
 

 

EXHIBIT “A” 

 
GRIEVANCE FORM 

(use additional sheets where necessary) 
 

Date Filed:        

 
Department:  Village of Freeburg – Public Works 

 
Grievant’s Name:             

   Last   First    M.I. 
 

STEP ONE 

 

Date of Incident or Date Knew of Facts Giving Rise to Grievance:       
Article(s) and Section(s) of Contract Violated:          

Briefly state the facts:             
              

              
Remedy Sought:             

              

 
Given To:       Date/Time:       

 
              

Grievant’s Signature     Union Representative 

 
EMPLOYER’S STEP ONE RESPONSE 

 
              

              
              

 

              
Employer Representative Signature   Position 

 
              

Person to Whom Response Given   Date 

 

STEP TWO 
 

Reasons for Advancing Grievance:           
              

              
 

Given To:       Date/Time:       

 
              

Grievant’s Signature     Union Representative 



 

 

EMPLOYER’S STEP TWO RESPONSE 

 
              

              
              

 

              
Employer Representative Signature   Position 

 
              

Person to Whom Response Given   Date 
 

STEP THREE 

 

Reasons for Advancing Grievance:           
              

 
Given To:       Date/Time:       

 
              

Grievant’s Signature     Union Representative 

 
EMPLOYER’S STEP THREE RESPONSE 

 
              

              

 
              

Employer Representative Signature   Position 
 

              
Person to Whom Response Given   Date 

 

STEP FOUR 

 

REFERRAL TO ARBITRATION 
 

By:        
 

              

Person to Whom Referral Given    Date 
 

       

Union Representative or Village Representative 



 

 

EXHIBIT “B” 

 
DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE POLICY 

 
 

The Village is committed to providing a safe healthy and efficient working environment for all employees.  

To help achieve this goal, employees are prohibited from: 
 

(A) Reporting to work with any illegal drug in his/her system, possessing, distributing, selling, 
manufacturing, or the usage of any illegal drug. 

(B) Reporting to work with any alcohol in his/her system, consuming alcoholic beverage while on 
Village premises, in Village vehicles, or while on Village business or time, or bringing alcohol onto 

Village premises or job sites, unless specifically approved by the Village Board of Trustees; and, 

(C) Abusing prescription drugs or possessing prescription drugs that have not been prescribed for the 
employee by a physician. 

 
An employee who violates this policy is subject to corrective action up to, and including, termination of 

employment.  Use of some drugs is detectable for several days.  Detection of such drugs or the presence 

of alcohol will be considered as usage.  Refusal to submit to a drug and/or alcohol screen is grounds for 
immediate termination. 

 
Employees using prescription drugs according to a physician’s instructions or using over-the-counter 

drugs for medicinal purposes shall, in the event such drugs could impair their physical, mental emotional 
or other faculties, notify their department head for further consideration. 

 

The Village’s substance abuse program includes several components to support its efforts to remain drug-
free, including: 

 Supervisory training; 

 Employee awareness program; 

 Drug testing of all applicants; 

 Drug testing for accidents involving personal injury requiring medical attention and/or property 

damage; 
 Drug testing when a supervisor reasonably suspects that an employee is using during working 

hours; 

 Drug testing on a random basis at the discretion of the Board. 

 

All information relating to drug and/or alcohol screens is to be kept strictly confidential.  The information 
will be kept in each employee’s medical file, which will be maintained separately from the employee’s 

personnel file.  These medical files will be kept locked and secured, and access will be limited to the 
Mayor, Personnel Committee, Administrator and Health Insurance Coordinator in the Village.  Under no 

circumstances shall the results of a drug and/or alcohol screen be discussed with individuals that do not 
have a work-related need to know.  If employees are involved in an accident causing damage to property 

or requiring medical attention, it is mandatory that the employee be screened to determine whether they 

test positive for drugs and/or alcohol.  NOTE:  A positive drug or alcohol test may result in the 
loss of Workman’s Compensation benefits. 

