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MEETING OF PERSONNEL & PUBLIC SAFETY COMMITTEE

(Personnel/Police/ESDA /Fire)
(Baker/Smith/Mattern)

A Personnel and Public Safety Committee Meeting of the Village of Freeburg will
be held at the Municipal Center, Executive Board Room, Monday, November 9, 2009,
at 4:00 p.m.

PERSONNEL AND PUBLIC SAFETY COMMITTEE MEETING

L. Items to be Reviewed

POLICE COMMITTEE:
A. 0Old Business

1.
2

Security camera for lobby
HIN1 (swine flu)

B. New Business

1.

Dispatching fees

PERSONNEL COMMITTEE:
A. Old Business

1.
2

3.

Approval of October 14, 2009 minutes
Employee handbook

a. Public Works On Call Status
Job descriptions

B. New Business

C. General Concerns

D. Public Participation

E. Adjourn

At said Personnel Meeting, the Village Trustees may vote on whether or not to hold an Executive Session
to discuss the selection of a person to fill a public office [5 ILCS, 120/2 - (c) (3)], litigation [5 ILCS, 120/2
- (¢)(11)] personnel [5 ILCS, 120/2 — (c) (1) a.]; or real estate transactions [5 ILCS, 120/2 - (¢)(5)].

VILLAGE BOARD OF TRUSTEES MEETINGS ARE HELD ON THE FIRST AND THIRD MONDAY OF EVERY MONTH
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Chairperson Rita Baker called the meeting of the Personnel and Public Safety
Committee to order on Monday, November 9, 2009 at 4:00 p.m. Those present were
Chairperson Rita Baker, Trustee Steve Smith, Trustee Charlie Mattern, Police Chief Mel
Woodruff, Village Administrator Dennis Herzing and Office Manager Julie Polson.

POLICE: A.OLD BUSINESS:

1. Security camera for lobby: Dennis said the guys are putting up the poles and
camera mounts. We've notified Joe Christ but won’t be doing anything with the inside
cameras until he tells us where to put them. Right now, we have two inside for the
window. Mel said it would be best to camera the door and the window.

2. HIN1 Swine Flu: Gene provided some information on the HIN1 vaccine which
basically said St. Clair County doesn’t have any at the present time and doesn’t know

when we will get some in.

B. NEW BUSINESS:

L. Dispatching fees: Mel received a letter from St. Clair County stating they were
updating the formula to calculate dispatching fees. Mel said from what he has found
out, the County is going to aim the increases at the low-end users. We are at the high
end. Right now, we are paying $9.01 per transaction which runs us about $18,000 -
$19,000 per year. The letter did not say what kind of increases there would be. He said
the fire departments are all in an uproar and may be looking at going to a private firm to
handle the dispatching. At the present time, it is not feasible for us to maintain our own
dispatching center. He will monitor the private dispatching issue and if something comes

up, he will report on it.

Steve asked Mel if he had seen the last board minutes where Corby had asked
about the total part-time and overtime salaries paid out this year for the police officers.
Mel said our part-time officers are the cheapest labor we have and said the overtime is
what is way out of whack. He said the reason why it is up because he is over budget. He
has been over budget on these line items every year and the reason why it hasn’t been an
issue is because he is never over budget on salaries. Mel explained that Tom’s position is
a coverage position. For example, if an officer was off due to vacation or illness, he would
just take him off the schedule but without Tom, there is no-one else to cover that officer
being off. He used the overtime and part-time budget to pay for the absence. Tom’s
salary was not budgeted into the salary number. He said he either has to replace Watts
or alter the schedule and eliminate what he is doing now to compensate for the absence
of Watts. This would mean having to eliminate the third patrol car on the evening and

weekends.
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Mel explained another source of concern for him is the events the officers are
being asked to work in the community, i.e. school sporting events, homecoming, etc. He
said the school reimburses the Village $25 per officer for an event. The amount comes
back from the organizations and is put into the general fund but does not get back to the
police department to where Mel could utilize it. He would like to sit down with this
committee and come up with a plan that would work out better. Dennis commented we
also need to discuss next year’s budget, with the revenues dropping off the way they are,
and if we are going to replace Watts, how we are going to handle the extracurricular
events. Mel said normally he will use our regular force for the events and put the part-
time guys on patrol. With the budget cuts, we may have to pass some of our costs on
and Mel has broached that subject with the high school. Rita said she would hate to cut
that service off to the schools. Dennis said we need to look at our true costs and make
the reimbursement amount closer to what those numbers are. Mel said if he is faced
with not replacing Watts, the department could function but he would probably have to
eliminate the third car, increase fees for events and have only one person off on vacation
at a time. He would have a problem if Cappello gets deployed because there would be no
way to fill the schedule. He would have to up the overtime budget or hire another
person. Mel asked if anyone had questions on the schedule and stated he has an article
from the Law & Order Magazine regarding the 12-hour rotation plan. Mel instituted that
rotation plan when he started with the Village.

PERSONNEL:
A, OLD BUSINESS:

L. Approval of October 14, 2009 minutes: Trustee Steve Smith motioned to approve
the October 14, 2009 minutes and Trustee Charlie Mattern seconded the motion. All voting

aye, the motion carried.

2. Employee handbook: The completed draft was included in the packet and Julie
asked the committee to review it. She also said for anyone that has suggestions to give
them to her and she will incorporate them into the draft prior to January’s meeting.

a. Public Works On Call Status: The committee asked Dennis to go through
the information provided by Steve and will come up with an on-call plan for our public
works employees. We'll get copies to the trustees before it goes to Ron. He will then
distribute it to the guys and invite them to the next Personnel committee meeting to have

a review session with them.

3. Job Descriptions:  The trustees need to review the job descriptions in the code
and see if they have any comments or revisions that they would like to see done.

Steve asked about the safety program mentioned in the IML Review and Julie
advised that a safety audit has been scheduled. Dennis said we are also going to begin
utilizing them for some of the safety meetings next year.

B. NEW BUSINESS: Dennis said Ron asked if he could have extra help on leaves and
told Dennis that Joel Elden is available. He has worked for the Village on a part-time
basis in the past and Dennis said there is enough money in the budget for this. The
committee agreed to have Joel help part time with leaf pickup.
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C. GENERAL CONCERNS: None.

D. PUBLIC PARTICIPATION: None.

ADJOURN: Trustee Steve Smith motioned to adjourn at 4:47 p.m. and Trustee Charlie
Mattern seconded the motion. All voting aye, motion carried.

Nubas Hlaen.

Julie Polson
Office Manager
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FREEBURG EMERGENCY SERVICES
AND DISASTER AGENCY

Freeburg Emergency Management Agency

ESDA OFFICE: [618] 539-9996 #14 SOUTHGATE CENTER DIRECTOR:
VILLAGE HALL: [618] 539-5545 FREEBURG. IL 62243 [618] 539-3764

T e

11/09/2009

To: Public Safety Chairperson
c/o Trustee Rita Baker
#14 Southgate Center
Freeburg, Illinois 62243

Topic: Community Emergency Preparedness Committee Meeting
of the St. Clair County Health Department

I attended the CEPC meeting on Oct. 28, 2009 that started at

10:30 AM and was chaired by Barbara Whitaker, R.N., B.S.N. ,

Emergency Response Manager for the St. Clair County Health Dept.
The three areas of discussion at this meeting included:

A, Strategic National Stockpile

B. Medical Reserve Corps

C. HIN1 vaccine & operation of HIN1 operations

The SNS, as per "A" above, involved the masks and "tablet" medi-
cations (tamaflu) 1levels that were delivered in May 09 when
when the HIN1 Pandemic was declared by the World Health Organiza-
tion. The Centers for Disease Control Center was to be the
lead Federal Agenuy "if" the pandemic extended into the Fall

and Winter periods. Thus after the SNS delivery of these items,
the CDC was told, by an Executive 9wmilaer of the President, to
use Fedex in place of SNS devlivery trucks for the HIN1 vaccines
when made available in St. Clair Co.

1st problem encountered in this area is that the CDC does NOT
contact the respective State Departments of Health that their
respective "dose" order has been filled aad is coming by Fedex.
Thus the County Health Department is made aware that H1N1 vaccine
has arrived when they are contacted that a shipment has been
received at the County Hospitals ! As of 10/28/09 S%t. Clair
received only 1,000 doses of the "mist" vaccine and these are
target "specific" for the hospital Health Care Providers. It
was stated by the representatives from Meworial Hospital -—hat
the ER was "fiull" of children with H1N1 illness.

Target groups have been changed from the previous groups that
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were the f£i-st & second target groups. Pl=ase note ths attach-
ment entitled : " Memorandum - Commuanity HIN1 Plaining Partners"
which explains the reason for the target group changes.

Ms. Whitaker stated that it was frustrating not knowing what
County in Illinois was receiving the vaccine and how much of
of the vaccine would be received as the CDC was making the
decision based on the populations of the respective State and
the number of Counties within each State. The CDC is in full
control of the distribution and does NOT follow the SNS standards
The St. Clair County Health Dept. Website was encouraged to
be checked daily as Ms. Whitaker will make every effort to

post clinic for vaccine injections for those that '"qualify"
under the reorganized "target groups'" by the CDC.

The "COG", Continuity of Government vaccination plan for Govern-
ment officials and their families is no longer a target group
as such, but mixed with general population concerns. The IDPH
representative stated the Barb Whitaker still needs to know
if vaccine is needed beyond the CDC target groups.

I have checked the County Health Dept. Website and it indicates
"Public HIN1 Vaccination Sites" , but it states that one needs
call to verify vaccine availability and clinic dates and times.

It may be best that we post this information of '"Vaccination
Sites" but stress that there is NO H1N1 vaccine "confirmed"

at these sites and one should call first. Also, you must

qualify for the vaccine by being identified as one of the five
"target" persons as per Mr. Hutchison's memorandum.

DONATION SET UP FOR ESDA MEMBER

Gary Lautz, a long time ESDA member, has recently had surgery
for a heart attack and starting on 11/09/09 will have surgery
on one of his kidneys ! His wife, Sharon, also an ESDA shelter
manager, has had to take off of work to stay with Gary. Sharon
retired last year from being an "aide" at the €Carl L. Barton
School. My wife, who is a teacher at the Carl L. Barton School,
advised the school of Sharon's situation to provide financial
assistance during this pericd and I also sent an E-mail to the
local ESDA members. Cash donations have been received and I
asked for a Nov. 7th deadline for the ESDA donations. I received
two checks, while all the other donations were cash (which has
already been given to the Lautz's and they were VERY greatful.
However, I have a $50.00 and $100.00 check from one of my ESDA
and from St. Paul's UCC Pastor respectively that was made out

to Freeburg ESDA. I hesitated "cashing" these checks and felt






it should be signed and cashed by our Village Administrator's

and then placed in an envelop (Freeburg ESDA letterhead) whereby
I could then deliver the cash amount to Gary & Sharon Lautz.

My wife turned the checks in to the Village Municipal center
following a telephone call to Administrator Herzing's office

on Friday 11/06/2009. Mr. Herzing advised my wife he would
check with Mr. Vogel. I hope we can get the $150.00 donation
to the Lautz's this week as this second level donation will
be a help for them at this tiem.

NEW FREEBURG ESDA MEMBER

All of the primary paperwork has been completed for the newest
Freeburg ESDA member, Mr. James M. Blaies. At our next ESDA
meeting, I will ask ESDA & Police Dept. Secretary Laura McGarry
to give the "0Oath" and then we will begin his "shelter managing"
training first. I wish to welcome Mr. Blaies for his willingness
to participate with the local ESDA.

LOCAL TEAM OF NURSES (LTN)

I am continuing to "forward" all updates from IEMA & Flu.gov
to our LTN members of ESDA.

CHANGES IN ARES OPERATIONS WITHIN FCC

The Federal Communications Commission has re-defined part 97.103
as it relates to Emergency Drills and involvement of Amateur
Radio Emergency Service participations, now requiring "waivers".

NARROW BANDING ON VHF FREQUENCIES 2013

The FCC will require all present VHF frequencies to be '"narrow
banded" to all more channel spacing in public safety applications
The local ESDA base radio has the capability to "NB" via program
with a PC, but FCC license modifications will be required before
1/01/13 & I will check to see how this impacts our outdoor
radio controlled warning siren receivers.

Submitted by:
Eugene Kramer, Coordinator - Freeburg ESDA

£






HINT Flu Shot Locations - St. Clair County

Page 1 of |

Since the availability and demand of the H1N1 vaccine is unpredictable, frequently check
this site, or contact your local health department, retail pharmacy or health care provider
to determine when and where the H1N1 vaccine will be available.

Drug manufacturers are under contract with the federal government to produce sufficient quantities of the H1N1 vaccine to meet
the need of all who want to be vaccinated. but it is not known how long it will take to produce the necessary vaccine. So far,
vaccine has only been shipped to local health departments and hospitals. Below are locations of public H1N1 vaccination sites.

St. Clair County
Public H1N1 Vaccination Sites

Call to verify vaccine availability and clinic dates and times
Retail pharmacies have not yet received a supply of HIN1 vaccine

Location Address City Phone
St. Clair County Health Department 19 Public Square, Suite 150 Belleville 618-233-6175

East Side Health District

638 N. 20th St.

East St. Louis

618-874-4713

CVS Pharmacy 4609 W. Main St. Belleville 618-355-4851
Shop 'n Save 4201 N. Belt West Belleville 618-277-0423
Shop 'n Save 800 Carlyle Ave. Belleville 618-277-0419
Walgreens Drug Store 12303 5939 Belleville Crossing Belleville 800-925-4733
Walgreens Drug Store 4024 5890 N. Belt W Belleville 800-925-4733
Walgreens Drug Store 4865 515 Carlyle Ave. Belleville 800-925-4733
Walgreens Drug Store 7672 1108 Hartman Lane Belleville 800-925-4733
Walgreens Drug Store 3136 1201 Camp Jackson Road Cahokia 800-925-4733

Walgreens Drug Store #4602

2510 State St.

East St. Louis

800-925-4733

Walgreens Drug Store #4832

6505 N. lllinois St.

Fairview Heights

800-925-4733

CVS Pharmacy

753 W. Hwy 50

O'Falion

618-624-3561

Walgreens Drug Store #4599 704 Cambridge Blvd. O'Fallon 800-925-4733
CVS Pharmacy 1803 N. lllinois St. Swansea 618-355-4441
Walgreens Drug Store 03907 2532 N. lllinois St. Swansea 800-925-4733

http://www.idph.state.il.us/hInl_flu/vaccine locations/sf vaccine locations_stclair.htm

11/7/2009






ST. CLAIR COUNTY HEALTH DEPARTMENT

19 PUBLIC SQUARL, SUITE 150
BELLEVILLE, ILLINOIS G2220-1624
www health.co.st-clairil.us

Tracey L. Biermann, D.C.
Pre=ident, Board of Health

Kevin . Hutchison, RN, M.S, MEH.
Foxecutive Lirector

Administrative /Fiscal
H18.233.7703
GIR.BG-4443 fax

Comntunity Health
G18.233 7703
H18.243.7713 fax

Communicable Disease
GIB.2336175
GIB. 243 0336 [ax

Environmental /
Emergency Preparcidness
GIR.23IT760
GI.2I6.0676 [ax

Personal Health
GIH. 2336170
GIE.2AG0821 tax

MEMORANDUM

TO: Community HIN1 qunning Partners
FROM: Kevin Hutchison %\'\ &)
Executive Director \7}\
DATE: October 29, 2009
SUBJECT: HINI Update

We have been planning St. Clair County’s response to the HIN1
pandemic since the spring of this year. This planning has included
close coordination and collaboration with many community
partners, including schools, hospitals, health care providers, KMS,
police, fire, Scott AFB and faith-based communities. Qur goal has
been to limit the spread of the virus through community outreach,
education and, when available, vaccination clinics,

During the spring and summer our focus was on prevention and
education, with the 3 (s campaign as a model tool to let the public
know what they can do to limit the spread of the HIN1 virus as
much as possible.

While the virus was detected throughout the summer months, it is
now widespread in over 46 states. Vigits to emergency rooms, urgi
care centers and doctor’'s offices have increased significantly.
School absentee rates have ranged from normal to as high as 10% -
28%. Based on current surveillance data, more people have been
infected with the HIN1 virus to date than total seasonal flu cases
last  year. We are also seeing increasing numbers of
hospitalizations and deaths due to the HIN] flu.

DA approved H1N1 vaccine in both nasal and injectable forms is
currently being shipped to providers throughout the country.
However, the actual supply of the vaccine i1s significantly lower
than initial projections, resulting in very limited doses at the local
level. The federal government has stated repeatedly that in time
there will be sufficient vaccine for everyone who wants it
However, it may take several months for vaccine production to
catch up with demand. Due to the shortage of vaceine, the Centers
for Disease Control and Prevention (CDC) is recommending that
initial doses be given to targeted populations who are most at risk

of serious complications due to the flu, Currently these groups are: @

for your health rop R 1

{:,f-’r--r-m O 1T pATe
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ST. CLAIR COUNTY BOARD

10 Public Square « Room B561 * Belleville, lllinois 62220-1623
MARK A. KERN (618) 277-6600

CHAIRMAN e e Fax (618) 825-2740

October 22, 2009

Chief Melvin Woodruff
Village of Freeburg Police

14 Southgate Center
Freeburg, [L. 62243

Dear Chief Woodruft:

St. Clair County is in the process of updating the formulas used to calculate dispatching fees. The costs
associated with dispatching have increased dramatically in the last ten years and the reimbursement rate
has not kept pace. Currently, St. Clair County is subsidizing non-county providers an estimated
$200,000. The cost study will be completed within the next three weeks and the recommendations will be
presented to the St. Clair County Finance Committee.

