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SECTION 1.
Section 1.1

GENERAL PROVISIONS

Purpose of Manual

This document shall be known as the Village of Clarendon Hills Personnel Manual
(Manual). This Manual shall apply to employees of the Village of Clarendon Hills and is
designed to assist employees in performing their duties and responsibilities. This Manual
does not, and is not intended to, cover every aspect of Village operations. Rather, the intent
is to enable employees to gain a better understanding of their role as a member of the
Village staff and to provide general guidelines and procedures. The Village retains
flexibility in using and applying these general statements. The Manual may be amended at
any time at the sole discretion of the Village, with or without notice.
Should there be any questions about any of the provisions contained within this Manual,
or areas that may not be covered, those questions and concerns should be directed to your
supervisor and/or Department Head.
Section 1.2

Statement of Management Rights

It is the policy of the Village of Clarendon Hills to reserve, retain and maintain its inherent
right to manage the business affairs of the Village. The right to manage includes but is not
limited to the following statements of exclusive authority and ability:
1.
The right to hire and fire.
2.

The right to maintain order and efficiency.

3.

The right to determine the extent and nature of all equipment, methods, means and
personnel by which such operations are conducted.

4.

The right to determine the general operations of the Village including the number
of shifts, the maintenance of schedules and hours and methods of work, the
standards of workmanship, the assignment and transfer of personnel, and to lay
off for lack of work or funds.

5.

The right at any time to alter, amend, modify, or eliminate the manner in which
Village activities are conducted, including the composition and control of the
work force carrying on those activities.

6.

The right to consolidate services with other governmental bodies and agencies
and to privatize or contract out for existing services or proposed services.

7.

The right to take any other action or to refrain from taking any action when
determined to be in the best interests of the Village.
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Section 1.3

Positions Covered by the Manual

These personnel policies and procedures apply to all employees of all departments of the
Village. The term “employee” includes full-time, regular part-time, temporary, and
seasonal employees of the Village. If part-time, paid-on-call, temporary, and/or seasonal
employees are excluded from any particular provision of this Manual, the language of that
provision will state that the provision applies only to full-time employees or that part-time,
paid-on-call, temporary, and/or seasonal employees are not covered.
For police and fire personnel who are subject to the provisions of the rules and regulations
of the Board of Fire and Police Commissioners, the provisions of these personnel policies
and procedures shall apply when not inconsistent or contrary to the provisions of the rules
and regulations of the Board of Fire and Police Commissioners.
Where this manual addresses the same subject matter as any collective bargaining
agreement covering Village employees, the provisions of the collective bargaining
agreement shall control only to the extent inconsistent herewith.
The foregoing means that in cases of conflict, the following hierarchy of rules/ regulations
applies:
1. Collective Bargaining Agreement/Board of Fire and Police Commissioners Rules
2. Specific provisions outlined by an individual offer of employment
3. Village Personnel Policy Manual
4. Departmental Rules/Regulations
In the event that any of the provisions of this manual conflict with laws of the State of
Illinois or the Federal Government, the latter shall take precedence.
Section 1.4

Administration of the Manual

The Village Manager shall be responsible for administration and interpretation of these
personnel policies and procedures and may, from time to time, develop and promulgate
procedural rules, interpretations, and administrative and/or technical changes or
modifications. The Village Manager may delegate the administration and implementation
of these policies and procedures as he/she deems appropriate.
In addition, the Village Manager may recommend amendments to these policies and
procedures to the Village President and Board of Trustees.
Section 1.5

Amendments to the Manual

These personnel policies and procedures are subject to amendment by the Village Board,
which shall retain the right to amend this Manual at any time in its sole discretion, with or
without notice. The Village Manager may at his or her discretion distribute to all employees
Administrative Directive Memos for the purpose of clarifying language in this manual or
to provide policy updates that are changed as a result of changes in state or federal law.
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Section 1.6

Departmental Policies and Procedures

This Manual shall not be construed as limiting in any way the power and authority of any
Department Head to make departmental rules and regulations governing the conduct and
performance of employees. Such rules and regulations shall be submitted to and approved
by the Village Manager. Departmental rules and regulations shall not conflict with the
provisions of this manual except to make policies contained within more restrictive or when
necessary for the unique function of the department. A copy of departmental rules and
regulations should be furnished to each employee to whom they apply and to the Village
Manager. Such rules and regulations shall have the force and effect of rules of that
department and disciplinary action may be based upon breach of any such rules and
regulations.
Section 1.7

Manual Not An Offer of Employment or Contract

Employees of the Village are “at will” employees and may be removed at any time, with
or without cause and with or without notice. This manual does not create, and shall not be
construed as creating, any contract or offer to contract with the Village. No property or
tenure rights in employment shall be created, or deemed to be created, by this manual. All
provisions of this manual are subject to change, at the sole discretion of the Village, at any
time, with or without notice. No policy, benefit or procedure set forth in this manual implies
or may be construed to imply that it or any portion thereof is an employment contract.
Employment and compensation may be terminated by the Village with or without cause
and with or without notice at any time at the option of the Village. Further, any oral
statements relating to the terms and conditions of employment that conflict with this
Manual are not binding upon the Village. Any oral statements promising permanent
employment or other employment advantages are not binding upon the Village, unless set
forth in a written document and signed by the Village Manager.
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SECTION 2.
Section 2.1

EMPLOYEES’ CODE OF ETHICS

Statement of Code

Employees are expected to conduct themselves in a professional and business-like manner
without any appearance of impropriety. As in any organization, Village employees are
ambassadors for the Village and represent the values and accepted practices of the Village.
Employees should avoid any possible conflict of interest and are required to abide by the
following rules:
Fiduciary Duty
Employees shall at all times in the performance of their public duties owe a fiduciary duty
to the Village of Clarendon Hills. This means that the funds they are authorized to spend
or the reimbursements they receive for expenditures that they incur are public moneys, and
should be spent in a prudent, conservative fashion consistent with appropriate accounting
and reporting, budget approval, supervisor authorizations, and other good internal controls.
Improper Influence
No employee shall make, participate in making, or in any way attempt to use his or her
position to influence any governmental decision or action in which he or she knows or has
reason to know that he or she has a financial interest, either directly or indirectly. An
employee has a financial interest in a governmental decision or action when it is reasonably
foreseeable that said decision or action will have a material effect on said employee
distinguishable from its effect on the public generally. Said person shall refrain from all
official activity and discussion respecting such a matter, and shall publicly state the nature
and extent of his interest in the matter prior to any deliberation conducted thereon.
Conflict of Interest
No employee shall engage in any employment activity or enterprise that is incompatible or
in conflict with his or her duties as a Village employee, or with the duties, functions and
responsibilities of the department in which he or she is employed or that is contrary to
applicable state law.
Misuse of Village Resources
No employee shall engage in any activity or enterprise that uses the Village’s name, time,
facilities, equipment or supplies for personal gain or advantage or any activity that may be
subject at any time, directly or indirectly, to the control, inspection, review, audit or
enforcement by the department in which he or she is employed.
Criminal Misconduct
An employee shall not commit the act of bribery, intimidation, official misconduct, perjury
or other criminal behavior.
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Use or Disclosure of Confidential and Personal Information
No current or former employee shall use or disclose, other than in the appropriate
performance of his or her official duties and responsibilities, confidential or other nonpublic information gained in the course of employment, or by reason of his position or
employment, which has been identified to such employee as a confidential matter by the
Village Manager, Village Attorney, or Village Board. Information about the personal or
business affairs of other employees or Village officials should be treated with the same
standard of confidentiality.
Gifts, Gratuities, and Favors
No Village employee shall solicit or accept anything of value from any third party,
including, but not limited to: a gift, gratuity, favor, service, fee, reward, entertainment, or
promise of future employment in exchange for providing any municipal or other official
services, or based upon any understanding, either explicit or implicit, that the official
actions, decisions, or judgments of any official or employee would be influenced thereby.
Any gift or other thing of value received in violation of this provision shall be refused
and/or returned to the sender. Employees are required to follow the State Gift Ban Act (5
ILCS 430/10) as required by State of Illinois.
Employee Economic Interests Disclosures
All employees required by State Statute to file an annual economic interest report shall do
so. Evidence of the proper filing of these disclosures must be filed with the Village Clerk’s
office.
Employment of Relatives
No employee shall advocate for employment, or participate in employee selection for any
person who is an immediate family member or relative (see Section 3 for definitions) of
said employee. Hiring of immediate family members or relatives of elected Village
officials or the Management Team is prohibited. This policy does not preclude the hiring
of relatives of other employees if the relative is determined to be the best candidate for the
open position. No employee shall serve as the direct supervisor of a relative of said
employee. Service in the same department as a relative requires the consent of the Village
Manager. Employment in this case does not include uncompensated service to Village
commissions or boards, but does include elected Village officials and appointed members
of the Board of Fire and Police Commissioners with respect to sworn officers.
Honoraria and Payment for Appearances
From time to time, employees may be asked to appear before civic, charitable, political,
church, or other groups in an official capacity as a representative of the Village. Employees
should channel all such requests through their supervisors and receive appropriate
permission for such appearances. Employees may be reimbursed for expenses only, or may
accept a meal if their presentation is at a meeting in which food is served. Personal fees,
tips, gifts, or other favors of any kind in return for such an appearance may not be accepted.
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Endorsements
No employee shall explicitly or implicitly endorse or recommend to the general public or
media a product, service, firm, developer, or other organization, which conducts, seeks, or
could conduct business with the Village. No employee shall use their title or position with
the Village to make endorsements of candidates for any office or issue being considered
during any election.
False Information
No employee shall make any intentionally false statement, or any statement that is
intentionally misleading, or shall intentionally omit material facts in the conduct of his
work, or record any false information in the books, records, accounts, or files of the Village,
including but not limited to, expense accounts, vouchers, bills, invoices, time sheets,
payroll and service records, permits, and computer entries.
Employees who become aware of any transaction or item of information that has been
falsely or improperly recorded, or who know of any conduct or activity engaged in by any
Village employee or agent which the employee knows or reasonably suspects is fraudulent
or criminal in nature, or which may expose the Village to liability, shall immediately report
such knowledge to their immediate supervisor, or to the Village Manager or his or her
designee.
Collusion
No employee shall assist any other employee(s) in the violation of these policies. Such
collusion shall be deemed to be as serious an offense as that being committed by the first
employee(s).
Section 2.2 Employee Expectations
Furthermore, the Village maintains an expectation of the highest-quality work and effort
from its employees. To that end, the Village expects the following from employees:
1.

Be dedicated to the concept that, as employees of local government, each
individual is essential to the achievement of the goals and objectives of the
Village.

2.

Maintain a constructive, creative, practical attitude toward his/her responsibilities
as an employee and maintain respect for every individual’s role as a trusted public
servant.

Recognize that the primary function of the Village of Clarendon Hills and its employees is
to provide services to the citizens and customers of the Village.
Deliver prompt and courteous service to citizens and customers of the Village, including
responding to phone calls and voicemails within one (1) business day except in exceptional
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circumstances. Employees should strive to respond to other correspondence in a similarly
timely manner when feasible.
5.

Strive to deliver services that are of the highest quality possible, as efficiently and
effectively as possible.

6.

Refrain from activities, both on and off duty, which would impair one’s
performance as a public servant or the public’s confidence in the individual’s
performance.

7.

Encourage and emphasize friendly and courteous service to the public and seek to
improve the quality of life within the Village of Clarendon Hills and the image of
public service in the Village.

Represent the Village in a professional manner at all times.
Maintain safe work practices, including refraining from carelessness, negligence or
horseplay. Employees shall immediately report any injury and the circumstances under
which such injury occurred to a supervisor immediately or as soon as practically possible.
Be present and productive during assigned work hours, including punctual and consistent
attendance.

Section 2.3 Employee Discipline
Employees failing to comply with the Code of Ethics or the Employee Expectations or any
other policies in this manual may be disciplined in accordance with the Discipline Policy
outlined in Section 23.
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SECTION 3.

DEFINITIONS OF TERMS

The following words and phrases shall have the meanings indicated throughout this Manual
except where the context clearly indicates otherwise.
Anniversary Date
The effective date of completion of one year of service shall constitute an employee’s initial
anniversary date for purposes of determining length of service in calculating employee
benefits relating to years of service. When an employee is promoted, their original
anniversary date remains in effect for purposes of determining employee benefits. If an
employee voluntarily terminates employment with the Village and then is re-hired at a
future date, the completion of one year of service from the date of re-employment will
serve as the anniversary date for that employee.
Appointing Authority
The Village President, Village Manager, and/or Board of Fire and Police Commissioners
having the power of appointment and removal of subordinate positions in any office or
department by virtue of ordinance or other legally delegated authority.
Class
One or more positions sufficiently similar in respect to assigned work duties and
responsibilities that the same class title may be reasonably and fairly used to designate each
position allocated to the class, that the same minimum education and work experience
qualifications may be required, and the same salary range may apply with equity.
Classification
The original assignment of a position to an appropriate class on the basis of type, difficulty,
and responsibility of work to be performed.
Demotion
The movement of an employee from a position in one class to a position in a lower class,
with a lower maximum salary rate because of disciplinary reasons, incapacity to perform
the work, inefficiency or unsatisfactory work performance.
Department
Any of the departments under the jurisdiction of the Village.
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Department Head
The officially appointed head of any department including the Community Development
Director, Finance Director, Fire Chief, Police Chief, and Public Works Director, and any
additional Department Head positions that may be duly authorized by the Village Board in
the future.
Domestic Partner
Domestic Partners are defined as two people who have entered into a civil union pursuant
to 750 ILCS 75/1 et seq., commonly called the Illinois Religious Freedom Protection and
Civil Union Act.
Emergency
A sudden and unforeseen happening that requires the unscheduled services of an employee
to protect the health, welfare, and safety of the community.
Employee - Exempt
A position that is determined under the Fair Labor Standards Act (FLSA) to be exempt
from mandatory overtime provisions of the law.
Employee - Non-Exempt
A position that is determined under the Fair Labor Standards Act (FLSA) to be subject to
the mandatory overtime provisions of the law.
Employee - Firefighter Paid-On-Call (POC)
A position within the Fire Department that performs firefighting, emergency medical
technician duties, and assists paramedics as directed, either in response to emergency calls
and/or as scheduled to work as determined by the Fire Department. . As variable hour
employees these employees are not to exceed an average 30 hours per week during any one
year period. These employees are not eligible for employee benefits except as specifically
stated in an employee benefit provision in this Manual.
Employee - Firefighter Paramedic
A part-time position within the Fire Department which performs firefighting and paramedic
duties either in response to emergency calls and/or as scheduled to work as determined by
the Fire Department. As variable hour employees these employees are not to exceed an
average 30 hours per week during any one year period. These employees are not eligible
for employee benefits except as specifically stated in an employee benefit provision in this
Manual.
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Employee - Full-Time
A full-time employee is reasonably expected to work an average of 30 or more hours of
service per week (130 hours of service per calendar month), or actually works an average
of 30 or more hours of service per week (130 hours of service per calendar month) during
any one year period. Hours of service include each hour an employee is paid or entitled to
be paid for, actual hours worked and paid leave (including vacation, holiday, illness,
disability, layoff, jury duty, and military leave).
Employee - Regular, Part-Time
A part-time employee is reasonably expected to work, and the employee works an average
of fewer than 30 hours of service per week (130 hours of service per calendar month) during
any one year period. Hours of service include each hour an employee is paid or entitled to
be paid for, actual hours worked and paid leave (including vacation, holiday, illness,
disability, layoff, jury duty, and military leave).
Employee - Seasonal
A seasonal employee has a typical length of employment of 6 months or less where the
period of employment begins at about the same time each year. These employees are not
eligible for employee benefits.
Employee- Temporary
A position comprising duties that occur, terminate, and recur seasonally, intermittently,
and according to the needs of the department.
Evaluation Period
A test period during which a newly appointed or promoted employee is required to
demonstrate his or her fitness for the position by the actual performance of the duties and
responsibilities of the position.
Grievance
Any dispute regarding the meaning, interpretation, application, or alleged violation of the
terms and conditions of these policies and procedures.
Immediate Family
A legal spouse or domestic partner (as defined in this manual), child, step-child, adopted
child, foster child, parent, step-parent, legal guardian, sibling, step-sibling, grandchild,
grandparent or spouse or domestic partner’s immediate family.
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Job Description
A written statement of the characteristic duties, responsibilities, and qualification
requirements that distinguish a class of positions from another class.
Layoff
The separation of an employee that has been made necessary by lack of work or funds or
other reasons not related to fault, delinquency, or misconduct on the part of the employee.

Management Team
Employees involved in management of Village affairs, including Village Manager,
Department Heads (defined above) and Assistant to the Village Manager. Management
Team positions are exempt positions in which frequent attendance at night meetings or
after-hours work is required. The Village Manager may recommend additional positions to
be classified as members of the “Management Team.”
Pay Grade
A level of pay within the Pay Plan that has a minimum and maximum salary rate.
Position
A group of current duties and responsibilities assigned or delegated by competent authority,
requiring the full time, part-time, temporary, or seasonal appointment of one person.
Promotion
The movement of an employee from one position of one class to a position of another class
having a higher Pay Grade.
Reclassification
The official determination by the Appointing Authority that a position be assigned to a
class different than the one to which it was previously classified.

Relative
Those individuals to whom the employee or employee’s spouse or domestic partner is
related but not considered “immediate family” as defined above. This includes aunts,
uncles, nieces, nephews and first cousins.
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Sworn Personnel
Police Department personnel who are under the jurisdiction of the Board of Fire and Police
Commissioners, take an oath of office, and meet applicable state and local requirements
are considered sworn personnel.
Transfer
The movement of an employee from one department to another; or movement to another
class in the same department having the same pay grade and involving the performance of
similar duties, and requiring essentially the same basic qualifications.
Vacancy
A duly created position that is not occupied and for which funds have been budgeted.
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SECTION 4.

EQUAL EMPLOYMENT OPPORTUNITY POLICY
AND PROCEDURES

Teamwork and success are built on a foundation of equality. For these and other reasons,
the Village of Clarendon Hills strives to provide equal opportunity for all employees and
is committed to providing a work environment free of discrimination.
Section 4.1

Statement of Policy

The Village of Clarendon Hills assures Equal Employment Opportunity (EEO) in all of its
employment practices, including but not limited to those pertaining to:
Recruitment
Compensation
Hiring
Benefits
Placement
Training
Transfers
Layoff and Recall
Promotions
Discipline
Practices
Demotions
Evaluations
Terminations
These will be administered without regard to race, color, creed, religion, ancestry, national
origin, age, handicap, sex, sexual orientation, marital or parental status, pregnancy, military
or veteran status, mental or physical disability unrelated to the employee's ability to
perform the job or any other basis prohibited by applicable federal, state, or local fair
employment laws or regulations except where a bona fide occupational qualification
applies. All applicants or employees shall be considered only on the basis of qualifications
as required by the position being sought or held relative to experience, training, ability,
skills, knowledge, and personal characteristics and integrity as a proper representative of
Village government.
This policy applies to every employee who interacts with the workplace or who participates
in work-sponsored activities no matter his or her authority or position. Violators of this
policy are subject to investigation and discipline including but not limited to termination.
Section 4.2

Responsibility for Implementation

It is the responsibility of the Village Manager to ensure that employment, training,
compensation, promotion and other conditions of employment are provided without regard
to race, color, creed, religion, ancestry, national origin, age, handicap, sex, sexual
orientation, marital or parental status, pregnancy, military or veteran status, mental or
physical disability unrelated to the employee's ability to perform the job or any other basis
prohibited by applicable federal, state, or local fair employment laws and, except where it
is determined to be a bona fide occupational qualification. Furthermore, it is the
responsibility of the Village Manager to ensure that the Village does not deny equality of
opportunity to any qualified individual who is able, with or without reasonable
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accommodation, to perform the essential functions of the employment position which he
or she holds or for which he or she applies.
Furthermore, it is the responsibility of every Village official, Department Head, Supervisor
and employee to give this Policy full support by leadership and personal example. In
addition, it is the duty of every Village official and employee to create a job environment
that is conducive to this Policy.
Section 4.3

Procedures

Any applicant or employee who believes that he or she has been treated unfairly because
of his or her race, color, creed, religion, ancestry, national origin, age, handicap, sex, sexual
orientation, marital or parental status, pregnancy, military or veteran status, mental or
physical disability unrelated to the employee's ability to perform the job or any other basis
prohibited by applicable federal, state, or local fair employment laws or regulations, should
immediately report the complaint to the employee’s Department Head or the Village
Manager. If submitted to a Department Head, the Department Head should immediately
report the situation to the Village Manager. The Village Manager or his or her designee
will promptly begin an investigation into the complaint.
All complaints of discrimination or unfair treatment based on race, color, creed, religion,
ancestry, national origin, age, handicap, sex, sexual orientation, marital or parental status,
pregnancy, military or veteran status, mental or physical disability unrelated to the
employee's ability to perform the job or any other basis prohibited by applicable federal,
state, or local fair employment laws or regulations, will be promptly investigated and any
appropriate corrective action deemed necessary will be taken. After investigation, any
employee found to have violated the Village’s policy may be subject to appropriate
disciplinary action, up to and including immediate termination.
The Village will not retaliate against an individual who makes a credible report of
discrimination or unfair treatment based on race, color, creed, religion, ancestry, national
origin, age, handicap, sex, sexual orientation, marital or parental status, pregnancy, military
or veteran status, mental or physical disability unrelated to the employee's ability to
perform the job or any other basis prohibited by applicable federal, state, or local fair
employment laws or regulations, nor will the Village permit any other Village official or
employee to do so. Retaliation is a serious violation of this policy and should be reported
immediately. Any person found to have retaliated against another individual for reporting
discrimination or unfair treatment may be subject to appropriate disciplinary action, up to
and including immediate termination of employment.
If an investigation results in a finding that a complainant has knowingly made a false claim
of discrimination or unfair treatment, the complainant may be subject to appropriate
disciplinary action, up to and including immediate termination of employment.
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Section 4.4

Complaints

Employees filing complaints alleging discrimination may be informed of agencies external
to the Village that have jurisdiction in equal opportunity complaint matters. These agencies
are: The Illinois Department of Human Rights, the Equal Employment Opportunity
Commission, and the Illinois Human Rights Commission.
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SECTION 5.

