
Bellevue City Council Meeting   ++AMENDED AMENDED AGENDA++ 
Tuesday, September 1, 2026 6:00 PM 
Bellevue City Hall 
1500 Wall Street 
Bellevue, NE 68005 
 
 
 

1. PLEDGE OF ALLEGIANCE 
2. INVOCATION - Pastor Andrew Diorio, Midlands Baptist Church, 2407 Chandler Road East. 
3. CALL TO ORDER AND ROLL CALL 
4. OPEN MEETINGS ACT - Posted in the Entry to the Council Chambers and copies are available 
on back table. 
5. APPROVAL OF AGENDA, CONSENT AGENDA, CLAIMS, AND ADVISORY COMMITTEE 
REPORTS: 

a. Approval of the Agenda 
b. Approval of the Consent Agenda (Items marked with an (*) are approved where this 
item is, unless otherwise removed) 

1. * Approval of the August 18, 2026 City Council Minutes. 
2. * Acknowledge receipt of June 17, 2026 Bellevue Public Library Advisory Board 
Minutes.   
3. * Authorize the City of Bellevue to start using The Bellevue Times, a legal digital 
newspaper, as their official newspaper for publishing of all public notices.    

6. APPROVAL OF CLAIMS - September 1, 2026 
7. SPECIAL PRESENTATIONS:` NONE 
8. ORGANIZATIONAL MATTERS: 

a. *Appointment of Clare Severn to the Bellevue Library Advisory Board for a five-year term 
ending June 30, 2031. (Library Director) 
b. * Appointment of Garrett Sims as President to the City of Bellevue Museum Board for a 
four-year term ending in August 2030. (Mayor Hike)  
c. *Approve changing the beginning time of November 3, 2026 City Council meeting from 6:00 
p.m. to 4:30 p.m. to allow City Council and Staff time to vote on Election Day. (City 
Administration)  

9. APPROVED CITIZEN COMMUNICATION: NONE 
10. LIQUOR LICENSES: NONE 
11. ORDINANCES FOR ADOPTION (3rd reading): 

a. Ordinance No. 4223: An ordinance to amend the hours regarding closing time at all City 
Parks, City Park Facilities and Playground Areas which shall be opened daily to the public 
during the hours of 6:00 a.m. to 10:00 p.m. (Public Works Director) 

12. ORDINANCES FOR PUBLIC HEARING (2nd reading): 
a. Ordinance No. 4224: An ordinance to adopt the budget statement to be termed the Annual 
Appropriations Bill. (Budget Committee)  

1. Resolution 2026-17: A resolution to set the 2026-2027 property tax levy. (Hearing 
required - No Action taken)  

13. ORDINANCES FOR INTRODUCTION (1st reading): 
a. Ordinance No. 4225:  Compensation Ordinance Update (Human Resources) 
b. Ordinance No. 4226:  An ordinance to amend Chapter 12, of the Bellevue Municipal Code 
by amending Article IV, Sections 12-60; regarding fireworks. (Councilman Casey) 
c. Ordinance No. 4227:  An ordinance to amend Chapter 13, of the Bellevue Municipal Code 
by amending Article I, Sections 13-1, 13-4, and 13-5; Article II, Sections 13-21, 13-47, and 13-
48; Article III, Sections 13-61 through 13-69, regarding garbage and refuse. (City Clerk) (Staff 
request to waive the rule regarding three readings, hold a public hearing, and vote after 



the public hearing at tonight's meeting) 
d. Ordinance No. 4228:  An ordinance to amend Chapter 6, of the Bellevue Municipal Code by 
amending Article I, Sections 6-0, 6-8, and 6-9; and Article V, Sections 6-101 through 6-108, 
regarding animals and fowl. (City Clerk) (Staff request to waive the rule regarding three 
readings, hold a public hearing, and vote after the public hearing at tonight's meeting) 
e. Ordinance No. 4229:  An ordinance to amend Chapter 16, of the Bellevue Municipal Code 
by amending Article II, Sections 16-23; regarding Library Advisory Board. (Library Director)  

14. PUBLIC HEARING ON MATTERS OTHER THAN ORDINANCES: 
a. Request to approve the 2027-2032 Capital Improvement Plan (CIP). (Planning Director) 
(Postpone Action to September 15, 2026 meeting) 

15. RESOLUTIONS: NONE 
16. CURRENT BUSINESS: 

a. *Approve the list of applications for waiver of hunting regulations as reviewed and approved 
by Sgt. Don Pleiss. (City Clerk) 
b. Approve and authorize the Mayor to sign Change Order #6 authorizing ARCO MURRAY for 
Retainage, Hydroseeding, and Mattel Construction in an amount not to exceed $2,124,154.69. 
(Economic and Development Director) 
c. Approve and authorize the Mayor to sign the Gas Main Extension Agreement between the 
City of Bellevue and MUD to install plastic gas main in Bellevue Entertainment District 
Subdivision in an amount not to exceed $13,378.00. (Public Works Director) 
d. Approve and authorize the Mayor to sign the Seventh Lease Amendment and Lease 
Commission Agreement with Athletico Excel Nebraska, LLC extending their lease effective 
August 1, 2027 for seven (7) years or until July 31, 2034. (Administration) 
e. Approve and authorize the Mayor to sign the agreement with Creative Sites,in an amount 
not to exceed $34,938.00, for the patio project at the library. (Library Director) 
f. Approve and authorize the purchase with Cellebrite Inc. to purchase three software licenses 
for use in the Bellevue Police Department's Cyber Crimes Unit, in an amount not to exceed 
$40,270.00. (Assistant Chief Andy Jashinske) 
g. Approve collective bargaining agreement with the Bellevue Professional Management 
Association for the term October 1, 2026 through September 30, 2028. (Administration) 
h. Approve the revised Employee Handbook. (Human Resource Director) 
i. ++ Approve and authorize the Mayor to sign the ROW Purchase Agreement for Fort Crook 
Road Extension in an amount not to exceed $320,100.00. (Economic Development Director) 
j. ++Approve and authorize the OPPD Transformer Service Installation Contracts for the 
Bellevue Entertainment District in an amount not to exceed $233,556.00. (Economic 
Development Director)  

17. ADMINISTRATION REPORTS: Comments must be limited to items on the current 
Reports (August report is attached) 
18. CLOSED SESSION: 
19. ADJOURNMENT 







































We Influence The World! 

MEMORANDUM 

TO: 

FROM: 

DATE: 

Council President McCaw & Council Members 

Mayor & Administration 

August 26, 2026 

SUBJECT: Appointment to the City of Bellevue Museum Board 

1500 Wall Street 

Bellevue, Ne. 68005 

402.293.3022 

Please consider the following individual for appointment to the Bellevue Museum Board as 
President of the Bellevue Museum Board. Upon approval, he will serve a four-year term ending 
in August 2030.  

Garrett Sims 
505 Cornhusker Road 
Suite 105 - PMB 347 
Bellevue, Nebraska 68005 
402-957-2125
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I. INTRODUCTION 

A. WELCOME 

 Welcome to the City of Bellevue. As an employee of the City, and thus the citizens of Bellevue, 
you are an integral member of a team that provides efficient, high quality services to our citizens 
and businesses. Our team’s success depends on the efforts and contributions of you and your fellow 
employees.  

  
 The City designed the policies and practices in this handbook to provide a fair, equitable, and 

competitive working environment for employees like you. This handbook explains the basic 
benefits available to you and outlines your general responsibilities as an employee. If, at any time, 
you have questions about the policies, practices, and benefits in this handbook, please contact your 
Supervisor or the Human Resources Director.  

 
B. STATUTES, COLLECTIVE BARGAINING AGREEMENTS & INDIVIDUAL 

EMPLOYEE CONTRACTS 
 
 If any provision of this Employee Handbook conflicts with applicable Nebraska statutes, collective 

bargaining agreements, and/or individual employee contracts, those statutes, collective bargaining 
agreements, and/or individual employee contracts take precedence over the particular provision or 
provisions of this handbook. Employees represented by the Bellevue Professional Management 
Association (BPMA), Police Command Staff Association (PCSA), Civilian Employees 
Association of Bellevue (CEAB), Bellevue Police Officers Association (BPOA),  and The 
International Association of Firefighters Local 4906, and who have entered into a labor contract 
with the City of Bellevue will receive benefits and wages as stated in the labor agreement. In areas 
where the labor agreement is silent, the employees will adhere to the provisions of the City of 
Bellevue Employee Handbook. In the event any current labor agreement between the City and any 
certified bargaining unit is terminated for any reason, the benefits and wages as outlined in the 
termed labor agreement will become part of the Employee Handbook as approved by the City 
Council.  

 
C. MANAGEMENT RIGHTS 
 
 This handbook supersedes prior employee handbooks and policies, and seeks to outline the City’s 

fundamental employment policies and practices and the core benefits offered to its employees. 
Because the City cannot anticipate every issue or circumstance that may arise, the City maintains 
the authority to interpret, apply, modify, or discontinue the policies, practices, and benefits in this 
handbook. The City also reserves the right to adopt new policies, practices, and benefits, and 
authorizes its Department Directors to adopt policies, practices, guidelines, and standard operating 
procedures necessary to manage their departments and employees. Approved standard operating 
procedures may take precedence over policies laid out in this handbook. 

 
 At the direction of the City Administrator, Directors shall be responsible for the enforcement of the 

procedures, rules and policies of the Employee Handbook. A Director may establish supplemental 
employee regulations or procedures as deemed necessary for efficient and orderly administration 
and for maintaining the proper management of departmental functions and employees. All 
supplemental regulations or procedures are subject to approval of the City Administrator and a 
copy will be made available to each employee of the department.  
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D. ORGANIZATION FOR CITY ADMINISTRATION  
 

1. City Administrator  
 

a. The City Administrator, as chief executive officer of the City, will be responsible for 
the proper administration of the activities of the City.  

b. The City Administrator will have the authority to appoint and remove all Directors and 
employees in all City departments (subject to Civil Service Rules and Regulations 
when applicable and established contracts). Positions appointed by the Mayor are only 
subject to removal by the Mayor.  

c. It will be the function of the City Administrator to formulate City employee policies, 
to prescribe procedures, and to administer these policies and procedures with the aim 
of facilitating personnel administration for the operating departments as efficiently as 
possible.  

d. Except as otherwise provided by City Ordinance or State Statute, the City 
Administrator, or his/her designee, will be responsible for the following: 

i. Recruiting, interviewing, and testing job applicants;  
ii. Ensuring all appointments are made on the basis of merit;  

iii. Maintaining the classification plan; 
iv. Administering the pay plan;  
v. Keeping records of all employees;  

vi. Ensuring adherence to grievance procedures; and 
vii. Promoting training programs and fostering good employee relations. 

e. The City Administrator will be responsible for maintaining appropriate management 
among City employees.  
 

2. Civil Service Commission 
 

All present full-time firefighters and full-time police officers and future appointees to such 
full-time positions shall be subject to the Nebraska Civil Service Act, as codified in Neb. 
Rev. Stat. §19-1825, et. Seq., and the City Code.  
 
Pursuant to Section 19-1830 of the Nebraska Civil Service Act and Section 2-250 of the 
City Code, the duties of the Civil Service Commission shall include testing of candidates 
for appointment and promotion, establishing and maintaining eligibility lists and 
conducting investigations and hearings regarding certain disciplinary actions against sworn 
full-time firefighters and full-time police officers.  
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II. EMPLOYMENT POLICIES 

 

A. AT-WILL EMPLOYMENT 

 Unless you have a written employment, contract approved by the City Council and signed by the 
Mayor, you are an “at-will” employee. This means that your employment with the City is for an 
unspecified period of time and you can end your employment relationship with the City at any time. 
Likewise, the City can end its employment relationship with the you at any time for any lawful 
reason. Only the City Council has the exclusive authority to change your status as an “at-will” 
employee.  

 
 This handbook does not constitute a contract of employment. Statements contained in this 

handbook or made in the course of performance evaluations should not be construed as constituting 
an employment contract or an express or implied promise of continued employment.  

 
B. IMMIGRATION LAW COMPLIANCE 
 
 All new employees, regardless of employee classification, are required as a condition of 

employment to complete the Employment Eligibility Verification Form I-9. In compliance with the 
Immigration Reform and Control Act of 1986, the City is committed to employing only United 
States citizens and those who are authorized to work in the United States. The City does not 
unlawfully discriminate against employees or potential employees on the basis of citizenship or 
national origin. Employees must complete the Employment Eligibility Verification Form I-9 and 
present the mandated documentation establishing identity and employment eligibility. 
Reverification of eligibility of employment may also be required under certain circumstances. 
Former employees who are rehired must also complete the form and are subject to eligibility and 
reverification (where applicable) requirements. The E-verify system will be used to confirm work 
authorization.  

 
C. EQUAL EMPLOYMENT OPPORTUNITY 
 
 The City is committee to the principle of equal employment opportunity and makes employment 

decisions consistent with this principle. The City provides equal employment opportunity to all 
employees and applicants without regard to age, color, disability, genetic information, marital 
status, military status, national origin, pregnancy, race, religion, sex, or any other prohibited basis 
of discrimination. In addition to federal law requirements, the City complies with applicable state 
and local laws governing nondiscrimination in employment in every location of the City. This 
policy applies to all terms and conditions of employment, including but not limited to, hiring, 
placement, promotion, layoff, recall, transfer, discipline, leaves of absence, compensation, training, 
and discharge.  

 
 As part of its Equal Employment Opportunity policy, the City will also take affirmative action 

required by applicable laws to ensure that minorities, females, veterans, and qualified disable 
individuals are introduced into our workforce and considered for promotional opportunities.  

 
 It is a violation of this policy to discriminate against any individual based on age, color, disability, 

genetic information, marital status, military status, national origin, pregnancy, race, religion, sex, 
or any other prohibited basis of discrimination under applicable federal, state, or local law. Any 
member of management who knowingly allows or tolerates discrimination is in violation of this 
policy.  
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 If you believe you have been discriminated against, you must report your concerns to one of the 

following individuals within thirty (30) days: (1) your immediate supervisors; (2) your department 
Director; or (3) the Human Resources Director. Supervisors receiving a complaint must 
immediately report it to their department Director or Human Resources Director.  

 
D. WORKPLACE BULLYING 
 
 In keeping with its goals of providing a work environment that is free from discrimination and 

harassment, the City prohibits workplace bullying. Workplace bullying is repeated inappropriate 
behavior toward an individual, and may be intentional or unintentional, direct or indirect, or verbal, 
non-verbal, or physical.  

 
 Examples of workplace bullying include, but are not limited to: 
 

1. Disregarding, excluding, ignoring, isolating, or singling out an individual in the work 
environment and at work-related activities.  

2. Humiliating, insulting, ridiculing, and/or making abusive or offensive remarks to an 
individual.  

3. Threatening to take corrective action against or discharge an employee for 
undocumented or unsubstantiated reasons.  

4. Interfering with an individual’s ability to perform his/her job by assigning meaningless 
or menial tasks, setting unachievable deadlines or goals, providing ambiguous 
instructions, or withholding information.  

5. Raising one’s voice, shouting, and/or yelling at an individual.  
6. Assaulting, hitting, kicking, pinching, poking, pushing, shoving, tripping, and/or other 

unwanted physical contact or the threat of such contact to person or property.  
7. Criticizing on matters unrelated or minimally related to an individual’s job duties or 

job performance.  
8. Creating and/or spreading gossip or rumors about an individual.  
9. Refusing or withholding reasonable requests for vacation leave, sick leave, or other 

leaves of absence.  
 
Any member of management who knowingly allows or tolerates workplace bullying is in violation 
of this policy. If you believe you have been bullied against, you must report your concerns to one 
of the following individuals within thirty (30) days: (1) your immediate supervisor; (2) your 
department Director; or (3) the Human Resources Director. Supervisors receiving a complaint must 
immediately report it to their department Director or Human Resources Director.  
 

E. HARASSMENT-FREE WORKPLACE 
 
 The City strives to create and maintain a work environment wherein people are treated with dignity, 

decency, and respect by all other employees currently employed by the City.  
 

1. Unlawful Harassment/Discrimination: The City strives to maintain a work 
environment that is free from all forms of unlawful harassment based on age, color, 
disability, genetic information, marital status, military status, national origin, 
pregnancy, race, religion, sex, or any other characteristic protected by applicable 
federal, state, or local law (referred to in this policy as a “protected characteristic”). 
This policy prohibits unlawful harassment based on any of these protected 
characteristics occurring before, during, or after work hours and regardless of whether 
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it occurs on City property. The City’s Harassment-Free policy also encompasses any 
and all forms of harassment or bullying, through social media sites or other electronic 
communication outlets. These forms of communication include, but are not limited to, 
email, text messaging, instant messaging, and social networking sites such as Facebook 
Twitter, Instagram, and LinkedIn. Unlawful harassment may encompass a wide variety 
of verbal, non-verbal, and physical behaviors, which may be sexual or non-sexual in 
nature.  

a. Non-sexual harassment is conduct that is offensive, threatening, 
intimidating, or shows hostility toward an individual because of a 
protected characteristic. Non-sexual harassment means unwelcome 
conduct of a severe or pervasive nature that: (1) unreasonably interferes 
with an employee’s work performance; (2) creates an abusive, 
intimidating, hostile, or offense work environment; or (3) is made a 
condition of employment.  

i. Examples of non-sexual harassment include, but are not limited 
to: 

1.  Belittling, denigrating, insulting, or ridiculing an 
individual or an individual’s group based on a protected 
characteristic.  

2.  Making derogatory or offensive comments, epithets, 
jokes, labels, slurs, or stereotypes that are based on a 
protected characteristic.  

3.  Sharing or displaying photographs, cartoons, pictures, 
videos, recordings, jokes, or objects that show hostility 
toward an individual or group’s protected characteristic.  
 

2. Sexual Harassment: Sexual Harassments means unwelcome sexual conduct of a 
severe or pervasive nature that unreasonably interferes with an employee’s work 
performance or creates an abusive, intimidating, hostile, or offensive work 
environment. Sexual harassment includes unwelcome sexual advances and/or 
propositions, requests and/or pressures for sexual favors, physical contact of a sexual 
nature, sexually explicit language and/or gestures, and other conduct of a sexual nature 
when such conduct is used as the basis for employment decisions or has the purpose 
or effect of creating an intimidating, hostile, or offensive work environment.  

i. Examples of sexual harassment not previously mentioned include, 
but are not limited to making, showing, sharing, and/or 
distributing: 

1.  Sexual innuendos, comments, or remarks.  
2. Lewd, obscene, vulgar, or sexually suggestive or 

demeaning gestures, looks, or remarks.  
3. Forced, or the threat of forced, sexual assault, intercourse, 

or molestation.  
4. Pornographic or sexually explicit material, including 

photographs, cartoons, pictures, videos, recordings, jokes, 
or objects.  

5. Uninvited physical contact such as brushing up against, 
cornering, fondling, hugging, kissing, patting, pinching, 
poking, rubbing, tickling, or touching another.  
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3. Harassment: Harassment is any verbal or physical conduct designed to threaten, 
intimidate, or coerce an employee, co-worker, or any other person working for or on 
behalf of the City.  

i. The following examples of harassment are intended to be 
guidelines and are not exclusive when determining whether there 
has been a violation of this policy.  

1.  Unwelcome conduct of a severe or pervasive nature that:  
i. Unreasonably interferes with an employee’s 

work performance;  
ii. Creates an abusive, intimidating, hostile, or 

offensive work environment; or  
iii. Is made a condition of employment.  

2.  Belittling, denigrating, insulting, or ridiculing an 
individual.  

3. Making repeated comments that are offensive or 
unwelcome.  
 

Any member of management who knowingly allows or tolerates harassment of any kind is in 
violation of this policy.  
 
If you believe you have been harassed, you must report your concerns to one of the following 
individuals within thirty (30) days: (1) your immediate supervisor; (2) your department Director; 
or (3) the Human Resources Director. Supervisors receiving a complaint must immediately report 
it to their department Director or the Human Resources Director.  
 

F. WORKPLACE VIOLENCE 
 

 The City is committed to providing a work environment that is safe and free from acts of violence 
or threats of violence through our zero-tolerance workplace violence policy. The City prohibits 
actual or threatened violence against or by employees, citizens, and vendors of the City.  

 
 Examples of prohibited conduct include, but are not limited to: 
 

1. Assaulting  
2. Damaging property 
3. Fighting 
4. Harassing 
5. Injuring 
6. Intimidating 
7. Pushing/shoving 
8. Threatening 
9. Any other behavior that could reasonably cause an individual to fear for his/her safety 

 
The City further prohibits non-public safety employees (i.e. Fire Department and Police 
Department employees) from possessing or carrying of any explosive, gun, knife, or other weapon 
or object capable of causing serious bodily injury while on City property (City building, facility, 
vehicle or equipment) or while performing work as a City employee. Employees that have a 
legitimate business need may carry tools or knives that have been pre-approved for use. This applies 
to all non-public safety employees including those with valid concealed carry permits.  
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Any member of management who knowingly allows or tolerates workplace violence is in violation 
of this policy.  
 
You must report any actual or threatened violence to one of the following individuals within thirty 
(30) days: (1) your immediate supervisor; (2) your department Director; or (3) the Human 
Resources Director. If necessary, call 911. Supervisors receiving a complaint must immediately 
report it to their department Director or the Human Resources Director.  
 

G. BULLYING, HARASMENT AND WORKPLACE VIOLENCE COMPLAINT AND 
INVESTIGATION PROCEDURE 

 
 Should an instance of bullying, harassment or workplace violence occur, both the employee and 

the City play a vital role in correcting the bullying, harassment or workplace violence. No employee 
will be retaliated against for complaining of bullying, harassment or workplace violence.  

 
 Any employee is initially responsible for communicating any bullying, harassment or workplace 

violence to their immediate supervisor, their department Director or the Human Resources Director. 
Any employee who believes he or she is being bullied or harassed is encouraged to communicate 
the offensive behavior to the person responsible for the behavior and request that the offensive 
behavior stop.  

 
1. Notification: Any employee who is not comfortable in directly approaching the person 

responsible for the bullying, harassment, or workplace violence or whose request to stop was 
unsuccessful should notify any one or all of the following:  
 

a. Their Director;  
b. Human Resources Director; and/or 
c. Immediate Supervisor.  
d. Notify the Police Department (402) 293-3100 or call 911 if in immediate danger. 

 
The City is responsible for correcting bullying, harassment or workplace violence. When one 
of the supervisory individuals mentioned above is notified or becomes aware of possible 
bullying, harassment, or workplace violence, such supervisory individual shall notify the 
Human Resources Director within five (5) working days. The Human Resources Director will 
contact the employee who reported the bullying, harassment, or workplace violence and request 
that they draft a written complaint outlining the behavior and complaint and provide a copy 
back to the Human Resources Director. Upon receiving a written complaint, the Human 
Resources Director shall forward a copy of the same to the City Administrator. After receiving 
the written complaint, the City Administrator or a designated representative is responsible for 
ensuring that a prompt investigation occurs in accordance with the procedures outlined below.  
 