The county will be looking to close or eliminate the losses currently being realized from the existing
formulas as well as the cash flow problem associated with bi-annual payments. The new formula based
system will also address whether the county will base reimbursements on events (current) or per capita.
There are high fixed costs associated with operating a twenty-four hour dispatch center which must be
accounted for and structured into the reimbursement schedule. Currently, the events based schedule
overcharges high-end users and undercharges low volume users. Additionally, the county will also
address those providers who have not paid or in arrears. The county cannot, under the existing financial
conditions, provide free dispatching services or absorb non-payments.

The county recognizes that these changes will affect next year’s budgets and therefore we are giving as
much advance notice as possible. It is also understandable that there are other dispatch providers
available that may be able to provide a lower cost service. In the spirit of fairness to both the county and
the providers, we encourage everyone to expiore their options before budgets have to be finalized.

St. Clair County will provide actual cost allocation numbers as soon as the study is completed and the
Finance Committee has the opportunity to evaluate the options and make recommendations to the county
board.
Sincerely,

\J>"'\f7/-f/:z

Dan Maher, Director of Administration
St. Clair County

ce: Robert Knight, EMA
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Charlie Mattern Wednesday, October 14, 2009 at 5:30 p.m. Stephen R. Wigginton

Chairperson Rita Baker called the meeting of the Personnel and Public Safety to
order on Wednesday, October 14, 2009 at 5:41 p.m. Those present were Chairperson Rita
Baker, Trustee Steve Smith, Trustee Charlie Mattern, Mayor Ray Danford, Police Chief Mel
Woodruff, Village Administrator Dennis Herzing and Office Manager Julie Polson. Guest
present: Larry Rhutasel.

POLICE: A. OLD BUSINESS: Rita amended the order of business so guest Larry
Rhutasel could be first on the agenda.

1, Limited parking request on W. St. Clair St.: Larry explained St. Paul’s would like a
restricted area for parking for the preschool and Sunday school kids. The committee
agreed to keep the existing “No parking here to corner,” sign on the northeast corner of W.
St. Clair and Belleville Street; add an additional sign to that one that states, “No parking
between the signs M-F 8am - 4pm, Sun 8am - 1lam.” A new sign post will be added by
the east end of the education center which will also have the “No parking between signs
M-F 8am - 4pm, Sun 8am - 11lam.”

2. Security camera for lobby: Dennis said the computer equipment and security
cameras have arrived. When we get ready to put the cameras up for the recycling center,
this will be done at the same time. The computer will go in the copy room and can handle
six or eight cameras. At some point Mel would like to add on some cameras to cover the

hallway and booking area.

3 HIN1 Swine Flu: Nothing new.

4. Surplus police car: The estimate from Jim’s to repair the old police car is §1,682
which does not include the cost to replace the tires. Mel did not feel comfortable
recommending this car be kept in use. Charlie suggested if we need another pickup truck
for the public works department, we could put one in the budget and retire one for Phil to
use. Dennis commented the public works department has an old police car that is parked
at the plant and said maybe that could be given to Phil to use. Dennis will check with Ron
on that. Ray would like to see the infrastructure on the computer and Julie advised Debbie
is trying to work it into one of the projects she is working on. The old police car will be
recommended to the board that it be sold as surplus.

Personnel/Police Committee Meeting
Wednesday, October 14, 2009
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B. NEW BUSINESS: Mel advised we had a significant theft from Parrish in Freeburg,
The items were recovered. The investigation is ongoing. Mel reported petty crimes have
increased. He said the biggest thing we can do is patrol and are doing so.

EXECUTIVE SESSION
6:11 P.M.
Trustee Steve Smith motioned to enter Executive Session to discuss personnel, citing 5

ILCS 120/2(c)(1)(a) and Trustee Charlie Mattern seconded the motion. All voting aye, the
motion carried.

EXECUTIVE SESSION ENDED
7:05 P.M.

Trustee Steve Smith motioned to end Executive Session at 7:05 p.m. and Trustee Charlie
Mattern seconded the motion. All voting aye, the motion carried. Trustee Rita Baker
reconvened the meeting at 7:06 p.m.

PERSONNEL: A. OLD BUSINESS:

I, Approval of September 10, 2009 minutes: Trustee Steve Smith motioned to approve the
September 10, 2009 minutes and Trustee Charlie Mattern seconded the motion. All voting aye,

the motion carried.

2. Employee handbook: Nothing new at this time.

a. Public Works On Call Status: Information obtained from Attorney
Wigginton was included in the packet. Steve said we can make on call a requirement but
cannot force the employee to take comp time without offering an option to take pay
instead of comp time. We can offer the employee the option of one hour of pay or two
hours of comp time to encourage comp time be taken. Julie contacted several other
municipalities and has attached information on what they do.

8. Job Descriptions: ~ Evaluations are done. Ray asked the trustees where this was
coming from. Job descriptions are in the code and the trustees will review those to see if
they have any comments or revisions that may need to be done with any of them. We may
need to evaluate the workload of certain positions to see if any job descriptions need to be

redefined.

B. NEW BUSINESS: None.
C. GENERAL CONCERNS: None.
D. PUBLIC PARTICIPATION: None.

ADJOURN: Trustee Steve Smith motioned to adjourn at 7:13 p.m. and Trustee Charlie Mattern

seconded the motion. All voting aye, motion carried.
Julie Polson, Office Manager

Personnel/Police Committee Meeting 4 Lu
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Welcome New and Fellow Employee!

| On behalf of your colleagues, 1 welcome you to the Village of Freeburg, and wish you< . - [Deleted: Maryville
every success here. [ Formatted: Justified
‘ We believe that each employee contributes directly to the Village of Freeburg’s growth . ( Deleted: Maryvilie

and success, and we hope you will take pride in being a member of our team.

‘ This handbook was developed to describe some of the expectations we have for our
employees and to outline the policies, programs and benefits available to eligible
employees. Employees should familiarize themselves with the contents of the employee

handbook as soon as possible, for it will answer many questions about employment with
the Village of Freeburg. - o N B | peteted: Maryvilte

I sincerely hope that your experience here will be challenging, enjoyable and rewarding.

Yours truly,

| Raymond S. Danford o - - - . { peleted: Larry Gulledge

Village President
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Village of Freeburg
Freeburg, Illinois

PERSONNEL POLICIES AND PROCEDURES

These Personnel Policies and Procedures (Policies) are adopted on , and are
binding on all full time and part time employees on , the day after
adoption. These Policies replace and revoke any personnel policies previously adopted
by the Village for the regulation and guidance of any employees.

PURPOSE

The Village receives funds from Federal, State and County governmental agencies to
provide services to the residents of Freeburg, Illinois. In order to provide these services,
the Village employs persons in full time and part time positions under the overall
supervision of the Mayor and Board of Trustees. These Policies are designed and
intended to control and regulate all persons employed in any position, and to ensure
continuity in all Village personnel matters,

These Policies shall be subject in all respects to all present and future laws of the United
States of America and the State of Illinois. Nothing in these Policies shall be construed
as waiving any rights or protection granted to the Village, Mayor, and the Board of
Trustees, or any employee as provided by any applicable federal or state law.

REVISION OF POLICIES

These Policies may be amended or revised by a majority vote of the Board of Trustees at
any regular board meeting or at any special board meeting called for that purpose.

Change(s) or revision(s) of these Policies required by federal or state law may be made
by official written notification from the Mayor to all employees. Upon notification to all
employees, the necessary change(s) or revision(s) shall be incorporated within these
Policies and shall be binding as of the date notification is made to the employees. The
Mayor will advise the Board of Trustees of such necessary changes.

None of the procedures, policies or benefits in this handbook are intended by reason
of their publication to confer any rights or privileges upon you, or to entitle you to
be or remain employed by the Village of ¥reeburg. This handbook’s contents are

presented as a matter of information only. Although the Village of Freeburg

believes in the procedures and policies described herein, they are not binding
employment conditions.

As an at-will employee, any employee may voluntarily leave employment and may
be terminated by the Village of Freeburg at any time for !fmy or no reason with or

without notice. Any oral or written statements or promises to the contrary are
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expressly disavowed and should not be relied upon by a prospective or current
employee. This handbook’s contents are subject to change at any time with or
without notice at the Village of Freeburg’s sole discretion.

INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with the Village of Freeburg and provide you . -

with information about working conditions, employee benefits and some of the policies
affecting your employment. You should read, understand and comply with all provisions
of the handbook. It describes many of your responsibilities as an employee and outlines
objectives is to provide a work environment that is conducive to both personal and
professional growth.

programs developed by the Village of Freeburg, to benefit employees. One of our

No employee handbook can anticipate every circumstance or question about policy. As

the Village of Freeburg continues to grow, the need may arise and the Board of Trustees .-

reserves the right to revise, supplement or rescind any policies or portion of the handbook
from time to time as it deems appropriate, in its sole and absolute discretion. Employees
will, of course, be notified of such changes to the handbook as they occur._Employees
will be required to aclmowledge in writing receipt of all changes to the handbook.

PROBATION PERIOD

The probation, period is intended to give new employees the opportunity to demonstrate -

their ability to achieve a satisfactory level of performance and to determine whether the

new position meets their expectations. The Village of Freeburg uses this period to -

evaluate employee capabllmes work habits and overall performance E1ther the

date of hire. The hourly rate dm ‘ing the pr obarwnarv period shall be $1.00 less per hour
than the prevailing rate for the position. An emplovee who is in his or her probationary
period when an annual rate adiustment otherwise applicable to his or her position takes
effect shall not receive such adjustment until the completion of the probationary period.
At the completion of the probationary period, the emplovee’s rate shall be increased by
first_eliminating the $1.00 per hour probationary reduction and then by applving the
percentage increase applicable to his or her position. Each employee is evaluated after 6
months and again after 1 year.--include this sentence?

If the Village of Freeburg determines that the designated probation period does not allow B

sufficient time to thoroughly evaluate the employee’s performance, the grobatlon penod
may be extended for a specified period by the supervisor, department head or Mayor.
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Upon satisfactory completion of the probation period, employees enter the “regular” or
“full time” emplovment classification.

During the probation period, new employees are eligible for those benefits that are
required by law (i.e., social security, worker’s compensation and unemployment
mnsurance) and any other applicable benefits._Include this paragraph??

NATURE OF EMPLOYMENT

This handbook is intended to provide employees with a general understanding of our
personnel policies. Employees are encouraged to familiarize themselves with the
contents of this handbook, for it will answer many common questions concerning
employment with the Village of Freeburg.

However, this handbook cannot anticipate every situation or answer every question about
employment. It is not an employment contract and is not intended to create contractual
obligations of any kind. Neither the employee nor the Village of Freeburg is bound to
continue the employment relationship if either chooses, at its will, to end the relationship
at any time.

In order to retain necessary flexibility in the administration of policies and procedures,
the Board of Trustees reserves the right to add, change, revise or eliminate any of the
policies and/or benefits described in this handbook._Delete this paragraph??

DISABILITY ACCOMMODATION

The Village of Freeburg is committed to complying fully with the Americans with

Disabilities Act (ADA) and ensuring equal opportunity in employment for quahﬁed

persons with disabilities. All employment practices and activities are conducted on a
non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful
employment opportunities. Pre-employment inquiries are made only regarding an
applicant’s ability to perform the duties of the position.

employees, where their disability affects the performance of essential job functions. All
employment decisions are based on the merits of the situation in accordance with defined
criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and benefits as well as
equality in job assignments, classifications, organizational structures, position
descriptions, lines of progression and seniority lists. Leaves of all types will be available
to all employees on an equal basis.
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The Village of Freeburg is also committed to not discriminating against any qualified
employees or applicants because they are related to or associated with a person with a
disability. The Village of Freeburg w1ll follow any state or local law that pr0v1des
individuals with disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. The Village of Freeburg is committed to

taking all other actions necessary to ensure equal employment opportunity for persons
with disabilities in accordance with the ADA and all other applicable federal, state and
local laws.

EQUAL EMPLOYMENT OPPORTUNITY

without regard to race, color religion, sex, age, national or1g1n dti‘.ab1hty__ or status , as
wveterans. This policy extends to all terms, conditions and privileges of employment as
well as the use of all £reeburgr fa0111t1es and participation in all Freeburg sponqored

activities including, but not limited to, the following:

—

Recruitment, advertising, and job application procedures.

Hiring, upgrading, demotion, transfer, layoff, termination, right of return from
layoff, and rehiring.

Rates of pay or any other form of compensation and changes in compensation.
Leaves of absence, sick leave, or any other leave.

Selection and financial support for training.

Any other terms, conditions or privileges of employment.

2

@

As an equal opportunity employer, the Village of Freeburg does not discriminate in its
employment decisions on the basis of race, religion, color, ‘national origin, gender, sexual
orientation, age, disability or on any other basis that would be in violation of any

applicable federal, state or local law.

Harassment, retaliation, coercion, interference or intimidation of any employee due to
that employee’s race, religion, color, national origin, gender, sexual orientation, age or
disability is strictly forbidden, and any employee who experiences such activity should
report it in writing immediately to his or her immediate supervisor, Department Head,
Personnel Committee Chairperson or the Mayor.

HARASSMENT AND/OR DISCRIMINATION

The Village of Freeburg strives to maintain a workplace that fosters mutual employee respect .

and promotes harmonious, productive working relationships. Our organization believes that
discrimination and/or harassment in any form constitutes misconduct that undermines the

integrity of the employment relationship. Therefore, the Village of Freeburg prohibits _

discrimination and/or harassment that is sexual, racial, or religious in nature or is related to
anyone’s gender, national origin, age, sexual orientation, or disability. This policy applies to
all employees throughout the organization and all individuals who may have contact with any
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employee of this organization. Furthermore, the Village of Frecburg will make reasonable
accommodations for qualified individuals with known disabilities unless doing so would result
in an undue hardship.

Unwelcome sexual advances, requests for sexual favors, or other verbal, visual or physical
conduct of a harassing nature will constitute harassment when a person involved feels
compelled to submit to that misconduct in order to keep his’her position, to receive
appropriate pay, or to benefit from certain employment decisions. If this type of misconduct
interferes with an employee’s work or creates an intimidating, hostile, or offensive work
environment, it may also be considered harassment.

The Village of Freeburg expects that everyone will act responsibly to establish a pleasant and

friendly work environment. However, if an employee feels he/she has been subjected to any
other form of harassment and/or discrimination, the employee should firmly and clearly tell
the person engaging in the harassing and/or discriminating conduct that it is unwelcome,
offensive, and should stop at once. The employee also should report any discrimination
and/or harassment to his/her immediate supervisor, department head, Personnel Committee
Chairman or the Mayor. That person will take the necessary steps to initiate an investigation of
the discrimination and/or harassment claim.

The Village of Freeburg will conduct its investigation in as confidential a manner as possible.
A timely resolution of each complaint will be reached and communicated to the employee and
the other parties involved. Appropriate corrective action, up to and including termination, will
be taken promptly against any employee engaging in discrimination and/or harassment.
Retaliation against any employee for filing a complaint or participating in an investigation is
strictly prohibited. However, any employee that knowingly makes a false claim of harassment

and/or discrimination will be subject to disciplinary action, up to, and including, termination. -

Occasionally, talking with a supervisor or department head about this conduct is not an option.
If an employee feels that his/her complaint has not been or cannot be properly handled, he/she
may forward the complaint to the Mayor,

Responsibilities
Employee Responsibility

It is the responsibility of any employee who is subjected to sexual harassment to inform
their immediate supervisor, department head, Personnel Committee Chairperson or the
Mayor of the facts, in writing, regarding any harassment so that appropriate action may
be taken.

Supervisor Responsibility

Supervisors are responsible for:

‘ 1. Asburmg all employees that ,haraqsment is prohibited by V1llage of Freeburg.
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incidents of harassment and take prompt and appropriate corrective action; and tha{, {Deleted: ]
such, complaints, including information and documents pertinent thereto will be  eleted: )
kept confidential. { Deleted: J

Reporting all alleged incidents of harassment to the Personnel Committee
Chairperson and the Mayor.

DRUG-FREE WORKPLACE AND SUBSTANCE ABUSE

The Village of Freeburg is committed to providing a safe, healthy, and efficient working - | Deleted: Maryville )

environment for all employees. To help achieve this goal employees are prohibited from:

+

+

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 submittoadrug - Fomment [MSOffice13]: These
and/or alcohol screen is grounds for immediate termination. %,

Reporting to work with any illegal drug in his’her svstem, possessing, distributing, selling,
manufacturing, or being under the influence of any illegal drug;

Reporting to work with any alcohol in his/her system. consuming alcoholic beverages
while on Village premises, in Village vehicles_and equipment, or while on Village | Deleted: company

business or time, or bringing alcohol onto Village premises, vehicles or equipment or 1ob [_ Deleted: company
sites, unless specifically approved by the Village Board of Trustees.; and

T ’ [ Deleted: company

L/;/LJL

- . .. ” . .| Deleted: company
abusing prescription drugs or possessing prescription drugs that have not been prescribed f i

for the employee by a physician.

Deleted: unless specifically approved
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Employees using prescription drugs according to a physician’s instructions or using over-the- ".“Eeleted: being “under the influence
counter drugs for medicinal purposes shall, in the event such drugs would impair their *[De|eted;“

physical, mental, emotional, or other faculties, notify their department head for further ( Deleted: auid
consideration.

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

2

*

supervisory training;
employee awareness program,
drug testing of all applicants;

drug testing for accidents involving personal injury requiring medical attention and/or
property damage;

» {Feleted: “under the influence” ]

drug testing on a random basis at the discretion of the Board.
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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. in
the Villace's Administrative Office and access will be limited to certain individuals, namelv
the Mayor. Personnel Committee. Administrator and the Health Insurance Coordinator in the
Village.  Under no circumstances should 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 require medical
attention, jt is mandatory that the emplovee 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 resuls and
kept in the confidential medical file as justification for why the tests were performed, _In the
State of llinois, “reasonable suspicion” is defined as anvthing more than a hunch. Drug
testing may include both blood and urine samples.

