EMPLOYEE CODE 11-7-4

CHAPTER 11
EMPLOYEE CODE

ARTICLE I – GENERAL POLICIES
11-1‑1

EQUAL OPPORTUNITY EMPLOYMENT.  Equal Employment Opportunity has been, and will continue to be, a fundamental principle with the Village of Mansfield, where employment is based upon personal capabilities and qualifications without discrimination because of race, color, religion, national origin, sex, age, life function impairment, status as a Vietnam-era or special disabled veteran, or any other protected characteristic as established by law.  This policy of Equal Employment Opportunity applies to all policies and procedures relating to recruitment and hiring, compensation, benefits, termination and all other terms and conditions of employment.

The Village Board of Trustees has overall responsibility for this policy and maintains reporting and monitoring procedures.  Employee questions or concerns should be referred to their immediate supervisor.

Appropriate disciplinary action may be taken against any employee willfully violating this policy.  (See Exhibit “A”)  (See Chapter 22 – Mandated Policies)


11-1-2

ANTI-HARASSMENT POLICY.  It is the policy of the Village to ensure equal employment opportunity without discrimination or harassment on the basis of race, color, religion, sex, age, national origin, disability or any other characteristic protected by law.  The Village prohibits and will not tolerate any such discrimination or harassment.


(A)

Definitions of Harassment.
(1)
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.  For the purpose of this policy, sexual harassment is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example: (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (3) such conduct had the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.
(2)
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of the same or different gender.  Depending on the circumstances, these behaviors may include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual’s body, sexual prowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including through e-mail); and other physical, verbal or visual conduct of a sexual nature.
(3)
An employee has the legal right at any time to raise the issue of sexual harassment without fear of reprisal under Title VII of the 1964 Civil Rights Act, other federal anti-discrimination laws, and the Illinois Department of Human Rights Act.

11-1-3

CONFLICT OF INTEREST.  The term “conflict of interest” describes any circumstance that would cast doubt on an employee’s ability to act with total objectivity with regard to the Village’s interest.  Each employee is expected to avoid any action or involvement, which would in any way compromise his/her actions on behalf of the Village.  Activities which could raise a question of conflict of interest include, but are not limited to, the following:

(A)

To conduct business on behalf of the Village with a member of the employee’s family or a business organization in which the employee or a member of his/her family has significant association, which could give rise to a conflict of interest, without first obtaining a written non-objection from the Mayor.


(B)

To serve in an advisory, consultative, technical, or managerial capacity for any non-affiliated business organization, that does significant business with the Village, without first getting written approval of the Mayor.


Every employee is prohibited from partaking in any activity or association that creates or appears to create a conflict between the employee’s personal interests and the Village’s business interests.  In addition, an employee must not allow any situation or personal interests to interfere with the exercise of independent judgment or with that employee’s ability to act in the best interests of the Village.


It is the policy of the Village to ensure that the operations, activities, and business affairs of the Village and our clients are kept confidential to the greatest possible extent.  If during your employment, you acquire confidential or proprietary information about the Village and its clients, such information is to be handled in strict confidence and not to be discussed with outsiders.  All employees are also responsible for the internal security of such information.


Employees found to be in violation of this policy are subject to disciplinary action, up to and including termination.


11-1-4

BUSINESS AND PERSONAL CONFLICTS OF INTEREST.  The Village also expects its employees to conform to the highest ethical and legal standards.  In this connection, employees are required to refrain from engaging in any activities that create a conflict or the appearance of a conflict of interest.  Examples of conduct and behavior that would violate this policy include, but are not limited to, the following:


(A)

Using, directly or indirectly, Village funds, assets, or other resources for any unlawful goal or purpose, or in violation of the Village policy.


(B)

Employees with any questions regarding these guidelines are required to discuss them with their supervisor or the Mayor prior to engaging in any activity or conduct that may violate the Village’s policy, as violations may lead to disciplinary action, up to and including termination.


11-1-5

CONFIDENTIAL AND PROPRIETARY INFORMATION.  Employees have an ethical duty not to disclose confidential information gleaned from business transactions and to protect confidential relationships between the Village and its customers and supplies.

Business information that has not been made public (e.g., personnel information) shall not be released to private individuals, organizations, or government bodies unless demanded by legal process such as a subpoena or court order.  Employees shall not use confidential information obtained in the course of their employment for the purpose of advancing any private interest or otherwise for personal gain.


Employees should refer any requests for information (reference checks, credit reporting, etc.) about present or former employees of the Village to the Village Clerk.  The Village possesses, and will continue to possess, information that has been created, discovered, and developed by the Village; has been disclosed to the Village under the obligation of confidentiality; or has otherwise become known to the Village or in which property rights have been assigned or conveyed to the Village, which information is confidential to the Village.  By way of illustration, but not limitation, Confidential and Proprietary Information includes customer or supplier lists, subscription lists, details of author or consultant contracts, pricing policies, financial statements, projections, business acquisition plans, new personnel acquisition plans, operations methods, software and computer programs.


During the employee’s employment with the Village and after termination (whether voluntary or involuntary) of the employee’s employment with the Village, the employee shall retain in strictest confidence all such Confidential and Proprietary Information.  Nothing contained in this paragraph shall be deemed to prevent the employee from utilizing his or her general knowledge, intellect, experience, and skills for gainful employment after termination of employment with the Village.


All memoranda, notes, lists, records, and other documents (and all copies thereof) made or complied by the employee or made available to the employee concerning the business of the Village shall be the Village’s property and shall be delivered to the Village promptly upon termination of the employees’ employment with the Village or at any other time upon request.


11-1-6

JOB OPPORTUNITY SYSTEM.  Vacancies for positions will be posted on the Village bulletin board for five (5) business days.  Postings will include a job title, a brief description of the job responsibilities and further contact information.  If you are interested in a position you must follow the guidelines posted on the bulletin.


We desire to promote employees from within whenever possible.  When considering a current employee for a promotion that employee will be evaluated on the basis of goal achievement, individual performance, ability, attendance and attitude.