2. Corrective and/or disciplinary action will be taken whenever:  
 

a. Any bullying, harassment or workplace violence has occurred; or  
b. When a Supervisor has known or should have known of the bullying, harassment, or 

workplace violence behavior and the Supervisor failed to take action to stop such 
bullying, harassment or workplace violence.  
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3. Investigation: If applicable, the Director, Human Resources Director, City Administrator, or 
his/her designee in conjunction with the City Attorney, will ensure that a thorough investigation 
is carried out that respects the rights and dignity of all individuals concerned. The City 
Administrator has the option of consulting with or hiring an outside independent agency to 
perform the investigation and make findings of act with respect to the bullying, harassment, or 
workplace violence complaint or has the option to assign the investigation to be completed by 
an individual employed within the City. Hereafter in this policy the designated representative 
of the City to conduct the investigation will be referred to as the “City Investigator”. The City 
Administrator or his/her designee also reserves the right to dismiss the complaint without 
investigation if he/she deems appropriate or there are insufficient facts or allegations presented 
to warrant an investigation, or that the complaint is not in compliance with other departmental 
policies and timelines for filing. The investigation will be conducted quickly, thoroughly and 
confidentially, and every effort will be made to protect the rights of the accuser, as well as the 
accused.  
 

a. The following procedures will be followed in the investigation of a complaint of 
harassment, bullying, or workplace violence: 

i. Where practical, the investigation will begin the day the conduct is reported or 
discovered;  

ii. The employee shall put the complaint in writing;  
iii. The complaint will be provided to the accused;  
iv. The complainant and the accused will be notified in writing of the assigned 

City Investigator;  
v. The City Investigator will interview the employee complaining in a private 

area. The interview will be thoroughly documented and reviewed for accuracy 
with the employee at the end of the interview.  

vi. The City Investigator will interview the accused alleged harasser in a private 
area. The interview will be thoroughly documented and reviewed for the 
accuracy with the employee at the end of the interview.  

vii. The City Investigator will interview witnesses and others with relevant 
information in a private area. The interview will be thoroughly documented 
and reviewed for accuracy with each witness interviewed. Each witness will 
be advised of the requirement to maintain the interview confidential so as to 
protect the rights of all parties involved. Any employee witness who fails to 
maintain confidentiality will be subject to disciplinary action. The City 
Investigator shall have the power to compel the attendance and statements of 
witnesses that are City Employees for the investigation of said complaint that 
may come before the City Investigator. If a City Investigator compels a witness 
to attend an interview, the witness shall receive at least forty-eight (48) hour 
notice prior to the interview, unless extenuating circumstances arise and the 
City Administrator authorizes an interview and waives said notice. All 
witnesses interviewed will have the right to have their attorney and/or union 
representative present if they so desire. All witnesses are required to be truthful 
and forthcoming with information during interviews. Any employee witness 
who fails to attend and/or provide a statement will be subject to disciplinary 
action.  

viii. All interviews of the complainant, accused, and any employee witness will be 
typed and provided to the interviewee to review for accuracy. After review for 
accuracy, the statements shall be signed by the interviewee.  
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The City Administrator, or his/her designee, has the authority to place an employee on paid 
or unpaid Administrative Leave during the investigation process. The employee will retain all 
benefits, leave and pay during this period. The employee shall be available during their 
regularly scheduled hours of work to be contacted to meet with appropriate City officials and 
the City Investigator.  

 
4. Investigation Results Upon completion of a thorough investigation, the City’s Investigator 

will determine whether the complaint is substantiated or unsubstantiated.  
 

a. Substantiated Complaint: If it is determined that there is evidence to substantiate the 
complaint, disciplinary action will be taken up to and including termination. The 
disciplinary action taken will depend upon the severity of the offense. A record of 
disciplinary action taken will become part of the accused employee’s personnel file. 
Once disciplinary action is taken the Director and/or City Administrator will ensure its 
effectiveness by continuing to monitor the situation. Any substantiated claim that 
violates the City’s “Workplace Violence” policy will be grounds for immediate 
termination. Workplace violence offenses are not subject to the progressive discipline 
process.  
 

b. Unsubstantiated or Inconclusive Complaint: If it is determined that the complaint is 
unsubstantiated or if investigators are unable to conclude whether any offense did or 
not occur, the City’s policy against bullying, harassment, and workplace violence will 
continue to be enforced and the complainant will be encouraged to come forward again 
if he or she perceives any further bullying, harassment, or workplace violence.  
 

c. Exonerated: If it is determined that the allegations in the complaint did occur but that 
the employee involved acted lawfully and properly, the complaint will be closed with 
a finding of exonerated and the City’s policy against bullying, harassment, and 
workplace violence will continue to be enforced and the complainant will be 
encouraged to come forward again if he or she perceives any further bullying, 
harassment, or workplace violence. 

 
The complainant will be notified as to what complaints were “substantiated”, “unsubstantiated”, 
“exonerated” or “inconclusive” only.  
 
An investigation report will be prepared by the City’s Investigator which summarizes all interviews 
and conclusions and will be provided to the employee’s department Director. The Director shall 
then make a recommendation for any disciplinary action (if applicable) to the City Administrator. 
The City Administrator shall then decide the disciplinary action (if applicable) to be taken and 
notify the accused of the same. The City Administrator will follow the steps provided for regarding 
a Loudermill hearing if applicable. This report, along with notes, written complaints, statements 
and copies of relative documents will be maintained in a separate, confidential file in the City 
Attorney and Human Resources Director’s office.  
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H. DISABILITY ACCOMMODATIONS 
 

The City is committed to providing equal employment opportunities to individuals with disabilities, 
as stated in the Americans with Disabilities Act (“ADA”) and the Americans with Disabilities Act 
Amendments Act (“ADAAA”). Accordingly, we do not discriminate against qualified individuals 
with disabilities in regard to, but not limited to, application procedures, hiring, 
advancement/promotion, layoff, recall, transfer, discharge, discipline, leaves of absence, 
compensation, training or other terms, conditions and privileges of employment. The City complies 
with all federal and state laws concerning the employment of persons with disabilities and acts in 
accordance with regulations and guidance issued by the Equal Employment Opportunity 
Commission (EEOC).  
 
1. Eligibility: The City will engage in the interactive process to find reasonable accommodations 

for qualified individuals with a disability to enable them to perform the essential functions of 
a job, unless doing so causes an undue hardship to the City, or a direct threat to these individuals 
or others in the workplace, and the threat cannot be eliminated by reasonable accommodation. 
Because the process is interactive, the City expects your full cooperation by providing relevant 
information and, if necessary, your consent to contact and obtain relevant information from 
your health care providers.  

 
When an individual with a disability is requesting accommodation and can be reasonably 
accommodated without creating an undue hardship or causing a direct threat to workplace 
safety, he or she will be given the same consideration for employment as any other employee 
or applicant.  
 
All employees are required to comply with City safety standards. Current employees who pose 
a direct threat to the health and safety of themselves or other individuals in the workplace will 
be placed on appropriate leave until the City can make a lawful and reasonable decision in 
regard to continued employment.  
 
Individuals who are active illegal drug users are excluded from coverage under the City’s 
Americans with Disabilities Act (“ADA”) policy.  
 

2. Procedures: The City’s Personnel department is responsible for implementing this policy, 
including requests for and resolution of reasonable accommodations, safety and direct threat 
determinations, and undue hardship issues. All requests for reasonable accommodations should 
be presented to the Human Resources Director. Once you submit a reasonable accommodation 
request, you will need to meet with the Human Resources Director and/or complete a written 
request for accommodation to provide the City with information about the nature and extent of 
your disability, any medical treatment you have received for your disability, and any reasonable 
accommodations you suggest. The City may also contact your health care providers to verify 
the nature and extent of your disability and to request relevant medical information and records 
and accommodation suggestions. The City will rely on all information gathered to determine 
whether you are a qualified individual with a disability and whether a reasonable 
accommodation under the law exists.  
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3. Terms Used in the Policy: As used in the ADA policy, the following terms have the indicated 
meaning:  

 
“Disability” means a physical or mental impairment that substantially limits one or more major 

life activities of the individual, a record of such an impairment or being regarded 
as having such an impairment.  

 
“Major life activities” include the following: caring for oneself, performing manual tasks, 

seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, 
breathing, learning, reading, concentrating, thinking, communicating and working.  

 
“Major bodily functions” is a term included in the American with Disabilities Act Amendment 

Act (“ADAAA”), and may include physical or mental impairment such as any 
physiological disorder or condition, cosmetic disfigurement, or anatomical loss 
affecting one or more body systems, such as neurological, musculoskeletal, special 
sense organs, respiratory (including speech organs), cardiovascular, reproductive, 
digestive, genitourinary, immune, circulatory, hemic, lymphatic, skin and 
endocrine. Also covered are any mental or psychological disorders, such as 
intellectual disability (formerly termed “mental retardation”), organic brain 
syndrome, emotional or mental illness, and specific learning disabilities.  

 
“Substantially limiting” means, in accordance with the ADAAA final regulations, the 

determination of whether the impairment substantially limits a major life activity 
requires an individualized assessment, and an impairment that is episodic or in 
remission may also meet the definition of disability if it would substantially limit 
a major life activity when active. Some examples of these types of impairments 
may include epilepsy, hypertension, asthma, diabetes, major depressive disorder, 
bipolar disorder and schizophrenia. An impairment such as cancer that is in 
remission but that may possibly return in a substantially limiting form is also 
considered a disability under EEOC final ADAAA regulations.  

 
“Direct threat” means a significant risk to the health, safety or well-being of individuals with 

disabilities or others when the risk cannot be eliminated by reasonable 
accommodation.  

 
“Qualified individual” means an individual who, with or without reasonable accommodation, 

can perform the essential functions of the employment position that such individual 
holds or desires.  

 
“Reasonable accommodation” includes any changes to the work environment and may include 

making existing facilities readily accessible to and usable by individuals with 
disabilities; job restructuring; part-time or modified work schedules; 
telecommuting; reassignment to a vacant position; acquisition or modification of 
equipment or devices; appropriate adjustment or modifications of examinations, 
training materials or policies; the provision of qualified readers or interpreters; and 
other similar accommodations for individuals with disabilities.  

 
“Undue hardship” means an action requiring significant difficulty or expense by the City. In 

determining whether an accommodation would impose an undue hardship, factors 
to be considered include:  
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- The nature and cost of the accommodation.  
- The overall financial resources of the facility or facilities involved in 

the provision of the reasonable accommodation, the number of 
persons employed at such facility, the effect on expenses and 
resources, or the impact of such accommodation on the operation of 
the facility.  

- The overall financial resources of the employer; the size, number, type 
and location of facilities.  

- The type of operations of the City, including the composition, 
structure and functions of the workforce; administrative or fiscal 
relationship of the particular facility involved in making the 
accommodation to the employer.  

- The impact of the accommodation on the operation of the facility.  
 

“Essential functions of the job” refers to those job activities that are determined by the City to 
be essential or core to performing the job; these functions cannot be modified.  

 
The examples provided in the above terms are not meant to be all-inclusive and should not be 
construed as such. They are not the only conditions considered to be disabilities, impairments 
or reasonable accommodations covered by the City’s ADA/ADAAA policy.  

 
I. FAMILY AND MEDICAL LEAVE ACT (FMLA) 
 

The City affords eligible employees with leave under the Family and Medical Leave Act (“FMLA”) 
and posts the Department of Labor’s (“DOL”) Notice about the FMLA. The City’s policy and 
posting provide a general description of the FMLA and employees’ basic FMLA rights and 
responsibilities. Should any conflict arise between this policy and applicable law, the City will 
provide employees with all rights under the law. If you have questions, concerns, or disputes with 
this policy, you must contact the Human Resources Director in writing.  
 
1. Eligibility: To be eligible for such leave, an employee must have worked for the City for: 

 
a. at least 12 months, which need not be consecutive provided that any break in 

service does not exceed seven years; and,  
 

b. at least 1,250 hours during the 12-month period immediately before the date the 
leave will begin. The principles established under the Fair Labor Standards Act 
(FLSA) determine the number of hours worked by an employee. The FLSA does 
not include time spent on paid or unpaid leave as hours worked. Consequently, 
these hours of leave should not be counted in determining the 1,250 hours 
eligibility test for an employee under FMLA.  
 

2. Length of & Reasons for Leave: Eligible employees may take up to 12 weeks of unpaid leave 
during any 12-month period for one or more of the following reasons: 
 

a. the birth or adoption of a child, or placement of a child for foster care within one 
year of the birth, adoption or placement;  
 

b. to care for a spouse, child, or parent who has a serious health condition;  
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c. for a serious health condition that renders the employee unable to perform the 
essential functions of his/her job; and,  
 

d. for a qualifying exigency when a spouse, child, or parent is a military member on 
covered active duty or called to covered active duty.  

 
Spouses who both work for the City and who each wish to take leave for the birth or adoption 
of a child, for placement of a child for foster care, or to care for a parent with a serious health 
condition may only take a combined total of 12 weeks of unpaid leave.  
 
Eligible employees may take up to 26 weeks of unpaid leave during any 12-month period to 
care for a covered servicemember with a serious injury or illness when the employee is the 
covered servicemember’s spouse, child, parent or next of kin.  This leave is also known as 
military caregiver leave.  The City will deduct from the 26 weeks of military caregiver leave 
any leave already taken for other FMLA reasons.  Spouses who both work for the City and who 
each wish to take military caregiver leave may only take a combined total of 26 weeks of unpaid 
leave. 
 
Eligible employees may take FMLA leave on a continual or intermittent basis, or to reduce 
their schedules. However, in no case shall leave exceed a total of 26 weeks for military 
caregiver leave, or a total of 12 weeks for all other FMLA leave.  The City may temporarily 
transfer an employee to an available alternative position with equivalent pay and benefits if the 
alternative position would better accommodate the intermittent or reduced schedule, in 
instances of when leave for the employee or employee's family member is foreseeable and for 
planned medical treatment, including recovery from a serious health condition or to care for a 
child after birth, or placement for adoption or foster care. For the birth, adoption or foster care 
of a child, the City and the employee must mutually agree to the schedule before the employee 
may take the leave intermittently or work a reduced hour schedule. Leave for birth, adoption 
or foster care of a child must be taken within one year of the birth or placement of the child.  
 

3. Benefits & Conditions of Leave: All qualifying employees utilizing FMLA must concurrently 
use all sick leave first, and once sick leave is exhausted, shall be required to use all other paid 
leaves concurrently. Once paid leave is exhausted, FMLA leave will be unpaid. Employees 
using FMLA leave for a qualifying exigency when a spouse, child or parent is a military 
member on covered active duty or called to covered active duty must first use all vacation and 
other paid leave until exhausted, after which FMLA leave will be unpaid.  

 
The City will continue an employee’s health, dental, and life insurance benefits while on FMLA 
leave at the same level and under the same conditions as if the employee continued working.  
The City will continue to withhold insurance premiums from the paychecks of employees using 
paid leave while on FMLA leave.  Employees who exhaust paid leave while on FMLA must 
submit insurance premium payments directly to the Human Resources Director.  The City’s 
insurance providers may discontinue an employee’s insurance coverage if the employee fails 
to pay his/her insurance premiums by the 1st day of each month while on FMLA leave.  The 
City will notify the employee 15 days in advance of a loss of insurance coverage.   

4. Notification and Certification: Employees who wish to take FMLA leave must submit written 
notice of the need for leave to the Human Resources Director.  When the need for leave is 
foreseeable, employees must provide 30 days advance notice.  When the need is unforeseeable, 
or the need for leave arises less than 30 days in advance, employees must provide notice as 
soon as practicable, normally either the same day or the next business day.  Employees who 
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are absent from work while on sick leave for five or more consecutive work days must notify 
the Human Resources Director in writing of such absences.  Supervisors must also report 
employee absences of five (5) days duration, or longer.   
 
Within five business days after receiving notice of the need for FMLA leave or notice of five 
consecutive absences for sick leave, the Human Resources Director, or his/her designee, will 
provide the employee with the DOL’s Notice of Eligibility and Rights Form WH-381. This 
notice will advise the employee if he/she is eligible for FMLA leave and if the absence or 
expected absence qualifies as FMLA leave.   
 
The Human Resources Director, or his/her designee, may need more information to determine 
whether the absence or expected absence qualifies as FMLA leave.   In that case, the Human 
Resources Director, or his/her designee, will identify and request the information needed, 
which may include certification of a serious health condition of the employee or his/her family 
member, a serious injury or illness of a covered servicemember, or a qualifying exigency for 
military family leave.  The Human Resources Director, or his/her designee, will use one of the 
DOL’s forms when requesting these certifications.  The employee must respond to a 
certification request within 15 calendar days of receiving it, or provide a reasonable explanation 
for the delay.  The City may deny leave if the employee fails to provide sufficient information 
in a timely manner.  Any fees that might be incurred for initial certification will be the sole 
responsibility of the employee.  
 
Within five business days of receiving a completed certification, the Human Resources 
Director, or his/her designee, will provide the employee with a Designation Notice using the 
DOL’s Form WH-382.  This notice will:  (1) designate leave as FMLA leave and state the 
amount of leave that the City will count against the employee’s FMLA leave entitlement; (2) 
decline to designate leave as FMLA leave; (3) identify additional information necessary to 
determine whether leave qualifies as FMLA leave; or, (4) state the City’s intention to exercise 
its right to obtain a second or third opinion regarding the serious health condition of the 
employee or his/her family member.   
 
If the City requests a second opinion, it will designate the health care provider.  If the second 
opinion conflicts with the original medical certification, the City will require a third and final 
opinion from a health care provider mutually selected by the City and the employee.  The City 
will pay the cost of obtaining a second and/or third opinion, and will provisionally place the 
employee on FMLA leave pending the outcome of the opinion.  The employee and/or his/her 
family member must cooperate with, and provide relevant medical information to, any health 
care provider rendering a second or third opinion.  The City may deny FMLA leave, or take 
other action, if the employee or his/her family member fails to provide such information.   
 
The Human Resources Director, or his/her designee, may directly contact the health care 
provider of the employee or the employee’s family member to verify or clarify information.  
Before doing so, the Human Resources Director, or his/her designee, will ask: (1) the employee 
to provide any necessary clarification; and (2) ask the employee or his/her family member to 
authorize, in writing and in accordance with HIPAA Medical Privacy Rules, his/her health care 
provider to release clarifying information to the Human Resources Services Director, or his/her 
designee.  At no point in time will the City use the employee’s direct supervisor for this contact. 
 
The City may request recertification for the serious health condition of an employee or his/her 
family member in the following circumstances:  
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a. Every 6 months;  
b. Every 30 days when circumstances have changed significantly;  
c. Upon receiving information that causes doubt as to the reason for the absence; 

or,  
d. When an employee seeks an extension of FMLA leave 

 
5. Return to Work:   Before returning to work from FMLA leave, an employee must notify the 

Human Resources Director of his/her intent to return to work.  The Human Resources Director, 
or his/her designee, may require an employee on leave for a serious health condition to provide 
a medical certification verifying that he/she is able to perform the essential functions of his/her 
job. 
 

6. Terms Used in the Policy: As used in this FMLA policy, the following terms have the 
indicated meaning:  
 

“Serious health condition” means an illness, injury, impairment, or physical or mental 
condition that involves inpatient care in a hospital, hospice, or residential care 
facility, or continuing  treatment by a health care provider.  This includes any 
period of incapacity or any subsequent  treatment in connection with such 
inpatient care or a condition that requires continuing care by  a licensed health 
care provider. 

“Serious injury or illness” means:  (1) for members of the Armed Forces, an injury or illness 
that  was incurred in the line of duty on active duty (or existed before the 
beginning of the member’s  active duty and was aggravated by service in the 
line of duty on active duty), and that may render them medically unfit to perform 
the duties of his/her office, grade, rank or rating; and, (2) for veterans who were 
members of the Armed Forces at any time during the five-year period before the 
date on which the veteran undergoes medical treatment, recuperation, or therapy, 
a qualifying injury or illness that was incurred in the line of duty, while on active 
duty in the Armed Forces (or that existed before the beginning of the member’s 
active duty and was aggravated by service in the line of duty while on active duty), 
and that manifested itself before or after the member became a veteran. 

“Covered servicemember’s child” means a covered servicemember’s biological, adopted, step 
or foster child, legal ward, or a child for whom the covered servicemember stood 
in loco parentis, and who is of any age. 

“Covered servicemember’s parent” means a covered servicemember’s biological, adoptive, 
step or foster father or mother, or any other individual who stood in loco parentis 
to the covered  servicemember.   

“Covered servicemember’s next of kin” means the nearest blood relative, other than the 
covered servicemember’s spouse, parent, or child, in the following order of 
priority:  blood  relatives who have been granted legal custody of the 
servicemember by court decree or  statutory provisions, siblings, 
grandparents, aunts and uncles, and first cousins, unless the  covered 
servicemember has specifically designated in writing another blood relative as 
his/her  nearest blood relative for purposes of military caregiver leave under the 
FMLA.  When no such  designation is made and there are multiple family 
members with the same level of relationship  to the covered servicemember, 
all such family members shall be considered the  servicemember’s next of kin 
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and, either consecutively or simultaneously, may take FMLA leave  to 
provide care to the covered servicemember.  When such designation has been made 
the designated individual shall be deemed to the covered servicemember’s only 
next of kin. 

“Qualifying exigency” means:  (1) issues arising from a covered military member’s short notice 
deployment for a period of seven days from the date of notification; (2) military 
events and related activities; (3) child care and related activities arising from the 
active duty or call to active duty status; (4) activities related to making or updating 
financial and legal arrangements; (5) counseling; (6) rest and recuperation; (7) 
post-deployment activities; and, (8) any other event that the City and the employee 
agree is a qualifying exigency. 

“Covered active duty” means:  (1) for members of a regular component of the Armed Forces, 
duty during deployment of the member with the Armed Forces to a foreign 
country; and, (2) for  members of the reserve components of the Armed Forces, 
duty during deployment of the  member with the Armed Forces to a foreign 
country under a call or order to active duty in a  contingency operation as defined 
in section 101(a)(13)(B) of Title 10 of the United States Code. 

“Covered servicemember” means:  (1) a current member of the Armed Forces, including a 
member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation,  or therapy, is otherwise in outpatient status, or is otherwise on the 
temporary disability retired  list, for a serious injury or illness; or, (2) a veteran 
who was discharged or released under  conditions other than dishonorable at any 
time during the five-year period prior to the first date  the eligible employee 
takes FMLA leave to care for the covered veteran, and who is undergoing medical 
treatment, recuperation, or therapy for a serious injury or illness. Eligible 
employees under this provision may not take leave under this provision to care for 
members on the permanent disability retired list.  

J. HIPPA 

The City complies with the Health Insurance Portability and Accountability Act of 1996 (HIPAA) 
and follows all of the guidelines regarding the protected health information of employees, 
dependents and patients.  To view the City’s HIPAA Notice of Privacy Practices employees can go 
to the company intranet or request a copy from the Human Resources Director.  If an employee 
feels that their privacy rights have been violated a written complaint must be filed with the Human 
Resources Director.   
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III. GENERAL POLICIES & PRACTICES 

 

A. CONFLICT OF INTEREST 

The City prohibits employees from having any interest in or engaging in any transaction, 
employment, activity, or enterprise that conflicts with their duties.   

Examples of a conflict of interest include, but are not limited to: 

1. Violation of the City’s Code of Ethics/Conflict of Interest Policy contained in 
Appendix A of this handbook.  
 

2. Acceptance of money, loans, gifts, or other substantial consideration from persons 
doing business with the City when intended or appearing to improperly influence the 
official relationship between the recipient and the donor.  
 

3. Use of the City’s property, premises or resources, or use of the employee’s official 
position with the City, for private gain or to secure unwarranted privileges or 
exemptions for themselves or others.  

B. ELECTRONIC COMMUNICATIONS 

The City may provide computers, e-mail, internet and intranet access, voicemail, telephones, 
radios, and cellular phones to employees.  These devices and systems are City property for use in 
conducting City business.  The City expects employees who use City property and systems to 
protect them from loss, damage or theft and to immediately report to their department Director or 
the City Administrator all losses, damage, theft or repair needs.  Employees may occasionally use 
them for personal matters during non-working time or in emergency situations, but at no time may 
employees use them for private business matters.  Under no circumstances will a member of the 
general public, a Director, a City employee or a member of City Council have to wait for assistance 
as a result of a personal telephone call, text, email, or any other type of communication.    

Prohibited Use: Furthermore, unless through the course of legitimate work activity, employees 
may not use these devices and systems to download, transmit, store, view, or retrieve information 
that: 

1. Contains abusive, discriminatory, harassing, illegal, intimidating, profane, 
pornographic, sexually explicit, or offensive content.  
 

2. Violates City policy or any federal, state, or local law or regulation.  

The City Administrator or his/her designee reserves the right to access at all times information and 
communication, to monitor and regulate the use of its electronic devices and systems, and has the 
right to review information submitted via City computers, Internet and intranet, e-mail, and cellular 
phones.  Employees should have no expectation of privacy when transmitting, storing, viewing, or 
retrieving data and information on City computers, Internet and intranet, e-mail, and cellular phones 
with the exception of the Legal Department wherein all communications will be considered 
privileged or private.  Please note that sharing computer passwords is strictly prohibited.  Passwords 
are considered confidential and are restricted to City information.  Failure to adhere to the 
requirement to protect your password may lead to disciplinary action. All offices, desks, files and 
so forth are the property of the City of Bellevue and are issued for the use of employees only during 
the course of their employment with the City. Inspections may be conducted at any time at the sole 
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discretion of the City Administrator. All e-mail communications are subject to search with or 
without notice.  

