FOREST PRESERVE DISTRICT OF KANE COUNTY
FINANCE AND ADMINISTRATION COMMITTEE MINUTES
I.

Call to Order
The Forest Preserve District Finance and Administration Committee meeting was held Tuesday,
January 28, 2020 at 2:00 PM at the Administration Offices located at 1996 S. Kirk Road, Suite 320,
Geneva, IL 60134. The meeting was opened by Chairman Mark Davoust at 2:00 PM.
Members Present:
Chairman Mark Davoust
Commissioner Theresa Barreiro
Commissioner Matt Hanson
Commissioner John Hoscheit
President Michael Kenyon
Commissioner Bill Lenert
Commissioner Anita Lewis
Commissioner John Martin
Treasurer, Penny Wegman
Others Present:
Commissioner Kious

Present
Present
Present
Present
Present
Present
Absent
Present
Present

Monica Meyers, Executive Director, Ken J. Stanish, Chief Financial Officer, Ken Anderson, Jr.,
Chief of Planning and Operations, John Goreth, Director of Operations, Tracey Smith, Director
of Human Resources, Laurie Metanchuk, Director of Community Affairs, Mike Gilloffo,
Director of Public Safety, Chuck Misner, Safety & Wellness Coordinator, Anna Marano, Buyer,
Brittany Kovach, Community Affairs Specialist, Caitlin Rodeghero, Administrative Specialist,
Pat Kinnally, Attorney, Jerry Hodge, Attorney, Ellen J. Maglio, Recording Secretary
II.

Approval of Minutes from October 22, 2019

RESULT:
MOVER:
SECONDER:
AYES:
ABSENT:

III.

ACCEPTED [UNANIMOUS]
John Hoscheit, Commissioner
Bill Lenert, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

Public Comment (Each speaker is limited to three minutes) None.

IV. Presentation
A. Presentation and Approval of the Golf Courses Quarterly Financial Report
Chief Financial Officer Ken Stanish briefly reviewed the charts and financial status of the golf
courses for the fourth quarter. In summary, green fees revenue was up at Settler's Hill for
2019, and slightly lower for both Deer Valley and Hughes Creek. Total revenues were up from
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the 2018 report for all three courses. Hughes Creek exceeded their contracted cap and they
still owe the District an additional $5,385.85.
DISCUSSION: There were statements made by Commissioner Hanson that if improvements were made
at Settler's Hill with regards to concessions, they would be able to have outings that would improve
revenues as well. Chairman Davoust stated that he attended a seminar at the IPRA IAPD Conference
that encouraged him with respect to the golf industry bouncing back from the last two wet seasons.
RESULT:

V.

PLACED ON FILE

New or Unfinished Business
A. Presentation and Approval of Closed Session Minutes from October 2018 through December
2019
This is a statute requirement. There was no further discussion.

RESULT:
MOVER:
SECONDER:
AYES:
ABSENT:

APPROVED BY VOICE VOTE [UNANIMOUS]
Theresa Barreiro, Commissioner
Penny Wegman, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

B. Presentation and Approval of Revisions to the Safety Handbook
HR Director Tracey Smith presented the revisions to the Employee Safety Handbook. The
Safety Handbook was last approved in 2014 and since then the Safety Committee has expanded
to include wellness. The Safety and Wellness Team is an employee driven committee made up
of representatives from all the departments. The proposed modifications to the Handbook
include the District's well-being mission, tweaks to titles, and new training frequency
requirements.
DISCUSSION: None.
RESULT:
TO:
MOVER:
SECONDER:
AYES:
ABSENT:

MOVED FORWARD BY VOICE VOTE [UNANIMOUS]
FOREST PRESERVE DISTRICT EXECUTIVE COMMITTEE 2/7/2020 8:30 AM
John Hoscheit, Commissioner
Matt Hanson, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

C. Presentation and Approval of Revisions to the Employee Handbook
HR Director Tracey Smith introduced the proposed revisions to the District's Employee
Handbook. The last revision to the Handbook was approved in June of 2019. Per
recommendations from Laner Muchin (Employment Law Firm), the revisions to Handbook were
made to be compliant with an influx of new laws coming out of Springfield. Our attorney also
recommended some areas for language and policy clarifications.
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DISCUSSION: Commissioner Martin asked what the definition of "perceived discrimination" was.
Director Smith and Attorney Kinnally agreed that there was not a definition given in the amended law.
Chairman Davoust asked if there were any financial impacts to the district with regards to training and
reporting of these updates. Director Smith replied that the training is already included in District's annual
training program, but some of the reporting may have a minor impact. There is also the update that
Personal Days will now be paid to employee upon separation which did not happen in the past, so there is
some minor financial impact there as well. Commissioner Hanson questioned the cannibis and CDL
regulations. The Department of Transportation (DOT) under federal law that CDL licensed drivers may
not the drug for any reason. The District has a Zero Tolerance policy as does DOT regulations. Director
Smith went on to say that the District is not changing the policy other than to include cannibis in the
category with alcohol use. We are not changing the Reasonable Suspicion policies. Executive Director
Meyers added that if there is an accident or any reasonable suspicion, because there is not a measurable
test for cannibis like there is with alcohol the District as well as other agencies will be working through
this right now. Pre-employment testing will still include alcohol but not THC.
RESULT:
TO:
MOVER:
SECONDER:
AYES:
ABSENT:

MOVED FORWARD BY VOICE VOTE [UNANIMOUS]
FOREST PRESERVE DISTRICT EXECUTIVE COMMITTEE 2/7/2020 8:30 AM
Matt Hanson, Commissioner
John Martin, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

VI. Closed Session to Discuss Contracts, Litigation and Personnel
Entered 2:22 PM
RESULT:
MOVER:
SECONDER:
AYES:
ABSENT:

ROLL CALL VOTE [UNANIMOUS]
Bill Lenert, Commissioner
Theresa Barreiro, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

Exit 3:05 PM Motion by Wegman 2nd by Lenert
RESULT:
MOVER:
SECONDER:
AYES:
ABSENT:

ACCEPTED [UNANIMOUS]
Penny Wegman, Commissioner
Bill Lenert, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

VII. Communications
The Conservation Foundation Winter Membership Luncheon to be held on Wednesday, February 19
at the Arrowhead Golf Club in Wheaton. The topic is Close Encounters: Examining Urban Wildlife
and Human Interaction. Please RSVP to Ellen by February 7th.
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VIII. Chairman's Comments
All discussions in Closed Session are confidential, please honor that policy.
IX.

Adjournment

RESULT:
MOVER:
SECONDER:
AYES:
ABSENT:

ADJOURNED BY VOICE VOTE [UNANIMOUS]
Theresa Barreiro, Commissioner
Penny Wegman, Commissioner
Theresa Barreiro, Mark Davoust, Matt Hanson, John Hoscheit, Michael Kenyon, Bill Lenert,
John Martin, Penny Wegman
Anita Lewis

Mark Davoust, Chairman
Forest Preserve District Finance and Administration Committee
Forest Preserve District of Kane County
Adjournment until:

Tuesday, February 25, 2020 at 2:00 pm
Forest Preserve District Administration Offices
1996 S. Kirk Road, Suite 320 Geneva, Illinois

Respectfully Submitted,

Ellen J. Maglio
Ellen J. Maglio
Recording Secretary
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FOREST PRESERVE DISTRICT OF KANE COUNTY
FINANCE AND ADMINISTRATION COMMITTEE AGENDA
Chairman, Mark Davoust
President, Michael Kenyon
Treasurer, Penny Wegman
Executive Director, Monica Meyers

Tuesday

Theresa Barreiro
Matt Hanson
John Hoscheit

Bill Lenert
Anita Lewis
John Martin

2:00 PM

I.

Call to Order

II.

Approval of Minutes from October 22, 2019

III.

Public Comment (Each speaker is limited to three minutes)

January 28, 2020

IV. Presentation
A. Presentation and Approval of the Golf Courses Quarterly Financial Report
V.

New or Unfinished Business
A. Presentation and Approval of Closed Session Minutes from October 2018 through December 2019
B. Presentation and Approval of Revisions to the Safety Handbook
C. Presentation and Approval of Revisions to the Employee Handbook

VI. Closed Session to Discuss Land Acquisition, Contracts, Litigation and Personnel
VII. Communications
VIII. Chairman's Comments
IX.

Adjournment
Adjournment until:

Tuesday, February 25, 2020 at 2:00 pm
Forest Preserve District Administration Offices
1996 S. Kirk Road, Suite 320 Geneva, Illinois
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AGENDA MEMORANDUM
DATE:

January 28, 2020

TO:

Forest Preserve District Finance and Administration Committee

FROM:

Ken Stanish, Chief Financial Officer
Monica Meyers, Executive Director

VIA:

Ken Stanish, Chief Financial Officer

SUBJECT:

Presentation and Approval of the Golf Courses Quarterly Financial Report

PURPOSE:
The purpose of this memorandum is to provide the Committee with information regarding the golf courses’
revenues.
BACKGROUND:
Attached are quarterly and annual updates for the District’s three golf courses. The golf year is now the
calendar year. The table below shows a three-year history for the fourth quarter for each course (October 1st
– December 31st). Per the current agreement, each course pays $40,000 per quarter and shared revenue of
14.5% on any revenue in excess of $1,103,448 for both Settler’s Hill Golf Course and Hughes Creek Golf Club.
The District receives 5% of total revenues from Deer Valley Golf Course.
Settler's Hill
Green Fees
Rentals
Golf Shop Sales
Food & Beverage
Misc./Gratuities
TOTALS

$
$
$
$
$
$

2019
78,815.30
9,615.00
3,908.20
10,092.10
1,424.64
103,855.24

$
$
$
$
$
$

2019
3,912.00
989.00
38.47
76.30
0.93
5,016.70

$
$
$
$
$
$

2019
36,124.00
21,219.50
2,518.82
39,375.11
99,237.43

$
$
$
$
$
$

2018
50,922.44
4,951.06
3,853.64
6,387.42
980.91
67,095.47

$
$
$
$
$
$

2017
72,559.36
15,882.00
4,263.88
11,579.24
1,712.77
105,997.25

$
$
$
$
$
$

2017
4,838.00
1,092.00
39.14
154.70
11.15
6,134.99

$
$
$
$
$
$

2017
37,936.50
24,260.50
2,470.03
40,672.67
105,339.70

Deer Valley
Green Fees
Rentals
Golf Shop Sales
Food & Beverage
Misc./Gratuities
TOTALS

$
$
$
$
$
$

2018
2,505.00
586.00
17.67
73.50
0.93
3,183.10

Hughes Creek
Green Fees
Rentals
Golf Shop Sales
Food & Beverage
Misc./Gratuities
TOTALS