11-1-7

OPEN DOOR POLICY.  Our success is founded on the abilities, dedication and efforts of our employees.  We want to treat employees fairly and honestly, and to respect and recognize each as an individual.  We encourage communication between all organization levels.  Opinions, positive and negative, are welcomed and encouraged when delivered tactfully.


Complaint Procedure.  Misunderstandings or conflicts can arise in any organization and should be resolved before serious problems develop.  Most incidents will resolve themselves naturally.  Should a situation persist that you believe is detrimental to you or the Village please discuss with your immediate supervisor or the Mayor.  These individuals will try to work out a satisfactory solution to the problem.  You will not be penalized for using this open-door policy.

In resolving complaints, the employee should first report the issue to his supervisor.  The Mayor should be advised of issues that are not resolved at the supervisory level.  Also, if the complaint is against the employee’s supervisor the Mayor will be available to assist with resolving any issues.


Although time is important in settling employee complaints, there should be some leeway for judgment in individual cases and, therefore, our problem-solving procedure does not include formal time limits.  Instead, problems must be resolved as soon as possible and within a reasonable time.


11-1-8

ORIENTATION.  During your first few days of employment, you will participate in an orientation program designed to provide you with important information regarding the performance requirements of your position, basic company policies, your compensation and benefits program, plus other information necessary to acquaint you with your job at the Village.


You will also be asked to complete all necessary paperwork at this time, such as medical benefits plan enrollment forms, beneficiary designation forms, and appropriate federal, state, and local tax forms.  In addition, depending on the nature of your position with the Village, you may be asked to sign a confidentiality statement relating to your conduct while employed by the Village.


At this time, you will be required to present the Village with information establishing your identity and your eligibility to work in the United States in accordance with applicable federal law.


Please use this orientation period to familiarize yourself with Village policies and benefit programs.  We encourage you to ask any questions you may have during this program so that you will understand all the guidelines that govern your employment with the Village.  Also, if you have questions regarding company policies please feel free to contact your immediate supervisor or the Mayor at any time.

ARTICLE II – COMPENSATION POLICIES
11-2‑1

CLASSIFICATIONS OF EMPLOYMENT.  For purposes of salary administration and eligibility for overtime payments and employee benefits, the Village classifies its employees and other workers as follows:

(A)

Full-Time Regular Employee.  Employee hired to work normal, full-time, forty (40) hour workweek on a regular basis.  Such employees may be “exempt” or “nonexempt” as defined below.

(B)

Part-time Regular Employees.  Employees hired to work fewer than forty (40) hours a week on a regular basis.  Such employees may be “exempt” or “nonexempt” as defined below.


(C)

Temporary Employees.  Employees engaged to work full-time or part-time on the Village’s payroll with the understanding that their employment will be terminated no later than on completion of a specific assignment.  (Note that a temporary employee may be offered and may accept a new temporary assignment with the Village and thus still retain temporary status.)  Such employees may be “exempt” or “nonexempt” as defined below.  (Note that employees hired from temporary employment agencies for specific assignments are employees of the respective agency and not of the Village.)

(D)

Leased Workers.  Workers assigned to work at the Village through a leasing organization.  Leased workers are similar to contract temporary workers assigned to work at the Village through temporary employment agencies.  Leased workers differ from contract temporaries, however, in that leased workers are normally engaged for extended periods of time as opposed to their brief periods for which temporary agency workers are engaged.  Leased workers may be “exempt” or “nonexempt” as defined below.  Leased workers are employees of the leasing organization.


(E)

Nonexempt Employees.  Employees who are required to be paid overtime at the rate of time and one half (i.e. one and one-half times) their regular rate of pay for all hours worked beyond forty (40) hours in a workweek, in accordance with applicable federal wage and hour laws.

(F)

Exempt Employees.  Employees who are not required to be paid overtime, in accordance with applicable federal and hour wage laws, for work performed beyond forty (40) hours in a workweek.
You will be notified of your initial employment classification and of your status as an exempt or nonexempt employee during your orientation session.  If you change positions during your employment as a result of a promotion, transfer, or otherwise, you will be informed of any changes in your exemption status.  Please direct any questions regarding your employment classification or exemption status to your immediate supervisor or the Mayor.

11-2-2

RECORDING WORKING HOURS.
(A)

All employees are required to record time worked and absences on a time card.  This time card shall be completed daily, totaled at the end of the pay period and signed and forwarded to your immediate supervisor.  After reviewing the form and resolving any discrepancies, your supervisor will approve the form and forward to the Village Clerk.  It is important that actual hours worked and leave time taken are recorded accurately.

(B)

The Village Clerk is responsible for keeping records of vacations, personal/sick days, etc., time off for their employees.

(C)

Employees may be required to work at difference schedules to accommodate business needs.  Your supervisor will advise you if an alternative schedule is required for your department.  If you are a part-time employee, your working hours and schedule will be arranged by your supervisor.

(D)

Daily and weekly work schedules may be changed from time to time, at the discretion of the Mayor or the Village Board of Trustees, to meet the varying conditions of our business needs.  Changes in work schedules will be announced as far in advance as possible.  Normal working hours shall be 0700-1600 hours, Monday through Friday.  All employees shall clock out for lunch, and clock back in after their lunch break.  Employees shall take one (1) hour for lunch.  (Ord. No. 2017-08; 11-06-17)

11-2-3

PAY PERIOD.  Employees are paid on the following schedule, based on the employee type:


(A)

Full and Part-Time Regular Employees.  Every other Friday.


(B)

Clerk and Animal Control.  The first of each month.


(C)

Trustees, Mayor and Treasurer.  Paid quarterly in February, May, August and November.


11-2-4

OVERTIME PAY.  All nonexempt employees working in excess of forty (40) hours per week will be compensated at one and one-half (1 ½) times their regular hourly pay.  All overtime hours must be pre-approved by your supervisor.


Supervisors will attempt to provide employees with reasonable notice when the need for overtime work arises; however, that advance notice may not always be possible.  If you are required to work on a holiday, you will be paid for the holiday (eight (8) hours for full time employees) plus any employee working on a holiday will be paid one and one-half (1 ½) times the regular hourly rate for the hours actually worked on that day.


Federal law and the laws of the State of Illinois generally govern overtime policies.  Overtime policies may change when those laws change.