C. RETURNING TELEPHONE CALLS 

Employees are expected to return calls from the public the same day if possible, but in no instance 
any later than one (1) business day after the call was received.  Providing a written response to 
public telephone calls, if required, must be done within five (5) business days of the citizen’s 
request. 

D. INTRODUCTORY PERIOD 

The first six (6) months from the date of hire, promotion, demotion, or transfer to a different 
position with the City is your introductory period.  Certain departments and bargaining units have 
different timelines and requirements in place.  A collective bargaining agreement will override this 
section where applicable.  This period is an opportunity for you to determine if your job with the 
City is suitable for you.  Likewise, this period is an opportunity for the City to observe your skills, 
abilities, performance, and attitude and determine whether they are suitable for the City.  Upon 
completion of the initial introductory period, you will receive notice of your successful completion 
or notice of termination.  Successful completion of the introductory period does not guarantee 
continued employment with the City or otherwise affect your status as an “at-will” employee.  The 
introductory period is not to serve as a guaranteed length of employment.  If the City should decide 
that your skills, abilities, performance, attitude, or other factors are not satisfactory, you could be 
subject to termination prior to completing the six (6) month introductory period.  

1. Nature, Purpose and Duration: Every non-sworn person employed by the City will serve 
an introductory period for the first six calendar months of his or her employment, 
promotion, demotion, transfer or re-employment. Every sworn person employed by the 
City will serve an introductory period for one calendar year of his or her employment or 
re-employment. Sworn employees will follow the introductory period provisions as 
outlined in their respective collective bargaining agreements.  
 

The purpose of the introductory period is to permit the Supervisor and Director to closely 
observe and evaluate the capabilities and willingness to work of the new employee.  During 
this time, Supervisors will encourage and assist the new employee in making a successful 
adjustment to the job. 

An introductory employee may be dismissed at any time if, in the judgment of the 
immediate Supervisor and Director, the quality of the employee's work or the employee's 
attitude do not warrant continuation of employment. 

 

2. Appointment or Termination: The Director will prepare an introductory period 
evaluation to cover the introductory period.  This evaluation will let the employee know if 
they have satisfactorily completed the introductory period and are being appointed or if it 
has been determined that the services of the employee have not been acceptable and are 
being terminated.  Appointment of an employee who has satisfactorily completed the 
introductory period will begin with the date following the date ending the introductory 
period.  Termination of an employee will be effective immediately upon notice.   
 
If at any time during the introductory period it is determined that the services of the 
employee have not been of acceptable quality, the Director will notify the employee in 
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writing of the date his or her services are to be terminated.  A copy of the termination notice 
will be forwarded to the City Administrator. 
 

3. Promotions During Introductory Period: The serving of an introductory period will not 
prevent an employee from being appointed to a position of a higher classification. 

If an employee is promoted during the introductory period, the introductory period for the 
class of position to which the employee is promoted will begin on the date of appointment 
to such latter classification. 

4. Reassignment During Introductory Period: Reassignment of an employee during their 
introductory period will be approved by the City Administrator prior to the reassignment.  
 

5. Leave During Introductory Period: An introductory employee will accrue sick leave and 
vacation leave during this period and may utilize both to the extent is has accrued.  

E. JOB POSTINGS AND PROMOTIONS 

The City believes in providing its employees with promotional opportunities and will normally post 
job vacancies internally.  However, when in the City’s best interest, the City will post job vacancies 
internally and externally to allow non-employee candidates the opportunity to apply.  If an 
employee is promoted to a position in a higher grade, the employee shall receive a salary adjustment 
to the closest approximation to five percent (5%). 

F. UPGRADES 

It may become necessary to modify an existing job description in order to address changes in the 
work environment or work responsibilities.  If these changes result in the employee’s position being 
placed in a higher job grade, the employee shall be moved to a step that is the closest approximation 
to five percent (5%).  If an employee feels that their job duties have substantially changed and may 
warrant an upgrade, it is the employee’s responsibility to notify their manager and request 
reevaluation.      

G. MEDIA POLICY 

 The City utilizes the Media Policy as described in Appendix B of this handbook. 

H. NEPOTISM 

The City is committed to hiring the most qualified applicants for job vacancies.   Due to potential 
for perceived or actual conflicts, such as favoritism or personal conflicts from outside the work 
environment, which can be carried into the daily working relationship, the City will hire or consider 
other employment actions concerning family members of persons currently employed only if: a) 
candidates will not be working directly for or directly supervising a family member, and b) 
candidates will not occupy a position in the same line of authority in which employees can initiate 
or participate in decisions involving a direct employment action to the family member Such 
decisions include hiring, retention, transfer, promotion, wages, disciplinary actions, and leave 
requests.  This policy applies to all current employees and candidates for employment.  
 
“Family member” is defined as one of the following: relationships by blood—parent, child, 
grandparent, grandchild, brother, sister, uncle, aunt, nephew, niece and first cousin; and 
relationships by marriage—husband, wife (as defined by state law), step-parent, step-child, brother-
in-law, sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, half-brother, half-
sister, uncle, aunt, nephew, niece, spouse/partner of any of the above and co-habitating couples or 
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significant others.    
 

Temporary supervision of a family member may be allowed with pre-approval from the City 
Administrator.  This temporary supervision will be permissible in events, including but not limited 
to, call back duty, extended medical leave or 1 week or more of vacation at a time.  At no time 
during that period will the supervisor be allowed to initiate or participate in decisions involving a 
direct employment action to the family member Such decisions include hiring, retention, transfer, 
promotion, wages, disciplinary actions, and leave requests.  
 
If any employee, after employment or change in employment, enters into one of the above 
relationships, one of the affected individuals must seek a transfer to a position for which they are 
qualified for, or a change in the reporting relationship. Such changes must be recommended by the 
Human Resources Director and approved by the City Administrator. If a decision cannot be made 
by the affected employees within 14 days of reporting, reassignment will be made on direction of 
the department Director and the Human Resources Director. 

I. NON-FRATERNIZATION 

The City of Bellevue strives to provide a work environment that is respectful, fair and free of 
unlawful harassment and discrimination. The City desires to avoid misunderstandings, actual or 
potential conflicts of interest, complaints of favoritism, possible claims of sexual harassment, and 
the employee morale and dissension problems that can potentially result from romantic 
relationships with employees within the City. Fraternization between employees becomes a 
concern if they have the effect of impairing the work of any employee; harassing, demeaning, r 
creating a hostile work environment for any employee; disrupting the smooth and orderly flow of 
work within the City of Bellevue; or harming the goodwill and reputation of the City of Bellevue 
in the community at large. Further, personal relationships may create a conflict of interest, create a 
negative or unprofessional work environment, or present concerns regarding supervision, safety, 
security, and morale. Therefore, this policy applies to all employees, as defined below. This policy 
does not restrict participating in labor unions or other labor or civil rights organizations.  

For purposes of this policy the following definitions should apply: 

1. “Employee” shall mean any person employed by the City of Bellevue in any 
capacity.  
 

2. “Personal Relationship” shall mean dating, cohabitation, marriage and/or having 
an intimate sexual relationship. Dating includes, but is not limited to casual dating, 
serious dating, casual sexual involvement where the employees have no intention 
of carrying a long-term relationship, cohabitation and any other conduct or 
behavior normally associated with romantic or sexual relationships. This definition 
applies regardless of the sexual orientation or gender of the employees involved.  

In keeping with its commitment to provide equal opportunity to all City employees and in order to 
avoid potential conflicts of interest, favoritism, exploitation, harassment or breaches of professional 
standards, the City of Bellevue prohibits personal relationships between a supervisor and a 
subordinate. Further, the City further prohibits any personal relationship as defined above unless 
the personal relationship is reported to as outlined below.  
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Reporting and Review:  

a. Reporting: Any supervisor who becomes aware of a personal relationship with any of 
their direct reports shall have the obligation to report, in writing, such personal 
relationship to the City Administrator and Human Resources Director within five (5) 
calendar days.  
 
If a personal relationship between employees develops, it is the responsibility and 
obligation of the employees involved to disclose the existence of the relationship to the 
City Administrator and Human Resources Director within five (5) calendar days.  
 
If at the time of the implementation of this policy a personal relationship exists, the 
same must be disclosed to the City Administrator and Human Resources Director 
within ten (10) days of signing receipt of this Employee Handbook.  
 

b. Review: The City Administrator shall review, with the assistance of the Human 
Resources Director, if any personal relationship between employees creates potential 
for misunderstandings, actual or potential conflicts of interest, potential complaints of 
favoritism, potential claims of sexual harassment, has the potential to effect employee 
morale, potential for creating a hostile work environment, potential for harassing, 
demeaning, unprofessional work environment, or presents concerns regarding 
supervision, safety, security and/or morale or if it impairs the work for any employee 
and/or dissension problems that can potentially result from personal relationships 
between employees within the City.  
 
If it is determined by the City Administrator that there is a potential for any of the 
above circumstances as described that arises because of a personal relationship 
between employees, even if there is no line of authority or reporting involved, the 
employees may be separated by reassignment within the City. The individuals involved 
will be given the opportunity to decide who would transfer and if no decision is made 
by the individuals within 15 calendar days, the City Administrator may determine who 
will be transferred. The City of Bellevue reserves the right to take prompt action if an 
actual or potential conflict of interest arises concerning individuals who engage in 
personal relationships that may affect terms and conditions of employment.  
 
If fraternization between employees leads to actual conflicts or issues in the work 
place, the individuals involved may be subject to disciplinary action.  
 
In all circumstances, consent by the parties may not be considered a defense against a 
charge of fraternization if any proceeding conducted under this policy or Employee 
Handbook.  

J. LACTATION/BREASTFEEDING POLICY 

Breastfeeding employees are allowed to express milk during work hours using their normal breaks 
and meal times.  If time should be needed beyond the usual break times, employees may use other 
forms of paid leave.  A private room (not a toilet stall or restroom) will be available for employees 
to express milk.     
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K. OUTSIDE EMPLOYMENT 
 

Employees may engage in outside employment so long as that employment does not create a 
conflict of interest or a conflict with the performance of his/her duties with the City.  Employees 
that do engage in outside employment must report the place of business and type of position to their 
Department Director.  

L. PERFORMANCE MANAGEMENT 

The foundation of Performance Management begins with the City of Bellevue’s mission, vision, 
statement, goals, and core values. The basic purpose of Performance Management is to: understand 
what work is to be accomplished; plan together how work will be accomplished; and determine 
together whether employee performance achieved the expectations of their job description as well 
as City policy.  The information obtained during the Performance Management process will be 
used to determine overall job performance.  The City utilizes the Performance Evaluation Form as 
found on the City intranet.  

M. CONFIDENTIALITY 

Upon accepting employment with the City of Bellevue, employees must act in such a manner that 
would reasonably provide for the nondisclosure or use of any confidential information, either 
during or after employment.  Employment assumes an obligation to maintain confidentiality, and 
this applies after leaving City employment as well.  City employees who do not maintain 
confidentiality of sensitive and restricted City information could be subject to disciplinary action 
up to and including termination. Employees acknowledge that all confidential business 
information, personal information, and other employee personnel information (“Protected 
Information”) that an employee may obtain as part of their job function while employed by the City 
shall be deemed confidential and proprietary to the City. Employees shall maintain the 
confidentiality of such Protected Information whether or not the Protected Information falls within 
the definition of confidential information in any other agreement between the City and Employee.   

N. RECORDINGS 

The City of Bellevue has a strong interest in maintaining a safe and secure working environment. 

For these reasons, an employee may only use electronic recording devices in the work environment 
if: 

1. All employees that may be recorded have been informed in advance; or  
 

2. The City Administrator or Department Director has authorized the recording as part of 
an internal affairs investigation, criminal investigation, or other work-related purpose. 
 

Examples of electronic recording devices include, but are not limited to, cellular telephones, digital 
cameras, stand-alone video cameras, Internet accessible webcams, video recorders, audio 
recorders, body-cameras, dash-cameras and software designed to monitor computer use by a 
specific user.   

The employee(s) being recorded may also record the interaction or conversation. 
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This policy is not intended to infringe on an employee’s right to engage in activity protected by 
law.   

A violation of this policy may result in disciplinary action, up to and including termination. 

O. ADMINISTRATION OF DOCUMENTS 

Appropriate handling and maintaining confidentiality of City documents is a requirement.  Each 
staff member who handles department documents is responsible for maintaining confidentiality and 
to effectively manage retention of assigned documents.  If employees are questioned by someone 
outside the City regarding confidential City information, the request should be referred to the City 
Administrator for approval. 

No one is permitted to remove or make copies of confidential City records, reports or documents 
without prior Supervisor approval.  Any documents covered under public record laws are excluded 
under this policy.  Disclosure of confidential information could lead to disciplinary action up to 
and including termination, as well as other possible legal action. 

P. PERSONNEL RECORDS 

The Human Resources Department maintains employee personnel records and treats them as 
confidential.  Employees, or their designated representatives, may review their personnel records.  
The City requires a two (2) day notice to provide files for viewing.  Any outside entities (i.e. non-
personnel staff, union representative, the employee or other outside entities) will be required to sign 
an access log when viewing an employee file.  Absent a valid court order, subpoena, or government 
or law enforcement investigation, only individuals with a need to know may access personnel 
records.  All reviews of personnel records must take place in the Human Resources Department 
and no one may remove any personnel record from that department.   

It is the responsibility of each employee to promptly notify the City of any changes in personnel 
data.  Personal mailing addresses, telephone numbers, number and names of dependents, 
beneficiaries, individuals to be contacted in the event of an emergency and other such status reports 
should be accurate and current at all times.   

Q. POLITICAL ACTIVITIES 

Employees may not engage in political activities during their normally scheduled work hours, but 
may choose to use vacation or take unpaid leave to do so.  Approval of leave will be determined 
based on the guidelines of each respective policy.  Employees may not wear their official City 
uniform while engaging in political activities, regardless of the time or place of those activities. 

Employees may not use their official position or authority to campaign for or otherwise further the 
cause of any political party or candidate for public office.  Employees also may not use their official 
position or authority to give or receive political favors or to politically coerce or unduly influence 
others.   

R. REDUCTION IN FORCE 

The City may lay off an employee because of a position elimination, department re-organization, 
lack of work, or lack of funds.  When determining the order of layoffs, the City will consider an 
employee’s job performance, including disciplinary actions and performance evaluations, and 
seniority.  Written notice of a layoff will be given fourteen (14) work days prior to the effective 
date unless an emergency exists. Upon receiving the written notice of lay off, the employee may 
be requested to cease working immediately however shall receive their normal wages and benefits 
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as if they were employed and working for 14 work days. Employees will be eligible for rehire for 
a period of six months from the date their layoff.  

 

 

S. SEPARATION FROM EMPLOYMENT 

Employees wishing to retire or leave employment with the City must give their department Director 
and/or the City Administrator written notice of their intention to resign.  To allow the City sufficient 
time to fill a position, the City encourages employees in management positions to submit this notice 
at least 30 calendar days prior to their desired final work day.  The City encourages all other 
employees to submit this notice at least 14 calendar days prior to their desired final work day.   

Employees who resign or separate from the City must return all City property, including but not 
limited to laptops, cell phones, personal digital assistants, identification cards, tools, equipment, 
uniforms, keys, and key fobs, to their immediate supervisor before receiving a final paycheck.  

Employees who resign or separate from the City as a result of a reduction in force or discharge will 
receive their final paycheck on the first regularly scheduled payday following the date of separation.  
The final paycheck will include a payout of all accumulated vacation leave.   

Employees shall receive a payout of sick leave in accordance with their respective collective 
bargaining agreements; unclassified employees shall be paid out as outlined in Appendix F of this 
handbook.  Such payouts will be available in the event of their resignation/retirement in good 
standing, or death.  Discharged employees are ineligible for sick leave payouts in any amount. 

Employees who separate from employment with the City in good standing are eligible for re-hire.  
Employees who separate from employment with the City as a result of a discharge are ineligible 
for re-hire. 

T. SOLICITATION AND DISTRIBUTION 

To prevent the disruption of work and to maintain a business-like work environment, the City 
prohibits the distribution of printed materials, selling of products or services, or solicitation for any 
purpose during actual working time.    With prior written approval of your Department Director, 
employees may place printed materials and/or solicitations on employee bulletin boards and/or on 
City property.   

U. TRAVEL POLICY 

 See Appendix D for the City’s travel policy. 

V. SMOKE-FREE WORKPLACE  

The City prohibits smoking and/or vaping in any City building, facility, vehicle or equipment.  In 
accordance with Nebraska law, any person violating the Nebraska Clean Indoor Air Act may be 
charged with a misdemeanor and subject to disciplinary action in accordance with the City’s 
progressive discipline policy.  Violations of this policy, should they not violate the Nebraska Clean 
Indoor Air Act, are still subject to progressive discipline.  
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W. APPEARANCE/DRESS POLICY 

All employees are required to dress appropriately for a business/customer service environment.  
Directors may specify any additional or alternative requirements necessary for reasons of employee 
safety or public health.  

  Guidelines for employees who wear uniforms to work:  

a. Employees who wear a uniform of any type, including a simple uniform shirt, must be in   
uniform on all work days unless otherwise approved by the employee’s department Director or 
the Director’s authorized designee.  

b.   Employees shall only wear the prescribed uniform when “on duty” or when traveling to or     
      from work unless previously approved by the employee’s department Director or the Director’s  
      authorized designee.  

c.   If departmental uniform policy differs from this policy, employees shall comply with their  
      departmental policy. 

  Employees who are furnished uniforms by the City will wear the uniforms during working  
  hours.  Any employee required to wear a uniform who reports to work out of uniform will be sent  
  home for the day without pay.  Employees who are called back to work after regular hours may  
  work without the uniform only if circumstances require that they report for work immediately.  If  
  time allows for a change of clothing, they will be expected to work in uniform. 

  Uniforms are property of the City, and as such the City expects that they shall be kept clean and in  
  good repair by the employee.  No uniform item will be altered by removing the sleeves, cutting the  
  pants to convert to shorts, or any other such alteration.   

  During cold weather, personal articles of clothing may be worn under City uniform if desired by  
  the employee for additional warmth.  

  The City will replace uniform items which, as a result of reasonable wear and tear or that were  
  damaged in the performance of official duty, no longer reflect favorably on the City.  Employees  
  desiring replacement item(s) will submit a Request for Replacement to their Superintendent or  
  department head for those employees not having a Superintendent, who will decide whether a  
  replacement item should be provided by the City.  Superintendents may also instruct employees to  
  request a replacement uniform item if deemed necessary and will also determine whether jeans    
  being worn at the employee’s option are acceptable as part of the uniform.  While normal wear and  
  tear is expected, uniform items which are lost or stolen, or are damaged through negligence or  
  deliberate act on the part of the employee, shall be replaced at the employee’s cost and such  
  employee will be subject to disciplinary action, up to and including termination. 

  Approved Requests for Replacement will be forwarded by Superintendents to a designated  
  individual who will order the replacement item, charge the replacement cost to the appropriate  
  budget code, and record the replacement order on the appropriate individual uniform receipt form. 
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  When the replacement item is received, the employee will turn in the item being replaced and  
  acknowledge receipt of the new item by signature on the uniform receipt form.  Employees are  
  required to return all issued uniforms upon separation from the City.  If all issued uniforms are not  
  returned, the city will deduct the cost of the uniforms from the employee’s final paycheck. 

X. RETALIATION  

It is a violation of City policy to retaliate against, intimidate, or harass any individual who exercises 
his/her rights or files a complaint under any of the City’s policies, opposes any act or practice that 
violates City policy, or participates in any investigation, review, or hearing related to a complaint 
filed under City policy. Any member of management who knowingly allows or tolerates retaliation 
is in violation of this policy as well.  All reported violations will be investigated by the City. 

If you believe you are the subject of retaliation, you must report your concerns to one of the 
following individuals within thirty (30) days: (1) your immediate supervisor; (2) your department 
Director; or (3) the Human Resources Director.  Supervisors receiving a complaint must 
immediately report it to their department Director or the Human Resources Director.   

Y. WHISTLEBLOWER 

The City will protect employees who exhibit good faith in reporting what they reasonably consider 
to be violations of federal, state or local statutes, or conditions that would put their health or safety, 
or that of other employees, at risk.  The City has established reporting procedures for all such 
violations, conditions or circumstances, and we ask that our employees give us the opportunity to 
investigate and act to correct the problem.  No employee will be discharged, retaliated against, or 
discriminated against in any manner for reporting what they in good faith believe to be such 
problems. 

Z. GRIEVANCE PROCEDURE 

The City designed the following three-step procedure to address and resolve employee grievances 
concerning his/her suspension, demotion, discharge or the application or interpretation of City 
policy.  Failure to present a grievance, as well as failure to appeal a grievance, within the time 
period specified will void and prevent any future consideration of the grievance.  Failure to answer 
within the time allowed, at any step, will allow the person filing the grievance to appeal to the next 
step.      

STEP 1: An employee wishing to file a grievance must submit the following information 
in writing to his/her immediate supervisor within ten (10) business days of the 
action giving rise to the grievance:  

1. The employee’s name;  
2. A detailed description of the action(s) on which the grievance is based;  
3. The date(s) of the action(s);  
4. The names of all witnesses to, or persons with knowledge of, the 

action(s);  
5. The City policy(ies) and/or procedure(s) allegedly violated, if applicable; 

and,  
6. The requested remedy.  

The employee’s immediate supervisor will review the grievance and may meet 
with the employee to discuss the grievance.  The immediate supervisor will 
consider the information presented and issue a written decision to the employee, 
typically within ten (10) business days of receiving the written grievance. 
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STEP 2:  An employee who is dissatisfied with his/her immediate supervisor’s written 
decision may appeal that decision to his/her department Director.  Within five 
(5) business days from the date of the immediate supervisor’s decision, the 
employee must submit a copy of the initial grievance and the immediate 
supervisor’s decision to the department Director.  The department Director will 
review the employee’s grievance and the immediate supervisor’s decision and 
may meet with the employee.  The department Director will consider the 
information presented and issue a written decision to the employee, within ten 
(10) business days of receiving the appeal. 

STEP 3:  An employee who is dissatisfied with his/her department Director’s written 
decision may appeal that decision to the City Administrator.  Within five (5) 
business days from the date of the department Director’s decision, the employee 
must submit to the City Administrator a copy of the initial grievance, the 
immediate supervisor’s decision, the department Director’s decision, and if 
desired, a request to meet with the City Administrator.  The City Administrator 
will review and consider the information presented.  The City Administrator will 
meet with the employee, if requested (so long as employee has already complied 
with Step 1 and 2, and the department Director, Human Resources Director 
and/or legal counsel may attend the meeting.  The City Administrator will issue 
a written decision to the employee, typically within ten (10) business days of 
receiving the appeal or meeting with the employee. 

None of the above precludes the possibility of meetings at any step of the grievance procedure 
among the parties involved to discuss and attempt to settle the issues involved.  Copies of the 
grievance, and the answers thereto, at all steps in the procedure outlined above will be submitted 
to the City Administrator who shall determine the distribution of said grievance.  If an employee is 
called upon to give testimony on his or her grievance, said employee will have the right to be 
represented by any person of their choice if the employee so desires.  An extension to the number 
of days in any step must be mutually agreed upon by the City and the employee.  The grievance 
procedure in any respective collective bargaining agreement will be utilized for those employees 
that such agreement covers.  

AA. PRESS RELEASE POLICY 

 See Appendix C for information regarding the City’s press release policy. 
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IV. SAFETY AND SECURITY POLICIES 

A. CELL PHONES AND PDA’S 

The City recognizes that many employees have personal cell phones and/or personal digital 
assistants (“PDAs”) used for non-work-related matters.  To foster productivity and limit disruption 
in the workplace, employees may only use these devices for non-work-related matters during 
breaks and meal periods or in emergency situations. 

To ensure the safety of all City employees and general public, cell phones and City radio use are 
discouraged while operating City vehicles/equipment, except for emergency vehicle operations.  
Whenever possible, pull over to a safe area and park the vehicle before answering or making a call.  
The act of sending, receiving or reading any electronic message (text, email, etc.) while operating 
City vehicles/equipment is strictly prohibited.    