AMERICANS WITH DISABILITIES ACT (ADA)
POLICY AND PROCEDURE

The Village strives to provide equal opportunity for its disabled employees and visitors and
is committed to providing an environment free of discrimination.
Section 5.1

Statement of Policy

It is the policy of the Village of Clarendon Hills to comply with all provisions of the
Americans with Disabilities Act (“ADA”) and its amendments. The Village will not
discriminate against any qualified employee or job applicant with respect to any term or
condition of employment based on a physical or mental disability or the perception of a
physical or mental disability.
A qualified individual with a disability is a person with a disability who can perform the
essential functions of a job or position with or without reasonable accommodation.
Disability means, with respect to an individual: a physical or mental impairment that
substantially limits one or more major life activities; a record of such an impairment; or
being regarded as having such an impairment. Major life activities can include caring for
one’s self, walking, seeing, speaking, working, breathing, learning, concentrating,
standing, lifting, and bending. Major life activities can also include major bodily functions
such as function of the immune system, normal cell growth, digestive, brain, circulatory,
endocrine and reproductive functions.
Section 5.2

Accommodations

If an individual is qualified to perform the essential and fundamental functions and duties
associated with a job, the Village will make reasonable accommodations as necessary for
applicants and employees with disabilities, provided that such accommodations do not pose
a threat to safety or cause an undue hardship to the Village. Requests for accommodation
shall be directed in person or in writing to your immediate supervisor, Department Head
or Village Manager. If an employee feels uncomfortable making the request to his or her
immediate supervisor or Department Head, he or she may make the request directly to the
Village Manager or another member of the Management Team.
Section 5.3

Workplace Equality

The Village will administer and conduct all personnel practices and procedures including
employment, compensation, benefits, evaluations, promotions, demotions, assignment,
transfers, recruitment, layoffs and terminations, training, education, recreational and social
events in accordance with the requirements of the ADA, except when a bona fide
occupational qualification applies or when an accommodation of a disability will create an
undue hardship. This policy applies to all Village officials, employees, contractors,
volunteers and anyone else who participates in work-sponsored activities.
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Section 5.4

Procedures

Any applicant or employee who believes that he or she has been discriminated against
based on a physical or mental disability, or based on a perception that they suffer from a
physical or mental disability, should notify his or her supervisor or Department Head of
the complaint. The Department Head will then notify the Village Manager. The Village
Manager, or his or her designee, will promptly initiate and investigation into the complaint.
However, additional precautions may be made related to the sensitive nature of ADArelated complaints, including the following steps:
Reporting of the Incident: Make a report of any suspected violation of the ADA to the
Village Manager or his/her designee. The report may be made initially either orally or in
writing. The Manager receiving the complaint shall request the complaint be reduced to
writing either by the complainant or by the party receiving the complaint.
Investigation of the Complaint: When a complaint has been reduced to writing, the Village
Manager or his/her designee will, within three (3) working days, meet with the complaining
party to determine the nature of the complaint. If it is determined that a disability does not
exist, the Village Manager or his/her designee will so notify the complaining party in
writing within three (3) working days of their meeting. If it is determined that a disability
does exist, the Village Manager or his/her designee will determine whether a reasonable
accommodation can be made and, if so, what that reasonable accommodation is. This
determination shall be made through an interactive process with the disabled employee.
Within seven (7) working days from the date of the meeting, the Village Manager or his/her
designee will advise the complaining party in writing of the proposed resolution of the
complaint. These time lines may be extended when necessary.
Keeping of Records and the Confidentiality of Such Records: Applicants or employees
who submit a written complaint of a violation of the ADA are encouraged to keep written
notes in order to accurately record the chain of events. Every effort shall be made to keep
all matters related to the investigation and various reports confidential. In the event of a
lawsuit, however, the Village advises that those records maintained by the Village and any
records maintained by the complainant may not be considered privileged from disclosure.
Written records will be maintained by the Village for two (2) years from the date of the
resolution, unless circumstances dictate that the records should be kept for a longer period
of time.
Timeframe for Reporting Complaints: The Village encourages prompt reporting of
complaints so that rapid response and appropriate action may be taken. However, due to
the potential sensitivity of these types of issues, no specific timeframe is established for
submitting ADA complaints. Delayed reporting of complaints will not, in and of itself,
preclude the Village from taking remedial action.
Appeal Process: If an applicant or employee is dissatisfied with the outcome or resolution
of an ADA complaint, that individual has the right to appeal the decision. Within seven (7)
working days from receipt of the response from the Village Manager or his/her designee,
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the applicant or employee should submit his/her written comments to the Finance Director
or his/her designee for review. The Finance Director or his/her designee may then refer the
matter to staff and the Village Attorney for further steps, or make a recommendation to be
forwarded to the Village Board for its adoption, or take any other action as is deemed
appropriate.
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SECTION 6.

HARASSMENT FREE WORKPLACE

The Village of Clarendon Hills is committed to providing a work environment based on
mutual respect and teamwork. That means a work environment free of harassment of all
types and welcoming to all people.
Section 6.1

Statement of Policy

It is the policy of the Village of Clarendon Hills that all employees are responsible for
ensuring that the workplace is free from harassment and sexual harassment. The Village
does not tolerate and expressly prohibits harassment, sexual harassment or any acts that
create a hostile or intolerable working environment for any employee, official, contractor,
customer, or volunteer because of race, color, creed, religion, ancestry, national origin, age,
handicap, sex, sexual orientation, marital or parental status, pregnancy, military or veteran
status, or any other status or condition protected by applicable federal, state, or local laws.

Section 6.2

Harassment Prohibited

The Village defines harassment as behavior or comments that create a hostile work
environment for another person because of race, color, creed, religion, ancestry, national
origin, age, handicap, sex, sexual orientation, marital or parental status, pregnancy, military
or veteran status, or any other status or condition protected by applicable federal, state, or
local fair employment laws. Verbal, physical, sexual or any other form of harassment that
belittles or demeans any individual on the basis of the above-listed factors is strictly
prohibited.
The Village will not tolerate harassing conduct that results in tangible employment action
(a significant change in employment status), that interferes unreasonably with an
individual’s work performance, or that creates an intimidating, hostile, or offensive work
environment.
The conduct forbidden by this policy specifically includes, but is not limited to:
Epithets, slurs, negative stereotyping, or intimidating acts that are based on a person’s
protected status;
Written or graphic material circulated, available on the Village’s computer system, or
posted or distributed within the workplace that shows hostility toward a person or persons
because of their protected status.
Inappropriate jokes or comments.
Even where the conduct is not sufficiently severe or pervasive to constitute actionable
harassment, the Village discourages any such conduct in the workplace.
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Section 6.3

Sexual Harassment Prohibited

Sexual harassment is prohibited. The Village defines sexual harassment as a behavior or
comments that create a hostile work environment for another person, or a hostile
environment for a non-Village employee, because of his or her gender. This includes but
is not limited to, male-to-female, female-to-male, male-to-male and female-to-female
harassment. This policy also forbids harassment based on gender regardless of whether the
offensive conduct is sexual in nature.
Sexual advances, requests or demands for sexual favors, physical conduct of a sexual
nature, sexual jokes, sexual slurs and other harassing language or conduct that is meant to
intimidate or that negatively impacts an employee’s work environment, or non-employee’s
environment, is strictly prohibited.
Sexual harassment means any unwelcome sexual advances or requests for sexual favors or
any conduct of a sexual nature when (1) submission to such conduct is made, either
explicitly or implicitly, a term or condition of an individual’s employment; (2) submission
to or rejection of such conduct by an individual is used as a basis for employment decisions
affecting such individual; or (3) such conduct has the purpose or effect of substantially
interfering with an individual’s work performance or creating an intimidating, hostile or
offensive working environment. Sexual harassment is illegal. This policy forbids
harassment based on gender regardless of whether it rises to the level of a legal violation.
Examples of acts that violate the Village’s Sexual Harassment Policy include but are not
limited to:
1. Physical assaults of a sexual nature including but not limited to rape, sexual battery,
molestation, intentional physical contact which is sexual in nature, such as
touching, pinching, patting, grabbing, etc.
2. Unwanted sexual advances, propositions, or sexual comments, including but not
limited to those made verbally, physically performed or electronically
communicated including, but not limited to, sexually oriented gestures, noises,
remarks, jokes or comments in the presence of any employee who indicates or has
indicated in any way that such conduct in his or her presence is unwelcome; also
preferential treatment or promises of preferential treatment to an employee for
submitting to sexual conduct.
3. Sexual or discriminatory displays or publications anywhere in the Village’s work
place, or electronically communicated, by Village employees including but not
limited to pictures, posters, calendars, graffiti, objects, reading materials, or other
materials that are sexually suggestive, demeaning, or pornographic.
4. Retaliation for sexual harassment complaints.
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Section 6.4

Reporting Harassment

If appropriate, employees are encouraged to inform an individual who the employee
believes is responsible for the harassing or inappropriate actions that their actions are
unwelcome or otherwise inappropriate. This step is encouraged but not required if the
employee is uncomfortable confronting the individual.
If an employee has confronted the individual responsible for the harassing or inappropriate
behavior and it has not been remedied, or if the employee is not comfortable confronting
the individual, the employee should next report the harassment to a supervisor, Department
Head or Village Manager. A supervisor or Department Head who receives a report of
harassment must immediately report the matter to the Village Manager or his or her
designee who will initiate a review into the matter. All complaints of sexual harassment
will be thoroughly investigated. Confidentiality will be maintained to the extent it is
consistent with the Village’s obligation to conduct a full and effective investigation.
Following the investigation, the Village Manager will evaluate the facts and reach a
decision regarding the validity of the complaint. If the complaint is substantiated,
appropriate corrective action will be taken. This may include, but is not limited, to
discharge or other discipline of the employee found in violation of this policy. A written
record of any such action taken will be placed in the personnel file of the employee found
to be in violation of this policy.
It is the hopes that any and all incidents of harassment can be resolved within the internal
process outlined above however, all employees have the right to file formal charges with
the Illinois Department pf Human Rights (IDHR) and/or the United States Equal
Employment Opportunity Commission (EEOC). A charge with IDHR must be filed within
180 days of the incident of harassment. A charge with the EEOC must be filed within 300
days of the incident.
Illinois Department of Human Rights
Chicago (312) 814-6200
Springfield (217) 785-5100
Equal Employment Opportunity Commission
Chicago District Office (312) 353-2713
General Number (800) 669-4000
It is critical in establishing a workplace free of harassment that an individual who
experiences or witnesses an incident perceived as being harassing has access to a
mechanism for reporting such incidents. At the same time, the purposes of this policy are
not furthered where a complaint is found to be false and frivolous and made to accomplish
some other end than stopping harassment. A complaint that is determined to be false and
frivolous can result in a severe level of discipline or discharge. A false or frivolous
complaint does not refer to complaints made in good faith that cannot be proven.
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Section 6.5

Policy Against Retaliation

Village policy prohibits retaliation against any employee who lodges a complaint of
unlawful discrimination or harassment in the workplace; has assisted or cooperated in an
investigation of a complaint by someone else, whether internally or with an external
agency; has filed a charge of discrimination or harassment; or otherwise has provided
information in a proceeding, including in a court, administrative or legislative hearing,
related to violations of discrimination or harassment laws. Examples of the types of
retaliation that are prohibited include, but are not limited to, intimidation; discrimination;
verbal or physical abuse; adverse actions with respect to pay, work assignments, and other
terms of employment; termination of employment; or threats of any such actions.
Employees should use the above-referenced complaint procedure to report incidents of
alleged retaliation. The same procedures will be followed in investigating and responding
to such reports. The Village wants to encourage the reporting of unlawful discrimination,
harassment, and retaliation and, at the same time, to protect the reputation of any employee
wrongfully charged with such conduct.
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SECTION 7.
Section 7.1

RECRUITMENT, SELECTION, AND APPOINTMENT

Policy Statement

It is the policy of the Village of Clarendon Hills to fill each position in the Village with the
best available, qualified employee or applicant.
Section 7.2

Fire and Police Commission

The Board of Fire and Police Commissioners shall determine recruitment, selection, and
appointment policies and procedures for full-time police officers as they best meet the needs
of Village and within appropriate state and federal laws.
Section 7.3

Job Vacancy - Posting

When a vacancy occurs or a new position is created the job will be distributed to Village
employees via e-mail to all Village e-mail addresses.
Section 7.4

Job Vacancy - Advertising

The Village shall determine what, if any, advertising in various media will be conducted to fill
a particular position.
Section 7.5

Job Application Forms

All applicants for all Village positions shall complete an application form determined by the
Village. Prospective employees may submit resumes and supplemental information as they see
fit or as the Village determines.
Section 7.6

Unsolicited Resumes and Job Inquiries

Unsolicited resumes, applications and job inquiries shall not be accepted. .
Section 7.7

Selection Processes

A. Testing and Evaluation - The selection process may include one or more of the following,
as determined by the Village Manager. All testing procedures must relate to the required
knowledge, skills and abilities for the job. Testing shall be conducted in accordance with
applicable law and with appropriate notification to the candidate.
Testing may include: evaluation of experience and training; oral interview; written
examinations; oral examinations; performance examinations; physical strength and agility
tests; physical examinations; drug testing; background checks; credit checks; and reference
checks.

23 | P a g e

B. Physical Examination -- Prospective full-time, regular part-time, seasonal, and paid-oncall firefighter employees who have received a conditional offer of employment from the
Village will be required to undergo and satisfactorily pass a complete physical examination
prior to employment by the Village. The purpose of this examination is to determine
whether or not the prospective employee possesses the standards of health and fitness
necessary to perform the duties, essential functions, and responsibilities of the position for
which he or she is being considered. The physical examination shall include a drug test that
the prospective employee must pass satisfactorily. The physical examination shall be at
Village expense and conducted by a doctor designated by the Village.
C. Other Testing and Examinations -- The Village may require additional testing and
examination as it deems appropriate and as are permitted by law. These examinations may
include, and are not limited to, fingerprint, driver’s license, psychological, polygraph,
background and credit. All examinations and testing shall be done at Village’s expense by
agents designated by the Village.
D. Reference Checks -- When considering the applicant for employment, the Village will
conduct reference checks by contacting the applicant’s previous employers, pertinent
institutions, and other appropriate sources. The falsification of any information contained
on an employment application or other written material submitted by the applicant, or any
misrepresentation during the interview process, whenever discovered, is considered
dishonest and grounds for not hiring the applicant or discharging the employee at a later
date.
E. Background and Credit Checks: All positions within the Village will be required to pass a
background and/or credit check if allowable under the prior to appointment. Notice will be
given to the applicant prior to conducting a background or credit check. The Employee
must sign a waiver to allow for the background and/or credit check. Credit and background
checks will comply with all applicable state and federal law, including the Fair Credit
Reporting Act (15 U.S.C. § 1681 et seq.) and the Employee Credit Privacy Act (820 ILCS
70/1 et seq.).

Section 7.8

Promotion Selection Procedures

A. The position vacancy will be posted as set forth in Section 7.3 above.
B. The Village will decide whether or not candidates from outside the organization will be
solicited and considered when a vacancy that would be considered promotional occurs.
C. The promotion process may include one or more of the following, as determined by the
Village Manager: evaluation of experience and training; oral interview; written
examinations; oral examinations; performance evaluations; physical strength and agility
tests; physical examinations; drug testing; background checks; credit checks and reference
checks.
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All testing procedures must relate to the knowledge, skills and abilities for the job.
D. In promotional appointments that involve a candidate already within the Village service,
the Village Manager may at his or her discretion conduct an additional drug screening test,
background check; credit check and reference check. . Such tests shall be conducted only
if the responsibilities of the new position differ from the employee’s present position as it
relates to test.
Section 7.9

Appointment Authority

A. The Village President appoints persons to fill the principal appointive offices of the Village
as identified in the Village Code with the advice and consent of the Board of Trustees, with
consideration of the recommendation of the Village Manager.
B. The Village Manager shall have the authority to hire, discipline and terminate all
employees, except those principal appointive officers appointed by the Village Board. The
Village Manager shall have the authority to discipline those employees serving as principal
appointive officers.
C. The Board of Fire and Police Commissioners is responsible for the appointment,
promotion, and removal of all sworn Police Department personnel except the Police Chief.
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SECTION 8.
Section 8.1

EVALUATION PERIOD

Purpose

The evaluation period shall be an integral part of the selection process and shall be utilized
by the Department Head and other supervisory staff as an opportunity to observe the new
employee’s work performance, for securing the most effective adjustment of a newly
promoted or demoted employee to their new position, and for determining whether to
terminate any employee whose work performance fails to meet required work standards.
Section 8.2

Duration

All original and promotional appointments shall be tentative and are subject to an
evaluation period of one year except that appointment of new police officers will be for 18
months and shall include completion of training as required by State statute.
Section 8.3

Performance Evaluation During Evaluation Period

During the evaluation period, the employee’s performance will be subject to review and
evaluation on a regular and close basis by his or her immediate supervisor. There will be
two formal performance evaluations for employees during the evaluation period. The first
will be conducted six months after beginning work or being promoted to a new position.
The second will be conducted prior to completion of the first year of service in the position.
Section 8.4

Termination During Evaluation Period

At any time during the evaluation period, the Appointing Authority may terminate an
employee if such employee does not satisfactorily perform the duties of the position. A
new employee who is terminated within six months of his or her first date of employment
will not be eligible for any benefits accumulated during the evaluation period, except for
the payout of accrued but unused vacation time.
Section 8.5

Benefits During Evaluation Period

Village employees receive the same benefits as other employees during their evaluation
period.
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SECTION 9.
Section 9.1

EMPLOYEE CLASSIFICATION AND PAY PLAN

Employee Classification and Pay Plan

The Village shall maintain an Employee Classification and Pay Plan adopted by the Village
Board separate from this document. The Plan shall contain the following:
Assignment of Classifications to Pay Grades, which shall indicate the minimum and
maximum pay of each grade, and assignment of each position to a grade.
Job Descriptions for each regular position within the Village, including the general nature
of the work, examples of essential job skills, requirements of the work and physical
demands posed by the position.

Section 9.2

Statement of Purpose

A. The Employment Classification and Pay Plan shall be maintained as an inventory of all
positions of employment in the Village except seasonal, contractor and temporary
positions. The purposes of the Plan are as follows:
1. Recruit and retain qualified and capable employees.
2.

Provide uniform and meaningful titles to all positions.

3. Establish educational and work experience qualifications, and standards for
recruiting, testing, and selections purposes.
4. Provide a means of analyzing work distribution, areas of responsibility, lines of
authority, and other relationships between individuals and groups of positions.
5. Provide like pay for like work.
Establish a consistent method for rewarding employees for continued satisfactory or
outstanding service.
Establish and maintain pay rates that are competitive with appropriate labor markets.
Create a framework for determining personnel service costs and projections for annual
budget requirements.
Facilitate adjustments to changing external economic and employment conditions
requiring changes in pay levels while maintaining internal consistency.
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B. Part time and temporary employees shall be compensated on the basis of the full-time
equivalent hourly rate for the position that they are filling. This does not preclude the
Village Board from adopting a part time and temporary pay schedule for such
employees in lieu of applying the full time equivalent hourly rate.
C. Fire Department Paid-On-Call and Part-Time Paramedic Pay - The Village Board shall
set pay rates for these positions as a part of the Employee Classification and Pay Plan.
Section 9.3

Standards for Determination of Pay Grades and Ranges

Positions shall be classified into a Pay Grade within the Pay Plan with due consideration
to ranges of pay for other classes, the relative difficulty and responsibility of work in the
various classes, the prevailing rates of pay for similar positions in similar municipalities
and the private sector where applicable, the recruiting experience of the Village, the
availability of employees in particular occupational categories, employee turnover, and the
financial policies and other economic conditions and considerations of the Village.
Section 9.4

Adoption of the Plan

A. The Village Manager shall keep on file an official and current copy of the plan in the
Manager’s Office.
B. Each time a new position is established in the Village, a job description shall be written
by the Department Head or his or her designee. The Department Head should then bring
that new description to the Village Manager for review and approval. The Village
Manager will then recommend to the Village Board that the new job description and
classification be included in the Plan.
Likewise, if a position or group of positions are abolished and are no longer being filled
by employees, and it is anticipated that the positions will not be filled in the near future,
then the Village Manager should bring that matter to the attention of the Village Board
so that the Board can officially remove those class descriptions from the Plan.
Section 9.5

Maintenance of the Plan

The Employee Classification and Pay Plan shall be reviewed by the Village Manager’s
Office every two years or as otherwise deemed necessary by the Village Manager or
Village Board. A review of the Employee Classification shall include:
Review of job descriptions to ensure the descriptions adequately reflect the duties of each
position and the needs of the Village.
Analysis of the Village’s Pay Plan through a market study. A market study will compare
the Village’s overall Pay Plan with similar communities. The Village Manager may
recommend adjustments to the Pay Plan based on changes demonstrated in the market
study.
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Review of placement of individual positions within the Pay Plan based on changes in job
difficulty and responsibility, and changes to the prevailing rates of pay for similar
employment at similar municipalities.