(Ord. No. 2017-08; 11-06-17)

11-2-5

GARNISHMENTS AND SUPPORT ORDERS.  The Village’s policy is to comply with all valid claims against the wages of employees.  If a wage garnishment, child support order, or some other legally valid claim is received against your wages, you will be notified about the amount and details of the garnishment or wage order as soon as reasonably possible.  While you may attempt to work out your financial difficulties with your creditor in such situations, the Village will be required to comply with the provisions of the garnishment notice or order, as soon as practicable after it is received, to ensure its compliance with applicable law.

11-2-6

PERFORMANCE REVIEWS.  The Village will conduct periodic performance reviews, however, new employees and employees on new assignments will receive a provisional review after three (3) months if they are a non-exempt employee and six (6) months if they are an exempt employee.
ARTICLE III – BENEFITS
BENEFITS.  The Village has established a variety of employee benefits designed to assist you and your eligible dependents in meeting the financial burdens that can result from illness, disability, death, planning for retirement, dealing with job-related or personal problems and enhancing your job-related skills.


11-3-1

FAMILY AND MEDICAL LEAVE OF ABSENCE.  The Village grants family and medical leave of absence in accordance with Federal and State regulations.  All questions regarding leave of absence should be directed to the Village Clerk.

11-3-2

MILITARY LEAVE OF ABSENCE.  Leaves of absence for military or reserve duty are granted in accordance with applicable Federal and State laws.  A written request must be completed prior to the approval of the leave of absence and official orders must accompany the request.


11-3-3

BEREAVEMENT LEAVE.  If you are a full-time regular or part-time employee and a death occurs in your family, you will be compensated for time lost from your regular work schedule to make arrangements and to travel to/from and attend the funeral.  You will be granted up to three (3) days off from work, with pay, in the event of the death of your spouse, child, parent, grandparent, father-in-law, mother-in-law, son-in-law, or daughter-in-law; and one (1) day in the event of the death of a relative not a member of your immediate family as defined above.  Step relations are treated as other relatives in the same category (i.e., children and stepchildren are treated the same).  The Village understands that an employee may be in need of extended time off due to travel and consequences.  This requested time off for bereavement leave should be made to your immediate supervisor as well as the Village Clerk.

11-3-4

JURY DUTY LEAVE.  If you are a full-time regular employee who is summoned to jury duty, the Village will continue your salary during your active period of jury duty for up to a maximum of fifteen (15) working days per calendar year.  You are also permitted to retain the allowance you receive from the court for such service.  If you are not a full-time regular employee, you are given time off without pay while serving jury duty.  To qualify for jury duty leave, you must submit to your supervisor a copy of the summons as soon as it is received.  In addition, proof of service must be submitted to your supervisor when your period of jury or witness duty is completed.
11-3‑5 

VACATION.  Because we recognize the importance of vacation time in providing the opportunity for rest, recreation, and personal activities, the Village grants annual, paid vacation to its full-time administrative and maintenance employees.  Vacation time accrues per pay period as follows:


1st through 4th years of employment
4.31 hours per pay period (approximately 112 hours or 14 workdays per year).  Employee shall accumulate from date of hire, but is not eligible to use vacation time until after 90 days of employment

5th through 9th years of employment
5.85 hours per pay period (approximately 152 hours or 19 workdays per year

10th through 19th years of employment
7.38 hours per day (approximately 192 hours or 24 workdays per year)


20th and later years of employment
8.92 hours per pay period (approximately 232 hours or 29 workdays per year)


The above formula includes an additional 1.23 hours per pay period (approximately 32 hours or 4 workdays per year) to be used for sick days, personal days, or vacation time.

Vacation may be taken as time accrues at any point during the year.  Employees are encouraged to take their earned vacation.  Vacation time accumulates each pay period.  Employees are allowed to carry a max of two hundred fifty (250) hours of vacation time.


Vacations may be taken as weekly periods or as days or half-days as long as the periods chosen meet with departmental approval.  You should submit a written vacation request to your supervisor at least two (2) weeks before the date you wish your vacation to begin.  No vacation request shall be approved unless the employee has accrued enough vacation hours to cover the total requested vacation time.  Vacations will be scheduled on a first come first serve basis, but company service will prevail in cases of conflicts when time is simultaneously requested for the same vacation times by more than one employee.
(Ord. No. 2021-04; 12-06-21)
11-3‑6 
HOLIDAYS.  The Village provides paid time off to all full-time regular employees on the following holidays:

New Year’s Day



Thanksgiving Day
Memorial Day



Day After Thanksgiving
Independence Day


Christmas Eve
Veteran’s Day



Christmas Day
Labor Day

Holidays falling on a Saturday are normally observed on the preceding Friday.  Holidays falling on a Sunday are normally observed on the following Monday.  Employees are notified at the beginning of each calendar year of the actual dates on which each of these holidays is observed.  Because of the need to have twenty-four (24) hour, seven (7) day per week coverage in some departments, rotating shift schedules have additional days built into their schedules to compensate employees for observed holidays on which they are required to work.

To be eligible to receive holiday pay, you are required to work your regularly scheduled hours the workday prior to and following the holiday.  In accordance with Company policy, an approved vacation day is considered a day worked for purposes of holiday pay eligibility.

(Ord. No. 2021-04; 12-06-21)
11-3‑7 

SICK TIME.  Because we recognize the importance of health in employee productivity and well-being, the Village grants paid sick time to its full-time administrative and maintenance employees.  Sick time accrues per pay period as follows:

All years of employment
2.00 hours per pay period (approximately 52 hours or 6.5 workdays per year).  Employee shall accumulate from date of hire but is not eligible to use sick time until after 90 days of employment
Employees are allowed to carry a maximum of four hundred (400) hours of sick time.  Employees must give their immediate supervisor notice of intent to use sick time when taking the day off.  An employee is allowed six (6) sick occurrences per rolling 12-month period.  Over six (6) occurrences shall be considered excessive and may require corrective action by the Village.  If an employee is off more than three (3) workdays in a row, they must provide a work release form from a doctor prior to coming back to work.  For each sick occurrence, the first eight (8) hours of time off must come out of the employee’s vacation time.  Employee shall not receive a cash benefit for sick time on separation of employment, nor shall employee be allowed to buy out time for pension.  (Ord. No. 2021-04; 12-06-21)

11-3‑8 

HEALTH INSURANCE.  The Village offers health and major medical insurance to its full-time regular employees (and dependents, at his/her expense) on the first of the month after completing 

ninety (90) days of continuous active employment.  Two levels of benefits are available.  A copy of the benefit plan summary is available for review.  COBRA coverage for continuation of benefits is offered in accordance with applicable state and federal laws.
11-3‑9 

WORK RELATED INJURY.
(A)

Worker’s Compensation Insurance, as required by law, covers all employees.  The amount of benefits payable and the duration of payment depend on the nature of your injury or illness.