B. PHYSICAL EXAMINATIONS 

The City may require an employee, as a condition of employment or continued employment, to 
submit to undergo a physical examination when related to the applicant’s or the employee’s job 
and consistent with business necessity.  The City will pay for the cost of the examination.  The City 
will also select a health care provider to perform the examination, who will determine whether the 
employee is fit for duty and able to perform the essential functions of his/her job and/or whether 
the employee will not pose a risk of substantial harm to himself/herself or the health or safety of 
others.  The City will maintain the confidentiality of all information regarding the applicant’s or 
the employee’s medical history and will disclose the results only to those with a need to know.       

The City expects applicants and employees to provide accurate and complete information to the 
health care provider, which includes the disclosure of the need to use prescription and/or 
nonprescription legal drugs at work.  At any time of employment, employees who need to use 
prescription or nonprescription legal drugs while at work must report this requirement to their 
supervisor if the use might impair their ability to perform the job safely. Depending on the 
circumstances, employees may be reassigned, prohibited from performing certain tasks or 
prohibited from working if they are determined to be unable to perform their jobs safely while 
taking prescription or nonprescription legal drugs.  The City will withdraw a conditional offer of 
employment, and will give no further consideration, to applicants who provide inaccurate or 
incomplete information to the health care provider or who refuse to submit to or do not pass a 
physical examination.  The City will discipline, up to and including discharging, employees who 
fail to provide accurate or incomplete information to the health care provider or who refuse to 
submit to a physical examination. 

C. DRUG AND ALCOHOL-FREE WORKPLACE 

The City seeks to maintain a drug-free workplace for the safety and health of its employees and 
citizens.  Being impaired may pose serious safety and health risks, not only to the user, but to all 
employees and citizens exposed to the user as well as the security of the City's equipment and facilities.  
The possession, use or sale of alcohol or illegal drugs in the workplace pose unacceptable risks for the 
City's safe and efficient operations.  Accordingly, it is the City's right, obligation and intent to maintain 
a safe and efficient working environment for all of its employees and to protect City property, 
equipment, operations, and citizens.  This Policy applies to all employees as well as prospective 
employees. 
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1. Substances 
 

a. Illegal Drugs1 and Alcohol2: The City prohibits employees from being under the         
influence of, or using, in possession of, manufacturing, purchasing, selling, 
dispensing, or distributing alcohol or illegal drugs while performing work for the 
City, while operating City vehicles or equipment, or while on City property.  This 
policy does not prohibit employees who are not performing work for the City or 
operating City vehicles or equipment from consuming, possessing, purchasing, 
selling, dispensing or distributing alcohol at City-sponsored or City-sanctioned 
social functions on City property.   
 

b. Legal Drugs3: The City further prohibits employees from using or being under the 
influence of any legally obtained drug, whether prescribed or over-the-counter, 
while performing work for the City, while operating City vehicles or equipment, 
or while on City property to the extent such use or influence may affect:  (1) the 
safety of the employee; (2) the safety of other City employees or members of the  
public; (3) the employee’s job performance; or, (4) the City’s safe or efficient  
operation.  Employees are under no obligation to reveal use of a legally obtained 
drug unless they know or reasonably should know that the drug would have one or 
more of these effects.   
 

c. Cannabidiol4: The City does not prohibit the use of Cannabidiol (also known as 
CBD), however any employee using any Cannabidiol or CBD products should use 
said product at their own risks because the City does prohibit tetrahydrocannabinol 
(THC). Some Cannabidiol and/or CDB may contain THC, the psychoactive 
ingredient found in marijuana that produces a high. Should any employee decide to 
utilize Cannabidiol/CBD and the employee test positive for THC from the purported 
use of the products, the City may impose disciplinary action.  
 

 
1 "Illegal Drug" means:  Any drug (a) which is not legally obtainable; or (b) which is legally obtainable but has not been 
legally obtained.  The term includes prescribed drugs not legally obtained and prescribed drugs not being used for 
prescribed purposes.  This definition also includes marijuana, even if such substance is legal in a state other than Nebraska. 
2 Alcohol means any product of distillation of any fermented liquid, whether rectified or diluted, whatever may be the 
origin thereof, synthetic ethyl alcohol, the four varieties of liquor, alcohol, spirits, wine, and beer, as further defined 
in Nebraska Revised Statute 53-103.01, 53-103.03, 53-103.38 and 53-103.42, every liquid or solid patented or not, 
containing alcohol, spirits, wine, or beer and alcohol used in the manufacture of denatured alcohol extracts, syrups, or 
medicinal, mechanical, scientific, culinary, and toilet preparations. (State Law Reference: Neb. Rev. Stat. 48-1902(1)). 
3 "Legal Drug" includes prescribed drugs and over-the-counter drugs which have been legally obtained and are being 
used for the purpose for which they were prescribed or manufactured. 
4 “Cannabidiol or CBD” comes from either the marijuana plant or the hemp plant. It was made available to consumers 
by the 2018 Farm Bill, which allows for production and sale of CBD products. Pure CBD does not contain 
tetrahydrocannabinol (THC). CBD products come in several forms including makeup, oils, lotions, creams, vapors, 
beverages and various edibles. Most CBD products are not regulated by the FDA with the exception of a prescription 
oil known as Epidiolex. Some CBD products may contain THC. Currently, there is not a test kit available that can 
presumptively distinguish between legal Hemp/CBD and illegal cannabis/THC. 



34 
 

Employees must inform their supervisor within 24 hours of being given a citation and/or receiving 
a conviction of a drug or alcohol related offense committed while the employee was on work 
premises or representing the City in any official capacity. 

Employees who are off duty and under the influence of alcohol or drugs must refuse emergency 
calls. 

2. Drug and Alcohol Screening 

At the City’s discretion, it may require an employee to submit to drug and/or alcohol testing 
in the following circumstances: 

a. Pre-employment. The City requires all applicants, upon receiving an offer of 
employment with the City, to submit to a drug and/or alcohol test.  Employment 
with the City is conditional on passing that test.  The City will withdraw a 
conditional offer of employment, and will give no further consideration, to 
applicants who refuse to submit to, or fail, drug and/or alcohol testing.  
 

b. Reasonable Suspicion. The City may require an employee to undergo such testing 
where management has a reasonable suspicion based on observation or reports to 
believe that an employee is using or has used drugs and/or alcohol in violation of 
this policy.  The Human Resources Director should be consulted before sending 
an employee for testing. All levels of supervision making this decision must use 
the Observation Checklist (located on City Intranet and HRIS system) to document 
specific observations and behaviors that create a reasonable suspicion that the 
person is under the influence of illegal drugs or alcohol. If the results of the 
Observation Checklist indicate further action is justified, the manager or 
supervisor, along with another member of management, should confront the 
employee with the documentation. Under no circumstances will the employee be 
allowed to drive himself or herself to the testing facility. A member of 
supervision/management must escort the employee; the supervisor/manager will 
make arrangements for the employee to be transported home.  
 

c. Injury or Accident. The City may require an employee to undergo drug and/or 
alcohol testing if the employee: sustains a personal injury in the workplace that  
requires medical treatment beyond first aid; has an injury that results in days away 
from work, restricted work or transfer to another job; has an injury that results in 
loss of consciousness; has been involved in a workplace accident where another 
individual has sustained a personal  injury resulting in medical treatment; is 
involved in any incident resulting in the loss of human life; receives a ticket for a 
moving traffic violation arising from an accident; is involved in a workplace 
accident resulting in property damage of $1,000 or more.  
 

The City generally will use the collection and testing procedures established by the State of 
Nebraska and the United States Department of Transportation for drivers of commercial motor 
vehicles.  The City will pay the cost of all initial and confirmatory drug and/or alcohol tests, and 
will pay any lost wages for submitting to tests before or after an employee’s regular work hours.  
The City will treat as confidential the results of drug and/or alcohol testing and will disclose the 
results only to those with a need to know.  An employee's consent to submit to testing is required as 
a condition of employment.  Any employee who refuses to submit to a required drug or alcohol test, 
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or who attempts to invalidate or commit fraud concerning the test, or who fails to appear for a 
scheduled test in a timely manner, without prior written permission from the City, will be discharged. 
 

3. DUI and DWI 

Any City employee that is arrested for Driving Under the Influence (DUI) or Driving While  
Intoxicated (DWI) is required to notify their supervisor as soon as possible.  Should an 
employee have their operator’s license or Commercial Driver’s License (CDL) suspended 
or revoked due to a DUI or DWI the employee must notify their supervisor immediately.  
Any employee required by his or her respective position to have and maintain an operator’s 
license and/or Commercial Driver’s License (CDL), and is convicted of Driving Under the 
Influence (DUI) or Driving While Intoxicated (DWI), will be subject to disciplinary action 
as outlined in section 4 of this policy.  As described in City-owned vehicle policy, no 
employee may operate a City owned motor vehicle under a temporary or probationary 
license.  Notwithstanding travel to and from work, it is the City's policy that such 
employees may not use their personal vehicle for business purposes during work hours. 

4. Disciplinary Action 
 
Any employee that violates any provision of the City’s Drug and Alcohol-Free Workplace 
policy is subject to disciplinary action, up to and including termination.  Based upon a review 
of the employee's overall work record (including, but not limited to, attendance, prior 
disciplinary actions within the last 3 years as well as performance evaluations) and the 
circumstances of the case (including, but not limited to, the ability of the City to reasonably 
accommodate the employee if modified job duties would  be necessary as well as the severity 
of the offense), the City may decide to forego termination and impose another form of 
discipline (suspension, demotion, or any combination of the two) and  
require that the employee submit to rehabilitation and place the employee on a "Last Chance” 
agreement.   
 
In such event, the employee must immediately enroll in and successfully complete an 
approved rehabilitation program, of which, the employee will be responsible for all related 
costs.  An employee required by the treatment program to take time off must use accumulated 
sick leave, compensatory time or vacation leave to the extent it is available in the employee’s 
account.  Employees who do accept a “Last Chance” agreement as a term of continued 
employment are subject to follow-up testing as outlined in section 2d of the City’s Drug and 
Alcohol-Free Workplace policy.             
 
The "Last Chance" agreement shall apply to current employment, and if applicable, 
subsequent reemployment(s) for a period not to exceed 15 years of total employment.  If the 
employee on a "Last Chance" agreement tests positive in follow up testing, or tests positive 
under reasonable suspicion or post injury/accident, they will be subject to immediate 
termination.  
 
Additionally, should any employee on a “Last Chance” agreement, that is required by his or 
her respective position to have and maintain an operator’s license and/or Commercial 
Driver’s License (CDL), be convicted of subsequent Driving Under the Influence (DUI) or 
Driving While Intoxicated (DWI) offenses, they will be subject to immediate termination.  
The employee will waive all rights to contest any termination resulting from a violation of the 
“Last Chance” agreement. 
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The City encourages employees who suffer from alcohol or drug abuse to obtain treatment.  It 
is the employees' responsibility to seek assistance before alcohol and drug problems lead to 
disciplinary action, which may include discharge.  The employee's decision to seek assistance, 
will not be used as the basis for disciplinary action and will not be used against the employee 
in any disciplinary proceeding.  Once a violation of this Policy occurs, seeking or undergoing 
rehabilitation will not necessarily lessen disciplinary action and may, in fact, have no bearing 
on the determination of appropriate disciplinary action. 

D. MODIFIED DUTY 

It is the policy of the City that eligible employees have the opportunity to work in modified duty 
assignments when available and consistent with operational needs and without posing an undue 
hardship to the City.  Sworn employees of the Police and Fire Departments will follow the Modified 
Duty policy as defined in their respective collective bargaining agreements as well as the standard 
operating procedures of their departments. 

 Eligible employee means any employee who: 

1. Suffers from a work-related related or non-work-related, medically certified 
illness injury, or pregnancy requiring treatment by a licensed healthcare 
provider; and,  
 

2. because of that condition, is temporarily unable to perform all of the essential 
functions of his/her regular assignment, but is capable of performing some of 
those functions or an alternative assignment.   

Eligible employees in full-time positions will receive preference for modified duty assignments.  A  
modified duty assignment is a temporary assignment to a position or special project within the  
eligible employee’s department or in another department that: (1) may involve duties outside the 
scope of the employee’s regular duties; (2) will not affect the employee’s pay classification or  
increases, promotional opportunities, or fringe benefits; and, (3) will not involve overtime.  A  
modified duty assignment for pregnancy and non-work-related injuries and illnesses may not 
exceed an aggregate of six months, or 1040 work hours, during any 24-month period.  

An employee seeking a modified duty assignment must submit to their immediate supervisor: (1) 
a written request to return to work; and, (2) a return-to-work certificate signed by a licensed  
healthcare provider who acknowledges that he/she has reviewed the employee’s job description 
and describes the nature and probable duration of any work restrictions.  The immediate supervisor 
shall immediately forward these documents to his/her department Director, who shall immediately 
forward them to the Risk Manager (Return-to-work Coordinator).  The Risk Manager (Return-to-
work Coordinator) will determine whether the employee is eligible and will notify the employee of 
that determination.  Eligible employees also will receive notice of their modified duty assignment 
based on the employee’s knowledge, skills, abilities, and restrictions as well as departmental needs; 
the date their assignment will begin; and, the name of the supervisor to whom they must report.   

Eligible employees may decline a modified duty assignment.  However, if the assignment is 
consistent with the recommendations of the employee’s healthcare provider, the employee may not 
return to work and must use paid leave (or unpaid, only if paid leave is not available) until his/her 
healthcare provider certifies that he/she is able to perform all of the essential functions of his/her 
regular assignment (i.e. full duty with no restrictions).   

Eligible employees who accept a modified duty assignment must comply with the rules and 
expectations of the department and/or division to which they are assigned.  Supervisors of 
employees on modified duty assignments shall assign, and employees shall only accept, duties that 
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are consistent with the employees’ medical restrictions.  While on modified duty, eligible 
employees must cooperate with any requests by the Risk Manager (Return-to-work Coordinator) 
for information related to their duties, restrictions, and/or condition.  Eligible employees must also 
submit to a re-evaluation of their condition by their healthcare provider if requested by Risk 
Manager (Return-to-work Coordinator).  Prior to concluding a modified duty assignment, eligible 
employees must submit a completed return-to-work certificate to the Risk Manager (Return-to-
work Coordinator).   

E. CITY-OWNED VEHICLES 

City vehicles are provided to support work activities and are to be used only by qualified and 
authorized employees. Such use shall be in accordance with the rules and regulations of the Internal 
Revenue Service pertaining to the use of vehicles owned by employers. In all cases, these vehicles 
are to be operated in strict compliance with motor vehicle laws of the jurisdiction in which they are 
driven and with the utmost regard for their care and cost.  Seat belts will be worn at all times when 
driving or riding in a City vehicle. 

1. Authorization: Employees who are authorized to use a City vehicle must meet the following 
requirements: 

a. Must be at least 18 years of age; 
b. Must meet licensing requirements for the class of vehicle being operated; 
c. Comply with all restrictions listed on their driver’s license; 
d. Must consent to the City obtaining their official driving record, if requested;  
e. Wear seat belts and ensure that all passengers are wearing seat belts;   
f. Operate the vehicle in a safe manner;  
g. Obey all federal, state, and local laws, regulations, and rules of the road;  
h. Drive defensively to avoid injuries and property damage;   
i. Notify their Department Director or the City Administrator should they receive a 

citation while driving a City vehicle; and,   
j. Keep vehicles clean and free of debris.    

 
2. Disqualifications: Employees cannot have any of the following violations: 

a. Been convicted of three or more moving violations or at fault accidents in the past 36 
months; or 

b. Has been convicted of fleeing or eluding police, leaving the scene of an accident, 
passing a stopped school bus, reckless driving, or willful reckless driving in the past 
36 months. 

 
3. Restrictions: The City employees from: 

a. Using a cell phone or electronic device for texting, emailing, or other forms of written 
electronic communication;  

b. Smoking and/or vaping in City vehicles at any time;  
c. Being under the influence of or using alcohol or illegal drugs; and  
d. Being under the influence of or using legal drugs that may affect the employee’s job 

performance, the City’s safe or efficient operation, or the safety of the employee, other 
City employees, or members of the public.   
 

4. Review of Motor Vehicle Record: State Motor Vehicle Records (MVRs) will be used as the 
source of verifying driver history. MVRs will be obtained and reviewed at least annually for 
employees who operate City vehicles. Driving privileges will be withdrawn or suspended for 
any authorized driver not meeting the above requirements. In addition, appropriate disciplinary 
action may be taken.  Employees who operate City vehicles must immediately notify their 
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department Director or the City Administrator if their driver’s license is expired, revoked or 
suspended.  Employees who are unable to operate a City vehicle in the performance of their 
job duties are subject to disciplinary action up to and including termination. 
 

5. Traffic Violations and Drug Testing: Fines for parking or moving violations are the personal 
responsibility of the assigned operator. The City will not condone nor excuse ignorance or 
traffic citations that result in court summons being directed to itself as owner of the vehicle. 
 
Each driver is required to report all moving violations to their immediate Supervisor within 24 
hours. This requirement applies to violations involving the use of any vehicle (City, personal, 
or other) while on City business. Failure to report violations will result in appropriate 
disciplinary action.  Traffic violations resulting in a citation incurred during non-business hours 
that will affect your drivers’ license as well and are subject to review. 
 
When an accident involves a City vehicle of any type the City reserves the right to require a 
drug and/or alcohol test on the driver within two hours by a medical facility.  Employees must 
immediately call the non-emergency police number to report all accidents involving a City 
vehicle and get a police report.  They must then notify their department Director or the City 
Administrator when an accident occurs.  The City may hold employees personally liable for 
the negligent or careless use of City vehicles.   
 

6. Operation of City Vehicles Under a Probationary or Temporary License: No employee 
may operate a City owned motor vehicle under a temporary or probationary license. 
Notwithstanding travel to and from work, it is the City’s policy that such employees may not 
use their personal vehicle for business purposes during work hours.  Paper licenses issued by 
the state that afford the driver all normal driving privileges are not considered temporary 
licenses under this policy.   

F. PET POLICY 

The City of Bellevue is responsible for assuring the health and safety of all employees. In keeping 
with this objective, the City of Bellevue does not permit employees to bring their household pets 
to work. Animals may pose a threat of infection and may cause allergic reactions in other 
employees. Some employees may feel threatened or be distracted by the presence of animals. In 
addition, the City of Bellevue wishes to prevent pets from fouling the office space or damaging 
City property. 

 

 

 
 

An employee who requires the help of a service animal will be permitted to bring a service animal 
to the City of Bellevue workplace, provided that the animal’s presence does not: 

1. Impair and/or distract Employee so that he/she is unable to perform the essential functions 
of the job while at the same time maintain custody and control of the animal; or 

2. Have an unreasonable impact on other City of Bellevue employees or the operation of City 
business. 

 

SERVICE ANIMALS ARE NOT PETS 
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Additionally, the animal cannot have a history of dangerous behavior or begin to exhibit any 
dangerous behavior. The animal must be housebroken and may not otherwise have health issues 
that cause a direct threat to the health and safety of others. The animal may not be allowed if it 
causes an allergic reaction to another employee in the same workplace. 
 
In order to be allowed to bring a service animal into the workplace, an employee shall submit the 
certification or verification to the Human Resources Director showing that the animal is certified 
as a service animal and shall confirm in writing with the Human Resources Director that the animal 
does not have a history of dangerous behavior, that the animal is housebroken, and that the animal 
does not otherwise have health issues that may cause a direct threat to the health and safety of 
others. Said documentation shall be maintained in the employee’s personnel file.  
 
Any individual with a grievance regarding a service animal at the office should bring the matter to 
the attention of the employee’s immediate supervisor or the Human Resources Director. 
 

 
V.  EMPLOYEE CONDUCT & DISCIPLINE POLICIES 

 
A. CODE OF ETHICS 
  

The City expects all of its employees, as employees and representatives of the City and its citizens, 
to demonstrate the highest standards of ethics and business conduct.  Toward that end, employees 
shall abide by the Code of Ethics adopted by the City Council and contained in Appendix A of this 
handbook.    

 
B. GENERAL RULES OF CONDUCT 
 

As an integral member of the City’s employment team, employees shall accept certain 
responsibilities, adhere to acceptable business principles, and exhibit a high degree of customer 
service and personal integrity at all times.  The City will comply with all federal, state and 
municipal statutes. 

C. CONDUCT STANDARDS 

In addition to the Code of Ethics, the City requires its employees to abide by standards and rules 
that foster a safe and healthy workplace, ensure the highest quality of service to citizens and 
businesses, and protect the City’s reputation and property.  The City, therefore, prohibits employees 
from conducting themselves in a manner that is inconsistent with these principles.    
 
The following is a non-exhaustive list of conduct that the City prohibits and considers sufficient 
cause for disciplinary action: 

1. Adversely affecting relations with employees, customers, citizens or vendors. 
2. Abusing the City’s leave policies.  
3. Engaging in disrespectful, discourteous, belligerent, or abusive behavior. 
4. Habitual or excessive absenteeism or tardiness. 
5. Dishonesty and/or providing false or misleading information, or omitting to provide 

information, to the City or its employees, customers, citizens or vendors. 
6. Avoiding, refusing, neglecting or failing to perform work duties. 
7. Destroying, damaging, sabotaging, misappropriating, misusing, stealing or tampering with 

the property of the City or its employees, customers, citizens or vendors.  
8. Unauthorized or inappropriate use of City property. 
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9. Insubordination, or refusing or failing to follow a supervisor’s order or instruction. 
10. Causing or threatening to cause injury to individuals or property. 
11. Failing to report work-related injuries, illnesses, accidents or damages.  
12. Using abusive, vulgar, profane, threatening or obscene language. 
13. Falsifying records, reports, or documents, including employment application.  
14. Inducing, attempting to induce, or participating in the inducement or attempted inducement 

of, a City officer or employee to commit an illegal act or violate City policy.    
15. Leaving one’s work station or area without a supervisor’s permission. 
16. Gambling or conducting, soliciting or participating in lotteries, pools or other games of 

chance on City property without previously obtained Director permission.   
17. Incompetence, or engaging in sub-standard work performance, conduct, or quality that 

results in a loss of confidence or trust in the employee or his/her ability to perform at an 
acceptable level. 

18. Working unauthorized overtime and/or failing to properly record time worked and time 
off. 

19. Engaging in harassing, discriminating, threatening, intimidating, or retaliatory conduct. 
20. Working under the influence of drugs and/or alcohol (in violation of the Drug and Alcohol-

Free Workplace Policy).  
21. Misrepresenting City policies and procedures. 
22. Discussing or divulging confidential information to any person not authorized to receive 

said information. 
23. Abusing or misusing one’s position or authority. 
24. Inability to get along with coworkers or the public. 
25. Violating federal, state or local law. 
26. Violating City policy and/or the policies in this Handbook.  
27. Using City property for personal gain, benefit or reasons, including the conduct of personal 

business during paid time on the City clock.   
28. Use of City position for private gain.  
29. Engaging in any conduct that the City deems unprofessional or unbecoming, reflects 

adversely on the employee or the City, damages the City’s reputation, or that is inconsistent 
with reasonable rules of conduct or the City’s best interests.  

30. Failure to comply with State Constitution, State Statutes, an executive order, rules and 
regulations of the employing department. 

D. DISCIPLINE AND DISCHARGE 

The City may take disciplinary action, up to and including termination, when behavioral and/or 
performance issues arise.  The City Administrator, department Director, or their designee may place 
an employee on paid administrative leave pending the outcome of an investigation into a complaint 
or potential violation of City policy.   

When the City deems it appropriate under the circumstances, the City will use progressive 
discipline as outlined below.  However, the City may combine or skip steps depending on, among 
other factors, the nature of the issue, the facts of each situation, mitigating and aggravating factors, 
and the employee’s disciplinary history, regardless of whether the current issue is the same or 
different than any past problem.   

Disciplinary procedures for the Police and Fire Departments must conform to those established by 
the Civil Service Commission.  Discharge and discipline procedures as set forth by Civil Service 
Commission Rules and Regulations, City Ordinance and collective bargaining agreements shall 
supersede this policy where applicable. 
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1. Verbal Warning: A supervisor or department Director may give an employee a verbal 
warning that will involve a discussion of the nature of the problem, the expectations for 
performance improvement and/or problem resolution, and the potential for further 
disciplinary action. The supervisor or department Director will document the verbal 
warning, provide a copy to the employee, and place the verbal warning in the employee’s 
personnel file. 

