City of

Washington
Est, 1825
Committee of the Whole Memorandum
To: Committee Members
From: Jim Culotta, City Administrator
Date: 4/9/18
Re: Revised Personnel Manual
EXECUTIVE SUMMARY

In consultation with the City Attorney, staff has prepared the attached revision of the Personnel
Manual. The purpose of the revision is to incorporate policies previously adopted by the City
Council and update provisions to reflect changes in state and federal laws, as well as best practices.
On March 19, the Finance Committee recommended a Committee of the Whole discussion.

SUMMARY

This manual covers a broad range of topics related to employment with the City. As you can see
in the attached document, the proposed changes are identified using Microsoft Word’s track
changes function. New content is shown as a color other than black_and underlined text. Content
that is recommended to be removed is shown as strikcethrough-text. The base document was
prepared by Clerk Brown and includes ordinances and resolutions adopted through August 2017.

The topics with more significant revision include the following:

Physical Examinations & Workman’s Compensation (page 16)
Employment of Relatives (page 18)

Pregnancy and Your Rights in the Workplace (page 23) & Nursing Mothers (page 26)
Hlinois Victims’ Economic Security and Safety Act (page 24)

Family Medical Leave Act (page 26)

Discipline (page 36)

COBRA (page 40)

Violence in the Workplace (page 43)

Firearms in the Workplace (page 44)

Drug and Alcohol Use/Abuse (page 45)

Online Social Networking (page 61) & Media Relations Policy (page 63)
Sexual Harassment & Other Forms of Discrimination (page 64)

VVVVVVVVVVVY

REQUESTED ACTION
Staff requests Committee consideration and direction.

ATTACHED
1. Revised Personnel Manual



ORDINANCE NO.
Synopsis: The following ordinance will revise the City of Washington Personnel Manual.
AN ORDINANCE AMENDING THE CITY OF WASHINGTON PERSONNEL MANUAL

BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF WASHINGTON,
TAZEWELL COUNTY, ILLINOIS, as follows:

Section 1. The current Personnel Manual shall be amended to reflect changes in state and
federal law, as well as best practices, as reviewed and prepared by City Attorney and Staff.

Section 2. That this ordinance shall be in full force and effect from and after its
passage, approval, and publication as provided by law.

PASSED AND APPROVED this ___day of May, 2018.

AYES:

NAYS:

Mayor
ATTEST:

City Clerk
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FORWARDWELCOME

This manual is designed te acquaint you with the City of Washington and provide vou with general

information about working conditions. benefits. and policies affecting vonr eraplovinent. Our objective
is to provide vou with a work environment that is conducive to both personal and professional prowth.

The information contsined in this manual applies to all emplovees of the City. The contents of this

manual shall not constitute nor be constiued as a promise of emplovinent or as a contract between the

City and any of its emplovees. The manual is a summary of our policies which are presented here onh

as a matter of information.

This manual js intended solely to describe the present policies and working conditions at the City, This
manual does not purport to include every conceivable situation; it is merely meant as a guideline and,

unless laws prescribe otherwise, common sense shall prevail. Of course, federal. state and local law's will
take precedence over City policies when applicable.

Personnel policies are applied at the discretion of the Citv. The Cltv reserves sll available rights to
change, withdraw. apply or amend any of our policies or benefits, including those covered in this manual,

at any time. The City mav notify vou of such changes via email, posting on the Citv’s website, or vis a

printed memo, notice, amendment to or reprinting of this manual. but may. in its discretion. make such
changes at anv time, with or without notice and witheut a written revision of this manual,

Emplovees who are represented by a union will receive copies of their current collective bar paining
agreement upon emplovment as well as this manual. In cases where the collective bargaining
agreement or an individual employment agreement contradicts this manual. the collective
bargaining or emplovment agreement takes precedemce,

At-will Statement

Your emplovment with the City is voluntary and is subject to termination by vou or the City at will
with or without cause, and with or without netice, af any time. Nope of the information provided in
our policies sipnifies a contractual agreement or should be interpreted to conflict with, eliminate or

modify in anv wav vour emplovment-at-will status with the Cirv. No individual can approve any kind

of coutractual agreement. All emplovment contracts must be approved by the City Council
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M.
THE PE INNEL PROGRAM

The merit system of personnel administration of the City of Washington is the total personnel
program as cutlined by the Policy and procedure in this manual. The merit system requires that all
personnel transactions be based upon the individual's e

1y werth and that all employees meet acceptable levels of competence and experience in
performmg his/her Public duties.

The role of personnel management shall be to develop and administer personnel policies,
procedures, and techniques which consist of the entire, broad course of action goveming ali
employees within the City organization. The personnel program as developed is to be implemented
by the City Administrator with the advice of the Department Heads.

The Personnel Program is both a management control and 8 service to operating officials.
Continwous contact and communication between the City Administrator and Department Heads
will assure proper coordination and cooperation.

Appointment, promotions, retention, demotions, and all other personnel activities shall be
administered in accordance with the merit system principle; except as otherwise provided by law.



v.

THE POSITION CLASSIFICATION PLAN

General Policy Statement. The personnel rules shall provide for the preparation, maintenance, and
revision of a position classification plan for all positions in the City service. After such
classification plan has been approved by the Mayor and City Cauncil, the City Administrator shall
allocate the position of every employee in the City service to one of the sections in the plan.

Preparation of Plan. There shall be a written position specification for each position in the City
service. All specifications shall consist of a title, a description of the nature of the work; a. list of
the desirable knowledge, abilities, and skills; a list of desirable experience and training; and other
pertinent information relative to the preparation and sbilities necessary for the performance of the
duties of Positions in the City service. The complete list of position specifications is a part of these
rules as included in the Appendix.

Allocation of Positions. When a new position is created, or the duties of a position change, the
position shall be allocated or re-allocated respectively according to the duties and responsibilities
of the specific position. The City Administrator shall be responsible for such allocations to be made.

Amendment of the Classification Plan. When a new position is created for which no appropriate
position exists, or when duties of an existing position have sufficiently changed so that no
appropriate job title exists, the City Administrator shall recommend a new position and shall be
responsible for an appropriate position specification to be written.

Abolition of Positions. When in the opinion of the City Administrator, a position exists for no
apparent reason, he shall recommend to the Mayor and City Council that the Position be abolished.

Use of Position Titles. The titles assigned to positions by the classification plan shali be used in all
personnel, accounting, budget, appropriation, financial, and official records of the City.

Interpretation of Position Specifications. Specifications will be interpreted in their entirety and in
relation to others in the classification plan. Particular phrases or examples will not be isolated and
treated as full definitions of a position. specifications shall be deemed only as descriptive and
explanatory of the kind of work required in positions in the City service, but not necessarily
inclusive of all duties to be



v.

THE PAY PIL.AN

Composition. The City's Official Pay Plan establishes the hourly and salaried pay schedules and
the pay range assigned to each full-time and year-round part-time employee position. Each position
is assigned a range number and a minimum and maximum wage. An appropriate number of steps
shall be included which provides for a logical progression from the minimum to the maximum
within each range. p S

Preparation and Adoption. The City Administrator shall be responsible for developing a uniform
and equitable Pay Plan for submission to the Mayor and City Council. The Pay Plan shall become
effective only after approval by the Mayor and City Counncil.

Pay Plan Amendments. The City Administrator may recommend to the Mayor and City Council
amendments to the Pay Plan from time to time, which shall become effective only after approval
by the Mayor and City Council. Recommendations to amend the Pay Plan will be based upon such
factors as: significant changes to the assigned duties of a posilion, or positions; recruiting
experience; prevailing rates of pay for comparable positions in the marketplace; budgetary
constraints; or other pertinent conditions.

Pay Plan Administration.

(a) Initial Appointment Rate. Generally, new hires who meet the minimum qualifications for
their position shall be paid at the beginning rate of pay established for the position’s assigned pay
range. Limited exceptions may be granted upon written approval of the City Administrator if the
new employee substantially exceeds the minimum qualifications and has demonsirated through
prior related work experienice supetior job skills and abilities.

{b) Employee Performance Evaluation. Advancement within a range shall be based upon the
employee's job performance, as measured through the performance evaluation process. Employee
performance evaluations shall be conducted annually for all regulnr (non-onentanon) employees
and for orientation employees

{c) Advancement within a Range. Employee's whose performance has been determined to
meet the expectations of the City and the Department to which they are assigned, will be eligible
to advance one interval, or Step in the assigned range for their position.

An employee whose performance has been determined to be outstanding may, at the discretion of
the City Administrator and approval of the Mayor and City Council, be eligible to receive a two-
interval, or double Step advancement in the assigned range for their position.

At employee whose performance has been determined to be either below City and Departmental
expectations, or unsatisfactory, may at the discretion of the City Administrator receive no
advancement in interval or Step.

All pay range advancements shall conform ta paragraph (d) of this Article.



(@ Timing of Pay Range Advancements_for mon-union emplovess excluding Serpeants.
Eligibility for any pay range advancement shall be determined as provided in paragraph (c) of this

Article.

Employees hired at the minimum rate of pay for their assigned pay range (Step 1A) will be eligible
to advance to Step 1AB upon their siu-smestl one year anniversary of their date of employment.

Employees hired and assigned to Step 1 A2 or above will be eligible for a pay range advancement
upon completion of one year of service to the City. Employees with one year or more of continuous
service to the City will be eligible for future advancement in their assigned pay range each May 1.

(e) Effect of Promotion or Demotion. Employees who are promoted to a position assigned a
higher pay range will be assigned to the minimum pay rate of the applicable range, or to the next
higher step in the new range which pays at least five (5) percent above the pay mate in effect

immediately prior to the promotion._Employess who receive a promotion mid-year will bs slipible
for advancement in the pay plun one vear from the date of promotion and then on May 1 in the
Jollowing vears, The ofiginal date of hire continues to be the amiversary date for purposes of
lonpevity. ste.

If an employee is demoted, the employee will be assigned a step in the pay range for the position
to which the employee has been demoted. The step assignment will be set at the discretion of the
City Administrator, but the wage paid the demoted employee shall, at a minimum répresent at least
a five (5) percent reduction from the wage paid prior to demotion.

[43) Temporary Assignment of Non-Supervisory Employees to Supervisory Position. When, in
the discretion of the City Administrator, the Administrator ke-temporarily assigns a non-union,
non-supervisory employee (Range 40-6619-59) to act in the capacity of a supervisory employee
(Ranges 70-9666-8%), the temporarily assigned employee shall receive a five percent (5%) increase
in the employee’s regular hourly rate of pay. This increase shall be applied only to the hours worked
while in the temporary assignment, and shalt be applied only when the duration of the temporary
assignment is for five consecutive work days or longer. (Amend. R381 4/6/92)

(3] Voluntary Transfes to Lower Classification. At the request of an employee and the approval
of the City Administrator, an employee may be transferred to a position which is assigned a pay
range lower than the employee's current position. In such an instance, the voluntarily transferred
employee shall continue to be compensated at the rate of pay eamed immediately prior to the
transfer, or compensated at the maximum rate for the new position, whichever is lower.

Longevity. Full-time employees not otherwise covered by a collective bargaining agreement are
eligible to receive longevity pay beginning at the start of their eleventhsinik year of continuous full-
time service with the City. Subject to satisfactory performance, employees will receive longevity
according to the following schedule:

10



Years Continuous Pay Ranges Pay Ranges

Service 40-6610-59 70-120 & Serpeants 6b—and-Up
Start of Year:

116 $ 700 $ 900500
163 1050495 1,325635

18 14255895 1775758
229 1,500675 1.865875
23 157535 1,9553-:0600
2443 1,650000 2.0454150
2512 1,7253;025 2,1354-380
2613 1.8101:150 2,2351;450
27344—&—Up 1.8951,275 2,3354:600
28 1,980 2435
29 2065 2.535
30 - 2,150 2,635

Employees currently receiving longevity pay based upon an earlier schedule will receive future
longevity increases based upon the above plan._Longevity is granted based on actual consecutive

ears of full-time service and not based on service inchuding lateral fer years. r. 3-17-97.
Effective 5-1-97)

OVER - CO SATION,

{a) Non-exempt full-time and part-time emplovees will be eligible to receive overtime

tion at & of time and one-half their regularly hourly rate for time worked in excess of
forty {40) hours of time worked in a work week. Time worked in excess of forty (40) hours in a
work week must have been approved by the emplovee’s supervisor in sdvance. Failure to obtain
approval will result in unauthorized overtime, and possible disciplinary action.

For purposes of this section, time worked shall be defined as time actually worked, vacation time,
compensatory time taken, minimum credit time, and holiday hours credited. Time worked shall be
computed to the nearest one guarter hour. All other time paid, but not worked shall not be
considered time worked for the purpose of determining overtime compensation Eligibility—Full-
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(a-)j_)_Compensatory Leave All full time, non-union ¢xempt employees, cueoptthosevccupying
pesitie : : S-and-above; may elee request to take paid compensatory leave in
heu of overtime pay s'ub_]ect to the followmg limitations:

@ An-brrevoeable-eleetion-A request to take paid compensatory leave in lieu of
overtime pay shall be made by the employee at the time of the submission of the
bi-weekly time sheets. The City reserives the ripht to dens the reguest and pay
the overtime hours.

(if) Employees may accumulate no more than 64 hours of compensatory leave at any
time, provided, employees with more than 64 hours of eamed and unused
compensatory leave as of May 1, 2012 shall be allowed to retain all such
compensatory leave without reduction or penalty, but may not accumulate
additional compensatory leave until his/her total accumulation falls below 64 hours
at which time the 64 hour limitation shall apply.

(iii) Employees may take no more than 40 hours of paid compensatory leave during
any fiscal year beginning May 1%, provided, any compensatory leave earned and
unused as of May 1, 2012 may be taken without regard to said 40 hour limitation.

av) All eamed and nnused compensatory leave shall be paid in full, lump sum, at
separation or layoff at the employee’s regular rate of pay as mandated by the Fair
Labor Standards Act.

W) The scheduling and takin of compensatory leave shall be subject to the prior

approval of the employee’s supervisor or Department Head in accordance with the

directives of the City Administrator, as amended from time to time, but employees

shall be allowed to use the leave in accordance with the Fair Labor Standards Act.
)

#3{c) Minimum Credit Time. Employees who are eligible to receive overtime compensation and
who are authorized o work overtime where such overtime is not a continuation of their regular
workday, will be credited a minimum of two hours time, or the actual time worked, whichever is
greater.