$
$
$
$
$
$

2018
31,518.00
20,637.00
2,028.95
34,333.66
88,517.61
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The attachment shows a three-year revenue history for each of the courses.
FINANCIAL IMPACT:
The District received $40,000 from each operator along with $250.84 for Deer Valley operations. Hughes
Creek owes the District an additional $5,385.85, due to being over the contracted cap amount.
RECOMMENDATION:
Information only
ATTACHMENT: Three-year history
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FOREST PRESERVE DISTRICT OF KANE COUNTY
GOLF REVENUES
Agreement Year is from 1/1 through 12/31

Settler's Hill
Deer Valley
Hughes Creek
Totals

$
$
$
$

1/1/19 - 12/31/19
Amount
Gross Revenues
Paid To District
853,147.38 $
160,000.00
87,436.53 $
4,371.83
1,140,591.77 $
160,000.00
2,081,175.68 $
324,371.83

$
$
$
$

1/1/18 - 12/31/18
Amount
Gross Revenues
Paid To District
836,533.81 $
160,000.00
85,632.70 $
4,281.64
1,161,147.56 $
168,366.44
2,083,314.07 $
332,648.07

$
$
$
$

1/1/17 - 12/31/17
Amount
Gross Revenues
Paid To District
971,079.24 $
160,000.00
94,822.96 $
4,741.15
1,189,061.93 $
172,414.02
2,254,964.13 $
337,155.17
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AGENDA MEMORANDUM
DATE:

January 28, 2020

TO:

Forest Preserve District Finance and Administration Committee

FROM:

Ellen Maglio, Executive Assistant/Recording Secretary
Monica Meyers, Executive Director

VIA:

Ken Stanish, Chief Financial Officer

SUBJECT:

Presentation and Approval of Closed Session Minutes from October 2018 through December
2019

PURPOSE:
The purpose of this memorandum is to provide the Committee with information to consider the release of
Closed Session minutes and to request permission to destroy audio recordings of same which are older than
18 months and completely released.
BACKGROUND:
The Finance and Administration Committee of the Forest Preserve District of Kane County, Kane County,
Illinois has reviewed the minutes of the Closed Sessions pursuant to Illinois Complied Statute 5ILCS 120/2.03
and has made a determination as to whether the need for confidentiality still exists as to all or part of those
minutes which have not been made fully public.
The Committee has determined that the need for confidentiality still exists as to the Closed Session minutes
of: 6/25/19.
The Committee has determined that there is no longer a need for confidentiality as to the Closed Session
minutes of: 10/2/18, 11/19/18, 12/18/18, 1/22/19, 2/26/19, 3/26/19, 4/23/19, 6/25/19, and 7/23/19.
RECOMMENDATION:
The Committee recommends the approval of the Closed Session minutes as presented.
ATTACHMENT: None.
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AGENDA MEMORANDUM
DATE:

January 28, 2020

TO:

Forest Preserve District Finance and Administration Committee

FROM:

Tracey Smith, Director of Human Resources
Monica Meyers, Executive Director

VIA:

Ken Stanish, Chief Financial Officer

SUBJECT:

Presentation and Approval of Revisions to the Safety Handbook

PURPOSE:
The purpose of this memorandum is to provide the Committee with information to consider revisions to the
Safety Handbook.
BACKGROUND:
The Safety Handbook was last approved in 2014. Since then, the District expanded its Safety Committee to
include a well-being component. The revamped Safety & Wellness Team is a vital, active, employee-driven
committee that has initiated several successful, financial, and health well-being campaigns for employees.
The proposed modifications to the Handbook include the District’s well-being mission, tweaks to titles, and
new training frequency requirements.
FINANCIAL IMPACT:
The District will experience no financial impact to approving these modifications.
RECOMMENDATION:
Staff recommends the Committee approve the revisions to the Safety Handbook.
ATTACHMENTS: Redlined Safety Handbook
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Employee
Safety Handbook

Forest Preserve District of Kane County

COMMISSION APPROVED DECEMBER 9, 2014
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FOREST PRESERVE DISTRICT OF KANE COUNTY
EMPLOYEE SAFETY PROGRAM HANDBOOK
I.

INTRODUCTION
The Forest Preserve District of Kane County (District) acknowledges its obligation to provide a
safe working environment for employees, volunteers, commissioners, patrons and vendors. It is
the intention of the District to develop, implement and administer a safety and comprehensive loss
control program. The health and safety of all is a paramount concern for the District. Through
policy, awareness training and employee/supervisory support, the District will attain its highest
safety initiative.
Employees at all levels are expected to make safety a matter of continuing and mutual concern, of
equal importance with all other operational considerations. Employees must immediately inform
their supervisor of any situation beyond their ability or authority to correct. No employee will be
disciplined or suffer any retaliation for reporting a safety violation to his or her supervisor or the
Safety & Wellness Coordinator.
Each supervisor is responsible for work being performed in a safe and ergonomic manner,
inspections conducted on a regular basis, hazards and dangers confronted and accidents
investigated.
A positive partnership between the District and its employees is an essential ingredient to a wellorganized, well-maintained safety program.

II.

STATEMENTS OF ADMISSION
All employees are expected to act and conduct themselves at all times in the best interest of the
Forest Preserve District. When an accident occurs, no matter how insignificant it may seem to be,
it is of the utmost importance never to presume or admit guilt or fault of any kind. Employees
should never speculate on the cause(s) of the accident or injury or discuss any facts of the
accident. Employees should cooperate with investigating authorities and with any investigation
conducted by or on behalf of the District. Any and all questions relating to an accident involving
District property and/or personnel should be promptly directed to a department head, or District
spokesperson.

III.

SAFETY & Wellness TeamWELLNESS TEAMCOMMITTEE
A. Purpose:
The District’s employee-driven Safety & Wellness TeamCommittee has been established and
charged with ensuring the safest environment possible for staff, volunteers, commissioners,
patrons and vendors. Each department has a representative assigned to the teamcommittee
and the Safety & Wellness Coordinator chairs/facilitates the team’scommittee’s regular
meetings and initiatives.

B. Team’sCommittee’s Objectives:
1.
2.
3.

Conduct regular meetings to discuss accident prevention methods, safety awareness
and training, new initiatives and new/old areas of concern.
Take part in accident investigations.
Recommend proper personal protective equipment (PPE) and other safety items.
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4. Develop safety rules and guidelines for the District’s current initiatives.
5. Promote safety and awareness training to all employees.
5.6. Develop and implement the District’s Wellness Program.

C. Team’s Committee’s Goals:
a. Help reduce the frequency and seriousness of accidents of employees, volunteers,
commissioners, patrons and vendors.
b. Discuss and coordinate the safety and general welfare of all employees, volunteers,
commissioners, patrons and vendors.
c. Ensure that safety training is provided to increase awareness for employees and
volunteers.
d. Promote and provide safe programs and facilities to aid in prevention of accidents
and injuries.
e. Work in conjunction with qualified safety experts to ensure that safety training and
inspections are performed on a regular/scheduled basis.
e.f. Promote and encourage employees to adopt healthy behaviors that improve their
overall well-being.

IV.

STAFF RESPONSIBILITIES
A. General Statement:
Every District employee shall be fully responsible for implementing the provisions established
in this safety manual as they pertain to the employee’s duties. The responsibilities listed
below are considered a minimum. They do no limit individual initiative to implement more
comprehensive procedures to eliminate hazards.
1. All employees are responsible for implementing this policy on a day-to-day basis.
2. Report all accidents and unsafe conditions to your supervisor immediately. Correct the
unsafe condition if possible. Failure to report accidents or unsafe conditions so may
result in disciplinary action.
3. Promptly forward all medical information pertaining to a work-related injury to your
immediate supervisor and Safety & Wellness Coordinator.or the Human Resources
Manager.
4. Cooperate with and assist in the investigation of accidents.
5. Submit suggestions related to safety methods, conditions or activities to the Safety
Coordinator or Safety Committee members.
6. Attend/Participate in all required departmental or District-wide safety meetings or
training. Active participation is essential.
Employees performing hazardous jobs shall also:
1. Obey all safety rules and follow established work instructions. If any doubts arise about
the safety of a task, stop and discuss with your supervisor before continuing.
2. Only operate equipment that you have been trained to use and that the supervisor
authorizes for the job. All equipment shall be used according to the manufacturer’s
instructions.
3. Wear personal protection equipment (PPE) required for the task. Dress safely and
sensibly.

B. Management Team and Safety & Wellness Coordinator:
Accident and injury prevention is considered important in all phases of operations and
administration. The prevention of accidents is an objective affecting the entire District and its
operations.
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1.

2.
3.

The Management Team is charged with providing safe and healthy working conditions
by establishing a compliant and competent safety policy and by providing adequate
funding for safety initiatives. The Management Team must also ensure employees are
participating in safe work practices at all times.
The Director of Human Resources Manager will act as the Safety Coordinator andwill be
responsible for enforcement and department compliance of this policy.
The Safety & Wellness Coordinator is responsible for overall organization and
administration of the District-wide safety program.

C. Supervisors and Lead Workers:
Employee safety on the job is the responsibility of every supervisor/lead worker. Employee
safety cannot succeed without the supervisory support. It is the supervisor’s duty to enforce
complete safety in his or her areas at all times. These duties include, but are not limited to,
filling out accident report forms, corrective action for employees who do not follow safety
rules, orienting new employees on the District’s safety program and reminding employees to
wear personal protective equipment.
The contributing factor in most accidents involves both the employee and his or her
environment. Supervisors/lead workers must be alert for incidents of human error and
mechanical failures and take the initiative to make corrections where there is a threat to life or
property. Also, if a supervisor/lead worker becomes aware of a safety trend—an issue that
spans multiple sites or employees or conditions—he or she must notify the Safety & Wellness
Coordinator.
To make the safety program effective, every member of management and every
supervisor/lead worker will ensure that:
1. Employees receive specific safety instructions for each task and an overview of the
District’s safety and health rules.
2. They do not assign work that is hazardous or in a hazardous area until they have taken
all steps to provide for the safety of the employee.
3. They examine work areas to ascertain that the work environment is safe and that
employees are working in a safe manner.
4. All safety and health deficiencies are corrected immediately and not repeated.
5. Accidents and injuries are investigated and corrective action is initiated, where
necessary.