2. Writing Warning: A supervisor or department Director may give an employee a written 
warning that will identify the nature of the problem, the expectations for performance 
improvement and/or problem resolution, and the potential for further disciplinary action.  
The supervisor or department Director will provide a copy of the written warning to the 
employee and place the written warning in the employee’s personnel file.   
 

3. Suspension and/or Demotion (Final Warning): A department Director may recommend, 
in writing, that the City Administrator demote and/or suspend an employee for up to 30 
days.  Any employee that is suspended will serve his or her suspension without pay.  In 
his/her recommendation to the City Administrator, the department Director will identify 
the nature of the problem and the reasons for his/her recommendation.  The department 
Director will provide a copy of the recommendation to the employee. 
 

4. Termination: A department Director may recommend, in writing, that the City 
Administrator terminate an employee.  In his/her recommendation to the City 
Administrator, the department Director will identify the nature of the problem and the 
reasons for his/her recommendation.  The department Director will provide a copy of the 
recommendation to the employee. 
 
Prior to the City Administrator adopting, modifying or rejecting a department Director’s         
recommendation for suspension, demotion, and/or termination, an employee (that is not in 
their introductory period) has the right to a pre-disciplinary hearing.  At that hearing, an 
employee may present his/her version of the facts, present evidence of mitigating 
circumstances and/or exculpatory information, and call witnesses.   
 
An employee wishing to exercise his/her right to a pre-disciplinary hearing must direct 
his/her written request to the City Administrator within five business days of the 
recommendation for suspension, demotion, or termination.  The City Administrator will 
then notify the employee of the time and date of the pre-disciplinary hearing.  The pre-
disciplinary hearing will be recorded.   
 
Following the hearing, the City Administrator will issue a decision on the disciplinary  
recommendation, provide a copy to the employee, and place a copy of the decision in the 
employee’s personnel file. 
 
If the City Administrator does not receive a written request for a pre-disciplinary hearing 
within five business days of the disciplinary recommendation, the employee will be 
deemed to have waived his/her right to such a hearing and the City Administrator will issue 
a decision on the recommendation.  The City Administrator will provide a copy of his/her 
decision to the employee and place a copy of the decision in the employee’s personnel file. 
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VI.  WAGES & HOURS OF WORK 
 

A. ATTENDANCE 

The City provides important and critical services to its citizens and businesses.  To ensure that it 
continues to provide those services, the City expects all employees to be present when scheduled.  
The City deems regular attendance an essential function of all jobs and will consider your 
attendance record when making changes to employment status including, but not limited to, 
promotion, transfer, termination, demotion, and layoff decisions.   

1. Absences: If an employee must be absent or late due to the weather, illness, injury, or other 
emergency, the employee must notify his or her Supervisor or Director by a personal phone 
call, when possible, prior to the first normal duty hour.  During a long illness, an employee 
must keep his or her Supervisor or Director advised of the employee’s status and 
anticipated return date.   
 
You, or someone on your behalf, must speak directly with, leave a voicemail for, or 
email/text your immediate supervisor, or his/her designee, with an explanation of why you 
will be absent or late, and the date and/or time you will return.  You must continue to notify 
your immediate supervisor, or his/her designee, each day you are absent.  Failure to give 
timely and proper notice of any absence or late arrival may result in discipline, up to and 
including termination.  The City considers any absence of three (3) or more days, without 
the proper communication/notification to your immediate supervisor, to be grounds for 
immediate termination.      
 

2. Tardiness: As a condition of employment, employees shall be at their places of work 
promptly at the beginning of their normal work duty periods and at the end of their lunch 
periods.  It is expected that the employee shall remain at their place of work throughout the 
duration of their normally scheduled shift.  Tardiness, or the failure to comply with the 
expectations as described previously in this paragraph, will be monitored and recorded by 
the Supervisor or Director for inclusion in each employee’s personnel file and may lead to 
disciplinary action.    

B. EMPLOYEE CLASSIFICATIONS 

For purposes of determining compensation and benefits, the City will classify an employee as one 
of the following:   

1. Full-time (FT): Employees are hired for an indefinite period of time and are regularly 
scheduled to work a minimum of 40 hours per workweek.  Full-time employees are eligible 
for all benefits offered to employees. 
 

2. Part-time benefit eligible (PB): Employees are hired for an indefinite period of time and 
are regularly scheduled to work 30-39 hours per work week.  They will be considered full 
time for health and dental insurance (rates) benefits but do not receive any other benefits.  
Full-time status under this classification does not afford any employee any other benefit, 
provision or policy in this handbook; for all purposes other than health and dental 
insurance, this employee is considered a Part-time employee. 
 

3. Part-time (PT): Employees are hired for an indefinite period of time and are scheduled to 
work no more than 28 hours per workweek, or in the case of part-time firefighters, 168 
hours in a 28-day work cycle.  Part time employees are not eligible for any benefits. 
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4. Seasonal (SE): Employees are hired for a period of no more than 120-days per years.  
 

5. Temporary (TM): Employees are hired for a period of no more than 90-calendar days.  

 Such employees will be either be:  

1. Exempt: Exempt employees are administrative, executive, and professional employees 
and certain computer professionals who typically earn wages on a salary basis.  These 
employees are ineligible for overtime compensation under the Fair Labor Standards Act 
(“FLSA”).   
  

2. Non-exempt: Non-exempt employees earn wages by the hour or on a salary basis and are 
eligible for overtime compensation under the FLSA.    

The determination of exempt or non-exempt status is based on the current job description of every 
City position.       

Regardless of classification, work schedules for employees can vary throughout our organization. 
Staffing needs and operational demands may necessitate variations in starting and ending times, as 
well as variations in the total hours that may be scheduled each day and week. 

C. JOB CLASSIFICATION PLAN 

1. General: A written job classification plan has been established to identify those job 
assignments that employees perform which are necessary to complete the mission of City 
government. 
 
A written job classification contains the purpose of the job, the essential functions of the 
job, the essential knowledge, abilities and skills necessary to perform the job, any essential 
education, certification and/or licenses to perform the job and essential physical demands 
and working conditions that the employee will need and encounter in performing the job. 

The purpose of the above job classification categories are to assist the City with the ability 
to: 

a. Establish appropriate pay based upon comparability studies and ensure like 
pay for like work as well as statutory requirements regarding public employee 
bargaining;  

b. provide a means of analyzing work distribution, areas of responsibility, lines 
of authority and other relationships between City job classifications;  

c. establish training programs to enhance the performance of current job duties 
or for future promotional opportunities for employees; and 

d. determine appropriate job interview questions to ensure compliance with equal 
opportunity laws and regulations. 
 

2. Modification to Existing Job Classification Plan: It may become necessary to modify 
the existing job classification plan in order to address changes in the work environment or 
work responsibilities.  These changes may result in the amendment to in existing job 
classification, consolidation of existing job classification, the creation of a new job 
classification or the deletion of an existing job classification. 
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When a department Director anticipates or is experiencing a change in the work 
environment or a modification to existing work responsibilities, the department Director 
shall submit a written request to the City Administrator outlining the justification for the 
request. 

The City Administrator shall research and analyze the written request and determine the 
appropriate action to be taken.  Based upon the results of the analysis and research, the City 
Administrator may:  

a. determine the department request is not justified and take no action; 
b. amend the job classification in question to reflect the resolution of the request; 
c. create a new job description that will address the resolution of the request; or 
d. consolidate and/or delete of the existing job classification as part of the 

research and analysis. 

Employees assigned to an existing job classification that has been determined to be deleted 
shall adhere to the “Reduction in Force” procedure as stated in the policy or as stated within 
their respective labor agreement that represents said job classification. 

3. Transfer: Transfers of employees of the same job classification from one department to 
another department must be approved by the City Administrator.  Directors wishing to 
transfer an employee of the same job classification to a different department will submit to 
the City Administrator a written request outlining the justification for the transfer.  The 
effective date of the transfer will be the date authorized by the City Administrator. 
 
Transfer of employees of the same job classification within a department is the 
responsibility of the Department Director. 

D. FLEXTIME 

There are two different categories of flextime that the City recognizes, flexible schedules and 
flextime arrangements.  Employee classifications must still be met when applying flex time 
principles.  

Flexible schedules are pre-approved changes in the employee’s weekly scheduled hours of work 
(shift).  Using the administrative staff as an example, the scheduled hours are typically 8am-
4:30pm, Monday through Friday.  An employee with a pre-approved flexible schedule could 
change their weekly scheduled hours to 7:00am-3:30pm, Monday through Friday, so long as the 
employee is working 80 hours per pay period and maintaining their employment classification.   

Flextime arrangements (“flextime”) are pre-approved changes in hours that may vary week to 
week.  Again, using administrative staff as an example, an employee might need to leave at 3:30 
one day for a school program for their child.  A flextime arrangement would allow that employee 
to work an extra hour in that week to make up for the hour that they left early.  80 hours per pay 
period must be met in order to maintain employment classification.    

A full-time employee who has successfully completed his/her introductory period may work a 
flexible schedule (“flextime”) with the prior written approval of his/her department Director.  A 
department Director may work a flexible schedule with the prior written approval of the City 
Administrator.   
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Upon receipt of a flextime arrangement/flextime request, the department Director or City 
Administrator will consider the job duties and performance of the individual requesting flextime 
and the staffing needs of the department and the request must be preapproved.  The department 
Director or City Administrator may suspend or cancel the flextime arrangement/flexible schedule 
at any time.   

E. HOURS OF WORK, BREAKS AND MEALS 

The City Administrator and department Directors are responsible for establishing the hours of work 
for the employees they supervise.   

Employees scheduled to work eight (8) hours or more a day may take:    

1. 60-minute meal break each day (and no breaks), 30 minutes of which will be unpaid; or,  
2. 30-minute, unpaid meal break and two 15-minute paid breaks each day.   

Employees may not take breaks or lunch breaks earlier than 60 minutes following the beginning of 
their shift or later than 60 minutes before their shift ends.     

F. OVERTIME AND COMPENSATORY TIME 

1. Overtime: The City will pay unsworn, non-exempt employees the overtime rate of one 
and one-half (1½) times their base rate of pay for hours worked in excess of 40 per 
workweek.  In calculating “hours worked,” the City will consider only actual hours worked, 
vacation, holiday, bereavement, military and comp time/administrative leave time. Sick 
leave will not be counted as hours worked in computing overtime.  Employees must receive 
written approval from their immediate supervisor prior to working overtime, and failure to 
do so may result in disciplinary action.  
  

2. Compensatory Time: In lieu of overtime compensation, non-exempt employees may opt 
to accumulate compensatory time at the rate of one and one-half (1½) times their hours 
worked in excess of 40 per workweek.  Such employees may not accumulate more than 80 
hours of compensatory time at any given time, and may use compensatory time upon 
receiving advance written approval from their immediate supervisor.  Once the 80-hour 
max is accumulated, all overtime will be paid at the rate of one and one-half (1½) times 
their base rate of pay for hours worked in excess of 40 per workweek.  Under no 
circumstances should employees be performing work off of the clock.   
 

3. Administrative Comp Time: Exempt employees may earn administrative leave time.  
Leave time can be earned at a rate of one hour of leave for each hour exceeding 80 each 
pay period, not to exceed 80 hours in a fiscal year.  On September 30th of each year, 
Employees whose administrative comp time leave balance equals or exceeds 20 hours will 
not be eligible to earn additional administrative comp time until they reduce their total 
administrative comp time balance below 20 hours.  

Time spent attending mandatory meetings and trainings, per job requirements, is counted as hours 
worked and will be paid.  If attendance is voluntary and not required by the City, employees will 
not be paid.  Non-exempt employees will be paid for travel time to attend mandatory meetings and 
trainings from their normal work location to the meeting location.  Employees will not be paid for 
travel time from (or to) home for a required meeting or training.  If an employee is required to 
attend a meeting or training and is not scheduled to work that day, the employee will be 
compensated for time spent at the meeting and any travel time to and from the meeting that takes 
place within what would typically be the employee’s regularly scheduled work day; however, travel 
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from (or to) home in connection with such a meeting is not compensable if such travel occurs 
outside the employee’s regularly scheduled work hours. 

G. COMPENSATION 

1. General Policy: Please refer to any union collective bargaining agreements if appropriate.  
 
It is the policy of the City to pay fair and equitable salaries to all employees based on the 
relative value of each position within the City, giving due consideration to rates paid in 
comparable municipalities for comparable work and to the financial position of the City.  
Further, it is the City's policy to maintain a salary program which will:  

a. Attract and retain high caliber individuals; and  
b. Provide peak motivation to employees by paying salaries, within the boundaries 

of the established ranges, based on the individual's accomplishments. 
 

2. Responsibility for Salary Administration: The City Administrator is responsible for 
the development, maintenance and continued administration of the salary schedule.  The 
City Administrator will conduct such special studies of pay policies deemed necessary 
or expedient, and as a result of such study, may recommend amendments of salary ranges 
and related employee policies to the Mayor and City Council. 
 

3. Salary Ranges: A salary range provides a minimum and maximum salary rate. The 
minimum salary rate serves as a normal entrance salary for new appointees to any 
position in a class and represents the lowest rate to be paid to an employee who is 
considered qualified for appointment to, or retention of, the position.  A maximum salary 
rate is the highest amount to be paid to any employee who occupies a position in the 
class, considering the limitation on the class of positions and its relationship to other 
classes. 

The salary ranges are intended to furnish administrative flexibility in meeting changing 
labor market conditions and recognizing meritorious services of employees. 

No payment or allowance will be made to any employee which would have the effect of 
causing his or her total compensation or pay for any period to exceed the maximum rate 
prescribed for the class except as is expressly authorized in the established salary or by 
the provisions of the section relating to overtime allowances.  Likewise, no employee 
should be paid less than the minimum rate prescribed for his or her class. 

4. New Employee Pay Rates: New employees will be hired as close to the minimum of 
their position grade range as possible unless they possess special qualifications or 
extensive experience.  Employees will not be hired at an actual salary above the 
minimum of his or her position grade range, except under unusual circumstances as 
determined by the City Administrator. 
 

5. Pay Increase Eligibility: Upon successful completion of the introductory period and 
anniversary date, an employee may receive a pay adjustment.  The anniversary date of 
an employee should be the calendar date upon which employment with the City started 
or the date that an employee was transferred, promoted or demoted in to a new position.   
Employees who have been suspended from work, demoted as a result of discipline, or 
issued two or more disciplinary reprimands in the immediately preceding 12-month 
period shall not be eligible for a performance adjustment.  
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6. Pay Rates in Demotion: If an employee is demoted, their rate of pay will be determined 
as follows: 

a. If the rate of pay in the higher-grade position is more than the maximum rate of 
pay for the position to which demoted, the rate of pay will be reduced to no more 
than the maximum rate of pay of the lower position. 

b. The rate of pay will be reduced to the closest approximation of ten percent 
(10%). 

c. If an employee decides to self-demote due to being hired in to a lower-grade 
position, the rate of pay will be reduced to the closest approximation of five 
percent (5%).  
 

7. Payment of Leave Upon Death of an Employee: Upon the death of an active full-time 
employee who has completed the introductory period, the employee's beneficiary will 
be entitled to payment for such accumulated paid leave as was available to the employee 
at the time of his or her death in accordance with this policy or as stated in existing labor 
agreements. 
 

8. Wages in Advance: It is the policy of the City that no advance in future wages 
(including accrued vacation leave) shall be made.  
    

9. Pay for Absence from Work Due to Weather Conditions: When an employee cannot 
report for normal duty due to weather conditions, the employee shall have the option to 
take a deduction of vacation leave, compensatory time or administrative comp time as 
long as the employee notifies his or her Supervisor no less than fifteen (15) minutes 
prior to the start of the employees regularly scheduled start time. 
 

10. Pay rate for Upgrades: If an upgrade occurs, the employee shall be moved to a step 
that is most equal to their current rate, without being reduced. 
 

11. Pay rate for Promotion: If an employee is promoted to a position in a higher grade, 
the employee shall receive a salary adjustment to the closest approximation to five 
percent (5%). 

 
12. Working out of class:  When the employee is assigned to perform the duties of a 

position in a classification higher than the classification currently held by the 
employee, the employee shall receive a temporary pay increase.  The rate of pay for 
employees working in a higher classification as assigned by the department 
superintendent or director shall receive a 5% increase over his/her current pay.    
 
When employee or a management position will be or has been vacant for 40 
consecutive hours, the Supervisor or department director may assign an employee to 
fill the vacancy on a temporary basis.  If the employee has never filled in or is 
unfamiliar with the duties of the higher classification the first 40 hours may be utilized 
for training purposes at the employees’ present rate of pay.  The training clause will 
apply only once per employee per each individual job classification.  
 
The “Working Out of Classification” form will be filled out completely and copies 
given to the Employee, Department Director, Personnel Payroll file and the BPMA 
President. 
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H. PAY PERIODS, PAY DAY AND PAY CORRECTIONS 

Each pay period covers two weeks (bi-weekly), beginning with a Sunday and ending on a Saturday. 
Pay for the pay period will be issued on the following Friday by direct deposit. If a pay day falls 
on a holiday, the City will pay employees the day before the holiday.  The City will make all 
required federal, state, and local deductions from your paycheck as well as all voluntary deductions 
such as health insurance premiums and other items you authorize in writing.    
 
If the employee notices any discrepancies on their paycheck, the employee must immediately report 
them in writing to the Human Resources Director.  If the City shall notice the discrepancy, the City 
will notify the employee in writing.  Once the discrepancy is discovered, either by the employee or 
the City, corrections will typically made to the employee’s paycheck within the following two (2) 
payrolls.  Should an error result in the need for repayment to the City by the employee, a mutually 
agreed upon repayment plan may be made with the Human Resources Director.  Failure to report 
discrepancies once discovered may result in disciplinary action, up to and including termination of 
employment.   

 

I. TIMEKEEPING 

Non-exempt employees must report their hours of work using the City’s timekeeping system.  
Employees must record their in and out times at the beginning and end of their shifts and meal 
breaks, and may not perform any work unless entered in the timekeeping system.   

Altering, falsifying, or tampering with time records, or recording time on another employee’s time 
record may result in disciplinary action, up to and including termination of employment. 

Any employee that is asked to work off the clock or sees another employee working off the clock 
must report this immediately to the Human Resources Director.  If you make an error when clocking 
in or out, or when otherwise entering your time, you must immediately notify your immediate 
supervisor. 

VII.  BENEFITS  

A. ACCIDENTAL DEATH AND DISMEMBERMENT INSURANCE 

The City provides accidental death and dismemberment insurance to full-time employees.  This 
coverage will be effective the first of the month following 30 days of employment.  The City will 
pay for the cost of such insurance.    

B. BEREAVEMENT LEAVE 

1. In the event of the death of a full-time employee’s parent, sibling, grandparent, 
grandchild, spouse, child, step-parent, step-grandparent, step-grandchild, or 
step-child, the employee may take up to five (5) consecutive or non-consecutive 
days of paid bereavement leave. An employee may also receive up to five (5) days 
of paid bereavement leave upon providing reasonable documentation 
demonstrating that the employee has legal responsibilities arising from an 
individual’s death, including serving as an executor, administrator, trustee, or 
other court-appointed fiduciary responsible for administering the decedent’s 
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estate or affairs. Such leave may be taken consecutively or non-
consecutively. 
 

2. In the event of the death of a parent, sibling, grandparent, step-parent, or step-
grandparent of the spouse of a full-time employee, the employee may take up to 
three (3) consecutive or non-consecutive days of paid bereavement leave.  Such 
leave may be taken consecutively or non-consecutively.  
 

3. In the event of the death of an aunt, uncle, niece, or nephew of a full-time   
employee or that employee’s spouse, the employee may take one (1) day of paid 
bereavement leave.    
 

4. An employee seeking to take bereavement leave must obtain approval from 
his/her immediate supervisor prior to taking such leave. To receive funeral pay, 
an employee must have been scheduled to work on the day of arranging for or 
attending the funeral.  The employee must also notify his supervisor of the 
purpose of this absence no later than the day of the absence.  Notification must 
be in the same manner as if the employee were to be absent for any other reason. 
The employee may also be required to furnish proof of entitlement to funeral 
leave.  
 

5. Bereavement leave shall not be deducted from accrued sick or vacation leave and 
is not required to be taken consecutively. 

C. DENTAL INSURANCE 

The City offers dental insurance to full-time employees and their dependents. This coverage will 
be effective the first of the month following 30 days of employment.  Eligible employees who wish 
to include their dependents on their dental insurance plan must pay any additional premium and 
authorize the City in writing to deduct that additional premium from their paychecks.   

D. DISABILITY INSURANCE 

The City provides long-term disability insurance to full-time employees at no cost to them. This 
coverage will be effective the first of the month following 30 days of employment. 

 

E. EMPLOYEE ASSISTANCE PROGRAM 

The City offers an Employee Assistance Program (“EAP”) to employees who need assistance 
dealing with issues affecting them both at home and at work.  The program offers professional 
counseling at no cost and on a voluntary basis to employees and their families for alcohol or drug 
abuse, family and marital problems, and emotional issues.  Employees and their family members 
wishing to take advantage of the program may contact the EAP provider directly.  If an employee 
has any questions they can also contact the Human Resources office for further guidance.   
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The Employee Assistance Program also provides professional counseling at no cost to employees 
for job performance issues and concerns.  Employees may undergo such counseling on a voluntary 
basis, or supervisors may refer employees to mandatory counseling for job performance issues 
and/or as part of disciplinary action.  The EAP liaison will coordinate all referrals, whether 
voluntary or mandated.    

1. Confidentiality: All information given to the internal EAP liaison regarding personal 
problems will remain confidential. All information given to EAP will be kept confidential 
within statutory guidelines. Information from the EAP may only be obtained by the City 
with written permission by the employee.  
 

2. Supervisory Referrals: Supervisory personnel throughout the City shall be responsible to 
promote the availability of the EAP resources to employees. It is recognized that 
supervisors do not have the professional qualification to assess specific personal problems. 
Necessary referral to EAP will be based on documented unsatisfactory work performance.  
 
Procedures for Making Supervisory Referral: 

a. When a notice of disciplinary action is completed, the Supervisor may inform the 
employee of the availability of EAP.  Depending upon the severity of the job 
performance problem, the Supervisor or Department Director may require the 
employee to contact the EAP for assistance. 

b. A referral to the EAP will occur simultaneously with standard disciplinary action 
for unsatisfactory job performance. 

Initial assessment/counseling time with the EAP will be considered “City Time” for 
supervisory referrals only. Leave time for follow-up sessions with the EAP and/or referral 
agencies will be handled in accordance with standard leave policies. 

3. Responsibility of the Employee: The employee has the responsibility to follow through 
with the Supervisor’s recommendation to contact the EAP counsellor and to cooperate with 
the recommended course of action. Employees who refuse assistance or who do not 
respond to or fail to successfully complete the recommended course of action will be 
handled in accordance with standard disciplinary procedures for unsatisfactory job 
performance and/or insubordination.  

F. HEALTH INSURANCE 

The City offers health insurance to full-time employees and their dependents on the first day of the 
month following completion of the first 30 days of employment. 

 

G. RETIREMENT SYSTEMS 

Types of Systems: Three retirement systems exist within the City of Bellevue: one for sworn 
personnel in the classified service of the Police Department, one for classified service of the Fire 
Department and one for civilian personnel in service throughout the City.  Each system requires 
contribution from both the employee and the City.  

a. Sworn Positions in the Police Department: Sworn members of the Police Department 
will be retired in accordance with the provisions of Nebraska State Statutes and collective 
bargaining agreements covering retirement for their classifications. 
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b. Sworn Positions in the Fire Department: Sworn members of the Fire Department will 
be retired in accordance with the provisions of Nebraska State Statutes and collective 
bargaining agreements covering retirement for their classifications.  
 

c. Civilian Positions throughout the City: Regular full-time civilian employees, as well as 
the City, will contribute an amount as described in Appendix E of this handbook.  

The City will provide the death benefit to all members of the retirement plan in accordance  
            with this plan. 