Section 9.6

Appeal of Classification Assignment

If an employee has evidence indicating that their position is improperly described or
assigned to the wrong class, the employee may request their Department Head review their
position description and class assignment. Such request shall be submitted in writing to the
Department Head and shall set forth the reasons the employee thinks there is an error. The
Department Head shall give a written answer to the employee’s request within fifteen
working days.
If the employee is not satisfied with the decision of the Department Head, he or she may
request that the Village Manager review the classification of their position. Such request
shall be submitted in writing to the Village Manager, and shall set forth the reasons the
employee thinks there is an error. The Village Manager shall give a written answer to the
employee’s request within fifteen working days. The determination of the Village Manager
shall be final.
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SECTION 10.

COMPENSATION

Section 10.1 Employee Compensation and Benefits
The following provisions shall govern the pay practices of the Village except for the extent
to which these practices are covered by a collective bargaining agreement or other written
service agreement. The Village’s employment compensation program consists of the
annualized salary or wage paid, plus all benefits granted to an employee. Employee benefits
are established and from time to time amended by the Village Board. Employees with
questions about benefits should contact their immediate supervisor or Department Head.
Section 10.2 Application of the Employee Classification and Pay Plan
A. In most cases, appointment to a position shall be made at the minimum rate. In cases
where the background, experience and qualification of a prospective employee are
exceptional and meet the needs of the Village service, or in the case of a labor market
situation where the Village is not successful in recruiting qualified candidates at the
minimum rate, an employee can be hired at a higher rate. Approval of the Village
Manager is necessary to hire an individual above the minimum rate.
B. Employees shall progress through the Pay Plan through systematic pay increases for
employees based on individual performance. Employees who have not yet reached the
maximum for their assigned range, shall be eligible for a merit increase on an annual
basis. The maximum percentage merit increase available to employees will be
determined each year by the Village Board as part of the budget process. The program
of merit shall be administered on a uniform basis in accordance with the rules and
procedures outlined in Chapter 11.
C. At least thirty (30) days prior to the end of the fiscal year, all employees, with the
exception of new employees in the evaluation period, will be considered for
advancement in the Pay Grade based on performance during the previous year.
Employee performance will be rated using the Village’s Performance Evaluation
System outlined in Chapter 11. Employees whose performance qualifies them for a
Merit Salary Increase will receive that increase at the beginning of the new fiscal year
or other date determined by the Village Board.
D. At the completion of the evaluation period for both new and promoted employees, and
based on the employee’s performance during the evaluation period, an employee may
be granted a merit increase prorated based on the most recently approved increases
available for other employees. Such increases will be prorated on a quarterly basis as
follows: An employee who ends his or her evaluation period during the first quarter of
the fiscal year is eligible for 100 percent of the available increase, 75 percent if during
the second quarter, 50 percent if during the third quarter and 25 percent if during the
fourth quarter. The prorated amount shall represent the maximum available increase;
the actual increase shall be based on merit.
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E. Employees shall not receive any regular compensation above the maximum pay rate
established for his or her Classification. Employees eligible for a merit increase that
would bring their total pay above the maximum for his or her Classification shall
receive such additional pay to bring his or her salary in line with the maximum pay.
Should a modification of the Employment Classification and Pay Plan system increase
an employee’s maximum salary, he or she would be eligible for an increase based on
merit. In no instances, however, will an increase result in an employee’s compensation
exceeding the maximum of his or her pay range.
F. If authorized by the Village Board, employees who have reached their maximum salary
may receive a bonus equal to 50% of the raise that would have been received. This
should be bonus shall be a lump-sum payment within the first month of the fiscal year.
Section 10.3 Pay Rate Adjustments
The following personnel actions shall affect the pay status of an employee in the manner
provided:
A. Transfer – When an employee is transferred between Village departments or between
classes with the same Pay Grade, the salary rate of the employee will remain
unchanged.
B. Modification of the Employee Classification and Pay Plan – When any modification
occurs to the Employee Classification and Pay Plan that impacts an employee
classification, the salary rate of the employee will remain unchanged except for
circumstances where the Employee’s current salary falls below the new minimum
salary range for his or her Classification. Employees whose pay falls below the
minimum as a result of an adoption of a new Employee Classification and Pay Plan
may be moved to the minimum of the pay range if they are in good standing with the
Village and with approval of the Village Manager.
C. Promotion – When an employee is promoted to a position in a higher classification, the
salary of the employee should be increased at least to the minimum salary in the new
Pay Grade. The employee’s pay shall not in any circumstance exceed the maximum
pay of his or her new Classification.
D. Demotion – When an employee is involuntarily demoted for discipline or for lack of
performance, from one class to a position in another class having a lower maximum
salary, the salary rate of the employee should be reduced to at least below the maximum
of the new salary range and may be reduced further. The employee shall not be eligible
for promotion or a merit salary increase for a period of one year from the time of
demotion.
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Section 10.4 Pay Anniversary Dates
January 1st of each year is the pay anniversary date for all employees except those who are
in an evaluation period as a new employee or as a promoted employee within the first year
of their employment or promotion.
Section 10.5 Temporary Assignment to Higher Level Position
If an employee is temporarily assigned to a higher position class with a corresponding
higher salary rate, that employee will continue to receive the salary corresponding to his or
her regular position, unless the Village Manager approves a temporary increase out of
recognition of a long term, temporary assignment. Such a determination is the sole
discretion of the Village Manager.
Section 10.6 Overtime and Compensatory Time
A. Eligibility - All non-exempt employees of the Village are eligible for overtime and
compensatory time off. Exempt employees shall not be eligible for overtime or
compensatory time off.
B. Approval - All overtime shall be approved by a Department Head or designated
supervisor. Department Heads and supervisors should attempt to minimize overtime.
They should administer compensatory time off on the same basis as other leave time
so as to not adversely affect Village operations.
C. Work Period - For purposes of determining overtime under the Fair Labor Standards
Act (FLSA), the work period for all employees is seven days commencing at 11:00
P.M. on Saturday and ending at 11:00 P.M. the following Saturday. The work period
for Fire Department personnel is from 6:00 P.M. on Saturday and ending at 6:00 P.M.
the following Saturday. The work period for sworn police department employees on a
twelve (12) hour day schedule and, not otherwise covered by a collective bargaining
agreement shall have a fourteen (14) day work cycle. The Village retains the right to
change work periods for purposes of determining FLSA overtime requirements.
D. Overtime Hour Threshold - Overtime is earned when the hours worked in a work period
exceed 40 hours, except for those employees whose regular schedule is set by the
Village at 35 hours per week and for sworn personnel on a twelve (12) hour day. For
employees whose regular schedule is set at 35 hours, overtime is earned when the hours
actually worked in a work period exceed 35 hours. For sworn personnel on a twelve
(12) hour day, overtime is earned on any hours over eighty (80) during the fourteen
(14) day work cycle. Authorized time off for vacation, holidays, sick leave,
compensatory time, or any other authorized leave is considered as time worked during
a work period.
E. Overtime Rate - Hours of work that exceed the overtime hour threshold set forth in
10.6.D above will be compensated at time and one half. Employees may request
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compensatory time off in lieu of overtime in accordance with the limitations outlined
below. Such requests shall be made to the employee’s Department Head and subject to
his or her approval.
F. Compensatory Time Off – A Department Head may allow overtime hours to be held
as compensatory time off. Non-exempt employees, with the exception of sworn police
personnel, can earn up to 32 hours of compensatory time off per calendar year, which
is paid out as 48 hours in paid time off (32 hours X 1.5 = 48 hours). Overtime hours in
excess of 32 hours earned in a calendar year must be paid at the applicable overtime
rate. Scheduling compensatory time off must be approved by the Department Head.
Any compensatory time hours carried from the previous year count toward the
maximum earnable hours in the current year for all employees except for sworn police
personnel. For example, an employee who carries over 10 hours in compensatory time
off is eligible to earn only 22 additional hours. Sworn police personnel have a rolling
accrual on compensatory time. Sworn police personnel may at any time have up to 32
hours of compensatory time off available (which is paid out as 48 hours). This is
calculating on a rolling basis so that additional compensatory time off may be earned
when an employee draws his or her compensatory time balance below 32 hours (which
is paid out as 48 hours).
G. Emergency Call Backs - Full-time employees called back to work on an emergency
basis will be compensated at the overtime rate for two hours or the actual hours worked,
whichever is greater.
H. Standby - The Village may designate a specific employee or employees to be available
to respond to Village needs outside of regular business hours. The employee designated
to be on standby must be available to respond to calls in a timely manner, but not to
exceed 30 minutes. Employees will be compensated for 2 hours of straight time pay for
each day the employee is on standby. In the event an employee designated to be on
standby fails to respond in a timely manner as determined by his or her Department
Head, he or she will not be eligible for the additional standby pay and may be subject
to further discipline depending on the consequence of his or her failure to respond.
This policy is separate from the Village’s Emergency Call Back policy (10.6.G above),
which describes events in which an employee not designated as on standby is call to
respond in the event of an emergency.
I. Court Time - Overtime work by sworn police officers related to appearances scheduled
in court will be compensated at time and one half, with a two hour minimum for Field
Court and a 2.5 hour minimum for House Court. It is presumed that other employees
required to appear in court will do so during their normal hours. However, this policy
will apply for other employees if court appearance on Village matters must occur
outside of work hours.
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Section 10.7 Total Remuneration
A. Any salary rate established for an employee shall be the total remuneration for the
employee, not including reimbursement for official travel or other authorized
allowances, such as uniform allowances, compensation for authorized overtime, or
holiday pay as authorized by the Village for those to which it applies.
B. In the case in which compensation for services of any Village employee is paid directly
to the employee by any outside governmental agency or from private sources for
services performed as a representative of the Village while they are on scheduled
Village work time, such payments shall be remitted to the Village by the employee
within three working days of receipt.
Section 10.8 Dual Full-Time Employment Prohibited
No employee holding a full-time position in the Village service shall be eligible for
employment in any additional full-time position in the Village. Employees seeking part
time positions within the Village require authorization by the Village Manager.
Section 10.9 No Pyramiding
Wages and/or benefits shall not be paid more than once for the same hours worked.
Section 10.10 Pay Days
The Village pays employees on a bi-weekly basis. Checks are generally distributed on the
following Friday, but may be done at another time as determined by the Village. Direct
deposit of paychecks is available to employees and its use is encouraged, but not required.
Section 10.11 Payroll Deductions
Employees will have certain deductions taken from their pay check as required by law. The
Village will also deduct the employee’s share of insurance premium costs as necessary.
The Village may approve employees’ requests to have other pay check deductions as long
as the payroll system and Village staff time allows, and as determined at the sole discretion
of the Village.
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SECTION 11.

PERFORMANCE EVALUATION PLAN

Section 11.1 Purpose of Plan
The main purposes of the Performance Evaluation Plan are several, and are set forth below:
A. Promote productivity and motivate employees toward continued and improved quality
service delivery to internal and external customers.
B. Strengthen employer-employee relations.
C. Identify employee training and development needs.
D. Provide a basis for possible merit increases within the Pay Plan.

Section 11.2 Performance Evaluation System
The Village Board has adopted a Performance Evaluation System as a separate document.
Definitions, the particular forms, the evaluation process, and the relationship of
performance to pay increases, are all included in that document.
The Performance Evaluation System contains three main elements:
-Work Performance Criteria
-Goals and Objectives for the Individual and the Village Organization
-Employee Development and Training

Section 11.3 Administration of the System
A. Timing - Each employee, except those employees in the evaluation period, will be
evaluated annually at least thirty (30) days before the end of the fiscal year.
B. Evaluators - The immediate supervisor will evaluate the employees for whom they are
directly responsible. If an employee has had more than one immediate supervisor
during the previous year, each of those supervisors should evaluate the employee
individually, and then meet among themselves to develop and agree upon a joint
evaluation. The evaluations conducted by the immediate supervisor(s) will be reviewed
by the supervisor’s Department Head where applicable.
C. Evaluation Interview and Discussion - The current immediate supervisor will meet with
the employee being evaluated. The written evaluation will be shared with the employee.
At the conclusion of the evaluation interview, the employee will sign the evaluation
form, indicating whether or not they are in agreement with the evaluation.

35 | P a g e

D. Merit Pay Increases – Based only on their performance, employees will be eligible to
advance in their Pay Grade. The Village Board will determine an annual Merit Increase
Pool amount, which will then be distributed among eligible employees. These
percentage increases for which each employee is eligible will vary depending on the
Merit Salary Increase Category each employee achieves based on his or her
performance evaluation. Merit pay increases will generally go into effect at the
beginning of the next fiscal year, unless determined otherwise by the Village Board.
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SECTION 12.

HOURS OF WORK

Section 12.1 Work Day
The regular work day hours will be determined by the Department Head with the approval
of the Village Manager in order to best meet the needs of the public being served by the
Village employees.
Section 12.2 Flexible Schedules
Department Heads, with the approval of the Village Manager, may allow flexible
schedules, if those schedules continue to meet the needs of the public and the employees
affected continue to work the appropriate number of hours during a work period as defined
in Section 10.6.C.
Section 12.3 Lunch/Meal Break
Employees working longer than 6 consecutive hours in a day are allowed time for a meal
break on schedules determined by the Department Head. Except for emergency services
personnel, meal breaks are unpaid time.
Section 12.4 Rest Periods
The Village is not required to provide rest periods. However, as determined by Department
Heads, employees may be allowed paid rest periods. Departmental rules may be adopted
to regulate the time and place of such breaks, particularly as they apply to employees
working out of the office.
The Village will follow federal guidelines for commercial motor vehicles regarding hours
of service.
The Village will accommodate employees who are nursing mothers according to the
provisions of the Nursing Mothers in the Workplace Act (820 ILCS 260).
Section 12.5 Attendance
Regular and punctual attendance at work is an essential function of every position and is
required of all employees. Employees who fail to observe attendance requirements and
procedures for recording and reporting of attendance shall be subject to disciplinary action.
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SECTION 13.

HOLIDAYS AND PERSONAL DAYS

Section 13.1 Employees Covered for Holidays
All full-time and regular part-time employees who work, on average per year, at least 20
hours per week are eligible for holiday pay.
Section 13.2 Holidays
A. Holidays observed by the Village are as follows:
New Year’s Day
Presidents Day
Memorial Day
Independence Day
Labor Day

Veteran’s Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve
Christmas Day

B. Holidays occurring on a weekend shall be observed on the weekday closest to the
holiday except when consecutive holidays fall on a Friday and Saturday or on a Sunday
and Monday. When consecutive holidays fall on a Friday and Saturday, the holidays
shall be observed on Thursday and Friday. When the consecutive holidays fall on
Sunday and Monday, the Sunday holiday shall be observed the preceding Friday and
the Monday holiday will be observed on Monday.

Section 13.3 Holiday Pay
A. Full-time employees shall be entitled to eight hours of pay (seven hours for those
employees on a 35 hour per week schedule) for each holiday listed above. Regular,
part-time employees who work an average of at least 20 hours per week shall be entitled
to holiday pay on a pro-rated basis that is equal to the proportion of regularly scheduled
part-time hours worked compared to a full-time (40 hour) employee.
B. Non-exempt Public Works employees who work on a holiday will be compensated for
holidays in one of two ways, depending on whether or not their regular shift schedule
calls for them to work on a holiday in advance.
If their shift schedule calls for the employee to work on a holiday, and they do work on
that holiday, those employees receive their regular pay for the scheduled hours worked,
plus an additional time and one-half for scheduled hours worked on the holiday. For
example, if an employee is scheduled to work on Christmas Day, and works eight hours
on that day, he or she would receive the regular eight hours of pay for that scheduled
day plus 12 hours of additional pay for working on the holiday.
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Non-exempt Public Works employee unexpectedly called to duty on an actual holiday
date shall be compensated two times his or her hourly rate for the hours worked, for a
minimum of two and one half hours in addition to the eight hours of holiday pay. Nonexempt Public Works employees unexpectedly called to duty on an observed holiday
date (for example, a Friday observed holiday for an actual holiday that falls on a
Saturday) will be compensated at one and half times his or her hourly rate for the hours
worked in addition to the eight hours of holiday pay.
C. Sworn police personnel will receive eight hours of pay when their regularly scheduled
day off falls on the actual day of a holiday. When an employee’s regular workday falls
on the actual day of a holiday and the employee works the holiday, the employee shall
receive 12 hours of holiday pay in addition to his or her regular day’s pay. When an
employee works overtime on the actual holiday, he or she will receive regular overtime
pay for the time worked, plus an additional ½ hour of Holiday Overtime Pay for every
hour of overtime worked. Under no circumstances may an employee be paid more than
2 hours of Holiday Overtime Pay for a single holiday. Holiday Pay, Extra Holiday Pay,
and Holiday Overtime Pay are not considered time worked for purposes of computing
overtime.
D. Fire Department Paid-On-Call and part-time Firefighters/Paramedics are will be paid a
rate of 1.5 times their regular pay for hours worked on observed holidays.
E. An employee who does not give the Department Head a satisfactory reason for not
working the regular work day before a holiday, or the regular work day following a
holiday, shall not be entitled to holiday pay.
Section 13.4 Personal Days
As of January 1 of each year, full-time employees will be granted two personal days per
calendar year. The hourly equivalent of the personal days is 16 hours for 40 hour per week
employees and 14 hours for 35 hour per week employees. Personal days not used in one
calendar year cannot be carried over to the next calendar year. The following provisions
will cover the use of personal days:
1. Employees should request personal days seven days in advance.
2. Scheduling of personal days is at the discretion of the Department Head, and
the Department Head will give those who have been requested with seven days’
notice priority consideration.
3. Selection of personal days shall be on a first come, first served basis subject to
provisions one and two above.
4. Personal days should be taken in one-half day or full day increments.
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SECTION 14.

VACATION

Section 14.1 Employees Covered
All full-time and regular part-time employees who work, on average per year, at least 20
hours per week are covered by this vacation policy. Fire Department Paid-on-Call and parttime Paramedic/Firefighters are not eligible for paid vacation time.
Section 14.2 Vacation Schedule
Employees will earn vacation on an accrual basis so that the annual amount accrued totals
the number of Vacations Days for which the employees is eligible. Employees earn an
annual vacation amount based years of service in accordance with the following schedule:
Time Period
From first date of employment
through fourth year of service
Year 5 through 11th year of service
Year 12 through year 19 of service
Year 20 on

Number of Vacation Days
10 working days
15 working days
20 working days
25 working days

Section 14.3 Vacation Accrual
A. Vacation is accrued bi-weekly based on the eligible number of vacation days per year
and the number of hours worked per week. Every two weeks, an employee will earn
hours of paid vacation in accordance with the following schedule:
Number of Vacation Days
10 working days
15 working days
20 working days
25 working days

35 hour week
2.70 hours
4.04 hours
5.39 hours
6.74 hours

40 hour week
3.08 hours
4.61 hours
6.16 hours
7.70 hours

B. In addition to the above schedule, the Management Team will accrue an additional 1.54
hours per pay period beginning at their first day of employment or date of promotion
for existing employees.
C. Regular part-time employees who work on average 20 or more hours per week shall
accrue vacation time on a prorated basis that is equal to the proportion of regularly
scheduled part-time hours worked compared to a full-time employee.
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Section 14.4 Vacation Usage and Accrual Limits
A. Vacation is provided so that employees have time away from work for recreation and
relaxation. Employees are required to utilize their vacation. Sworn and Non-Sworn
employees who are not assigned to rotating shifts may accrue and keep a vacation
balance up to their annual vacation accrual amount. Sworn employees who are assigned
to a rotating shift may carry a balance of up to 40 hours over their annual vacation
accrual amount, as limited by Section B below. These limits are referred to as
“Vacation Thresholds” and will vary by employee.
B. Sworn employees assigned to a rotating shift may accrue up to forty (40) hours of
vacation above his or her annual allotment. This amount shall constitute that
employee’s Vacation Threshold. Once an employee reaches this threshold he or she
will no longer accrue vacation. On or immediately prior to April 30 of each year, the
Village will pay out to each employee at his or her regular straight-time rate of pay,
any balance above the employee’s annual allotment.
C. Once the employee has reached the vacation threshold, he or she will accrue no more
vacation until vacation is used or the employee reaches a milestone anniversary (an
anniversary that grants them more vacation), unless he or she is granted a special
circumstances exception by the Village Manager. A 60-day special circumstances
exception may be granted by the Village Manager if all of the following circumstances
are present:
The employee had a scheduled vacation that he or she was asked or ordered to cancel
by his or her supervisor due to work priorities.
The cancellation of the vacation corresponded with the accumulation of additional
vacation time that would bring the employee’s vacation balance over his or her
threshold.
The employee requests a “special circumstances exception” in writing within one week
following of the cancellation.
The employee is able and approved to use an equivalent amount of vacation time as the
cancelled amount within 60 days of the request.
The presence of these criteria alone does not require the Village Manager to approve
an exception.
D. Once an employee hits a milestone anniversary or if an employee is appointed to a
position that grants him or her additional vacation, the employee’s accrual rate and their
vacation threshold will increase as appropriate.
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Section 14.5 Vacation Scheduling and Approval
Vacation selection procedures may be established for each department as determined by
the Department Head. Approval of vacation requests is the responsibility of the Department
Head, taking into consideration the departmental work load and service requirements of
the Village.

Section 14.6 Village Holidays During Vacation
When a holiday observed by the Village falls during an employee’s scheduled vacation
period, the absence for that day is recorded as a holiday and not a vacation day. This
provision does not apply to sworn police personnel assigned to a shift.

Section 14.7 Advanced Vacation
An employee may take up to one (1) week of unearned vacation (35 or 40 hours, depending
on the employee’s regular work week length) with the Department Head’s approval.
Should an employee who has taken advance vacation leave employment with the Village
before the amount of vacation time given in advanced is earned by the employee, the
amount will be deducted from the employee’s final paycheck from the Village.