D. Employees:
On the job safety is a primary responsibility of every employee. Therefore, employees must
be constantly on the alert for potential incidents of human error and mechanical failure.
Employees must take the initiative to make corrections in consultation with their supervisor.
To report a safety concern, employees should discuss with his or her supervisor or send an
email if the issue does not need immediate attention.
It is the duty of each employee to accept and follow established safety regulations and
procedures. The District expects employees to assist management and supervisors/lead
workers in accident prevention activities. An act of negligence, disregard for established rules
or procedures, improperly guarded machinery, lack of proper maintenance, all can cause an
accident.
Employee responsibilities include, but are not limited to the following:
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1.
2.
3.
4.
5.
6.
7.
8.
9.

Incorporate safety into every task. No task is done efficiently unless it has been done
safely.
Know and practice safety rules.
Know that disciplinary action may result from a violation of the safety rules.
Report all accidents and injuries immediately.
Caution fellow workers when they perform unsafe acts.
Do not take chances.
Ask questions when there is any doubt concerning safety.
Do not tamper with anything you do not understand.
Report all unsafe conditions or equipment to your supervisor or the Safety & Wellness
Coordinator immediately.

Like management, supervisors and lead workers, every employee has a specific role in our
loss prevention efforts. Each employee is expected to actively participate in the District’s
Safety Program and observe all precautionary measures. Employees are expected to help
fellow employees in need of assistance or of reminding. Everyone is responsible for good
housekeeping in and around their work area.

V.

CORRECTIVE ACTION
All employees must take the initiative to make corrections where they have such authority, or
where the threat to life or property is in imminent danger. Lacking direct authority, employees must
report any condition or employee practice that is likely to cause an accident or injury to their
supervisor or the Safety & Wellness Coordinator.
Employees have the responsibility to report all hazards to their supervisor, offering suggestions for
improving safety procedures and to adhere to all District safety rules.
Supervisors are responsible for correcting, or causing to be corrected, any hazard that is found
because of his or her inspections or investigation of any accident, or is brought to his or her
attention by an employee.
All corrective action must be followed up to ensure completion. Employees must report safety
hazards to the Safety & Wellness Coordinator, who will investigate such reports, or will assign the
investigation to the appropriate supervisor. It will be the responsibility of the supervisor and the
Safety & Wellness Coordinator to recommend corrective action.
To report a safety concern that does not need immediate attention, employees should discuss the
issue with his or her supervisor.

VI.

GENERAL EMPLOYEE SAFETY RULES
Examples include, but are not limited to:
1. Horseplay and fighting will not be tolerated in the workplace.
2. Possession of unauthorized firearms, alcoholic beverages or drugs will not be tolerated in the
workplace.
3. Inform your immediate supervisor if you are required to take medication during work hours
that may affect your performance.
4. Inform your immediate supervisor of any permanent or temporary impairment that may
reduce your ability to perform your job in a safe manner. The employee should present a
doctor’s note listing restrictions, or in the case of over-the-counter medication inform your
supervisor of side effects.
5. Personal protection equipment must be used when potential hazards cannot be eliminated.
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6.
7.
8.
9.
10.
11.
12.

13.
14.
15.
16.
17.
18.

19.
20.
21.
22.
23.

VII.

Employees may not operate equipment until they are appropriately trained and authorized to
do so.
Periodic inspections of work areas will be conducted to identify potential hazards and to
ensure that equipment or vehicles are in safe operating condition.
Report any potentially unsafe conditions or acts immediately to your supervisor.
Consult your supervisor if there is ever any doubt about the safety of a work method before
beginning the task.
All incidents, injuries and property damage must be reported immediately to a supervisor,
regardless of the severity of the injury or damage.
Failure to report an incident or known hazardous condition may be cause for disciplinary
action.
Employees are responsible for maintaining an orderly environment. All tools and equipment
must be stored in their designated place. Scrap or waste material are to be discarded in a
designated refuse container.
Any smoke, fire or unusual odors must be reported to your supervisor immediately.
Employees must follow proper lifting procedures. Objects over 50 pounds must be treated
with extra care. Ask for assistance to avoid injury.
If your work creates a potential slip or trip hazard, correct the hazard immediately or mark the
area clearly before leaving it unattended.
Drivers and all passengers must fasten seatbelts before operating a vehicle.
Employees who operate vehicles must obey all driver safety instructions and comply with
traffic signs, signals and markers.
Employees must have a valid and current Illinois driver’s license to operate a District vehicle
or a personal vehicle with auto insurance while on District business. A commercial driver's
license (CDL) may be required for the operation of some vehicles, and CDL operators are
subject to random drug and alcohol testing. Approved drivers must report a revoked or
suspended driver’s license to their supervisor immediately.
Employees are prohibited from accessing email, text messages and instant messages while
driving, unless the use is by a police officer for official police business.
CDL drivers are prohibited from using mobile phones while driving.
Employees must know and follow departmental rules regarding first aid, evacuation routes
and fire department notification.
Employees must assist and cooperate with all safety investigations and inspections and
assist in implementing requested safety procedures.
Employees must follow departmental rules and procedures specific to their department’s
operations.

SAFETY TRAINING PROGRAM
The Safety & Wellness Coordinator and Safety & Wellness TeamCommittee are responsible for
ensuring proper training is provided for current and new employees. Safety training should be a
continual, year-round program. The following training workshops are offered to all employees, with
some being mandatory for certain positions.

3.1.
4.2.
5.3.
6.4.
7.5.
8.6.
9.7.

Back Safety (annual)
Ergonomics (annual)
Hearing Conservation (annual)
High Risk Equipment (annual)
Lifting / Material Handling (annual)
Right to Know / Hazard Communication (annual)
Statements of Admission (annual)
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10.8. Vehicle Check Rides (biennialannual)
11.9. Behavior Management (biennialevery two years)
12.10. Bloodborne Pathogens / Communicable Diseases (annualevery two years)
13.11. Chainsaw Safety (biennialevery two years)
14.12. Fire Extinguishers (annualevery two years)
15.13. First Aid / CPR / AED (biennialevery two years)
16.14. Harassment (annualevery three years)
17.15. Fleet Safety / Defensive Driving (triennialevery three years)
18.16. Substance Abuse (triennialevery three years)

VIII. BLOODBORNE PATHOGENS / COMMUNICABLE DISEASES
The possibility of infection from exposure to human blood or other infectious material is a risk that
individuals face on a daily basis, whether at work or at play. It is the District’s desire to exercise
appropriate measures to assist in the prevention of the spread of communicable diseases and to
minimize the exposure to such communicable diseases whether it is in a work or play
environment.
The District makes available the Hepatitis B vaccine and vaccination series to all employees who
may have occupational exposure. When an exposure incident occurs, the District will conduct
post-exposure follow-up with the affected employee.
If you have questions, consult your supervisor or refer to the Bloodborne Pathogens /
Communicable Diseases Program guide in your department’s operating and training manual.

IX.

CONFINED SPACES
It is the responsibility of the Safety & Wellness Coordinator to maintain a current file of all confined
space areas and to notify affected employees of any change in status of a confined space. The
completed “Confined Space Inventory” shall give an employee pertinent information relative to
safe entry into a particular confined space. For confined space locations, refer to the District’s
Confined Space Program handbook.
1. A confined space is a space large enough for an employee to bodily enter and perform
assigned work, has limited or restricted means for entry or exit, and is not designed for
continuous human occupancy.
2. Confined spaces pose significant risks and employees who work in confined spaces may
encounter a variety of hazards, chief among these being asphyxiation and poisoning from
toxic atmospheres.
3. Employees required to perform maintenance duties in a confined space will be trained in
confined space procedures. Never enter a confined space without following the confined
space procedures.
4. If you have questions, consult your supervisor or refer to the Confined Space Program guide
in your department’s operating and training manual.

X.

FACILITY AND EQUIPMENT SAFETY
A. After Hours Use:
Employees are prohibited from any unauthorized use of District facilities at times when those
facilities are not open to the public. Any use of the facilities must be authorized by a supervisor
or use permit. A full-time employee must be on-site during any after-hours work activity. The
use of the facilities or equipment associated with the facility for any personal use is strictly
prohibited except in cases where the District issues a use permit.

B. Egress:
1.
2.

Do not obstruct any aisles, exits or stairways.
Emergency exit doors shall never be chained or locked in a manner that would restrict
persons from exiting a building in the event of a fire or related emergency.
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3.
4.
5.

Each building will have an emergency action plan clearly posted in each major public or
employee area to assist occupants if immediate evacuation is necessary.
Emergency lighting fixtures should be installed in District buildings and checked
periodically to ensure proper operation. Exit signs should be properly illuminated.
All floors should be periodically inspected and maintained to avoid dangerous
conditions. All substances spilled on floors should be immediately removed. Proper
signage should be placed where any slip hazards exist.

C. Fire Prevention:
1.

2.
3.
4.
5.
6.

Properly marked fire extinguishers are provided in locations required by the local fire
codes and display OSHA color coding describing their type. Each employee should
know the locations of the fire extinguishers and be instructed on the proper use of each
type.
Fire extinguishers should not be blocked or obstructed from access.
Never store any objects within 36 inches of furnaces or electrical boxes.
Smoking is prohibited in District facilities and vehicles.
All flammable liquids must be stored in approved fire cabinets and containers.
If you discover fire, evaluate the situation quickly. Small fires can be contained with fire
extinguishers. Larger fires; however, should be left to the fire department. Find the
nearest alarm box, pull the alarm, or call 911. Evacuate the building immediately.

D. Electrical / Lockout-Tagout:
1.

2.
3.
4.
5.

6.

Control of hazardous energy is commonly called lockout / tagout. Employees who
perform maintenance activities on machinery requiring lockout / tagout procedures must
be trained on those procedures. Never work on equipment that has multiple energy
sources without first following the lockout / tagout procedure. If you have questions,
consult your supervisor or refer to the Lockout / Tagout Program guide found in your
department’s operating and procedures manual.
Electrical circuits should not be overloaded.
Defective electrical wiring should be replaced or repaired.
Replace broken light bulbs and fixtures immediately.
All electrical cords should be 3-pronged, double installed and of proper wire size.
Extension cords should only be used on a short term, temporary basis, and are not
allowed for use in lieu of permanent wiring.
Do not run electrical extension cords under carpeting; secure them properly to avoid
tripping.