{2)(d) Saturday/Sunday Overtime. Employees whose regular work week does not include a
Saturday or Sunday work schedule shall be compensated at one and one-half times their regular
hourly rate for authorized overtime worked on a Saturday or Sunday. Time worked on these days
will be subject to the Minimum Credit Time provision. {1452,

e, ) i X 3 > i ati
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Pay Days and Pay Deductions. Employees’ wages shall be payable every two weeks, in accordance
with the schedule as determined by the Controller®fice-mentper. If the regularly scheduled pay
day falls on a City-designated holiday, paychecks will be distributed on the preceding day.-A+-the

Pay deductions are made according to law, City Council policy, or those mutually agreed upon the
City and the employee.

Gramities. Citv emplovees are subject to relevant provisions of State Statute Ne-feegifi—tip-or

Police Serpeants will receive the following annual uniform allowance: §790 for the Detective

Serpeant and $690 for all other Sergeants in twe, equal semi-annual installments.




VL

ORIENTATION
Duration.
(a) Every person appointed to a regular position shall be required to complete an orientation

®)

©

period which shall be a minimum of one year.

The weosking-orients +t period shall begin upon appointment and shall continue for a
penod of tnne approprmte to the duties of the various positions as determined by the
Department Head and/or City Administrator, with a minimum of one year.

The orientation period may be extended a maximum of an additional six months to enable
further evaluation of the employee’s performance.

14



2.

VIL
E TION OF EMPLO S IN Ol TION PERIOD
Evaluations of employees shall be conducted in such manner as determined by the appropriate

Department Head with the approval of the City Administrator,

A copy of this evaluation shall be given to the employee-

15



VIIL

PHYSICAL EXAMINATIONS AND WORKMAN'’S COMPENSATION

1. Physical Examinations.

{a) First Examination Required. Candidates for employment shall be required to undergo a
complete post-offer physical examination, at City expense, administered by a physician designated
by the City. Employee must sign and certify examination form information given to doctor is true
and correct. They must satisfactorily pass the physical examination before final appointment will
be made.

¢e}{b) The City may require a mandatory, job-related medical examination when there is a
need to determine if an employvee can perform the functions of his or her position. This exam

will identifv physical limitations or restrictions. A medical examipation mav also identify
significant health or safetv risks to the emplovee or others by identifving infectious diseases,
or other medical monitoring as reguired bv medical standards. professional licensing bodies

or standards established bv federal. state or local law. The cost of mandatory medical
examinations rests with the Clgv.

2. Workmen’s Compensation.

The City will provide workers’ compensation. a tvpe of accident and injury insurance, that

compensates an emplovee for lost time, medical expenses and loss of lif¢ or dismemberment
from ap injurv arising out of or in the course of work.

(a) Immediate Report of Injury. Employees who are injured while on duty for the City must
make an immediate report of such injury to their supervisor znd Depariment Head. All injuries,
however slight, must be reported within eight hours.

(b) Treatment by Physician. If the employee is injured to such an extent that he requires
medical attention, he shall immediately go to a physician for treatment.

r—
{€) Notification by Department Heads. Department Heads shall be responsible for v

notifying the City office-Administraior of all injuries reported by employees under their supervision
and shall make certain that the proper written reports are made to the respective insurance compan

ey

3. Reguests for Accommodation

1t is the intent of the Citv to provide egual opportunity in its workplace fur upplicants and emplovees.
Circumstances may srise where a reasonable accommeodation for an applicant or emplovee is

necessary to meet this objective.




Accommedations {or Disabiliry: The City will provide reasonable accommodation to any gualified
individual with a disability as required under federal, state or local law se long as doing so does not

cause the City undue hardship.

Other Accommeodations: In_addition to previding reasonable accommodation to persons with a
disability, the City will provide reasonable accommodation for medical or common conditions related
to pregnancv or childbirth and for emplovees needing a religious sccommodation as required under
federal, state or local law so long as doing so does not cause the City undue hardship. For more
information, see the notice entitled “Pregnancy and vour Rights in the Workplace” attached to this
Handbook as Appendix A,

To Make an Accommodution Request: Divect vour accommodation request in person or in writing to
the Citv Administrator. All reguests for accommodation will be evaluated on a case-byv-case basis

taking into consideration all known circumstances.

17



IX.

OUTSID) NT, LE RESIDENCE, 4> CONTRACTIU CES. AND
EMPLOYMENT OF RELATIVES

1. Outside Emplovment Permitted. City employees may be permitted to work at outside jobs, if in the
opinion of the Department Head and the City Administrator there is no conflict with working hours,

the employee’s efficiency in his City work, or conflict with interests of the City.

2. Outside Residence Permitted. City employees may be permitted to live outside the City limits, with
the approval of the City Administrator.

__Contractual Services Prohibited. No employee may enter into any contract or agreement with an
individual or organization for performance of his or her personal services while on City time or

while using City equipment.

4. Employment of Relatives. Members of vour jmmediate familv will be considered for

emplovment on the basis of their qualifications. Your immediate familv mav not be hired,

however, if it would:

. Create a direct supervisor-subordinate relationship with a family member

3 Have the potential for creating an adverse effect on work performance

. Create either an actual cenflict of interest or the appearance of a2 conflict of interest

This policy must be considered when hiring, assigning or promoting an emplovee.
If a circumstance arises that results in a direct supervisory relationship between immediate
family or close personal relatives of crentes an sdverse effect on work performance or ereates

family or close personal relatives or crentes an TSE on or
20 » couflict of fnterest. one of the relatives may be reassigned to an appropriste vacancy. If no

such vacancies exist, termination of emplovment may result. During the period that a direct
supervisory relationship exists between immediste family members or close personal relatives,

the supervisory relative will not be involved in anv personnel action involving his or her relative.
Typical first-level supervisorv_responsibilities will be referred to the next higher fevel in the

supervisory chain.
For purposes of this policy, vour immediate family includes your mother, father, husband, wife,

son. daughter, sister, brother, mother-in-law, father-in-law, sister-in-law, brother-indaw, son-

in-law, daughter-in-law, stepchild, stepparent, grandchild or grandparent. This policy also
applies to close personal relatives such as uncles, aunts, first cousins, nephews, nieces, or haif-

siblings.

18



ATTIEND. AND

Hours of Work. The hours of work shall be those necessary for the efficient conduct of the City's
business, as determined by the City Administrator and approved by the Mayor and City Council.
Each Department Head shall prepare a schedule of normal working hours for his department.

Attendance and Punctuality. Employees shall be in attendance at their work in accordance with
these rules and general or deparimental regulations. Prompt appearance for work at the specified
hour is required of all employees. Each Department Head may set up such requirements as approved
by the City Administrator to enforce this rule.

olidays,

(a) The following and other days as may be designated by the Mayor and City Council are
holidays, and premium pay shall be provided for work on these days:

New Years Day Labor Day Good Friday
Martin Luther King Jr. Day ~ Thanksgiving Day

Easter Day after Thanksgiving

Memorial Day Christmas Eve Day

Independence Day Christmas Day

Employees who do not work on the holiday shall receive straight-time pay for the holiday. Eligible
employees who work a legal holiday shalt receive double time for hours worked in addition to eight
hours straight-time pay for the holiday. Further, in order to qualify for holiday pay, the employee
must work the full scheduled shift on his or her last scheduled day before the first scheduled day
after the holiday, whether the same be a legal holiday or a floating holiday. An employee on
approved time off for vacation, sick day, training or compensatory time on the day prior to or
following the holiday shall not be in violation of this provision. Part-time telecommunicators that
work on one of the City designated holidays listed above shall be paid double time for hours
worked.

(Amended 3/7/88, R-276) (Amended 10/16/89, R-325) (Amended 4/15/91, R-361) (Amended
4/19/93, R-402) (Amended 1716 Oud 82609

(c) Whenever a holiday falls on a Sunday, the following Monday shall be considered a holiday
unless otherwise designated by the City.

(d) Whenever a holiday falls on a Saturday, the Friday immediately preceding the holiday shall
be considered the holiday, unless otherwise designated by the City. (Amended 4/15/91, R-361)
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4. Personal Day, Full-time employees shall receive one paid day off (8 hours) for personal business
each calendar year. Such time off shall be paid at the employee’s regular hourly rate and shall not
be counted as time worked for the purpose of computing overtime compensation. Personal Days
must be used in the calendar year in which they are earned. They may not be carried forward into
a succeeding calendar year. Personal Day time may not be substituted or traded for pay. The
scheduling off of one’s Personal Day must be first approved by the employee’s Supervisor.
tAmended 41993, B-4n2) ’

5. Office Hours. The general City Administrative Office shall generally be open on the dates and at
the times listed below:
Mondzay through Friday 8:00 a.m. — 5:00 p.m.

Offices will be closed on weekends and holidays. However, the City Administrator or his or her
designated representative shall be available in case of emergency. The City Administrative Office
will be closed on the following legal holidays: New Year’s Day, Martin Luther King Jr. Day,

Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving Day,
Christmas Eve Day, and Christmas Day. [0 8385,
6. Vacation Leave.
(a) Vacation Leave Eaming Rate. Each regular full-time City employee not otherwise covered by the terms of
a collective bargaining agreement shall eamn paid vacation leave as follows:

Beginning of Year Pay Range 903 and Above Pay Range Below 908 & Sergennts

1-5 80 hours each year 80 hours each year

6-9 120 hours each year 8 additional hours each year
10 120 hours 120 hours

11-14 160 hours each year 8 additional hours each year
15 160 hours 160 hours

16-19 200 hours each year 8 additional hours each year
20 200 hours 200 hours

) Vacation Accrual In accordance with the payroll system, vacation will be accrued twice per month (the
first and second pay periods only) at the rates indicated above (i.e. accrual rate of 80 hours will be 3.333 hours per

pay period accrued.

(©) Probationary Period. Except with the permission of the Department Head, no vacation shall be granted
during the original probationary period.

(d) Time Vacation Taken. The time at which an employee may take his or her vacation shall be determined by
the supervisor or Department Head, taking into the account the wishes of the employee, and, in particular, taking
into account the needs of the department. on-tishe-swati-be-taken-in-weekly-ineremenis-oncept-that-one-wes
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(€ Half- Units. Vacation leave shall be charged against employees in not less than half- units.
For purposes of administration, vacation available may be rounded up or down to the nearest whole number-

[63] Accamulation. Ordinarily, vacation leave must be taken in the calendar year following the year in which it
was accrued. However, accrued vacation, not to exceed 5 days for employees with up to 15 years of service, and
not to exceed 10 days for employees with 15 years of service, and not to exceed 10 days for employees with 15 or
more years of service, may be accumulated and carried over from one year to the next. The allowable catryover
will consist of the amount as indicated above that may be carmried over to the following year plus the actual vacation
accrued during the current year.

@ Separation from Service, Regular full-time employees who are separated from service_ other than for
retirement. with the City shall be compensated for vacation accrued up to the date of separation. {0¥d I ‘P"m! Per
Public Act 97-0609 with respect emplovees that are retiring, all earned and unused (and non-forfmedt vacation
Jeave shall be taken prior 1o separation and can be used to extend the date of separation shall be forfeited. A hunp
sum pavment shall not be paid except that in the event of death, said compensation shall be paid to the emplovees’
estate.

Sick Leave.

(a) One Week-Da Month of Service. Sick leave with pay shall be credited to all full-time probationary
and regular employees at the rate of 12 days per year and may be accumulated to a maximum of one hundred sixty
(160) working days for each employee. (Amended 4/15/91, R-361) Anjended & 1905 R0,

by Nt to be Abused. Sick leave shall not be considered as a privilege which an employee may use at his/her
discretion, but shall be allowed only in case of necessity and actual sickness or disability of the employee, or because
of WM{MMNESS injury
or medical appointment of the employee’s child. spouse, sibling, parent, mother-in-law, father-in-law,
grandchild, grandparent, stepparent, - o to meet dental appointments, eye appointments, or to take physical
examinations or other sickness prevention measures.

@{c)  Notification of Sugm:sor, To receive compensation while absent on sick leave, the employee shail notify
his/her immediate supervisor prior to or as soon as possible after the time set for beginning his/her daily duties, or
as may be specified by his/her Depariment Head.

texd) Verification. May be required for any absence of any employee by the Department Head or Supervisor,
including, but not limited to, sick leave.

tdy(z)_ Sickness on Vacation. An employee on vacation who becomes ill or injured may, upon proper notification
fo the City Administeator, change his/her leave status to sick leave.

¢e3(f) _False Pretenses. Claiming sick leave under false pretenses may be cause for dismissal from City service.

Using Compensatory Time and Vacation Time in lieu of Sick Leave. Employees may use available vacation
time and compensatory time in lieu of sick leave, provided all eamed sick leave has been exhausted. This must be
approved by the Department Head.

(e3(h)_Unused Sick Time, FhroughDecember

& Falte i

longer—be—in—s Pfeot-—Efoetive y 92, All ruli-ﬂme nonunion emnlmees inclndin
who use no more than cight (8) hours 1s of sick leave in any calendar quarter shall receive
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either cight (8) hours puid personal time off, or cight (8) hours of accumulated sick leave, or eight (8) hours pay, at
the employee's option, such pay to be paid at the completion of each quarter and will be paid at the employee's
regular hourly rate. Employees clecting the eight (8) hours paid personal time off must take the time off within the
calendar year in which the time off was awarded. Such time, when taken off, shall not be counted as time worked
for purposes of computing overtime compensation. Upen—terssi rom-Cly—servieeempleyees—eatthel

{ Amanided 41993, H-a02)

@n{i)  Pregmaney-leave-end Temporary lliness or Injury.

2) Fhe-individual Ao employee shall at once inform his/her immediate supervisor of sany

nditions affecting restricting

the emplos oy toip i ities. histhen

(3)  The individusl may continue his/her regular employment so long as his/her physician states in
writing that he/she is able to perform his/her normal work assignment.

) At any time during either a temporary illness - injury er-pregnaney, the
City Administrator may request from the individual, a letter from his/her treating physician authorizing
continued employment in a then present position.

) If at any time the physician's letter indicates that employment should no longer be continued in a
then present position, the City Administrator may request the individual to take a leave of absence without

pay.

6) Once an employee is requested to take a leave of absence without pay, the employee shall first
exhaust all accrued sick leave and vacation time due him/her. At that time, the individual may petition the
Illinois Municipal Retirement Fund or the Police Pension Board for disability compensation.

(@] On the proposed return from leave due to illness, me g injury er-pregnaney that
continued for more than three consecutive days, the employee or officer shall submit to the City
Administrator or Chief of Police a letter from the treating physician stating that the individual is able to
retum to work.

®) An individual must notify the City Administrator within seven days of the date of receipt of any
notice that disability compensation has been terminated. Within an additional seven-day period, the
individual must either return to work or notify the City Administrator of his intention not to retum to work.
Failure to return to work within the time specified shall be cause for dismissal.