In the case of emplovees being tested for reasonable suspicion of subsiance abuse, the
supervisor shall take the emplovee 1o the testing facility designated by the Village and shall
arrange for ransportation of the emplovee to his or her home affer the testing.

The individual tested for reasonable suspicion shall not vetrn to work the day of testing, but
shall be sent home with pav. Pending the outcome. of the testing, the emplovee shall not be
pernitted to return to work but shall continue to receive their normal pav. If testing results
are negative, the emplovee will be allowed to return to work with no loss in pav. If the fest
results are positive, the emplovee 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 ro work, At the emplovee'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 employvee admission shall be handled as follows.

For the first violation, the emplovee will be offered an opportunity to enter a substance abuse
rehabilitation prograni,

If the emplovee chooses not to enter a substance abuse rehabilitation program afier a first
offense, he or she must test negative before being allowed to return to work and. after
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returning to work, will be subject to random testing for the next three (3) years. A positive test
result during that three (3) vear 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 retumn to work and. after returning to
work. will be subiject to random testing once every three (3) months for one (1) year. If the
employee again tests positive during that one (1) vear period. he or she shall have the option of
entering an additional rehabilitation program. Whether or not the emplovee enters such
additional rehabilitation program. he or she will be subject to random testing for an additional
three (3) vears 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. Northing 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.

If an employee recognizes a personal addiction or abuse probiem and seeks assistance from

management, the Village, will assist the employee in seeking treatment. This treatment willbe -

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.

hile the Village health insurance plan may provide rehabilitation benefits under certain
condmons such benefits are not guaranteed and it shall be the responsibility of the employee
to qualify for anv available benefits. You are encouraged to read your health insurance plan
for further information.

SEARCH

Access to the Village of Freeburg’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, materials collected.
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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 (deleted by
Dennis/Julie). Refusal to cooperate in such an inspection or search_(deleted by Dennis/Julie)
Js grounds for termination. No employee shall place or utilize a lock on any Village property
including lockers, desks or cabinets without the approval of the department head or the Mayor.
If approved, the employee shall provide 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.

WEAPONS

Despite some laws that allow people to carry firearms in public, the Village of Freeburg
prohibits anyone (except for a sworn law enforcement officer) from possessing or carrving
weapons of any kind on Village property, in Village vehicles, or Village equipment or while
on Village time. This includes:

¢ any form of weapon or explosive;
¢ all firearms; and
+ all illegal knives or knives with blades that are more than six (6) inches in length.

If an employee is unsure whether an item is covered by this policy, please contact the Mayor.
Employees are responsible for making sure that any item they possess is not prohibited by this
policy. Police officers, security guards, and other individuals who have been given consent by
the Village to carry a weapon on the property will be allowed to do so.

While the Village has a policy prohibiting weapons, nothing in this policy shall be construed
as creating any duty or obligation on the part of the Village to take any actions beyond those
required of an employer by existing law.

VIOLENCE IN THE WORKPLACE

The safety and security of all employees is of primary importance at the Village of Freeburg.
Threats, threatening and abusive behavior, or acts of violence against employees, visitors,
customers, or other individuals by anyone on Village property will not be tolerated.
Violations of this policy will lead to disciplinary action up to and including, termination and/or
referral to appropriate law enforcement agencies for arrest and prosecution. The Village of
Freeburg reserves the right to take any necessary legal action to protect its employees.

Any person who makes threats, exhibits threatening behavior, or engages in violent acts on
Village premises shall be removed from the premises as quickly as safety permits and shall
remain off Village premises pending the outcome of an investigation. Following
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| Freeburg as “standard practice,” that is by no means sufficient reason to assume that such.

investigation, the Village will initiate an immediate and appropriate response. This response
may include, but is not limited to, suspension and/or termination of any business relationship,
reassignment of job duties, suspension or termination of employment, and/or criminal
prosecution of the person or persons involved.

All employees are responsible for notifying management of any threats that they witness or
receive or that they are told another person witnessed or received. Even without a specific
threat, all employees should report any behavior they have witnessed that they regard
potentially threatening or violent or which could endanger the health or safety of an employee
when the behavior has been carried out on a Village-controlled site or is connected to Village
employment or business. Employees are responsible for making this report regardless of the
relationship between the individual who initiated the threatening behavior and the person or
persons being threatened. The Village understands the sensitivity of the information requested
and has developed confidentiality procedures that recognize and respect the privacy of the
reporting employee.

CONFIDENTIAL INFORMATION

Employees of the Village of Freeburg will receive and have access to information that is
confidential in nature to the Village, its citizens, its customers and vendors. Employees are
not to disclose any such confidential information to (a) any other person employed by the
Village unless there is a legitimate business reason for doing so; or (b) any person outside the
Village’s employment unless management has expressly stated that the information can be
disclosed to that person. This obligation exists even after the employee leaves the

employment of the Village. All requests for information must be directed to the Mayor or

Office Manager for handling. _Any current or past Village employee that discloses

.- | Deleted: Maryville ]

{ Deleted: Village Clerk

confidential information. is subject to prosecution and disciplinary action, up to and including
termination., for current Village employees.

ETHICS AND CONFLICTS OF INTERESTS

Employees are expected to use good judgment, adhere to high ethical standards and avoid
situations that create an actual or perceived conflict between their personal interests and those

of the organization. The Village of Frecburg requires that the transactions employees

participate in are ethical and within the law, both in letter and in spirit.

The Village of Frecburg recognizes that different organizations have different codes of ethics. -

However, just because a certain action may be accepmblé by others outside of the Village of

practice is acceptable in our Village. There is no way to develop a comprehensive, detailed set
of rules to cover every business situation. The tenets in this policy outline some basic

guidelines for ethical behavior at the Village of Freeburg. Whenever employees are in doubt, -

they should consult with their department head. the Village Administrator or the Mayor.

Conflicts of interests or unethical behavior may take many forms including, but not limited to,

appropriate occasions (for example, a holiday gift). Employees are cautioned not to accept
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any form of remuneration or non-business related entertainment, nor may employees sell to
third parties any information, products, or materials acquired from the Village. Employees
may engage in outside business activities, provided such activities do not adversely affect the
Village or the employee’s job performance. Employees are prohibited from engaging in
financial participation, outside employment or any other business undertaking that is
prejudicial to the best interests of the Village of Freeburg, Employees may not use proprietary
and/or confidential information for personal gain or to the Village’s detriment, nor may they
use assets or labor for personal use. Emplovees are prohibited from using Village property
and/or equipment for personal use or gain.

If an employee or someone with whom the employee has a close personal relationship has a
financial or employment relationship with a competitor, vendor, potential vendor, citizen or
customer of the Village, the employee must disclose this fact in writing to the Mayor. The
Board of Trustees will determine what course of action must be taken to resolve any conflict it
believes may exist. If the conflict is severe enough, the Village of Freeburg may be forced to
ask the employee to tender his/her resignation. The Village of Frecburg has sole discretion to

determine whether such a conflict of interest exists.

Employees are encouraged to seek assistance from their department head with any legal or
ethical concerns. However, the Village of Freeburg realizes this may not always be possible.

As aresult, employees may contact the Village Administrator or Mayor fo report anything that

they cannot discuss with their department head.

RECRUITMENT AND SELECTION OF PERSONNEL

It is the policy of the Village of Freeburg to attempt to recruit, select and place qualified .

persons in open positions within the parameters of the job description established for
each position and in conformity with existing equal opportunity regulations.

We encourage the filling of open positions with qualified current employees through
promotional and/or lateral transfer and by offering employment to other qualified outside

candidates.

Employment Procedures:

A, -
1. Applications for employment will be filed with the Office Manager and
reviewed by the Village Administrator and the appropriate Department
Director. Those candidates considered to be best qualified shall be
interviewed jointly by _the Department Director and the Village
Administrator. The Village Administrator shall submit what, in his or her
opinion. are the three best qualified applicants to the Village President.
The Village President shall appoint one of the three candidates. subject to
the advice and consent of the Village Board.
2. Qualification for emplovment is based on knowledge. ability. training. and
experience in relation to the actual job requirements needed for
satisfactory performance of job duties. Adherence to the normal selection
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procedures will assure the hiring of the most qualified applicants to fill the
available openings., No appointment shall be made on the basis of
favoritism. or any other partial means, due to political or personal
influence within the village.

3. When emplovees are engaged. they must first undergo a physical
examination and drug screening by a resident physician to determine their
physical fitness for employment. The village will pay for these
professional services.

B. After employment, the first 60 calendar days of employment shall bes

cents less an hour than prevailing wages.

C. Any emplovee reporting for normal work hours under the influence of
alcoholic beverages, drugs, narcotics. or consuming alcoholic beverages
during work, shall be deemed incompetent and is subject to discharge. If
emplovees are called out after regular hours and are then deemed unable to
perform their duties by the Village Administrator or Department Directors.
thev shall be sent home without compensation. Repeated violations of
departmental rules or gross misconduct may necessitate the discharge of
any emplovees. The Village Administrator has the authority to discharge
anv emplovee guilty of the above violations,

in writine when they are resigning from their jobs. The two weeks
notification period does not include accumulated vacation due to termination.
If an emplovee fails to give the proper two weeks notification. the Village
Administrator may recommend to the Village Board for approval or
disapproval. that the employee be denied all or a portion of the emplovyee’s
accumulated vacation pay.

E. Authorization is established for the creation of personnel classified as part-
time position(s) within the village workforce. Person(s) emploved in the
positions shall meet the requirements of full-time personnel as required by the
Village Code excepting the residency requirement provisions. Part-time
employees, whether hired, employed. or appointed. are not subject to the
residency provisions established in § 32.13. (Former Code, § 15-1-3) (Ord.
No. 768; 08-06-90: Am. Ord. 877. passed 05-20-96)

| As an Equal Opportunity Employer, the Village of Freeburg is committed to considering

.| comment [MSOffice27]: Dennis
/| questioned this paragraph as being

every applicant for employment without regard to race, color, religion, sex, age, veteran
status, disability, national origin or any other status or activity protected by law.

marriage to the Mayor or to a member of the Board of Trustees, ,
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NON-FRATERNIZATION

While the Village of Freeburg encourages amicable relationships between members of
management and their subordinates, it recognizes that involvement in a romantic relationship
may compromise or create a perception that compromises a member of management’s ability
to perform histher job. Any involvement of a romantic nature between a supervisor or
department head and anyone he/she supervises. either directly or indirectly, is prohibited.
Violation of this policy will lead to corrective action up to, and including, demotion, transfer
or termination of the jndividuals involved in the relationship.
be subject to corrective action for the mere involvement in the Ie]nuanﬂlnp

v : L

POSTING OF AVAILABLE POSITIONS

Job openings will occur from time to time either through normal attrition or a management

decision, to create new or additional jobs. It is the Village of Freeburg’s intention to post all |

positions to enable current employees to indicate an interest in being considered for an open
position.

The Office Manager or department head will post available positions on a Village bulletin .

board(s) or via the Internet or Intranet. Nonexempt positions will be posted for a minimum of
three (3) days and exempt positions will be posted for a minimum of five (5) days. In the
event that a department head anticipates that a position will be filled from within his’her
department, the position does not have to be posted but should be announced to all employees
within the department to give those employees the opportunity to express their desire to be
considered for the position.

Employees applying for internal positions must have completed a minimum of six (6) months
in their current position. This provision may be waived with the approval of the employee’s
immediate supervisor and the department head.  Emplovees less than one vear of service
cannot transfer or apply for a new position.

PROCEDURES FOR HIRING

Each department head should provide written notice to fhe appropriate committee

chairperson assigned to that department_of the need to hire per%onnel, LIf the request is ‘
the Personnel

approved by the appropriate department. it will be forwarded to
Committee. If the request, is approved by the Personnel Committee_and the Mayor, the

Personnel Committee Chairperson will provide the Village Clerk a notice to be used in °
advertising. After posting the position for current employees. the Village Clerk W111 .
advertise the vacancy in appropriate publications and specify the date that apphf,atmns :

must be received.

In a situation deemed an emergency the above guidelines may be altered. If in an
emergency situation and there is not enough time to solicit applications in publications, it

will be permissible to advertise the job opening(s) on the Village’s website and specify :

the date applications must be received. The department head may present the most
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qualified applicant to the Personnel Committee Chairperson to present to the Board of

Trustees to act upon to fill the vacancy. It is the Personnel Committee Chairperson’s or

the Mayor’s responsibility to decide whether the situation is considered an emergency.

The Office Manager will receive all applications for employment and any supporting

documents and transmit them to the appropriate department head_and the Village
Administrator.

The department head and Village Administrator will review all applications for
employment and interview applicants he/she feels meets the qualifications for the job
opening(s). The department head will submit the most qualified candidates to the
Personnel Committee, The Personnel Committee and department head will interview the
most qualified candidates. The Personnel Committee will recommend the best qualified
applicant to the Board of Trustees. It will be the responsibility of the Personnel
Committee Chairperson or his/her designee to present the applicant’s name to the Board

of Trustees for approval.

Upon receiving the recommendation of the Personnel Committee, the Board of Trustees
may act to fill the vacancy.

[For all department heads and staff that report directly to the Mayor, the Mayor will

follow the procedures for hiring as noted above except for appointed positions,
EMPLOYEE HIRING CHECKLIST

1. Department head submits written notice to the appropriate committee

Personnel Committee,

be used in advertising.

3. After posting the position for current employees. the Village Clerk will

advertise the vacancy in appropriate publications and specify the date that
applications must be received.

4. The Office Manager receives all applications and supporting documents and
forwards them to the department head_and Village Administrator,

6. At application closing date, the department head and Village Administrator

reviews the applications, interviews and chooses his/her top (as determined to
be best qualified for the position) selections. During this process of selecting
the top candidates, the department head initiates a criminal background check
via the Police Chief, calls previous employers, ensures a valid driver’s license
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(and CDL if required), determines licensing requirement (e.g.. water/sewer
licenses. police academy attendance, 911/EMD/L.E.A.D.S. qualifications.
firearms training, etc.) For Police Department candidates. the Police Chief
may elect to use a selection committee of local police chiefs or police
personnel. All written documentation above as well as written
recommendation from the department head will be forwarded to the Personnel
Committee Chairperson. No Personnel Committee interviews will be
conducted until all documentation is received.

7. The Personnel Committee and the department head will jointly interview the
top candidates.

8. The Personnel Committee then selects the best qualified applicant and he/she
presents this candidate’s name to the Board of Trustees for consideration. .

9. If the Board of Trustees votes to make a conditional offer of employment to a
candidate then the Office Manager will schedule a pre-employment physical
and drug screen. Note: No person shall begin employment with the Village
prior to the Village receiving the results of the physical and drug screen. .

10. After receiving the results of the physical and drug screen the Board of

Trustees, at a board meeting, approves to fill the vacancy by vote.
NOTE: Emergency situations may require altering of the guidelines as provided in the

Personnel Policy. The Mayor or the Personnel Committee may determine if a situation
represents an emergency.

EMPLOYMENT REFERENCE CHECKS

Prospective Employees

To ensure that individuals who join the Village of Freeburg are well qualified and have a

strong potential to be productive and successful, it is the policy of the Village of Freeburg
to check the employment references of all applicants. In addition, all prospective
employees shall undergo a pre- employment physical, drug screen and a criminal

Current or Former Employees

The Village of Freeburg will respond in writing only to those reference check inquiries

that are submitted in writing. Responses to such inquiries will confirm only dates of
employment, wage rates and position(s) held. No employment data will be released
without a written authorization and release signed by the individual who is the subject of
the inquiry. Employment data will only be released by the Mayor or the Mayor’s
designee.
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Pre-Employment Physical and Drug Screen

After the decision has been made to hire an applicant, an offer of employment will be
extended contingent upon the candidate successfully passing a pre-employment drug screen

and a physical examination at the cost and expense of the Village. The Office Manager, will

be responsible for determining the facility to be used for the pre-employment drug screen and
physical exam.

The candidate will be provided with directions to the collection site. He/she must report to the
collection site within twenty-four (24) hours of being given directions with a valid picture ID.
If the collection site staff discovers that the candidate has not followed the collection
procedures or has altered the specimen in any way, the candidate will no longer be eligible for
employment.

The candidate should understand that passing the pre-employment drug screen and physical
exam is a part of the employment process. In the event that the candidate does not
successfully pass the pre-employment drug screen and physical exam, the offer of
employment will be revoked. If the candidate should have any questions concerning a drug
screen or physical exam, all inquiries should be forwarded to the Office Manager.

All information regarding drug screen results and physical exams will be kept strictly
confidential. This information will be kept separately in the employee’s confidential medical
file in the Village Hall’s Administrative Office. Under no circumstances will the results of
any candidate’s drug screen be discussed with any one except for those individuals authorized
to address the hiring issues given this confidential information.

Background Checks

The position an individual applies for and the information he/she gives during the interview
process will determine which contingencies may apply to an offer of employment. All

checks with former employer and/or managers. Unless required by law, reference checks will
not be shared with the potential employee. Individuals who claim to have certain educational
credentials, either in writing or in an interview, are subject to verification.

employees applying for any position with the Village of Freeburg will be subject to reference . -

Any potential employees who will be driving a Village wehicle or driving their personal -

vehicles on Village business more than 1,000 miles each year will be subject to an inspection
of their Motor Vehicle Records annually.  Depending on the job requirements, some
employees may have to comply with the Department of Transportation requirements for a
Commercial Drivers License.