E. Good Housekeeping:
Poor housekeeping within District facilities can increase the risk of injury. To reduce or
eliminate the risk of injury, all staff will follow the provisions of the agencies Good
Housekeeping policy.
Good housekeeping is possibly the most visible evidence of management and employee
concern for safety and health that this agency displays on a day-to-day basis. Orderliness in
the workplace contributes to a safe working environment by minimizing obstacles and
potential safety and health threats such as spills, trip hazards, etc.
The purpose of a written housekeeping policy is to set standard procedures for daily, weekly,
monthly and annual clean-up procedures. Setting such standard procedures saves money by
streamlining area maintenance and providing an ongoing effort that keeps disorder from
getting out of control or posing a safety hazards to staff.
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The written procedures for basic/general housekeeping and housekeeping standards at this
agency help to ensure a safe work environment at all times in all areas.
This policy applies to all full-time, part-time and seasonal employees.
Supervisors are responsible for communicating this policy to employees and reinforcing the
policy while observing day-to-day operations.
General guidelines to good housekeeping:
1. Place all refuse in the proper containers. Waste bins should not be allowed to overflow.
2. All materials and equipment should be stored properly and secured in designated areas
to avoid possible injury or damage to individuals or property.
3. Floors should be periodically inspected and maintained to avoid dangerous conditions.
Remove all substances spilled on floors immediately.
4. Cords should not be placed across walking paths. In the event no alternative placement
is possible, cover the cord with packing or duct tape.
5. Close all closet and filing cabinet doors.

F.

Tools and Equipment:
1.

2.

3.
4.
5.

Never use a defective ladder. Ladders must always be of sufficient length to reach the
work being performed. It must be placed firmly on the ground, be equipped with non-slip
safety feet and be kept free of grease and oil. Whenever possible, use a wood or
fiberglass ladder to perform electrical repairs.
Proper safety training and instruction will be provided to any employee who uses power
tools or equipment. Never operate power tools or equipment without proper training.
Required personal protection equipment is mandatory.
Examine all hand tools for cracks, splits or defects before using them. Report any
damage to your supervisor immediately. Never use defective or damaged tools.
Always select the proper tool to perform the task.
Electrical tools should always be grounded and the cords inspected for damage such as
cuts, splices or broken prongs. Use ground fault circuit interrupter protection when
around water.

G. Maintenance of Equipment:
1. Repairs or service to machinery or equipment must be approved by a supervisor.
2. Safety issues must be repaired immediately.

XI.

FALL PROTECTION
Falls can, and do, occur throughout all job occupations and in the home. People fall down stairs,
slip down ramps, fall through floor openings, fall off chairs or trip and fall in their offices.
1. The District will ensure that the hazards of all elevated falls over 4 feet, within our facilities
are evaluated, and that information concerning their hazards is transmitted to all employees.
2. District employees will be provided with any required specialized training to recognize fall
hazards, to understand and address fall prevention techniques, and to become familiar with
fall arrest equipment and procedures.
3. Any hole excavated at a depth of 5 feet or greater must use a protective shoring system, like
a trench box, or the hole must be terraced. Holes excavated at a depth of 4 feet must have a
means of egress, such as a ramp or ladder and it must extend 3 feet above the ground level.
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4.

5.

XII.

Employees should use the 3-points of contact while entering and exiting equipment and
vehicles. This technique allows the employee to maintain maximum stability and body
support, thereby reducing your risk of slipping or falling.
If you have questions, consult your supervisor or refer to the Fall Protection Program guide in
your department’s operating and training manual.

HEARING CONSERVATION
The District has established a Hearing Conservation Program, which is designed to protect
employees who work in high noise levels, as defined by OSHA standards, from sustaining
significant work-related hearing impairment. This program applies to all employees working in
areas or with equipment that have noise levels of 85 decibels or higher (8-hour time-weighted
average).
1.

2.

3.
4.

Noise monitoring, utilizing a sound meter, shall be conducted when any changes occur in
production, process, equipment or controls which might render the hearing protectors
inadequate or require additional employees to be included in the program. The sound meter
is stored at the North Operations facility.
The use of hearing protection is required for employees exposed to noise levels greater than
or equal to the 85 dBA TWA. Hearing protection is also required for any employees who have
had a threshold hearing shift in their audiometric tests (refer to Section E, Audiometric
Testing). The use of hearing protection, when required, should be strictly enforced at all
times.
Any employees in the Hearing Conservation Program will attend an initial training session
and an annual session thereafter.
All employees required to wear hearing protection must have a baseline audiogram and a
follow-up audiogram every year thereafter. A baseline audiogram will be given to affected
employees within one (1) month of employment and before any exposure to high noise
levels. The annual audiogram will be compared to the baseline audiogram to determine if any
hearing shift has occurred. The audiograms are to be provided at no cost to the employee.

If you have questions, consult your supervisor or refer to the Hearing Conservation Program guide
in your department’s operating and training manual.

XIII. HAZARD COMMUNICATION / RIGHT TO KNOW
Employees have the right to know information about toxic substances in their workplace. The
District is committed to protecting employees against the dangers of hazardous materials.
1.
All employees should be trained on what a Material Safety Data Sheet (MSDS) is and where
they are located (usually in a file/binder). The MSDS file/binder should be placed at locations
for specific chemical use (i.e., custodial supplies in or near the janitor’s office, automotive
products in the shop office, herbicides near the shop, and so forth).
2.
Employees routinely exposed to hazardous materials will be trained in the proper handling of
these materials. Always follow warnings and instructions when handling hazardous materials
and respect all warnings and precautions.
3.
If you have questions, consult your supervisor or refer to the Hazard Communication
Program guide in your department’s operating and training manual.

XIV. PERSONAL PROTECTION EQUIPMENT (PPE)
The District is required to provide proper PPE for use with specific equipment as designated by
each department’s operating and training manual. Exceptions to this rule are personal articles like
safety-toe boots, which is the employee’s responsibility.
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Failure to use designated PPE could result in corrective action. If you have questions, consult your
supervisor or refer to the Personal Protection Equipment Program guide in your department’s
operating and training manual.

XV.

POWER INDUSTRIAL TRUCKS
Several different pieces of equipment are considered powered industrial trucks including: fork
trucks, skidsteers with forks, tractors, platform lift trucks, and motorized hand trucks. Not included
is equipment with detachable forks such as: end loaders, skid loaders and backhoes.
Only trained and authorized employees shall be permitted to operate a powered industrial truck.
Employees will be trained in accordance with the following guidelines:
1. Supervisors, or select trainers, will have the authority to provide training on the operation of
powered industrial trucks (PIT).
2. Employees will not operate a PIT unless they have received training in accordance with this
program.
3. Employees transferred within the District will have their training verified prior to being allowed
to operate a PIT.
4. Any employee who refuses such training will not be permitted to operate a PIT.
If you have questions, consult your supervisor or refer to the Power Industrial Trucks Program
guide in your department’s operating and training manual.

XVI. RESPIRATORY PROTECTION
It is the responsibility of the District to ensure that respirators are provided when they are needed
to protect the employee’s health. The respirator must be suitable for the type of work being done.
1. The employee’s responsibility includes the proper use of the respirator or procedures
according to the instructions and training received from the District and manufacturer. Other
areas of employee responsibility include:
a. Regular cleaning and disinfecting of the respirator.
b. Storing respirators in a clean, convenient and sanitary location.
c. Notifying a supervisor of any change in medical condition that could be complicated by
using a respirator.
d. Reporting any trouble with or malfunction of the respirator to supervisor.
2. Employees will not be assigned tasks using a respirator unless it has been determined by a
physician that they are physically able to perform work using respiratory equipment.
3. Training will provide employees the opportunity to handle the respirator, have it properly fitted,
test its face-piece seal, wear it in normal air for a long familiarity period and finally, to wear it in
a test atmosphere.
4. If you have questions, consult your supervisor or refer to the Respiratory Protection Program
guide in your department’s operating and training manual.

XVII.

OFFICE SAFETY
Employees working in an office environment are exposed to many different hazards throughout the
workday that can cause serious injury.

A. Fire Safety:
1.

All aisles, stairways, doorways and emergency exits must be kept unobstructed at all
times.
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2.
3.
4.
5.

Never store any objects within 36 inches of furnaces or electrical boxes.
Never dispose of smoking materials in waste paper baskets or receptacles.
Learn all available routes to exit the building in the event of an emergency. Also note the
location of available fire extinguishers.
Never use rubber-based glues, markers or cleaning fluids near heat or flames. Also, use
these materials in well-ventilated areas to avoid inhalation of fumes that can cause
dizziness and headaches.

B. Safety Maintenance:
1.

2.
3.
4.

Employees are responsible for keeping their immediate work area clean and orderly.
Good housekeeping practices are very important in maintaining a safe office
environment.
Furniture (tables, chairs and cabinets) should be maintained in good condition and be
free of sharp corners, projected edges, wobbly legs, etc.
Report any loose or rough floor covering that could cause tripping injuries. All
employees are responsible for cleaning up any liquid spills immediately.
Office employees should not attempt to make electrical or mechanical repairs.

C. Sharp or Pointed Objects:
1.

2.
3.

Never keep letter openers, scissors or sharp, pointed objects in pockets or store in an
upright position in drawers. Always carry these objects with the pointed portions away
from your body.
Use a glue stick or wetting device to moisten envelopes.
Always operate paper cutters and shredders with extreme caution, keeping hands and
fingers away from the cutting area. Keep paper cutters closed when not in use.

D. Desks and Chairs:
1.

2.
3.
4.

All file and desk drawers must be kept closed when not in use. Avoid overloading
cabinets, especially upper storage drawers that could cause the entire unit to fall on the
user.
Never use a chair, desk or other office furniture as a makeshift ladder. If reaching for
raised material, use a step ladder.
Never tilt your chair back on two legs. Always be sure your chair is behind you before
sitting down.
Immediately tag and remove all insecure and broken chairs from use.

E. Proper Lifting and Stacking:
1.
2.
3.

Always obtain assistance when lifting heavy or awkward objects. Use material and
handling devices whenever possible.
Lift with your legs, not your back. Bend your knees, get a firm grip on the object and
keep your back straight. Set the object down in the same manner.
All boxes and packages should be carefully stacked in a manner that will reduce the
possibility of falling.

XVIII. RECREATION / PROGRAM SAFETY
A. Safety Guidelines for Playground / Climbing Equipment:
1.

Rings / Monkey Bars
a. Equipment is to be used for hanging or traveling, not for gymnastic stunts
b. One child should travel at least halfway before the second child begins. Only one
child should stand on any approach landing.
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c.

2.

3.

4.

Children should drop from the rings onto an approved surface. Do not allow children
to swing out over a hard surface and release their grip.
Climbing Apparatus
a. Never allow children to hang by the knees, stand on top or jump from the apparatus.
b. Children should keep both hands in contact with the apparatus when climbing or
descending.
c. Do not allow children to play below any climbing apparatus.
Slides
a. Children should climb one step at a time, one child at a time.
b. Do not allow children to climb up the slide chute.
c. Children should slide down only in a sitting position, feet forward.
Swings
a. Only allow one child per swing in a seated position
b. Try to limit the activities in the immediate area surrounding the swing sets.
c. Do not allow children to engage in jumping contests from the swings.