 
If a supervisor reasonably suspects that an individual is at work and using alcohol and/or drugs, the 

supervisor should notify the department head or Mayor to seek authorization to test the employee.  The 

supervisor will be granted permission to test the employee if sufficient objective symptoms exist to 
indicate the employee may be using drugs and/or alcohol.  Symptoms may include, but are not limited to, 

slurred speech, uneven gait, impaired mental functions, extremely dilated pupils, smell of alcohol present 
or erratic behavior.  The supervisor or department head should make a written record of the employee’s 

name, the date, time and symptoms present.  This documentation should be attached to the test results 
and kept in the confidential medical file as justification for why the tests were performed.  In the State of 



 

 

Illinois, “reasonable suspicion” is defined as anything more than a hunch.  Drug testing may include both 

blood and urine samples. 
 

In the case of employees being tested for reasonable suspicion of substance abuse, the supervisor shall 
take the employee to the testing facility designated by the Village and shall arrange for transportation of 

the employee to his or her home after the testing. 

 
The individual tested for reasonable suspicion shall not return to work the day of testing, but shall be 

sent home with pay.  Pending the outcome of the testing, the employee shall not be permitted to return 
to work but shall continue to receive their normal pay.  If testing results are negative, the employee will 

be allowed to return to work with no loss in pay.  If the test results are positive, the employee shall cease 
to receive pay, must be re-tested, and must test negative before being allowed to return to work.  The 

employee’s normal pay shall resume upon returning to work.  At the employee’s option, accumulated sick 

leave and/or vacation can be taken to avoid loss of pay. 
 

Violations of this policy, whether discovered by random testing, compulsory testing following an accident, 
or by employee admission shall be handled as follows: 

 

For the first violation the employee will be offered an opportunity to enter a substance abuse 
rehabilitation program. 

 
If the employee chooses not to enter a substance abuse rehabilitation program after a first offense, he or 

she must test negative before being allowed to return to work and, after returning to work, will be 
subject to random testing for the next three (3) years.  A positive test result during that three (3) 

year period will result in the employee’s termination. 

 
If the employee chooses to enter a substance abuse rehabilitation program after a first offense, he or she 

must test negative before being allowed to return to work and, after returning to work, will be subject to 
random testing once every three (3) months for one (1) year.  If the employee again tests positive 

during that one (1) year period, he or she shall have the option of entering an additional rehabilitation 

program.  Whether or not the employee enters such additional rehabilitation program, he or she will be 
subject to random testing for an additional three (3) years and another positive test result during that 

three (3) year period will result in termination. 
 

Any employee, who is allowed to return to work following a violation of this policy, whether or not he or 

she is participating in a substance abuse rehabilitation program, shall be expected to maintain 
satisfactory job performance.  Nothing contained in this policy shall be construed to prevent an employee 

from being disciplined for any other misconduct, which may occur while using or under the influence of 
prohibited drugs and/or alcohol.  Any employee convicted under any drug or alcohol related criminal 

statute shall be deemed to be in violation of this policy. 
 

While the Village does not condone the abuse of alcohol, prescription drugs, and/or the use of illegal 

drugs, the Village does recognize that addiction to drugs and/or alcohol can be treated.  If an employee 
recognizes a personal addiction or abuse problem and seeks assistance from management, the Village 

will assist the employee in seeking treatment.  This treatment will be at the sole cost and expense of the 
employee.  The confidential nature of the employee’s counseling and rehabilitation for drug and/or 

alcohol abuse will be preserved. 

 
While the Village health insurance plan may provide rehabilitation benefits under certain conditions, such 

benefits are not guaranteed and it shall be the responsibility of the employee to qualify for any available 
benefits.  Employees are encouraged to read the health insurance plan in force from time to time for 

further information. 



 

 

Access to the Village’s premises is conditioned upon its right to inspect or search the person, vehicle, or 

personal effects of any employee or visitor.  This may include any employee’s office, desk, file cabinet, 
closet, locker, or similar place.  Because even a routine inspection or search might result in the viewing of 

an employee’s personal possessions, employees are encouraged not to bring any item of personal 
property to the workplace that they do not want revealed to the Village. 