Information gained from any of the above background checks will be held in confidence and
shared with management individuals only on a need-to-know basis.
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EMPLOYMENT ELIGIBILITY DOCUMENTS

Federal regulations require the Village of Freeburg to comply with the Immigration Reform
and Control Act of 1986. All new employees must complete an I-9 Form and provide proof
of their identity and their ability to work in this country. The Office Manager is responsible
for obtaining the I-9 Form and verifying the eligibility to work in the United States.
Employees will be expected to complete the I-9 Form during orientation on their first day of
work. The Office Manager will properly complete the Employer Section of the I-9 Form. Ifa
new employee is unable to provide the necessary documentation within three working days
from the date of hire, he/she must provide proof that he/she has applied for the required
documents. If this is not provided, the employee will be terminated.

If a supervisor or department head is notified by any governmental agency that it is going to
conduct an inspection of the I-9 documents, the Village Administrator and the Mayor should
be contacted immediately.

EMPLOYMENT APPLICATIONS

The Village of Freeburg relies upon the accuracy of information contained on the
employment application as well as the accuracy of other data presented throughout the
hiring process and employment. Any misrepresentations, falsifications or material
omissions in any of this information or data may result in the Village of Freeburg’s
exclusion of the individual from further consideration for employment or, if the person
has been hired, termination of employment,

PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify the Village of Freecburg of any

change in personnel data. Home mailing addresses, telephone numbers, number and

names of dependents, individuals to be contacted in the event of an emergency, -

educational accomplishments and other such status reports should be accurate and current
at all times. If any personnel data has changed, notify the Office Manager,

ACCESS TO PERSONNEL FILES

The Village of Freeburg maintains a personnel file on each employee. The personnel file -

includes such information as the employee’s job application, resume, records of training,
documentation of performance appraisals, salary increases and other employment

e e e e £1 cepeas -
Personnel files are the property of the Village of Freeburg and access to the information
they contain is restricted. Only supervisors, department heads,_the Office Manager. the
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Village Administrator, the Mayor and Personnel Committee Chairperson are allowed
access to these files.

The Chairperson of the Personnel Committee of the Board of Trustees will, from time to
time, review the active and inactive personnel files to ensure that they are maintained in
accordance with this Personnel Policy and Procedure. Any discrepancies found during
these reviews will be reported to the Mayor.

When an employee resigns, retires, is terminated or in any other manner ceases to be an
active employee of the Village, histher personnel records will be transferred to an
inactive file and maintained for a period of not less than ten (10) years. After a period of
ten (10) years has elapsed, the Mayor may authorize the destruction of the former

employee’s personnel frecords. L -

Employees who wish to review their file should submit a request in writing to the
respective department head, the Office Manager, the Village Administrator or Personnel
Committee Chairperson. With reasonable advance notice, employees may review their
own personnel files in the Village of Freeburg’s office and in the presence of their

department head, the Office Manager. the Village Administrator or Personnel Committee

Chairperson.

Any employee who disputes the information in his or her personnel record has the right

to respond to the information by supplementlng the record with his/her version of the

event or subject. . The employee’s supervisor must be made aware of the situation. If the
problem cannot be resolved, the employee has the right to file a grievance and have the
Personnel Committee review the disputed information.

The Village of Freeburg shall also maintain a separate confidential medical file. Access

to the medical file shall be limited to the Mavor. the Personnel Committee Chairperson.
the Villace Administrator, the Office Manager and the Finance Clerk. All information
regarding pre-employment physicals and drug screens and any other medical records
shall be kept in the confidential medical file.

PHOTO LD.’S

The Village of Freeburg shall issue a photo 1.D. card to gmployees. e T

All employees who are issued a photo L.D. are required to be in possession of the L.D.
card and display it while on duty, Employees shall pot use their 1.D. for personal

business or personal gain. If an identification card is lost or stolen, it must be reported,to o

the Office Manager or department head. The 1.D. is the property of the Village and must
be turned in to the Office Manager or department head upon termination of employment

with the Village.
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Emplovees must displayv_their Village identification badee at all times while working.
The Village badge must be clearlv visible. If an emplovee does not wear the badge and is
warned three times by their supervisor or other Villace management, thev will be sent
home to gel their badge. The emplovee will not be compensated while away from their

iob.
(DHE&IP moved this paragraph from page 46).

DRIVER’S LICENSE REQUIREMENTS

It is the policy of the Village of Frecburg that each employee, whose position requires
that a vehicle be driven, must present a valid driver’s license upon employment or at any
time during employment with the Village.

If an employee, who is required to have a valid driver’s license, has his or her license
suspended or revoked, he or she must inform their immediate supervisor by the next
working day. Failure to report the suspension or revocation could result in disciplinary
action up to and including termination.

An employee whose license is suspended or revoked can be placed on an unpaid leave
for up to 90 days_subject to approval by the Mavor and Board of Trustees. If at any time
during the 90 days the license is reinstated, the employee may return to work. If the

license is not reinstated'within,QO days, the employee’s employment with the Village may

be terminated.

| RESIDENCY REQUIREMENTS THIS SECTION UPDATED,

fective April 1. 2009, all full-time village employees shall maintain their

boundaries of the Village. . whichever is greater. consistent with the provisions set forth
as follows. (Ord. No. 1310: 02-17-09)

the prescribed area as of the effective date of this appointment and are subject
to emergency call out requirements must comply with the residency
requirement prior to the completion of six months of service.

B. Current employees hired prior to May 7, 1996 and residing outside the
prescribed area may continue to do so. but when and if the emplovee relocates
his or her residency. he or she must do so within the prescribed area or have
permission from the Village Board for a location outside the prescribed area.

C. The following full-time village positions and any others so determined by the
Board from time to time are subject to emergency recall and. therefore, the
prescribed area residency requirement.
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Titie Department

Village Administrator Administration
Chief of Police Police
Public Works Director Public Works
Electric Head Lineman Electric
Public Works Crew Ieader Public Works
Police Sergeant Police
Police Officers Police
Electric Lineman Electric
Crew Worker 11 Public Works
Crew Worker 1 Public Works
Electric Apprentice Lineman Electric

D. An emplovee’s place of residence shall be determined in conformance with* - [ Formatted: Bullets and Numbering ]

state statute determining residence for voting purposes and shall include the

following factors:

1. Actual physical presence at the residence address as a dwelling place.

2. Intent to remain at said address as a permanent abode.

3. Receipt of utility bills at residence address.

4. Register to vote at residence address.

5. Registration of driver’s license at residence address.

6. Record title holder of residence address property or tenant under a valid

lease for said premises.

E. Current employees who are separated from the service of the village and later
resume emplovment by the village must comply with the residency
requirement so stated in division (B) of this section.

F. The following positions are exempted from the residency requirement:

1. Emplovees that were appointed before May 7. 1996 and resided outside
the village and have continued to do so at the same residence. In the event
the emplovee moves from the residence. the emplovee must comply with
the provision set forth in division (B) of this section.

Clerical emplovees and such other position classifications as may be

determined by the Board of Trustees not to be subject to emergency recall.

3. All part-time emplovees whether hired, appointed. or commissioned may
continue to reside outside the corporate limits during their duration of
part-time employment. In the event the part-time emplovee status is
uperaded to full time and he or she is subject to the emergency call out
provision of this statute. the employee will have 180 days from the date
the full-time upgrade was effective to comply with the residency
requirement as set forth in division (A) of this section.(Ord. passed

2/17/09).

8]

Steve added G.: Emplovee not meeting the above residency requirements are subject to
termination,
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NEW EMPLOYEE ORIENTATION

In an effort to nsure a smooth transition to the Village of Ireeburg, all newly hired employees
will participate in an orientation. Orientation is the joint responsibility of the new employee’s
supervisor and the Administration. The Mayor or his/her designee will be responsible for
providing new employees with:

¢ A history of the Village ;
¢ An explanation of the operations of the Village ; and
+ An overview of the Village’s policies, procedures, and benefits.

All new employees must attend an orientation session as directed by the Village. During the
orientation session, the employee will receive an employee handbook and will be given an
opportunity to ask questions about any information contained in the employee handbook. All
new employees will be given an Acknowledgement Form affirming that the employee has
read and understands the information contained in the employee handbook.

The new employee’s department head is responsible for ensuring that each employee attends
an orientation session. In addition, department heads are responsible for all job training.

Department heads should ensure that they talk often with new employees during the first few

weeks of their employment.

TRANSFERS / PROMOTIONS

The Village of Freeburg is committed to the professional development of its employees. Inan

effort to retain our experienced employees, transfers and promotions within the organization
are encouraged. At the Village’s discretion, it may require or permit employees to make
temporary or permanent transfers in order to accommodate business needs or employees' own
personal needs. Employees may request a transfer to another department or location by
submitting a request in writing to their department head. Department heads should obtain
approval for the transfer from the Village Board of Trustees.

Employees may also request to be considered for a promotional opportunity. However, to be
promoted, there must be a position available within the organization. In addition, employees

will only be eligible for promotion if they have been in their current position for a minimum of

six months, have a satisfactory performance record and have not been issued any disciplinary
action in the previous six-month period. In the event of extraordinary circumstances, any of
the above criteria may be waived with the approval of the Village Board of Trustees.

Employees requesting a promotion should submit a written request fo their department head or

in, his/her absence to the Village Administrator for further handling

Employee transfers or promotions should not create a direct or indirect supervisor/subordinate
relationship with an immediate family member.
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Employees' rates of pay, after the transfer or promotion, will be determined according to the
compensation guidelines for the new position.

HOURS OF WORK

Work Time Policy

Employees of the Village of Freeburg are expected to work during all assigned work
periods, exclusive of meal times or unscheduled hours, etc. Employees are not to
perform work during meal times or unscheduled hours, unless they receive approval from
their immediate supervisor. Overtime work shall be performed only as authorized by the
department head or the Village Administrator. The Village recognizes that police - .
officers have emergency response responsibilities that interfere with the ability to

establish a set meal period. Every reasonable effort will be made to prov1de a duty free
meal period to such personnel. |

Full Time Employees

A. The normal scheduled workweek will be 40 hours for each full- tnne*‘
emplovee, mciudmg pa1d sick davs and pafd holidays.

B. The workweek for each emplovee will be from 12:01
midnight (12:00) the following Sunday.

C. Linemen are subject to 24 hour telephone standby which shall be shared

equally.

D. Light plant operators are subject to shift work.
E. The work schedule for emplovees assigned to power plant operations may

require shift hours. When required to work in excess of 40 hours per week,
work performed will be actual time worked to the nearest five minutes and
will be paid as overtime at the rate of time and one-half. When called out
from home. a minimum of two hours call-out time will be paid, however
working past quitting time will be actual time worked.

F. The work schedule for linemen, water, sewer and street maintenance workers
will be Monday throueh Fridav from 7:00 a.m. until 12:00 p.m. noon and
12:30 p.m. until 3:30 p.m. The Village Hall Administrative Office is open .
Monday through Friday from 7:00 am. to 5:00 p.m. Work schedules for
office personnel will be assigned by the Office Manager on a rotating basis
from either 7:00 am. - 4:00 p.m. or 8:00 a.m. until 5:00 p.m. Each employee
will receive one hour off for lunch as scheduled by the appropriate village
supervisor. Work performed in addition to these hours will be actual time
worked to the nearest five minutes and will be paid as overtime at the rate of
time and one-half. provided the emplovee has accumulated 40 hours in the
work week. When called out from home. a minimum of two hours call-out
time will be paid. however, working past guitting time will be actual time
worked. The recular working hours are subject to change by the Village
Administrator when, in his or her opinion. weather conditions require such
change.

a.m. Monday to -
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1

one and one half (1 %) times the
employee’s regular hourly wage rate, will
be paid to an employee working more
than their 40 hour work week unless on a
28 day schedule, then overtime pay will
be at one and one half (1 %) time after 80
hours in a two week pay period. Anyone
that begins a work shift on a Village
holiday will receive 1 ' times his wage
rate plus holiday pay. An employee that
is scheduled to be off on a holiday will
only receive holiday pay. Holiday pay
shall be equal to 8 hours of regular pay no
matter what shift an employee is working.
All overtime work must be approved in
advance by the employee’s department
head or the Mayor.{|

q

3. Two (2) Hour Call Qut. If an
employee is called out after the normal
duty hours or on his/her normal
scheduled time off, for any reason (e.g..
Public Works Department employee
checking the water plant). the employee
will be paid for a minimum of two (2)
hours at overtime rates (i.e.. one and one
half (1 %4) times the employee’s regular
hourly wage rate). Two (2) hour call outs
must be pre-approved by the department
head. Committee Chairperson or the
Mayor. This dees not apply to salaried

employees. .

a

2. . Overtime pay, calculated at the rate of
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G. A meal allowance of $7.50 will be granted if required to work three or more

over a normal workday or when called out to work in excess of four hours
overtime.
Double time will be paid for unscheduled Sunday work.

bt

An emplovee may elect to accept compensatory time in lieu of overtime,

vacation or holiday pav pursuant to the provisions of this division.

“Compensatory time” is defined as hours during which an emplovee is not

working, which are not counted as hours worked during the applicable

workweek or other work period for purposes of overtime compensation, and

for which the emplovee is compensated at the emplovee’s regular rate. (29

USC 207 (o)(6)(B))

1. All compensatory time will be provided at a rate of time and one-half for

each hour of overtime, vacation, or holidav pay. (Examples: One hour of

overtime pavable at time and one-half would vield one and one-half hours

of compensatory time. One hour of unscheduled Sundav or holiday time

pavable at double or double time and one-half would also vield one and

one-half hours of compensatory time with no addition compensation being
aid.

The emplovee shall notify the supervisor of his or her intent to select

compensatory time no later than the day after the overtime was acquired or

the dav pavroll is due to be submitted, whichever is earlier.

3. If the supervisor approves the request for compensatory time. such
approval shall be in writing a copy provided to the emplovee. payroll
clerk. and the Village Administrator’s office.

4. The emplovee must take the compensatory time within four weeks
following the week in which the time was eamed. Compensatory time
mav not be taken within the same week as earned. If the emplovee is
unable to use the compensatory time within the allotted time frame. he or
she will automatically receive the overtime, vacation or holiday pay for
the time eamed and the requested compensatory time will be removed
from the records.

5. The village is under no obligation to grant anv requested compensatory
time. and in the event that the supervisor. in his or her sole discretion,
decides that the emplovee is needed on the job, the supervisor mav so
inform the emplovee and the emplovee shall remain on duty and shall
receive payroll compensation as provided in this section or mayv request
alternate day(s) to receive compensatory time within the allotted time
period. The village shall have full discretion as to the approval and use of
compensatory time and the decision of the village to have an emplovee
available during regular working hours supersedes the right of an
employee to claim anv accumulated compensatory time in lieu of pavroll
compensation.

6. Any employee mav not accumulate more than 16 hours of compensatory
time.

7. Salaried emplovees of the village. being the Village Administrator. Office
Manager, Public Works Director, Assistant Public Works Director and the

_!\.)
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Chief of Police, beine executive or administrative positions, are not
eligible for compensatory time.

H. A $200.00 allowance on work clothing for employees of the Public Works

Depariment upon the supervisor’s approval and receipts turned in. (Former

Code. § 15-1-5) (Ord. No. 861, passed 8-21-95: Am. Ord. 974, passed 10-16-

00)

§32.06 HOLIDAYS.

A -
1. The following observed holidays will be considered official holidays:
New Year’s Day Veteran’s Day
President’s Day Thanksgiving Day
Memorial Day Day after Thanksgiving Day
Independence Day Christmas Eve Day
Labor Day Christmas Day
Good Friday Martin Luther King, Jr.’s Day

2. In the event the holiday falls on the weekend, the village will observe the+ - 1

holiday closest to the actual dav. When an emplovee is called out on an
emercency on the above-listed holidayv, he or she will be paid his or her
holiday pav. plus one and _one-half times for eight hours. Any time
required to work in excess of eight hours will be paid at two and one-half
times the rate of normal pay. |

B. Employees required to work on any holiday as outlined in division (A) of this

section will be paid at the rate of time and one-half, plus holiday pay
provided he or she has worked his or her scheduled day before or after such
holiday.

C. When an official holiday falls within an emplovee’s vacation period. an extra
dav will be added with pav to her or her vacation.

D. Each emplovee shall select a personal holiday of their choice to be taken with
proper supervisorv notification. The personal holiday may be taken on any
working day the emplovee is regularly scheduled for work. The holiday will
be eranted to each emplovee at the rate of one per calendar year.

STARTED HERE 6/5/09:
Police Department Employees - Dennis is going to check with Mel on this section.

1. A full-time police department employee is one who is employed in one of the
following respects:

a. Patrol — A patrol officer who works 12 hour shifts shall work 80 hours in a two

week period, The officer works alternating weeks of 20, hours and 60, hours on -
[ Deleted: 24
. { peleted: 56

a 14 day schedule.
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b. The Chief of Police is an exempt position: the Sergean{, Investigator, and-
Secretary, positions are 40 hour work week positions.

Part Time Employees

A part time employee is any individual employed to work less than thirty-five (35) hours
per week, or for irregular periods of thirty-five (35) or more hours per week in relief or
emergency situations. This includes individuals hired for full time work during the
summer months. Part time employees are paid for hours worked at their normal hourly
wage rate and are not eligible for other employee benefits. The employment of any part
time employee must follow the procedures set forth for hiring of full time employees,

RECORDING OF TIME WORKED

All employees must record their actual time worked on their timecard. If an employee is -

found filling out the time card of another employee_ it will result in both employees being

subject to_disciplinary action up to and including (added by Dennis) immediate |

termination of employment without recourse.