(B)

If you are injured or become ill on the job, you must immediately report such injury or illness to your supervisor.  Your supervisor is responsible for reporting the incident within twenty-four (24) hours.  Your failure to follow these guidelines may result in the appropriate worker’s compensation report not being filed in accordance with the law, which may jeopardize your right to benefits in connection with the injury or illness.  It is the employee’s responsibility to request a copy of the report to insure that the incident is accurately detailed.
(C)

Our employees’ safety is a major concern.  There are no trivial accidents.  Before an employee can return to work a written release, for their job description, must be provided by a fully qualified medical provider.  Questions regarding workers’ compensation insurance should be directed to the Village Clerk.

11-3-10
ILLINOIS MUNICIPAL RETIREMENT FUND.  The benefits of Illinois Municipal Retirement Fund (IMRF) and eligibility for IMRF are determined by state statutes.  The Village and the employee both pay a portion of the employee’s IMRF pension.


(A)

Disability Retirement.  Employees may retire from the service of the Village if they are disabled as DISABLED is defined by the Illinois Municipal Retirement Fund.


(B)

Retirement.  Any employee may retire from the service of the Village if they have accumulated full-time service with the Village as outlined by the Illinois Municipal Retirement.
ARTICLE IV – EMPLOYEE CONDUCT
11-4‑1

PERSONAL APPEARANCE AND CONDUCT. Our business is providing service to our residents and it is important that our business attire and conduct reflect that professionalism.  To create a favorable impression, one must be well groomed at all times.  Both male and female employees should choose clothing and hairstyles suitable for the business.

(A)

Work Environment.  Employees are also required to keep their work environment clean and orderly.  Before leaving at the end of the workday, employees should lock all cabinets, tool boxes, etc. and clear all work materials from desk surfaces, especially materials of sensitive of confidential nature.

Smoking and chewing tobacco are prohibited inside ALL Village facilities.

Smoking should be confined to only areas permissible by law.  CIGARETTE BUTTS MUST BE PICKED UP AND NOT LEFT ON THE GROUND.

Smoking and chewing tobacco are prohibited inside ALL Village facilities and vehicles.

(Ord. No. 2017-08; 11-06-17)
11-4‑2

ABSENTEEISM AND TARDINESS.
(A)

Absenteeism.  If you are unable to work because of illness, you must notify your supervisor fifteen (15) minutes prior to your regular start time on each day of your absence unless you are granted an authorized medical lunch and break times.

(B)

Tardiness.  You are expected to be at your work area to begin the workday at the designated starting time.  Your supervisor will advise you of this time.  Similar punctuality is expected around your designated lunch and break times.

All employees must use the time clock to document their work hours.

Absenteeism and tardiness that is unexcused or excessive in the judgment of the Village is grounds for disciplinary action, up to and including dismissal.

All employees must use the time clock to document their work hours.  Employees shall not clock in prior to seven (7) minutes before regular start time.  Employee will be considered late if clock in is after their regularly scheduled start time.  Employees should clock out prior to seven (7) minutes after their shift time.  (Ord. No. 2017-08; 11-06-17)
11-4‑3 
GUIDELINES FOR APPROPRIATE CONDUCT.
(A)

As an integral member of the Village staff, you are expected to accept certain responsibilities, adhere to acceptable business principles in matters of personal conduct, and exhibit a high degree of personal integrity at all times.  As an employee, your conduct reflects on the Village.  You are, consequently, encouraged to observe the highest stands of professionalism at all times.
(B)

Listed below are some of the rules and regulations of the Village.  This list should not be vied as being all-inclusive.  Types of behavior and conduct that the company considers inappropriate and which could lead to disciplinary action up to and including termination of employment without prior warning and at the sole discretion of the Village, include, but are not limited to, the following:

(1)
Falsifying employment or other Village records (this includes punching another employees time card); or falsely recording your own time.  (Ord. No. 2017-08; 11-06-17)
(2)
Violating nondiscrimination and/or sexual harassment policy;

(3)
Soliciting or accepting gratuities from customers or clients;

(4)
Establishing a pattern of repeated absenteeism or tardiness;

(5)
Engaging in unnecessary, or unauthorized use of company supplies or equipment, particularly for personal purposes; No Village employee or elected official shall use Village equipment for personal use.  (Ord. No. 2017-08; 11-06-17)
(6)
Reporting to work intoxicated or under the influence of drugs, whether prescribed or not.

(7)
Illegally manufacturing, possessing, using, selling, distributing, or transporting drugs;

(8)
Bringing or using alcoholic beverages on Village property or using alcoholic beverages while engaged in Village business off Village premises, except where authorized;

(9)
Fighting or using obscene, abusive, or threatening language or gestures;

(10)
Stealing property from coworkers, customers, or clients or the Village;

(11)
Having weapons on Village premises or while on company business;

(12)
Disregarding safety or security regulations;

(13)
Engaging in insubordination;

(14)
Failing to maintain the confidentiality of the Village, customers, or client information; and

(15)
Falsely claiming a work related injury.

(16)
Personnel belongings shall not be stored in or on Village owned property.  (Ord. No. 2017-08; 11-06-17)

(C)

If your performance, work habits, overall attitude, conduct or demeanor becomes unsatisfactory in the judgment of the Village, based on violations either of the above or of any other Village policies, rules, or regulations, you will be subject to disciplinary action, up to and including dismissal.