(Amended 4/15/91, R-361

($)] Notwithstanding the other provisions of this Paragraph 7, any person holding and/or assigned to the position
of Deputy Chief or Police or Hokee CommandesSerocant will be allowed to convert to cash earned and unused sick
leave subject to the following:

1. Sick leave may only be converted to cash at such time as the employee qualifies for and receives a
Washington Police Retirement Pension pursuant to the Rlinois Pension Code.

2. All unused sick leave hours may be converted to cash except those sick leave hours eamed while
the employee held the position of ¢ ommandesSe , Deputy Chief of Police or Chief of Police.
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3, In no event shall unused sick leave hours eamed while holding the rank of CommanderSerpennt,
Deputy Chief of Police or Chief of Police be convertible to cash.

4. Allsick leave converted to cash pursuant to the above shall be paid at the employee’s regular rate
" of pay at the time of his/her retirement. il 295K

regnancy ts in the W ace

1f vou are pregnant, recuvering from childbirth, or have a medical or common condition related to pregnancy you
have the right to the following:

[ Reguest a reasonable accommodation for your pregnancy, such as more frequent bathroom breaks,
assistance with heavy work, a private space for expressing milk, or time off to recover from vour
pregnancy.

. Reject an accommodation offered for vour pregnancy that you do not desire

. Continue working during vour pregnancy if a reasonable accommodation is available which would
allow vou to continue performing vour job

The City cannot and will not discriminate apainst vou because of vour prepnancy, or retaliate apainst vou because
vou reguested a reasonable accommodation, and it is illegpal for the City to fire you, refuse to hire vou. or to refuse
to provide vou with a reasonable accommodation because of your pregnancy.

For more information reparding vour rights, or for immediate help, vou cun: (a) contact the G&D Human Resources
Department; and/or (b) call the Nllinois Department of Human Rights at (312) 814-6200 or (217) 7855100 or (866
740-3953 (1'1'Y}: and/or (¢} dawnload the Illinois Department of Human Rights fact sheet at www.illinols.gov/dhr,

9. Other Leaves of Absence with Pay,

(®  Juiv. Coun, Public Duty. Employees shall be granted leaves of absence for required jury duty or for other
required appearances before a court or other public body except those of a personal nature.

Such employees shall receive their regular salary, but an equal payment for these services shall be paid the City
as a partial off-set against the City's payment of salary during the time the employee is away from the City.

(b)  Other leaves with pay may be authorized by the City Administrator, but said leaves shall be considered
only if the leave relates directly to job performance.

10 eave of Absence With
(a)  Not to Exeeed One Year. The City Administrator may grant a regular employee leave of absence without

pay not to exceed one year. Employees on disability pension are not classified as on leave of absence.

®)  Wiitten Request, No leave of absence without pay shall be granted except upon written request of the
employee.

() Lgll_lg_t_g_gggg; Upon expiration of a regularly approved leave without pay, the employee shall be reinstated
in the position held at the time the leave was granted, or a comparable position within a reasonable practicable
time period.

¢d) __ Failure to Report to Duty, Failure of an employee on leave of absence to report to duty at the time specified
shall be cause for dismissal.
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tci  When Jeave Granted. Leave without pay shall be granted onmly in the sole discretion of the City

Administrator. Employees may also_be entitled to take unpaid bereavement leave in accordance with the

llinvis Child Bereavement Leave Act.

{f)  Victims’ Economic Securitv and Safery Policy

Eligible emplovees may be entitled to_unpuid leave in_accordance with the IHinois Victims® Economic

Security and Safety Act (“VESSA”}. For more information, see the notice entitled “Victims’ E.conomic
urity and Safetv Act” d to this Mapual as dix .

An eligible emplovee’s entitlement to VESSA leave is calculated as a “rolling” 12-month period measured
backward from the date of anv VESSA leave usage.

You may be required to submit certification o substantiute that the leave will be taken for purposes
covered by VESSA. If requested certification is not timelv provided or is insufficient, the reguest for leave
mav be delaved or denied

VESSA leave is unpaid. However, emplovees may substitute all paid vacation and other leave time for all
or part of any VESSA leave. Additions! paid time off is nof earned during uny period of unpaid leas e

Accrual Of Benefits While On Leave,

[¢)) All employees who are on leave without pay, absent without leave, or on any other employment
arrangement or status where no compensation is being paid to the employee by the City will not receive or will
cease to accrue the following benefits from and after the Benefit Accrual Termination Date, except as otherwise

expressly provided:
@) Health insurance premiums paid by the City, except as provided in subparagraph (2) below;

(i) Additional sick leave; and
(1i1) Additional vacation leave.

2) Employees who are on leave without pay, or on any other employment arrangement or status where
no compensation is being paid to the employee by the City will continue to have his or her health insurance
premiums paid by the City for and on behalf of the employee through the last day of the calendar month immediately
following the Benefit Accrual Termination Date. From and after the last day of the calendar month immediately
following the Benefit Accrual Termination Date, the employee shall be responsible for the payment of the monthly
premiums for such health insurance. If the employee fails to elect to continue such health insurance or fails to pay
the premiums therefore after the Benefit Accrual Termination Date, such health insurance shall be terminated.

3) The term “Benefit Accrual Termination Date” shall be and mean the last day of the calendar month
in which an employee commences his or her leave without pay, absence without leave, or any other employment
arrangement or status where no compensation is paid to the employee by the City.

@ The discontinuation of health insurance preminms being paid by the City will not occur during any
period of Family and Medical Leave Act leave granted to an employee under the provision of the Family and
Medical Leave Act policies of this Personne] Manual. [{ 40 2140,

Compensatory Time. Shall be in accordance with the directives of the City Administrator, as may be amended from
time to time.

Allowance for Military Leave.
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(a) The City _provides military leave to eligible emplovees in complisnce with federal and state laws,
including the federal Uniformed Services Emplovment and Reemployment Rights Act (USERRA) and the
Lucal Government Emplovees' Benefits Continuation Act (50 IL.CS 1401/1, er seq.). Emplovees should notify
their supervisors as soon as thev become sware of a military service cblipation. Detailed information

regarding continuation of compensation and benefits during military Jeave, and emplovee rights to
€| tement, ca ob t ¥ .

© Substitutions. Persons substituting for regular employees on military leave shall be designated as a
substitute until the regular employees retum to their positions or it is determined that they will not return to work.

(d) Sixty Day Limit. Full-time employees on military leave not resuming their duties within 60 days after
separation from military service shall be considered to have resigned.

$

13. Absence Without Leave.

(a) Definition, An absence of an employee from duty. including any absence for a single day, part of a day,
that is not authorized by a specific grant of leave of absence under the provisions of these rules shall be considered
absent without leave.

® Discipline. Any such leave shall be without pay and may be subject for disciplinary action.

(<} Resignation after Three Days. 1a the absence of such disciplinary action, any employee who is absent for
three consecutive days without leave shall be considered to have resigned.

12,14, Procedure for Requesting I eaves. An employee requesting a leave of absence for any reason must submit a written
request and the requested leave should be approved by the Department Head, and approved by the City
Admnyinistrator, and then retumned to the employee. Requests for annual leave must be made far enough in advance
to allow time to carry out this procedure. [R=341)

15, Nursing Mothers

The City will provide reasonable unpaid break time each day to an employ ee who needs to ex|
for her infant child, unless to do so would unduly disrupt the Citv’s operations. The break time will, if possible,
run concurrentlv with anv break time already provided to the empioyee. The City will make reasonable efforts
to_provide a room or other location, in close proximin to the work ares, other than a toflet stall where an
employee can express her milk in privacy.

16, FAMILY & MEDICAL LEAVE A

Full-time employees of the Citv are cligible to take unpaid familv and medicat leave under the federal law, the
Family and Medical Leave Act (FMILA). This policy provides an introduction to the rights and provisions of the
federal FMLA. If vou have guestions regarding the FMLA. please contact Payroll.

Eligibility

To be eligible for leave. vou must have been emploved by the City for at least 12 mounths. In the 12 months
immediately ding the berinning of the leave. you must also have worked at least 1,250 hours to gualify for

federal FMLA. In addition, vou must work in an office or work site where 50 or more emplovees are emploved
within 75 miles of that office or work site.

Amount of Leave Avallable
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Lligible employvees mav take up to a toial of 12 weeks of FMILA Jeave within a rofling 12-month period. measurcd

backw from the date an employee use y A leav any inatio the followij SONS;

. The birth of an emplovee’s newhorn child or the plucement of a child with the emplovee for

adoption or foster care

To care for the emplovee’s spouse, child, or parent with a serious health condition

. The emplovee has a serious bealth condition that makes the bim or her unable to perform the
functions of their job

° A gualifving exigency that arises because the employee’s spouse, chiki, or parent is a covered
military member on covered active duty (or has been notified of an impending call or order to

covered active duiy)

Where leave is taken to care for a covered servicemember with a serious injurs or illness, a spouse, child, parent
or next of kin may take up to 26 weeks of unpaid ¥MIA leave during a single 12-month period.

Under the federal FML AL spouses employed by the City are jointly entitled to a combined total of 12 weeks of

leave for the birth of 2 newborn child, for the placement of a child for adoption or foster care and to care for a
parent who has a serious bealth condition. The federal FMLA does not cover care for parent-in-laws. Spouses
emploved by the Citv are jointly entitled to s combined total of 26 weeks of leave to care for a covered

servicemember with a serious injury or illness.
Types of Lenve Available

Birth er Placement for Adoption or Foster Care: FMLA leave is available to eligible male and female emplovees
for the birth of a child or for the placement of a child with the emplovee for purpuses of adoption or foster care.

FMILA leave must be completed within 12 months of the birth or placement. This type of leave mav not be taken
intermittently or on a reduced scheduie, unless the Citv agrees to this request, See below for more details on

non-continuous leave,

Serious Health Condition of Employee: I, as an eligible emplovee, vou experience a serious health condition as
defined by the FMIL.A, vou may take medical leave under this policy (see “Definitions™ for the definition of
serious health condition) A serious health condition generally occurs when you:

health care nrovide

. Have a history of a chronic condition that may cause episodes of incapacity,
The following provisions apply te leave for the serious health condition of an emplovee:

- Continuous or Non-continuous leave—NMedical leave may be taken all ai once or, when medically
necessary, intermittently or on a reduced leave schedule (see below).
° Certification process—The need for leave must be documented by vour treating health care

provider through our medical certification process {see below).

. Fimess-for-duty statement—A fitnessfor-duty statement will be required in order for vou to
retura from a medical leave. Failure to provide the statement will result in a delay in vour return

to work.

Serious Health Condition of Immediate Family Member: 1f, as an eligible emplovi<, vou need family leave in

order fo care for vour child, spouse, or parent who experiences a serious health condition as defined by the
FMLA (see “Definitions” for definitions of child, spuuse, parent and serivus health condition), vou may take a

leave under this policy.

3 Continuous_or Non-continuous leave | cave may be takien al at once or, when medically
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necessan , intermittentiy or on a reduced leave schedule (see below ).
. Certification process—The need for leave must be documented by the family member’s treating
health care provider through our medical certification process (see below).

ualifying exigency arising out of the fact that vour spouse. son, daughter or parent is on covered active duty in
he Armed Forces [mcludiug the National Guard or RmnesL or Ims been nohf ed tha( the\ will be called or
: e duy A : uding es), ;|

l‘amul\ leaw und er thls policy. (See “Deﬁnitions" for a dzﬁmlmnof guahg inp ugencs )

. Continuous or Non-continuous leave— Family leave for any yualifving exigency arising out of
the covered active durv of a family member may be taken all at once, intermittently or on a
reduced Jeave schedule (see below)

. Certification process—The need for leave must be documented through our certification process
{see below).

Servicemember Family Leave: If. as sn eligible emplovee, vou meed familv leave to care for a covered
servicemember who is your sponse, child. or parent, who is a current member of the Armed Forces {including a
member of the National Guard or Reserves) and who is underpoing medical treatment, recuperation or therapy,
is otherwise in outpatient status or is otherwise on the temporary disability retired list for a serious injury or

illness, vou mev take 0 26 w of unpaid leave during a single 12-month period under this policy. (See

“Definitions” for 2 definition of serious injury or illness.)

An elipible emplovee mav also take servicemember family leave to care for s covered veteran who js the
emplovee's sponse, child, or parent and who is underpoing medical treatment, recuperation or therapy for a
serious injurv or illness. A “covered veteran™ means an individual who was a member of the Armed Forces
{including a member of the National Guard or Reserves), and was discharged or released under conditions other
than dishonorable at anv time during the five-vear period prior fo the first date the eligible emplovee takes

FMILA leave to care for the covered veteran.

. Continupus or Non-continuous leave—Servicemember family leave may be taken all at once or,
when medically necessary, intermittently or on a reduced leave schedule {see below).

. Certification process—The need for leave must be documented by the familv member’s ireaﬁng
health care provider through our medical certification process (see below).

Notifvinp the City of the Need for Familv or Medical Leave

Generally, an application for leave must be completed for all leave taken under this policy. The need to take
foreseeable leave should penerally be reguested from vour Department Head at least 30 davs, or as soom ss
practical, in advance of the date the Jeave is expected to begin. In cases of unforeseeable leave, notice should be
given as soon as possible. Failuve to timely provide- sufficient notice mav resultina delay or denial of the leave,
This means the absence may then be counted against your record for purposes of discipline for attendance or
similar matters. It Is vour responsibility to notify your Department Head and City Administrator of absences
that may be covered by FMLA.

Medical Certification Process

Acditi

In to an application for leave, you will be required to complete a medical certification form when leave
is for a family member’s or your own serious health condition. The certification form needs to be signed by the
health care provider. The short-term disability certification mav be sufficient where the information reguired
- is duplicative. These forms are available from Payroll. Second or third certifications from bealth care providers
and periodic recertification- mav be required under certain circumstances.

The Citv mav also reguire prriodic reports during federal FMLA leave reparding vour status and intent to

return to work.

27



Militarsy Family I.eave Certifications

In addition to an application for leave, vou will be required to complete a Certification of Qualifving Exigency

for Millitary Family Leave form. A copyv of the military member’s active dutv orders or other military
documentation mav also be required tu substantiste vour need for FMI A leave.

If you request leave to care for a covered servicemember with a serious injurv or illness, vou will be required to

complete 2 medical certification form, which must be signed by the servicemember’s health care provider. The
certification form will request additional information, such as information regurding the relationship between

vou and the covered servicemember. to substantiate vour need for FMLA leave.
Reguired Use of Paid Leave

When you use vacation davs or sick leave, the absence will be counted against vour entitlernent to FMI.A leave

under this polics and will not extend your leave.

|
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An emplovee is not required to substitute paid time off for an absence covered under workers® comprusation or
a _disability benefit plan. However. anv such absence that meets the definition of serious health condition under
the FMILA will be counted toward an emplovee’s FMLA leave entitlement.