On Monday following the end of the pay period, department heads will collect time cards
for all employees in his or her department and record on the card the total of all regular
hours worked and all overtime hours worked. The department head will sign each time
card to certify the totals on the card are a true and accurate record of the employees work.
Verified timecards are then delivered to the Office Manager by mid-morning, of the

Monday for preparation for payroll. Time cards will be maintained as a permanent part |

of the Village’s financial records.

The failure of any employee to comply with procedures for recording hours worked as
stated above will constitute justification for disciplinary action, including suspension or
termination of employment.

PERFORMANCE EVALUTION

Supervisors and employees are strongly encouraged to discuss job performance and goals
on an informal day-to-day basis. A formal written performance evaluation will be
conducted after 6 months and 12 months of employment. Additional formal performance
evaluations are conducted to provide both supervisors and employees the opportunity to
discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and
discuss positive, purposeful approaches for meeting goals.

The performance of all employees is generally evaluated according to an ongoing 12-
month cycle. Employees will have an evaluation at the end of the calendar year. All
evaluations will be due to the Personnel Committee Chairperson by March 1%
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ATTENDANCE AND PUNCTUALITY

We recognize the need for employees to be absent from work due to illness or the need to take
care of personal business during the normal workday. We instituted “sick leave” and
“personal days” o provide for these needs as they arise. With the approval of the department

head and Personnel Committee,(added by Denms) Qmployees may also quahfy for an unpa1d .
o [Format‘ted: Font: 12 pt

[ Formatted: Font: 12 pt

1 Comment [MSOffice53]: Steve

excessive absenteemm, tardiness and/or leavmg early causes other employees within the
organization to have to bear the burden of filling in for the absent employee.

Employees, who are not on an approved leave of absence and who are absent from work
without sufficient leave to cover that absence, will be subject to disciplinary action.

First Incident First Written Warning
Second Incident, ~ Final Written Waming N o
Third Incident Termination
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those days to be counted as one mmdent If at any tlme an employee corrects his/her excessive
absentee problem and has no unexcused absences during a one-year period, disciplinary
action, if it becomes necessary again, should begin with a First Written Warning. An
“unexcused absence” is an absence from work for which the employee had no illness or injury
or failed to notify the Village of their absence or failed to return to work with a doctor’s note.

If an employee, who has been with the Village less than 90 days, has an unexcused absence,
he/she will be issued a Final Written Warning for that absence. If an unexcused absence
occurs again within his/her first 90 days of employment, the employee will be terminated. If
the new employee has no further incidences during his/her first 90 days of employment, the
Final Written Warning will revert to a First Written Waming.

Periodically, special circumstances will occur that warrant an employee being excused from

work without sufficient leave to cover the absence. These types of requests require the

approval of the Village Board of Trustees. Occasionally an employee will exhibit a pattern of
absenteeism that must be corrected, despite having sufficient leave to cover those absences
(i.e., consistently missing a specific day of the week, the day before or after a holiday, the day
before or after a scheduled vacation). Such cases shall be reviewed by the department head
and the Mayor for possible disciplinary action.
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Employees who are going to be absent, tardy, or leave early from work are responsible for
notifying their supervisors as soon as possible, regardless of whether they have sufficient leave
to cover the absences. Employees who are absent and fail to notify their supervisors will be
subject to disciplinary action for failure to notify and the days(s) of absence shall be
considered as unexcused absences, Employees who have been absent three consecutive days
without calling to speak with their supervisors will be considered to have voluntarily resigned.

EMPLOYEE CONDUCT

It is the policy of the Village of Freebure that certain rules and regulations regarding

employee behavior are necessary for the efficient operation of the Village and for the

benefit and safety of all employees and citizens of the Village of Freeburg. Conduct that

interferes with operations, discredits the Village or is offensive to the public or fellow
employees will not be tolerated.

Employees are expected at all times to conduct themselves in a positive manner so as to
promote the best interests of the Village including but not limited to complying with the

following standards:.

1. Reporting to work punctually and being at their proper work station, ready to work,
at the assigned starting time.

2. Giving appropriate advance notice whenever unable to work or report on time.

3.  Smoking only at times and in places not prohibited by the Village or local
ordinances.

4. Wearing clothing provided by the Village for the work being performed.
5. Maintaining work place and work area cleanliness and orderliness.
6.  Treating the public and fellow employees in a courteous manner.

7. Payment of legitimate debts to avoid exposing the Village to harassment by
creditors.

8. Wearing safety belts while operating a Village vehicle or driving a personal vehicle
on Village business. In addition, proper safety equipment will be worn and/or
utilized while on, going to and coming from the job site.

9.  Performing assigned tasks efficiently and in accordance with established quality
standards.

10. Reporting to management suspicious, unethical or illegal conduct by fellow
employees or other people on the Village premises.
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PROGRESSIVE DISCIPLINE

The purpose of this policy is to state the Village of Freeburg’s position on administering
equitable and consistent discipline for unsatisfactory conduct in the workplace. The best
disciplinary measure is one that does not have to be enforced and comes from good
leadership and fair supervision at all employment levels.

The Village of Freeburg, is committed to ensuring fair treatment of all employees and in
making certain that disciplinary actions are prompt, uniform and impartial. The major
purpose of any disciplinary action is to correct the problem, prevent recurrence and
prepare the employee for satisfactory service in the future.

Disciplinary action may call for any of four steps depending on the severity of the
problem and the number of occurrences: written warning, final written warning,
suspension without pay or termination of employment. There may be circumstances
when one or more steps are bypassed. (See Employee Work Rules)

Progressive discipline means that, with respect to most disciplinary problems, these steps
will normally be followed: a first offense may call for a written warning; a next offense
may be followed by a final written warning; another offense may lead to a suspension;
and still another offense may lead to termination of employment.

The Village of Freeburg recognizes that there are certain types of employee problems that

are serious enough to justify either a suspension or jmmediate termination of employment
without going through the usual progressive discipline steps.

While it is impossible to list every type of behavior that may be deemed a serious
offense, the Employee Work Rules Policy includes examples of problems that may result
in disciplinary action up to and including immediate suspension or termination of
employment.

By using progressive discipline, we hope that most employee problems can be corrected
at an early stage, benefiting both the employee and the Village of Freeburg.

EMPLOYEE WORK RULES

The offenses and discipline listed below are not all-inclusive. Unacceptable conduct not
specifically covered by these rules may result in disciplinary action.. Repeated violations
of the same rules, violations of more than one rule in a single act or violations of different
rules at different times shall be the cause of accelerated or compound disciplinary action.

Disciplinary notices will be given to the employee.

The department head or Mayor will recommend employee discharges to the Personnel
Committee who will conduct a due process hearing, if necessary, prior to making a
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| recommendation to the Village Board of Trustees for a final decision, on disciplinary
action. No due process hearing is necessary for disciplinary action that does not involve a
potential suspension without pay or termination. |

|

Group A

A violation of any Group A rule is considered so serious that such a violation may result
in IMMEDIATE DISCHARGE,

!\)

10.

11.

Engaging in any unlawful conduct on Village work premises or engaging in any
unlawful conduct off work premises which affects the employee’s relationship to
his or her job, his or her fellow employees or which negatively impacts the
Village’s reputation.

Falsifying work or attendance records, falsifying employment applications or
falsely claiming to be sick.

Entering Village work premises outside of work hours without permission by the
department head or the Mayor. The mere possession of a key does not constitute
permission.

Theft from the Village, its employees or anyone visiting the Village work premises.

Unauthorized possession or use of alcoholic beverages on Village work premises at
any time.

The possession, use or sale of alcohol or illegal drugs or drug paraphernalia during

drugs.

Negligence or carelessness resulting in damage to persons or property.

Failure to follow safety rules.

Intentionally misusing, destroying or damaging any property or equipment
belonging to the Village, or the property of any employee or visitor to the Village

work premises.

Unauthorized removal or alteration of Village records or copies of such from the
premises.

Unauthorized release of any confidential information which directly affects Village
business.

Failure to obey specific instructions of a superior in performance of specific job or
task assigned.
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13.

14.

15.

16.

17

18.

19.

20.

21

Violation of the harassment policy.

Being the aggressor in any fight on Village work time.

Using threatening or abusive language to supervisors or fellow employees.
Conviction of a felony while employed by the Village of Freeburg. |

Acceptance of valuable consideration given to the employee with the expectation of
influencing the employee in the performance of his or her duties or which may
create the appearance of such influences.

Use of the Village position for personal advantage.

Failure to notify your supervisor of tardiness or absence in the required manner.

Sleeping during working hours.

Possession, use or sale of a firearm or weapon on Village property unless
authorized by the Mayor or state law to possess same.

Group B

A violation of any Group B rule shall be handled on a two step basis as follows:

First infraction = Three (3) work day suspension without pay*
Second infraction = Discharge

L

Leaving place of employment during working hours without permission of
appropriate Supervisor.

Refusal to perform a job assignment(s).

Excessive absenteeism or tardiness. (See Punctuality and Attendance Policy)

Abuse of leave privileges including the abuse of sick leave privileges by jllness or

exhibiting a pattern of abuse (e.g. call off on Mondays).

Abuse of telephone usage such as excessive unauthorized long distance and
personal phone calls during work hours,

Insubordination or the violation of a written or verbal order of an elected
official/department head or their designate.

Gambling on Village property.
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* - The Mayor will decide the appropriate days that the employee will be suspended.

Group C

A violation of any Group C rule shall be handled on a four-step basis as follows:

First Infraction = Written warning

Second Infraction = Final written warning

Third Infraction = Three (3) work day suspension without pay*
Fourth Infraction = Discharge

Wiz TS SE SNSRI R R UL 4 L S DR A s SR e e T

1. Failure to properly perform assigned duties.

2. Inability or unwillingness to work harmoniously with others.

3. Exceeding specified time for lunch or breaks.

* - The Mayor will decide the appropriate days that the employee will be suspended.

GRIEVANCES

The most effective accomplishment of the work of the Village requires prompt
consideration and equitable adjustment of an employee grievance. It is the desire of the
Village to address grievances informally, and both supervisors and employees are
expected to make every effort to resolve problems as they arise. It is recognized,
however, that there will be grievances which will be resolved only after a formal appeal
and review. Accordingly, the following procedure is established.

Definition of a Grievance

A grievance is any wrong, real or imagined, considered by an employee as grounds for
complaint. All grievances shall be processed through the grievance procedures as set out
in this manual. However, grievances arising out of a demotion for disciplinary reasons,
suspension or the dismissal of an employee may be appealed directly to the Personnel
Commiittee.

Procedures

An employee shall first present their grievance to his or her supervisor or department
head within five (5) working days of the occurrence of the incident that caused the
grievance. The employee’s supervisor or department head shall make a careful inquiry
into the facts and circumstances of the complaint. The supervisor or department head
shall attempt to resolve the problem promptly and fairly and shall inform the employee in
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writing of his or her finding and decision within five (5) working days after the receipt of
the employee’s grievance.

At any time within five (5) working days after receipt of the decision of the supervisor or
department head, the employee may submit a written request for further review to the
Personnel Committee. The Personnel Committee shall investigate such complaints made
to it in writing by an employee. The Personnel Committee shall provide jts decision n
writing to the employee and his/her supervisor within 10 working days, which shall be
final.

The employee shall have 10 working days from the date of receipt of the Personnel

Committee’s decision to file with the Village Administrator a written appeal to the

A

Village Board of Trustees Upon receipt of such an appeal the Board of Trustees shall
consider it at the Village’s next regularly scheduled meeting. In the case of a
termination, the Board of Trustees may reinstate the employee or uphold the decision and
recommendation of the Personnel Committee. It will require a majority vote of the Board
of Trustees to reinstate the employee or uphold the decision of the Personnel Committee.
The Mayor will break any tie votes. This decision shall be made in writing to the
employee and his/her supervisor.

Julie is adding in our current grievance section here for you to compare with the above
grievance procedure.

§ 32.12 GRIEVANCE PROCEDURE.

A. Purpose.
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misunderstandings in any organization. An emplovee problem exists
when an emplovee feels dissatisfied with some aspect of his or her work
over which he or she has no control. These problems are often referred to
as orievances, It is important to employees and supervisors alike that
these problems be presented and decisions made. Unless the problem is
expressed clearly to the person in authority. often it cannot be understood
and therefore cannot be solved.

2. The village has adopted the following outlined procedure to be used by an
emplovee who sincerely feels that he or she has a real work problem and
who desires that it be reviewed by higher authorities. The objective of this
procedure is to describe to the employee. the immediate supervisor. and
higher authorities the steps to be used to provide an answer to employee
problems. Emplovyees are also encouraged. without resort to this formal
procedure. to discuss informally with supervisors any problems within the
scope of the grievance procedure. and supervisory and administrative
personnel are to be accessible for such discussion. The village supports a
policy of having supervisors meet with anv employee on an informal basis
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B. General Provisions.

to exchange views and opinions on all matters relating to the conditions of
employvment.

1. Whenever possible grievances will be handled during the regularly-

2

scheduled working hours of the person involved.
In the event of the unavailability of a supervisor, the grievance shall then

3.

be processed at the next higher step in the procedure.
Any problems or grievance shall be considered settled at the completion of

<,

any step. if all parties are satisfied. Dissatisfaction on someone’s part is
implied in the movement of the grievance from one step to the next.
The grievance procedure form shall be used in processing emplovee

3.

problems or grievances. Forms will be available either through the
department or at Village Hall.
The filing of a grievance and the entire grievance procedure is to operate

6.

without discrimination. restraint. coercion. or reprisal on the part of any
supervisor or employee. The filing of a grievance. or the intention to file,
does not relieve an employee in any way of his or her responsibility to
perform any and all of his or her assigned duties promptly and completely.
When organizational structure or special departmental circumstances do

I

not permit the normal steps to be followed in processing a grievance. the
Village Administrator may modify or interpret the plan so as to provide
fair and equitable procedures to be used.

An employee complaint, dissatisfaction, or problem need not be submitted

B. Steps.

1. Step one.

or accepted bv management as a grievance subject to the grievance
procedure if the emplovee fails to file a written grievance, as required in
step two. later than 30 calendar davs following the date of the incident.
event, or activity which gave rise to the grievance.

-

a) The emplovee will explain orally the situation and problem to the
emplovee’s immediate supervisor.

b) The immediate supervisor will, either alone or after consultation with
his or her superiors. reach a decision and communicate it orallyv to the
emplovee within three work days after being informed of the situation
causing the grievance.

Every possible effort should be made by all parties concerned to settle
emplovee problems at this level on an oral basis.

2. Step two.

a) If the emplovee is not satisfied with the oral decision rendered, he or
she will submit the problem in writing on the grievance procedure
form to his or her immediate supervisor. The problem being submitted
shall also include the proposed remedy.

E )
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b)

The immediate supervisor, either alone or after consulting his or her

superiors, will notify the emplovee in writing of his or her decision on
the appropriate space on the grievance procedure form. This form
shall be returned to the emplovee.

3. Step three.

a)

If the erievance is not settled at the second step. the employee shall

b)

submit the grievance in writing to the emplovee’s department director
by the use of the appropriate space on the grievance procedure forn.
The Department Director need not act. if he or she so wishes. on any
orievance referred which is received later than five work days after the
date the written decision was returned to the emplovee by the

immediate supervisor.
The emplovee’s Department Director shall use the appropriate space

4. Ste

a)

on the erievance procedure from to notify the emplovee of his or her
decision.

our,
If an employee does not have his or her grievance settled to his or her

b)

satisfaction based on the decision of the Department Director, he or
she may file an appeal with the Village Administrator. The employee
shall complete the appropriate space on the grievance procedure form
and submit it to the Village Administrator within three work days
following the date the written decision was returned to the employee
by the Department Director.

The Village Administrator shall study the record of the appeal and

c)

may hold an informal hearing to obtain anv additional information.
The hearing shall be held by the Villaze Administrator, or by any
representative authorized bv the Village Administrator to serve as the
hearing officer. The Village Administrator shall render a decision
within five work days following receipt of the record or. if an informal
hearine has been held. within five work days following the close of

such hearing.
Upon receipt of the Village Administrator’s decision, the Department

Director will carry out the terms of the decision with the appropriate
action.

5. Step five.

a)

If an emplovee does not have his or her grievance settled to his or her

b)

satisfaction based on the decision of the Village Administrator, he or
she may file an appeal through the Village Administrator to the Board
of Trustees.

The appeal shall be requested in writing and directed to the Village

Administrator within five working days after the effective date thereof.
Upon such appeal, both the appealing emplovee and the appointing
authority shall have the right to be heard publicly and to present
evidence. At the hearing of such appeals. technical rules of evidence
shall either confirm the action of the Village Administrator or
recommend an alternate course of action.
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¢) The Board shall file a written statement of its findings and
recommendations with the Village Administrator within ten work days
following the close of the hearing, The Village Administrator shall
render a decision in writing within five work davs of his or her receipt
of the findings and recommendations. and the decision shall be final.
The grievance. all written documents which mav have been considered
by the Board. the findings and conclusion of the Board. and the
decision of the Village Administrator shall be promptly filed in the
office of the Village Clerk and shall be a public record. (Former Code
§ 15-1-12) (Ord. 768. passed 8-6-90)

USE OF TELEPHONES AND CELLULAR TELEPHONES

Good telephone habits are an indication that the department is interested in serving the
public. At all times, answer promptly and courteously. Identify yourself, be friendly and
helpful. Write the time and date of any message from the caller, transfer calls tactfully,
give accurate information, do not keep the caller waiting and hang up carefully.

Office telephones are a vital part of our governmental operation. Because of the large volume
of business transacted by telephone, personal use of the telephone should be limited and
personal calls should be brief. Personal long distance calls must be billed to the employee’s
home phone or credit card or placed collect.