B. Day Camp Safety Rules:
1.

2.

3.
4.
5.
6.
7.
8.
9.
10.

Camp counselors are not allowed to administer medication to any children unless the
parents have notified the District that their child needs medication and have signed a
Medication Dispensing Information form.
Do not allow any children to leave the boundaries of the camp. Be aware of any
strangers in the immediate preserve or camp area. Do not allow children to leave with
anyone but a parent, unless prior car pool arrangements have been made.
Camp counselors are not allowed to hit or spank any participant in the camp.
Appropriate corrective action procedures should be followed.
Camp counselors should not assist any child in the bathroom facilities.
If a stray dog should enter the camp area, do not approach the dog or allow any of the
children near the dog.
On hot summer days periodic breaks (every 30 minutes to one hour) should be taken so
that children and counselors can drink plenty of fluids.
Do not keep any hazardous chemicals or dangerous objects in low cabinets or on low
shelves within reach of children.
When leaving the District building for outside activities, a first aid kit must be brought
with and be readily accessible at all times.
When a camp counselor or participant is injured, an accident report must be completed
and put on the supervisor’s desk immediately.
Camp counselors must have emergency information on each participant when they
leave the District building.

For more details about day camp procedures, behavior management and medication
dispensing, refer to PDRMA’s Day Camp training manual found at the nature center.

C. School Programs/Public Programs:
In addition to XVIII-B, the District’s environmental education division provides programs to a
variety of organizations and follows the procedures outlined in PDRMA’s Day Camp training
manual while working with children.

XIX. MOTOR VEHICLE SAFETY
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All drivers of District vehicles, and those using personal or leased vehicles in pursuit of District
business, must comply with all applicable local, state and federal laws as well as regulations
established by the District.
1. Employees must have a valid and current Illinois driver’s license to operate a District vehicle or
a personal vehicle with auto insurance while on District business. A commercial driver's
license (CDL) may be required for the operation of some vehicles, and CDL operators are
subject to random drug and alcohol testing.
2. The District has the right to search any District vehicle or District-owned motorized equipment
at any time, with or without notice. Therefore, employees have no reasonable expectation of
privacy with respect to District vehicles and equipment.
3. No employee may be under the influence of alcohol, illegal substances or legal drugs while
operating any District-owned vehicle or equipment at any time, irrespective as to whether the
use is for personal or District business. “Under the influence” means that the employee is
affected by alcohol or drugs in any determinable manner. For purposes of this program, a
determination of being under the influence can be established by a professional opinion, a
scientifically valid test, a lay person’s opinion, or the statement of a witness.
4. Smoking in District vehicles is prohibited.
5. Employees are prohibited from accessing email, text messages and instant messages while
driving, unless the use is by a police officer for official police business.
6. Commercial Driver’s License (CDL) drivers are prohibited from using mobile phones while
driving.
7. Employees are responsible for notifying the District if their license is suspended or revoked.
Employees must forward a copy of their driver’s license to Human Resources when renewed.
In the event of a license suspension or revocation, or the employee is dropped from District
insurance coverage for any reason, vehicle use privileges will be suspended immediately.
8. Employees are required to notify their supervisors immediately of any violations received
during the operation of a District vehicle, or while driving a personal vehicle on District
business.
9. Only District employees are authorized to operate motorized District vehicles and equipment.
Motor Vehicle Records will be obtained on all drivers prior to employment and not less than
every twelve (12) months after hire.
10. A driving record that fails to meet the criteria stated in this program, or is considered to be in
violation of the intent of this program, will result in loss of the privilege of driving a District
vehicle. Loss of driving privilege for positions requiring such may result in corrective action.
Criteria that may indicate an unacceptable driving record includes, but is not limited to:
a. Three or more moving violations in a year.
b. Three or more chargeable accidents within a year. Chargeable means that the
employee is determined to be the primary cause of the accident. Contributing factors
such as weather or mechanical problems will be taken into consideration.
c. Any combination of accidents and/or moving violations.
d. Loss of insurability under the District’s insurance carrier.
11. The driver/user is responsible for the cleanliness and upkeep of the vehicle/equipment while in
his or her possession and making sure all passengers are wearing a seat belt.
12. Passengers in District vehicles shall be limited to the following:
a. District employees when within the scope of employment; and
b. Other individuals when there is a business necessity for them to accompany an
employee on official business or as guests of the District.

XX.

INCIDENT / ACCIDENT REPORTING
Employees are expected to drive in a safe and responsible manner and to maintain a good driving
record. All drivers and District business travelers must wear seat belts and adhere to the proper
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rules of the road, safety and courtesy. All state and local laws must be obeyed. Also, no driver
shall operate District equipment or vehicles when his or her ability to do so safely has been
impaired by illness, fatigue, injury, or prescription or over the counter medication.
If a personal injury or damage to non-District property occurs while operating a District vehicle, or
personal vehicle on District business, regardless of severity, the accident must be reported
immediately or as soon as practicable to the police and to the employee’s supervisor. Employees
should call 911 for all accidents. Any documentation received by the employee should be given to
his or her supervisor. Accidents resulting in the employee’s personal injury must also be reported
to his or her supervisor and to the Safety & Wellness CoordinatorHuman Resources.
The employee along with his or her supervisor must complete Employers First Report of Injury
Report or Illness – PDRMA Form 45 within 24 hours of the accident. Accidents involving damage
to District property must still be reported immediately to a supervisor, even if it does not involve
personal injury. A completed Vehicle Accident Report – PDRMA Form 02 must be submitted to the
Safety & Wellness Human Resources asCoordinator soon as possible for insurance purposes.
Failing to stop after an accident and/or failure to report an accident may result in disciplinary action
up to and including termination.
Each District vehicle contains a Vehicle Accident Kit, which includes PDRMA’s statement of
insurance, a pencil and Form 02. When involved in a vehicular accident, employees should obtain
the following pertinent information:
1. license plate number(s) of the other driver(s) involved
2. driver’s license number of the other driver(s) involved
3. insurance company name(s) and policy number(s) of the other vehicle(s)
4. make, model and year of the other vehicle(s)
5. date/time of accident
6. overall road and weather conditions
7. photos of vehicle, property damage and surrounding area, if possible
8. describe and diagram the accident
9. accident report number
If possible, pictures should be taken under the following circumstances only:
1. Damages to District’s property exceeding $1,000 (deductible); unless taken for other
documentation
2. ALL damages to the public’s property
3. Any injuries incurred by the public or an employee
Employees should not discuss the accident with anyone at the scene except the police.
Employees should be courteous and refrain from accepting or issuing the blame for the accident
(see Section II – Statements of Admission, for more information).
Accidents not involving personal injury, or if the damage is to District property only, must still be
reported immediately to a supervisor. A completed Accident/Incident Report – PDRMA’s Form 01
(don’t use for District vehicle damage) must be submitted to the Safety & Wellness
CoordinatorHuman Resources as soon as possible for insurance purposes.

XXI. EMERGENCY AND FIRST AID PROCEDURES
Every employee should know the emergency evacuation procedures and the location of at least
two emergency exits in their working area. See your facility’s Emergency Action Plan binder and
evacuation route map.
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A. Major Incidents:
1.
2.

One person takes command
Send one person to call 911 and to get first aid kit and AED
a. Fire – 911
b. Police – 911
c. Ambulance – 911
d. Bomb Threat – 911
e. Poison Control Center – 800-222-1222 or 911
3. An employee trained in CPR/First Aid should perform an initial assessment. This
includes: checking and maintaining airway, checking for a pulse, monitoring for signs of
shock and locating visible wounds.
4. Apply first aid as necessary.
5. Make the victim as comfortable as possible. Do not move the patient unless the location
is an immediate threat to life.
6. Contact your supervisor when possible.
7. Contact Human Resources as soon as possible.
8. The Safety & Wellness Coordinator A supervisor or Human Resources will contact
PDRMA.
9. Notify the victim’s family as soon as possible.
10. Complete the appropriate PDRMA form immediatelyand submit to Human Resourcesthe
Safety & Wellness Coordinator within 24 hours.
11. Depending on the type of incident, consider bringing in a critical incident stress
counselor via the District’s EAP or PDRMA.
12. Complete the appropriate PDRMA form immediately and submit to Human Resources
within 24 hours.

B. Minor Incidents:
1.
2.
3.
4.

5.

An employee trained in first aid should perform an initial assessment.
Apply first aid as necessary.
Remind adult victims to inform parents/guardian/spouse of the injury.
For injured children, contact the parents yourself. Be tactful and don’t alarm them
unnecessarily. Inform them of the situation and thenm decide what is to be done next
and assist where possible.
In all cases of injury, complete the appropriate PDRMA form immediately.

C. Managing Bodily Fluids:
When dealing with bodily fluid spills and any participant or employee, follow the procedures
outlined below. For more details, refer to the District Communicable Disease handbook and
Exposure Control Plan.
1. All bodily fluids (blood, saliva, secretions from open sores or wounds and other body
wastes) expelled or emanating from an individual should be treated as if infectious.
2. The use of proper barriers is important. Wear disposable latex or nitrile gloves and a
micro-shield.
3. Thoroughly clean blood and bodily fluids from the surface. Absorbent toweling, cloths
and/or powders may be used. Never pick up contaminated glass with your hands.
4. Disinfect entire surface. Use the product included in the bodily fluid spill kit for clean up.
Apply diluted solution to the surface and allow solution to dwell (sit) for at least 12
seconds.
5. If a spill kit is not available, use 1:10 chlorine bleach solution – ¼ cup bleach to 2 ¼
cups water.
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6.

Dispose of infectious materials properly, as per the Communicable Disease Program
guide and Exposure Control Plan. If paramedics are called onsite, ask them to take
infectious materials with them.

D. Fire:
When coming upon a fire, you must evaluate the situation and determine whether or not to
extinguish the fire or evacuate the building. In the event that you decide to evacuate the
building, the following procedures shall go into effect:
1. Call 911 and pull fire alarm at any pull station located in the building.
2. Begin evacuation of all patrons and employees. Remind them to stay calm, do not panic
and do not run.
3. Check all doors for heat before exiting. If the door is hot, do not open it. Try a secondary
escape route.
4. Close all doors behind you to contain the fire.
5. All patrons and employees must meet at a designated “assembly” spot at least 30 feet
from the building. Conduct a roll call to ensure everyone is accounted for. Inform your
supervisor of missing persons.
6. Do not reenter the building until the fire department gives the all clear.

