
indicates an alcohol concentration of less than 0.02 is considered negative. An
alcohol concentration between 0.02 and 0.0399 shall result in a temporary
suspension without pay for 24 hours. A positive drug test, an alcohol test
indicating an alcohol concentration 0.04 or greater, or refusing to submit to testing
is a violation of FHWA 382 mandate and the Ellis County Drug-Free Workplace
Policy. Pre-employment testing will be required prior to the first time a Group A
Employee reports to work for Ellis County. Ellis County will allow a Group A
Employee to perform safety sensitive functions if an alcohol test indicates an
alcohol concentration of less than 0.02 and the employee has received a
controlled substances test result indicating a verified negative test.
Any driver involved in an accident while operating a commercial motor vehicle or
any County motor vehicle will be required to undergo drug and alcohol testing if
the accident involved loss of life or if the driver received a citation under state or
local law for a moving violation arising from the accident. Testing shall be done as
soon as practicable. If an alcohol test is required and not administered within two
(2) hours, documentation will be prepared and maintained on file stating the
reasons why. If after eight (8) hours the alcohol test is not administered, Ellis
County will cease attempts and document and prepare the same record. If a drug
test is required and not administered within thirty-two (32) hours following the
accident, Ellis County will cease attempts to administer a controlled substance
test and prepare and maintain on file documentation stating the reasons the test
was not administered promptly. Any driver who is subject to post-accident testing
shall remain readily available for such testing or may be deemed by Ellis County to
have refused to submit to testing.
Ellis County will provide random drug and alcohol testing for all Group A
Employees, including those required by the FHWA mandate. Fifty percent (50%) of
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all Group A will be selected by a random number selection process for each
department with every employee having an equal chance of being tested each
time selections are made. Random drug and alcohol tests will be unannounced,
and dates for administering such tests will be spread reasonably throughout the
year to avoid setting pattern.
Ellis County requires any Group A employee to submit to follow-up alcohol and
controlled substance testing following return to work after a positive drug and/or
alcohol test or conviction for a drug and/or alcohol offense, or any conduct
prohibited by FHWA 382 and all subparts. Group A Employees may not return to
duty unless an alcohol test indicates an alcohol concentration of less than 0.02
and/or a controlled substances test is a verified negative.
4. In addition, Ellis County may provide follow-up drug and/or alcohol testing on any
Ellis County employee who voluntarily enters a drug or alcohol abuse EAP as
directed by such employee’s Substance Abuse Professional in order to determine
compliance with any rehabilitation program prescribed.
5. A supervisor encountering an employee who refuses an order to submit to a drug
or alcohol analysis upon request shall remind the employee of the requirements
and disciplinary consequences of this policy. Where there is reasonable suspicion
that the employee is under the influence of drugs or alcohol, the supervisor should
detain the employee for a reasonable time until the employee can be safely
transported home.
6. Supervisors shall notify the Sheriff of Ellis County when they have reasonable
suspicion to believe that an employee may have illegal drugs or alcohol in his or
her possession or in an area jointly or fully controlled by Ellis County. If the Sheriff
concurs there is reasonable suspicion of controlled substances or alcohol
possession, the Sheriff shall notify the Ellis County Attorney.
D. Testing Protocol
1. Urinalysis testing will be used to test for any controlled substances that could
impair an employee’s ability to effectively and safely perform the functions of
his/her job, including but not limited to marijuana, cocaine, PCP, opiates, and
amphetamines.
Urinalysis of all Group A Employees will be completed through a NIDA certified lab.
2. Prior to submitting to a urinalysis for a controlled substance test, an employee will
be required to remove his/her outer layer of garments (including coats, jackets,
and sweaters). In addition, employees will be required to remove bulky items such
as billfolds, keys, etc. from their person. An employee will not be permitted to
carry any baggage into the toilet facility. At no time shall a person engage in direct
observation of the employee while such person provides a urine sample. Other
procedures to prevent substitution of samples may be employed in accordance
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with the “no direct observation” rule. Employees will be provided appropriate
specimen containers and a chain-of-custody form.
If an employee is unable to give a urine sample when requested for testing of
controlled substances, such employee may be detained by supervisory personnel
for a reasonable period of time not to exceed two (2) hours. During such time the
employee may consume no more than twenty-four (24) ounces of fluid. If following
a reasonable period of time the employee cannot produce a urine sample for
testing, such action may be interpreted as refusal.
3. The drug screening test will be the Enzyme Immunoassay Test (EMIT). If the initial
result is positive, a confirmation test, which shall be the Gas Chromatograph/Mass
spectrometry (GC/MS) test, shall be performed.
4. Alcohol concentration will be determined with breath analysis. If breath analysis
is used, either infrared or fuel cell technology may be utilized. Only Breath Alcohol
Technician (BAT) certified personnel may conduct breath analysis for alcohol
testing.
E. Results of Drug and Alcohol Analysis
1. If a controlled substances or alcohol test is positive, Ellis County shall conduct an
investigation to gather all the facts. Employees must provide, within twenty-four
(24) hours of request, bona fide verification of a valid current prescription for any
drug identified in the drug test. The prescription must be in the employee’s name.
For Group A Employees, all positive controlled substances tests will be reviewed by
a Medical Review Officer (MRO) provided by the NIDA certified lab. The MRO will
review the test with the employee and make a determination. Results concluded
by the MRO are final.
2. If the employee does not provide acceptable verification of a valid prescription, if
the prescription is not in the employee's name, or if the employee has not
previously notified his/her supervisor, the employee will be subject to discharge.
3. Any employee with a verified positive controlled substances test has seventy-two
(72) hours to challenge such a test. An employee may request that the lab or
another appropriate lab conduct a repeat test on the remainder of the specimen
initially sent to the lab. Such a challenge will be at the expense of the employee.
4. Any employee with a confirmed positive alcohol or controlled substances test may
voluntarily enter an Employee Assistance Program (EAP). The EAP Counselor will
refer such employees to a Substance Abuse Professional (SAP). The SAP will make
an evaluation of the employee and shall determine what assistance, if any, the
employee needs in resolving problems associated with alcohol misuse and
controlled substances use. All expenses incurred for evaluation and treatment of
alcohol or controlled substances will be the responsibility of the employee. An
employee with a confirmed positive alcohol or controlled substances test who
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does not voluntarily enter an EAP will be subject to termination. Any employee
who enters a drug or alcohol treatment program following a positive test must
permit the SAP to report to the County whether the employee successfully
completed the program.
F. Confidentiality
Laboratory reports or test results shall not appear in an employee's general
personnel file. Information of this nature will be contained in a separate confidential
physical record file that will be securely kept under the control of the County Administrator.
Disclosures, without employee consent, may also occur: (1) During administrative process;
(2) when the information has been placed at issue in a formal dispute between the employer
and employee; (3) when the information is to be used in administering an employee benefit
plan; (4) when the information is needed by medical personnel for the diagnosis or
treatment of the patient who is unable to authorize disclosure.
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