Cellular telephones, pagers or radios are furnished to certain employees in connection with
their job duties.
should make all long distance telephone calls while traveling from their cellular telephone.
Employees need to limit personal use of their cellular telephone in the same way they need to
limit personal use of their office telephone. Employees that have excessive cellular usage for
personal calls will be subject to disciplinary action up to, and including, termination.

The Village of Freeburg requires the safe use of its ce11u1a1 telephones by employees wl‘ule

conducting business. The emplc
because of safety coneems but should instead pull to the side of the road to make or receive
telephone calls. If an employee is unable to pull over or stop before receiving a cellular
telephone call, they %hou d keep the busmesa conversation brief, and immediately ]ocate a safe

using a hand-held cellulal telephone

During work time, employees are discouraged from using (added by Dennis) personal cellular

telephones. These should be used only during breaks and meal times.

USE OF E-MAIL AND VOICE MAIL

Electronic mail and telephone voice mail are efficient and valuable business tools. They are
also property of the Village of Freeburg. In short, neither of these systems are gonfidential,

nor should they be used to meet an employee's own personal needs. If an employee receives a
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message that is not addressed to him/her, he/she is not authorized to read or use information
contained in that message.

The rule of thumb when it comes to e-mail and voice mail is that employees should not say or
write anything that they would not want someone other than the intended receiver to hear or
read. Remember that even when an e-mail or voice mail message has been deleted from a
location, it is still possible to retrieve and read that message.

The Village reserves the might to access and read any and all information contained in
computers, computer files, e-mail messages, or voice mail messages. Employees should have
no expectation of privacy with regard to these communications and will be in violation of the
Village’s discrimination and harassment policy if they send, receive, or access discriminatory,
harassing, or otherwise inappropriate e-mails or voice mails. The Village monitors, from time
to time, all electronic communication sources and all electronic communication sources are
subject to search without notice. The Village reserves the right to disclose employee voice
mail and e-mail messages and Internet records to law enforcement, government officials or
other third parties through subpoena or other process without notification to or permission
from the employee.

USE OF THE INTERNET

| The Village gxpects that any use of the Internet will be for business purposes only.
Employees should see their supervisor to discuss any questions about use of the Internet. The

+ not play computer games;
¢ not participate in chat groups unless their job specifically requires that they do so;

¢ include a disclaimer, when appropriate, explaining that their comments are their own and
not necessarily those of the Village ;

¢ not subscribe to any listserv that delivers more than 10 e-mails per day;
+ unsubscribe from any listserv when they are out of the office;

¢ not view any web sites that are sexual in nature; and

¢ not participate in sending any, letters_?

Julie is inserting our current code to compare to the above internet section:
§ 32.14 EMPLOYEE INTERNET USE POLICY. Certain village emplovees will
emplov electronic mail on a dailv basis at work as a primary tool for communications.
The Village mayv rely upon this medium to communicate information. and all applicable
emplovees will be responsible for checking and reading messages daily.

The network is provided for emplovee use to conduct business, research and to
communicate with others. Communications over the network are often public in nature.
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Therefore. general rules and standards for professional behavior and communications will
apply.

Electronic mail and telecommunications are not to be utilized bv emplovees to
share confidential information about Village business or emplovees because messages are
not entirely secure.

The network administrator and/or Village Administrator may review files and
communications to maintain system integrity and to ensure that emplovees are using the
svstem responsibly.  Users should not expect files stored on Village servers and
workstations will be private.

The following behaviors are not permitted on Village computers:

B. Sending or displaying offensive messages or pictures.
C. Assisting a campaign for election of anv person to any office or for the
promotion of or opposition to anv ballot proposition.
Using obscene language.
Harassing. insulting or attacking others.
Engaging in practices that threaten the computer network (e.s.. loading files
that mav introduce a virus).
Violating copvright laws.
Using others’ passwords.
Trespassing in others’ folders. documents or files.
Intentionallv wasting limited resources.
Employing the network for commercial purposes.
Violating regulations prescribed by the network provider.
. Conducting union business.

i [

2R e

The network administrator and/or Village Administrator will report inappropriate

behaviors to the Village President who will take appropriate disciplinary action. Any
other reports of inappropriate behavior. violations or complaints will be made to the
Village President for appropriate action. Violation may result in a loss of access and/or
any other disciplinary action the Village President and Villace Board deem necessary.
When applicable, law enforcement agencies may be involved.

Each emplovee will be given copies of this policy and procedures and will sien an
acceptable use agreement before being assigned access to the network. (Ord. No. 1003

08-06-01)

USE OF THE COMPUTER SYSTEM

Using other employee’s passwords, security codes, accessing or retrieving files or any
stored communications without prior approval from the appropriate supervisor or
department head is prohibited and subject to disciplinary action. up to and including
termination.

Only Department Heads or Network Administrators are allowed to load software on

workstations or servers, or download software off the Internet. Only legally licensed
| software is allowed to be loaded on the Village’s computers, You may not bring in

41
Revised 11/6/09

A. Sharing confidential information of Village business or emplovees. -

" { Deleted: .

[Formatted: Bullets and Numbering

)

Comment [MSOffice63]: Added by
Steve

)

. Deleted: ¥

)

{ Deleted: 4
A




personal software to load on, or use on Village computers unless specifically authorized
by your Department Head or Network Administrator.

Employees should never attempt to circumvent any Security Measures including
password-protected areas.

Employees who violate the provisions of this policy are subject to disciplinary action up
to and including termination of employment.

VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation and personal pursuits. Employees in the following employment
classification(s) are eligible to earn and use vacation time as described in this policy:

Regular Full Time Employees.

The amount of paid vacation time employees receive each year increases with the length
of their employment as shown in the following schedule.

Vacation Earning Schedule
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Note: Vacation is always earned in the current year (based on the employee’s
anniversary date) for the next year.

Employees in the first year, considered introductory employees, have no vacation time
(i.e., vacation time accrued is available to the employee after the 1% anniversary date). If
any employee quits, is terminated, etc. in the first year (i.e., prior to the 1*" anniversary
date), the employee is entitled to no vacation and will not be paid for any days accrued in
the first year. See examples below:

Example 1: The employee starts work on January 1, 2004. The employee’s one year
anniversary date is January 1, 2005. The employee quits work on December 15, 2004
(i.e., after working for the Village for 11 ' months). The employee receives no vacation
time nor is paid for any time accrued as the employee quit before the employee’s one
year anniversary date.
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Example 2: The employee starts work on January 1, 2004. The employee’s one year
anniversary date is January 1. 2005. After January 1, 2005, the employee has 80 hours to
use between January 1, 2005 and January 1, 2006. Between January 1. 2005 and January
1, 2006 the employee is accruing vacation for use after January 1, 2006.

The length of eligible service is calculated on the basis of a “benefit year”. This is the 12
month period between full time date of hire and the employee’s 1*' anniversary date and
between subsequent anniversary dates which are used to determine vacation time. An
employee’s benefit year may be extended for any significant leave of absence except
military leave of absence. Military leave has no effect on this calculation. (See
individual leave of absence policies for more information.)

Once employees enter an eligible employment classification, they begin to earn paid
vacation time according to the schedule. Earned vacation time is available for use in the
year following its accrual.

Paid vacation time can be used in minimum increments of four, hours at a time_unless
approved by the Department Director, To take vacation, employees must request
advance approval from their supervisor, department head or Mayor. Requests will be
reviewed based on a number of factors, including business needs and staffing
requirements. Employees may be temporarily denied vacation based on operational
requirements or emergency situations, but employees will be offered vacation at another
time of the current year.

Vacation time is paid at the employee’s base pay rate at the time the vacation is taken. It
does not include overtime or any special forms of compensation such as incentives,
commissions, bonuses or shift differentials.

As stated above, employees are encouraged to use available paid vacation time for rest,
relaxation and personal pursuits. In the event that available vacation time is not used by
the end of the benefit year, employees will forfeit unused time unless the employee files a
written request with the Board of Trustees requesting that the employee be allowed an
extension of time within which the emplovee may use the vacation time. not to exceed

sixty (60) davs, The request must state why the employee was unable to use his/her
vacation days and any hardship that prevented the employee from using the vacation

days. The Board of Trustees shall have the discretion to grant or deny the request or place
conditions on any grant of the request.

Upon termination of employment, employees, who have passed their 1™ anniversary date,
will be paid for unused vacation time that has been earned through the last day of work.

Holidays During Vacation: If a holiday occurs during the calendar week in which a
vacation is taken by the employee, the employee’s vacation period can either be
expanded by one (1) or more additional days (depending on the number of holidays
within the employee’s vacation period) or the employee can take the day at a later date.
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This day should be considered a Vacation Holiday (VH Day). It should be used within
the employee’s benefit year.

¥

FLOATING DAY

In addition to the vacation previously listed, eligible employees will receive one (1) paid

Floating, Day (ED) in each galendar year(added by Dennis), The ED must be taken as a

full scheduled workday. The ED shall be 8 hours of pay at the regular rate for employeeb
working 8 hour shifts. To be eligible, employees must complete 365 calendar days of
service in an eligible employment classification. The ED must be scheduled with the -
prior approval of the employee’s supervisor and, department head, A ED is not earned and
may not be taken during the one year introductory perlod For employees changing to full |

time status the employee’s original date of hire is used in determining whether the

employee is eligible to receive personal fime. Personal fime that is not used is forfeited
and cannot be carried over. Terminating employees are not ehgtble to be pald for unused W

ED.

Please discuss Personal Day Policy

HOLIDAYS

e

the holidays listed below:

New Year’s Day (J anuary 1)

Martin Luther King, Jr.’s Day (Third Monday in January)
President’s Day (Third Monday in February)
Good Friday (2ud Friday in April)

Memorial Day (Last Monday in May)
Independence Day (July 4)

Labor Day (First Monday in September)
Veteran’s Day (November 11)

Thanksgiving (Fourth Thursday in November)
Day After Thanksgiving

Christmas Eve (December 24)

Christmas (December 25)

Emplovee’s Birthday

The Village of Freeburg will grant holiday time off to all eligible employees immediately -
upon assignment to an eligible employment classification. Holiday pay will be ,ba%ed on .
the employee’s straight-time pay rate for eight (8) hours regardless of the shift the e o

employee is working. Eligible employee classification(s): Regular Full Time and
Introductory Employees.
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|
|

To be eligible for holiday pay., employees must work the last scheduled day immediately
preceding and the first scheduled day immediately following the holiday. This means that
when an employee takes vacation time or a personal day in conjunction with a holiday,
the employee must work the day before and after the scheduled vacation or personal day
to receive holiday pay.

A recognized holiday that falls on a Saturday will be observed on the preceding Friday.
A recognized holiday that falls on a Sunday will be observed on the following Monday.
If Christmas Eve or Christmas Day falls on a Saturday or Sunday, it will be observed
Friday and Monday for that year. Employees scheduled to work on the actual holiday
will be paid for the actual holiday. They will receive holiday pay plus wages at one and
one-half times their straight-time rate for the hours worked on the holiday.

If the employee is on vacation, the employee may extend his vacation by the number of
holidays in the week or take it/them at another time during that employee’s benefit year
(VH Day).

'Paid time off for holidays will not be counted as hours actually worked for the purposes
of determining overtime.
STOPPED HERE 6/5/09

WORKER’S COMPENSATION INSURANCE

The Village of Freeburg provides a comprehensive worker’s compensation insurance

program at no cost to employees. This program covers an injury or iliness sustained in
the course and scope of employment that requires medical, surgical or hospital treatment.
Subject to applicable legal requirements, worker’s compensation insurance provides
benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses must jnform their supervisor
immediately. No matter how minor an on-the-job injury may appear, it is important that
it be reported immediately. This will enable an eligible employee to qualify for coverage
as quickly as possible. The supervisor or department head should notify the Office
Manager or Village Administrator, of the incident immediately.

Neither the Village of Freeburg nor the insurance carrier will be liable for the payment of

worker’s compensation benefits for injuries that occur during an employee’s voluntary
participation in any off-duty recreational, social or athletic activity sponsored by the
Village of Freeburg. Further, any employee testing positive for drugs or alcohol in a
post-accident drug screen may be denied workers compensation benefits. Workers

compensation fraud is a crime punishable by jail time and/or fines. The Village of
Freeburg will prosecute any individual fraudulently claiming a work-related illness or

injury.

45
Revised 11/6/09

‘i Deleted: If a recognized holiday falls

[ Deleted: ¢
|
|

| during an employee’s paid absence (i.c..
vacation, sick leave), the employee will
be ineligible for holiday pay.

[ Deleted: §

[Deleted: Maryville

{ Deleted:

L Deleted: Comptroller or Mayor

[ Deleted: Maryville

 Deleted: Maryvillc

[Deleted: v

e

| Deleted: Maryville

Comment [MSOffice69]: Need to
decide whether or not we want to offer
temporary modified duty .




Comment [MSOffice70]: Steve
TEMPORARY MODIFIED DUTY : deleted this entire sc.f:linn,

Dennis commented “delete””

The Village of Freeburg is committed to providing work, when possible, for employees who
have been restricted by a physician due to a work- related injury or illness. Such work will be
provided subject to availability. Work will be assigned due to the nature of the injury or
illness and the limitations set forth by the treating physician. Every effort will be made to
place employees in positions within their own departments, but if necessary, employees will
be placed wherever an appropriate position is available.

While on temporary modified duty, employees will continue to receive their regular rate of
pay. Employees who are placed outside their department will continue to have their salary
charged to their regular department.

Employees on temporary modified duty must furnish a written update of their medical
condition to their department head from the treating physician after each visit in order to
remain in the reassigned job. Temporary modified duty assignments are limited to a period
of 90 days, subject to review. The employee should notify histher treating physician that
the temporary modified duty has a time limit so that they both strive to get the employee
well and back to his’her old position. Being placed on a temporary modified duty
assignment does not excuse an employee from following all rules and regulations.

PERSONAL APPEARANCE

Dress, grooming and personal cleanliness standards contribute to the morale of all

employees and affect the business image the Village of Freeburg presents to customers

and visitors.

During business hours, employees are expected to present a clean and neat appearance
and to dress according to the requirements of their positions. Public Works Department
emplovees are required to wear Village-supplied uniforms (added by DH&JIP)
Employees who appear for work inappropriately dressed will be sent home and directed
to return to work in proper attire. A written warning shall also be issued to the
Employee. Under such circumstances, employees will not be compensated for the time
away from work.

Consult your bupervisor department head or the Villﬁager Administrator,if ~ you  have .

RETURN OF PROPERTY

Employees are responsible for all property, materials or written information issued to
them in their possession or control All Village of Freeburg property must be returned by
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| of any items that are not returned when required. The Village of Freeburg may also take
all action deemed appropriate to recover or protect its property.

RESIGNATION

Resignation 1s a voluntary act initiated by the employee to terminate employment with

| the Village of Freeburg. Although advance notice is not required, the Village of Freeburg
requests at least two weeks written notice of resignation from employees in all
employment classifications.

| When employees leave the Village of Freeburg, they will be asked to participate in an
exit interview. The primary purpose of the exit interview is to ask for valuable feedback
about the employee’s experience at the Village. Participation is voluntary.

work record and has a sufficient length of service with the Village._All requests for leave
of absence shall be submitted in writing to the Personnel Committee. The Personnel
Committee shall forward their recommendation concerning the request to the Village
Board for final action. (added by DH&JP)

While the emplovee is on leave without pay due to a non-duty related illness or disability.
additional sick leave will not be earned by the emplovee.(moved from Sick Leave

Benefits).

All employees are paid biweekly on Friday. Each paycheck will include earnings for all
work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a holiday,
employees will receive pay on the last day of work before the regularly scheduled

pavday.

If a regular payday falls during an employee’s vacation, the employee’s paycheck will be
available upon his or her return from vacation. The employee has the option to come in
on payday while on vacation to pick up his or her paycheck.

Direct deposit of payroll checks is available to all Village employees.

EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any
organization and many of the reasons for termination are routine. Below are examples of
some of the most common circumstances under which employment is terminated:
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Resignation — voluntary employment termination initiated by the employee.
Discharge — involuntary employment termination initiated by the Village.

Layoff — involuntary employment termination initiated by the Village for nondisciplinary
reasons.

Retirement — voluntary employment termination initiated by the employee meeting age,
length of service or, any other criteria for retirement from the Village.

Employees will receive their final pay in accordance with applicable state and federal
law.

Employee benefits will be affected by employment termination in the following manner.
All accrued, vested benefits that are due and payable at termination will be paid. Some
benefits may be continued at the employee’s expense if the employee so chooses. The
employee will be notified in writing of the benefits that may be continued and the terms,
conditions and limitations of such continuance.

‘SAFETY

To assist in providing a safe and healthful work environment for employees, customers

and visitors, the Village of Freeburg has established a workplace safety program. This .-
program is a top priority for the Village of Freeburg. Its success depends on the alertness

and personal commitment of all.

employee meetings, bulletin board postings, memos or other written communications.

Some of the best safety improvement ideas come from employees. Those with ideas,
concerns or suggestions for improved safety in the workplace are encouraged to raise
them with their supervisor, department head or the Village Administrator. Reports and
concerns about workplace safety issues may be made anonymously if the employee
wishes. All reports can be made without fear of reprisal.

Each employee is expected to obey safety rules and to exercise caution in all work
activities. Employees must immediately report any unsafe condition to the appropriate
supervisor. Employees who violate safety conditions, who cause hazardous or dangerous
situations or who fail to report or, where appropriate, remedy such situations, may be
subject to disciplinary action, up to and including termination of employment.

In the case of accidents that result in injury, regardless of how insignificant the injury
may appear, employees should immediately notify the appropriate supervisor. Such

48
Revised 11/6/09

- -| Comment [MSOffice72]: Steve
questioned this paragraph.

by Steve

: F:omment [MSOffice71]: Changed }

& ‘[Deleted: and J

Deleted:
1

[Deleted: Maryville
[;eleted: Maryville

..