E. Lightning:
Lightning is a violent act of nature and causes several deaths per year in Illinois alone.
Lightning strikes occur most frequently during the spring and summer months when
thunderstorms are prevalent.
If someone is struck by lightning, contact 911 and immediately begin first aid/CPR. Start CPR
immediately.
1. Outdoor Programs:
a. Monitor weather conditions on the horizon
b. Whenever lightning is observed or thunder is audible, all outdoor activities should be
suspended for a minimum of 30 minutes after the last sign of lightning or thunder is
noted.
2. When Outside:
a. Avoid projecting above the surrounding landscape, as you would do if you were
standing in an open field.
b. In the wide-open spaces, you should find a ravine, valley, ditch, or depression in the
ground and crouch low with your hands over your head.
c. Stay away from wire fences, aboveground pipes, rails and other metallic paths along
the ground which could carry lightning currents to you.
3. When Indoors:
a. Stand clear of doors and windows
b. Avoid contact with sinks, faucets and related piping
c. Do not use the telephone unless it’s for emergency use

F.

Tornadoes:
In the event that a tornado is sighted or the siren is activated, move employees and patrons
away from windows at once and go to a hallway or doorway away from exterior walls and
windows.
If an activity is outside during a tornado, seek shelter immediately. Find a building or safe
structure, ravine, ditch or depression and crouch low with your hands over your head.

XXII. INSPECTIONS
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The District has a comprehensive inspection program for buildings, vehicles, automated external
defibrillators (AED), trails, shelters, bridges, gates, roadways, parking lots, restrooms,
playgrounds, benches, tables, kiosks and water control structures. Based on the item, inspections
are scheduled daily, weekly, monthly, quarterly and annually.
Employees should be aware that Illinois Department of Labor (IDOL) inspectors may arrive
unannounced on-site, requesting a tour of the facility. The site supervisor or Safety & Wellness
TeamCommittee member should accompany the inspector through the facility, taking notes and
pictures and answering questions during the tour. Report any IDOL concerns to the site supervisor
and Safety & Wellness Coordinator immediately.

XXIII.

SLIP, TRIP AND FALL PREVENTION
A. 3 Points of Contact
Improperly entering and exiting (or mounting and dismounting) vehicles, trucks, tractors,
buses, vans, trailers, ladders, stairs or other pieces of construction equipment can
increase the risk of injury. To reduce or eliminate the risk of injury, all staff will exercise the
3 Points of Contact method when entering or exiting vehicles and equipment.
The 3 Points of Contact method is maintaining contact with one hand and two feet or two
hands and one foot at all times when mounting or dismounting a vehicle or piece of
equipment. The 3 Points of Contact method forms a stabilizing triangle of contact.
This policy applies to all full-time, part-time and seasonal employees in all departments
who enter and exit any vehicle, or mount and dismount any type of equipment.
Supervisors are responsible for communicating this policy to employees and reinforcing
the policy while observing day-to-day operations. Any exceptions to this policy shall be
requested in writing and approved by the safety & Wellness Team committee and
management team.
This policy has been established to minimize the potential for injury to you and to provide
a safe and healthful workplace for all employees. Your participation is essential to the
success of our safety and health program and is a condition of your employment. Failure
to abide by the policy can result in potential discipline and/or termination.

B. 30-Second Site Safety Walk-Through
Every job site and job task has the potential for safety hazards. In addition, specific job site
operations also provide unique challenges in preventing employee injury. To reduce or
eliminate the risk of injury, all employees shall conduct a 30-Second Site Safety WalkThrough prior to beginning a job task.
To do this, employees should pause for 30 seconds before starting a work task or activity
and reflect upon the potential job safety hazards or concerns that relate to the job at hand.
Due to the unique nature of each job site and task, an employee should consider hazards
associated with their specific job site or task.
This policy applies to all full-time, part-time and seasonal employees in all departments.
Supervisors are responsible for communicating the policy to employees and reinforcing
the policy while observing day-to-day operations. Any exceptions to this policy shall be
requested in writing and approved by the Safety & Wellness Teamsafety committee and
management team.
Before Beginning a Job Checklist:
1. Pause before you approach
a. Ask yourself: “Are there any obvious potential safety hazards?”
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b. Generally, your first impression will be correct.
2. Observe your surroundings
a. What is there about the location, terrain, ground or flooring that could create a
hazard or cause an injury?
3. Observe the traffic in or around the worksite
a. Will vehicle or pedestrian traffic cause a safety hazard or concern?
4. Protect yourself!
a. Should you be wearing personal protective equipment?
b. Do you have the proper personal protective equipment?
5. Consider the unknown
a. What is unique about the site that may cause a safety concern?
b. Will the equipment, materials or job task introduce safety concerns?
Any hazards or safety concerns observed during the 30-Second Safety Walk-Through
should be eliminated or minimized. Always follow applicable agency safety policies and
procedures. If you are unsure, contact your supervisor before beginning the job task.

C. Safe Winter Walking
No matter how carefully snow and ice are removed from agency parking lots, roadways
and sidewalks, staff will likely encounter slippery surfaces when walking outdoors during
the winter. It’s important to always be aware of the slip, trip and fall dangers and to walk
safely on icy and slippery surfaces.
Safe winter walking policy and procedures are general concepts that can greatly reduce
the likelihood of injury to employees during the winter season.
To reduce or eliminate the risk of winter related slip, trip and fall incidents, all staff will
follow the provisions of the District’s Safe Winter Walking policy.
During the course of the winter season, employees shall:
1. Wear shoes or boots that provide traction on snow and ice. Avoid plastic soles.
2. Wear ice cleats while performing the following tasks: snow shoveling, snowplowing
and walking across icy or potentially icy surfaces.
3. Give yourself sufficient time, walk slowly.
4. Plan your route of travel. Look ahead when you walk. When possible, avoid inclines.
5. Walk on designated walkways as much as possible. Taking shortcuts over snow piles
and areas where snow and ice removal is not feasible can be hazardous.
6. Use special care when entering and exiting vehicles. Use 3 Points of Contact.
7. Carrying items can impair your balance. Keep your hands free.
8. When available, use a handrail.
9. Use floor mats to remove moisture from the soles of your shoes upon entering a
building. Take extra shoes with you to change from winter footwear to your indoor
footwear.
10. Report potential slip and fall hazards immediately.
This policy applies to all full-time, part-time and seasonal staff.
Supervisors are responsible for communicating for communicating this policy to
employees and reinforcing the policy while observing day-to-day operations. Any
exceptions to this policy shall be requested in writing and approved by the safety &
Wellness Teamcommittee and management team.

XXIV. ERGONOMICS AND BACK INJURY PREVENTION
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Ergonomics is the science of tailoring workplace conditions and job demands to those who do
the work. Effective ergonomic interventions can provide a safer working environment for District
staff.
It is the policy of the District to employ a proactive, sustained commitment to creating and
maintaining a work environment incorporating practical ergonomic solutions to help reduce or
eliminate ergonomic-related injuries, decrease related financial costs, and most importantly,
improve the safety, health and morale of employees, both on and off the job.
The District adopts the Ergonomics policy, incorporating the elements of a proactive
ergonomics program: acknowledging ergonomic risk factors, identifying program goals,
analyzing ergonomic hazards, evaluating types of ergonomic solutions and providing necessary
training.
This policy applies to all full-time, part-time and seasonal employees.

XXV. Wellness Program
The mission of the Wellness Program is to encourage employees to adopt healthy behaviors to
improve their overall well-being. The Safety & Wellness Team will develop and implement the
District’s Wellness Program. Each month, the team will review the wellness initiatives and set
yearly goals to fulfill the mission.
If you have questions regarding the Employee Safety Handbook, please contact the District’s Safety &
Wellness Coordinator at (630) 444-1181232-5921.

19 of 19
Packet Pg. 29

Appendix A
**Return Acknowledgement Form to HR**

EMPLOYEE ACKNOWLEDGEMENT FORM

I certify that I have read and understand the attached procedures set forth in the Employee Safety
Handbook and have received a copy for my records.

Employee’s Signature

|

Date

Print Employee’s Name
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AGENDA MEMORANDUM
DATE:

January 28, 2020

TO:

Forest Preserve District Finance and Administration Committee

FROM:

Tracey Smith, Director of Human Resources
Monica Meyers, Executive Director

VIA:

Ken Stanish, Chief Financial Officer

SUBJECT:

Presentation and Approval of Revisions to the Employee Handbook

PURPOSE:
The purpose of this memorandum is to provide the Committee with information to consider the approval of
revisions to the Employee Handbook.
BACKGROUND:
The Commission approved minor revisions to the Employee Handbook in June 2019 as recommended by the firm
of Laner Muchin. Due to an influx of new laws coming out of Springfield last summer, Laner Muchin was, again,
used to review the Handbook to make sure the District’s policies and procedures were in compliance. During his
review, the attorney noted several other areas where the District could clarify or tighten up existing policies.
Below is a summary of the recommended modifications for 2020:
1. Enhanced the Equal Employment Opportunity section to reflect changes in anti-discrimination practices
(page 2).
2. Enhanced the Anti-harassment section to address new requirements for defining, reporting, educating,
and investigating sexual harassment. This includes a process for complaints against elected officials (page
3).
3. Added a Disability Accommodation section to put into writing the District’s long-standing practices (page
9).
4. Updated the District’s Illinois Municipal Retirement Fund (IMRF) hourly standard to the approved 1,000hour level (several pages).
5. Modified the compensation language in the Personal Days section to comply with the Illinois Wage
Payment and Collection Act (IWPCA) requirements (page 18).
6. Streamlined the Family and Medical Leave Act (FMLA) section with more concise language; the District’s
procedures remain in compliance with federal law (page 21).
7. Updated the Military Leave section to include the new Illinois Service Member Employment and
Reemployment Rights Act (ISERRA) law, which covers the paid benefits for local government employees
(page 34).
Page 1
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8. Updated the Victims’ Economic Security and Safety Act (VESSA) section to reflect recent amendments to
the law (page 37).
9. Added a New-Hire Reporting section to meet the criteria of the Illinois Distinguished Accredited Agency
Award (page 46).
10. Narrowed the definition of confidential information to clarify what information held by the District is
truly confidential and not subject to the Freedom of Information Act (FOIA), protected by the Open
Meetings Act, or considered personally Identifiable (several pages).
11. Added language to the Travel Expense Reimbursement section to clarify time frames for submitting
reimbursement requests (page 64).
12. Combined District Closing and Severe Weather sections to reduce redundancy (page 65).
13. Enhanced the Drug and Alcohol section to comply with the new Cannabis Regulation & Tax Act (page 71).
FINANCIAL IMPACT:
The District will experience minor financial impacts (savings and expenses) by approving these modifications.
RECOMMENDATION:
Staff recommends the Committee approve the revisions to the Employee Handbook.
ATTACHMENT: Redlined Employee Handbook
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WELCOME
The Forest Preserve District of Kane County (the “District”) has earned a reputation for excellence
in our community by being responsive to the needs of our patrons through prompt, efficient, and courteous
service. We must continue to deliver a pleasant experience to our patrons with pride and careful work.
We are justifiably proud of our record, and we are equally proud of the achievements of our
employees who have helped us establish our outstanding reputation. Although the future will inevitably
present new challenges, we can meet them by working together.
To realize our goal to preserve and restore the nature of Kane County, it is important that we
communicate openly and frequently with each other. We have an “open door” policy. Our employees
are encouraged to present and discuss their questions, ideas, complaints and suggestions with any member
of management. We hope that you will take advantage of our policy and share your thoughts with us.
Our mission is to acquire, hold and maintain lands within Kane County that contribute to the
preservation of natural and historic resources, habitats, flora and fauna; and to restore, restock, protect and
preserve such lands for the education, recreation and pleasure of all its citizens.
This Handbook has been prepared as a guide to help acquaint you with our current benefits,
policies, rules and procedures. It is not a contract or enforceable promise of any kind.
We are glad that you are part of our incredible team. We hope that this is the beginning of an
exciting and mutually beneficial relationship.
I.