H. HOLIDAYS 

 The City observes the following holidays:  

1. New Year’s Day 
2. Martin Luther King Day 
3. President’s Day 
4. Memorial Day 
5. Juneteenth 
6. Independence Day 
7. Labor Day 
8. Veteran’s Day 
9. Thanksgiving Day 
10. Day after Thanksgiving 
11. Christmas Day 

  

If a holiday occurs on a Saturday, the City will observe the holiday on the preceding Friday.  If a 
holiday occurs on a Sunday, the City will observe the holiday on the Monday following the holiday.      

Full-time employees who are not required to work on a holiday will receive pay at their normal 
base rate of pay as if they did work the holiday.  However, if an employee should have an unpaid 
absence (excluding FMLA) on the work day immediately before or after a holiday, such employee 
shall not receive holiday pay. Full-time, non-exempt employees who are required to work on a 
holiday will receive one and one-half (1½) times their base rate of pay for the actual number of 
hours worked.       

Employees on suspension or an unpaid leave of absence are ineligible for holiday pay. 

I. JURY DUTY/Required Election Duty  

When selected for jury duty/required election duty, employees must immediately notify their 
immediate supervisor and provide him/her with a copy of the jury notification.  The City will pay 
employees their regular wages while serving jury duty, and employees must give the City any 
compensation or fees (other than mileage) earned or received for jury service.  If an employee 
should be required to testify in other litigation, or if the employee should be an expert witness (not 
in official capacity), the employee will not be granted leave with pay, but may use vacation time or 
be granted a leave without pay for the length of such service.  

J. LEAVE OF ABSENCE 

The City recognizes that a leave of absence for personal or medical reasons may be necessary.  
When an employee has exhausted his/her paid time off, he/she may request an unpaid leave of 
absence.  Employees must direct a leave of absence request in writing to their department Director 
and specify the reason for and duration of the leave.  The department Director must forward the 
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request to the City Administrator with a recommendation to grant or deny the request.  Unpaid 
leaves of absence shall not begin until approved by the City Administrator.    

1. Benefits While on Leave of Absence:   
a. Upon approval, an employee who has been granted a leave of absence without pay 

will not be granted any advancement or promotion in relation to the position from 
which the employee is on leave.  The employee will be entitled to and will retain 
all benefits accrued up to the effective date and the employee’s seniority will cease 
at that date and will continue upon reinstatement. There will be no seniority gained 
during the leave of absence.  

b. An employee will not accrue vacation leave, sick leave, holiday pay or other 
benefits during the period the employee is on leave of absence without pay for 
more than three (3) working days.  

c. An employee may continue his or her health insurance coverage through the 
COBRA option, provided a personal check is received for the required monthly 
premium. 

2. Return from Leave of Absence: 
a. If possible, at the discretion of the Director and City Administrator, an employee 

will be returned to the position they held at the time the leave of absence was 
granted. 

b. Upon expiration of the leave of absence and the return-to-work by the employee, 
the employee's salary will reflect all general cost of living adjustments made during 
the leave. 

c. An employee returning to work in to a position that requires a physical examination 
for employment, that has been gone for more than 60 days leave for any reason, 
shall undergo a physical examination certifying the employee can perform the 
essential physical functions of the respective job description.  An employee shall 
not be restored to his or her position until such time as the City receives such 
certification. 

3. Failure to Return to Work Following a Leave of Absence: Failure on the part of an 
employee to return back to work upon the expiration of the approved leave of absence, on 
the return date previously agreed upon, may be considered equal to the resignation of the 
employee and the City Administrator may declare the position vacant.  
 

K. LIFE INSURANCE 

The City provides group term life insurance to all full-time employees.  Unclassified employees 
should refer to Appendix E of this handbook for life insurance benefit details.  Employees that have 
positions belonging to a union should refer to their applicable collective bargaining agreement for 
benefit details.  

L. MILITARY LEAVE 

An employee who is a member of the National Guard, the United States Army Reserve, the United 
States Air Force Reserve, the United States Naval Reserve, the United States Marine Corps 
Reserve, or the United States Coast Guard Reserve, shall be entitled to a military leave of absence 
from their respective duties, without loss of pay, when employed with or without pay under the 
orders or authorization of competent authority in the active service of the state or of the United 
States.  Such employees who normally work or are normally scheduled to work 120 hours or more 
in three consecutive weeks shall receive a military leave of absence of 120 hours each calendar 
year.  Such employees who normally work or are normally scheduled to work less than 120 hours 
in three consecutive weeks shall receive a military leave of absence each calendar year equal to the 
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number of hours they normally work or would normally be scheduled to work, whichever is greater, 
in three consecutive weeks.  For purposes of this Section, “normal” work hours or “normally 
scheduled” work hours shall be determined by calculating the average number of hours worked in 
each week by the employee in the 26 weeks preceding the request for military leave.    

 

Employees who leave City employment to enter, enlist in, determine physical fitness for, or perform 
service in the uniformed services shall be granted a military leave of absence for the period of such 
service as required by applicable law. The City, through proper authority, may make a provisional 
appointment to fill any vacancy created by such leave of absence.  Upon completion of qualifying 
military service, an employee who satisfies the eligibility requirements for reemployment under 
the Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C. 
Chapter 43, shall be entitled to reemployment in accordance with USERRA. Military service shall 
not constitute a break in the employees’ continuous service with the City to the extent provided by 
USERRA. Nothing in this Section shall be construed to diminish or waive any rights or protections 
provided to an employee under USERRA or other applicable law. 

 

 

 

M. SICK LEAVE 

Full-time employees will earn paid sick leave upon the completion of each month of employment, 
and will be eligible to use that leave once it is accrued and upon advance written approval from 
their immediate supervisor.  Employees, or someone on their behalf, must notify their immediate 
supervisor as soon as possible when the need to use sick leave arises and the expected return-to-
work date.  The City may require employees using sick leave to provide documentation from a 
health care provider.   

Unless otherwise noted in an employee’s respective collective bargaining agreement, eligible 
employees hired on or before 09/30/13 will earn 12 hours of paid sick leave upon completion of 
each month of employment.  Eligible employees hired after 10/01/13 will accrue 8 hours of paid 
sick leave upon completion of each month of employment.   

1. Reasons for Use: The City provides paid sick leave to full-time employees for use when:  
a. recuperating from a non-work-related injury, illness, pregnancy, or other health 

condition;  
b. undergoing medical, dental, optical, or surgical examinations or treatment;   
c. exposed to a contagious disease that would endanger the health of other employees 

or members of the public; or, 
d. caring for a parent/step-parent, , grandparent/step-grandparent, grandchild/step-

grandchild, spouse, minor child/step-child,  or another family member that you 
have a healthcare/medical power of attorney over, who is injured, ill, recuperating 
from pregnancy, suffering from a health condition, or undergoing medical, dental, 
optical, or surgical examinations or treatment. Exceptions to this policy may be 
made with prior approval by the Human Resources Director.  
  

2. Restrictions and Conditions for Sick Leave Use: Directors will grant sick leave with pay 
in accordance with the following provisions:  

a. Sick leave will not be granted in advance of accrual; 
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b. The amount of sick leave granted for necessary care of a sick member of an 
employee's immediate family or household will not exceed thirty (30) working 
days in any twelve-month period (with the exception of approved FMLA leave); 

c. The amount of sick leave to be charged against an employee's accrual will be 
computed on the basis of the exact number of days or hours the employee is 
scheduled to work when sick leave is utilized; 

d. Holidays or other regular days off will not be counted in charging sick leave;  
e. Sick leave will not be used as vacation leave;  
f. Pregnant employees will be expected to work prior to childbirth as long as they are 

able to perform their normal duties or until their physician advises otherwise.  They 
will be expected to return to work at the completion of the pregnancy as soon as 
they can be reasonably expected to perform their normal duties based on a medical 
release to return to work;  

g. Employees who fail to return after approved leave has ended may be considered 
terminated; 

h. Sick leave will be requested in advance whenever possible for dental 
appointments, optical appointments, physical examinations, etc.;  

i. Leave without pay may be granted for illness and disability extending beyond the 
earned sick leave accumulated; or  

j. After twelve continuous months of service, vacation leave may be used for sick 
leave when sick leave time has been exhausted. 

k. An employee who has submitted a resignation notice shall not be permitted to 
utilize accrued[AD1.1] sick leave during the final fourteen (14) calendar days of 
employment, except for a bona fide illness or injury supported by medical 
documentation. Any sick leave used during any final fourteen (14) calendar days 
of employment, if separation notice is not given, will not be paid out. 
  

3. Reporting an Absence using Sick Leave: If an employee is absent for reasons which 
entitles the employee to sick leave, the employee or a member of his or her household must 
notify the employee's Supervisor by personal phone call during the first normal duty hour. 
 
If the employee fails to notify the Supervisor or the person designated to receive such calls, 
sick leave with pay will not be approved, except in unusual circumstances to be determined 
by the Director and the City Administrator. 
 

4. Investigation of Sick Leave Use: Directors may request written verification by a physician 
of illness of an employee absent on sick leave.  False or fraudulent use of sick leave will 
be cause for disciplinary action and may result in termination. 
 

5. Medical Statement: An employee who is absent on sick leave because of his or her own 
illness or injury or that of a member of his or her immediate family or household may be 
required to furnish a statement signed by the attending physician or other proof of illness 
satisfactory to the Director. If the employee is using Telehealth, the employee may be 
required to provide a print-out from the service showing that services were received on the 
date in which the note was provided. 
 

6. Transfer of Sick Leave Accrual: When an employee is transferred to another position, 
any unused sick leave which may have accumulated to the employee's credit will continue 
to be available for their use as necessary. 
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7. Sick Leave During Introductory Period: During their introductory period, full-time 
employees will be entitled to sick leave at the same rate as regular employees.  Sick leave 
will be granted during the introductory period up to the number of hours accrued by the 
employee.  
 

8. Sick Leave Without Pay: An employee in need of sick leave but who does not have any 
accrued sick leave time may request leave without pay.  Such a request will have the City 
Administrator's approval before it is granted. Please refer to the Federal Family and 
Medical Leave Act (FMLA) Leave of Absence Regulations.  
 

9. Donation of sick leave: In the event the employee has an extended injury/illness and has 
exhausted all sick, compensatory and vacation time, employees shall be allowed to donate 
their personal sick time in the amount of forty (40) hours per occurrence to assist said 
employee. All unused sick time donations will be distributed proportionately back to the 
donors.  Employees may donate time to any employee, even if it is outside of their 
bargaining unit/employee group.  

 
 

N. TUITION/CERTIFICATION ASSISTANCE 

The City offers a tuition and certification assistance program to all part-time and full-time 
employees who have completed their introductory period.  The City, upon eligibility, will 
reimburse such employees 50% of the cost of tuition for job-related coursework or certificate 
program offered through an accredited program, up to $5,200 per calendar year.  Upon eligibility 
the City will also reimburse employees at 100% for the cost of exams for job-related certifications.   
  

 

 

1. Eligibility 
a. employees must obtain written approval from their department Director and 

Human Resources Director prior to enrolling in such coursework or signing up for 
a certification exam or program; and  

b. earn a grade of “B” or better for undergraduate coursework, and “B” or better for 
graduate level coursework to receive any reimbursement.  Exams for certification 
will be graded on a pass/fail basis; failure to pass an exam for a certification will 
disqualify an employee from being reimbursed any costs.  Upon completion of the 
course or certification exam, eligible employees must provide evidence of the 
grade or certification awarded and receipts for tuition/fees paid.      

2. No reimbursement will be provided for costs covered and/or reimbursed under  other 
programs or otherwise not actually paid by the employee. 

O. VACATION LEAVE 

Full-time employees will earn paid vacation leave upon the completion of each month of 
employment, and will be eligible to use that leave once it is accrued and upon advance written 
approval from their immediate supervisor.   

1. Scheduling of Vacations: Vacation leave will be taken at a time convenient to and approved by 
the Director, or their designee. 
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Directors, or their designee, will grant leave on the basis of the work requirements of the department 
after conferring with employees and recognizing their needs whenever possible. 
 
Consideration in the scheduling of vacation leave will be given to employees in the order of their 
total length of employment with the City.  
 
 

2. Transfers: When an employee transfers from one department to another in the City, the employee’s 
vacation accrual will transfer to the new department. 
 
Transfers made at the request of the employee will result in loss of preference in the scheduling of 
vacation leave for the first year in the department to which the employee transferred. 
 

3. Holidays: Holidays occurring during scheduled vacation leave will not be charged against vacation 
leave. 
 

4. Vacation Prior to Retirement: Retiring employees will have their vacation leave, sick leave (in 
accordance with appropriate labor agreement) and compensation time paid out in full on their final 
paycheck. 

P. VOTING LEAVE 

The City encourages employees to vote in federal, state, and local elections.  Most employees will 
have a two-hour period of time either before or after their regularly scheduled shift or normal 
working hours to vote.  Employees who do not have such a period of time and who receive advance 
written approval from their immediate supervisor may take up to two hours of leave, without loss 
of pay, to vote.    

 

Q. WORKERS’ COMPENSATION 

The City maintains a workers’ compensation injury policy, which covers eligible employees who 
sustain a work-related injury or contract a work-related disease.  Eligible employees will receive 
workers’ compensation benefits in accordance with Nebraska workers’ compensation laws in effect 
at the time of the injury.  Workers’ compensation benefits include, but are not limited to, the 
payment of medical expenses, rehabilitation, total and partial disability allowances, and death 
benefits.  Employees who sustain a work-related injury or contract a work-related disease may be 
ineligible for workers’ compensation benefits if they were intoxicated or willfully negligent at the 
time of the injury. 

Employees must immediately report all work-related injuries and diseases to their immediate 
supervisor to ensure they complete the necessary workers’ compensation forms and receive 
workers’ compensation benefits.   

City's Payments in Addition to Worker's Compensation: An employee receiving Worker's 
Compensation may also elect to receive a salary from the City, but only that amount which, when 
added to the amount paid by Worker's Compensation, will equal the employee's regular salary.  
Under this condition, earned sick leave and/or vacation leave will be charged for that part of the 
employee's pay from the City. 



57 
 

When the employee has used all of their sick leave and vacation leave to supplement the payments 
from Worker's Compensation, no payments to the employee in addition to Worker’s Compensation 
will be made by the City. 

 

R. BENEFIT CONTINUATION (COBRA) 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives eligible employees 
and their qualified beneficiaries the opportunity to continue health insurance coverage under the 
City’s health plan when a “qualifying event” would normally result in the loss of eligibility.  Some 
common qualifying events are resignation, termination of employment or death of an employee, a 
reduction in an employee’s hours or a leave of absence, an employee’s divorce or legal separation, 
or a dependent child no longer meeting eligibility requirements.  Employees are responsible to 
notify Human Resources of any qualifying event. 

The City will provide each eligible employee with a written notice describing rights granted under 
COBRA when the employee becomes eligible for coverage.   

 

 

 

 

 
 

 

 

 

APPENDIX A 
Code of Ethics/Conflict of Interest Policy 

ADMINISTRATION 

Article IV. Officers and Employees 

Division 4. Code of Ethics 

 

Sec. 2-202. Declaration of Policy and Definitions. 
 
It is the policy of the City that the proper operation of democratic government requires that public officials 
and employees be independent, impartial and responsible to the people; that governmental decisions and 
policy be made in proper channels of the governmental structure; that public office not be used for personal 
gain; and that the public have confidence in the integrity of its government.  In recognition of these goals, 
a code of ethics for all city officials and employees is adopted.  When used in this division, city employee, 
employee, city official and official shall have the following meanings: 
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City employee or employee means any person employed by the city of Bellevue, but does not include 
independent contractors hired by the city. 
 
City official or official unless otherwise expressly defined, means the Mayor, members of the City Council, 
City Administrator, all division and department heads, whether such person is salaried, hired or elected, 
and all other persons holding appointed positions designated by this code, as it may be amended from time 
to time.  City official also includes individuals appointed by the Mayor and City Council to all city 
commissions, committees, boards, task forces, or other city bodies unless specifically exempted from this 
division by the City Council. 
 
Sec. 2-203. Standards of Conduct. 
 
(a)  No city official or employee shall transact any business in his official capacity with any entity in which 
he or she has a business interest.  Business interest means a business: (1) in which the city official or 
employee is a partner, director or officer; or (2) in which the city official or employee or an immediate 
family member of the city official or employee is a stockholder of closed corporation stock worth one 
thousand dollars ($1,000.00) or more at fair market value or which represents more than a five percent (5%) 
equity interest, or is a stockholder of publicly traded stock which represents more than two percent (2%) 
equity interest.   
 
(b) No city official or employee shall formally appear before the body of which the official or  
employee is a member while acting as an advocate for himself or any other person, group, or  
entity. 
 
(c) No city official or employee shall represent, for compensation, any other private person,  
group or entity in his or her official capacity before any department, commission, board or  
committee of the city.  Any city official or employee acting in a capacity other than his or her  
official capacity before such department, commission, board or committee of the city shall  
disclose the same and shall not participate in the matter in his or her official capacity. 
 
(d) No city official or employee shall represent, directly or indirectly, any other private person,  
group or entity in any action or proceeding directly against the interests of the city, or in any  
litigation in which the city or any department, commission, or board or committee thereof is a  
named party, if the city official or employee previously participated in the action or events  
which precipitated such action or proceeding against the interests of the city; provided,  
however, nothing herein shall limit an official from representing a court appointed criminal  
defendant or representing a party to a civil action where the city is named a party by way of its  
holding a lien interest for a special assessment where the validity of the special assessment is  
not an issue; and provided further, that nothing herein shall limit the authority of the city attorney and his 
or her staff to represent the city, its boards, commissions, committees and officers in the discharge of their 
duties. 
 
(e)  No city official or employee shall represent, directly or indirectly, any private person, group or entity 
in any action or proceeding in court which was instituted by a city official or employee in the course of 
official duties, except as provided in subsection (d) above. 
 
(f)  No city official shall represent any private person, group or entity in any action or proceeding in court 
which was instituted by or arising from a decision of a board, commission, committee, task force or other 
body on which the official served in his or her official capacity with regard to the specific decision being 
challenged. 
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(g)  No city official or employee shall accept or solicit any gift or favor, that might reasonably tend to 
influence that individual in the discharge of official duties or that the official or employee knows or should 
know has been offered with the intent to influence or reward official conduct. 
 
(h) No city official or employee shall solicit or accept other employment to be performed or compensation 
to be received while still a city official or employee, if the employment or compensation could reasonably 
be expected to impair independence in judgment or performance of city duties 
 
 (1) If a city official or employee accepts or is soliciting a promise of future employment from any  
 person or entity who has a substantial interest in a person, entity or property which would be  
 affected by any decision upon which the official or employee might reasonably be expected to  
 act, investigate, advise, or make a recommendation, the official or employee shall disclose that  
 fact to the council, board, or commission on which he or she serves or to his or her supervisor  
 and shall take no further action on matters regarding the potential future employer. 
 
(i) No city official or employee shall use his or her official position to secure a special privilege or 
exemption for himself/herself or others, or to secure confidential information for any purpose other than 
official responsibilities.  
 
(j) No city official or employee shall use city facilities, personnel, equipment or supplies for private 
purposes, except to the extent such are lawfully available to the public. 
 
(k)  City officials and employees shall not exceed their authority or breach the law or ask others to do so 
and they should work in full cooperation with other public officials and employees unless prohibited from 
so doing by law or officially recognized confidentiality of their work. 
 
(l) No city official or employee in the course of his or her official duties shall grant any special 
consideration, treatment, or advantage to any citizen beyond that which is available to every other citizen 
in the same circumstances. 
 
(m) Preferential consideration of the request or petition of any individual citizen or group of citizens shall 
not be given.  No person shall receive special advantages beyond that which are available to any other 
citizen. 
 
Sec. 2-204. Prohibition on conflict of interest. 
 
(a) A city official or employee may not participate in a vote or decision on a matter affecting a person, 
entity, or property in which the official or employee is associated or involved.  Where the interest of a city 
official or employee in the subject matter of a vote or decision is remote or incidental, the city official or 
employee may participate in the vote or decision and need not disclose the interest.  Nothing herein shall 
be construed however, from preventing a city official or employee from participating in a vote or decision 
regarding a collective bargaining agreement to which he is a member of such union or is otherwise affected 
thereby. 
 
(b)  Remote Interest means an interest of a person or entity, including a city official or employee, who 
would be affected in the same way as the general public.  The interest of a council member in the property 
tax rate, general city fees, city utility charges, or a comprehensive zoning ordinance or similar decisions is 
incidental to the extent that the council member would be affected in common with the general public. 
 
(c)  Incidental interest means an interest in a person, entity or property which has insignificant value, or 
which would be affected only in a de minimis fashion by a decision.  This section does not establish dollar 
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limits on the terms “insignificant value” and “de minimis”, which shall have their usual meanings and be 
subject to interpretation on a case by case basis. 
 
Sec. 2-205.  Conflict of interest; disclosure. 
 
(a)  A city official shall disclose the existence of any business with which the official is associated involving 
a person, entity or property which would be affected by a vote or decision of the body of which the city 
official is a member or that he or she serves as a corporate officer or member of the board of directors of a 
nonprofit entity for which a vote or decision regarding funding by or through the city is being considered.  
City officials and employees of the city shall comply with applicable provisions of state law relative to 
conflicts of interest and generally regulating the conduct of public officials or employees. 
 
(b)  To comply with this section, any council member who has a conflict of interest, as set forth in 
subparagraph (a) above, in any matter before the City Council, shall disclose such fact on the records of the 
City Council prior to or immediately after opening discussion of the issue, or at such time thereafter that 
the conflict becomes apparent if the existence of a conflict is not realized prior to opening discussion of the 
issue.  Upon disclosure of a conflict, the council member shall step down from the council table, leave the 
council chamber and refrain from participating in any discussion or voting thereon, provided that such 
exceptions shall be observed as is permitted by law.  This provision shall apply if a council member has 
disqualified himself or herself from voting. 
 
(c)  To comply with this section, any member of any official board, commission or committee, other than 
the City Council, who has a conflict of interest as defined herein, in any matter before the board, 
commission or committee, of which he or she is a member, shall disclose such fact on the records of such 
board, commission or committee prior to or immediately after opening discussion of the issue, or at such 
time thereafter that the conflict becomes apparent if the existence of a conflict is not realized prior to 
opening discussion of the issue.  Upon disclosure of a conflict, the member shall refrain from participating, 
in his or her official capacity, in any discussion or voting thereon, provided that such exceptions shall be 
observed as are permitted by law.  
 
(d)  To comply with this section, a city employee shall notify his or her supervisor in writing of any 
substantial interest he or she may have in a person, entity or property which would be affected by an exercise 
of discretionary authority by the city employee and a supervisor shall reassign the matter.  In addition, any 
employee who has a financial or other special interest in a matter before the City Council or any board, 
commission, or committee, and who participates in discussion with or gives an official opinion to the 
council or to such board, commission or committee relating to such matter, shall disclose on the records of 
the council or such board, commission or committee, as the case may be, prior to or immediately after 
opening discussion of the issue or at such time thereafter that the conflict becomes apparent if the existence 
of a conflict is not realized prior to opening discussion of the issue, the nature and extent of such interest. 
  
Sec. 2-206. Interest of spouse. 
 
(a)  A spouse of a city official or employee involved in a business with which he or she is associated shall 
be deemed to apply to that city official or employee for the purposes of sections 2-204 and 2-205 concerning 
disclosure. 
 
(b)   A city official or employee may not participate in a vote or decision affecting a business with which 
an individual is associated if that individual is related in the first or second degree of consanguinity or 
affinity to the city official or employee.  For the purposes of this section, business with which an individual 
is associated shall be defined the same as business interest in section 2-203(a). 
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Sec. 2-207. Misuse of official information. 
 
(a)  No city official or employee shall willfully and knowingly use confidential information for pecuniary 
gain to any other person confidential information acquired by him or her in the course of and by reason of 
his official duties, nor shall any public official or employee use any such information for the purpose of 
pecuniary gain. 
 
(b)  No former city official or former employee shall use any confidential information to which he or she 
had access by virtue of his or her official capacity and which has not been made public concerning the 
property, operations, policies, or affairs of the city. 
 
Ordinance No. 3664, Approved 3.12.12 
Ordinances are subject to change before the City Council. 