Section 14.8 Vacation in Lieu of Pay
The Village acknowledges that some employees may value vacation time over merit
increases. As such, the Village will allow non-sworn employees to request to increase their
annual vacation allowance by up to one week in exchange for an equivalent reduction in
their merit pay, which is valued at 2 percent of pay. For example, an employee currently
earning 10 days of vacation annually who is eligible for a 2 percent wage increase can opt
to receive 3 weeks of vacation annually and forego a pay increase.
Employees opting for vacation in lieu of pay may do so only once annually at the time of
their performance evaluation. Employees must receive approval of their Department Head
and the Village Manager to receive vacation in lieu of pay, with a limit of two weeks of
vacation in lieu of pay granted during an employee’s tenure with the Village. In no cases
shall vacation exceed the maximum amount for which the individual is eligible. Requests
may be denied by the Department Head or Village Manager if the department or Village
operations cannot accommodate the additional vacation time or if the employee is not in
good standing.
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Section 14.9 Separation
A. At the time of separation and following the return of all Village-issued equipment,
employees shall receive pay for any unused accrued vacation (with the exception of
circumstances described in Section 14.7).
B. In case of death, payment for unused, accrued vacation shall go to the designated
beneficiary stated in the employee’s retirement program or the employee’s estate.
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SECTION 15.

SICK LEAVE

Section 15.1 Purpose of Sick Leave
The purpose of granting sick leave by the Village is to protect employees when they are
not able to work due to medical related circumstances set forth below. Sick leave is a
privilege granted to employees. It is not a right to take additional days off for purposes that
are not medically related.
Section 15.2 Employees Covered
All full-time and regular part-time employees who work, on average per year, at least 20
hours per week are covered by this sick leave policy. Fire Department Paid-on-Call and
part-time Paramedic/Firefighters are not eligible for sick leave.
Section 15.3 Sick Leave Accumulation
A. Accumulation of sick leave credit shall begin with the completion of the first pay period
after employment. Each employee whose full-time schedule is set by the Village at 40
hours per week accumulates 3.7 hours of sick leave per pay period. Each full-time
employee whose regular schedule set by the Village is 35-hour week accumulates 3.24
hours of sick leave per pay period. This equates to 12 days per year. The maximum
accumulation of sick leave for a full-time employee on a 40-hour week schedule is
1,200 hours (150 days). The maximum accumulation of sick leave for a full-time
employee on a 35-hour week schedule is 1,050 hours (150 days).
B. Regular part-time employees who work on average 20 or more hours per week shall
accrue sick leave time on a prorated basis that is equal to the proportion of regularly
scheduled part-time hours worked compared to a full-time (40 hour) employee.
Section 15.4 Reasons to Use Sick Leave
Sick leave may be taken for the following reasons:
1. Any illness of an employee that prevents him or her from fulfilling his or her duties
or alternate duties as assigned by the employee’s immediate supervisor.
2. Any exposure to a contagious disease as a result of which the health of others may
be endangered by his or her attendance at work.
3. Serious illness in the employee’s immediate family (defined in this manual). In
such cases, sick leave shall be granted up to a maximum of half the total annual
accumulation annually. In extreme circumstances, where an employee is
undergoing a substantial hardship due to a serious illness or injury of a member of
an employee’s immediate family, sick leave may be used for a period of time longer
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than one week, with the approval of the Village Manager and in consideration of
state and federal family and medical leave requirements as set forth in Section 16
of this Manual. Documentation shall be required for any use of sick leave related
to the illness or injury for immediate family members if requested by employee’s
Department Head.
4. Medical and dental appointments for the employee or the employee’s immediate
family that cannot be scheduled outside of regular work hours. Every effort should
be made by the employee to schedule appointments outside of Village work hours.
5. The Village will allow an employee to take up to 14 calendar days for the birth of
a child by their partner for bonding by using accumulated sick time to cover
scheduled days.

Section 15.5 Notification to Village to Use Sick Leave
In order to receive compensation while absent on sick leave, the employee or his or her
designee shall notify the Department Head or immediate supervisor in accordance with
department policies and no later than the beginning of the employee’s scheduled shift. If
said notification is not made, the employee shall be considered absent without leave by the
Department Head or supervisor and use of sick leave will not be allowed except in
exceptional circumstances in which notification was not possible or practical prior to
beginning daily duties. In such circumstances, notification shall be made as soon as
possible. The Department Head shall make determination as to whether appropriate
notification was given.
Section 15.6 Verification of Sick Leave Usage
A. A written medical certificate, as evidence of the illness or injury to an employee or
family member which prevents (or prevented) attendance at work may be required by
the Department Head, at his or her sole discretion.
B. The Village may require a medical examination at any time an employee is on sick
leave for the purpose of establishing the employee’s ability to work. The Village
reserves the right to designate the doctor to do the examining and will pay for such
exam.
C. The Village may require a medical examination of an employee who has been on sick
leave before that employee returns to work. The purpose of this examination is to
determine if the employee is able to perform the duties and responsibilities of their
position.
D. The Department Head or Village Manager may contact employees who are on sick
leave to verify that they are properly using sick leave for the reasons set forth in Section
15.4 above.
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E. Any employee who uses more than three consecutive sick days will be required to
provide a written medical certification.

Section 15.7 Sick Leave Policy Abuse
A. Falsification of sick leave documentation will be sufficient cause for disciplinary action
up to and including discharge. Any employee who is proved to have fraudulently
obtained sick leave compensation from the Village will be subject to disciplinary action
up to and including discharge and be required to reimburse the Village in an amount
not less than that fraudulently obtained.
B. Employees who use sick leave as vacation or personal time and do not meet one of the
criteria stated above in Section 15.4.A. for using sick leave shall be subject to
disciplinary action up to and including discharge. Department Heads and supervisors
have the authority and responsibility to investigate patterns of sick leave usage that
appear to abuse the Village’s sick leave policies.
Section 15.8 Sick Leave Incentive Plan
A. Employees with twenty years of service with the Village, upon retirement or
separation in good standing, with two weeks advance notice, shall receive 40% of
accumulated, unused sick leave at the rate of pay at time of retirement. The maximum
payment under this plan is 40% of 150 days which equals 60 days. Payment will be
issued not less than 60 days and not more than 90 days following the employee’s final
date of service.
B. In the case of the death of an employee with 20 years of service, payment for unused
sick leave, based on the formula above, shall go to the designated beneficiary
mentioned in the employee’s retirement program or the employee’s estate.

46 | P a g e

SECTION 16.

FAMILY AND MEDICAL LEAVE

Section 16.1 Leave Entitlement
A. To be eligible for family and medical leave, an employee must have:
1. Worked for the Village for at least twelve months; and
2. Worked at least 1,250 hours over the previous twelve months prior to the request
being made.
B. This policy is intended to be consistent with the federal Family and Medical Leave Act
("the FMLA") and the words and phrases used in the policy which are defined in the
FMLA shall have the meanings accorded to such words and phrases in the FMLA.

Section 16.2 Amount of Leave
Eligible employees are entitled to up to twelve weeks of unpaid leave during any twelve
month period measured from the first time in any twelve month period such leave is
actually taken. Eligible employees may take up to 26 weeks of unpaid leave to care for a
current member of the Armed Forces, including a member of the National Guard or
Reserves, with a serious injury or illness.
Eligible employees may take leave on an intermittent basis, if medically necessary, but not
to exceed the maximum time allowed in any 12 month period.

Section 16.3 Reasons for Family and Medical Leave
Leave will be provided only for the following reasons:
A. Because of the birth of a child and in order to care for such child;
B. Because of the placement of a child with the employee for adoption or foster
care;
C. In order to care for a child or parent or the spouse of the employee if they have
a serious health condition;
D. Because of a serious health condition that makes the employee unable to perform the
functions of his/her position.
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E. For qualifying exigencies arising out of the fact that the employee’s spouse, son,
daughter, or parent is on active duty or call to active duty status as a member of the
National Guard or Reserves in support of a contingency operation.

Section 16.4 Benefits During FMLA
A. The Village will continue to provide coverage under its group health, dental, vision and
life insurance plan during the leave, under the same terms as coverage would have been
provided if the employee had been continuously employed during the Family and
Medical Leave period.
B. Employee benefits are typically paid through payroll deduction. Should an employee
use unpaid FMLA leave, he or she will be required to arrange for alternative payment
of their portion of Village benefits on a bi-weekly basis.
C. No employee who takes a leave under this policy will lose any benefit that accrued
before the commencement date of the leave.

Section 16.5 Job Protection
Upon return from an approved leave under this Section, the employee will be restored to
his or her former position, or an equivalent position.

Section 16.6 Coordination of FMLA Leave and Other Paid Village Leaves
Employees shall use vacation, personal days, and/or sick leave to run concurrently with
FMLA leave.

Section 16.7 FMLA Request Procedure
If the need for leave is foreseeable, the employee must give thirty days written notice to
the Village before taking such leave. Otherwise, the employee must notify the Village as
soon as is practicable. Notice to the Village should be given by the employee within two
working days when the need for leave becomes known to the employee. If such notice is
not given, and there is no reasonable excuse for the delay, the Village may deny granting
the leave until at least 30 days after the employee provides notice to the Village.

Section 16.8 FMLA Documentation Procedure
Supervisors will request documentation from employees missing more than three days of
work to determine whether the event qualifies as leave under FMLA. The purpose of this
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is to determine whether or not an absence qualifies for FMLA leave and to track total leave
to determine when FMLA leave time has been exhausted by the employee.

Section 16.9 Medical Certification
Medical certification is required to support a request for leave under this Policy because of
a serious health condition. Certification must be given to the Village within at least 15 days
after requested by the Village. The Village may require second and third opinions at the
Village’s expense. The Village may also require periodic reports on the employee’s status
and intent to return to work. Medical certification is also required upon returning from
leave under this policy, certifying that the employee is able to resume work.
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SECTION 17.

OTHER LEAVES

Section 17.1 Funeral Leave
A. Full-time and regular part-time employees shall be allowed up to three (3) days without
loss of pay in case of death in the immediate family as defined in this manual.
B. Employees shall be allowed up to one (1) day without loss of pay in the case of death
of other relatives. The Village Manager may allow certain exceptions in which three
(3) days of leave may be granted for relatives not considered immediate family.
C. Proof of relationship may be required by the Village.
D. For the death of an employee's son or daughter who is a biological, adopted, or foster
child, a stepchild, a legal ward or a child of a person in standing in loco parentis an
employee is entitled under the Child Bereavement Leave Act up to two weeks of unpaid
leave. Three days of this leave will be given without loss of pay, and the remaining
days can be taken unpaid or covered by any existing paid time off at the choice of the
employee.
Section 17.2 Jury Duty
Full-time and regular part-time employees on jury duty shall be paid their usual pay by the
Village and the employee will turn in their jury duty compensation check to the Village.
Leave for jury duty will not be charged against the employee’s annual leave or sick leave
and all benefits will continue to accumulate during each day of jury duty leave.
Section 17.3 Court Attendance
Employees may be granted leave, with pay, for attending court as a subpoenaed witness,
except in cases involving an alleged criminal act by the employee or a civil case initiated
by the employee. Employees subpoenaed to appear in court shall be paid in full but will
turn into the Village the amount paid to the employee as a witness fee.
Section 17.5 Military Leave
Employees shall be granted leaves of absence for military training and/or military service
in accordance with state and federal laws.
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Section 17.6 School Visitation Rights Act
Employees scheduled to work full-time or part-time 20 hours per week or more are eligible
to request school visitation leave after they have at least six consecutive months of service
with the Village. Up to a total of eight (8) hours per year, but no more than four (4) hours
on any given day, may be granted for school conference and activity leave if these activities
cannot be scheduled during non-working hours. The employee must have exhausted all
accrued vacation, holiday or any other leave except sick leave or disability leave, before
requesting school visitation rights leave.
A. The employee must provide written notice to the Village at least seven days in advance
of the leave. In an emergency situation, no more than twenty-four (24) hours’ notice
will be required.
B. Upon completion of the school visitation rights leave, the school administrator must
provide the parent/guardian documentation of the school visitation/activity. The
employee must submit this verification to the Village within two (2) days. An employee
who utilizes or seeks to utilize the rights afforded by the School Visitation Rights Act
may choose the opportunity to make up the time so taken as guaranteed by this Act on
a different day or shift as directed by the Village. An employee who exercises his/her
rights under the Act will not be required to make up the time taken, but if such employee
does not make up the time taken, he/she will not be compensated for the time taken.
Time made up will be paid at the same rate as paid for normal working time. If no
reasonable opportunity exists for the employee to make up the time taken, the employee
will not be paid for the time. A reasonable opportunity to make up the time taken does
not include the scheduling of make-up time in a manner that would require the payment
of overtime.
Section 17.7 Victims’ Economic Security and Safety Act
In accordance with the Victims’ Economic Security and Safety Act (“VESSA”), an
employee who is a victim of domestic or sexual violence may take unpaid leave from work
for up to 12 work weeks per 12-month period for any one or more of the following reasons:
A. Seeking medical attention for, or recovering from, physical or psychological injuries
caused by domestic or sexual violence to the employee or the employee’s family or
household member;
B. Obtaining services from a victim services organization for the employee or the
employee’s family or household member;
C. Obtaining psychological or other counseling for the employee or the employee’s family
or household member;
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D. Participating in safety planning, temporarily or permanently relocating, or taking other
actions to increase the safety of the employee or the employee’s family or household
member from future domestic or sexual violence or ensure economic security; or
E. Seeking legal assistance or remedies to ensure the health and safety of the employee or
the employee’s family or household member, including preparing for or participating
in any civil or criminal legal proceeding related to or derived from domestic or sexual
violence.
The leave time may be taken intermittently or on a reduced work schedule. Both part-time
and full-time employees are eligible to take leave pursuant to this policy.
The following definitions are used in this policy:














“Qualified individual” is an individual who, but for being a victim of domestic or
sexual violence or with a family or household member who is a victim of domestic
or sexual violence, can perform the essential functions of the employment position
that such individual holds or desires.
“Domestic or sexual violence” means domestic violence, sexual assault or stalking.
Domestic violence includes acts or threats of violence, not including acts of selfdefense, as defined in subdivision (3) of Section 103 of the Illinois Domestic
Violence Act of 1986, 750 ILCS 60/101 et seq., sexual assault, or death to the
person, or the person’s family or household member, if the conduct causes the
specific person to have such distress or fear.
“Employment benefits” means all benefits provided or made available to
employees by an employer, including group life insurance, health insurance,
disability insurance, sick leave, annual leave, educational benefits, and pensions,
regardless of whether such benefits are provided by a practice or written policy of
an employer or through an employee benefit plan.
“Family or household member” means a spouse, parent, son, daughter, and persons
jointly residing in the same household.
“Parent” means the biological parent of an employee or an individual who stood in
loco parentis to an employee when the employee was a son or daughter.
“Son or daughter” means a biological, adopted, or foster child, a stepchild, a legal
ward, or a child or a person standing in loco parentis, who is under 18 years of age,
or is 18 years of age or older and incapable of self-care because of a mental or
physical disability.
“Sexual assault” means any conduct proscribed by the Criminal Code, in Sections
12-13, 12-14, 12-14.1, 12-15, and 12-16.
“Stalking” means any conduct proscribed by the Criminal Code, in Sections 12-7.3
and 12-7.4.
“Victim services organization” means a nonprofit, nongovernmental organization
that provides assistance to victims of domestic or sexual violence or to advocates
for such victims, including a rape crisis center, an organization carrying out a
domestic violence program, an organization operating a shelter or providing
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counseling services, or a legal services organization or other organization providing
assistance through the legal process.
The employee shall provide the Village with at least 48 hours’ advance notice of the
employee’s intention to take leave pursuant to this policy, unless providing such notice is
not practicable. If an unscheduled absence occurs, the Village will not take any action
against the employee if the employee, within a reasonable period after the absence,
provides certification.
Certification that the employee or a member of the employee’s household is a victim of
sexual or domestic violence and that the leave is being taken for one of the purposes listed
above (A-E) must be provided for any leave taken pursuant to this policy. Certification
must be provided as soon as reasonably possible, but in most cases, within 30 days of the
request. The employee can satisfy the certification requirement by providing:
A. Documentation from an employee, agent, or volunteer of a victim services
organization, an attorney, a member of the clergy, or a medical or other professional
from whom the employee or the employee’s family or household member has sought
assistance in addressing domestic or sexual violence and the effects of the violence;
B. A police or court record; or
C. Other corroborating evidence.
Any information submitted by an employee shall be kept in confidence and will not be
disclosed unless the employee consents in writing to the disclosure or unless otherwise
required by applicable federal or State law. While on leave, the employee will be required
to periodically report to the Village Manager on his/her status and intention about returning
to work.
While the employee is taking leave pursuant to this policy, the Village will maintain all
group health plan benefits, as if the employee had been employed continuously. The
employee must pay his/her portion of the premium during the leave. The Village may
recover the premium from the employee if the employee fails to return after the period of
leave for which the employee is entitled has expired; or if the employee fails to return to
work for a reason other than (1) the continuation, recurrence, or onset of domestic or sexual
violence that entitles the employee to leave pursuant to this section; or (2) other
circumstances beyond the control of the employee.
This policy does not entitle an employee to take unpaid leave that exceeds, or is in addition
to, unpaid leave time allowed under the Family and Medical Leave Act, 29 U.S.C. §2601
et seq. When the employee’s need for leave also qualifies as family/medical leave pursuant
to the Family and Medical Leave Act, or for short-term or long-term disability, those leaves
will run concurrently with leave taken pursuant to this policy. An employee may elect to
use accrued paid vacation, sick or personal time to run concurrently with leave allowed by
this policy.
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An employee who takes leave pursuant to this policy will be restored to his/her position
held when the leave began or an equivalent position with equivalent employment benefits,
pay and other terms and conditions of employment. Any employment benefit accrued prior
to taking leave pursuant to this policy will not be lost. However, while on leave pursuant
to this policy, the employee is not entitled to accrue seniority or other employment benefits.
If the employee takes leave because of his/her own medical condition, a return to work
certification will be required.
The Village will not discriminate against and will attempt to provide reasonable
accommodations for employees who are entitled to protection under the Act, unless such
accommodations would create an undue hardship. Reasonable accommodation applies to
applicants and employees and may include adjustment to a job structure, workplace facility
or work requirement; a transfer, reassignment, or modified schedule, or leave; a changed
telephone number or seating assignment; installation of a lock or other safety procedure in
response to an actual or threatened domestic or sexual violence. If an employee wants to
request a reasonable accommodation pursuant to this policy, he/she should contact the
Village Manager.
Section 17.8 Leave of Absence Without Pay
An employee may ask for a leave of absence without pay for good cause. Leave of absence
without pay may only be requested after the employee has exhausted his or her available
paid time off, including personal, compensatory, vacation and sick time. The Village
Manager will consider each request for leave on its own merit and will confirm or deny
each request to the employee in writing. Employees may request up to three months of
leave without pay or benefits, except for retention of anniversary date of employment.
During this time, employees enrolled in the Village’s group health benefits may elect to
continue group health benefits through the Village at their own expense.
If leave request is for qualifying reasons for FMLA, the Village will comply with the
Family Medical Leave Act, found in Section 16 of this Manual.
If the leave is for medical reasons not covered by FMLA, the Village retains the right to
request periodic medical reports from the doctor to determine whether the employee is fit
to return to work.
Section 17.9 Administrative Leave
Employees may be granted a paid or unpaid administrative leave pending the investigation
and disposition of alleged activities violating these Rules and Regulations or all other
criminal activity that would adversely affect the ability of the employee to carry out his or
her duties or whose continued performance of duties may not be in the best interests of the
Village as determined in the sole discretion of the Village Manager.
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During paid administrative leave, all benefits would continue in effect. Vacation and sick
leave benefits will continue to accrue during paid administrative leave, but the sick leave
and vacation time accrued while on paid administrative leave will not be added to the
employee’s accrued benefits if he or she is removed from Village employment by the
determination of the Village or they are convicted of criminal activity by a court of
competent jurisdiction.
During unpaid administrative leave, all or some benefits may be terminated as determined
by the Village Manager. If vacation and sick leave benefits are allowed to continue to
accrue during unpaid administrative leave, the sick leave and vacation time accrued while
on unpaid administrative leave will not be added to the employee’s accrued benefits if he
or she is removed from Village employment by the determination of the Village or the
employee is convicted of criminal activity by a court of competent jurisdiction. If the
employee on unpaid administrative leave is restored to his or her position with the Village,
the Village may reimburse the employee as the Village determines is appropriate for salary
and benefits not received while on unpaid leave.
Section 17.10 Absence Without Leave
Absence of an employee from duty, including any absence for a single day or part of a day,
that is not authorized by a specific grant of leave of absence under the provisions of this
Manual will be deemed to be an absence without leave.
Any such absence shall be without pay and may be subject to disciplinary actions.
Exceptions may be made in cases of extreme emergency by approval of the Village
Manager.
Any employee who absents himself or herself without notice for three (3) consecutive work
days shall be deemed to have resigned.
Section 17.11 Light Duty Policy
The Village Manager, upon the recommendation of the department head, may approve
temporary light duty assignment following job-related injuries if there will be a benefit to
the Village and work exists within the injured employee’s medical restrictions. Each
circumstance shall be considered on its individual merits. Meeting the needs of the Village
service shall be the primary criteria for approving light duty assignments. The Village
Manager may end a light duty assignment at any time. The Village does not have any
permanent light duty assignments.
Employees on light duty will be paid their normal pay rate, which will be in lieu of
Worker’s Compensation payments for job-related injuries.
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SECTION 18.