 

Any prohibited materials (or materials that may be found to be prohibited) that are found in an 
employee’s possession during an inspection or search will be collected by management and placed in a 

sealed container or envelope.  The employee’s name, date, circumstances under which the materials 
were collected, and by whom they were collected will be recorded and attached to the container or 

written upon the envelope.  If after further investigation, the collected materials prove not to be 
prohibited, they will be returned to the employee, and the employee will sign a receipt for the contents.  

If the prohibited materials prove to be illegal and/or dangerous, they will not be returned to the 

employee but will be turned over to the appropriate law enforcement agency. 
 

From time to time and without prior announcement, inspections or searches may be made of anyone 
entering, leaving or on the premises or property of the Village.  Refusal to cooperate in such an 

inspection or search is grounds for termination.  No employee shall place or utilize a lock on any Village 

property including lockers, desks or cabinets without providing the Village with a spare key to gain access 
to the locked area in the event the employee is unable or unwilling to open the lock. 



 

 

EXHIBIT “C” 

 
VILLAGE OF FREEBURG TIME CLOCK POLICIES 

 
 All union, part-time and seasonal (non-exempt, non-appointed) employees are required to “punch” a daily 

time card using a designated time clock at the start and end of each workday. 
 Employees must punch in prior to the start of their work shift and be ready to begin work at their work 

assignment at the starting time of the shift.  Employees must punch out at the end of the work shift.  
Employees are not required to punch out for regular breaks and/or meal time allowed during their shift. 

 Employees who leave during the middle of their shift for approved leave and then return to work must 
punch out when they leave and then punch in again when they return to work. 

 For the purpose of computing compensation, time clock punches will be rounded forward ro backward, 
according to a seven minute time period. 

o Use the following as a guide when determining the round: 
 

7:53 a.m. to 8:07 a.m. = 8:00 a.m. 
8:08 a.m. to 8:22 a.m. = 8:15 a.m. 
8:23 a.m. to 8:37 a.m. = 8:30 a.m. 
8:38 a.m. to 8:52 a.m. = 8:45 a.m. 
 

o This time allowance does not excuse tardiness or leaving early; employees are expected to be 
ready to work at the beginning of their scheduled shift and remain on the job until the end of their 
shift. 

 
 A pattern of time clock policy violations, such as late punch ins, early punch outs, or missed punches, will 

subject an employee to disciplinary procedures set forth on the following schedule: 
 

Occurrences  Discipline  Duration of  Occurrences During 
      Corrective  Corrective 
      Disciplinary Action Disciplinary Action   
(In any 12-month 
Period)              
1-3   No Formal 
   Discipline          
4   Verbal 
   Warning           
5   Written  
   Warning           
6   Written    90 Days   Any two occurrences within 90 
   Reprimand     days will result in a 1 day 
         suspension    
7   One Day   90 Days   Any two occurrences within 90 
   Suspension     days will result in termination  
8   Termination          

 
 No one may possess or punch the time card of another employee under any circumstance.  Falsifying any 

time card records is strictly prohibited.  Such actions shall be grounds for disciplinary action, up to and 
including immediate dismissal. 

 If an employee fails to punch his or her card, he or she must notify the appropriate supervisor.  Failure to 
punch in and out appropriately shall be grounds for disciplinary action. 

 Only the appropriate supervisor may alter any information on a time card.  Any alterations must be initialed 
and dated by the supervisor.  On rare occasions, such as an employee being unavoidably detained or unable 
to punch in or out due to an emergency, supervisors may make alterations or excuse a late punch in or 
punch out, as the case may be.  All such requests for alterations or to be excused shall be within the sole 
discretion of the supervisor. 

 The appropriate supervisor must authorize any overtime.  Employees must punch the time clock when 
reporting for a callout or overtime. 

 Any time clock malfunctions must be reported immediately to appropriate supervisor. 

 