INTRODUCTION
A.

STATEMENT OF PURPOSE

This Employee Handbook is intended to convey to employees of the Forest Preserve District of
Kane County descriptions of some of our personnel policies, procedures and standards which are
important to know and understand, so that the relationship between the District and its employees may be
a harmonious and productive one. These descriptions are the most recent summary of the terms of each
personnel policy or procedure and, therefore, supersede any previous Handbook, instruction or policy
description.
It is important for all employees to be aware that, although these personnel policies and procedures
are intended to be consistent and comprehensive, it is impossible to cover all subjects, questions and
contingencies. It is likewise impossible to enumerate policies, which will apply indefinitely. The following
personnel policies and procedures state current policy and are not themselves to be considered or
interpreted as terms of an implied or express contract.
The District reserves the right to amend, modify and/or revoke any of its policies, practices,
procedures and standards summarized in this Handbook. Similarly, the interpretation, scope and
applicability of any of the provisions are exclusively within the District’s control and discretion. All
employees of the District serve at the pleasure of the District and no employee shall have any vested rights
in his or her 1 employment or in the practices and procedures hereinafter set forth, excepting only by a
1

Throughout this Handbook, in order to remain brief, reference will be made to the masculine gender
pronoun.
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specific written contract. Written and oral statements made to the employee are not to be interpreted in
any way that alters the at-will relationship. As is always true during an employee’s employment with the
District, employment is not for any specific time and may be terminated at will, with or without cause and
without prior notice.
Several of the provisions in this policy Handbook are based upon, or mandated by, various federal
and state laws and regulations and, therefore, are obviously subject to change from time to time to comply
with changes in those laws and regulations.
Some of the provisions in this policy Handbook are summaries of what is contained in legal
documents, such as insurance and disability contracts. We have attempted to minimize the use of legal
terms and language. Any questions concerning the application or interpretation of any provision will have
to be determined by the wording of the underlying legal documents, rather than by the informal wording
used in this policy Handbook.
Because of the complexity of the District and its operation, questions may arise periodically
concerning these policies. The District welcomes inquiries from employees in order to resolve
uncertainties and misunderstandings. Please direct any inquiries to your supervisor or Human Resources.
B.

ORGANIZATION STATEMENT

District policies are determined by a Forest Preserve District Commission (the “Commission”),
whose members are elected by the citizens of Kane County. The person in charge of the District is the
President, who is elected by members of the Commission, and serves for a two (2) year term. There is no
limitation on the number of terms a President may serve.
The Commission approves budgets and contracts as required by its resolutions and ordinances and
as required by state law. The President, or his designee, and/or interview panel of Commissioners (if
deemed necessary by the President), hires Department Heads to be responsible for assisting the Executive
Director of the District in carrying out the Commission’s policies in the operation of the District. The
President appoints the Attorney for the District, with the consent of the Commission.
The Commission holds regular monthly meetings as required by law. Special meetings are called
as necessary. These meetings are advertised in newspapers of general circulation and are open to the public
in accordance with state law.
C.

EQUAL EMPLOYMENT OPPORTUNITY AND

Equal Employment Opportunity has been, and will continue to be, a fundamental principle at the
District, where employment is based upon personal capabilities and qualifications without discrimination
because of race, color, religion, sex, age, national origin, citizenship status, ancestry, marital status, civil
union partnership, veteran status, disability, sexual orientation, gender, gender identity or expression,
genetic information, unfavorable discharge from military service or military status, pregnancy, childbirth
or a related medical condition related to childbirth or pregnancy, or any other protected characteristic as
established by law.
In accordance with federal, state and local laws, it is the policy of the District to provide equal
employment opportunities to all qualified persons. All of our personnel policies, procedures and decisions
pertaining to hire, promotion, transfer, layoff, rates of pay, discipline, discharge and other terms and
conditions of employment are made and executed without regard to race, color, religion, sex, age, national
Employee Handbook
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origin, citizenship status, ancestry, marital status, civil union partnership, veteran status, sexual
orientation, gender, gender identity or expression, genetic information, disability, unfavorable discharge
from military service or military status, pregnancy, childbirth or a related medical condition related to
childbirth or pregnancy or any other category protected by state or federal law.
The District’s procedures for reporting concerns about discrimination are set forth in the District’s
Anti-Harassment Policy.
C.D.

ANTI-HARASSMENT

Introduction
The District is committed to maintaining a work environment that encourages and fosters
appropriate conduct among colleagues and respect for individual values and sensibilities. Accordingly,
the District’s officers and administration are committed to enforcing this Harassment Policy at all levels
within the workplace and creating an environment free from discrimination or harassment of any kind
based on race, color, sex, including sexual harassment, sexual orientation, gender, gender identity or
expression, age, national origin, citizenship, ancestry, religion, genetic information, marital status, civil
union status, disability, pregnancy, childbirth or a medical condition related to pregnancy or childbirth,
veteran status, unfavorable discharge from military service or military status or any other basis protected
by law. Accordingly, harassment based on any protected class, whether by a fellow employee, guest, or
member of management, elected officials, volunteers, vendors, or contractors will not be tolerated.
Activities of this nature are may be unlawful and serve no legitimate purpose; they have a disruptive effect
on your ability to perform your job and they undermine the integrity of the employment relationship.
Definition of Harassment
Sexual harassment for purposes of this policy is defined as unwelcome sexual advances, requests
for sexual favors of other verbal, non-verbal or physical acts of a sexual or sex-based nature, where
•

submission to such conduct is made either explicitly or implicitly as a term or condition of
an individual’s employment;

•

an employment decision affecting an employee is based on the individual’s acceptance or
rejection of such conduct; or

•

such conduct interferes with an individual’s work performance or creates an intimidating,
hostile or offensive working environment.