INSURANCE AND PENSION

Section 18.1 Group Insurance Coverage
A. The Village provides group health, dental, life, and vision insurance for its full-time
employees and dependents. The coverage and type of policies will be determined by
the Village Board at its sole discretion. The cost of premiums and the portion paid by
the Village and the employee for group coverages is at the discretion of the Village
Board. The Village will comply with provisions of the Affordable Care Act.
B. Group insurance goes into effect on the first day of employment and is terminated on
the last day of the month in which the employee no longer is employed by the Village.
C. Employees are responsible for notifying the Village Manager’s Office within 10 days
of the occurrence of any change in family or marital status, or other significant event,
which would affect the employee’s coverages under group insurance provided by the
Village.
D. Employees and their dependents have the right under applicable federal law (COBRA)
or other any subsequent or amended law to continue group health insurance coverages
for time periods as specified in the applicable laws. Cost of the premiums for such
coverage shall be borne in their entirety by the employee and his or her dependents.
E. Former employees who are receiving a pension shall be eligible for continuation of
group health insurance under applicable state laws and pension plan requirements. Cost
of the premiums for such coverage shall be borne in their entirety by the employee and
his or her dependents.
F. An employee that already is covered by a third party’s comprehensive health insurance
plan and provided proof of coverage to the Village may opt-out of Village sponsored
health coverage. The Village shall incentivize employees that opt-out of Village
sponsored health insurance coverage with a $1,500 annual stipend, paid in equal sums
monthly.
Section 18.2 Worker’s Compensation Insurance
All employees are covered by a worker’s compensation policy for job-related injuries.
Employees must report job-related injuries to his or her supervisor as soon as practical after
they occur or the employee becomes aware of the injury. The applicable state law and
insurance policies will determine the employee’s benefits for job-related injuries.

Section 18.3 Pension
Village employees are covered by pension plans as determined by state and federal law.
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Section 18.4 Deferred Compensation
The Village provides the opportunity for employee participation in deferred compensation
plans. Plan selection shall be at the discretion of the Village.

Section 18.5 Payroll Deductions
Payroll deductions shall be as required by applicable law.
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SECTION 19.

EMPLOYEE RELATIONS

This section covers miscellaneous provisions necessary to maintain strong working
relationships between Village employees and to ensure efficient operation of the Village.
Section 19.1 Change of Address
Employees are required to notify their respective Department Head within 10 days of any
change in their address or telephone number so that employees may be contacted at all
times by either telephone or mail.
Section 19.2 Attendance
An employee shall attend work in accordance with these and departmental rules and
regulations. Regular and predictable attendance is an essential function of every position
in the Village.
Section 19.3 Special Physical Examinations
If the Village Manager or Department Head determines that a physical examination of an
employee is desirable to determine that employee’s continued fitness and ability to perform
the duties and responsibilities of his or her position, he or she may so direct the employee
to undergo such a physical examination by a doctor designated by the Village and at Village
expense.
Section 19.4 Smoking Policy
For the health and comfort of all employees and customers, smoking is not allowed inside
or within 15 feet of any Village building or facility by employees or the public.
Section 19.5 Village Identification Cards
All employees shall be issued Village identification cards. The ID cards will contain a
picture of the employee. All employees who contact citizens and customers outside of
Village buildings and facilities should have the ID card visible to those individuals, except
for uniformed fire and police personnel in the conduct of their duties.
Section 19.6 Meal Reimbursement
In certain situations, the demands of the Village may require an employee to unexpectedly
work through a meal period that occurs before or after an employee’s regular shift. In these
circumstances, the Village may provide the employee reimbursement for meals.
Reimbursements will be limited to one meal in a 12-hour period and the employee is
expected to return to work following the meal period for at least three hours.
Reimbursement shall be for actual cost incurred for food purchased during the break based
on receipt presented by the employee, but in no cases shall the reimbursement exceed the
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U.S. General Service Administration guidelines on Meals and Incidentals. The Village
may, at its discretion, provide food for employees working during an emergency. In this
case, the Village will not also provide meal reimbursement unless the emergency extends
to an additional work period. Departments may establish specific meal reimbursement
policies to fit their needs. Such policies shall be provided to the employees in each
respective department.
Section 19.7 Outside Employment
A. Full-time employees may engage in other employment outside of official duty hours,
providing they notify their Department Head in writing in advance, and the Department
Head approves of outside employment, taking in to account any potential conflicts of
interest as set forth in Section II of this manual, as well as the following considerations;
1. Outside employment shall not interfere with the employee’s effectiveness as a
Village employee.
2. Outside employment shall not interfere with the employee’s response to
emergency calls.
3. Outside employment shall not place an employee in a position that violates
or gives the appearance of a violation of ethical standards or canons of
professional ethics.
4. Under no circumstances shall an employee use the Village’s name in
connection with outside employment.
5. The outside employer shall not be a company that does business with the
Village.
Section 19.8 Political Activity
A. All Village residents and customers are entitled to equal treatment by Village
employees. The political opinions and affiliations of any resident shall in no way affect
the amount or quality of service received from the Village.
B. The political affiliation, preference, or opinion will not in any way influence the
appointment, retention, or promotion of a Village employee.
C. All legal political activity of employees (direct or indirect) shall be done during nonduty hours outside of Village operations, and the employee shall not represent himself
or herself as a Village employee or wear his or her Village-issued uniforms during such
activities.
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D. No Village employee shall be under any obligation to contribute to a political fund or
render any political service, nor shall they be removed or otherwise prejudiced for
refusing to do so.
E. Employees seeking election to Village office must request, and will be granted, an
unpaid leave of absence from the date of filing candidate petitions through the election
and, if elected, will be required to resign as a Village employee.
Section 19.9 Employee Appearance and Dress
It is the Village’s goal to present a professional appearance to the public. To accomplish
this goal, the Village expects each employee’s dress, grooming, and personal hygiene to
be appropriate for his/her work situation. All Village employees are expected to present a
professional, business-like image to the public and their co-workers. Employees should
take the following factors into consideration when determining appropriate dress:
A. the nature of their work;
B. Safety considerations, such as necessary precautions when working near machinery or
hazardous work areas (employees will be required to wear proper safety equipment at
all times, without exception for any reason);
C. The nature of their public contact, if any, and the normal expectations of outside parties
with whom they will work;
D. The prevailing dress practices of other workers in similar jobs.
Appropriate work attire shall include clean, pressed clothing that is free of advertisements
or logos (unless official Village logos). Inappropriate attire is generally characterized by
worn or tattered material, stained material, tank tops, sheer clothing, spandex or other tightfighting clothing, or t-shirts that feature pictures/logos advertising alcohol or tobacco
products, shorts or skirts that are more than four inches above knee.
Department Heads are responsible for setting the standard for dress in their specific
department. Department supervisors and managers are responsible for monitoring and
enforcing the dress code policy of the department. If an employee’s attire is questionable,
the supervisor/manager will hold a private discussion with the employee regarding the
inappropriateness of the attire. If an obvious policy violation occurs, the employee may be
sent home immediately, instructed to return dressed in more appropriate clothing, and
placed on authorized leave without pay for the period absent from work, depending on their
exempt/non-exempt status. Repeat violations can result in disciplinary action up to and
including termination of employment.
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SECTION 20.

WORK TOOLS AND PROPERTY

Section 20.1 Use of Employee’s Property
If employees are authorized to use their own tools or equipment to carry out the duties of
their job, the Village will reimburse employees for damage or loss of their tools or
equipment as determined by the Department Head. The Village will reimburse the
employee for the repair or replacement of such item(s), provided the incident and the
amount of the loss or damage is promptly reported to the Department Head who shall
determine whether or not the loss or damage occurred in the course of the employee’s
duties and that the employee was exercising reasonable care and caution under the
circumstances. In the event that the loss or damage is determined not to be in the course of
employment or is found to be due to the employee’s negligence, no reimbursement or repair
shall be made. In the event the loss or damage was the result of a defect of the item or the
actions of a third party, the employee shall when applicable pursue restitution and any
amount recovered will be signed over to the Village up to the amount the Village paid to
the employee.
Section 20.2 Use of Village Tools and Equipment
Employees will be allowed access to tools and equipment necessary for the completion of
any job assigned by their supervisor. If an employee has any questions with respect to the
use or operation of a tool or piece of equipment, the employee should not proceed until that
question is answered. If a tool or piece of equipment is lost, damaged, or destroyed through
neglect, misuse, carelessness, or the failure to follow reasonable instructions as to use, the
employee responsible will be expected to reimburse the Village.
Employees may be allowed to borrow minor tools and equipment on occasion for personal
use with permission of the Department Head. Tools may only be borrowed by employees
with experience in operating the tool and must be promptly returned. The employee will
be required to complete a Waiver for Personal Use of Village Tools form, found in
Appendix C. In borrowing tools, employees acknowledge that the Village has no liability
in any injury or accident that may occur during the course of borrowing the tool. If the
employee damages or loses the tool, he or she will be required to immediately repair or
replace the tool. Tools shall be returned in the same or better condition than when they
were borrowed.

Section 20.3 Use of Vehicles
The Village may provide vehicles for business use, to allow employees to drive on Village
business, and to reimburse employees for business use of personal vehicles.
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All Village employees who are required to operate a vehicle in the course of their duties
shall hold a valid driver’s license as a condition of continued employment. No Village
employee shall operate a vehicle for business use without the applicable valid driver’s
license. If an invalid or expired license is discovered, the employee may not be allowed to
work until the situation has been corrected and may be subjected to disciplinary action.
Employees operating Village-owned vehicles or privately-owned vehicles while
conducting official business shall observe all traffic laws, rules and regulations, and should
use common sense and good judgment. The Village requires mandatory use of seat belts
by the operator and passengers in all vehicles so equipped. The operator is responsible for
the enforcement of seat belt use.
Vehicles are considered an extension of the “work place” and are subject to conditions of
the regulations of this manual, including regulations on smoking, drugs and consumption
of alcoholic beverages. Any employee involved in an accident may be subject to an
immediate drug/alcohol screening. Employees shall not allow individuals other than
Village employees to operate the vehicle. The Village permits only the employee assigned
to the vehicle to drive it. However, it is understood that no action would be taken against
the employee if an emergency situation warranted a licensed driver from operating the
vehicle.
Any employee who operates a privately-owned vehicle while conducting official business
for the Village must maintain automobile liability insurance in accordance with the State
Financial Responsibility Law. Employees who do not maintain minimum liability coverage
will not operate privately-owned vehicles in an official capacity.
All Village-owned vehicles will be clearly marked in accordance with IRS regulations.
Any employee involved in any accident that causes damage or bodily injury while
operating a Village vehicle shall immediately report the incident to the jurisdiction in which
it occurred. The employee shall also contact his or her immediate supervisor as soon as
practically possible following the incident.
The improper, careless, negligent, destructive, or unsafe use or operation of vehicles, as
well as excessive or avoidable traffic and parking violations, can result in disciplinary
action, up to and including termination of employment.
Village vehicles are provided for the efficient and cost-effective provision of Village
services. Village vehicles shall not be used for personal convenience or profit or for
political purposes.
Employees approved to operate a personally owned vehicle for business use will receive
the IRS per-mile standard reimbursement in accordance with IRS regulations unless the
employee is compensated by a vehicle allowance.
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Carrying and storage of firearms in village owned vehicles, except by authorized law
enforcement personnel, is expressly prohibited. Nothing in this section shall prevent
firefighter paramedics from storing patient firearms in ambulances as directed under
current operating procedures.

Section 20.4 Take-home Vehicles
The Village may permit and/or require certain Village employees to drive Village-owned
vehicles to and from their homes due to the nature of the work they perform, in order to
meet Village needs and to be able to better respond if the employee is called out on an
emergency or other extra duty outside normal working hours. The Police Chief, Fire Chief,
Public Works Director and Fire Department Duty Officer meet these criteria. Use of
Village-issued vehicle allows these staff members to respond more readily and to be better
prepared with necessary tools and equipment to address emergency situations during nonbusiness hours. While use of a Village-owned vehicle may provide conveniences for a
Village employee, assignment of a Village vehicle for official use is not a fringe benefit or
right of employment, but for the operational needs of the Village.
As such, Village vehicle use in this circumstance shall also comply with the following:
A. Village-owned vehicles shall be used for business use with certain limited exceptions.
Village owned vehicles may only be used for personal use when: 1) the employee has
been placed in an emergency on-call status, they are in a condition to and prepared to
respond within the Village, and they are within the emergency response boundary
established by the Village or 2) when the employee is commuting to and from work
their principal place of residence.
B. Only employees specifically authorized by the Village Manager or Department Head
are allowed to take Village-owned vehicles home. These employees are not authorized
to loan their Village-owned vehicle to anyone else, except for Village business related
purposes as determined beforehand by the Department Head.
C. Village vehicles taken home shall be stored off the street.
D. Each employee authorized to drive a Village-owned vehicle home shall make the
vehicle available for emergency use by other Village employees whenever he or she is
out of the Village on non-Village businesses, on leave status, or unavailable for service
for other reasons.
E. Personal use of Village take-home vehicles, including commuting, will be considered
taxable income in accordance with IRS regulations.
F. It is expected that good judgment and discretion will be exercised in using this
privilege. The employee must have on file with the Village a Village Take-Home
Vehicle Hold Harmless Agreement in order to indemnify the Village against any injury
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or property damage, including to passengers of the vehicle that may occur as a result
personal use of the Village vehicle.
G. The Village recognizes that there may be instances in which family members or other
passengers are in the Village-issued vehicle on a limited basis. It is understood that if
the employee must respond to an emergency situation, they must be able to
immediately let any family members or other passengers out of their vehicles and the
family members must make other arrangements to be taken home.
H. At the discretion of the Village Manager, a reasonable auto allowance may be
substituted for a take home vehicle to compensate for any of the employees who would
otherwise qualify for a Village-owned vehicle in this paragraph. Employees who
receive an auto allowance will not be eligible for mileage reimbursement as described
in Section 21.3-H.
I. Carrying and storage of firearms in village owned vehicles, except by authorized law
enforcement personnel, is expressly prohibited.
Section 20.5 Uniform and Clothing Purchases
The Village provides for uniforms for those employees required to wear them. Department
Heads, with the approval of the Village Manager, will establish a replacement schedule
and/or clothing allowance policy for employees who qualify within the department. The
Village will provide at its cost necessary safety equipment for employees whose job
requires it.
This policy is not intended to reimburse employees for regular office clothing, which does
not experience wear and tear beyond normal levels.
The Village will provide a uniform allowance for sworn police personnel as stated in the
current collective bargaining agreement.
The Village will comply with IRS regulations regarding any reimbursements for clothing.
Any reimbursement for clothing purchased by the employee suitable for use outside of
work will be considered taxable income. This includes office wear for detectives as
outlined in the current collective bargaining agreement, work jeans and other similar items.
The Village will purchase for the employee any specialized equipment and uniforms
clothing required. Employees will be required to care for and launder Village-issued
clothing that employees take home. Such clothing will remain the property of the Village
and must be returned upon separation.
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Section 20.6 Use of Village Cell Phones
The Village provides cellular telephone equipment and service to select employees at the
Village’s expense for the purpose of being able to reach employees off hours in the event
of an emergency.
Department Heads, with approval of the Village Manager, decide which employees are
eligible to receive Village-issued cellular phone equipment or cellular phone
reimbursement and the capabilities of such phone. The decision on issuing Village cellular
telephones and equipment or reimbursement will consider whether the cellular phone will
1) enhance the employee’s productivity, 2) improve the performance of the employee’s job
duties or responsibilities, and/or 3) help meet department responsibilities and enhance
service to the public.
Cell phones shall be treated as an electronics communication device and use of such
cellular telephone equipment shall be in compliance with Village regulations and any other
applicable regulations established.
Limited personal use of Village-issued electronic communication devices shall be
permitted so long as it complies with the Village’s Electronics Communication Policy. The
employee shall be responsible for reimbursing the Village for any additional costs incurred
as a result of personal use of Village-issued electronic communication devices.
The Village shall comply with IRS regulations regarding Village-issued cell phones or
cellular telephone reimbursements.

20.7 Workplace Search Policy
To safeguard our employees, their property, Village’s residents and the Village’s property,
and to enforce the Village’s policies prohibiting misconduct, including theft, and the
unlawful use or sale of illegal drugs or alcohol, management may question employees
and/or inspect any personal property or any area from which Village conducts business,
including any leased spaces, facilities and/or vehicles. (For example: vehicles, brief cases,
suitcases, tool boxes, computer bags, backpacks, lunch boxes, purses or any other container
or object brought to and from Village’s offices, property, worksites or Village-sponsored
functions) whenever there is reasonable suspicion to believe that any Village policy is
being, or has been, violated.
Village may provide offices, desks, vehicles, computers or computer containers, lockers,
tools and other items for the use of Village’s employees. At all times, these items remain
the property of Village. Village may also search any work area and/or item whenever there
is reasonable suspicion to believe that a Village policy is being, or has been, violated.
Employees are expected to cooperate with Village’s workplace searches.
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20.8 Privacy
There is no expectation of privacy for property owned by the Village or for employee’s
personal property or vehicles possessed or carried on to Village premises, including
communications devices and electronic storage media.
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SECTION 21.

DRUG FREE WORK PLACE POLICY

Section 21.1 General Policy
The Village is committed to a drug free workplace. In compliance with applicable state and
federal law, the Village desires to protect its employees and the public from dangers posed
by the possession or use of drugs in the workplace. As state and federal laws change
regarding the requirements for a drug free workplace, these rules and regulations are
thereby changed accordingly.
The primary goals of this policy are:
1. To prevent illegal drug usage;
2. To protect residents, customers, and employees of the Village; and,
3. To rehabilitate employees who use illegal drugs.
Section 21.2 Drug Use Prohibited
The Village is committed to maintaining a drug-free workplace in compliance with
applicable laws. In order to protect the public and to ensure a safe, healthful and drug-free
work place, the Village prohibits drug use or drug-related activity, including but not limited
to the following:
A. Possessing on Village property or on Village time, any controlled substance, including
but not limited to alcohol; marijuana; cocaine; stimulants; depressants; narcotics;
hallucinogens; prescription drugs not properly prescribed, not being used as prescribed,
or not for a bona fide medical use; so called "look alike" drugs and drug paraphernalia.
B. To engage in work under the influence of any controlled substance on Village premises
or on Village time.
C. To engage in work when that employee has unacceptable levels of a legal substance
(such as alcohol) or any levels of an illegal substance as determined by proper screening
and testing.
D. To engage in any negotiation, barter, or agreement regarding the sale or purchase of
any illegal substance on Village premises and on Village time. This is to include any
telephonic negotiations, barter, or agreement regarding the sale or purchase of an
illegal drug.
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E. Conviction by a court of competent jurisdiction for the use, possession, sale of, purchase
of, or trafficking in illegal substances. Conviction includes adjudication by pleas of
guilty or no contest.
Section 21.3 Commercial Driver’s License (CDL) Drug and Alcohol Testing Policy
The Village’s policies and procedures regarding this matter are contained in Appendix A.
Section 21.4 Non CDL Employee Drug and Alcohol Testing Policy
The Village will handle illegal use of drugs on a case-by-case basis. The Village
encourages employees with substance abuse problems to seek treatment through a bona
fide drug rehabilitation program as set forth below. However, the Village may discipline
employees up to and including discharge for confirmed use of illegal substances.
Section 21.5 Employee Testing
Employees may be tested if there is reasonable suspicion to conclude that the employee is
illegally under the influence of drugs or alcohol, or if the employee is involved in an
accident. Failure to take a required drug or alcohol test under such circumstances is cause
for disciplinary action including discharge. Following any positive test, if the employee is
not discharged, the Village may be presumed to have an adequate basis to retest the
employee while at work and without prior notice for a period of two (2) years after the
results of such test are disclosed to it. If the employee tests positive on such a follow-up
test, the finding may be the basis for immediate termination of employment. No drug
testing may be conducted without the written approval of the Department Head or designee.
Such approval shall state who is to be tested and why the testing was ordered.
Section 21.6 Leave of Absence - Alcohol and Drug Use
An employee shall be permitted to take a leave of absence for the purpose of undergoing
treatment pursuant to an approved program of alcoholism or drug use. The leave of absence
must be requested prior to the commission of any act subject to disciplinary action.
Such leaves of absence for treatment purposes shall be granted on a one-time basis and
shall be for a maximum of sixty (60) days unless extended by mutual agreement. Sick leave
and vacation must be used for such treatment purposes. Benefits will continue to accrue
while vacation and sick leave are being used. However, if the employee takes an unpaid
leave of absence for such treatment, the employee shall not receive any of the benefits
provided by the Village during that time period, except the continued accrual of seniority.
This provision does not amend or alter the disciplinary provisions.
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Section 21.7 Return from Leave of Absence - Testing
Drug tests may be required of employees requesting to return to work from a leave of
absence for drug use. Failure to take the test or to meet the standards adopted by the Village
may be cause for discharge.
Section 21.8 Testing Facility
The Village shall select a testing facility or facilities that meet state or national standards
and procedures and that guarantee a secure chain of custody. Administrative procedures
and biologic testing shall be conducted to prevent the submission of fraudulent tests. A
split sample of the employee’s urine shall be made at the collection site. One portion of the
split sample of the tested portion shall be preserved at the certified laboratory. If a test
result is positive, a split sample shall be tested with a second, independent analysis.
Section 21.9 Testing Procedures
All samples shall be tested for chemical adulteration, narcotics, cannabis, PCP, cocaine,
amphetamines, sedatives, and other controlled substances.
Any sample which has been adulterated or is shown to be a substance other than urine shall
be reported as such and may result in disciplinary action up to and including discharge. All
samples that test positive on a screening test shall be confirmed using appropriate testing
procedures. No records of unconfirmed positive tests shall be released or retained by the
laboratory.
Testing shall be conducted in a manner to ensure that an employee’s legal drug use does
not affect the test results.
All results shall be evaluated by a licensed specialist in occupational medicine
knowledgeable about drug testing.
Test results shall be treated with the same confidentiality as other employee medical
records. The test results and any related treatment shall be reported only to the Village
Manager and the Department Head. No disclosure of test results will be made to anyone
outside the Village organization without the express written permission of the employee
tested, except as necessary in connection with a grievance or judicial proceeding, or as
required by applicable law.
Section 21.10 Chemical Dependency Program
If an employee is granted a leave of absence to enter a chemical dependency program, the
Department Head shall be informed once per week of the employee’s status in the
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rehabilitation program, and the employee shall provide documentation that he or she is
meeting the requirements of the rehabilitation program. The Village provides a group
health insurance plan which includes coverage for rehabilitation costs. Employees may
utilize any accumulated paid sick leave while absent from work due to participation in such
programs.
Section 21.11 Self-Referral to Chemical Dependency Programs
An employee who chooses to enter a chemical dependency program voluntarily before
engaging in misconduct that would subject him or her to discipline shall not be subject to
disciplinary action. Leave shall comply with Section 21.6 above.
Section 21.12 Duty Assignment after Treatment
If an employee successfully completes rehabilitation, he/she shall return to work for
assignment. Employee reassignment during treatment shall be based on each individual’s
circumstances and is at the sole discretion of the Department Head.
Section 21.13 Discipline
Any employee who violates this policy, refuses to submit to a drug test under this program,
is the cause of an accident while working, or causes personal injury or property damage
while working, is unable to perform normal duties while at work, or engages in any conduct
which jeopardizes the integrity of a sample or the accuracy of a test result, may be subject
to discipline up to and including discharge.
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SECTION 22.
Section 22.1