 

 

 

 

 

 

 
 
 

 
 

APPENDIX B 
Community Relations Department Media Policy 

I. STATEMENT OF PURPOSE  
 

Efficient and effective communication with the media is critical to the City of Bellevue’s ability to carry 
out our goal of operational transparency. Coordination, uniformity, accuracy and timeliness are the 
cornerstones of strong and productive media relations. 
  
The purpose of the Media Policy is to provide the City of Bellevue with guidelines to keep the media and 
the public fairly and accurately informed of programs, services, events and issues in a timely and forthright 
manner.  
 
The City of Bellevue utilizes a variety of communication methods to disseminate information about the 
City and its projects, events and initiatives. These methods include press releases, the City’s website as well 
as Facebook and Twitter pages. As communication methods and associated technology evolves, the City 
will consider participating in new communication formats when approved by the City Administrator, and 
adapt its media policy accordingly.  
  
Effective media relations best serve the City through:  
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   1.  Providing transparency and accountability to the public about city government issues 
   2.  Informing residents of City programs and services  
   3.  Ensures that timely and accurate information is conveyed to the public  
   4.  Establishing and maintaining an accurate public perception of the City of Bellevue 
   5.  Increasing the visibility of the City on local, statewide and national levels  
   6.  Promoting the City’s achievements, activities and significant events 
 
II. POLICY 

 
A. GENERAL MEDIA INQUIRIES 

 
The City Administrator with assistance from the Community Relations Director serves as the primary 
spokesperson for the City of Bellevue and conveys the official City position on routine media inquiries, 
issues of citywide significance and situations that are sensitive and controversial in nature. The Bellevue 
Police and Fire Departments operate under separate departmental policies and have dedicated public 
information officers (PIOs) that handle working scenes. 
 
Directors and other designees may receive and handle routine media inquiries themselves when pertaining 
to their department with approval from the City Administrator or Community Relations Director. Inquiries 
of a controversial nature that have citywide impact should be directed to the City Administrator or 
Community Relations Director via email or phone in order to maintain consistency in our response. 
 
In cases of community-wide significance, defined as a significant operational event that is likely to disrupt 
or alarm members of the community, the Community Relations Director will work with other City Officials 
to assess the situation, develop key messages and/or a written statement to detail the known facts and 
summarize the City’s position. 
 
In the event of a community-wide crisis or significant emergency situation, the City Administrator or his 
designee with assistance from the Community Relations Director will handle all contacts with the media 
and will coordinate the information flow from the City to the public as well as City staff. Examples of these 
types of situations include severe weather events, flooding, acts of terrorism, major power failures/outages 
or other disruptions. In such situations, all City departments should refer calls from the media to the 
Community Relations Director in accordance with the City Emergency Operations Plan. 
  
Depending on the situation, the City Administrator may designate another or an additional City Official to 
serve as the spokesperson. A single initial media contact ensures uniformity and consistency in coordinating 
a focused and targeted City message. Several uncoordinated responses increase the risk of contradictory 
information being disseminated, which will leave the public confused and ultimately mistrusting of City 
administration.  
 

B. SOCIAL MEDIA 
 
To address the changing way residents, communicate and obtain information relating to the programs and 
goals of the City, the City of Bellevue will participate in select social media formats to reach a broader 
audience where appropriate and when approved by the City Administrator, the Community Relations 
Director. 
 
The City of Bellevue recognizes that social media is a valuable tool to communicate with both our citizens 
and fellow employees and that the City has an interest and expectation on deciding what messages are 
relayed on behalf of the City.  The purpose of this policy is to provide and establish guidelines to City 
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employees on their use of social media while working for the City or during non-work hours.  Regularly, 
social media and other online tools and technology are created, discarded or modified; therefore, this policy 
is intended to be applicable to a broad range of social media and internet activity.  
 
All official City of Bellevue presences on social media sites or services are considered an extension of the 
City’s Community Relations Department. All City use of social media must be approved by the City 
Administrator through the Community Relations Director and follow this policy. The City Administrator 
or designee and Community Relations Director will work to review and approve requests to use social 
media sites as deemed appropriate. It is the responsibility of the Community Relations Director under 
direction of the City Administrator’s Office to act as the City’s official spokesperson, including acting as 
the City’s official web presence via social media. The City will maintain one official page per each approved 
social media outlet, which is to be created, maintained and monitored by the Community Relations 
Department, all of which are to be regularly updated. The exception to this policy is Facebook and Twitter 
accounts for the Bellevue Police and Fire Departments which will allow for after hours and weekend 
updates to incident reports. The Community Relations Department will distribute all social media content 
and ensure each of the approved uses and sites adheres to the social media policy for appropriate use and 
the message is consistent with the branding and goals of the City of Bellevue.  
 
For purposes of this policy, the following definitions are outlined below:  
 

“Blog”:  A self-published diary or commentary on a particular topic that may allow visitors to post 
responses, reactions, or comments.    

“Page”:  The specific portion of a social media website where content is displayed, and managed 
by an individual or individuals with editorial or administrative rights.  

“Post”:  Content an individual share on a social media site or the act of publishing content on a site. 
“Profile:  Information that a user provides about himself or herself on a social networking site.   
“Social Media”:  A category of Internet-based resources that integrate user-generated content and 

user participation, including tools for sharing and discussing information.  The term most 
often refers to activities that integrate technology, telecommunications, and social 
interaction, alongside the construction of words, pictures, video, and audio.  This includes, 
but is not limited to social networking and communication sites such as, Facebook & 
MySpace, weblogs and micro-blogging sites like Twitter or Nixle, forums and message 
boards, photo and video-sharing sites like, Instagram, Snapchat, Imgur, Flickr, Vimeo,  & 
YouTube, real-time web communications like Medium and Tumblr(chat, chat rooms, 
video chats), all of the wikis (Wikipedia), blogs, and news sites (Digg, Quora, Reddit, 
etc.).  

“Social Networks”:  Online platforms where users can create profiles, share information, and 
socialize with others using a range of technologies.   

“Speech”:  Expression or communication of thoughts or opinions in spoken words, in writing, by 
expressive conduct, symbolism, photographs, audio, video, or related forms of 
communication.  

“Wiki”:  Web page(s) that can be edited collaboratively.  
 
Use of social media must comply with applicable federal, state and City ordinances, regulations and 
policies, as well as proper business etiquette. This includes adherence to established laws and policies 
regarding copyright, records retention, release of public information, the First Amendment, privacy laws 
and information security policies established by the City of Bellevue.  
 
Wherever possible, links to more information should direct users back to the City’s official website, 
www.bellevue.net, for more information, forms, documents or online services necessary to conduct 
business with the City of Bellevue.  
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The Community Relations Director or designees representing the City via the City’s social media outlets 
must conduct themselves at all times as representatives of the City of Bellevue.  
 
Violation of this policy may result in the removal of pages from social media outlets.  
 
The City of Bellevue reserves the right to remove any messages or postings, including those that are 
obscene, and in violation of the copyright, trademark right, or other intellectual property right of any third 
party. Violations can include but are not limited to:  
                         

1. Foul, defamatory or disparaging language or comments,  
2. Purposely inaccurate and/or misleading comments,  
3. Sexual content or links to sexual content,  
4. Comments on work-related legal proceedings or ongoing investigations,  
5. Solicitations of commerce,  
6. Conduct or encouragement of illegal activity, 
7. Confidential or proprietary information, and/or 
8. Information that may tend to put at-risk the safety and security of the public or public  

     infrastructure. 
 
The City of Bellevue reserves the right to review and discipline any employee for any on-duty or off-duty 
social media communications that are in violation of this policy or any other provisions in this Employee 
Handbook.  
 
 
 
 
 
 
 
III. GENERAL PROCEDURES FOR DEALING WITH THE MEDIA  

 
All Media inquiries shall be referred to the City Administrator or Community Relations Department if they 
involve issues of citywide significance and/or are of a controversial or sensitive nature. This enables the 
Administration and Community Relations Director to track pertinent issues and to anticipate problems or 
concerns in the proactive development of the City’s message.  
 
The Community Relations Department promotes the City through media releases and several additional 
communication avenues regarding special accomplishments, events, activities, programs, initiatives and 
plans. All media releases intended for external audiences should be routed through the Community 
Relations DirectorDirector.  
 
Since positive media solicitation is an integral element of the City's communications strategy, any ideas for 
articles or media pieces that would positively portray the City, its work or its community should also be 
directed to Community Relations DirectorDirector.  
 
In a similar manner, Community Relations Director should be notified about negative occurrences that are 
likely to rise to the level of a news story. Routine inquiries on topics specific to a project or department 
may be handled by the appropriate staff person within the department however the City Administrator and 
the Community Relations Director should be notified on any topic that has the potential to present the City 



65 
 

in an unfavorable light. Such notification can be particularly important if follow-up inquiries are made with 
other City staff to ensure a coordinated, consistent City response.  
 
Guidelines for communicating with the media when the issue is non-controversial and limited to the 
staff member’s area of expertise:  
 
When fielding a media inquiry, it is not necessary to respond immediately. It is acceptable to gather your 
notes and thoughts and call the reporter back. Be cognizant that the reporter is on a deadline. If necessary, 
you may obtain in writing via e-mail: the name of the person calling, the media organization, the deadline, 
the anticipated time of release of information in print or broadcast and his/her questions. Request that they 
copy the Community Relations Directoron their inquiry. Additional questions to ask are the content of the 
story and the other sources the reporter will be utilizing.  
 
Guidelines for dealing with TV and radio interviews:  
 
When you receive a request for an on-air interview, please contact the Community Relations Director and 
provide the reporter’s name and affiliate. The Community Relations Directorwith approval of the City 
Administrator will handle scheduling the interview and will be available for consultation before the 
interview.  
 
The best approach with the media is to be prompt, helpful and honest. All contacts from the media should 
be returned as soon as possible, in deference to reporters' deadlines. At the most, a call should be returned 
within a half-day. If that is not possible, an alternate employee (if appropriate) or the Community Relations 
Directorshould be asked to handle the call. 
 
Issues that should not be discussed with reporters are:  
 

1. Legal issues, including liability issues and pending litigation  
2. Personnel issues, including those surrounding existing and former employees  
3. Questions that involve City integrity, such as ethics, or  
4. A community-wide situation or emergency.  

 
Refer all such inquiries to the Community Relations DirectorDirector or City Administrator. 
 
 
VI. CONTACT INFORMATION  
 
Community Relations Director  
(402) 293-3052 Phone | (402) 515-6259 Cell  
 
City Administrator, City of Bellevue 
(402) 293-3023 Phone  
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APPENDIX C 
Press Release Policy  

I.  OBJECTIVE  
 
The objective of this City of Bellevue Policy is to establish the procedure for the preparation and 
issuance of press releases.  This is to assure that press releases are informative, accurate, and 
contain sufficient detail to be of use to the media and the public.  The City must have press releases 
that are consistent in terms of style and are written in a fashion which will solicit media and public 
interest.  Press releases must reflect the policy of the City, establish a mechanism for providing 
accurate information to the community concerning City programs, events and policy, and promote 
equal treatment of the media in the release of City press releases.  
 
II.  PROCEDURES  
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1. Press releases and information bulletins should be issued to bring special media attention 
to City of Bellevue programs, accomplishments, or policy decisions and to assist in citizen 
education about issues being considered by the City.  

2. All press releases and information bulletins, except those issued by the Police and Fire 
Departments in connection with public safety reports and by Public Works for construction 
updates, shall be approved by the City Administrator prior to issuance.  

3. All press releases shall be distributed to those on the Media Distribution List by email or 
fax. They shall also be distributed to City Councilmembers and Planning Commissioners, 
Management Staff, and other staff members as appropriate.  

4. Quotations of individuals named in the press release shall be approved by the named person 
in advance.  

5. Both timelines and accuracy of information contained in press releases is important. All 
facts shall be confirmed.  

6. Press releases shall contain the date of issuance and be on City letterhead.  
7. Press releases shall be posted on the bulletin board at City Hall and posted on the City’s 

website.  
 
III.  RESPONSIBILITY  
 

1. The City Administrator shall be responsible for reviewing all press releases prior to 
distribution. 

2. The Community Relations Director shall be responsible for posting all press releases on 
the City’s website; the person preparing the press release should e-mail it to the Community 
Relations Director in PDF format.  

 
 
 
 
IV.  DEFINITIONS  
 
“Information bulletin” is a typed/printed report providing the facts of a given situation or issue 

designed to assist the media in developing their own coverage of the subject.  
 
“Media Distribution List” is the name, email and fax number list approved by the City 

Administrator for which all press releases are to be emailed or faxed.  
 
“Press release” shall mean a typed/printed announcement or story written so as to be printed as a 

news story or so as to be read over the broadcast media.  
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APPENDIX D 
Travel Expense Policy 

Travel Expense Policy – The Mayor, City Administrator, City Attorney, Council Members or employees 
traveling on behalf of the City of Bellevue (“City”) and performing approved City business will be 
reimbursed for their travel expenses. Travel expenses shall include, but not be limited to, transportation 
and/or mileage costs, lodging expenses, meal expenses and registration costs. References in this policy to 
employees shall also be applicable to the mayor, City Administrator, Assistant City Administrator, City 
Attorney and the City Council (see section 16). 
 
1. Pre-Approval of Travel – Travel to attend conferences or training or to conduct other City business 

requires the prior authorization of the employee’s supervisor and department head. Attendance by 
department heads requires the approval of the City Administrator. A “Travel and Training 
Authorization Form” (on City Intranet) is required to be completed and signed prior to incurring any 
expenses. Travel and training requests should clearly state (1) the purpose of the trip, (2) the specific 
need to the employee to travel, and (3) the estimated costs of the travel, including any registration fees. 
 
Individual departments may require additional documentation regarding travel approval and evaluation 
of travel. 
 
Requests to attend conferences and training during the last six months of an employee’s employment 
with the City will usually be denied. Local meetings may be approved. 
 
The City will not pay for more than four (4) trips of more than 50 miles outside of the Bellevue city 
limit per budget year (October 1 to September 30) unless approved in advance by the department head, 
the Finance Director and the City Administrator, according to section 17 of this policy. 

 
2. Air Travel – Air travel shall only be authorized when it is more economical than surface transportation. 

Reimbursement for commercial air travel will be limited to “coach” fare. First class travel is not 
allowed. Airfares should be most the economical flight available. 
 
An exception to the most economical flight may be granted if significant time  savings is achieved using 
direct flight versus connecting flights. All exceptions to the most economical airfare must be approved 
in advance in advance by the department head or City Administrator. 

 
3. Conferences and Training – City employees are encouraged to attend conferences and training, within 

the constraints of departmental budgets, to obtain, maintain or enhance key knowledge and skills related 
to the employee’s profession. 
 
Payment may be made directly to a vendor or as reimbursement to an employee for expenses incurred 
on behalf of the City. Original invoices/receipts and documentation showing the date, purpose and 
agenda of the conference or training must be attached to the employee’s travel expenses report. 
 
The payment of meals and nonalcoholic beverages for City employees attending a conference or 
training is allowable if the employee is in travel status or the meal is included in the overall conference 
pricing. 
 
An employee not in travel status will be reimbursed for actual costs incurred for attendance at official 
functions, conferences or hearings, not included in normal day-to-day operations of his or her 
department. These costs may include meals.  
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4. Lodging – Employees shall report only actual expenses paid for lodging. Business telephone calls and 

parking charges incurred at the lodging site may wither be directly billed to the City, paid with a City 
credit card or claimed on a travel expense report. If claimed on a travel expense report, detailed receipts 
for lodging are required to be filed with the claim. 
 
Personal lodging expenses incurred such as movies, purchases of personal items, etc. should be 
deducted from lodging receipts prior to requesting reimbursement. 
 
Lodging will be reimbursed when an employee is “away from home overnight.” The Internal Revenue 
Service states: “you are away from home overnight if your duties require you to be away from the 
general area of employment for a period substantially longer than an ordinary day’s work and, during 
released time while away, it is reasonable for you to need and to get sleep or rest to meet the demands 
of your employment or business. The absence must be of such duration that you cannot reasonably 
leave and return to that location before and after each day’s work.” 
 
It is City’s policy that a person generally be more than 50 miles from his or her workplace in order to 
be eligible for lodging. There may be, under certain circumstances, reasons to pay for lodging for 
distances less than 50 miles. Such reasons include, but are not limited to work requirements, medical 
conditions, or weather. In those instances, the reason must be clearly stated as part of the substantiation 
and documentation of expenses. 

 
5. Meals –  

a. Overnight Travel – Employees traveling on City business can claim the current Government 
Services Administration (GSA) daily rate for meals and incidentals applicable to the City’s zip 
code (68005). The GSA zip code 68005 daily rate for meals and incidentals will apply to travel 
to all locations. This rate will be posted on the City’s intranet and can also be found at the GSA 
website at  (enter the 68005 zip code to find rate).  
 
For all full travel days, the rate paid will be the GSA rate. For the first and last day of travel, 
the per diem amount paid will be 75% of the GSA per diem rate (this is consistent with Federal 
guidelines). 
 
The per diem rate covers all taxes and tips. Employees will not be reimbursed separately for 
those items. 
 
No reimbursement will be made for alcoholic beverages. 

 
b. Same-Day Travel – Employees with approved same-day travel will be reimbursed for meals 

and incidentals based upon actual costs incurred. 
 
Employees are required to adequately document and substantiate all meals and incidentals 
submitted for reimbursement. Undocumented and unsubstantiated costs will not be reimbursed. 
Receipts are required for all receiptable transactions. Non-receiptable transactions, such as vending 
machine purchases, must clearly explain the nature and purpose of the purchase and why no receipt 
was obtained.  
 

 
6. Vehicle Costs – An employee will be reimbursed for use of a personable vehicle while on City business 

(this does not include commuting miles) at the prevailing standard rate as established by the Internal 
Revenue Service through its Revenue Procedures. 
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This rate will be posted on the City’s intranet and can also be found at the IRS website at 
http://www.irs.gov/ (enter “mileage rates” in the Search box to find the current year Revenue Procedure 
with the mileage rate). 
 
If more than one City employee is riding in a personal vehicle being used for travel while on City 
business, only the owner of vehicle will be reimbursed for mileage will not be paid to other occupants. 
 
Vehicle usage must be economical based upon total travel costs (mileage, lodging, meals, employee 
travel time) when determining whether to travel by vehicle or air. Employees do not have the option to 
select vehicle travel if the distance of the trip makes vehicle travel less economical when considering 
all travel costs and lost productive employee time. 
 
Department heads may require employees to utilize City-owned vehicles (as opposed to personal 
vehicles) if the use of the City-owned vehicle will be more economical. An employee’s personal vehicle 
may be considered for use if a City-owned vehicle is not available, the employee is including personal 
travel during the trip, or the employee has other valid reasons for using a personal vehicle. The Travel 
and Training Authorization Form will indicate to the travel approver the vehicle (personal or City) 
intended to be used for the trip. 
 
Employees will be reimbursed mileage for both overnight and same-day travel. The guidelines for 
reimbursement of mileage are the same for both. 

 
When renting a vehicle, rental car insurance coverages should be declined. Car rental is covered by the 
City’s insurance. 

 
7. Long Distance Telephone Calls – Charges for long distance telephone calls are an allowable City 

expenditure if:  
a. They are related to City business or 
b. The employee is in travel status on City business and the calls are in accordance with an 

approved City policy. 
 
    Employees are encouraged to use the most economical method available for 
    telephone calls. 
 
8. Reimbursement to One Employee for Two or More Employees’ Expenses – One employee may be 

reimbursed for actual expenses incurred on behalf of another City employee, such as when two 
employees eat a meal and one employee pays the bill. The employee to be reimbursed must provide the 
City with the same detailed information that would have been required of each City employee had they 
been billed individually. In all cases when one employee is requesting reimbursement for expenses of 
more than one City employee, detailed receipt policies must be adhered to, employees’ names listed 
and documents cross-referenced, when applicable. If two employees are billed jointly, but each pays 
half and each requests reimbursement separately, the documents must be cross-referenced, since one 
employee usually will not have a detailed original receipt. 
 
The highest-level employee should pay the bill if paying on behalf of one or more other employees. 
Lower level employees are not allowed to pay for expenses incurred by their supervisors or department 
heads, which would subsequently be approved by the supervisor or department head. 

 
 

http://www.irs.gov/
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9. Paying for Travel Expenses – Several methods are available for payment of travel expenses, as 
follows: 

a. Direct payment by the City to the business. 
b. Use of a City assigned credit card for individuals authorized to hold a City credit card. 
c. Use of the employee’s personal credit card (to be reimbursed upon submission of an approved 

travel expense report). 
d. Request and receipt of a travel cash advance. 
 
For conferences and training, employees are encouraged to contact the Purchasing 

   department to arrange direct payment by the City. 
 
10. Cash Advances – Cash advances may be made to employees to cover the estimated costs of lodging 

ground transportation, and meals and incidentals. If actual expenses submitted exceed the amount of 
the advance, the City will reimburse to the employee the difference. If the advance exceeds the actual 
expenses submitted, the employees should submit a check with his/her travel expense report to 
reimburse the City for the difference. 
 
Approval of cash advances is required by supervisors and department heads. Cash 

      advances requested by department heads are to be approved by the City    
      Administrator. 
 
11. Travel Expense Report – A “Travel Expense Report” (on City Intranet) for the incurred expense must 

be completed and submitted by the employee to his/her supervisor and department head for approval. 
Department heads are required to submit travel expense reports to the City Administrator for approval. 
 
Employees must substantiate and document the cost for travel, lodging, meals and other expenses. To 
be reimbursed, the expense must be a necessary expense, the reason/purpose of the expense clearly 
stated, and the dates and amounts incurred documented. 
 
Receipts are required for all expenditures that are not covered by per diem rates, regardless of the 
amount. In rare cases where a receipt is not available (example: vending machine purchase), an 
explanation of the date, time, amount and items purchased should be provided. 
 
Each receipt must provide the required detail about the expense (date and specific items purchased). 
Credit card receipts with only total amounts will not be considered adequate documentation. Employees 
will be required to obtain the necessary detail documentation in order to be reimbursed. 
 
In rare cases when the receipt provided by the merchant for minor expenditures does not detail the 
purchase, the employee should clearly explain what was purchased and provide a notation with the 
expense report indicating that no additional receipt detail was available from the merchant. 
 
Failure to have a detailed receipt or provide necessary detail for non-receipted or non-itemized minor 
purchases shall make the expense a personal expense. 
 
Travel expense reports must be submitted for approval no later than thirty days after the final day on 
which the expenses were incurred. Failure to submit expenses within the required time frame may result 
in expenses not being reimbursed.  

 
12. Personal Expenses – Employees using personal credit cards for City business must exclude any 

personal expenses from those submitted for reimbursement. Whenever possible, employees are 
encouraged to make personal and City business expenditures separately. 
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Payments made directly by the City or with the City issued credit cards must never include any personal 
costs. If a personal cost is mistakenly paid for by the City, it must be reimbursed by the employee within 
three (3) business days. All personal costs paid for by the City and reimbursed by the employee will be 
reported to the Audit Committee. Use of City issued credit cards for personal expenses will result in 

      disciplinary actions which may include termination. 
 
13. Employee and Approval Signatures 

a. Employee Signatures – The employee claiming reimbursement of expenses must sign the travel 
expense report. By signing the travel expense report, the employee asserts that all expenses 
submitted are appropriate and legitimate expenses incurred in accordance with the City’s 
Travel Expense Policy. Knowingly falsifying travel expense reports will result in disciplinary 
actions which may include termination. 

b. Approval Signatures – Supervisors, department heads and/or the City Administrator should 
insure that cost incurred are appropriate and legitimate and in accordance with the City’s Travel 
Expenses Policy. Expenses that do not meet the policy requirements for reimbursement should 
be clearly noted and removed from the expense report.  

 
14. Travel with Family Members – Family members may wish to attend meetings or conferences with 

employees who are traveling. Any additional costs incurred related to the attendance of family members 
are the responsibility of the employee.  
 

15. Training Attendance Evaluation – Following the attendance at any conference or training, the 
employee is required to complete and provide to Personnel a “Travel Attendance Evaluation Form” (on 
City Intranet). This form documents the quality of the training, the benefits of attendance and whether 
it is recommended that attendance at similar sessions in the future occur. This is due within 10 days 
after the completion of the trip. 
 