Non-Continuous Leave

Intermittent or reduced leave will be permitted only when it is medically necessan s or for a gualifving exipency
as explained above. In all cases, the fotal amount of Jeave taken in a calendar vear should not exceed vour total
allotment as defined earlier in this policy.

1ntermittent and reduced schedule leave must be scheduled with minimal disruption to an emplovee’s job. To
the extent an employee or family member has control. medical appointments and treatments related to an
employee’s or family member’s serious health condition should be scheduled outside of working hours or at such

times that allow for a minimal amount of time away from work.

If you reguest non-continuous federal FMLA leave which is foreseeable based on planned medical treatment for
vourself, a family member or a covered servicemember, vou mav be reguired to transfer temporarily to an
available alternative pusition offered by the City for which veu are gualified and which better accommodates
recurring periods of leave than your regular emplovment position, You will be entitled to equivalent pay and
benefits, but will not necessarily be assigned the same duties in the alternative position. This provision may also
apply if the Citv approves a non-continuous leave for the birth of a child or the placement of a child for adoption

or foster care.

Benefit Continuation during Leave
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insurance, and health and denendent flexible spending accounts) during your FATLA leave on the same terms as
if vou had continued to work, if these benefits were provided to you before the leave was . You will be

required to pav your regular portion of premiums — contact Payrell for an explanation of your options.
Benefits that are accumulated based upon hours worked will not accumulate during the period of FMLA leave,

in some instances, the City may recover premiums it paid to maintain heaith plan coverage for an emplovee who
fails to return to work from FMLA leave.

Returning to Work

If the reason for FMILA leave is for vour own serious health condition, vou will be required to present a fitness-
for-duty certification immediately upon return te work,

If vou wish te return to work before the scheduled expiration of FMLA leave, you must notifv the City of the
changing circumstances as soon as possible but ne later than two worl days prior to vour desired veturn date.

If von exhausi all leave under this policy and are still unable to returs to worl, vour situation will be reviewed
to determine what rights and protections might exist under other Citv policies.

Rights upon Refurn from L.eave

prior to the leave if the Mlﬂon is vacant. If the position is not vacant, von will be glaced in an equivalent
employment position with eguivalent pav, benefits. and other terms and conditions of emplovment.

The law provides that an emplovee has no greater rights upun a return from leave than the emplovee would
have if the emplovee had continued to work. Therefore, you may be affected by a lavoff, termination, or other
job changpe if the action would have occurred had vou remained actively at work.

QOther Types of Leave

rsonsl leave of

ahsence. depending on vour circumstances. Fxcept where m:mdnted by la“, we cannot guarantee that benefits
will continue or that your position will remain open in your absence.

“Spouse” Refers to the other person with whom an individual entered into a marriape as defined or recopnized
under state law for purposes of marriages in the state in which the marriage was entered into.

“Parent”—A biological parent. adoptive parent, stepparent, foster parent or an individual who provides or

provided day-to-dav care or financial support to the child. Parent does not include a parent-in-law under this
law.

child does not have tuhelminor undrr h \18). » o nn' oy

® “Incapable of self-care”—T! lle chﬂd n.gnires acti\e assistance or supurvision to provide dnll\
N N f daidyv livi ivities of dally Jivi

including adaptive sactivities such ss caring appropriately for one's grooming and hypiene,
bathing, dressing, eating or instrumental activities such as shopping. taking public
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transportation or maintaining a residence.

. “Physical or mental disabilinn®—A physical or mental impairment that substantially limits one
or more major life activities of the individual.

“Next of Kin”—{ised w ith respect to an individual, this means the nearest blood relative of that individual, other

than the spuuse, parent or child.

“Serious Health € vadition”

. Inpatient care in & hospital. hospice or residential medical care facility.

. A period of incapacity of more than three consecutive calendar days {including any subsequent
treatment or period of incapacity relating to the same condition) that also involves: 1) treatment
two or more times within 30 days of the first dav of Incapacity, unless extenuating circumstances
exist, by or under the orders of a health care provider; or 2) treatment by a health care provider
on at least one occasion which results in a regimen of continuing treatment under the supervision
of a health care provider. The first (or onh} visit must occur in person within seven davs of the

first dav of incapacity.

. Any incapacity due to pregnancy or for prenatal care,

e Chronic conditions requiring periodic treatment by or under the supervision of a_health care
provider, which continne over an extended period of time and mas cause an episodic rather than
a coutivuing period of incapacity {for example, asthma, diabetes and epilepsy).

. Permanent or long-term conditions requiring supervision for which treatment may nut be
effective (for example, Alzheimer’s, a severe stroke or the terminal stapes of a disease).

. Multiple treatments by or under the supervision of a health care provider either for restorative
surgery after an accident or other injury or for a condition that would likely result in a period
of incapacity of more than three calendar davs in the absence of medical intervention or
treatment, such as cancer (chemotherapy}, severe arthritis (phvsical therapy) or kidnev disease

{dialvsis).

“Serious Injury o ess”—¢

[ In the case of a member of the Armed Forces, including a member of the National Guard or
Reserves, an injurv or iliness incurred by the member in the line of duty on active duty in the
Armed Fomes [or existed before the beginn| Eﬂ of the member’s active dug and was agg;avnted

member medimllg unﬁt to Erform the dntles of the member s oﬂice, grade, mnk or rarmg

) In the case of a veteran who was a member of the Armed Forces, including a member of the
National Guard or Reserves, an injury or illness incurred by the member in the line of duty on
active duty in the-Armed Forces{or existed before the beginning of the member’s active duty
and was appravated by service in the Ene of duty on active duty in the Armed F orces) and that
manifested itself before or after the member became 2 veteran and is:

- A continuation of a serious injury or iliness that was incurred or uggravated when the covered
veteran was a member of the Armed Forces and rendered the servicemember unable to perform
the duties of the servicemember’s office, grade, rank or rating i

= A physical or mental condition for which the covered veteran has received a ULS. Department of
Veterans Affairs Service-Related Disability Rating (VASRD) of 80 percent or greater, and such
VASRD rating is based, in whole or in part. on the condition precipitating the need for
servicemember family leave;

[ A physical or mental condition that substantially impairs the covered veteran’s ability fo secure
or follow a substantially gainful occupation by reason of a disability or disabilities related to
militarv service, or would do so absent treatment; or

- An injury, including a psvchological injury, on _the basis of which the covered veteran has been
enrolied in the Depurtment of Veterans Affairs Progrum of Comprehensive Assistance for
Family Caregivers.
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. Short-notice deployment (seven davs or less)
. Military events and related activities
. Child care and school activities

Financial and legal arrangements
Counselin

Rest and recuperation (up to 15 days)
Post-deplovment activities

|

. Parental care
. Additional activities agreed to by the Citv and the employee

For more information, sce the attached notice entitled “Emplovee Rights and Responsibilities under the
Family and Medical Leave Act”.
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Only eligible employees working in excess of 1,000 hours in the prior calendar year qualify for this benefit.
Qualified employees shall receive paid leave as per the following calculation:

Total hours worked (excluding paid leave hours) during the prior calendar year Divided by 2,080 Times 80
hours Equals Total Available Paid Leave Hours rounded to the nearest quarter hour

Said leave shall be paid at the customary hourly rate of pay in effect at the time leave is taken.

Leave hours will be granted on May 1 and must be taken on or before the following April 30 or they will
be forfeited.

All leave must be scheduled and approved in advance by appropriate supervisory personnel.

This policy shall be effective as of May 1, 2007, and shall apply to all eligible employees working the
required minimum hours during calendar years 2006 and 2007, and futyre years. (i 27273
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XL

DISCIPLINE

It is the duty of all emplovees to comply with the provisions of this manual Employees shall attempt to
correct soy faults in their performance when it is called to their attention and shall make every effort to
avold violating City rules and policies. Department Heads or_the City Administrator shall discuss
improper or inadequate fncidents with the emplovee in order to correct the deficiency and avoid the
need to for disciplinary action. Whenever possible, discipline shall be of an increasinglv progressive
nature although it is not necessary to follow all of the steps with each individual violation of this
handbook. Disciplinary actions may entail verbal and written warnings, suspension without pay, and
termination. Al of these actions mav_not be followed in all instances. The City reserves the right to
exercise discretion in discipline. Prior warning is not a requirement for termination,

The City reserves the right to take any disciplinary action the City considers appropriate. includin

termination, at anv time. In addition to those situations discussed elsewhere in this handbook, listed
below are some examples where immediate termination could result. This list is general in nature and

is not intended fo include every situation:

® Conviction of a felony

[3 Ensatisfactory performance or conduct
[ Acts of gross incomyietence
Fighting or threatening violence in the workplace
Absence without just cause or authorization from your supervisor
1{abitual tardiness and/or absenteeism
Intentional failure, refusal or willful disregard to carry out instructions
Misappropriation, destruction, theft, or conversion of City property
Neglect or carelessness resulting in damage to property, equipment. or people
Acts of misconduct while on duty
Falsification of anv _information on official City records including, but not limited to,
emplovment applications, benefit forms, time cards, expense reimbursement forms. and

similar records
) Failure to report work related accidents or injuries within 24 hours
° Repeated convictions, during emplovment, on_misdemeanor and/or traffic charges,

when such convictions result in absence from work

. Having in your pessession anv open intoxicating alcohol or drugs while in any building,
vehicle, or on any grounds under the control of the City

. Failure of 2 drug / alcohol test

. Working under the influence of alcoheol or illegal drugs

. Yiolation of safety or health rules

. Smoking in the workplace
Sexual or other unlawful or unwelcome harassment or touching

Excessive absentecism or anv absence without notice

Unaunthorized use of telephones or other City equipment

Anvy breach in confidentialitv relating to City, emplovee, or customer information

Any display of physical hustilits or disorderly conduct toward another employee or the
general public
. Dishonesty

.
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. Other crimes that directly affect job performance
. Discourtesy to a customer, vendor, or the peneral public resulting in loss of pood will

H vou are disciplined, it will be documented and placed in vour persennel file. A written notice shall be
iven to the emplovee stating the reasons for the disciplinary action and its effective date. This notice is
1o be given to the emplovee at the time disciplinary action occurs. A copy of this notice is to be signed
by the emplovee as evidence of delivery and placed in the emplovee's personnel file. If the emplovee

refuses to sign the notice, it will be noted on the copv and filed.
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XIL.

CNATIONS

Notice Requirement. To resign in good standing, an employee assigned to a position classification
below range 52 and Sergeants?0 is required to give the Department Head or City Administrator at
least fourteen (14) calendar days prior notice unless the City Administrator, because of extenuating
circumstances, agrees to permit a shorter period of time. An employee assigned to a position
classification of range 2330 or above is required to give the City Administrator at least thirty (30)
calendar days prior notice unless the City Administrator, because of extenuating circumstances,
agrees to permit a shorter period of time. ({-4911,

Written. A written resignation shall be supplied by the employee to the Department Head or City
Administrator.

Failure to Submit in Writing. Failure to comply with this rule shall be entered on the service record
of the employee and may be cause for denying fitture employment with the City.

Report to City Administrator. The resignation of an employee who fails to give notice shall be
reported immediately to the City Administrator by the Department Head.

36



XIIL.

ING OF SUGGESTIONS. COMP, 1S GRIEVANCES

Supgestions. The City Administrator will welcome suggestions from employees for improving
municipal services. These suggestions may be presented the City Administrator or Department
Head by letter, memorandum, or in person. Suggestions which appear desirable and feasible will
be followed.

Complaints and Grievances. Employees shall have the right to file complaints covering any
condition of employment, including, but not limited to, matters of discipline. The complaint must
first be filed with the direct line supervisor and if not resolved within five (5) days in writing, to
the Department Head, and if not resolved within five (5) days in writing, to the City
Administrator, who shall have final authority over the matter and his decision shall be conclusive,
final and binding as to all parties,
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XIv.

GENERAL PROVISIONS AND PROHIBITIONS

(€) RAL PRO INS.

(a) Life Insurance. A $20,000 term life insurance policy shall be provided to all full-time
employees solely at the discretion of the City. Depattment Heads or those employees classified in
positions assigned to Pay Range 98 or above shall be provided a $50,000 life insurance policy
solely at the discretion of the City.

(b) Group Health and Dental Insurance. A group medical, hospitalization, disability income,
and dental insurance plan shall be provided to all full-time, non-union City employees. The terms,
benefits, content, provider and level of employee contribution fo the monthly premium may be
amended from time to time at the sole discretion of the City. Elipible emplovees will be provided
with notice of anv rights to COBRA, IMRF or Police continustion coverapes following 2 loss

of coverage. Emplovees should refer to the Summary Plan Descriptions of the City's plans

for more detailed information.

() Uniform Allowance. Uniforms and/or uniform allowances shall be provided to employees
who are required to wear uniforms in the performance of their duties as authorized and approved
by the City Administrator.

{d Mileage reimbursement. Mileage reimbursement for the use of personal vehicles in the
conduct and/or performance of City business shall be paid at the prevailing Internal Revenue
Service mileage reimbursement rate, provided said reimbursement has received the prior
authorization of the appropriate Department Head or City Administrator.

(e) Educational Expepse reimbursement. Employees shall be reimbursed for educational

expenses (tuition and books) for job related courses, subject to the prior authorization and approval
of the City Administrator.

® Travel Reguest Employees traveling out of the City on City business, attending a
workshop, seminar, conference, or training skall complete a Travel Request form and shall be
eligible for expense reimbursement, subject to the prior authorization of his/her Department Head
or the City Administrator.

® Protective Footwear. Employees that tend to work in areas where there is a danger of foot
injuries due to falling or rolling objects, piercing the sole, or electric hazard, as determined by the
City Administrator, shall be required to wear protective footwear in accordance with Occupational
Safety and Health (OSHA) regulations. For employees who are required to wear protective
footwear and purchase footwear meeting the OSHA regulation, the City shall make a one-time
reimbursement up to $150 for full-time employees and up 1o a $100 reimbursement for part-time
employees. [AMEIal LT L0 EEE A2

B H - COPHIeS W - the-Hoderad taw & g+ by Hudeer At o+ 13
$109-277 andJaier emendmenty-atherwivenevwn-es-COBRA—Cevered-emploveesand-thes
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) Defined Benefit Retiree Health Plan, The provisions of this parapraph (g) shall apply
exclusively to full-time, non-union employees of the City of Washington, IL, excluding the Deputy

Chief of Police and Police CommandersSergeants.