11-4‑4

ELECTRONIC AND TELEPHONIC.  The Village maintains Internet related systems for the use of employees and for the benefit of the Village.  Two interrelated systems are presently in use: (1) Internet World Wide Web system (includes public access to our web site from outside the Village and Village employees access to the World Wide Web from Village computers), and (2) Electronic Mail.  While all these systems effectively save time and money, the opposite can also be true when they are improperly used.  Because excessive business costs and risks can be created through the use of these systems, the following policy has been adopted and is expected to be adhered to by all employees.

(A)

Ownership of Internet-Related Systems.  Internet-related systems (including but not limited to: computer equipment; software and operating systems; network accounts providing electronic mail, World Wide Web browsing, File Transfer Protocol, etc.; networking and intranet systems and software) are the property of the Village.  They are to be used for business purposes in serving the interests of the Village in the course of normal operations.

(B)

Privacy of Communications.  Employee communications on these systems are not private.  While the network administration desires to provide a reasonable level of privacy, users should be aware that the data they create on the Village system remains the property of the Village and usually can be recovered even though deleted by the user.  Despite security precautions, there is no absolutely fail-safe way to prevent an unauthorized user from accessing stored files.  The network management cannot guarantee the confidentiality of any information stored on any network.

(C)

Monitoring.  The Village reserves the right to monitor all employee usage to ensure the contents of any employee communication in these systems.  Management may access user files, including archived material of present or former employees without the user’s consent for any purpose related to maintaining the integrity of the network, of the rights of the corporation or other reasonable purpose.

(D)

Personal Use.  Personal use of the systems is tolerated as long as there is no impact on workplace productivity and you do not use the Internet for personal gain, entertainment purposes, and illegal activity or to discredit the Village through your actions or comments.

(E)

Personal Telephone Calls.  Open lines of communication are critical in the success of the Village.  As such, our telephones should generally be used for authorized company business only.  Of course, we recognize that there may be a need from time to time to receive or make a personal phone call during business hours.  Common sense should be used by restricting personal calls to an absolute minimum with the length to be under three (3) minutes.  Your cooperation in this regard is appreciated.

(F)

Appropriate Conduct.  Telephone manners are important to us.  For that reason, we ask that you are friendly and courteous at all times.

11-4-5

SOLICITATION AND DISTRIBUTION OF LITERATURE.  In the interest of maintaining a proper business environment and preventing interference with work and inconvenience to others, employees may not distribute literature or printed materials of any kind, sell merchandise, solicit financial contributions, or solicit for any other cause during working time without the permission of the Mayor.  Employees who are not on working time (e.g., those on lunch hour or breaks) may not solicit employees who are on working time for any cause or distribute literature of any kind to them.


This policy also prohibits solicitations via the Village’s e-mail and other telephonic communication systems.  Furthermore, employees may not distribute literature or printed material of any kind in working areas at any time.


Non-employees are likewise prohibited from distributing material or soliciting employees on Village premises at any time.


11-4-6

DRUG-FREE WORKPLACE.  The Village understands that we have a responsibility to the public, along with contractors and employees, to insure their safety by maintaining a totally drug and alcohol free operation.  It is recognized that the use of drugs and alcohol poses a very serious problem in today’s society.  Every day employees and contractors must operate safely, maintain our vehicles to the highest standard, and perform all other necessary functions connected with the Village in a safe and proficient manner.  The use and/or abuse of drugs and/or alcohol jeopardize the health and safety of the individual, along with subjecting the general public and fellow employees to extreme danger.  Our employees are our most valuable resource.  Their safety and well-being are of utmost importance.  Therefore, we have developed this substance abuse policy in order to protect the general public, contractors and employees.

In consideration of these responsibilities, the Village will not condone or allow the use of illicit drugs, abuse of legal drugs or alcohol, sale, purchase, transfer or possession of illegal drugs by any of its contractors or employees, on or off duty, which could adversely affect the employees or contractors work performance.


11-4-7

SUBSTANCE ABUSE.  No intoxicant, including but not limited to alcohol, controlled substances, illegal drugs, mind-altering chemicals, depressants, stimulants, and marijuana is allowed on premises owned by the Village.  “On premises” includes employee-owned vehicles on property owned, leased or managed by the Village.  The on-premises possession, use, sale, purchase, or transfer of any intoxicant is prohibited at all times, including during break and lunch periods.  Any violation of this rule may result in immediate discharge.  Conviction for the manufacture, sale, distribution, or possession with intention to distribute illegal or illicit drugs may also result in discharge if it involves workplace conduct in any manner or may adversely affect the business of the Village.

The off-duty use of intoxicants is prohibited if the off-duty use results in more than a trace in the employee’s urine or blood system when on-duty.  Any violations of this rule may result in immediate discharge.  Therefore, each employee should be aware that intoxicants are detectable in the human body for a substantial period of time after consumption.


Employees using prescription drugs or over-the-counter drugs are responsible for being aware of any potential effect such drugs may have on their judgment or ability to perform their duties and to report such use and potential effect to their supervisor prior to reporting to work.  In the event the employee fails to report such use, neither a physician’s prescription nor other medical reason may be an acceptable excuse for being found in violation of this substance abuse policy.  If there is a reasonable basis for believing any employee may be in violation of this substance abuse policy, authorized Village representatives or agents may require submission to testing for intoxicants and/or conduct searchers of personal effects, vehicles, lockers, desks and rooms for intoxicants and related paraphernalia.  Items discovered through such search may be turned over to law enforcement authorities.

Testing for intoxicants may be required as part of the employment screening process.


A reasonable basis for believing an employee is under the influence or impaired by the use of an intoxicant includes abnormal conduct, appearance, behavior, speech, or odor; detection of a prohibited substance in the area where an employee has been working; and unexplained decline in work performance or attendance; or a workplace accident or safety violation.


Submission to searches and periodic, random testing for drugs and intoxicants is a condition of employment.