SAFE WORK PLACE

Workplace Safety

The Village Manager, Department Heads and supervisors shall make every effort to
promote among employees and in the departments maximum standards of safety. All
employees shall be responsible for performing work assignments in the safest manner
possible. Prime consideration shall always be given to safety in all work situations.
A. Department Heads and supervisors shall:
1. Be responsible for establishing and implementing safety standards within their
respective activity areas, for periodically reviewing accident frequencies to
determine and correct causes, and for identifying and correcting safety hazards.
2. Ensure that all new employees, including seasonal, temporary, and/or part-time
employees are thoroughly advised, instructed, and supervised in necessary safety
policies, practices, and procedures.
3. Implement and actively support the Village’s safety program.
4. Arrange and conduct safety meetings, inspections and training sessions.
5. Provide and/or require equipment necessary to adequately protect the health and
safety of employees.
6. Immediately investigate accidents, and prepare all necessary forms for
documentation and future prevention of on-the-job injuries and hazardous
conditions.
B. All employees shall:
1. Be thoroughly familiar with safety requirements and practices applicable to their
respective work assignments.
2. Actively observe safety practices, and report unsafe or potentially dangerous
conditions and accidents or injuries to their supervisor immediately.
3. Refrain from engaging in horseplay, wrestling, hazing of co-workers, and any other
unsafe practice under penalty of disciplinary action up to and including dismissal.
4. Report injuries on the job to your supervisor.
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Section 22.2 Employee Safety Committee
It is the policy of the Village to investigate and document all accidents involving injury
and/or property damage to Village personnel and property. Furthermore, it is the policy of
the Village to seek out and develop solutions to existing and potential safety hazards.
The purpose of the Committee is:
A. To investigate all Village accidents as well as all accidents within the Village where
property damage, personal injury, or death occurs.
B. To determine the causal factors responsible for each accident in the Village.
C. To recommend disposition of each accident to the respective Department Head.
D. To recommend practices to improve the accident record of the Village.
E. Review safety suggestions presented by employees.
F. Evaluate the progress of departmental loss prevention efforts.
G. Submit to Department Heads safety awareness recommendations made by the
employees within the departmental group together with Employee Safety Review
Committee comments.
H. Submit recommendations to the Department Heads for Employee Safety Review
Committee material, policy and procedure changes, equipment needs, and other needs
that can enhance the Loss Prevention Program.
I. Develop and maintain general employee safety procedures.
J. Develop, and if necessary, conduct a program of safety and health inspections.
K. Record minutes of the Employee Safety Review Committee and submit copies to the
Executive Safety Committee.
The Employee Safety Review Committee is composed of employees from Public Works,
Police, Fire and Administration.
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SECTION 23.

DISCIPLINARY PROCEDURES

Section 23.1 Employees Covered by Policy
All employees of the Village are covered by these disciplinary procedures except those
non-probationary sworn Police personnel who are subject to the disciplinary policies and
procedures of the Board of Fire and Police Commissioners.
Section 23.2 Causes for Discipline
All employees of the Village of Clarendon Hills, except for non-probationary sworn Police
personnel as noted above, are employees at will who may be disciplined or discharged at
any time without cause or notice. It is the policy of the Village to review any conduct that
interferes with or adversely affects accomplishment of the work of the Village and to take
disciplinary action when appropriate.
Section 23.3 Progressive Nature of Discipline
Disciplinary actions will normally follow the progressively more serious steps as set forth
below, unless, in the discretion of the Village, the seriousness of the matter dictates
otherwise. Progressive discipline should not be construed as a guarantee that any specific
disciplinary action will be applied in any given situation, or that any disciplinary step is a
condition precedent to any other step. The Village reserves the right in its sole discretion
to determine the appropriate action to be taken in each case.
Generally, the employee’s immediate supervisor, under the coordination of the Department
Head where applicable, will be responsible for initiating disciplinary actions.
Section 23.4 Disciplinary Steps
Step 1: Counseling or Oral Warning. This type of discipline should be applied to infractions
of a relatively minor degree or in situations where the employee’s performance needs to be
discussed. The counseling or oral warning should be given in private within five working
days of the infraction. Supervisors should inform the employee that the supervisor is
counseling the employee or issuing an oral warning, that the employee is being given an
opportunity to correct the condition, and if the condition is not corrected, the person will
be subject to more severe disciplinary action.
A notation that counseling or an oral warning was given may be made in the employee’s
personnel file.
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Step 2: Written Warning or Written Reprimand. This notice should be issued in the event
the employee continues to disregard counseling or an oral warning or if the infraction is
severe enough to warrant a written warning or written reprimand in the employee’s
personnel file.
The written warning or written reprimand shall state the nature of the infraction in detail
and what corrective action must be taken by the employee to avoid further discipline.
A copy of the written warning or written reprimand is to be handed to the employee at the
time of the discussion of the discipline. The employee shall sign the written warning or
written reprimand to acknowledge receipt. A copy will be placed in the employee’s
personnel file. If the employee refuses to sign the acknowledgment, then the supervisor
should note on the warning or reprimand that the employee received a copy thereof and
refused to sign it.
Step 3: Suspension. The Village may suspend employees. This form of discipline is
administered as a result of a severe infraction of policies or for repeated violations.
Suspension may be either paid or unpaid in the discretion of management.
Suspension Without Pay. An employee will normally be suspended without pay when
the offense is of a serious enough nature usually sufficient for discharge but when
circumstances related to an employee’s overall performance would not warrant
immediate discharge. The length of suspensions should not normally exceed fifteen
(15) work days.
Suspension with Pay. At the discretion of the Village Manager, an employee of the
Village may be suspended with pay and benefits as set forth in Section 16.8 pending
investigation of allegations of misconduct, when the nature of the allegation
compromises the ability of the employee to perform his/her duties, and when a
substantial period of time will be required to complete an investigation or legal actions.
Step 4: Demotion. An employee may be moved to a position in a class with a lower
maximum salary rate for serious misconduct. Demotion shall be determined by the Village
Manager upon the recommendation of the Department Head.
Step 5: Discharge. Employees may be discharged without cause and without notice.
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SECTION 24.

GRIEVANCE PROCEDURE

The Village believes employees should have a fair process by which to express their
concerns. While employees may use the grievance process at any time, they are also
encouraged to address issues and concerns among themselves to the extent possible. The
grievance process should be viewed as a “last resort” in resolving issues.
Section 24.1 Grievance Coverage
The following procedure is applicable to all full-time, regular part-time, paid-on-call, and
seasonal employees of the Village. The exception to this general statement is that matters
that are under the control of the Board of Fire and Police Commissioners are not subject to
this grievance procedure. Employees who grieve a matter to the Board of Fire and Police
Commissioners are subject to the ruling of the Board and may not initiate a grievance under
this procedure in addition to the Board of Fire and Police Commissioners.
Section 24.2 Complaints of Harassment, Discrimination and Unfair Treatment
This policy is similar to the process used for complaints of Harassment, Discrimination
and Unfair Treatment outlined previous in this manual. While employees may use this
grievance process for these types of complaints, they are not required to. Any employee
should reporting, either verbally or in writing, any harassment, discrimination and unfair
treatment they experience or witness to their immediate supervisor or Department Head,
who will then report the complaint to the Village Manager or his or her designee for
investigation.
Section 24.3 Grievance Defined
A grievance is defined as any dispute regarding the meaning, interpretation, application, or
alleged violation of the terms and conditions of these policies and procedures or under
applicable federal, state and local laws.
Section 24.4 Grievance Participants
A. A supervisor is the first level of supervision in relationship to the grieving employee.
Depending on the size and organizational structure of the department, there may be
intermediate supervisors between the first level of supervision and the Department
Head.
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B. A Department Head for purposes of this Section is the Village Manager, Community
Development Director, Finance Director, Fire Chief, Police Chief, and Public Works
Director.
Section 24.5 Grievance Steps
The first step an employee should take is to attempt to resolve the issue or perceived issue
with the person responsible for the issue. In some cases, the person responsible for the
offending behavior may not realize the concern and it may be addressed by bringing it to
the individual’s attention. When resolution is not possible this way, employees should
contact their immediate supervisor.
It is preferred that employees handle grievances through their direct supervisor. However,
if an employee does not feel comfortable reporting to his or her immediate supervisor or
Department Head, or if wrongdoing was reported and the employee is not satisfied with
the response, he or she should direct his or her report or dissatisfaction to another
Department Head or to the Village Manager. If an employee chooses to report a grievance
to anyone other than their immediate supervisor, the same steps outlined below shall be
taken through the individual to whom the employee reports the grievance.
Please note that employees are not required to confront the person or persons who have
given the employee reason to report. However, discussing or reporting acts of
discrimination or harassment to any person not listed above does not constitute a report.
Step 1 - Written to Immediate Supervisor. A grievance or complaint must be made, in
writing, by the complaining employee to the immediate supervisor within five (5) working
days after the subject of the grievance occurs or is discovered. The written complaint or
grievance must include specific circumstances, the section of this Manual that is applicable,
and state the remedial action requested. If possible, the grievance should be settled at this
level through discussions by the supervisor with the involved party or parties. If not
resolved to the employee’s satisfaction within five (5) working days of submission to the
supervisor, the employee may consider the grievance or complaint unresolved.
Step 2 - Appeal to Department Head. In the event the grievance is not resolved in Step 1,
the employee may appeal the same grievance or complaint submitted to the supervisor to
the Department Head within three (3) working days following the conclusion of Step 1
above. The Department Head shall investigate the matter and render his decision within
ten (10) working days of receipt of the grievance or complaint by him.
Step 3 - Appeal to Village Manager. In the event that Step 2, above, does not satisfactorily
resolve the grievance or complaint, the employee, within ten (10) working days, shall
forward an appeal, including all written documentation concerning the grievance, to the
Village Manager. The Village Manager shall make the final decision regarding the
complaint or grievance and issue written directives for its resolution within thirty (30) days
of receipt of the grievance or complaint. The decision of the Village Manager shall be final.
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All deadlines noted above may be extended by mutual agreement of the investigating party
and the employee.
Any Department Head or the Village Manager who receives a report of such behavior has
a responsibility to promptly investigate the matter. Upon receiving any report of
wrongdoing, the Department Head or Village Manager will request a written statement or
account of the incident. The Department Head or Village Manager shall also request in
writing the remedial action requested by the grieved employee.
Section 24.6 Retaliation Prohibited
If an employee believes he or she is being subject to retaliation for reporting a violation of
this policy, or participating in an investigation of a violation of this policy, the employee
should report the retaliation immediately in the manner provided above. It is important to
report retaliation or perceived retaliation in order to prevent it from continuing.
Any employee or workplace participant who retaliates against another employee or
workplace participant for making a good-faith complaint of a violation of the policies in
this Manual or related to any federal, state or local laws, or for assisting in an investigation
of a complaint of a violation of this policy, is subject to discipline up to and including
termination. Retaliation can include but is not limited to harassment, discrimination,
bullying or any other unfair treatment or abuse of power.
Section 24.7 Workplace Investigations
Department Heads or the Village Manager shall investigate all claims of workplace
wrongdoing. The Village Manager may also initiate an investigation of workplace
wrongdoing when he or she has constructive knowledge of the conduct but no complaint
is made. Based on the severity and credibility of the claim, the Village Manager may use a
third party, which may include the Village Attorney, to investigate allegations of
wrongdoing.
All employees have a responsibility to reasonably cooperate with any investigation.
Unreasonable refusal to participate in an investigation or committing any act that
knowingly impedes on an investigation may lead to discipline, up to and including
termination.
All investigations of workplace wrongdoing shall begin as soon as possible after a
complaint is made. The Village manager should seek to complete investigations within 30
days, but investigations may take longer based on multiple factors related to the complaint.
The Village Manager, or other person designated to oversee the investigation, shall provide
an update to the grieved party at least 30 days after the grievance is made known.
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Section 24.8 Questions about this Policy
Question about this policy should be directed to Department Heads or the Village Manager.
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SECTION 25.

TRAINING AND TRAVEL

Section 25.1 General Policy
The Village shall encourage training opportunities for employees and supervisors to the
end that services rendered to the Village may be made more effective and that employees
may become at the same time qualified for promotion to higher level positions.
Section 25.2 Schools, Seminars and Conferences
Registration fees for attendance at any school, seminar, or conference require prior
approval by the Department Head, provided adequate funds were budgeted for such
training. Registration fees for Department Heads will be approved by the Village Manager
provided adequate funds were budgeted for such training.
Section 25.3 Tuition Reimbursement Program
The Village will reimburse tuition for approved courses or degree programs at colleges and
universities under the following conditions:
A. Funding for tuition reimbursement has been requested in writing to your Department
Head prior to December 1 for the following fiscal year and funds are approved during
the budget process.
B. The individual course or degree related course of study is job-related to the employee’s
present or future job responsibilities as determined by the Village Manager upon the
recommendation of the Department Head.
C. The Department Head recommends and the employee receives written approval from
the Village Manager prior to the course beginning.
D. The employee achieves a grade of “C” or better.
E. Reimbursement per employee shall not exceed $1,500.00 per fiscal year.
F. At separation, employees are required to reimburse the Village for any college tuition
cost paid by the Village during the last twelve months of the employee’s employment
with the Village.
Section 25.4 Vacation Combined with Official Travel
Employees wishing to combine a vacation with a business or convention trip must have
their Department Head’s or Village Manager’s approval. The employee will be reimbursed
for travel to the destination based upon the lowest available common carrier fare regardless
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of the kind of transportation used and for business-related expenses outlined above for the
duration of the business-related portion of the trip only.
Section 25.5

Travel Reimbursement

Travel Reimbursement is covered by Section 35 of this manual.
Section 25.6 Transportation to Regional Training
Mileage and other transportation costs are not paid when an employee’s work assignment
for a day is not a Village building or facility, but some other location within a 20 mile
radius of Clarendon Hills Village Hall.

SECTION 26.

SEPARATION

Section 26.1 Resignations
Any employee who is in good standing may resign from the service by presenting his or
her resignation in writing to the Department Head. Employees must present such notice of
resignation no less than two (2) weeks prior to its effective date. Such resignations shall be
promptly forwarded to the Village Manager’s Office.
Section 26.2 Retirement
All regular employees are eligible for retirement benefits at age and length of service
requirements specified by the retirement plan in which they are enrolled. Application for
retirement shall be in the same manner as set forth in Section 26.1.
Section 26.3

Discharge

Employees may be discharged for any reason or for no reason at all. The Village may
provide, at its option, two (2) weeks’ notice or equivalent compensation to persons
discharged.
Section 26.4 Reduction in Force - Layoff
A. The Village Manager may separate any employee because of lack of funds or
curtailment of work, after giving two weeks’ notice or pay. The Village Manager at his
or her discretion may appoint an employee who is to be laid off to any existing vacancy
for which he or she is qualified.
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B. An employee laid off due to a reduction in work force and later rehired within twelve
(12) months shall retain his or her original anniversary date of hire.
C. It is the responsibility of the laid-off employees to keep the Village informed of their
current address.
Section 26.5 Return of Village Property
All employees separating from the municipal service for any reason shall, prior to
separation, return all Village-owned property and equipment issued to the employee.
Section 26.6

Exit Interview

Employees separating from the service for any reason will be requested to participate in an
exit interview with the Village Manager or Department Head prior to separation.
Section 26.7 Early Retirement Incentives
Early retirement incentives may be offered by the Village at the sole discretion of the
Village Board.
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SECTION 27.

PERSONNEL FILES

Section 27.1 File Maintenance and Administration
The Village Manager or his or her designee shall maintain and administer the Village’s
official personnel files and records for present and past employees. Department Heads may
keep unofficial records for employees under their jurisdiction that are related to work
related activities, such as goals, work performance criteria, training, and other day to day
management information of the department. Personnel files will be kept confidential to the
extent possible.

Section 27.2 File Contents
A. Official personnel files shall consist of but are not necessarily limited to: employment
application, reference checks, dates and records of injuries, commendations,
reprimands, performance evaluations, wage date and history, promotions, demotions,
education and training received at Village expense, and other related personnel
documents.
B. Medical records shall also be maintained by the Village Manager or his or her designee,
but in a file separate from the personnel file.

Section 27.3 Employee Access to Personnel File
Employees are permitted to inspect and copy any material that is contained in their
personnel file in accordance with applicable law. Any employee who wishes to inspect his
or her file must submit a written request to do so to the Village Manager. The Village
Manager or his or her designate shall be present with the employee during the inspection.
If factual information is demonstrated to be incorrect by the employee, the Village will
correct it. If the employee disagrees with the file contents, the employee may submit a
concise statement indicating the disagreements to be added to the file.
The results of reference checks and the specific answers and testing results conducted by
the Village are not available to the employee, except that a summary score of test results
may be given to the employee.
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SECTION 28.

ELECTRONIC COMMUNICATIONS POLICY

Section 28.1 Introduction
Electronic communications and information technologies present valuable opportunities
for Village. These technologies, when properly used, support the Village’s activities and
enable us to better serve our citizens and constituents through closer and timelier
communications and access to vast stores of information. In recognition of these benefits,
the Village has made a substantial investment in its electronic communications and
information systems. While the Village encourages the use of its systems, such use carries
with it important responsibilities. The careless or inappropriate use of these systems can
have dramatic consequences, harming the Village, its citizens and the individual users of
the Village’s systems. This policy is intended to minimize the likelihood of such harm by
educating users of the Village’s electronic communications tools as to proper and improper
usage of such tools and by setting forth the conditions that apply whenever the Village’s
electronic communication tools are being used. This section deals primarily with the
content and transmission of messages via electronic means of communication.

Section 28.2

Applicable Tools

These guidelines address the appropriate use of the Village’s “electronic communication
tools.” These tools include, but are not limited to the following:







Telephones, pagers, two-way radios, cellular phones, smart phones and voicemail
facilities;
E-mail systems;
Fax machines, modems, servers and other data storage devices;
Handheld, laptop and desktop computers;
Software licensed to the Village; and
All internal and external computer and communications networks (such as Internet
access facilities, browsers, commercial on-line services, e-mail systems) accessible
directly or indirectly from the Village’s computer network.