[Deleted: Maryville

{ Deleted: Mayor J




reports are necessary to comply with laws and initiate insurance and worker’s
compensation benefits procedures.

{Work Schedules taken out as DH&IJP thought it was redundant)

T

TOBACCO USE

In keeping with the Village of Freeburg’s intent to provide a safe and healthful work
environment, smoking and use of gmokeless tobacco is prohibited throughout the
workplace buildings and Village vehicles. This is also stale law. This policy applies

equally to all employees, customers and visitors.

MEAL PERIODS

All public works employees are provided with one meal period of 30 minutes in length
each workday. Administrative emplovees are provided with one meal period of 60
minutes in length each workday.  Supervisors will schedule meal periods to
accommodate operating requirements. Employees will be relieved of all active
responsibilities and restrictions during meal periods and will not be compensated for that
time. The Village recognizes that police officers have emergency response
responsibilities that interfere with the ability to establish a set meal period. Every

reasonable effort will be made to provide a duty free meal period to such personnel.,

(deleted by DH&TP)

OVERTIME

When operational requirements or other needs cannot be met during regular working
hours, employees will be given the opportunity to volunteer for overtime work
assignments. All overtime work must receive the supervisor’s, department head’s, or the

equitably as practical to all employees qualified to perform the required work.

Overtime compensation is paid to all non-exempt employees at the rate of one and one-
half times the employee’s regular rate of pay for all hours worked in excess of forty hours
in a workweek in accordance with federal and state wage and hour restrictions. Overtime
pay is based on actual hours worked. Time off on sick leave, vacation leave or any leave
of absence will not be considered hours actually worked for purposes of performing
overtime calculations.

Employees who work overtime without receiving prior authorization from the supervisor
may be subject to disciplinary action, up to and including possible termination of
employment.
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USE OF EQUIPMENT AND VEHICLES

Equipment and vehicles essential in accomplishing job duties are expensive and may be
difficult to replace. When using property, employees are expected to exercise care,
perform required maintenance and follow all operating instructions, safety standards and
guidelines.

Certain job positions allow for the personal assignment of a Village vehicle. Asa general rule,
personally assigned vehicles are to be driven home by employees for the sole purpose of
garaging and safekeeping the vehicles. Personal use of the vehicles driven home by
employees is prohibited.

Some vehicles are assigned on a daily basis for Village business. deleted by DH&JP. Fluid
levels should be checked each time that the vehicle is fueled. When returning Village

vehicles, the vehicle should be parked in the designated area and the key promptly returned to -
the appropriate location. Deleted by DH&JP. Under no circumstances will a Village vehicle

be kept out overnight without prior authorization from the empiéyee’s department head.

Payment of speeding and/or parking tickets is the sole responsibility of the employee driving

the vehicle. Failure to pay such tickets prior to notification to the Village of Freeburg by law

enforcement agencies may result in disciplinary action up to, and including, termination for
the employee driver.

Employees must notify their supervisor if any equipment, machines, tools or vehicles
appear to be damaged, defective or in need of repair. Prompt reporting of damages,
defects and the need for repairs could prevent deterioration of equipment and possible
injury to employees or others. The supervisor can answer any questions about the
employee’s responsibility for maintenance and care of equipment or vehicles used on the
job.

The improper, careless, negligent, destructive, unsafe use or operation of equipment or
vehicles, as well as excessive or avoidable traffic and parking violations, can result in
disciplinary action, up to and including termination of employment.

BUSINESS TRAVEL AND ENTERTAINMENT

The Village of Freeburg believes that it is important that all employees have some assuranc

that any monies they expend while traveling on behalf of the Village will be reimbursed to
them. In addition, the Village wishes to ensure that equitable standards and effective
procedures are in place for controlling travel costs.

Travel Authorization: All employees must receive written permission to travel before any
business travel is undertaken. Employees should submit their travel request at least ten (10)
days prior to departure and obtain the department head and Village Administrator’s written
authorization for the trip. The Village Administrator’s written authorization certifies that th
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| travel has been approved and that expenses will be paid by the Village of Freeburg with the
proper documentation. A written request to travel must contain the following information:

¢ employee's name;

¢ destination and purpose of the trip;

¢ dates of departure and return;

¢ type of transportation requested;

¢ department head’s written approval; and

¢ amount of travel advance requested, if any. It is the responsibility of the employee
traveling to acquire all necessary signature approvals.

Travel Advance: Employees who are required to travel overnight (except for those employees
who have a Village credit card) may obtain a travel advance. An employee desiring a travel

advance must request it in writing at least ten (10) work days prior to departure to allow
Amounts requested will be reviewed for

adequate time for processing the payment.
reasonableness, but no changes will be made without discussing the change with the
employee.

A travel advance is considered to be a draw on an employee's future salary. Normally, travel
expenses will be reimbursed using the advance as part of the reimbursement paid to the
employee. However, if an expense report is not received within five (5) work days after an
employee returns from a business trip, the travel advance will be deducted from the
employee's forthcoming payroll check(s).

Village Credit Cards: Certain employees of the Village will each be issued a Village

sponsored credit card. These cards should be used for business charges only. (deleted by
DH&JP) The Village of Freeburg will receive a monthly report detailing charges to each_

account from the credit card company. The credit card must be returned to the Office
Manager upon termination of employment.

Travel Arrangements Whenever possible, travel should be made via common carrier or a

| V zllage Vehlcle All air travel will be prov1ded or reimbursed at the coach fare cost. Because_

such a fare. Employeeq must obtain the wr1tten approval from thelr manager before 1 mcurrmg "

these additional travel days and should document the net savings on their expense report.

All travel arrangements, including airline tickets, hotel reservations, and rental cars are the
responsibility of the employee. Employees may utilize the benefits of any frequent flyer
bonus programs that accrue from business-related travel for seating upgrades or for personal
travel. Employees should be aware that the IRS has not yet addressed the issues concerning
[ the tax treatment of frequent flyer programs. The Village jntends to comply fully with

regulations as they are issued, so the frequent flyer bonus policy may change in the future.
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Documentation Requirements: Documentary evidence, such as receipts or paid invoices, is
required for expenses, (deleted by DH&JP) A, written explanation is required prior to
reimbursement for expenses that appear to exceed ordinary levels.

Lodging: Reasonable costs of lodging will be reimbursed with a valid receipt. Hotel movies,
health club, spa, salon, shoeshine, or haircut expenses are not reimbursable. Lodging with
friends is not directly reimbursable, but reasonable restaurant expenses for dinner with friends
will be reimbursed as an expression of gratitude for lodging. The expense report should
describe this cost as "in lieu of lodging."

Meals: Reasonable expenses for breakfast, lunch, and dinner will be reimbursed.  Tips should
be included in the meal charges on the expense report. Meals prior to departure and after
return from a trip will not be reimbursed_if less than four additional hours past the scheduled
common carrier arrival jtinle_‘__

Entertainment: FEntertainment, amusement, or recreation expenses for employees will be
reimbursed only if the activity is directly related to the conduct of the Village’s business. The
business purpose of the entertainment, the names of the persons involved, and the business
relationship must be disclosed on the expense report.

Taxis and Car Services: Taxi fares and car service costs for business purposes will be
reimbursed to the extent that the fares do not exceed the cost of renting a car to cover the same
distance.

Telephone Charges: Telephone charges will be reimbursed if they are incurred in connection
with the Village’s business. Employees who are issued cellular telephones should use their
cellular telephone to make any telephone calls while traveling. Reasonable telephone charges
for personal calls while traveling overnight will also be reimbursed.

(deleted by DH&JP)

Mileage: Personal car mileage will be reimbursed at the rate allowed by IRS regulations for
business purposes. The amount reimbursed will not exceed the equivalent common carrier
fare or the cost of renting a car. If an employee chooses to use their personal vehicle while
traveling on Village business. they must possess a valid driver's icense and carry a minimum
of  $100,000/$300,000/$100,000 (per person/accident/property damage) or $300,000
combined single- limit lability insurance coverage. A certificate of insurance, or a copy of a
policy reflecting the amounts and effective dates of coverage, is required as proof of coverage.
Insurance documentation must be submitted as part of the travel approval process with the
mileage reimbursement request. Any fines incurred as a result of driving or parking violations
while on Village business will not be reimbursed.

Automobile Tolls and Parking: Automobile tolls and parking expenses incurred for business
purposes will be reimbursed. Long-term parking at all airports should be used due to the
expense of short-term parking._Valet parking will not be reimbursed unless prior approval by
the Mayor or his/her designee.
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[ Travel of Emplovee with Spouse: The Village of Freeburg will not reimburse an employee
for the travel expenses of the employee's spouse unless the presence of the spouse on the trip
is clearly necessary to the conduct of the Village’s business. Employees who intend to claim
reimbursement for a spouse's travel expenses must clearly indicate this on their travel request
and have it approved by the Mayor.

Abuse of this business travel policy, including falsifying expense reports to reflect costs
not incurred by the employee, can be grounds for disciplinary action, up to and including
termination of employment.

LIFE-THREATENING OR DEBILITATING ILLNESSES IN THE WORKPLACE

| The Village of Freeburg recognizes that employees with life threatening and/or disabling
illnesses such as cancer, heart disease, acquired immune deficiency syndrome (AIDS), and
other life threatening medical conditions may wish to continue working., The Village respects
and supports this wish, provided the employee can maintain required performance,
production, and attendance standards and the condition does not pose a health or safety threat
to the employee, his/her fellow employees, or the general public.

The Viliage recognizes that an employee's health condition generally is a private and personal
matter and consequently will protect the confidentiality of the situation and any information or
documentation relating to it. The Village will also instruct its employees to do the same to the
extent consistent with the Village's obligation to the employee, the general public, and the

| Village itself The Village also recognizes and retains the right to request medical _

examinations and/or consultations at its expense regarding the employee's medical condition.

(deleted by DH&JP)

When dealing with situations involving life threatening and/or disabling illnesses, supervisors

or department heads should:

¢ Contact the Mayor if there is a concern that the nature of an employee's illness
may endanger the employee, fellow employees, the public, customers, vendors, or
the general public.

+ Contact the Mayor to determine if a statement should be obtained from the
employee's attending physician that continued presence at work will pose no
danger to the employee, fellow employees, the public, customers , vendors, or the
general public.

¢ Make reasonable accommodations for emplovees with these illnesses and/or
disabilities consistent with business needs,

+ Consider transfer of an employee with a life threatening illness and/or disability
who requests such transfer. Unless there is objective evidence of an illness and/or
disability posing a threat to fellow employees, the organization will not transfer
other employees out of the work area except by normal practice and procedure.
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¢ Be sensitive and responsive to fellow employees’ concerns and utilize employee
education sources available through Human Resources.

¢ Arrange for any leave time the employee may need, including FMLA.

¢ Be sensitive to the fact that continued employment for an employee with a life
threatening and/or disabling illness may sometimes be therapeutically important in
the remission or recovery process or may help to prolong that employee's life.

MILITARY / RESERVE LEAVE

The Village of Freeburg will abide by all the provisions of the Uniformed Services

Employment and Re- Employment Act (USERRA), the Military Leave of Absence Act, 5
ILCS 325.01, and the Service Men’s Employment Tenure Act, 330 ILCS 60/4 and will grant
military leave to all eligible full-time and part-time employees. Military leave may be granted
to full-time and part-time employees for a period of four (4) years plus a one-year voluntary
extension of active duty (5 years total), if this is at the request and for the convenience of the
United States Government.

As with any leave of absence, employees must provide advance notice to their supervisor of
their intent to take military leave and must provide appropriate documentation.

An employee’s salary will not continue during military leave unless required by law.
However, employees may request to use any vacation or sick or personal leave time accrued
during military leave. Benefit coverage will continue for 31 days as long as employees pay
their normal portion of the cost of benefits. For leaves lasting longer than 31 days, employees
will be eligible to continue health benefits under COBRA and will be required to pay the total
cost of their health benefits if they wish to continue benefits.

Upon return from military leave, employees will be reinstated with the same seniority, pay,
status, and benefit rights that they would have had if they had worked continuously.
Employees must apply for employment within ninety (90) days of discharge from the military.
Employees who fail to report for work within the prescribed time after completion of military
service will be considered to have voluntarily terminated their employment.

If employees were participants in the Village’s IMRF program at the time they left for military

duty, they should discuss this matter with the Office Manager, who will assist the employee in -

contacting IMRF.

If employees are reservists in any branch of the Armed Forces or members of the National
Guard, they will be granted time off for mﬁltary trammg However employees may elect to

have such time available.

Any full-time employee of the Village, other than an independent contractor, who is a

member of any reserve component of the United States Armed Forces or of any reserve
component of the Illinois State Militia, shall be granted leave from his or her public
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employment for any period actively spent in military service, including:
(1) basic training;

(2) special or advanced training, whether or not within the State, and whether or not
voluntary; and

(3) annual training.
During these leaves, the employee's seniority and other benefits shall continue to accrue.

During leaves for annual training, the employee shall continue to receive his or her
regular compensation as a public employee. During leaves for basic training and up to 60
days of special or advanced training, if the employee's compensation for military
activities is less than his or her compensation as a public employee, he or she shall
receive his or her regular compensation as a public employee minus the amount of his or
her base pay for military activities.

Subject to the terms, conditions and limitations of the applicable plans for which the
employee is otherwise eligible, health insurance benefits will not be provided by the
Village of Freeburg for the full term of the military leave of absence,

Employees on two-week active duty training assignments or inactive duty training drills

are required to return to work for the first regularly scheduled shift after the end of
training, allowing reasonable travel time

SICK LEAVE BENEFITS

The Village of Freeburg provides paid sick leave benefits at the rate of 96 hours per year,

Sick leave, as in the vacation policy, is accrued in the current benefit year for use in the
next benefit year.

Paid sick leave can be used in minimum increments of 1 hour. Eligible employees may
only use sick leave benefits for an absence due to their own illness, injury or medical
needs or those of an immediate family member. Workers who become ill during a work
shift or leave the workplace for a doctor’s appointment will receive sick pay for the
remainder of the shift and the employee’s sick leave balance will be charged to the
nearest hour.

The Village of Freeburg defines “immediate family” as grandfather, father, father-in-law,
stepfather, grandmother, mother, mother-in-law, stepmother, brother, sister, husband,
wife, son, son-in-law, daughter, daughter-in-law, stepchildren, foster children or foster
parent.
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Employees who are unable to report to work due to medical needs should notify their
supervisor, department head or the Administrator at least two hours before the scheduled
start of their workday if possible. The supervisor, department head or the
must also be contacted on each additional day of absence.

If an employee is absent for two or more consecutive days due to medical needs of
themselves or an immediate family member, a physician’s statement must be provided
verifying the disability and its beginning and expected ending dates. Such verification
may be requested for other sick leave absences as well and may be required as a
condition to receiving sick leave benefits.

(deleted by DH&IP)

Sick leave benefits will be calculated based on the employee’s base pay rate at the time of
the absence and will not include any special forms of compensation, such as incentives,
commissions, bonuses or shift differentials.
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Village emplovees will earn sick leave at the rate of one (1) day per month. The sick
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thereafter. employees shall be granted twelve (12) sick days. subject to the maximum
number of workdavs allowed. If sick days are abused, disciplinary action will be taken
by the Department Director or the Village Administrator. (Ord. No. 1292; 07-21-08).

Sick leaves begins to accrue from date of employment. Sick leave is payable only after
completine 60 calendar days of employment with the village. Sick pav may be drawn
while on worker’s compensation. The sum of sick pay and worker’s compensation may
not exceed normal wages.

Sick leave benefits are intended solely to provide income protection in the event of iliness

or injury, and may not be used for any other absence. Unused sick leave benefits will not

be paid to employees while they are employed or upon termination of employment,,

[deleted by DH&IP)

‘GROUP HEALTH INSURANCE

The Village of Freeburg will provide health insurance coverage for all full time

employees and their dependents subject to the terms and conditions of the health care

insurance policy. The Village retains the sole discretion to amend, modify or terminate -
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the obligations of the Village under any group health insurance plan and to advertise for
bids from various health insurance companies, to negotiate new terms for any existing
policy or to self-insure.

Cost of Insurance

The Village will pay 100% of the premium per month for each participating full-time
employee and their dependents in the Village sponsored health insurance plan,

Health Insurance Eligibility

All full time employees are eligible for health insurance coverage beginning the first date
of the month following their start date which is determined by the Board of Trustees

subject to the terms and conditions of the health insurance policy. The health insurance

company that provides the group health insurance policy will provide the rules for
determining changes in dependent eligibility after the official start date.

Excess Reimbursement Plan

All full time emplovees are eligible for the Excess Reimbursement Plan. Onlv those
emplovees and dependents of emplovees who are enrolled for benefits under the Medical
Insurance Plan are eligible for these additional benefits under the Excess Reimbursement
Plan. The term “dependent” shall include all persons comine within the definition
provided by Section 152 of the Internal Revenue Code of 1954, as amended from time to
time. or any successor thereto. Under the Excess Reimbursement Plan, the Village shall
reimburse up to Twe Thousand Five Hundred Dollars ($2.500.00) per person and/or
Five Thousand Dollars ($5,000.00) per family per calendar vear. Eligible costs are as
follows:

1. The deductible. co-pays. or co-insurance not paid under the Medical~
Insurance Plan.
2. Vision care.
. Dental care.

(%]

An additional One Hundred Twenty Dollars ($120.00) is reimbursable for each person
and/or family per calendar vear for vision and/or dental care.