An employee who voluntarily informs management that he/she has a drug or alcohol abuse problem and desires rehabilitation assistance will be granted a leave of absence, without pay.  The sole purpose of such leave is to obtain the necessary rehabilitation assistance.  The employee may be required to periodically provide proof that he/she is participating in an appropriate rehabilitation or after-care program.
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WATER TESTING.  Water testing shall be done on a daily basis.  All wells that are in use shall have the meters read on recorded.  Testing of Chlorine and Fluoride and any other chemicals added to the municipal water supply shall be recorded daily.  Weekend recordings shall be done by the licensed water operator or his designee.  The employee shall clock in for testing of water on weekends.  The employee does not need to clock out as they will be given one (1) hour for testing of the water per day on weekends.  (Ord. No. 2017-08; 11-06-17)
ARTICLE V - SEXUAL MISCONDUCT POLICY
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SEXUAL MISCONDUCT POLICY STATEMENT.  The Village will not tolerate and will seek to eradicate any behavior by its employees, volunteers or students which constitutes sexual misconduct toward another employee, volunteer or student.  “Sexual misconduct” means any actual, attempted or alleged sexual molestation, assault, abuse, sexual exploitation or sexual injury.  “Sexual misconduct” does not include “sexual harassment”.
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REPORTING PROCEDURES AND DESIGNATED SEXUAL ABUSE COORDINATOR.  It is the express policy of the Village to encourage victims of sexual misconduct, and their parents or guardians in the case of minors, to come forward with such claims.  The Village shall designate a Sexual Abuse Coordinator, who hereinafter shall be referred to as “Coordinator”, who shall remain accountable for the implementation and monitoring of this policy.  The identity of the Sexual Abuse Coordinator shall remain on file with the Village.  In order to conduct an immediate investigation, any incident of sexual misconduct shall be reported as quickly as possible in confidence, as follows:


(A)

Employees and Volunteers.  Employees and volunteers are required to report any known or suspected incidents of sexual misconduct.  They must also report to their supervisor or the Coordinator.  If the person to whom an employee or volunteer is directed to report is the offending person, the report should be made to the next higher level of administration or supervision.


(B)

Investigation and Confidentiality.  All formal complaints will be given a full impartial and timely investigation.  During such investigation, while every effort will be made to protect the privacy rights of all parties’ confidentiality cannot be guaranteed.


(C)

Discipline.  Any Village employee or volunteer who is determined, after an investigation, to have engaged in sexual misconduct in violation of this policy will be subject to disciplinary action up to and including discharge.


False accusations regarding sexual misconduct will not be tolerated, and any person knowingly making a false accusation shall likewise be subject to disciplinary action up to and including discharge, with regard to employees or volunteers.


The Village shall discipline any individual who retaliates against any person who reports alleged sexual misconduct or who retaliates against any person who testifies, assists or participates in an investigation, a proceeding or a hearing relating to a sexual misconduct complaint.  Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment.
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CHILD ABUSE.  Sexual abuse of a minor is a crime.

(A)

Child Abuse Incident Reporting and Follow-Up.  Any case of known or suspected child abuse of a minor must be reported immediately in compliance with Illinois mandatory reporting guidelines and to the Coordinator and the Village Attorney’s Office.


In the event that the Coordinator is first notified of an incident of known or suspected child abuse, the Coordinator shall immediately notify the child’s parent or legal guardian as the case be, and the appropriate legal authorities as required by state or local law.  The Coordinator shall prepare a Suspected Child Abuse Standard Report and immediately follow-up to investigate the incident and to ascertain the condition of the child.  The Coordinator shall communicate any questions or concerns about any incident with the State’s Attorney.


Any employee or volunteer involved in a reported incident of sexual misconduct or child abuse shall be immediately relieved of responsibilities that involve interaction with minors or shall be suspended, as determined by the employee’s supervisor.  Reinstatement of employees or volunteers involved in a reported incident of child abuse shall occur only after all allegations of child abuse have been cleared by the County.


(B)

Maintenance of Records and Documents.  The Coordinator shall maintain all records and documentation required by law or otherwise required by this and other such related policies of the Village including all documents related to procedures for hiring-screening, employee/volunteer code of conduct, training, sign-in/sign-out, pick-up and release procedures, incident reporting follow-up and disciplinary action.

ARTICLE VI – ANTI-BULLYING POLICY
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APPLICATION OF POLICY.  The Village finds a safe work environment is beneficial for employees and promotes productivity.  Workplace bullying has been linked to absenteeism, drug and alcohol use, and sexual violence.  The Village considers workplace bullying unacceptable and will not tolerate it.  The anti-bullying policy shall apply to all individuals who are employees, volunteers and contractors.  For purposes of this policy:


(A)

“Employee” is defined as an individual working for the Village for remuneration;


(B)

“Volunteer” is defined as an individual who volunteers services to the Village without remuneration;


(C)

“Contractor” is defined as an individual who contracts with the Village to provide services, or an individual who works for a contractor of the Village.


11-6-2 
DEFINITION.  Bullying is defined as any severe or pervasive physical or verbal act or conduct, including communications made in writing or electronically, directed toward a person that has or can be reasonably predicted to have the effect of one or more of the following:


(A)

placing the person in reasonable fear of harm to the person or the person’s property;


(B)

causing a substantially detrimental effect on the person’s physical or mental health;


(C)

substantially interfering with the person’s productivity; or


(D)

substantially interfering with the person’s ability to participate in or benefit from the opportunities offered by the employer.


Bullying may be intentional or unintentional.  The Village considers the following types of behavior illustrative examples of bullying: harassment, threats, intimidation, stalking, physical violence, sexual harassment, sexual violence, pushing; shoving; kicking; poking; tripping; assault, or threat of physical assault; theft, public humiliation, destruction of property, or retaliation for asserting or alleging an act of bullying.


11-6-3 
BULLYING PROHIBITED.  Bullying on the basis of actual or perceived race, color, religion, sex, national origin, ancestry, age, marital status, physical or mental disability, military status, sexual orientation, gender-related identity or expression, unfavorable discharge from military service, association with a person or group with one or more of the aforementioned actual or perceived characteristics, and any other distinguishing characteristic is prohibited in all places of employment, and an employer shall prevent bullying in its place of employment.


(A)

No person shall be subjected to bullying:

(1)
during any period of employment activity;

(2)
while working, on property of the employer, or at employer-sponsored or employer-sanctioned events or activities; or

(3)
through the transmission of information from an employment utilized telephone, computer, computer network, or other similar electronic employer-utilized equipment.