The City shall provide eligible retirees with the same medical/dental insurance coverage and
benefits as are provided to all other active, full-time, non-union employees at the same premium
cost. To be eligible for said retiree medical/dental insurance, the retiree must meet the following
requirements;

m Have an original date of hire as a full-time employee of the City of Washington,
IL of on or before August 1, 1998;
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2) Be at least fifty-five (55) years of age;

3 Have the sum of employees’ age plus her/his years of City of Washington IMRF
service credit equal at least “80"; and

@ Be actively enrolled in the City’s health insurance plan at the time of retirement.

This benefit shall cease at such time as the retiree reaches sixty-five (65) years of age or becomes
eligible for Medicare, whichever occurs first, or at such time as said insurance coverage is otherwise
terminated by the retiree. In the event that a retiree obtains employment that includes health
insurance as a benefit, the City's health insurance coverage shall become “secondary.”

DUN0e E 1 ' STUran
Plan will be the responsihility of the retiree and musi be paid either through payrofl dedaction
from the P ) eck or dedu fro IRF pension. To be eligible for spousal

or dependent coverage, the retires must also elect to continne coverage.

@ fit Retiree Health Benefit Plan: Deputy Police Chief and Police
ECemmendersSerpeants, The provisions of this paragraph (h) shall apply exclusively to any
employeeholding the position of Deputy Chief of Police and/or Police Cosmmander Sergeant whose
original date of hire with the Washington Police Department is on or before August 1, 1998.

Any employees who retires with twenty (20) o= more years of service with the City of
Washington Police Department and who has reached the age of fifty-five (55) years shall receive
the same medical/dental insurance coverage and benefits as are provided to all other active, full-
time, non-union city employees at the same premium cost as that paid by all other active, non-union
city employees until the age of sixty-five (65) or when eligible to receive Medicare benefits,
whichever occurs first. In the event that a retiree obtains employment that inchrdes health insurance
as a benefit, the City’s health insurance coverage shall become “secondary™.

In the event that the city has previously made cash contributions to an account held for the benefit
of the employee by the trustee of the City of Washington, Itfinois Integral Part Trust under Trust
Agreement dated July 16, 2007, then the employee shall be required to pay to the city the total
amount of said cash contributions before being eligible to receive the benefits provided in the

paragraph.

Eligible employees may elect to forfeit their eligibility to participate in the medical/dental insurance
coverage and benefits described in this paragraph, provided said election is made 30 days from the
later of May 31, 2012 or the date an employee attains the title of Deputy Chief or Police
emmmmnder Sl vcayl. Said election shall be made in writing and, once made, shall be permanent
and irrevocable. Those electing to forfeit their eligibility shall receive the benefits described in
paragraph (i) as follows.
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Additionally, once an election is made under this paragraph, the City shall not make any additional
contributions to the account held for the benefit of the electing employee by the trustee of the City
of Washington, Illinois Integral Part Trust under Trust Agreement dated July 16, 2007 unless the
employee opts out of the benefits provided under paragraph (h).

Retirees may elect to continue coverage after becoming Medicare eligible under the IMRF or
Police Continuation privilege. All premiums as determined by the Citv’s Health Insurapce
Plan will be the responsibility of the retiree and must be paid either through payroll deduction
from the Police Pension check or deduction from IMRF pension. To be eligible for spousal
or dependent coverage, the retiree must also elect to continue coverage.

[4)] efined Contribution Post lo Savings Plan. The provision of this
paragraph (i) shall apply exclusively to full-ttme, non-union employees of the City of Washington,
IL, including the Deputy Chief of Police and Police CommandessSerpeant.

The City shall establish and maintain a defined contribution post-employment health savings plan
in lieu of and for the benefit of those covered employees who are either ineligible to participate in
the defined benefit retiree health plan provided in paragraphs (g) and (h) of Secnon l of Amcle
XIV of the Personnel Manual of the City of Washington_ ervhe tardly-of spid
The City agrees to make bi-weekly contributions to each ehgnble employee s post—employment
health savings plan in an amount equal to one and three-fourths (1.75%) percent of each employee’s
base wage plus longevity pay earnings.

Employees shall be eligible to purchase, at retirement, medical/dental insurance coverage in
accordance with 215 ILCS 5/367(j) for “municipal employees™ as defined therein or 215 ILCS
5/367(g) for “police officers” as defined therein.

Employees who leave the employ of the City prior to meeting the requirement of 215 ILCS 5/367(j)
or 215 ILCS 5/367(g), whichever shall apply, or who have met the requirements but choose not 1o
contipue panicxpmon in the City’s medical/dental insurance plan shsll be entitled to use
accumulated funds in the post-employment health savings plan for quahfynng health insurance
expenses consistent with the plan as well as applicable law. (g R :

General Prohibitions.

() No Political Endorsement. In no event shall any political endorsement be considered in
connection with the appointment to a position in the City service.

®) No Abuse of Official Authority. No person shall use or promise to use directly or indirectly
any official authority or influence to secure or attempt to secure an appointment or advantage in
appointment to a position in the City service, or an increase in pay, promotion, or other advantage
in employment in any such position, for the puspose of influencing the vote or political action for
any purpose, of for any other consideration.

{©) Use of City Vehicles, Employee authorized to use City vehicles may use them for City

business only, with no personal stops. In addition, no alcoholic beverages may be consymed while
using City vehicles.
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1dj Vehicle Accidents. An employee involved in an accident while operating a City vehicle or
equipment and his supervisor or department head will file those reports as prescribed by the City

Administrator from time to time.

e} Violence in the Workplace. 1t is the Citv’s policy to provide a workplace that is safe
and free from all threatening and intimidating conduct. Therefore, the Citv will not tolerate
uoleuce or threats of violence of anv form in the workplace, at work-related functions, or

outside of work if it affects the workplace. This policy applies to Citv_emplovees, clients,

customers. guests, vendors, and persons doing business with the City.

1tis a violation of this policy for any individual to engage in anv conduct, verbal or physical, that
intimidates, endangers or creates the perception of intent to harm persons or_property,
Examples include but are not limited to:

. Phvsical assaults or threats of physical assault, whether made in person or by
other means (i.e. in writing, bv phone, fax or email).
. Verbal conduct that is intimidating and has the purpose or effect of threatening

the health or safety of a co-worker.

[ Apv other conduct or acts that management believes represent an imminent or
potential danger to work place safety or security.

Anvone with questions or complaints ahout workplace behaviors that fall under this policy may
discuss them with their Department Head or City Administrator. The City will promptly and
thoroughlv investigate any reported occurrences or threats of violence. Violations of this policy
will result in disciplinary action up fo and including immediate termination of employees.
Where such actions involve non-employvees, the City will take action annronl-iaie for the
circumstances. Where appropriate and/or necessarvy, the City will also take whatever lepal

actions are available and necessary to stop the conduct and protect City emplovees and property.

i) Policy Prohibiting Firearms in the Workplace

Purpose: The City seeks to protect the safety of emplovees. visitors and citizens of the City.

In recognition of the Illinois Firearm Concealed Carrv Act {430 1L.CS 66), the City adopts
the following policy.

Definition: “Emplovee,” for purpuses of this policy, shall mean all persons performing work

for the City in anv job classification, including but not limited to full-time emplovees

time emplovees, temporary emplovees, seasonal employees, probatiomary emplovees,
contractual emplovees, elected or appointed officials, elected or appointed members of any
committee or commission, volunteers working on behsif of the Citv or volunteers working on
behalf of anv elected or appointed official. This definition shall not include, for purposes of
this policy, law enforcement officers who are specifically authorized by law to carry a firearm
or any other emplovee specifically authorized by law, other than pursuant to the Ilinois

Firearm Concealed Carry Act, to carry a firearm.

Prohibited Conduct: Pursusnt to this policy, emplovees of the City are prohibited from

carrving or possessing firearms in_anv of the following areas, regardless of anv license or
permit thet an individual may have which would otherwise authorize the individual to carry

firearms:
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® In any building, portion of a building or real property controlled by the Citv;

) At anv work location controlled by the Citv;

. At any job site controlled by the Citv;

. In any vehicle owned, leased or under the control of the City;

. At any time other than when the emplovee is working from home while the
emplovee is acting within the scope and course of his'her emplovment with
the City.

° In any area prohibited by the Iitinols Concealed Carrvy Firearm Act or other
federal or state law; and

. In anv area where firearms are prohibited under federal law.

Firearm Storage: Aoy emplovee who does not possess a valid license to carry a concealed

firearm is prohibited from bringing a firearm onto a parking lot owned, leased or under the
control of the Clity.

An emplovee of the Citv with a valid license te carry a concealed weapon who chooses to carry
a concealed weapon while driving to and from work and park in a parking lot owned, leased
or under the coptrol of the City must store his/her firearm or ammunition concealed in a case
within a locked vehicle or locked container out of plain view within the vehicle in the parking
area. The Illinois Firearm Concealed Carry Act defines “case™ to include a glove
compartment or console that completely encloses the concealed firearm and ammunition, the
trunk of the vehicle, or a firearm carrving box, shipping box or other container. An emplovee
with a valid license to carry a concealed weapon may carry a concealed weapon within a
prohibited parking lot area only for the limited purpose of storing or retrieving a firearm
within the vehicle’s trunk. provided the licensee ensuves the concealed firearm is unloaded
prior to exitinp the vehicle. An emplovee with a valid license to carrv a concealed firearm
must make certain that the firearm is properly stored in accordance with this policy and
Illinois law prior to scting in the course and scope of his/her emplovment.

Policy }iolations: Anv emplovee who violates this policy is subject to discipline to and
including termination of emplovment, and shall be considered as acting outside the scope and

course of his/her duties and/or emplovment. The City will not defend or indemnify anv
emplovee for an act or omission in violation of this pelicy.

{g) Drug and Alcohol Use/Abuse Policy

Intent: The Citv is concerned about the ultimate effects of the use of illegal drugs and the use
of alcohol upon the health and safety of its employees and the public. We recognize that
studies show that alcohol abuse and the illegal use of drugs leads to increased accidents and
medical claims. Emplovees who abuse drugs and alcohol present a danger to themselves,
their fellow emplovees, the Citv and the public. In addition, the increased medical costs
incurred by emplovees whe use/abuse drups and/or alcohol and the associsted decreased
productivity of these individuals, because of accidents, absenteeism and turnover, adversely
affect achievement of the City’s mission and goals.

Medical Cannabis Pilot Program Act. uniess failing to do so would put the City in violation
of federal law or unless failing to do so would cause it to lose a monetary or licensing-related
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benefit under federal law or rules. The City prohibits the use and storage of any illepal drug,

including medical cannabis, on its premises.

No part of this policy, nor anv of the procedures bereunder, guarantees emplovment,
continued employment, or terms or conditions of emplovment or limits in any way the City’s
rights to manage jts w orkplace or discipline emplovees.

The City, with the development and implementation of this policy, is making a good faith

effort to maintain a drug/alcobol free workplace.

Definitions: For purposes of this policy, the following terms shall have the following
meanings: ’

[ “Premises” shall include all work sites, work areas, preperty owned or leased

by the City, or vehicles owned, operated, leased, or under the control of the
City. Privatelv-owned vehicles parked or operated on property owned. Jeased
or managed by the City are also included under the definition.

. “The Citv’s time” shall include all times during which an employee is on the
City premises, meal and break times on or off the City premises, or
performing work off the premises for the benefit of the City, as_a
representative of the City.

e “Legal drug” means any substance the possession _or sale of which is not
prohibited by law, including prescription drugs that have been prescribed for
the emplovee and gver-the-counter druys.

® “Iliegal drug” means anv controlled substance the possession or sale of which
is prohibited by state or federa} law.

[ “Under the influence” means the condition wherein any of the body’s sensory
cognitive, or motor functions or capabilities is altered, impaired, diminished,
or _affected due to substances. This also means the defectable presence of
snbstance(s) within the body, regardless of when or where it {they) mav have
been consumed, having an alcohol concentration within the violation range
specified by the laws of the State of Ilinois, and/or having a positive test for
anv other substance(s). With respect to emplovees subject to the Federsl
Motor Carrier Safety Administration (FMCSA) regulations, U.S. Department
of Transportation regulations, or performing safety-semsitive functions
including all emplovees except clerical office emplovees, under the influence
is_defined in accordamce with FMCSA repulations as having sn_alcohol
concentration of 0.04 or greater.

. “Substance” means any alcohel. drugs, or other substances (whether ingested,
inhaled, injected snbcutameously, or otherwise) that bave kmown mind
altering or function-altering effects upon the human body or that impair one’s
ability to safelv perform his/her work, specifically including, but not limited
to, prescription drups and over-the-counter medications: alcohol, drugs, and
other substances made illegal under federal or state law; “synthetic or
desipner” drups; illegal inbalants; “look-alike” drugs; amphetamines;
cannabinoids (marijuana and hashish); cocaine; phencyclinidine (PCP), and

opiates; and anv drugs or other substances referenced in Schedule 1 throngh
\ of 21 C.F.R. Part 1308 (whether or pot such drugs or other substances are

narcotics).
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. “Traceable In the emplovee’s system™ means that the results of a laboratory’s
analysis of the emplovee’s urine or blood specimen is positive for the tested
substance.

. “Reasonable suspicion” of impairment means that City representatives have
observed and can describe specific symptoms of an employee while working
that decrease or lessen histher performance of the duties or tasks of the
emplovee’s job position, including symptoms of the emplovee’s speech,
breath, physical dexterity, agility, coordination, demeanor. irrational or
unusual behavior, neplipence or carelessness in_operatinp e ment_or

machinery, disregard for the safetv of the employee or others, or invelvement
in an accident that results in serions damage to e ment_or_property,
disruption of a_production or manufacturing process, or carelessness that
results in any injury to the emplovee or others, or detection of a prohibited
substance in the area where an emplovee has/had been working.

) “Safety sensitive function” includes any job function fraught with the risk of
injury to others sach that even a momentary lapse of attention can bave
disastrous consequences as well as anv function described as safety sensitive
by applicable FMCSA or ather applicable regulations.

[ “Work related cause™ means the emplovee bas: incurred a work-related
injury reguiring medical attention at a medical facility; caused the injary of
another person on City premises or during City time: caused damage to anv

City_owned or leased property; or commits repeated and/or flaprant
violations of safety standards.

Applicabiliry: This X .
candidates for emplovment with the City who have been given conditional offers of
emplovment. Such persons are respounsible to be familiar with and comply with this policy.
The provisions of this policv are subject to any federal, state. or local laws that may prohibit
or restrict their applicability, and testing for substances shall be conducted and in accordance
with and limited by such laws, notwithstanding any terms of this policv to the confrary.