16. Applicability of Policy and Approval of Travel Expenses for Non-Employees and the City 
Administrator – All provisions of this policy are also applicable to non-employees (i.e. the Mayor, 
City Attorney and City Council) traveling to conduct approved City business. 
 
Pre-approval of travel, approval of travel expense advances, and approval of travel expense reports for 
the Mayor, City Attorney, Assistant City Administer and the City Council is the responsibility of the 
City Administrator and the Finance Director.  

 
Pre-approval of travel, approval of travel expense advances and approval of travel 

      expense reports for the City Administrator are the responsibility of the Mayor. 
 
17. Policy Exceptions – Policy exceptions may be granted with the approval of the department head, the 

Finance Director and the City Administrator. Policy exceptions for the City Administrator may be 
granted with the approval of the Mayor. Policy exception requests must clearly state the nature and 
the reason for the policy exceptions. All policy exceptions will be summarized and reported to the 
Finance Compliance and Control Manager, who will report the exceptions to the Audit Committee.  
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APPENDIX E 
Unclassified Employee Benefit Summary 

Compensation and benefits for unclassified full-time employees 

 

The following are subject to change at any time with advance notice. 
The City's Employee Handbook shall cover any issues not addressed. 

The City Administrator's interpretation, and/or negotiated offers, of any of the following shall be final. 
 
 

All Full-Time, Unclassified, Civilian Employees 
 
Compensation 
 
Introductory Period Employees: Your regular wage will be determined by the accepted offering wage at 
hiring or promotion. After six months of continuous employment, you will be eligible for a performance 
adjustment to your wage if your wage is less than the maximum range limit for your position.   All 
introductory period employees will receive two 6-month Employee Evaluations; one upon the completion 
of your 6-month hire/promotion introductory period and one upon completion of one year of service of your 
hire/promotion date. Employees will then move to the annual review period on their anniversary/promotion 
date.   
 
Employees outside of introductory period: Annually, on your anniversary (or promotion date), you will be 
eligible for a performance adjustment to your wage if your wage is less than the maximum range limit for 
your position.   All wage increases must be accompanied by an Employee Evaluation Form.  

Employees who have been placed on suspension during the immediately preceding twelve (12) month 
evaluation period shall have any scheduled step increase delayed for six (6) months. Such delay will not 
alter the employee’s annual evaluation date, hire date anniversary, or applicable promotion anniversary 
date. 

Following the six (6) month delay, the employee shall be eligible to receive the delayed step increase, 
provided all other contractual requirements have been met. The employee shall continue to receive their 
annual evaluation and be considered for any subsequent step increase on their established hire date 
anniversary or applicable promotion anniversary date. The temporary delay of one scheduled step 
increase under this Section shall not permanently alter the employee's future wage progression 
schedule.ADVANCEMENT BEYOND A SINGLE PAY STEP ("DOUBLE STEP”) 

The City may approve advancement beyond a single pay step outside the standard wage progression on an 
employee's compensable anniversary date. This provision is intended to address rare and exceptional 
circumstances only and shall not replace or modify the normal wage progression established under this 
Agreement. 

Advancement beyond one pay step is not a standard compensation practice and may occur only under the 
conditions set forth in this Section. Decisions made under this Section are discretionary and shall not be 
subject to the grievance or arbitration procedures of this Agreement. 

 
Eligibility for Double-Step Advancement 
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An employee may be considered for advancement beyond a single pay step only when all of the following 
conditions are met: 

1. Extenuating Circumstances 
Extraordinary, unusual, or critical circumstances exist that significantly affect operational needs 
and could not reasonably have been anticipated within the normal wage progression. 

      2. Written Justification 

The Department Director shall submit written documentation identifying: 

a) The specific circumstances and supporting documents; 
b) The operational or organizational impact, and 
c) The reason standard step progression is insufficient to address the  

situation. 
      3. Required Approvals 

  Any advancement beyond a single pay step must receive written approval from both the  
  Department Director and the City Administrator.  Approval of a double-step  
  advancement is discretionary and shall not establish a past practice, precedent,  
  expectation, or entitlement for any employee or future request. 

 
Limitations 

“Double-step” advancements shall be used sparingly and only in exceptional circumstances.  This section 
shall not be used as a substitute for performance-based concerns, retention adjustments, market 
adjustments, or routine compensation matters. Approval of one request shall not require approval of any 
other subsequent requests under similar circumstances.  

Employees who believe they have assumed substantial additional responsibilities, are regularly 
performing duties outside the scope of their current classification, or believe their position has materially 
evolved should utilize the City's annual Upgrade process. The Upgrade process provides for a formal 
review of job duties, classification, and compensation based on sustained changes to the position. See the 
Upgrades policy (Section III.F.) of the Employee Handbook. 

 

Education Incentives  

 
Education Reimbursement  
The City may pay 50% of tuition, fees and books associated with the pursuit of a college certificate 
or degree that benefits the City, only if advance written approval by the Department Director and 
Human Resources Director was obtained prior to enrollment in the class(es).  This benefit has a 
maximum of $5,250 per calendar year, per employee.  In order to be eligible for reimbursement the 
employee must receive a grade of “C” or better for undergraduate work, and “B” or better for 
graduate level coursework. If the class is graded only by receiving a “pass” or a “fail”, you must 
obtain a “pass” for the course to be reimbursed. No reimbursement will be provided for costs 
covered and/or reimbursed under other programs or otherwise not actually paid by the 
employee.  

Ashley Decker
T/A 08/18/26
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The City will pay for renewal licenses and certifications that are required by the employee's job 
classification.  If the employee does not successfully obtain licensing and/or certification on the first 
attempt, subsequent attempts to obtain will not be paid for by the City.     
 
Upon completion of the course, the employee must submit the completed education reimbursement 
form as well as receipts and evidence of the required grade or certification attached.  
 
 
Education Compensation  
In addition to regular hourly wages, Employees shall receive educational compensation according 
to the following schedule, for Higher Education completion.  Higher Education is defined as 
education beyond high school, specifically provided by accredited colleges, graduate schools, 
professional schools, trade schools, and metro or community colleges.  
         

                                                                                                              Monthly Amount  
 
Successful obtainment of an Associate’s Degree          $20.00 
Successful obtainment of a Bachelor’s Degree          $25.00 
 
*Directors of the City will not follow the above schedule, but shall instead receive educational 
compensation in the amount of $80.00 per month for a college or university degree or, in the event 
of partial completion, $20.00 per thirty (30) credit hours earned.   
 

Longevity Pay  

            
Additional compensation shall be granted to Employees based upon the length of full-time employment 
service with the City.  Such additional compensation shall be “Longevity Pay.”  Payment of Longevity Pay 
shall commence when the Employee begins the relevant year employment category.  The year categories 
are not cumulative, and therefore, Employees shall only receive the amount of pay designated for each 
category, and not the total of all preceding categories.  

 
                       Monthly Amount  
Beginning of 8th year of employment           $35.00  
Beginning of 11th year of employment             $75.00  
Beginning of 14th year of employment         $110.00  
Beginning of 17th year of employment         $150.00  
Beginning of 21st year of employment            $185.00  
Beginning of 25th year of employment        $255.00  
 

 

Insurance  

The employee is entitled to the insurance benefits of the City including medical, dental, life and AD&D.  
Coverage shall start the first of the month following 30 days of employment.  

Medical  
Employee Only (Single) Coverage  

 City pays 92.5% of the premium, employee share is 7.5%  
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             All other coverage (Emp/child, Emp/Spouse, Family)  
             City pays 82% of the premium, employee share is 18% 

Dental   
Employee Only (Single) Coverage  

             City pays 100% of the premium  

All other coverage (Emp/child, Emp/Spouse, Family)  
             Employee is responsible for 100% of the premium  

 
 
Life and Accidental Death and Dismemberment    

City provides a term life policy in the amount equal to the Employee’s annual 
salary plus $7,000 OR $52,000; whichever is greater up to a   
maximum of $100,000  

(Sworn employees shall receive a maximum benefit of $52,000, regardless of 
salary) 

Long-Term Disability  
                           City provides 100%, based on salary   
 
Retirement-Principal  
  Employee must contribute 6% of their gross wages and will receive a 6%  
  City match (of such Employee’s gross wages) towards the City’s 414(h)  
  pension and retirement plan 

(Police and Fire Chiefs follow state statute and/or union contract) 

Medical retirement benefit  

 
Provided the Employee has been enrolled in the City’s Group Insurance Plan for a minimum of one (1) year 
prior to the Employee’s official retirement date, and has been employed by the City for a minimum of five 
(5) continuous years, the City will pay the Group Insurance Plan premium for any Employee who retires as 
follows: 

SINGLE COVERAGE:  After an Employee reaches the age of fifty-five (55) years and chooses 
a retirement option, the City shall pay ninety-two and a half percent (92.5%) of the single coverage 
premium under the Group Insurance Plan for the first twenty-four (24) months following retirement 
or until Employee becomes eligible for Medicare/Medicaid benefits, whichever comes first.  
Thereafter, the City shall pay fifty percent (50%) of the single coverage premium under the Group 
Insurance Plan until the retiree becomes eligible for Medicare/Medicaid benefits.  In the event of 
the retiree’s death, the City will have no further liability for the payment of premiums.  

  

FAMILY COVERAGE, EMPLOYEE AND SPOUSE OR EMPLOYEE AND CHILD(REN): 
After an Employee reaches the age of fifty-five (55) years and chooses a retirement option, the City 
shall pay eighty-two percent (82%) of the chosen coverage premium under the Group Insurance 
Plan for the first twenty-four (24) months after retirement, or until Employee becomes eligible for 
Medicare/Medicaid benefits, whichever comes first.  Thereafter, the City shall pay fifty percent 
(50%) of the chosen coverage premium under the Group Insurance Plan until the retiree becomes 
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eligible for Medicare/Medicaid benefits.  In the event of the retiree’s death, the City will have no 
further liability for the payment of premiums.   

 

Additional Voluntary Benefits   

 
The employee is eligible to elect voluntary benefits, premiums of which are paid for 100% by the 
employee.  Coverage, if elected, starts the first of the month following 30 days of employment.  
 
Retirement Savings in a 457 Plan-Principal (deferred or Roth contributions, no City match)  
   
Supplemental Life Insurance  
   
Vision Insurance  
   
Accident/Cancer/Catastrophic-AFLAC 
 
Legal Insurance-Legal Shield  

 
Sick Leave 
          
8 hours per month accrues on the first day following the calendar month of employment. Employees hired 
prior to 10/01/13 shall be grandfathered at their accrual rate of 12 hours per month.  Upon termination of 
employment for other than cause, 50% of the sick leave hour balance, up to 960 hours, will be paid to 
employee who have at least five (5) years of service with the City.    
            
Beginning 1st year of employment   8 hours per month 
 
An employee who has submitted a resignation notice shall not be permitted to utilize accrued sick 
leave during the final fourteen (14) calendar days of employment, except for a bona fide illness or 
injury supported by medical documentation. Any sick leave used during any final fourteen (14) 
calendar days of employment, if separation notice is not given, will not be paid out.   
 
Paid Holidays  
 
You are eligible for holiday pay beginning the first day of employment:  
 

New Year’s Day    Veteran’s Day  
Martin Luther King’s Birthday   Thanksgiving Day  
President’s Day     Day after Thanksgiving  
Memorial Day                                                     Christmas Day  
Independence Day    Juneteenth  
Labor Day 

Vacation 

         
8 hours per month accrues on the first day following the calendar month of employment.  On September 
30th of each year, Employees whose vacation leave balance equals or exceeds 200 hours will not be eligible 
to earn additional vacation leave until they reduce their total vacation leave balance below 200 hours. 
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Remaining vacation leave will be paid at employee’s termination.  Once vacation is accrued, you are entitled 
to take the leave in accordance with the Handbook procedures.  Employees hired prior to 10/01/13 shall be 
grandfathered at their current accrual rate schedule.   

 
         Monthly Accrual  
Start of 1st year of employment        8 hours  
Beginning of 5th year of employment                        11.00 hours  
Beginning of 10th year of employment            14.33 hours  
Beginning of 15th year of employment                        16.00 hours  
Beginning of 20th year of employment            17.66 hours  
Beginning of 25th year of employment            21.00 hours  

Employees shall be permitted to request a cash in of vacation twice per fiscal year.  At the time of cash in, 
the employee’s vacation balance remaining after the cash in must be 40 hours or more.    
 

Maternity Leave  
Mothers who have given birth will be granted two weeks of paid leave in conjunction with approved leave 
under the Family Medical Leave Act. In order to be eligible for this leave, the employee must be eligible 
for leave under the FMLA and have been approved as such.  Childbirth recovery leave will run concurrently 
with FMLA leave and will not extend the maximum amount of time off provided under FMLA.   

Supplementary Benefits 

  
Administrative Leave Time (full-time, exempt employees) 

Exempt employees who are not eligible for overtime shall receive an additional eighty (80) hours 
paid leave termed as "Admin Leave". This leave shall be awarded on October 1 of each fiscal year.  
Accumulated Admin Leave shall be used within each fiscal year given and cannot be carried forward to the 
next fiscal year.  Any accumulated Admin Leave not used within the fiscal year shall be paid to the 
Employee in cash at the first regular payroll of October. 

Comp Time (full-time, non-exempt employees)   
 

Comp time can be earned, and banked, at a rate of 1.5 of the hours exceeding 40 each week, not to 
exceed 80 hours at any time.  Once 80 hours is accrued, worked time over 40 hours in a week will 
be compensated as overtime pay according to DOL regulations. Amount of Comp time for the pay 
period must be communicated to the payroll department prior to 8:00 A.M. on the Monday 
following the pay period.  Once Comp time is earned, you are entitled to take the Comp time. Comp 
time will only be converted to cash at employee’s termination.   

Allowances 
 

Employees whose job classifications require steel toe safety footwear, prescription safety eyewear  
or a uniform shall be entitled to those items provided to them by the City at no charge. The City 
shall determine the type and design of each uniform. The issuance and replacement of uniforms, 
steel toe safety footwear and prescription safety eyewear shall be based upon the quartermaster 
system. Any employee requesting a new uniform, steel toe safety footwear or prescription safety 
eyewear shall provide the quartermaster (department secretary or designee) the unserviceable 
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items or uniform. Upon approval by the quartermaster, the employee shall be authorized to contact 
the appropriate City approved vendor for replacement item(s) that are not kept in stock. 

Bilingual Pay 

 Upon request of the Department Director; Any employee demonstrating proficiency to interpret 
conversations in Spanish, Slavic, Vietnamese, or sign language; AND who is routinely using their bilingual 
abilities in the performance of their job duties, shall receive compensation in the amount corresponding to 
their level of tested proficiency described below. Any additional languages may be considered at the 
discretion of the City Administrator. In order to receive such compensation, the employee must pass the 
approved language testing through the Human Resources Department. The Human Resources Department 
will secure testing through Language Testing International, however if said testing cannot be secure, the 
employee and the Human Resources Director will work together to find an alternative and comparable 
testing company. There may be different testing requirements for sign language and the requesting 
employee and Human Resources Director will work together to find a company to administer the testing 
for sign language. In order to receive this compensation, the employee must agree to provide interpretation 
services while on the clock to the extent that is practical.  

 ACTFL Proficiency Level                                                          Monthly Amount 

      Novice High - Intermediate Low                       $75  

      Intermediate Mid - Intermediate High                     $150  

      Advanced Low and Higher      $200  
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RECEIPT 
I have received and read a copy of the City of Bellevue Employee Handbook (Revised July 2026)  which I 
acknowledge supersedes all previous employee handbooks, manuals, and policies.  I understand all of the 
rules and policies contained in this Employee Handbook and agree to abide by them.  I understand that 
failure to abide by the rules, policies, terms and conditions of my employment may result in disciplinary 
action, up to and including termination.   

Further, I acknowledge that these policies were effective when adopted by City Council (Council) and will 
supersede any and all employee rules, policies, regulations, or procedures that had been previously adopted 
by the Council.  

I understand that the Employee Handbook is intended to provide employees with an understanding of the 
City’s current employee policies and procedures and that those policies and procedures are subject to 
change, modification or elimination by the City at any time.  I also understand and agree that nothing in 
this Employee Handbook constitutes an express or implied contract of employment between the City of 
Bellevue and any employee.   

 

________________________________________  _____________________ 
Employee’s Signature      Date 
 
 
________________________________________  _____________________ 
Employee’s Printed Name     Date 
 
 
________________________________________  _____________________ 
Supervisor’s Signature      Date 
 
 
________________________________________  _____________________ 
Supervisor’s Printed Name     Date 
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	Agenda
	1. PLEDGE OF ALLEGIANCE
	2. INVOCATION - Pastor Andrew Diorio, Midlands Baptist Church, 2407 Chandler Road East.
	3. CALL TO ORDER AND ROLL CALL
	4. OPEN MEETINGS ACT - Posted in the Entry to the Council Chambers and copies are available on back table.
	5. APPROVAL OF AGENDA, CONSENT AGENDA, CLAIMS, AND ADVISORY COMMITTEE REPORTS:
	a. Approval of the Agenda
	b. Approval of the Consent Agenda (Items marked with an (*) are approved where this item is, unless otherwise removed)
	1. * Approval of the August 18, 2026 City Council Minutes.
	5b1. August 18, 2026 City Council Minutes

	2. * Acknowledge receipt of June 17, 2026 Bellevue Public Library Advisory Board Minutes.
	5b2. Library Board Minutes June 17, 2026

	3. * Authorize the City of Bellevue to start using The Bellevue Times, a legal digital newspaper, as their official newspaper for publishing of all public notices.


	6. APPROVAL OF CLAIMS - September 1, 2026
	6. Claims for 9-1-2026

	7. SPECIAL PRESENTATIONS:` NONE
	8. ORGANIZATIONAL MATTERS:
	a. *Appointment of Clare Severn to the Bellevue Library Advisory Board for a five-year term ending June 30, 2031. (Library Director)
	8a. Appoint Clare Severn to Library Board to June 2031

	b. * Appointment of Garrett Sims as President to the City of Bellevue Museum Board for a four-year term ending in August 2030. (Mayor Hike)
	8b. Appoint Garrett Sims as President to City of Bellevue Museum Board

	c. *Approve changing the beginning time of November 3, 2026 City Council meeting from 6:00 p.m. to 4:30 p.m. to allow City Council and Staff time to vote on Election Day. (City Administration)

	9. APPROVED CITIZEN COMMUNICATION: NONE
	10. LIQUOR LICENSES: NONE
	11. ORDINANCES FOR ADOPTION (3rd reading):
	a. Ordinance No. 4223: An ordinance to amend the hours regarding closing time at all City Parks, City Park Facilities and Playground Areas which shall be opened daily to the public during the hours of 6:00 a.m. to 10:00 p.m. (Public Works Director)
	11a. Cover Sheet Ord. No. 4223
	11a. Ord. No. 4223 Redline
	11a. Ord. No. 4223 Clean Copy


	12. ORDINANCES FOR PUBLIC HEARING (2nd reading):
	a. Ordinance No. 4224: An ordinance to adopt the budget statement to be termed the Annual Appropriations Bill. (Budget Committee)
	1. Resolution 2026-17: A resolution to set the 2026-2027 property tax levy. (Hearing required - No Action taken)
	12a1. Res. No. 2026-17 set 2026-207 property tax levy

	12a. Cover Sheet Ord. No. 4224
	12a. State Budget Form 2026-2027
	12a. Ord. No. 4224 Appropriations Bill


	13. ORDINANCES FOR INTRODUCTION (1st reading):
	a. Ordinance No. 4225:  Compensation Ordinance Update (Human Resources)
	13a. Cover Sheet Ord. No. 4225
	13a. Ord. No. 4225 Comp Ord Update

	b. Ordinance No. 4226:  An ordinance to amend Chapter 12, of the Bellevue Municipal Code by amending Article IV, Sections 12-60; regarding fireworks. (Councilman Casey)
	13b. Cover Sheet Ord. No. 4226
	13b. Ord. No. 4226 Red-lined
	13b. Ord. No. 4226 Clean Copy

	c. Ordinance No. 4227:  An ordinance to amend Chapter 13, of the Bellevue Municipal Code by amending Article I, Sections 13-1, 13-4, and 13-5; Article II, Sections 13-21, 13-47, and 13-48; Article III, Sections 13-61 through 13-69, regarding garbage and refuse. (City Clerk) (Staff request to waive the rule regarding three readings, hold a public hearing, and vote after the public hearing at tonight's meeting)
	13c. Cover Sheet Ord. No. 4227
	13c. Ord. No. 4227 Red-lined
	13c. Ord. No. 4227 Clean Copy

	d. Ordinance No. 4228:  An ordinance to amend Chapter 6, of the Bellevue Municipal Code by amending Article I, Sections 6-0, 6-8, and 6-9; and Article V, Sections 6-101 through 6-108, regarding animals and fowl. (City Clerk) (Staff request to waive the rule regarding three readings, hold a public hearing, and vote after the public hearing at tonight's meeting)
	13d. Cover Sheet Ord. No. 4228
	13d. Ord. No. 4228 Red-lined
	13d. Ord. No. 4228 Clean Copy

	e. Ordinance No. 4229:  An ordinance to amend Chapter 16, of the Bellevue Municipal Code by amending Article II, Sections 16-23; regarding Library Advisory Board. (Library Director)
	13e. Cover Sheet Ord. No. 4229
	13e. Ord. No. 4229 Red-lined
	13e. Ord. No. 4229 Clean Copy


	14. PUBLIC HEARING ON MATTERS OTHER THAN ORDINANCES:
	a. Request to approve the 2027-2032 Capital Improvement Plan (CIP). (Planning Director) (Postpone Action to September 15, 2026 meeting)
	14a. CIP 2027-2032


	15. RESOLUTIONS: NONE
	16. CURRENT BUSINESS:
	a. *Approve the list of applications for waiver of hunting regulations as reviewed and approved by Sgt. Don Pleiss. (City Clerk)
	16a. Hunting Waivers

	b. Approve and authorize the Mayor to sign Change Order #6 authorizing ARCO MURRAY for Retainage, Hydroseeding, and Mattel Construction in an amount not to exceed $2,124,154.69. (Economic and Development Director)
	16b. Change Order No. 6 Arco Murray $2,124,154.69

	c. Approve and authorize the Mayor to sign the Gas Main Extension Agreement between the City of Bellevue and MUD to install plastic gas main in Bellevue Entertainment District Subdivision in an amount not to exceed $13,378.00. (Public Works Director)
	16c. MUD Gas Main Extension Agreement Bellevue Entertainment District $13,378

	d. Approve and authorize the Mayor to sign the Seventh Lease Amendment and Lease Commission Agreement with Athletico Excel Nebraska, LLC extending their lease effective August 1, 2027 for seven (7) years or until July 31, 2034. (Administration)
	16d. Lease Agreement with Athletico Excel LLC

	e. Approve and authorize the Mayor to sign the agreement with Creative Sites,in an amount not to exceed $34,938.00, for the patio project at the library. (Library Director)
	16e. Creative Sites for pation at the library

	f. Approve and authorize the purchase with Cellebrite Inc. to purchase three software licenses for use in the Bellevue Police Department's Cyber Crimes Unit, in an amount not to exceed $40,270.00. (Assistant Chief Andy Jashinske)
	16f. Cellebrite License Renewal

	g. Approve collective bargaining agreement with the Bellevue Professional Management Association for the term October 1, 2026 through September 30, 2028. (Administration)
	16g. BPMA Bargaining Agreement October 1, 2026 - September 30, 2028

	h. Approve the revised Employee Handbook. (Human Resource Director)
	16h. Cover Sheet Employee Handbook Update
	16h. Employee Handbook Redline

	i. ++ Approve and authorize the Mayor to sign the ROW Purchase Agreement for Fort Crook Road Extension in an amount not to exceed $320,100.00. (Economic Development Director)
	16i. ROW Purchase Agreement for Fort Crook Road Extension

	j. ++Approve and authorize the OPPD Transformer Service Installation Contracts for the Bellevue Entertainment District in an amount not to exceed $233,556.00. (Economic Development Director)
	16j. OPPD Transformer Service Installation Contracts for Entertainment District


	17. ADMINISTRATION REPORTS: Comments must be limited to items on the current Reports (August report is attached)
	17. Admin Reports

	18. CLOSED SESSION:
	19. ADJOURNMENT