(B)

Nothing in this policy is intended to infringe upon any right to exercise free expression or the free exercise of religion or religiously based views protected under the First Amendment of the United States Constitution.
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DISCIPLINARY ACTION.  Any employee or volunteer who is determined, after an investigation, to have engaged in bullying in violation of this policy shall be subject to disciplinary action up to and including immediate discharge.  Any contractor found to be in violation of this policy may be subject to contract cancellation.


(A)

False Accusations.  False accusations regarding bullying against employees, volunteers, contractors, or elected officials shall not be tolerated, and any person knowingly making a false accusation shall be subject to disciplinary action up to and including immediate discharge.


(B)

Retaliation for Reporting Bullying.  The Village shall discipline any employee or volunteer who retaliates against any person who reports who reports alleged bullying, or who retaliates against any person who testifies, assists or participates in an investigation, a proceeding or a hearing relating to bullying complaint.  Retaliation includes, but is not limited to, any form of intimidation, reprisal or harassment.  Contractors are likewise prohibited from retaliating.
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REPORTING AND COMPLAINT PROCEDURE.  The Village encourages all employees, volunteers or contractors to promptly report any instance of bullying behavior.  Early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of bullying.  Therefore, while no fixed reporting period has been established, prompt reporting of complaints or concerns is encouraged so that rapid and constructive action can be taken.  The Village shall make every effort to stop alleged workplace bullying before it becomes severe or pervasive, but can only do so with the cooperation of its employees.


Reports of bullying will be treated seriously, and investigated promptly and impartially.  The Village further encourages all individuals to whom this policy applies to formally report any concerns of assault, battery, or other bullying behavior of a criminal nature to the Village Attorney’s office.  The Village Board requires any supervisor who witnesses bullying, irrespective of reporting relationship or his/her responsibility to address it, to promptly report this conduct to the Police Chief or the Mayor.


Individuals who believe they have experienced conduct that they believe violates this policy, or who have concerns about such matter, should report their complaints or concerns verbally or in writing to his or her supervisor, or the Village Attorney, before the conduct becomes severe or pervasive.  If a verbal report is made, it shall be documented in writing by the official to whom it is reported.  Individuals should not feel obligated to report their complaints to their immediate supervisor first before bringing the matter to the attention of one of the other designated Village representatives identified above.


The availability of this complaint procedure does not preclude individuals who believe they are being subjected to bullying conduct from promptly advising the offender that his or her behavior is unwelcome and requesting that such behavior immediately stop.

ARTICLE VII – DOMESTIC AND SEXUAL VIOLENCE POLICY
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PURPOSE OF POLICY.  Domestic violence can permeate the lives and compromise the safety of employees with tragic, destructive and often fatal results.  Domestic violence occurs within a wide spectrum of relationships, including married and formerly married couples, couples with children in common, couples who live together or have lived together, gay, lesbian, bisexual and transgender couples, and couples who are dating or who have dated in the past.  Domestic violence represents a pattern of coercive tactics which can include physical, psychological, sexual, economic and emotional abuse perpetrated by one person against another in an intimate relationship or in the same household, with the goal of establishing and maintaining power and control over the victim.  In addition to exacting a tremendous toll from the individuals it directly affects, domestic violence often spills over into the workplace, compromising the safety of both victims and co-workers and resulting in lost productivity, increased health care costs, increased absenteeism, and increased employee turnover.  The Village will take appropriate actions to promote safety in the workplace and respond effectively to the needs of victims of domestic violence.


11-7-2 
DEFINITION.  For purposes of this policy and pursuant to the Illinois Victims’ Economic Security and Safety Act (VESSA), the following terms are defined as follows:


(A)

“Abuser”:  A person who perpetrates a pattern of coercive tactics which can include physical, psychological, sexual, economic, and emotional abuse against an adult intimate partner, with the goal of establishing and maintaining power and control over the victim.


(B)

“Domestic Violence”:  Domestic violence means abuse by a family or household member, as defined by this policy pursuant to Section 103 of the Illinois Domestic Violence Act of 1986.  Domestic violence includes sexual assault or stalking.


(C)

“Employee”:  A person working for the Village for remuneration for services.


(D)

“Family or Household Member”:  For employees with a family or household member who is a victim of domestic or sexual violence, this means spouse, parent, son, daughter, other person related by blood or by present or prior marriage, another person who shares a relationship through a son or daughter, and persons jointly residing in the same household.


(E)

“Parent” means biological parent of an employee or an individual who stood in loco parentis to an employee when the employee was a son or daughter as defined herein.


(F)

“Son or Daughter” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing in loco parentis, who is under eighteen (18) years of age, or is eighteen (18) years of age or older and incapable of self-care because of a mental or physical disability.

11-7-3 
VICTIMS’ ECONOMIC SECURITY AND SAFETY ACT (VESSA).  The person against whom an abuser directs coercive and/or violent acts, including an employee who is a victim of domestic or sexual violence, or an employee’s family or household member who is a victim of domestic or sexual violence, and whose interests are not adverse to the employee as it related to domestic or sexual violence.
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POLICY.

(A)

Employee Awareness.  The Village shall take reasonable actions to educate employees regarding the effects of domestic violence and methods to report such violence to authorities.  It is the policy of the Village that information on domestic violence and available resources shall be available to employees through the Village Board and by this written policy, which shall be disseminated to employees.


(B)

Non-Discriminatory Policy.  Non-Discriminatory and Responsive Personnel Policies for Victimized Employees of the Village shall ensure that personnel policies and procedures do not discriminate against victims of domestic violence and are responsive to the needs of victims of domestic violence.

(1)
Illinois law prohibits employers from interfering with, restraining, or denying the exercise of any right provided under VESSA.  This law requires employers, when given forty-eight (48) hours prior notification, to allow time off for employed victims of domestic or sexual violence and employees with a family or household member who is a victim of domestic or sexual violence, to take unpaid leave to seek medical help, legal assistance, counseling, safety planning, and other assistance without penalty from the employer for the employee or the family or household member who is a victim.