A. Policies

Alcohol or fllepal Drugs or Substances: The possession, sale, purchase, use, distribution, delivery or
transfer of alcohol or an illepal drup or substance, including medical capnabis. while on the City
premises or while on the City's time is prohibited. In addition, emplovees may not report to work or
be on City premises or the City’s time under the influence of alcohol or with any traceable illegal
drug or substance, including medical cangabis, in their svstem. Emplovees who drive commercial
motor vehicles, operate heavy or large mobile eguipment or perform other safety-sensitive functions,
including police officers, in addition to the prohibitions above must not consume alcohol for four
hours prior to duty time and up to eight hours following an accident or until the emplovee undergoes
a_post-accident test, whichever comes first. Amy violation of this policy may result in immediate
discharge and mav subject ap employee to legal action.

Lepal Drups: The City does not condone the abuse of lepal drugs or working under the influence of
legal drups to the extent thut job performance and/or safety is adversely affected. Emplovees using
prescription and/or over-the-counter drugs are responsible for being aware of anv potential effect
such drups may have on their judgment or ability to perform their duties.
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Safen-Sensinve Functions: A driver subject to FMCSA or DOT reguiations, or any other employee

who is required to perform a safetv-sensitive function and who is found to have an alcohol
concentration of 0.02 or greater but less than 0.04 shall not perform, nor be permitted to perform,
safetv-sensitive functions for at least 24 hours.

B. Testing

Pre-Employment Substance Testing: Upon receipt of a_contingent offer of emplovment, shall be

subject to pre-emplovment drug testing. As allowed by law, individuals to whom s contingent offer
is made whose pre-emplovment drup test returns positive {except with respect to Jegally prescribed

drugs and over-the-counter medications) will be ineligible for emplovment. Candidates who test

positive may have their continpent offer of employment revoked.

Post-Accidens Testing: If the City has reasopable cause te believe an employee has caused an on-the-

job injury as a result of being under the influence, the su pervisor may require the injured emplovee
to undergo a post-accident substance test. The employee will also be reguired fo underge post

aacident testing if required by FMCSA, DOT or other applicable repulation.
Reasonable Suspicion Testing: Substance testing will be administered if an emplovee’s behavior,

speech ar job performance sugpests, or if the City otherwise has reasonable suspicion to believe, that
the emplovee mav have nsed drugs jllepally and/or mav be under the influence of alcohol while on

the job.

suspected use of substances mav be subject to substance testing. As allowed by law, emplovees who
have successfully completed a substance abuse or rehabilitation program will be required to submit

to a fitness for dutv substance test before being permitted to return to work.

C. Procedures:

Testing: As allowed by iaw and this policy, the City may require an emplovee or candidate to provide
a_urine specimen, submit to a blood test, provide saliva samples, snd/or undergo breath/alcohol

testing for laboratory avalysis at a_medical clinic or other location as designated by the City,

immediatelv upon the request of authorized City representatives or agents in accordance with this
policy.

. Where the City has reasonable suspicion that an emplovee is under the influence of a

substance. he or she will be removed from the work srea amd provided with

transportation to the place of testing. The City should call the emerpency contact

indicated bv the emplovee or, if unavailable, arrange for the emplovee to_be
transported home following the test.

. Prior to submitting to testing, an emplovee or candidate mav confidentially disclose
to the independent medical examiner anv prescription drugs or over-the-counter
medications that he/she has taken or known medical condition that might interfere

with an accurate test result. Such information will onlv be revealed to the Citv as

permitted by law.
® At the discretion of the City, employees suspected of violatinp this policy may be

placed on administrative leave without pav pending test results. If the test resunlts are

negative; the emplovee will be reimbursed for any salary lost during administrative

leave.

46



® Specimens reported by the testing laboratory as adulterated or substituted will be
considered a refusal to test, and may be prounds for discipline. up to and including
immediate terminstion of employment.

. Should a candidate or emplovee fail the initial drug test, he or she will be notified of
the results and will not be allowed to perform work on behalf of the City. The
candidate or employee will have the option of requesting testing of the split specimen
within 72 hours at the Citv’s expense unless the candidate or emplovee presents
documentation that serious injury, illness, lack of sctual knowledge of the verified test
result or inability to contact the medical examiner prevented a timely reguest. If the
candidate fails to_regunest testing of the split specimen within 72 hours and the
candidate or employee has not presented sufficient documentation to excuse the delay,
City will take appropriate action including but not limited to discipline up to and
including termination of emplovment.

® If the test of the split specimen is also positive, the candidate or emplovee will have
the opportunity to explain the results. The City retaips the discretion to determine
the appropriate disciplinary action, up to and including termination of emplovment,
following two positive drug tests.

° An employee who has been removed from the work area or barred from the working
as a result of violating this policy, mav be subject to disciplinary action up to and
including immediate termination of employment. If an employee has pot been
terminated as a result of a violation. he or she may not commence or return fo work
unless he or she provides sufficient documentation that he or she has tested negative
for the presence of a substance and is not under the infiuence of a substance; has been
approved to commence or return to work onder the terms of this policy; has received
an cvaluation from a Substance Abuse Professional, has successfullv complied with
the recommendations of the Substance Abuse Professional. and testing for the
presence of a substance and the handling of test specimens was conducted in
accordance with guidelines for laboratory testing procedures and chain-of-custody
procedures established by applicable federal or state regulation.

. The City will take steps to ensure the integrity of the testing process and to ensure
that all test results are atiributed to the correct employee.

. The Designated Emplover Representatives responsible for receipt of testing resuits

and removal of emplovees from safety sensitive functions when they violate this policy
are the City Administrator and/or the Mavor.

other location as designated by the City to perform the aforementioned fests and release the results
of the testing to the City.

Chain of Custody Procedures: At the time specimens are taken, standard ‘chain of custody’ or ‘chain
of possession’ procedures will be followed and the emplovee shall be given a copv of these specimen
collection procedures.

Confidentiality and Privacy and the results of any

testing shall be kept strictlv_confidential by Citv to the extent reguired and permitied by law.
However, the Citv may use the results o decide upon an action to be taken towards an emplovee, or
to the extent necessary, to defend its actions in anv subsequent prievance, arbitration, or lepal or
other proceeding.
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D. Disciplinary Action:

Am _emplovee who violates this pelicy will be removed from the work area, and will be subject to
discipline, up to and including immediate termination of employment.

An emplovee who refuses to submit to testing when reguired under this policy will be removed from
the work ares, and mav be subject to immediate disciplinary action, up to and including immediate
termination of emplevment. Refusal to submit to testing shall include, but mav not be limited tos (1)

failure to appear for anvy test within a reasonable amount of time, after being directed to do so by

City, consistent with this policy and/or applicable regulations, including but not limited to FMCSA
or DOT regulation; (2) failure to remain at the testing site unti testing is complete: {3) failure to

provide a sufficient breath, saliva, blood or urine specimen for ans drug or alcohol test required by

this policy or applicable FMCSA or DOT regulation; (4) in the case of directly observed or monitored
collection in a drug test, failure to permit the observation or monitoring of the provision of a
specimen; (§) failure to provide a sufficient amount of saliva, breath, bleed or urine when directed.
and it bas been determined. through a regquired medical evaluation, that there was no adequate
medical explanation for the failure; (6) failing or declining to take a second test that Citv or the
collector has directed the emplovee to take; (7) failure to undergo a medical examination or

evaluation, as directed by the medical examiner as part of the verification process or as directed by
the Designated Emplover Representative; (8) failure to cooperate with anv part of the testing process;

(9) having a verified adulterated or substituted test result as reported by the medical examiner.

Any emplovee, who refuses to participate in rehabilitation/treatment as recommended as a result of
a positive test and evaluation by a substance abuse professional, will not be allowed to perform work
for the City and may be subject to disciplinary action up to and including termination of emplovment.

E. Additional Policies:

Searches: Upen reasousble suspicion, authorized City representatives or agents mayv_conduct
searches of personal effects, vehicles, lockers, desks and rooms for drugs/alcohol and related

paraphernalia, dangerous weapons, City property or property of other emplovees. Items discovered

throuph such searches mav be turned over to law enforcement authorities.

Notification of Drug Statute Conviction: As permitted by law, emplovees must notify the City within

S davs of anv criminal drug statute conviction,

Treanment: An emplovee who voluntarily informs the City that he/she has a drug or alcohol abuse
problem and desires rehabilitation assistance may be granted a leave of absence at the sole discretion
of the Ciiv. The sole purpose of such leave is to obtain the necessarv rehabilitation assistance. The
emplovee may be reguired to periodically provide proof that he/she is participating in ap appropriate
rehabilitation_or after-care program. Anv emplovee who returns to work after completion of a
rehabilitation program and who subseguently violates the substance sbuse policy may be
immediately discharged without regard to a request for further rehabilitation.

{Juestiony: Emplovees who have ynestions about this policy or who would like more information
regarding the effects of alcohol misuse and controlled substances on an individua)’s health, work and
personal life. sipns and symptoms of an alcobol problem, and available methods of intervening when
an alcohol and/or controlled substanee problem is suspected should contact his/her su pervisor or the

Cih Administrator.
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Compliance. All officers and employees of the City shall comply with and aid in all proper ways
in carrying out the provisions of these personnel rules and special departmental regulations.

Preemption. If inconsistencies are found to exist between the general law and the provisions of this
Personnel Manual, the general law shall govern. Additionally, if the contents of this Personnel
Manual shall conflict with the Washington Police Department Rules and Regulations or the
Washington Police Commission Rules and Regulations, or provisions of the City contracts with
Union representatives, sworn officers of the Washington Police Department, except Chief of Police,
then the Personnel Code shail be considered to be preempted by those rules and regulations and
provisions of the Union contract. (Amended 8/4/87) (Amended 4/15/91, R-361) [I-351)
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XV.

INTENTIONALLY LEFT BLANK
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APEENDIX

The Position Classification Plan is the foundation upon which are constructed all major phases of
a personnel program. Position classification can be defined as a Process by which different positions in
Jocal government are determined. The basis of these determinations is an objective and impersonal analysis
of the duties, responsibilities, and qualifications which-are necessary to the requirements of the positions.
As a result, the Position Classification Plan is a necessary item for an administrator in carrying out a
successful personnel Program. The position Classification Plan should insure fair treatment of salary
Prablems and maintain a safeguard against favoritism of employees. In short, a well-prepared plan can be
a foundation, for a sound system of personnel administration. The Position Classification Plan also provides
the basis for establishing an equitable pay plan. The Position Classification Plan also provides assistance
not only to personnel activities, but too many other phases of municipal administration.

Position Classification and Pay Plans are not something that can be worked out once and then
forgotten about. These plans must constantly be kept up to date from the time that they are devised. New
jobs are added, old ones are abolished, duties change, and qualification standards change with the times.
Because of these factors and many more continuous revision of the classification and pay plan is needed to
keep the class specifications and list of classes current.

(Code Revised 8/19/85, R-220.)

51



XX,

JOB OPPORTUNITIES POSTING/INTERNAL TRANSFERS AND PROMOTIONS

Full-time or year-round part-time employees who have worked in their current position for at least six (6)
months, may be considered for transfers or promotions from one job to another within the City, when the
transfer or promotion benefits both the City and the employee. The transfer or promotion shall have the
potential for contributing to the career development of the employee and increasing the employee’s
contribution to the City. At the time of application, the employee’s job performance and attendance will be
a factor in determining the appropriateness of the wansfer or promotion. Transfers of bargaining unit
employees will be covered by the applicable contract. Transfers or promotions may or may not result in
different benefits.

This policy applies to positions classified in the Pay Plan below Range 70. {0l 2147,
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XX.
UAL EMPLOY. PORTUN] (4) CY

The City of Washington is an Equal Opportunity employer committed to the principles of affirmative
action. As such, the City (1) is committed to providing a work environment free of discriminatory
employment practices; (2) values a culturally diverse work force and take steps to attract and retain qualified
minority employees; and (3) recognizes our social commitment to the community and actively recruits and
hires within our community.

The affirmative Action Policy ensures that all of the City's employment practices will be free of
discrimination in accordance with all applicable Equal Employment Opportunity Affirmative Action laws,
directives, and regulations of Federal, State and Local governing bodies or agencies; and that the City's
recruitment and selection process will include measures to attract qualified minorities and women to all
levels within the organization.

The City of Washington will not discriminate against any employee or applicant for employment because
of race, color or creed, religion, ancestry, national origin, sex, s affectional preference,
diszbility, age, marital status, e status with regard to public assistance, or any other status protected by

The City of Washington will take Affirmative Action to ensure that all employment practices are free
of such discrimination. Such employment practices include, but are not limited to the following: hiring,
upgxadmg, demotion, transfer, recruitment or recruitment advmlsmg, selection, layoff, disciplinary action,
termination, rates of pay or other forms of compensation, and selection for training, including
apprenticeship. The City of Washmgton prohibits the harassment of any employee or job applicant because
of any D . sex-pational-eriginr-er-racer The City of Washington will commit the
necessary time and resources, both financial and human, to achieve the goals of Equal Employment
Opportunity and Affirmative Action, 100rd 2147
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XXI.

ADMINISTRATION OF EMMPILOYEE PERSONNEL RECORDS

The purpose of this policy is to establish procedures and responsibilities for the maintenance of employee
personnel records.

1.

Establishment of procedures and responsibilities for maintenance of personnel records:

(a) The City Administrator is responsible for establishing and maintaining an official
personnel file for each employee of the City.

®) Department Heads are responsible for the forwarding of documents for inclusion in the
personnel files of those employees assigned to their department.

(©) Separate personnel files shall not be maintained by individual departments.
Identification of information to be included in the employee's personnel file:

(a) Permanent documents retained in the folder throughout the employment of an individual
with the City:

Employee application and related documentation.

Job description and specification information.

Job performance ratings and evaluations.

Education/training information.

Personnel action forms.

Employee data form including information related to benefits and payroll
deductions.

Establishment of procedures for the release and accessibility of personnel records:

(a) All information is considered confidential employee information except when requested to
verify information relating to job title, department, base salary, and dates of employment.

(b) Information contained in the personnet file will not be teleased to the public without the
express written permission of the employee unless otherwise rey y Yreedom

() Access to information contained in the persomnel file will be limited to the City
Administrator, Contvoller, Human Resources staff and the individual employee. The employee
must request access to his or her employee file in writing directed to the City Administrator, Each
employee shall be entitled to two (2) inspections per calendar year, at reasonable intervals. Within
seven (7) working days after submittal of the written request, the employee shall be entitled to
inspect any documents in that employee's personnel file which arc, have been, or are intended to
be used in determining that employee's qualifications for employment, promotion, transfer,
additional compensation, discharge or other disciplinary action except as follows: the employee is
not entitled to inspect (a) letters of reference for that employee; (b) any portion of a test document
(except cumulative total test scores); (c) materials relating to the City's staff planning where the
materials relate to or affect other employees; (d) information of a personal nature about a person
other than the employee; (e) records relevant to any other pending claim between the City and the
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employee which may be discovered in a judicial proceeding; (f) investigatory or security records
maintained by the City to investigate criminal conduct by an employee or other activity by the
employee requesting access which could reasonably be expected to harm the City's property,
operations, or business, or could cause the City financial liability; and (g) any other document not
required to be disclosed to the employee pursuant to Illinois Personnel Record Review Act, as
presently in effect or hereinafter amended. Access mmst be scheduled by appointment and must be
during regular business hours in the presence of authorized Human Resources staff.