Section 28.3

Usage Guidelines for Communication Tools

A. Conditions of Access:
Access to Village communications tools is provided in conjunction with the Village’s
business and the job responsibilities of everyone working on behalf of the Village. All
use of the Village’s communications tools is subject to this policy and to other Village
policies and procedures that may be implicated by such use. The Village’s
communications tools also may be made available to individuals who are not
employees of the Village (e.g., customers, temporary employees, vendors and
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subcontractors). Such individual’s use of the Village’s communications tools is also
governed by this policy.
Communications tools and all messages and information produced or carried by such
tools are Village property and are subject to inspection by the Village at all times. Use
of the Village’s communications tools is a privilege that may be revoked at any time.
Anyone who uses or is granted access to such tools must comply with the provisions
of this policy.
All communications via the computer, computer system, e-mail, phones, text messages,
internet or facsimile transmission, regardless of the business or personal nature of the
communication, transmitted, received and/or stored using any of the Village’s
electronic communications tools are subject to being accessed and reviewed by the
Village. Such communications on any Village system are not private and users should
not assume that any such communications are or shall remain private.
B. Acceptable Use
The Village’s communications tools may be used to communicate internally with
employees of the Village or externally with citizens, consultants, suppliers, vendors
and other business relations and acquaintances. The Village provides electronic
communications tools to facilitate business communications, enhance productivity and
improve service to our customers. The Internet may be used for appropriate business
uses such as research, updates of business information or news, or other approved
projects.
Village employees shall comply with all state and federal regulations regarding the use
of communication devices and technology on roadways. Use of such communication
tools when driving Village vehicles and equipment, both on and off the right-of-way,
is permitted by emergency personnel while responding to 911 calls or other related
emergencies; any employee needing to call 911 for their own assistance or that of the
general public during the course of the work day; and any personnel that are parked or
pulled over to a safe location off the traveled portion of the roadway and away from
other potential hazards. Use of hands-free devices alone does not eliminate the need to
follow these guidelines. This policy does not apply to the use of two-way radios, whose
use may be permitted in non-emergency circumstances by qualified personnel.
As with the telephone, there may be occasion to use these facilities for personal
purposes. Reasonable personal use is permitted so long as it does not interfere with the
performance of an employee’s job and/or the transaction of Village business, consume
more than nominal resources and time, give rise to more than nominal additional costs
or interfere with the activities of other employees of the Village. In addition, any
personal use of the Village’s communication tools is subject to the understanding that
such communications are not private.
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C. Unacceptable Use
Users should not monopolize the Village’s electronic communication tools to the
exclusion of others. Accordingly, activities such as sending mass e-mails or e-mails
with large attachments that are not business-related, sending chain e-mails, spending
excessive amounts of time on the Internet, engaging in online social networking sites,
unnecessarily printing multiple copies of documents or otherwise creating unnecessary
network traffic are not allowed.
Because audio, video and picture files require significant storage space, files of this
sort should not be downloaded unless they are business-related.
Use of such communication tools, with the exception of two-way radios, when driving
Village vehicles and equipment within the right-of-way is prohibited by emergency
personnel during routine operation, e.g., non-911 service calls or other deemed nonlife threatening responses; by personnel operating CDL required type vehicles; by
personnel operating construction or non-licensed type equipment due to inherent
hazards present; and by personnel maintaining, repairing, operating, or any other
similar activity involving energized equipment such as, but not limited to, electrical
panels, motors, energized circuits, etc. due to being a potential distraction to the user
and/or may create an unsafe work environment. It is now illegal/prohibited to read,
send, or compose an “electronic message” while operating a motor vehicle within the
State of Illinois. Also, it is illegal/prohibited to use any form of a wireless telephone
while operating a motor vehicle within the State of Illinois in a school speed zone or in
a construction/maintenance speed zone when posted. This policy does not apply to the
use of two-way radios, whose use may be permitted in non-emergency circumstances
by qualified personnel.
In addition to the other restrictions and conditions discussed in this policy, the Village’s
communications tools shall not be used:
To engage in activities for personal financial gain (e.g., day trading, gambling)
To solicit others for activities unrelated to the Village’s business or in connection with
political campaigns or lobbying;
To carry or publish any defamatory, discriminatory or obscene material;
To infringe, attempt to infringe or aid in any way in the infringement or attempted
infringement on another person’s or entity’s intellectual property rights (e.g.,
copyrights);
To violate, attempt to violate or aid in any way in the violation or attempted violation
of any applicable telecommunications license or any laws that govern trans-border data
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flow (e.g., laws dealing with data collection, protection, privacy, confidentiality and
security);
To violate, attempt to violate or aid in any way in the violation or attempted violation
of any other law.
The Village shall not be responsible for any losses or damages resulting from or relating
to any use of the Village’s communications tools that violates this policy.
D. Unacceptable Content
The Village’s policies prohibiting all forms of harassment, including sexual
harassment, are applicable to the use of the Village’s communication tools. In
accordance with such policies, material that is harassing, embarrassing, sexually
explicit, profane, pornographic, obscene, intimidating, defamatory or otherwise
unlawful or inappropriate may not be sent by, displayed on, stored in, accessed from or
downloaded to the Village’s communications tools. Users encountering or receiving
this kind of material should immediately delete the material from the system and should
not forward the material to any other person or address. In addition, any user who
believes the Village’s communications tools are being used in a manner which violates
either this policy or the Village’s policies prohibiting harassment should immediately
report the matter to the Village Manager. It is the responsibility of all users of the
Village’s communication tools to see that these tools are used in an efficient, lawful
and ethical manner at all times.






Examples of unacceptable content include, but are not limited to:
Sexually explicit messages, images, cartoons or jokes;
Unwelcome propositions, requests for dates or love letters;
Ethnic, religious or racial slurs; or
Any other message that could be construed as harassment or disparagement of
others based on sex, race, age, national origin, religion, disability or sexual
orientation.

Although the Village does not regularly monitor voicemail or electronic messages, all
users of the Village’s communications tools should be aware that even personal e-mail
and voicemail messages may be viewed publicly or by the Village’s management
without notice. Electronic communication messages in many cases are subject to public
disclosure. Additionally, the Village maintains an automatic e-mail archive that retains
messages for a period of time. The Village reserves the right to inspect the content of
all information and messages generated by or contained in any of its communication
tools. Users should not assume that any such communications are or shall remain
private.
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E. Transmitting Confidential Information
Employees also have a responsibility to protect from disclosure, at all times, privileged
and confidential information pertaining to the Village or other employees. In
recognition of this significant responsibility, the Village’s communications tools,
especially its e-mail system, should not be used to transmit confidential
communications. Most e-mail is sent over the Internet, which is not a secure means of
communication. There is a possibility that e-mail messages may be intercepted and read
by people other than the party to whom the message is addressed.
Moreover, it is difficult, if not impossible, to remove e-mail messages from the system
with certainty. This means that e-mail, even internal e-mail messages, may be subject
to discovery in future litigation. There is also a possibility that, when documents are
transmitted electronically, earlier drafts of the documents thought to have been deleted
may be retrieved by the person receiving the document. Accordingly, extreme care
must be taken when using e-mail to transmit confidential communications, even
internally.
To protect against unintentional disclosure of confidential information in situations
where there is a need to communicate such information electronically (either on a
regular basis or in an emergency situation), the following guidelines are to be observed:
Confidential information pertaining to the Village itself or to any of its employees shall
not be sent by e-mail without the express authorization of management.
In cases where confidential information may need to be transmitted electronically on a
regular basis, the Village’s technology consultant should be contacted regarding the
availability of encryption software and other means for securing the communication.
F. Etiquette and Village Representation
All forms of communication by employees reflect the Village’s image. Such messages,
therefore, should always be composed in a professional manner that is no different than
the manner used to compose letters or memoranda on Village letterhead. Users of the
system must keep in mind that electronic files are subject to discovery and may
subsequently be used in litigation. Inappropriate use of the Village’s facilities may
damage the Village’s reputation and could give rise to Village and individual liabilities.
Accordingly, every effort must be made to be professional in all usage of the Village’s
communications tools.
G. Social Media Sites
It is acknowledged that social networking sites have become a prominent form of
communication. As such, employees are cautioned as follows:
As public employees, employees are cautioned that speech on or off-duty, made
pursuant to their official duties – that owes its existence to the employee’s professional
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duties and responsibilities – is not necessarily protected speech under the First
Amendment and may form the basis for discipline if deemed detrimental to the Village.
Personnel should assume that their speech and related activity on social media sites will
reflect upon their position, department and this entity.
Village personnel should expect that any information created, transmitted, downloaded,
exchanged, or discussed in a public online forum may be accessed by the Village at
any time without prior notice.
Where possible, employees’ social media pages should state that the opinions
expressed by user(s)/owner(s)/visitor(s) to the page(s) do not reflect the opinions of the
Village.

Section 28.4

Limits of Privacy

The Village respects the personal privacy of its employees. However, because
communications tools are provided for the Village’s business purposes, there are no
employee privacy rights in this context. Users of the Village’s communications tools
should have no expectation that any information transmitted over Village facilities or
stored in Village computers or electronic devices is or will remain private. These systems
are owned and/or controlled by the Village and are accessible at all times by the Village
without notice for maintenance, upgrades or any other business or lawful purposes. Use of
passwords to gain access to the computer system or to secure particular files or messages
does not imply that users have an expectation of privacy in any material created or received
on the computer system or in any electronic device. The Village has the ability to access
all material stored on these systems, regardless of whether such material has been
password-protected by the user.
The Village permits personal use of its communications tools with the express
understanding that it reserves the right to review employee use of, and to inspect all
material created by or stored on, these communication tools. Use of these tools constitutes
each employee’s permission for the Village to monitor communications and to access files
that are made on or with these communications tools. See also Section 30 of this manual.
In addition, the Village may monitor any computer, electronic device or communication
tool to determine the user’s compliance with this Policy.

Section 28.5

Regulation and Enforcement

The Village Manager or his or her designee is responsible for monitoring the compliance
with the provisions of these procedures. The Village Manager or his or her designee shall
also be responsible for investigation of suspected non-compliance with the provisions of
this procedure.
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Misuse of any Village communications tools or violations of this policy may result in
disciplinary action including suspension of privileges to user, or up to and including
termination of employment. Criminal or civil action may be initiated in appropriate
instances. Such discipline shall be in accordance with the Village’s policies and
procedures.

Section 28.6

Liability

The Village makes no warranties of any kind, whether expressed or implied for the service
that is the subject of these guidelines. In addition, the Village will not be responsible for
any damages whatsoever that employees may suffer arising from or related to their use of
any Village electronic information resources, whether such damages be incidental,
consequential or otherwise, or whether such damages include loss of data resulting from
delays, non-deliveries, mistaken deliveries, or service interruptions whether caused by the
Village’s negligence, errors, or omissions. Users must recognize that the use of Village
electronic information resources is a privilege and that the policies implementing usage are
requirements that mandate adherence.

Section 28.7 Consent Form
All Village employees having access to the Internet must consent that all network activity
is the property of Village and, therefore, they should not consider any activity to be private.
This is to be accomplished through a signed Consent Form employees submit
acknowledging review of the manual. Employees who are issued other forms of
communication devices and tools shall acknowledge the same in regard to the information
accessed on such by signing additional Consent Forms at the time of device issuance.
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SECTION 29.

INFORMATION SYSTEMS SECURITY POLICY

Section 29.1 Statement of Purpose
The purpose of this policy is to ensure the appropriate protection of the Village of
Clarendon Hills’s Information Systems. Information Systems shall be defined as the
informational technology components and tools used to support operations, management
and decisions making. Information Systems include but are not limited to all hardware,
computers, software, networks, communication devices and communication services
utilized by the Village. This policy is meant to provide a foundation for the Village’s
information security efforts. The Village has made significant investment in its information
technology assets, which are important tools for modern business practices. Information is
an important Village asset. Accurate, timely, relevant, and properly protected information
is essential to Village operations. The security of this asset is an important component of
the overall operation of the Village’s Information Systems. This section deals with the
access and use of information technology.
This policy applies to all employees, consultants, temporaries, and other users of Village
Information Systems. This policy equally applies to computer and data communication
systems owned by and/or administered by the Village.
Section 29.2

General Policy

All information stored in Village information systems or transmitted via Village networks
that has not been specifically identified as the property of other parties will be treated as a
Village asset. It is the policy of the Village to prohibit unauthorized access, disclosure,
duplication, modification, diversion, destruction, loss, misuse, or theft of this information.
Copies of the Village Information Systems Security Policy shall be available to all system
users, supervisory personnel, the Village Board of Trustees, and other parties with a
demonstrable need to know.
Section 29.3

System Usage

A. Use of Information Systems
1. Management Authority to Enforce Policies: The Village uses access controls and
other security measures to protect the confidentiality, integrity, and availability of
the information handled by computers and communications systems. In keeping
with these objectives, management maintains the authority to: (1) restrict or revoke
any user’s privileges, (2) inspect, copy, remove, or otherwise alter any data,
program, or other system resource that may undermine these objectives, and (3)
take any other steps deemed necessary to manage and protect its information
systems. This authority may be exercised with or without notice to the involved
users. The Village disclaims any responsibility for loss or damage to data or
software that results from its efforts to meet these security objectives.
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2. Granting Access to Others: Individuals shall not use their access to the Village
information system to allow others to access and/or use system resources and
facilities. A user’s login ID and password shall not be given to others unless prior
approval has been given by your Department Head. Additionally, users are not
allowed to log in on behalf of others and then allow such access to go unsupervised.
To do so exposes the authorized user to responsibility for actions that the other
party takes with the access. If users legitimately need to share computer files, they
are encouraged to use designated directories on local area network servers or
electronic mail attachments. If additional accounts, logins, or privileges are needed
for employees to perform their assigned duties, the employee’s supervisor should
contact the Finance Department or designated system administrator.
3. Modification of Production Information: Users shall be restricted from modifying
production data unless such modification is through the intended production
software. Users are not permitted to use text editor, programming debuggers, or
other system tools to modify application program data directly. Only authorized
information systems personnel shall be allowed to perform such operations during
maintenance or troubleshooting operations, and reasonable precautions such as file
backups and special logins shall be used.
4. Revocation of Access Privileges: The Village reserves the right to revoke the
privileges of any user at any time. Conduct that interferes with the normal and
proper operation of Village information systems, which adversely affects the ability
of others to use these information systems, or which is harmful or offensive to
others will not be permitted.
5. User Actions to Delay or Interrupt Service: The activities of users of shared
computer systems must not cause these systems to unduly delay or interrupt the
provision of service to other users. An exception is made for system security
administrators, system managers, and computer operators, all of whom need such
privileges to do their jobs.
6. Exploiting Systems Security Problems: Users must not exploit vulnerabilities or
deficiencies in information systems security to damage systems or information, to
obtain resources beyond those they have been authorized to obtain, to take
resources away from other users, or to gain access to other systems for which proper
authorization has not been granted. All such vulnerabilities and deficiencies should
be promptly reported to the Finance Director.
7. Software Tools Designed to Circumvent System Security: The use of programs or
other tools, that are designed to compromise system security, bypass operating
system controls, read and/or modify device data directly, and covertly capture
transmitted data is specifically prohibited. Users shall not introduce such programs
or tools even if they are not used. This policy shall not limit the use of diagnostic
and analysis tools by system administrators in the course of executing this policy,
or any other necessary system maintenance and/or troubleshooting operation.
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8. Games May Not Be Stored or Used on Village Computer Systems: Games may not
be stored or used on Village information systems. The installation and operation of
game software may negatively impact the operation of systems for legitimate
purposes. Games are often sources of computer viruses. Furthermore games are
often duplicated and distributed illegally, and may inadvertently subject the Village
to liability for unauthorized software copying. Programs specifically designed for
training purposes shall be excluded from this policy only if prior authorization is
given.
B. Security Incident Reporting
1. Internal Reporting of Information Security Problems: Employees have a duty to
report all information security violations and problems to the Finance Director or
system administrator on a timely basis so that prompt corrective action may be
taken.
2. Immediate Reporting of Suspected Computer Virus Activity: Computer viruses can
spread quickly and need to be eradicated as soon as possible to limit serious damage
to computers and data. Accordingly, users must report a suspected computer virus
infestation to the Finance Director and system administrator immediately after it is
noticed.
3. Retention of Information Security Problem Information: Information describing
serious information security problems related to an employee’s actions shall be
noted in the employee’s personnel file.
C. System Administration
1. Retention Period of Logs: Logs containing computer security relevant events
should be retained for at least ninety (90) days. Logs should be secured such that
they cannot be modified, and such that they can be read only by authorized persons.
These logs are important for error correction, auditing, recovery, and related efforts.
It is understood that not all systems will be capable of supporting this policy. For
those systems where logs are generated, systems should be configured for at least
the minimum retention period.
2. Restriction of Special System Privileges: Special system privileges and/or
administrative privileges, such as the ability to examine the files of other users,
assign access rights, create and/or modify user accounts, shall be restricted to those
directly responsible for system management and/or security or authorized
delegates. Such privileges shall be assigned on the basis of need and in consultation
with management. Such privileges shall be restricted to the smallest number of
users needed for the efficient administration of the systems affected.
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3. Restricted Use of Systems Software Utilities: Access to systems software utilities
and software development programs shall be restricted to a small number of trusted
and authorized users.
4. Information Capture When Computer Crime or Abuse is Suspected: To provide
evidence for investigation, prosecution, and disciplinary actions, certain
information should be immediately captured whenever it is suspected that a
computer crime or abuse has taken place. The relevant information will then be
securely stored off-line until such time as legal counsel determines that Village will
no longer need the information.

Section 29.5

System Access Control

A. Password Management
1. Password selection: System users shall use best practices in establishing their
passwords and take necessary precautions to ensure their passwords maintain the
security in the system. Passwords should be:
a) At least six characters in length
b) Cannot contain the users account name or parts of the users full name that
exceed two consecutive characters
c) Must contain at least one upper case letter and at least one number.
d) Shall not be reused.
2. Password security: Users shall not display, leave or print passwords in a manner
that would allow unauthorized parties to observe or discover them.
3. Periodic Forced Password Changes: All users should be automatically forced to
change their passwords at least once every 365 days. It is understood that not all
systems will be capable of supporting this policy.
4. Disclosure Forces Password Changes: Passwords must be promptly changed if they
are known to have been disclosed to unauthorized parties. Contact a system
administrator to change your password.
5. Changing Vendor Default Passwords: All vendor-supplied default passwords
should be changed before any computer or communications system is used for
production purposes.
6. Limit on Consecutive Unsuccessful Attempts to Enter a Password: To prevent
password guessing attacks, the number of consecutive attempts to enter an incorrect
password should be strictly limited. After fifteen unsuccessful attempts to enter a
password, the involved user-ID should be either: (a) suspended until reset by a
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system administrator, or (b) temporarily disabled for no less than one hour. It is
understood that not all systems will be capable of supporting this policy.
7.

Password Sharing Prohibition: Passwords must not be shared or revealed to anyone
else besides the authorized user. To do so exposes the authorized user to
responsibility for actions that the other party takes with the password. If users
legitimately need to share computer files, they are encouraged to use designated
directories on local area network servers or electronic mail attachments.
Department Heads may make specific exceptions.

B. User Logins
1. Naming Standard for a Consistent User-ID on All Platforms: Where possible, users
should have a consistent login name or user-ID across multiple computer systems.
This policy is meant to reduce the burden of users being forced to remember
numerous login names or user IDs. It also provides administrative simplification
and consistency.
This policy is also intended to facilitate the establishment and administration of
single sign-on systems. It is understood that some systems may have specific userID requirements which will not conform to the standard due to limitations on ID
length and composition.
2. Deactivation and/or suspension of User Logins / Accounts: Users whose
employment has been terminated or suspended shall have their accounts promptly
disabled. Accounts shall remain inactive during a suspension until such time as the
user is reinstated as an active employee. For terminated users the account shall
remain inactive until data, file, and programs rights can be transferred to another
user and/or deleted, after which the account shall be removed.
The user’s supervisor or Department Head shall give timely notice of any change
in employment status or disciplinary action which would necessitate the actions
described above.
C. User Sessions
Employees shall log out or lock all data devices if they are being left unattended for a
period of time. Leaving systems accessible while unattended makes unauthorized
access of information possible.
D. Remote Access
Access Control for Remote Computer Access: The system administrator may allow
remote access of Village data networks for users when required for effective and
efficient performance of the employee’s duties. Employees granted remote access
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privileges shall take all precautions outlined in this policy to ensure the integrity and
security of Village data.