(2)
Illinois law prohibits employers from discriminating against any employee who is a victim of domestic or sexual violence or any employee who has a family or household member who is a victim of domestic or sexual violence.

(3)
An employee who is a victim of domestic or sexual violence, or has a family or household member who is a victim of domestic or sexual violence and whose interests are not adverse to the employee as it relates to domestic or sexual violence, may take unpaid leave from work to address domestic or sexual violence by:

(a)
seeking medical attention for, or recovering from, physical or psychological injuries caused by domestic or sexual violence to the victim;

(b)
obtaining services from a victim services organization for the victim;

(c)
obtaining psychological or other counseling for the victim;

(d)
participating in safety planning, temporarily or permanently relocating, or taking other actions to increase the safety of the victim;

(e)
seeking legal assistance or remedies to ensure the health and safety of the victim, including preparing for or participating in any civil or criminal legal proceeding related to or derived from domestic or sexual violence.

(4)
The employee shall be entitled to a total of twelve (12) workweeks of leave during any twelve (12) month period.  This policy does not create a right for an employee to take an unpaid leave that exceeds the unpaid leave time allowed under, or is in addition to, the unpaid leave time permitted by the federal Family Medical Leave Act.  Leave may be taken intermittently or on a reduced work schedule.  An employee may substitute accumulated paid leave for unpaid leave; however, the paid leave will count toward the number of workweeks used for purposes of this policy.  The employee shall provide at least forty-eight (48) hours advance notice of the employee’s intention to take leave, unless providing such notice is not practicable.  No action will be taken against an employee for failing to provide forty-eight (48) hours advance notice if the employee provides certification that leave was used for the purposes outlined in Section 11-7-4(B)(2) of this Section and can demonstrate that advance notice was not practicable.

(5)
During a leave taken pursuant to this policy, the Village shall maintain coverage under its group health plan for the duration of such leave at the level and under the conditions coverage would have been provided if the employee had continued in employment for the duration of such 

leave.  If the employee fails to return from leave, however, the Village may recover any premium costs it paid for such coverage if the reason for the employee not returning is other than the continuation, recurrence, or onset of domestic or sexual violence or circumstances beyond the control of the employee.  Neither seniority nor leave benefits will accrue to the employee during unpaid leave.

(6)
The Village, upon request, will assist the employee in determining the best use of his/her attendance and leave benefits when an employee needs to be absent as a result of being a victim of domestic violence.  If an employee requests time off to care for and/or assist a family or household member who has been a victim of domestic violence, the employee’s supervisor or the Village Board (or their designee) will evaluate the employee’s request for leave for eligibility under existing law and collective bargaining agreements applicable to the employee and the attendance rules.

(7)
The Village requires certification from an employee for leave under this policy.  The employee shall certify that the leave is for one of the purposes enumerated in Section 11-7-4(B) of this Section.  Certification shall be provided to the employer within a time period set by the employer.

(8)
The Village understands that victims of domestic violence may lack the required documentation or have difficulty obtaining the required certification to justify absences without compromising their safety.  Therefore, the Mayor or his designee shall consult with the employee to identify what documentation she/he might have, or be able to obtain, that will not compromise his/her safety-related needs and will satisfactorily meet the documentation requirement of the employer.

(9)
All information provided to the employer pursuant to notification and certification requirements of this policy, and the purposes for which leave may be requested pursuant to this policy, shall be retained in strictest confidence by the employer, except to the extent that disclosure is requested or consented to in writing by the employee, or otherwise required by applicable federal or State law.  Reported information shall be kept private to the greatest extent possible by Federal law, State law, and Village policy; however, information may have to be disclosed pursuant to a subpoena, Illinois Supreme Court Rules, a court of law, or where otherwise required by law.  Where medical information is received by the Village from an employee who is the victim of domestic violence, such medical information shall be kept confidential.

(10)
Employees who are victims of domestic violence and who are legally separated from a covered spouse or civil-union partner, shall be allowed to make reasonable changes in benefits at any time during the calendar year, provided the change is requested within thirty (30) days of the separation and is in accordance with the Village policies, rules, and regulations.

(11)
The Village will not make inquiries about a job applicant’s current or past domestic violence victimization, and employment decisions will not be based on any assumptions about or knowledge of such exposure.


(C)

Accountability for Employees Who are Abusers.  The Village will hold employees, individuals who volunteer services to the Village without remuneration (hereafter “volunteers”), and individuals who contract with the Village or work for contractors of the Village (hereafter “contractors”), accountable for engaging in the following behavior: (i) using Village resources to commit an act of domestic violence; (ii) committing an act of domestic violence from or at the workplace or from any other location while on official Village business; or (iii) using their job-related 

authority and/or Village resources in order to negatively affect victims and/or assist perpetrators in locating a victim and/or in perpetrating an act of domestic violence.


Any physical assault or threat made by an employee, volunteer, or contractor, while on Village premises, during working hours, while representing the Village, or at a Village-sponsored event, is a serious violation of this policy.  This policy applies no only to acts against employees, but to acts against all other persons.  Those found to have violated this policy will be subject to corrective or disciplinary action, up to and including discharge.

(1)
In cases in which the Village has found that an employee, volunteer, or contractor, has threatened, harassed, or abused an intimate partner at the workplace using Village resources such as work time, workplace telephones, facsimile machines, mail, e-mail or other means, said employee shall be subject to corrective or disciplinary action.

(2)
In cases in which the Village has verification that an employee, volunteer, or contractor is responsible for a domestic violence-related offense, or is the subject of any order of protection, including temporary, final or out-of-state order, as a result of domestic violence, and said employee, volunteer or contractor has job functions that include the authority to take actions that directly impact victims of domestic violence and/or actions that may protect abusers from appropriate consequences for their behavior, the Mayor shall determine if corrective action is warranted.

(3)
In cases in which any employee, volunteer, or contractor intentionally uses his/her job-related authority and/or intentionally uses Village resources in order to negatively impact a victim of domestic violence, assist an abuser in locating a victim, assist an abuser in perpetrating acts of domestic violence, or protect an abuser from appropriate consequences for his/her behavior, said individual may be subject to corrective or disciplinary action.
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