Suitable proof of expenses incurred shall be submitted by the emplovee to the Village
Administrator’s office for reimbursement. New emplovees with an effective date other
than January 1 will have their benefit pro-rated by the number of months employed
during the plan vear. Reimbursement of eligible cost submitted to the Village

Administrator’s office will be paid by the Village within their normal payment cycle after

the Village Administrator has determined the suitability of proof and eligibility under the
plan.
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If a claim is wholly or partially denied. the matter shall be referred to the Village Board
for review. Notice of a final decision by the Village Board shall be furnished to the
employee within thirty (30) days of referral.

Insurance Refusal By Employee - Trustees decide

A full time employee that does not require any employer provided group health insurance
policy will be paid an additional fifty cents ($0.50) per hour. Future election of health
insurance will result in the loss of the fifty cents (30.50) per hour. Future eligibility for
health insurance coverage will be determined by the same rules that determine initial
eligibility for employee health insurance with the exception that the health insurance
coverage shall begin on the first day of the month following the date requested for
insurance coverage.

FAMILY AND MEDICAL LEAVE (FMLA) - Not required for organizations with
less than 50 emplovees. - Dennis commented delete or keep?

The Village of Freeburg’s family and medical leave policy is available to employees with at

least 12 months of service and who have worked at least 1,250 hours within the preceding 12-
month period. If eligible, an employee may be able to take up to 12 weeks of unpaid leave
during the calendar year (based on a 12-month rolling calendar) for the following reasons:

¢ The birth of a child or to care for a child within the first 12 months after birth;

¢ The placement of a child with the employee for adoption or foster care within the first 12
months of placement;

¢ To care for an immediate family member who has a serious health condition; or

¢ For a serious health condition that makes the employee unable to perform the functions of
his/her position.

When requesting leave, the employee must provide the organization with at least 30 days of
advance notice whenever possible. Medical certification will be required if the leave request
is for the employee’s own serious health condition or to care for a family member’s serious
health condition. Failure to provide the requested medical certification in a timely manner
may result in denial of the leave until it is provided. Because the Village wishes to ensure the
well-being of all employees, any employees returning from FMLA for his/her own serious
health condition will need to provide a Fitness for Duty statement signed by his/her treating
physician. An employee failing to provide a Fitness for Duty statement will not be permitted
to resume work until it is provided. Qualifying FMLA leave will not be counted as an absence
under the Village’s attendance policy.

The Village, at its expense, may require an examination by a second health care provider
designated by the Village if the Village has a reasonable question regarding the medical
certification provided by the employee. The Village will maintain health care benefits for the
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employee while on FMLA leave, but the employee is responsible for paying the normal
monthly contribution. If the employee elects not to return to work at the end of the leave
period, the employee will be required to reimburse the organization for the cost of premiums
paid for maintaining coverage during the leave period. All other benefits cease to accrue
during the unpaid portion of the leave.

Employees must use any accumulated sick, vacation time, or personal time fo the extent
available during this leave period, unless such leave is covered under Workers’ Compensation,
in which case the employee may only use accumulated leave time for the purpose of satisfying
any waiting period. Absences in excess of these accumulated days will be treated as leave
without pay. Upon return from leave, the employee will be restored to his/her original or an
equivalent position. If an employee fails to return at the end of FMLA leave, the employee
will be considered to have voluntarily resigned his/her position with the organization.

If the employee and his/her spouse both work for the Village. they are both eligible for leave.
In cases other than the employee’s own serious health condition, the total leave period for the
employee and the employee spouse may be limited to 12 weeks total (combined).

It may be medically necessary for some employees to use intermittent FMLA leave. The

Village, will work with employees to arrange reduced work schedules or leaves of absence in

order to care for a family member’s serious medical condition or their own serious medical
condition. Leave because of the birth or adoption of a child must be completed within the 12-
month period beginning on the date of birth or placement of the child. It may not be taken
intermittently without special permission from the Board of Trustees.

If an employee requests an extension of leave beyond the 12-week period because of his/her
own serious medical condition, the employee must submit medical certification of a continued
serious health condition in advance of the request. The Board of Trustees will review such
requests on a case-by-case basis in order to determine whether it can reasonably accommodate
such a request. Reinstatement is not guaranteed when granted extended leave and will depend
upon the business needs of the organization.

When state and local laws offer more protection or benefits, the protection or benefits
provided will be granted.

BEREAVEMENT LEAVE

Employees who wish to take time off due to the death of an immediate family member
should notify their supervisor or department head immediately. Up to three (3) days of
paid bereavement leave will be provided to eligible employees in the following
classification(s): Regular Full Time Employees and Introductory Employees.

Bereavement pay is calculated based on the base pay rate at the time of absence and will
not include any special forms of compensation, such as incentives, commissions, bonuses
or shift differentials. Pay shall be allowed for necessary scheduled time lost, not to
exceed one (1) day, to serve as an active pallbearer for a deceased employee or deceased
retired employee.
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Employees may, with their supervisor’s approval, use any available paid leave for
additional time off as necessary, e.g., vacation.

The Village of Freeburg defines “immediate family” as father, father-in-law, stepfather,,

mother, mother-in-law, stepmother, brother, sister, husband, wife, son, son-in-law,
daughter, daughter-in-law, stepchildren, foster child or foster parent.

Only one (1) day of paid bereavement leave will be provided to employees for
crandparents or spouse’s grandparents.

If the employee is on vacation at the time of the death of an immediate family member, a
portion of that vacation may be changed to Bereavement Leave upon the supervisor’s,
department head’s or Administrator’s approval.

The Village reserves the right to request all pertinent information including the
deceased’s relative’s name. the name and address of the funeral home, and the date of the
funeral.

JURY DUTY

The Village of Freeburg encourages employees to fulfill their civic responsibilities by

serving jury duty when required. Employees in an eligible classification may request up
to ten days of jury duty leave over any one year period, unless otherwise approved by the
Mayor.

[deleted by DH&IP)

Employee classification(s) that qualify for paid jury duty leave as described above are:
Regular Full Time Employees and Introductory Employees.

[deleted by DH&JIP)

Employees must provide notice of required jury service to their supervisor, department
head or the Administrator within ten (10) days of the date of issuance of the jury_

summons so that the supervisor may make arrangements to accommodate their absence.

employee is performing jury duty in the daytime.

The Village of Freeburg will continue to provide health insurance benefits for the full
term of the jury duty absence.

Vacation, sick leave and holiday benefits will continue to accrue during the term of the
jury duty absence.

| - s e
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WITNESS DUTY

The Village of Freeburg encourages employees to appear in court for witness duty when
subpoenaed to do so.

If an employee, is subpoenaed to testify as a witness by the Village of Freeburg, they will

receive paid time off for the entire period of witness duty.

Empleyees will be granted unpaid time off to appear in court as a witness when requested

by a party other than the Village of Freeburg. Employees are free to use any available

paid leave benefit (such as vacation leave) to receive compensation for the period of this
absence.

The subpoena should be shown to the employee’s supervisor, department head or the
Mayor immediately after it is received so that operating requirements can be adjusted,
where necessary, to accommodate the employee’s absence. The employee is expected to
report for work whenever the court schedule permits.

CONTINUATION OF HEALTH PLAN COVERAGE (COBRA)

Under the Consolidated Omnibus Budget Reconciliation Act of 1985, or "COBRA" (Public
Law 99-272, Title X), the Village of Freeburg will offer qualified persons the opportunity for
a temporary extension of health coverage (called "continuation coverage") at group rates in
certain instances where coverage under the group health plans would otherwise end. Persons
eligible to continue coverage under COBRA are known as "qualified beneficiaries," and the
events which trigger continuation coverage are known as "qualifying events.”

If an employee is covered by any of the Village of Freeburg’s group health plans, the
employee has the right to elect continuation coverage under those plans if the employee loses
group health coverage as the result of either of the following qualifying events:

¢ reduction in the employee's hours of employment, or

¢ termination of the employee's employment for reasons other than gross misconduct,

If an employee’s spouse is covered by any of Village of Freeburg’s group health plans, the
spouse has the right to elect continuation coverage under those plans if the spouse loses group
health coverage as the result of any of the following qualifying events:

¢ death of the employee;

¢ termination of the employee's employment (for reasons other than gross misconduct) or
reduction in the employee's hours of employment with Village of Frecburg;

¢ divorce or legal separation from the employee; or

+ the employee becomes entitled to Medicare.
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If a dependent child of an employee is covered by Village of Freeburg’s group health plans,
the child has the right to elect continuation coverage under those plans if the child loses group
health coverage as the result of any of the following qualifying events:

¢ death of the employee;

¢ termination of the employee's employment (for reasons other than gross misconduct) or
reduction in the employee's hours of employment with Village of Freeburg;

+ employee's divorce or legal separation;

+ employee becomes entitled to Medicare; or

¢ the child ceases to be a "dependent child" under the Village of Frecburg’s health plans. -

Retirees, their spouses, and their dependent children may also be entitled to elect continuation

coverage under COBRA if Village of Freeburg begins a bankruptcy proceeding and those

persons lose health coverage within one year before or after the date the bankruptcy
proceeding commenced.

The qualified beneficiary is responsible for informing Village of Freeburg of a divorce, legal
separation, or a child losing dependent status within 60 days of the later of the date of the
qualifying event or the date on which coverage would end under the plan because of the event.
If Village of Freeburg does not receive notice within that 60-day period, the qualified

beneficiary is not entitled to elect continuation coverage. The Village of Freeburg is

responsible for notifying qualified beneficiaries of their right to elect continuation coverage as
a result of the employee's death, termination or reduction in hours of employment, or
Medicare entitlement.

Once qualified beneficiaries receive notice of their right to elect continuation coverage, the
qualified beneficiaries have 60 days from the later of the date they are provided notice or the
date they lose coverage to inform Village of Freeburg that they want to continue their health
coverage under COBRA. If the qualified beneficiaries do not elect continuation coverage by
the end of the 60-day period, they forfeit their right to elect that coverage.

If a qualified beneficiary elects continuation coverage, Village of Freeburg will provide health .-

coverage that is identical to the coverage the qualified beneficiary had immediately before the
qualifying event occurred. Thereafter, the qualified beneficiary will be allowed to maintain
coverage that is the same as the coverage provided under the plan to similarly situated
employees, spouses, and/or dependents who have not experienced a COBRA qualifying event.

Generally, qualified beneficiaries may continue coverage under COBRA for 36 months from
the date of the qualifying event. However, if the qualifying event is an employee's termination
or reduction in hours of employment, continuation coverage under COBRA will last for only
18 months from the date of the qualifying event. This 18-month period may be extended to 36
months if other events (such as death, divorce, legal separation, or Medicare entitlement)
occur during the initial 18-month period. Also, the 18-month period may be extended for an
additional 11 months (to a total of 29 months) if a qualified beneficiary is determined by the
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Social Security Administration to be disabled at any time during the first 60 days of
continuation coverage. In order to qualify for this extension, Village of Freeburg must be
notified of the disability determination within 60 days of the determination. and before the
expiration of the original 18-month period. The affected individual must also notify Village of
| Freeburg within 30 days of any final determination that the individual is no longer disabled. If
the qualified beneficiary entitled to the disability extension has non-disabled family members,
those non-disabled family members are also entitled to the 29-month extension.

Continuation coverage under COBRA will be cancelled for the following reasons:
¢ If Village of Freeburg no longer provides group health coverage to any of its employees;
¢ If the COBRA premium is not paid on time;

¢ If the qualified beneficiary becomes covered, after the date of the COBRA election, under
another group health plan which does not exclude or limit coverage for the qualified
beneficiary's preexisting conditions;

¢ If the qualified beneficiary becomes entitled to Medicare after the date of the COBRA
election; or

¢ If the qualified beneficiary is no longer determined to be disabled, where coverage was
extended beyond 18 months because of disability.

Continuation coverage under COBRA is not in effect until the qualified beneficiary elects that
coverage, but, once elected, the coverage is retroactive to the date of the qualifying event.
Qualified beneficiaries do not have to show that they are insurable to choose continuation
coverage; however, they must be eligible for such coverage. The Village of Freeburg reserves
the right to retroactively terminate COBRA coverage if an individual is determined to be
meligible.

If the qualified beneficiary is a covered former employee, he/she may add newborn or adopted
child(ren) to his’her continuation coverage, provided the child(ren) are added within 30 days
of the birth or adoption and the additional premium is paid. The children that are added will
be considered qualified beneficiaries under the law.

Qualified beneficiaries must pay the designated premiums for their continuation coverage in a
timely fashion. Qualified beneficiaries have 45 days from the date they elect continuation
coverage to pay the initial COBRA premium. Thereafter, they will have a grace period of 30
days to pay any subsequent premiums,

At the end of the COBRA continuation coverage period. qualified beneficiaries may be
allowed to convert their group health policy to an individual policy.

| deleted by DH&JP)
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EMPLOYEE ACKNOWLEDGMENT FORM
(Employer Copy)

The employee handbook describes important information about the Village of Freeburg

and I understand that I should consult my supervisor regarding any questions not

answered in this handbook.

Since the information, policies and benefits described herein are subject to change, I
acknowledge that revisions to the handbook may occur. All such changes will be
communicated through official notices and I understand that revised information may
supersede, modify or eliminate existing policies. Only the Board of Trustees of the
Village of Freeburg has the ability to adopt any revisions to the policies in this handbook.

The contents of this handbook are presented to me as a matter of information only.

While the Village of Freeburg believes in the plans, policies and procedures described

herein, they are not conditions of employment. It is intended that this be an informational
booklet only.

Nothing herein shall be deemed a contractual right or an employment condition.

Employment by the Village of Freeburg is at-will. The Village of Freeburg reserves ..

the right to change any of its policies, services or benefits at any time with or

without notice. Likewise, as an at-will employer, either the Village of Freeburg or

the at-will employee can terminate the employment relationship at any time, for any
reason, with or without notice.

Furthermore, I acknowledge receipt of a copy of this handbook on
In consideration of my employment, I agree to familiarize myself with these pohc;es
procedures and rules and to comply with their provisions at all times.

I also understand and agree that this is not an emp]oyment contract. My employmcnt and

Employee Name (Print or Type)
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Employee Signature Date

EMPLOYEE ACKNOWLEDGMENT FORM
(Employee Copy)

The employee handbook describes important information about the Village of Freeburg
and I understand that I should consult my supervisor regarding any questions not
answered in this handbook.

Since the information, policies and benefits described herein are subject to change, I
acknowledge that revisions to the handbook may occur. All such changes will be
communicated through official notices and I understand that revised information may
supersede, modify or eliminate existing policies. Only the Board of Trustees of the
Village of Freeburg has the ability to adopt any revisions to the policies in this handbook.

The contents of this handbook are presented to me as a matter of information only,

While the Village of Freeburg believes in the plans, policies and procedures described

herein, they are not conditions of employment. It is intended that this be an informational
booklet only.

Nﬂthing herein shall be deemed a contractual right or an employment condition

the right to chanoe any of its policies, services or benefits at any time w1th or

without notice. Likewise, as an at-will employer, either the Village of Freeburg or

the at-will employee can terminate the employment relationship at any time, for any
reason, with or without notice.

Furthermore, I acknowledge receipt of a copy of this handbook on
In consideration of my employment, I agree to familiarize myself with these pohmes
procedures and rules and to comply with their provisions at all times.

I also understand and agree that this is not an employment contract. My employment and
compensation with the Village of Freeburg can be terminated, with or without cause, and

without notice, at any time, at the option of either the Village of E;reebm g or myqelf

Employee Name (Print or Type)

Employee Signature Date
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EMPLOYEE REQUISITION FORM
(To be used to Advertise Open Positions)

Position Needed:

Department:

Applications Close On:
(Insert Date)

Return Application To: Village of Freeburg
Attn.: Village Clerk
14 Southgate Center,
Freeburg, IL 62243

Circle One: Part Time Full Time

Position Needed By:

(Insert Date)

Briefly describe the requirements/specific skills needed for this position:

Department Head Signature

Committee Chairperson Signature

Personnel Chairperson Signature

Mayor’s Signature

Advertisement Submitted:
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Date Village Clerk Signature

(Attach copy of Advertisement)

 Deleted: 1

EMERGENCY NOTIFICATION INFORMATION | | Deleted: §

Employee Name

Person(s) to Notify in Case of Emergency:

Name
Telephone Number Alternate
Name
Telephone Number Alternate

Optional Information:

Physician

Telephone Number

Hospital Preference

Special Conditions or Allergies

Other Comments

This information will be maintained and released only in emergency situations. Your
providing the optional information is strictly voluntary.

Employee Authorization Date
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It is the employee’s responsibility to update this form as changes occur.
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Page 17: [1] Deleted 5/13/2009 7:16:00 AM
To apply for an open position, an employee must complete a Request for Interview and turn it
in[msofficel] to the Personnel Committee Chairperson. The Personnel Committee Chairperson
may schedule interviews through the employee’s current supervisor. Upon completion of the
interview process, the department head should inform all internal candidates regarding the
Village’s final selection.

Page 17: [2] Deleted 5/13/2009 7:18:00 AM
Prior to the Mayor’s approval the requisition should be introduced at a caucus meeting
for discussion

Page 56: [3] Deleted 10/19/2009 7:27:00 AM
Any other reasons for leaving the residence or place of confinement during their
scheduled working hours shall, whenever possible, be approved in advance by either the
employee’s supervisor, department head or Mayor. In the event, an employee leaves the
residence or place of confinement without prior approval, the employee must be prepared
to justify the absence, if required to do so.

Page 56: [4] Deleted 10/19/2009 7:28:00 AM
While the employee is on leave without pay due to a non-duty related illness or disability,
additional sick leave will not be earned by the employee.

Page 56: [5] Deleted 10/19/2009 7:30:00 AM
The Village will make a group health insurance plan available for full time employee
dependents who are not covered by or eligible for health insurance from any other source
on the employee’s initial work start date (see below).