Section 29.4 Privacy, Confidentiality and Rights
A. Property and Equipment Rights
1. Information as an Important Asset: Information is an important Village asset.
Accurate, timely, relevant, and properly protected information is essential to
Village operations. To ensure that information is properly handled, all accesses to,
uses of, and processing of Village information must be consistent with all
applicable Village policies and standards.
2. Property Rights to Computer Programs and Documentation: Without specific
written exceptions, all programs and documentation generated by, or provided by
employees and consultants for the benefit of Village are the property of the Village
of Clarendon Hills.
3. Responsibility for Making Unauthorized Software Copies: The Village strongly
supports adherence to software vendors’ license agreements and copyright holders’
notices. Unauthorized copies of software are prohibited by the Village. Any user
making unauthorized copies is doing so without the approval, consent, or
knowledge of the Village.
4. Right to Free Speech Does Not Apply to Village Systems: Village information
systems are not intended to be used for, and shall not be used for the purpose of
exercising rights to free speech.
5. Right to Censor Data: The Village reserves the right to censor any data posted to
Village computers or networks. These facilities are private systems, and not public
forums, and as such do not provide First Amendment free speech guarantees.
6. Right to Remove Offensive Material Without Notice: The Village retains the right
to remove from its information systems any material it views as offensive or
potentially illegal.
7. Use of Village Information for Non-Municipal Purposes: Village information
(databases, mailing lists, internal software, computer documentation, etc.) should
only be used for municipal purposes. Use of these information resources for any
other reason will be permitted only after written permission has been granted. This
policy shall not apply to instances where information is specifically provided under
the Village’s Freedom of Information Act procedures.
8. Use of Information Systems Belonging to Employees on Village Property:
Employees shall not operate their own computers, computer peripherals, or
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computer software inside Village facilities without prior authorization from their
Department Head and the system administrator.
9. Alteration/Expansion of Village Computers: Village computer equipment must not
be altered or added to in any way (e.g., upgraded processor, expanded memory, or
extra circuit boards) without Finance Director or system administrator knowledge
and authorization.
B. Privacy
1. Electronic Monitoring of Employees
Employees may be subject to electronic monitoring while using Village
information systems. This monitoring may be used to measure performance, to
determine compliance with all applicable Village rules, policies and procedures, as
well as to protect worker personal property, worker personal safety, and Village
property and interests.
2. Personal Files Stored on Computers: Village computers shall not be used for the
storage of personal confidential information.
C. Confidentiality
1. Handling of Third Party Confidential & Proprietary Information: Unless specified
otherwise by contract or specific provisions of the Freedom of Information Act, all
confidential or proprietary information that has been entrusted to the Village by a
third party must be treated as though it is confidential information.
2. Browsing on Village Systems and Networks Prohibited: Users should not browse
through Village information systems or networks for non-job related purposes. For
example, curiously searching for interesting files and/or programs in the directories
of other users is prohibited. Steps taken to legitimately locate information needed
to perform one’s job is not considered browsing.
3. Notification of Suspected Loss or Disclosure of Confidential Information: If secret,
confidential, or private data is lost, is disclosed to unauthorized parties, or is
suspected of being lost or disclosed to unauthorized parties, the employee’s
supervisor and the system administrator must be notified immediately.
4. Release of Internal Network Information: The internal addresses, configuration,
and related system design information for Village computer systems shall not be
disclosed without explicit management approval.
5. Disclosure of Information Regarding Information System Vulnerabilities: Specific
information about information system vulnerabilities, such as the details of a recent
system break-in, must NOT be distributed to persons who do not clearly have a
demonstrable need-to-know.
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Section 29.5 Data/Program Backup and Protection
A. Backup & Protection Requirements
1. Backup Requirement: All sensitive, valuable, or critical information resident on Village
information systems must be periodically backed-up. All local area network (LAN) servers
shall be backed up daily. Personal computers (PC) are not backed up, and therefore should
not be used for the storage of sensitive, valuable or critical information.
2. Timing of Backup Processes: Back-ups for local area network (LAN) servers and multiuser host systems should be performed after 7:00 p.m. Backups shall be scheduled to
minimize the impact on normal operations, and to finish prior to the resumption of normal
operations the following day. It is understood that certain systems will require alternate
schedules based on the schedules of potentially effected users.
3. Off-Site Storage of Back-Up Media: Selected back-ups of critical and valuable
information shall be stored in a protected and access-controlled site separate from the site
where the original data resides.
4. Location of User Files: Users are strongly encouraged to store all data files on servers
and host systems. Users are strongly discouraged from saving such files on local PC hard
disks or other storage devices.
File servers and host systems provide several advantages for file storage including: (a)
regular file backups and protection of backup media, (b) file access protection via server
and host security systems, (c) access to files regardless of the users location with proper
authentication.
Storage of files on individual personal computer drives or removable storage devices (such
as flash drives) can cause the following problems: (a) lack of daily file backups, leading to
the loss of data via hardware failure, (b) failure and/or data loss, (c) no security protection
offered to prevent unauthorized users from viewing, modifying, and/or destroying data, (d)
inability to access information from other locations.
5. Initial Back-Up Copies of Microcomputer Software: All microcomputer software should
be copied prior to its initial usage, and such copies must be stored in a safe and secure
location. These master copies should not be used for ordinary business activities, but be
reserved for recovery from computer virus infections, hard disk crashes, and other
computer problems. For software supplied on CD-ROM, an effort should be made to store
copies of the source media in more than one location with at least one copy provided
physical security.
B. Encryption
Encryption processes must not be used for Village information unless the processes are
first approved by the system administrator.
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C. Computer Viruses
A computer virus is an unauthorized program that replicates itself and spreads onto various
data storage media (floppy disks, magnetic tapes, etc.) and/or across a network. The
symptoms of virus infection include considerably slower computer response time,
inexplicable loss of files, changed modification dates for files, increased file sizes, and total
failure of computers.
1. All User Involvement With Computer Viruses Prohibited: Users must not intentionally
write, generate, compile, copy, propagate, execute, or attempt to introduce any computer
code designed to self-replicate, damage, or otherwise hinder the performance of any
computer’s memory, file system, or software. This shall include any software known as a
virus, bacteria, worm, or Trojan horse. Knowingly possessing such software and
intentionally introducing such software into Village information systems shall be subject
to disciplinary action including, but not limited to, suspension of all user privileges,
accounts, and access to computer systems, and discharge. Such actions will be equivalent
to the willful destruction of Village property.
2. Approved Virus Checking Programs Required on PCs and LAN Servers: Virus checking
programs approved by the system administrator must be continuously enabled on local area
network (LAN) servers and networked personal computers (PCs). Such software may be
temporarily disabled for diagnostic and maintenance procedures. The permanent removal
of such programs from any personal computer shall not occur with approval of the system
administrator.
3. Prohibition Against Downloading Unauthorized Software: Users must not download
software from electronic bulletin board systems, external electronic mail systems, external
communication networks, or other systems outside the Village. This prohibition is
necessary because such software may contain viruses, worms, Trojan horses, and other
software which may damage the Village’s information and systems.
4. Users Should Not Attempt to Eradicate Computer Viruses: Because viruses can be very
complex, users must not attempt to eradicate them from their systems. If users suspect
infection by a computer virus, or are informed of an infection via previously installed virus
detection software, they must immediately stop using the involved computer and contact
the Finance Director or system administrator.
Section 29.6 Physical Security
A. Access to Computer and Equipment Rooms: Access to every central computer and
equipment shall be physically restricted where practical. The level of access restriction may
be varied between normal operating hours and after-hours periods. Operating departments
will consult with the Finance Director and system administrator prior to changing access
methods and restrictions.
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B. Access to Archival Tapes, Disks, and other Magnetic Media: Access to backup and
source media for important data shall be restricted. Access should be restricted to only
those employees whose job responsibilities include the handling of such materials.
C. Moving Microcomputer Equipment: Microcomputer equipment (PCs, LAN servers,
etc.) shall not be moved or relocated without the prior approval of the Finance Director or
system administrator.
D. Positioning Workstation Screens: The screens on workstations used to handle highly
sensitive information should be positioned such that persons in public spaces cannot readily
read displayed information.
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SECTION 30.

SAVINGS CLAUSE AND AMENDMENTS

Section 30.1 Savings Clause
Invalidation of any section of these personnel policies and procedures shall not affect the
validity of the other sections.
Section 30.2 Amendments
Amendment of these policies and procedures shall be approved by a majority vote of the
Village Board. Copies of such amendments shall be distributed to all employees, who will
be required to confirm in writing they have received any such Amendments.
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SECTION 31.

VOLUNTARY EMPLOYER SPONSORED
RETIREMENT ACCOUNTS

Section 31.1 Employer Sponsored 457(b) Plan
The Village shall offer employees an employer sponsored 457(b) plan. The plan provider
shall be chosen and administered by the Village Manager or his/her designee. As a
voluntary plan, all fees associated with the plan shall be paid by the enrolled employees
subject to the negotiated plan agreement. The Village will make no direct contributions to
employee accounts unless provided for under the terms of an employee contract approved
by the Village Board. The Village Manager or his/her designee shall use the standards set
by Employee Retirement Income Security Act of 1974 as a guideline for fiduciary
responsibility and when selecting a plan provider.

Section 31.2 Employer Sponsored Retirement Health Savings Plan
Employees provided a retirement incentive as specified in section 26.7 of this manual may
be eligible for this retirement incentive to be deposited into a retirement health savings
account per the terms of the retirement incentive agreement. The plan shall be chosen and
administered by the Village Manager or his/her designee. As a voluntary plan, all fees
associated with the plan shall be paid by the enrolled employees subject to the negotiated
plan agreement. The Village will make no direct contributions to employee accounts unless
provided for under the terms of an early retirement incentive agreement approved by the
Village Board.
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SECTION 32.
HEALTH INSURANCE PORTABILITY AND
ACCOUNTABILITY ACT OF 1996 (HIPAA) POLICY
Section 32.1 Village Requirements
The Village of Clarendon Hills will maintain the confidentiality of “protected health
information” (“PHI” as defined by HIPAA) and other information that is deemed to be
confidential by other laws. This information may include, but is not limited to, information
on patients, employees, residents, other employees, and financial and governmental
operations. Such information is made confidential by law (such as PHI under HIPAA) or
by Village policies. Confidential information may be information in any form: e.g., written,
electronic, oral, overheard or observed. Access to all medical information is granted on a
“need to know basis.” A “need to know” is defined as information that is required in order
to do an employee’s job.
Section 32.2 Training
The Village will provide all new employees with a HIPAA overview during new employee
orientation. Some employees, depending on their job duties, are required to attend
additional training as determined by the Village.
Section 32.3 Employee Requirements
During daily work, an employee may be exposed to information that is considered strictly
confidential. This information should not be discussed with anybody, except as necessary
to do their job, including: other patients, co-workers, other families, the employee’s family,
and friends. Employees must be alert to others overhearing professional discussions
regarding a patient's condition or an employee's behavior/performance.
Section 32.4 Public Inquiries
Any inquiries from the media or public, through Freedom of Information Requests (FOIA)
or otherwise, concerning a medical information should be referred to Village Manager’s
Office.
Section 32.5 Violations
Violations of HIPAA are extremely serious and may result in disciplinary action up to and
including termination.

102 | P a g e

SECTION 33.

CHILD PROTECTION MANAGEMENT POLICY

33.1 Purpose
Several departments within the Village and outside groups utilize the Village facilities for
programs targeted toward children and young adults. Children and young adults are present
at many Village activities including but not limited to:
 Police Station Open House
 Police Station Tours
 Citizen’s Police Academy
 D.A.R.E. School Program
 SMART- Radar Trailer
 Fire Department Open House
 Fire Station Tours
 Tree Lighting Ceremony
 Dancin’ in the Street
 Public Works Open House
Therefore, it is imperative that the Village has a policy that helps to promote a safe and
secure environment for those children and young adults and limits the liability of the
Village. All children and young adults have the right to be protected from abuse and
therefore, child protection is the responsibility of everyone. Those who operate activities
and facilities for children and young adults accept a tremendous responsibility for the
protection and safety of minors. The protection of young persons as it pertains to this policy
includes:
Procedures for creating a protected environment for children and young adults that ensure
safe physical aspects and suitable staff.
Procedures for responding to concerns raised by children and young adults using our
facilities.
33.2 Management Commitment
Management shall take a child protection perspective when hiring employees to serve at a
activity sponsored by the Village or outside entity. Management must support the issue of
child protection and communicate the importance to the organization. Management will
ensure that the policy is adhered to from the hiring stage through the completion of the
activity.
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33.3 Recruitment, Training, and Acceptance
Recruitment, training, and acceptance of a paid or volunteer worker are the first levels of
ensuring the safety of the children or young adults involved in a program. The training of
paid and volunteer employees of the Village or outside entity should include the
familiarization with this policy and the responsibilities of reporting claims or incidents to
the proper authorities.
Paid and volunteer workers can be refused a position if an application is falsified or
reference check reveals a history not conducive to working with children or young adults.
A person may be offered a position if they pass all the necessary procedures.

33.5 Special Needs for Children and Young Adults
Special needs children or young adults may include those with communication problems,
learning disabilities, and emotional issues. The individual child and setting will be taken
into account to facilitate and create reasonable accommodations for these special needs
participants. These needs may include interpreters and assistance with physical needs.

33.6 Suitability Concerns and Procedures
When management is considering operating an activity, the layout of the premises and site
must be considered in terms of the children’s safety and protection. An assessment of
possible physical risks should be completed prior to the activity. A protection audit should
be conducted to look at the size of the group, rooms used for the activity, and staffing ratio.
No adult should be alone with a child (children) or young adult(s) at any time.

33.7 Reporting Concerns and Procedures
All persons involved with children or young adults should know the clear and identified
channel to report concerns, incidents, or suspicions. A senior staff member will be
designated as the contact for paid and volunteer employees. The designated person will
determine to move the concerns onward to the proper authorities (e.g. police, social
services, counseling, etc.). Adequate records of concerns, incidents, and accidents will be
maintained and reviewed to eliminate risk for the Village and the persons involved.
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Disclosures and complaints from children and young people are rare. When a child tells an
adult about possible abuse, the child’s statement should not be ignored or dismissed. Paid
and volunteer employees have an ethical duty to report any reasonable concern that is
brought to them from the child or young adult. When a report is made, the date and time
should be recorded along with the persons involved in the incident. The incident should
then be reported to the proper authority. An adult worker should not investigate or
interrogate a child or person involved. The adult should ensure the child is safe and report
the incident to the proper authority as soon as possible.
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SECTION 34.

WORKPLACE VIOLENCE POLICY

34.1 Objective
It is the objective of the Village of Clarendon Hills to ensure the safety and well-being of
its employees and individuals conducting business with the Village.
34.2 Violence Free Work Place
The Village has established a zero-tolerance policy for any violent acts or threats directed
by or toward any Village employee or individuals conducting business with the Village.
This policy applies at all times during which an employee is conducting Village business.
34.3 Definition of Violence
Violence includes, but is not limited to:
Any physical behavior that involves aggressive physical contact with any other person,
including pushing, hitting, fighting, throwing objects or otherwise intentionally injuring
another person or attempting to injure another person;
Any physical behavior that would place a reasonable person in fear of receiving
imminent physical injury or other aggressive physical contact of the sort described above;
Possession of a weapon such as a gun, knife, razor, or other instrument not used in the
workplace or performance of duties that could be used as a weapon;
Verbal behavior which involves threatening physical harm, either directly or implicitly,
against any person;
Any act of vandalism or other intentional damage or destruction of Village or private
property.
Workplace violence also includes instances where a non-employee makes such acts or
threats against an employee.
Workplace violence does not include activities covered by Police Department regulations
concerning the use of force in the performance of law enforcement duties, which are
treated separately by that department.
34.4 Employee Responsibility
Employees who become aware of any violence or threat of workplace violence, whether
by an employee or non-employee, are required to immediately report such action to his
supervisor or department head. Employees should not confront the person against whom
his/her complaint is lodged.

106 | P a g e

34.5 Notifications
If a supervisor or a department head receives a complaint, it is his/her responsibility to
notify the Village Manager as soon as is reasonably possible. All complaints should be
given a high priority and an investigation of the incident shall be initiated.

34.6 No Retaliation
When an employee reasonably and in good faith opposes or reports any workplace
violence or threat, or testifies, assists, or participates in an investigation of or hearing
concerning allegations of threats of violence, no person or group of persons may retaliate
against the employee.

34.7 Violations/ Discipline
Violations of this policy may result in disciplinary action up to and including immediate
termination. Progressive disciplinary actions are listed in this manual. Employees should
also understand that such behavior may constitute criminal conduct and may result in
criminal prosecution.
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SECTION 35:

TRAVEL EXPENSE POLICY

Reimbursement of travel expenses for employees and appointed and elected officials of the
Village of Clarendon Hills shall be in compliance with the Illinois “Local Government
Travel Expense Control Act” (the “Act”) (Public Act 99-0604; 50 ILCS 150/1 et seq.), as
amended, and pursuant to the requirements set forth herein.

35.1 Definitions (See, 50 ILCS 150/5):
"Entertainment" includes, but is not limited to, shows, amusements, theaters, circuses,
sporting events, or any other place of public or private entertainment or amusement, unless
ancillary to the purpose of the program or event.
"Local public agency" means a school district, community college district, or unit of local
government other than a home rule unit.
"Travel" means any expenditure directly incident to official travel by employees and
officers of a local public agency or by wards or charges of a local public agency involving
reimbursement to travelers or direct payment to private agencies providing transportation
or related services.

35.2 Travel Expenses (See, 50 ILCS 150/5):
“Travel expenses” are those expenses “directly incident” to official travel by Village
employees or appointed or elected officials (or “wards or charges” 1), which involve
reimbursement or direct payment to private companies providing “transportation or related
expenses.” These expenses include ordinary and reasonable travel, meal, and lodging costs
incurred for the authorized and legitimate purposes of the Village.

35.3 Entertainment Expenses (See, 50 ILCS 150/25):
The Village shall not reimburse any appointed or elected Village official, officer or
employee for any entertainment expense, unless such expense is ancillary to the purpose
of the program or event.

35.4 Expense Authorization (See, 50 ILCS 150/10, 15 and 20):
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The standard travel expense reimbursement form provided by the Village must be
completed and authorization for travel expenses obtained prior to the activity or travel,
unless preapproval is not reasonably possible. The information is to include the employee
or official’s name, title/office, reason for the travel, travel dates and destination, cost
estimates for transportation, lodging, meal, and other necessary costs or receipts for the
cost of the travel, meals, or lodging if the expenses have already been incurred. The
employee or official should indicate whether per diem or actual reimbursement allowances
will be requested. The lowest reasonable travel cost option(s) should be chosen whenever
possible and shall be within the budgeted limits for travel expenses. A roll call vote at an
open meeting of the Village Board is required to approve the travel expenses of any
member of the Village Board, or to approve any travel expense which exceeds the expenses
allowable under this Policy due to an emergency or other extraordinary circumstance.

35.5 Reimbursement (See, 50 ILCS 150/10, 15 and 20):
Payment or reimbursement for an authorized employee’s or official’s travel expenses shall
be as follows:
For those activities which involve Village business or study, training, certification or
continuing education as recommended or directed by law or by an applicable agency or
entity with oversight or regulatory authority over the Village or for activities which further
the knowledge or expertise of the employee or official, or involve the sharing of such
knowledge or expertise, or which involve professional collaboration with others in the
employee’s or official’s professional field.
The maximum allowable reimbursement for travel expenses shall be the per diem expense
or the actual, ordinary and reasonable expenses incurred.
Per diem expenses are based on federal per diem rates. Refer to the Internal Revenue
Service (“IRS”) per-diem rates guidelines according to geographic areas involved in travel.
IRS per-diem rates can be found in the IRS Publication 1542. Because rates for specific
localities may change frequently, the employee or official should ensure that the applied
rate is appropriate to the actual dates of travel. Documentation substantiating or confirming
the travel expenses (confirming travel, meals, activity attendance, etc.) must be submitted
for reimbursement.
For actual expenses, the original receipts or proofs of payment are required.
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SECTION 36:

U.S. DOT DRUG FREE WORKPLACE POLICY
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SECTION 37:

WORK PLACE INJURY FORMS
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IRMA DUTY STATUS REPORT FORM
Patient Name: _________________________________

Date of Injury: ___________________

Job: _________________________________________
(To be completed by Physician)
Is the Employee able to perform his/her regular work?

Yes [ ]

No [ ]

Please check any work tolerance limitations due to this injury:
Physical Limitations

Full
Restriction

Partial*
Restriction

No Restriction

Sedentary – Lifting 0 to 10 Pounds
Light – Lifting 10 to 20 Pounds
Moderate – Lifting 20 to 50 Pounds
Heavy – Lifting 50 to 100 Pounds
Pulling/pushing, carrying
Reaching or working above the shoulders
Walking
Standing
Sitting
Stooping
Kneeling
Repeated bending
Climbing
Operating a motor vehicle, crane, tractor, etc.
* If partial restriction, please explain: ____________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Exposure Limitations (Specify): Heat [ ]

Cold [ ] Dust [ ] Fumes [ ]

Please provide estimated date of return to: Regular Work: _____________
If employee is able to resume work, has he/she been advised: Yes [ ]

No [ ]

Please provide diagnosis, prognosis and treatment recommendations: ________________________
________________________________________________________________________________
________________________________________________________________________________
Date of examination: _______________ Date of further appointments, if any: _________________
Signature and typed/printed name of physician:
________________________________
Physician Signature

_____________________________
Type/Print Name
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PHYSICAL DEMANDS SUMMARY
The sole purpose of this summary is to serve as a guideline to assist the medical provider, functional capacity
evaluation facility, claims representative and management in the facilitation of the return to work process. This form
should be added to any job description that does not already include the specific physical demands of the job.
Key
N = Never O = Occasional F = Frequent C = Continual
ACTIVITY
Lift/Carry
5 lbs. or less
6 – 10 lbs.
11 – 25 lbs.
26 – 50 lbs.
51 – 75 lbs.
76 – 100 lbs.
Over 100 lbs.
Push/Pull
12 Lbs. or less
13 – 25 lbs
26 – 40 lbs.
41 – 100 lbs.
Over 100 lbs.
Bend
Squat / Kneel
Twist / Turn
Climb
Crawl
Reach Above Shoulder
Reach Outward
Stand / Walk
Sit
Drive:
Automatic
Standard
Type / Keypunch

FREQUENCY
N
O

F

C

AUTHORIZATION FOR MEDICAL RECORDS AND COMMUNICATION
RELEASE
I authorize any licensed physician, chiropractor, medical practitioner, hospital, clinic, or other
medical or medically related facility, insurance company or other organization, institution or
person, that has any records or knowledge of my mental or physical health, history, condition or
well-being to supply such information to my employer, the Intergovernmental Risk Management
Agency (IRMA), or their attorneys.
I specifically authorize any treating physician or medical care provider to communicate orally or
in writing with my employer, IRMA as claims administrator, their rehabilitation and/or medical
management consultants or their attorneys, as to my care and treatment, and as to any other issues
including, but not limited to: diagnosis, prognosis, causal connection of care and treatment to my
work injury or duties, and ability to work. I hereby waive my physician-patient privilege. In
conjunction with this, I also authorize any treating physician or medical provider to review any
additional material provided to them.
A photocopy of this authorization shall be as valid as the original. This release shall remain valid
for the length of my claim.
________________________________
Name-Please Print
________________________________
Signature
________________________________
Date

EMPLOYEE’S STATEMENT OF INCIDENT
(Can be used for both Workers’ Compensation & Liability)
Employee must complete all questions in own handwriting. (Use another sheet, if more space is needed.)

Name: ________________________________________
Phone Number-Day: __________________________
Address: _______________________________________
Phone Number-Night: _________________________
City: ___________________________________________ State: ________ Zip Code: _______________
Department: _____________________
Job: ______________________
Supervisor: ____________________
Date & Hour Injury Occurred:
_____/____/_____
___________
AM [ ] PM [ ]
Where did this occur: ______________________________________________________________________________
_______________________________________________________________________________________________
Date & Hour You Notified Employer:
_____/____/_____
___________
AM [ ] PM [ ]
Reported to Whom: ______________________________

Names of Witnesses: _________________________
___________________________________________
Explain exactly what happened: _____________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
If injured, complete the remainder of the form. If not injured, sign and date at the bottom of the form.

Describe the nature of all injuries, identifying the parts of your body that were injured; please circle parts of body injured on diagram.

___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________

What were you doing at time in injury?
______________________________________________
______________________________________________
______________________________________________

Describe anything you were doing
differently than usual.
___________________________________________
___________________________________________
___________________________________________

Have you had complaints to the same part of the body in the past? __________________________________________
________________________________________________________________________________________________
Date & Time you first saw doctor:

_____/____/_____

___________

AM [ ] PM [ ]

Names of all doctors you have seen for injury: ___________________________________________________________
_________________________________________________________________________________________________
First full day/shift missed due to this injury: _____/____/_____

___________

AM [ ] PM [ ]

I have read the above statement and it is true and complete to the best of my knowledge.

Employee’s Signature: ____________________________________

Date: __________________________________