(d Each employee folder will contain an entry log for recording every person’s access to the
records and the purpose for the access.

Ttems not included in the official personnel file and/or official Finance Department records of the
City may not be used for either promotional or disciplinary proceedings, unless the employee
falsified time and information,

This policy will be periodically reviewed to ensure compatibility with current accepted personnel
procedures.

These records are maintained during the tenure of the employee and for seven years after the

employee leaves City employment.
fOrd 2153)
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: : c "OMPUTER, INTERNET. ONLINE SOCIAL NETWORKING. AND
MEDIA RELATIONS POLICY

GENERAL POLICY STATEMENT. The City provides employees access to the City's internal
netwotk and to the Internet for the purpose of furthering the goals and objectives of the City.

City computers and network resources may be provided for work related purposes for use by
employees, subject to the policies set forth herein. City computers and networks may not be used
to disrupt management functions, and hardware and/or software shail not be destroyed, modified,
copied, transferred, decompiled, disassembled, disabled, or otherwise abused in any manner. Users
shall not seek information on other users on the City's network, including but not limited to their
passwords, files, data, electronic mail, or other data that may be stored and accessible through said
computers and networks.

Because the Intemnet is a finid environment that may include materials of questionable value, and
because it provides access to many, constantly changing resources throughout the world, it is
impossible for the City to review and pre-select materials that are appropriate for the use of our
employees. Therefore, the City has adopted practices regarding access to and use of City electronic
resources and networks, especially the Internet.

We have extensive systems and security mechanisms in place to ensure the security, integrity, and
appropriateness of the data on our networks. However, recognizing that the state of computing is
constantly evolving, and further acknowledging that no mechanism can be fully and constantly
capable of screening the ever-changing body of inappropriate Internet content from employees, we
rely on employees to comply with the requirements of this policy. The City may access and monitor
any employee's usage of any City system at any time.

DETAILED COMPUTER, INTERNAL NETWORK, ELECTRONIC MAIL, AND INTERNET
POLICY PROVISIONS.

(@) Management Administration Monitoring and Privacy

) The City has software and systems in place that monitor and record all Internet
usage. The City wants users to be aware that our security systems are capable of recording,
for each and every user, each World Wide Web site visit, the amount of time spent actively
using the World Wide Web, each chat, newsgroup access, email message, and every file
transfer into and out of our internal networks to the Internet, and we reserve the right to do
so at any time, without advance notice or warning to the user. No City employee should
have any expectation of privacy as to his or her Intemet usage, or the privacy of any
electronic mail message, file, download, note, or other data stored on or transmitted or
received through any City computing facility. The City will review computing activity and
analyze usage patterns, and may choose to publicize this data to assure that the City’s
computing resources ate devoted to maintaining the highest standards of employee
productivity.

2) The City, through appropriate management personnel, reserves the right to inspect

any and all data stored in public or private areas of networked and individual storage
systems of any kind, without notice or warning, and at any time or for any purpase,
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®)

(3) The City uses independently-supplied facilities to identify and block Internet
content that is inconsistent with the goals of the City. We will block access from within
our networks to all such sites that we know of or that our facilities identify. To be clear,
these facilities endeavor to block use of the network to create, view, send, receive, store,
display, or print text or graphics which may reasonably be construed to be obscene,
disruptive, or harmful to the working environment, but we acknowledge that no blocking
or filtering mechanism is capable of blocking all inappropriate content all of the time.
Offensive, distuptive, or barmful data inciude, but are net limited to any messages or files,
or data which contain the following:

pomographic or erotic images,

sexual implications,

racial sturs,

derogatory gender-specific comments,

information or instructions designed to cause physical harm to another person,

comments that offensively address a person's age, sexual orientation, religious

beljefs, political beliefs, national origin, or disability,

any comment which in any way defames, slanders, or libels another person,

® any comment intended to frighten, intimidate, threaten, abuse, annoy, or harass
another person,

) those data or activities which invade the privacy of another person

e & e w0

If an employee finds that hefshe is connected to a site that contains any of the above
material, he/she must disconnect from that site immmediately, regardless of whether that site
has been previously deemed acceptable by any screening or rating program, and inform the
supervisor of the incident. Similarly, an employee must inform bis or her supervisor if he
or she becomes aware that a fellow employee is accessing or has accessed material
prohibited above. The City's goal in creating the above standards and reporting requirement
is not to create an environment of fear and apprehensiveness for users accessing the Internet
and intemnal networks, but to affirmatively set forth content standards for users to be
mindful of when accessing these resources on (heir own.

“) The City will fully cooperate with requests from law enforcement and regulatory
agencies for logs, diaries, data, and archives on individuals’ computing activities.

Systems Management Data Integrity and Security

) Employees shafl download only those materials which are applicable to their
position in the City, and the size of the file(s) downloaded during any one session should
not exceed 3MB without permission of City systems management personnel. The use of
the City's Internet facilities to transfer data outside of these limits can create congestion
that may adversely affect everyone's ability to access Intemet resources of all kinds.

) No employee may use City computing facilities to download or distribute software
or data that is pirated, or in a manner inconsistent with its license agreement or applicable
copyright law and City copyright policy. Any software or files transferred in any manner
into or via the City’s computing facilities becomes the property of the City, subject to the
restrictions of any existing licensing agreement or applicable copyright law or policy. In
any event, such downloaded files, regardless of license ox license awnership, may only be
used in a manner consistent with their licenses or copyrights, applicable City policy, or
other controlling authority.
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©)

3) Unless software or data transferred into the City's computing facilities is past of an
approved city program, employees must understand that the unauthorized use or
independent installation of nonstandard data may cause computers and networks to
function erratically, improperly, or cause data loss, and should take that into consideration
when installing software not directly related to or approved through an existing curriculum.
Users should seek the assistance of qualified systems management personnel in using non-
standard sofiware and data, and must never install downloaded software to networked
storage devices without the assistance and approval of appropriate personnel.

@) No employee may use the City's computing facilities to propagate any virus, worm,
Trojan horse, trap-door program code, or any form of destructive or malicious computer
instruction. Further, employees may not propagate any virus "warnings” via electronic mail
except to alert appropriate City systems management personnel.

) Esmployees may not intentionally delete or modify data. Users must respect the fact
that, much like a library, software and data are made available for all to use and benefit
from. )

6) No employee may use the City's computing facilities to disable or overload any
computer system or network, or to circumvent any system intended to protect the privacy
or security of another user or the user's data.

Q) Al data that is transferred into the City's computing facilities must be checked for
viruses before it is run or otherwise accessed. On computers where virus scanning takes
place automatically, the virus scanning software must not be disabled, modified,
uninstalled, or otherwise inactive. If you are uncertain as to whether the workstation you
are using is capable of detecting viruses automatically, or you are unsure whether the data
has been adequately checked for viruses, you should contact appropriate City systems
management personnel.

) No employee may use the City's computing facilities to access or attempt to access
stored materials or data that are not appropriate for their position, or are outside the scope
of their emplayment duties.

User IDs and Passwords

() Every employee accessing City computing resources will be assigned a User ID
and password that functions as your method of access to our computing facilities. You
should guard this information just as you would guard any other identifying material like
your home phone number, address, or bank account numbers. Users will be held fully
accountable for activity that occurs on any City computing facility under your User ID and
password, regardless of whether the person assigned to the User ID and password is the
actual user. Therefore, great care should be taken not to share or otherwise disclose this
information to another person.

2) User IDs and passwords should never be written in a conspicuous place, written
down together, or shared with any third party. If you lose or forget your password (or User
ID and password together), the employee must immediately inform appropriate City
systems management personnel so his/her account can be temporarily deactivated and a
new password assigned.
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(d)

3) The City has security facilities in place to detect an intruder who may be attempting
to use or guess another's User ID and password to gain access to resources they are not
authorized to use. If you find that your account has become disabled because of an
intruder's attempt to access our computing facilities, you should contact appropriate
systems management personnel for assistance.

Electronic Mail

(1 Electronic mail should primarily be used for internal City business and other
activities directly related to a user's employment. While we recognize that a certain amount
of personal use occurs with any communications medium, we strongly discourage users
from using City computing resources for personal communication, and expressly prohibit
their use commercially or for personal enrichment or profit.

@) Though electronic mail is a fast and relatively easy mode of communication,
nothing should be included in an electronic mail message that the user would not want read
by a third pasty. Although it is rare, the interconnected nature of the Internet and its
component disparate computing networks makes it possible for a third-party interceptor to
store, view, read, print, and disseminate the contents of any electronic mail message to
anyone else, The City has security facilities in place to prevent unauthorized access to our
internal networks and electronic mail stored there, but be aware that messages transmitted
outside our networks may be equally protected, less protected, or not protected at all. The
likelihood of such an interception is extremely low, but still possible, so you should
therefore take great care when transmitting sensitive or confidential information. City
employees should not transmit sensitive or identifying information via electronic mail.

(3) Electronic mail shonld be retained only as long as needed, and not archived or
otherwise stored beyond the time that it may reasonably need to be referred to.

(4)  Employees may not use City electronic mail facilities to propagate chain letters,
advertising, jokes, personal files, images, or any other materials not directly related to their
employment or education. Use of electronic messaging or similar services is expressly
prohibited, unless prior approval and authorization is received from the appropriate City
systems management personnel.

(5) Employees should keep in mind that electronic mail is a written form of
communication, just like a paper letter. Though electronic mail is relatively spontaneous
compared with regular mail, you should take care to use the same level of discretion and
forethought before you send your message, and additionally check it for completeness,
accuracy, and grammar just as you would any written correspondence.

6) The City may, at any time and without warning, move or delete data stored on
networked systems to efficiently allocate computing resources to all users. While every
reasopable attempt will be made to inform users of such moedifications or deletions, users
should preserve important or sensitive data on a disk or other removable storage medium,
and particularly recognize that there may be circumstances when such a notification will
not be passible, such as at the end of a fiscal year or during a vacation period.

Enforcement
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ey Any user identified as a security risk or having a history of problems with
computing systems may be denied access to the City's computing facilities, with or without
advance notice, warning, or opportunity to cure a defect that may result in such a revocation
of privileges.

2 The City will report all violations or suspected violations of City, local, State, or
Federal laws and policies to the appropriate administrator, agency, or law enforcement
authority, and will cooperate fully in the investigation of any activity which may violate
established law or doctrine.

3 Violations of this Acceptable Use Policy will be investigated by appropriate City
personnel. Where appropriate, disciplinary action will be taken against employees violating
any provision of this Policy.

3. Ouline Social Networking

The Citv is committed to maintaining a pood relationsbip with its emplovees and the community. The
way the public views the City is vital to retaining first-class emplovees, recruiting aew emplovees and

marketing eur communitv. While the City has no intention of controlling emplovee actions outside of

work, employees should practice caution and use discretion when posting content online. Emplovees
have the right to use sacial media for personal expression on their own time, and the City will not violate
emplovee privacy bv attempting to access content that has not been made available publiclv. This policy
serves as a notice on the practice of social networking for all emplovees to read and understand. As
more concerns develop and lepislation is released. this policy is subject to change

The purpose of this policy is to puarantee a constructive relationship between the City and its emplovees.
manape risk and preserve the Citv’s positive reputation, discourage the use of City time for personal

social media activities, and promote awareness among emplovees of the number of individuals who can
access information presented on social networking sites.

Yor the purpose of this pulicy. the following terms are defined as follows:

. Social nepvorking or social media refer to anv activiiv that involves interaction in online
communities including, but is not limited to, browsing profiles and photos, reading
messages sent through social networking forums, and participating in instant messaging
services.

. A social networking site is anv website that links individuaks electronically and provides
a forum where users can connect and share information including sites like Facebook.
Twitter, Instagram, Pinterest, Tumblr, or Linkedin. The list of social networking sites

is constantly growing and changing and is not limited to the examples listed above,

A _social_networking

petworking site, usually containing personal information such as name, birthday, photo,

and interests.
. Micro-blogging is the practice of publishing vour recent whereabonts. thoughts or

activities en a social networking site for other users to see. While not all social

networking sites use micro-blopging. this is a primary focus of sites such as Twitter and
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Facebook,

[ Business purposes is considered using a social networking site for the City’s gain, usually
as a task or assignment given by the City Administrator or Chief of Police. This can be
done either throurh a specific City account on a given social networking site.

. The term Working Hours includes anv time emplovees are being paid to conduct Cin
business. Standard working hours are from 8:00am to 5:00pm Monday through Friday.

This timeframe may vary based on job type and responsibilities.

it is important that employees use their time while at work to conduct City business. Emplovees are not
blocked from access to social networking sites on City computers because, upder some circumstances,
social networking is 2 powerful business too} that can be chanpeled to gain positive publicity for the
communitv. However. access to such websites does not mean they can be used at any time. The following
actions are prohibited during working hours:

. Using social networking sites to conduct personal or non-City business
Browsing social networking sites for pon-Ciity business on City time

. Reading email alerts regarding personal social networking account activity or using City
email to correspond with personal social networking contacts

° Updating information, uploading photos or otherwise engaging with eme’s personal
social networking profile for non City purposes
° Micro-blopping for a non-business pu: on a social networking site throughout the

day, whether it is on a Citv-provided computer or a personal smart phone device

Having vour own individual social networking account and using it on \our own time is certainly
permissible. However, keep in mind that some actions on your personal site are visible for the entire
social networking community and may no lonper be considered private matters. The City has put it in
place a set of conduct guidelines to protect its position and prevent the unwanted disclosure of
confidential information. Please follow these puidelines:

. Do not use micro-blogging features to disclose confidential or any information which is
not considered public knowledge,

. We urge you to consider resolving workplace grievances internalh. If you choose to
address a prievance using social media, refrain from posting comments and materials
that could be viewed as malicious, obscene, threatening, intimidating or that could create
a hostile environment on the basis of race, sex, disabilitv, religion or anv other status
protected by law.  *

[ Refrain from posting anv scornful, reckless, or maliciously_untrue comments. These
communications may not be protected by law,

. Do not impersonate the City or other emplovees/officials. make statements on behalf of
the Citv, or make statements that can be construed as establishing the Citv’s official
position or policy on any particular issue,

° In order to avoid confusion or perceived misinterpretation of the City's pusition on issues. if
an emplovee mentions the City and also expresses either a political opinion or an opinion
reparding the Citv’s actions. the employee should specifically state that the opinion expressed
is his/her personal opinion and not the Citv’s pusition.

As stated above, the purpose of this policy is to protect the City’s place in the community and prevent

the disclosure of confidential information. Violating these guidelines mav result in a warning or
discinline. It is not the Cityv’s intent to interfere with its emplovees® legal rights. Whenever state or
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federal law govern an area of social media participation, the Citv’s policies should be interpreted as to

comply with them.
4. Media Relations

The City is committed to providing the media with accurate information. To avoid discrepancie:

specific puidelines should be followed when a media inquiry is received.

All media_inguiries reparding the City and jts operation must be immediately referred to the
Administrator who is authorized to determine who is the most appropriate spokesperson.  In many
instances, the Mavor or other elected officials are the preferred spokesperson. Media inguiries on Police
operations must be directed to the Chief of Police. Unless specificallv designated by the Administrator

or_Chief of Police. emplovees are not authorized to_make statements. Please contact the City
Administrator with any guestions or concerns vou have reparding the Media Relations Policy.
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XXIIL

Policy Prohibiting Sexual Harassment and Other Forms of Discrimination

discrimination and harassment. Discrimination or harassment of any kind because of race, color,
religion, sex, sexnal orientation, marital status, order _of protection status, national origin or

ancestry, citizenship status, ape, disability, wmilitary status or amnv other lepally protected
characteristic/activity is prohibited.

L PROHIBITION ON SEXUAL HARASSMENT

1t is unlawful to_barass a person because of that person's sex. All persons have a right to work
and to conduct their activities within the City in an environment free from sexual harassment.

Sexual harassment is unacceptable misconduct which affects individuals of all genders and sexual
arientations. 1f is a policy of the City of Washington to bit hurassment of any person by any

City official, apent, employee or apency or office on the basis of sex.
IL DEFINITION OF SEXUAL HARASSMENT

Sexual harassment is any unwelcome sexualadvances or requests for sexual favors or any conduct
of a sexual nature when:

a Submission te such conduct is made either explicitly or implicitlhy a term or
condition of an individual's emplovment or access to/use of a City service. or

{2)_  Submission to or rejection of such conduct by an individual is used as the basis for
employment or other City decisions affecting such individual, or

(3)  Such conduct has the purpose or effect of substantiallv interfering with anp
individual's work performance or creating an intimidating, hostile or offensive working or

other environment.

Conduct which may constitute sexual harassment includes:

- Verbal: sexual innuendos, suggestive comments, insults, bumor, and jokes about
sex, anatomy or gender-specific traits, sexual propositions, threats, repeated requests for

dates. or_statements about other employees, even outside of their presence.of a sexuasl
nature.

supgestive or insulting sounds (whistling), leering, obscene gesture

Non-verbal:

;;terinl or websites.

= Physical: touching, unwelcome hugging or kissing, pinching, brushing the bodv,
any coerced sexual act or actual assauit.
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- JTextuaVElectronic:  “sexting' (electronicaily sending _messapes with sexual
content, including pictures and video), the use of sexually explicit language. harassment,

evber stalking and threats via all forms of electronic communication {e-mail,

text/picture/video messages, intranet on-Jine postinps, blogs instant messapes and social
network websites like Facebook and Twitter).

The most severe and overt forms of sexual harassment are easier to determine. On the other

end of the spectrum. some sexual harassment s more subtle and depends.to some extent,
on individual perception andinterpretation.

. OTHER PROHIBITED HA RASSMENT

In addition te sexual barassment, harsssment on the basis of anv other legally protected

characteristic/activity in emplovment or sccess/use of a City service is also a form of discrimination.
Such harassment is prohibited and is a violation of this Policy.

Haressment is verbal or physical conduct that denigrates or shows hostility or_aversion toward
an individual because of one or more legally protected characteristics/activities that: (1) has the
purpose or effect of creating an intimidating, hostile or offensive working or other environment;(2)
has the purpose or_effect of unreasonablv interfering with an individual's work performance; or
3

otherwise adversely affects an individual's emplovment or access/use of a City service.

Harassing conduct includes, but is not limited to, the following: 11) epithets. slurs. nepative
stereotyvping, or threatening, intimidating or hostile acts that relate to a lepally protected
characteristi¢/sctivity; and (2) written or graphic material that denigrates or_shows bostility _er
aversion toward an individual or proup because of a lepally protected characteristic/activity,

IV.  REPORTING PROCEDURE

An_individual who either observes sexusal or other harassment/discrimination, er believes
herself/himself to be the object of sexual or other harassment/discrimination should deal with the
incident(s) as directly and firmly as possible by _clearlv communicating bher/his position to_the
offending individual, and her/his immediate supervisor. It is not necessary for sexualharassment or
other harassment/discrimination to be directed at the person makinp the report.

Proper responses to conduct  which is believed to be sexual harassment or other

harassment/discrimination. include the following:
»_ Electronic/Direct Communication. The harassed/discriminated apainst individual

should directly and clearlv express her/his objection that the conduct is unwelcome and
request that the offending behavior stop. The initial message may be verbal. If subsequent
messages are needed, thev should be put in writing in a note or a memo.

- Contact with Supervisory Personnel At the same time direct communication is
undertaken, or in the event the individual feels threatened or intimidated bv the situation.
the problem must be promptiv reported to the immediate supervisor of the person making
the report, the department head, the Citv Administrator,or the Mavor.

The individual experlencing what he or she believes to be sexual harassment or other
barassment/discrimination must not aysume that the City is aware of the conduct. If the
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individual fails to_notify a supervisor or other responsible official, the City will not be
presumed to have knowledge of the harassment/discrimination.

= Resolution Quiside the City. The purpose of this policy is to establish prompt,
thorough and effective procedures for responding to every report and incident so that
problems can be identified and remedied bv the Citv. However, all City emplovees have
the ripht to contact the Ilinois Department of Human Rights (IDHR) or the Equal
Employment Opportanity Commission (EEOC) for information regarding filing a formal
complaint with those entities. An IDHR complaint must be filed within 180 days of the

alleped incident{s} unless it is a continuinp offense. A complaint with the EEOC must be
filed within 300 davs.

Documentation of any incident may be submitted with anv report (what was said or done, the
date, the time_and the place), including, but not limited to, written or elecfronic records such as
letters, notes, memos and telephone messages.

Al allegations, including anenvmous reports, will be accepted and investipated vepardiess of how
the matter comes to the attention of the City. However, because of the serious implications of
sexual harassment and other harassment/discrimination charges, and the difficulties associsted
with their investipation and the guestions of credibility involved, the complaining individual's
willing _cooperation is a vital component of an effective ingmiry and an appropriate outcome.
Statements made and information gathered during any investigation undertaken in response to &
complaint will be kept confidential to the extent possible.

X PROHIBITION ON RETALIATION FOR REPORTING
HARASSMENT/DISCRIMINATION ALLEGATIONS

No Citv official, agent. employee or apency or office shall take any retaliatory action_against any
individual due to the individual's:

1 Disclosure or threatened disclosure of any violation of this Policy,

2, The provision of information related to or testimony before any public body
conducting an investipation, hearing or inquiry inte any violation of this policy, er
Assistance or_participation in any investigation or any proceeding to enforce the

provisions of this Policv.

{ied

No individual making a report will be retaliated apainst even if a report made in good faith is
not substantiated,

Pursuant to_the Whistleblower Act (740 TLCS 174/15(a)). the Citv may not retaliate against an
employee who discloses information in a cours, an administrative hearing, or before a lepislative
commission or commiftee, or in any other proceeding, where the emplovee bas reasonable cause
to believe that the information discloses a violation of a State or federal law, rule. or regulation.
In_addition, the Citv may not retaliate apainst an emplovee for disclosing information to_a
government or law enforcement agency. where the emplovee has reasonable cause to believe that
the information discloses a violation of a State or federal law, rule or regulation. {740 ILCS
174/15(b)). The State Officials and Emplovees Ethics Act (S 1LCS 430/15-10) may provide
whistleblower protection from retaliatory action.

According to the Illinois Human Rights Act (775 ILCS §/6-101), it is a civil rights violation for a
person, or for twe or more people to conspire, to_retaliate apainsta person because he/she bas
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epposced that which he/she reasonably and in _pood faith believes to be sexual harassment in
employment, because he/she has made a charge. filed a complaint, testified, assisted, or participated
in an investipation, proceeding, or hearing under the Illinois Human Rights Act.

M1 CONSEQUENCES OF VIOLATION OF THE PROBIBITION

Vi A

HARASSMENT/DISCRIMINATION AND RETALIATION

ON

Anv violation of this Policy shall result in_ disciplinary action up to and including discharve.
Additionally, the City mav take anv other actions and seek any other remedies available to it under

applicable law.
1L CONSEQUENCES FOR RNOWINGLY MAKING A FALSE REPORY

Yalse and frivolous charges refer o cases where the accuser is using a sexual harsssment or
harassment/discrimination complaint to accomplish some end other than stopping  the

harassment/discrimination. It does not refer to charges made in pood faith which cannot be

== s T T UATION. 11 £ocs not refer fo charges made il good faith which cannot be
proven. Given the seriousness of the consequences for the accused, a false and frivolous charpeisa
severe offense that can itself result in disciplinary action up to and including discharpe.

VII. INVESTIGATION PROCESS

Complaints of sexual harassment or other forms of harassment/discrimination should be
thoroughly and impartially investigated and a determination rendered prompuiv. The
Investigation shall be conducted bv the Chief of Police, unless the Chief of Police or another

member of the City Police Department is the alleged harasser, or_the Citv Administrator
determines for anv reasen, that the Chief of Police shouid not conduct the investipation, in which

case the investipation will be conducted by the Citv Administrator or his/her designee. To the

extent practicable, the City endeavors to_majntain confidentiality of complaints and anv related

investigation.

Linless the City Administrater is the alleged harasser,all information gathered by the City during
the investipation process shall be reported to the Citv Administrator, and the City Administrator

shall then make adetermination on the merits of the harassment/discrimination complaint. If the
City Administrator is the alleped harasser. or the Citv_Administrator recuses himseli/berself from

the decision-making process, then the Controller shall be provided with all of the investipation

information and shall make the determination.

M it is determined that harassment/discrimination has occurred, the City_shall take prompt
remedial and corrective action, including appropriate disciplinary action against the individual

responsible for the harassment/discrimination.
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EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT

THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

LEAVE
ENTITLEMENTS

BENEFITS &
PROTECTIONS

ELIGIBIRITY
REQUIREMERTS

REQUESTING
LEAVE

EMPLOYER :
RESPONSIEILITIES

ENFORGCEMENT

Eligible employees who work for & covered employer can taks up to 22 wealks of unpald, jobprotected leave in 2 12<month paried
for the following reasong:

The birih of & ¢hild or pizcement of a child for adoption e foster care;

To bond with & ehlid {l=ave must be taken within 4 yeer of tha child's birth or plecamant):

To care for the employea's spouse, child, o perent who has & qualifying scrlous health condlilon;
mmmm'smwmmmmmmmmmmmmmmwhm
Far quslifying exigencias related to the forelgn deployment of a military member wha Is the employze's spouse,
echild, or parent.

An eRgible employes who s & covered servicamember’s spouss, chilld, parent, of next of idn may also take up o 26 weeks
of FMILA leave In a single 12-month period to care fo7 the servicomember with & sarious InJury os flineas,

9 % o B o

An employes does not need 1o use (eeve in one block. When & s medicatly necessary as otherwise permiited, employees
may taka leave Intermittently or on & reduced schodule,

Employees may chuose, or an employer may require, use of accrued pald {aave while taking FMLA Jsave. if an employee
substinnes accrued pald loave for FMLA leave, the employee must comply with the employsr's normal pald leave policles.

mmmmmmmwmmmmemummmumanm

Upon retum fram FMLA leave, mast employses must ba restored to the same jobs or ona acarly Identicsl ta It with
equivalent pay, benefits, and other employment terme and eonditions.

An employer may aot interiere with an individual’s FMLA righis of retellate &EBIRSt someons for ysing or irylng to use FMLA leave,
oppesing any practice mads unlawiul by the FMLA, or being Involved (n eny preceeding undss or selated to the FRILA.

An empioyee who worka for 8 covered employer rust meet three exiteria in onder to bs eligible for FELA leave. The employee must:

e Have worked for the employer for at least 12 months;
©  Have st loast 1,250 hours of service In the 12 months bafora taking leave;* and
o Work et 8 location where the empioyer has at least 50 employees within 75 miles of the employes’s worksits.

*Spacial “hours of service” requirements apply to abfine RIEht erew employees,

Generally, employees muat ghve 30-days’ advance notice ol the need for FMLA (eave. 17 it Is not possible to give 30-days’ notice,
memﬂmmmmmummm,mwtmmwmm

Enmmdamhmwﬂmamedudms&wlmmmlnlomﬂnnw&unmhymukmm
rnmeummmmmmmwmmM|mmmmmmwmemuu
wmbomwparfcfmhhwtmhbfuwumﬂutaMymhmammn«tmdﬁya:ﬂvmu.ummwmw
continulng ed:col trestment is necessary. Employaes must inform the empioyer i the need for teave Is for a reason for which
FPALA leave vas previously tahen or certified.

Employers can require a cerilfication or periodic recertification supporting the need fior leave. if the employer detsrmines that the
wmhuunhlnmm,nmwweamnmﬂummmmnm“almmmaﬁmIsvequlved.

OMomempmmnmmalmemm'smdmmlshrammmanualmnndammma
emplmmmmﬂtymmmﬂmbtmbmmmummillmmmmMdaambadmm
responsibliities under the FILA. If the smployea Is not eligible, tie employes rust provide & ressen for inelgihifity,

mwmmunnwmmmmlmmvmummasmum,mwu,mmmmmmmm
FRALA loave,
mmsmyﬁbamphmmmus.bepamntdubmmwHourDMsbn.mmaybﬂngaprlvateBawsuﬂ
agalnst an employer.

The FLA does not effect any federal or stz low prohibiiing discrimination or supersede any stale o7 lecal law or eollective
bargaining agieenent that provides greater family or medics loeve rights,

For additional information o to file a complaint:

1-866-4-USWAGE

(1-866-487-9243) TTY: 1-877-8809-5627

www.dol.gov/whd

U.8. Department of Labor | Wage and Hour Division

WH1420 RAEVD4/18
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