It is also prohibited to retaliate in any way against anyone who has complained about sexual
harassment or discrimination, whether that concern relates to harassment of, or discrimination against, the
individual raising the concern or against another individual.
Sexual harassment can occur between men and women, or between members of the same gender.
Such conduct affects the individual to whom it is directed and other employees as well. Each incident of
harassing conduct contributes to a general atmosphere in which everyone suffers the consequences. Where
such conduct is directed by a supervisor (or someone in a management position) toward a subordinate, the
former will be held to a higher standard of accountability because of the degree of control and influence
he or she has or is perceived to have over the employment conditions and benefits of the
subordinate.Sexual harassment may include a range of subtle and not so subtle behaviors and may involve
Employee Handbook
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individuals of the same or different gender or sex. 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.
Harassment based on any other protected characteristic is also strictly prohibited. Under this
policy, harassment is unwelcome verbal or physical conduct that denigrates or shows hostility or aversion
toward an individual because of an individual’s race, color, religion, sex, age, national origin, citizenship
status, ancestry, marital status, civil union partnership, veteran status, sexual orientation, gender, gender
identity or expression, genetic information, disability, unfavorable discharge from military service or
military status, pregnancy, childbirth or a related medical condition related to childbirth or pregnancy or
any other protected characteristic as established by law or that of an individual’s relatives, friends or
associates, and that: (i) has the purpose or effect of creating an intimidating, hostile or offensive work
environment; (ii) has the purpose or effect of unreasonably interfering with an individual’s work
performance; or (iii) otherwise adversely affects an individual’s employment opportunities.
Harassing conduct includes, but is not limited to epithets, slurs or negative stereotyping;
threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of
written or graphic material that denigrates or shows hostility or aversion toward an individual or group
(including through e-mail).
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related
setting outside the workplace, such as during business trips, professional conferences, business meetings
and business-related social events.
Retaliation is Prohibited
The District prohibits retaliation against any individual who reports discrimination, harassment, or
retaliation, who participates in an investigation of such reports, and/or who files a charge of discrimination,
harassment, or retaliation. Retaliation against an individual for reporting harassment, discrimination, or
retaliation, for participating in an investigation of a claim of harassment, discrimination, or retaliation, or
for filing a charge of discrimination, harassment, or retaliation is a serious violation of this policy and,
like harassment or discrimination itself, will be subject to disciplinary action, up to and including
termination of employment.
In addition to the District’s prohibition on retaliation, various state and federal laws prohibit
retaliation for reports of discrimination, harassment, or retaliation. For instance, protections against
retaliation exist under the Illinois Human Rights Act, and, depending on the circumstances, protections
against retaliation may exist under the Illinois Whistleblower Act and/or the State Officials and Employee
Ethics Act.
Prohibited Conduct. Prohibited acts of sexual harassment can take a variety of forms ranging
from subtle pressure for sexual activity or contact or physical contact. At times, the offender may be
unaware that his or her conduct is offensive or harassing to others. Examples of conduct, which could be
considered sexual harassment, include:
Persistent or repeated unwelcome flirting, sexual comments or touching;
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Sexually suggestive jokes, gestures or sounds directed toward another, or sexually oriented or
degrading comments about another;
Preferential treatment of an employee, or a promise of preferential treatment to an employee, in
exchange for dates or sexual conduct; or the denial or threat of denial of employment, benefits or
advancement for refusal to consent to sexual advances;
The open display of sexually oriented pictures, posters, or other material offensive to others;
All employees are encouraged to report any prohibited conduct using the complaint procedure set
forth in this policy. Retaliation against an individual for reporting or complaining about sexually harassing
conduct is prohibited.
Complaint Procedures for Anti-Harassment and Discrimination. The District encourages
individuals who believe they are being harassed in any way to firmly and promptly notify the offender
that his or her behavior is unwelcome, in the event that such informal, direct communication between
individuals is either ineffective or an employee feels uncomfortable doing so, or even when such
communication has occurred, the following steps should be taken to report a harassment/discrimination
complaint:
Reporting of Incident.
All employees are urged to report any suspected sexual
harassment/discrimination by another employee to his supervisor, except where that person is the
individual accused of harassment/discrimination. In that case, the complaint should be reported to the
Director of Human Resources, or to any other member of management with whom and employee feels
comfortable. The report may be made verbally or in writing. Verbal complaints will be reduced to writing
and be thoroughly investigated. The complainant should sign the complaint form. Human Resources must
be made aware of all incidents.
False accusations of sexual harassment/discrimination can have serious effects on innocent
persons. False accusations do not refer to charges made in good faith that cannot be proven. If an
investigation results in a finding that a person who has accused another of sexual
harassment/discrimination has intentionally made false accusations, the accuser will be subject to
disciplinary action, up to and including termination.
The District will not condone any form of retaliation against any employee for making a good faith
report under this policy.
Investigation of Complaint. When a complaint has been received, the Director of Human
Resources and the individual informed (or a designee) will initiate an investigation of the suspected
harassment/discrimination as soon as reasonably possible. Notification of the investigation shall be
provided to the Executive Director and the President. If necessary, the Director of Human Resources may
designate another supervisory or management employee to assist him in the investigation. If the Director
of Human Resources is the subject of the investigation, the Executive Director or his designee will conduct
the investigation. The investigation will include an interview with employee(s) who made the initial
report, the person(s) towards whom the alleged harassment/discrimination was directed and the
individual(s) accused of the harassment/discrimination. Any other person who may have information
regarding the alleged harassment/discrimination may also be interviewed.
Report. The Director of Human Resources shall prepare a written report within a reasonable
amount of time from the notification of the suspected harassment/discrimination. The summary report
Employee Handbook
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shall include a determination of whether the District’s Equal Employment Opportunity and AntiHarassment policy has been violated. A copy of the summary report will be given to individuals who have
a need to know about the outcome of the investigation.
Records Confidentiality. Employees who report incidents of harassment/discrimination are
encouraged to keep written notes in order to accurately record the offensive conduct. Because of their
sensitive nature, all complaints of harassment will be investigated with care, and the privacy of the
complaining person and the person accused of harassment will be respected to the extent possible.
Appeals Process. If either party directly involved in a harassment/discrimination investigation is
dissatisfied with the outcome or resolution, that individual has the right to appeal the decision as outlined
in this Handbook. The dissatisfied party should submit his written comments in a timely manner to the
Executive Director. If the appeal is against the Executive Director, the dissatisfied party should submit his
written comments in a timely manner to the President.
Disciplinary Action - Dismissal. Without limiting our at-will policy, the Executive Director may
dismiss any employee when the anti-harassment/discrimination policy has been violated. The notice of
dismissal shall be in writing and shall state the specific charges with clarity so the employee can
understand the charges.
Disciplinary Action - Other Than Dismissal. In case of employee misconduct, the District shall
follow the tenets of progressive discipline depending on the severity of the conduct.
IMPORTANT NOTE: The District reserves the right to bypass or eliminate the preliminary
disciplinary steps and to proceed immediately to discharge depending on the circumstances. Managerial
or supervisory personnel will make a record of the action taken. The employee will be asked to sign the
completed disciplinary form, which will be placed in the employee’s personnel file.
Suspension without pay may be imposed by executive, managerial or supervisory personnel with
the approval of the Executive Director.
Reporting Procedure
The District strongly urges the reporting of all incidents of discrimination, harassment or
retaliation, regardless of the offender’s identity or position. This policy applies to all full-time, part-time,
temporary seasonal employees and interns. Early reporting and intervention have proven to be the most
effective method of resolving actual or perceived incidents of harassment, discrimination, or retaliation.
Therefore, while no fixed reporting period has been established, the District strongly urges the prompt
reporting of complaints or concerns, so that rapid and constructive action can be taken.
The availability of this reporting procedure does not preclude individuals who believe they are
being subjected to harassing, discriminatory, or retaliatory conduct from promptly advising the offender
that the offender’s behavior is unwelcome and requesting that it be discontinued. However, nothing in this
policy will require individuals who believe they are being subjected to harassing, discriminatory, or
retaliatory behavior to so advise the offender.
If you experience or witness harassment, discrimination, or retaliation of any kind, you should deal
with the incident(s) as directly and firmly as possible by clearly communicating your position to your
immediate supervisor, your dDepartment hHead, and/or the Executive Director. You should also
document or record each incident (what was said or done, by whom, the date, time and place, and any
Employee Handbook
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witnesses to the incident). Written records such as letters, notes, memos, texts, social media postings,
tweets, e-mails, and telephone messages can strengthen documentation. It is not necessary that the
discrimination, harassment, or retaliation be directed at you to make a complaint.
1.

Direct Communication with Offender: If there is harassing, discriminatory, or
retaliatory behavior in the workplace, and if you feel comfortable doing so, you
should directly and clearly express your objection to the offending person(s)
regardless of whether the behavior is directed at you. If you are the harassed
individual, and if you feel comfortable doing so, you should also clearly state that
the conduct is unwelcome, and the offending behavior must stop. However, you are
not required to directly confront the person who is the source of your report,
question, or complaint before notifying any of those individuals listed below.
Further, you are not required to directly confront the person who is the source of
your report, question, or complaint if you feel uncomfortable doing so. The initial
message may be oral or written, but documentation of the notice should be made.
If subsequent messages are needed, they should be put in writing.

2.

Report to Supervisory and Administrative Personnel: At the same time direct
communication is undertaken, or in the event you feel threatened or intimidated by
the offending person, you should promptly report the offending behavior to your
immediate supervisor or your Department Head. If you feel uncomfortable doing
so, or if your immediate supervisor and/or Department Head are the source of the
problem, condones the problem or ignores the problem, please report the conduct
to the Director of Human Resources. If the Director of Human Resources is the
source of the problem, condones the problem, or ignores the problem, you should
immediately report the incident or incidents in writing directly to the Executive
Director.

3.

Report to Executive Director/President of the Board of Commissioners: An
individual may also report incidents of harassment, discrimination, or retaliation
directly to the Executive Director. If your complaint alleges harassment,
discrimination, or retaliation by the Executive Director, or if the Executive Director
condones the problem or ignores the problem, you should immediately report the
incident or incidents in writing directly to the President of the Board of
Commissioners.

4.

When an allegation of discrimination, harassment, or retaliation is reported, an
investigation will be conducted within a prompt period and appropriate remedial
action will be taken when an allegation is determined to be substantiated. At no
time will personnel involved in the alleged discrimination, harassment, or
retaliation conduct the investigation.

5.

Nothing in this policy precludes a report of discrimination, harassment, or
retaliation to the Illinois Department of Human Rights, which is the State agency
responsible for enforcing the Illinois Human Rights Act, as described in the
“Conclusion” section below. Further, the IDHR maintains a hotline for confidential
reports of sexual harassment.

Harassment Allegations Against Non-Employees/Third Parties
Employee Handbook
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If you make a complaint alleging harassment, discrimination, or retaliation against an agent,
vendor, supplier, contractor, volunteer or person using District programs or facilities, the Executive
Director (or his or her designee) will promptly investigate the incident(s) and determine the appropriate
remedial action, if any. The District will take reasonable efforts to protect you from further contact with
such persons.
Harassment Allegations Against Elected Officials of the District
Alleged harassment by one elected District Commissioner against another can be reported to the
District's Board President. If the Board President is the person reporting the harassment or is implicated
by the allegation, the report can be made to any other District Commissioner. If a complaint is made
against an official of the District by another elected District Commissioner under this Section, the matter
must be referred to the District's legal counsel. The allegations of the complaint will be thoroughly
investigated through an independent review, which may include referring the matter to a qualified,
independent attorney or consultant to review and investigate the allegations. Further, if warranted (as
determined, where possible, by a committee of the other Commissioners who are not the reporting official
or the official who is the subject of the complaint), reasonable remedial measures will be taken.
Responsibility of Supervisors and Witnesses
Any supervisory or managerial employee who becomes aware of any possible sexual or other
harassment, discrimination, and/or retaliation of or by any individual should immediately advise the
Director of Human Resources, and the Director of Human Resources will investigate the conduct promptly
and recommend prompt remedial action if the allegations are substantiated.
All individuals are encouraged to report incidents of harassment, discrimination, and retaliation,
regardless of who the offender may be or whether you are the intended victim.
The Investigation
Any reported allegations of harassment, discrimination, or retaliation will be investigated
promptly. The District will make every reasonable effort to investigate in a responsible and confidential
manner. However, it is impossible to guarantee absolute confidentiality, as the District must be able to
fully investigate and take prompt remedial action when necessary. The investigation may include
individual interviews with the parties involved, and where necessary, with individuals who may have
observed the alleged conduct or may have other knowledge relevant to the allegations. The District
reserves the right and hereby provides notice that third parties may be used to investigate claims of
harassment, discrimination, or retaliation. You must cooperate in any investigation of workplace
wrongdoing or risk disciplinary action, up to and including termination of employment.
Responsive Action
After investigation, the District will determine whether a complaint of harassment, discrimination
or retaliation has been substantiated or not based on a review of the facts and circumstances of each
situation. Misconduct constituting a violation of this policy (such as engaging in harassment,
discrimination, or retaliation), will be dealt with appropriately. Appropriate responsive action for a
substantiated complaint may include, by way of example only: training, referral to counseling, and/or
disciplinary action (such as warning, reprimand, withholding of a promotion or pay increase,
reassignment, temporary suspension without pay or termination of employment), as the District believes
appropriate under the circumstances.
Employee Handbook
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Conclusion
While we hope to be able to resolve any complaints of harassment within the District, if you are
an employee who is assigned to work in Illinois, we acknowledge your right to contact the Illinois
Department of Human Rights (IDHR) at the James R. Thompson Center, 100 Randolph Street, Suite 10100, Chicago, Illinois 60601, about filing a formal complaint. The IDHR also has a reporting hotline,
which includes a method for the intake of anonymous phone calls regarding allegations of sexual
harassment. The IDHR will investigate your complaint, and if it determines that there is sufficient
evidence of harassment to proceed further, it will file a complaint with the Illinois Human Rights
Commission (HRC), located at the same address on the fifth floor. If the IDHR does not complete its
investigation within 365 days, you may file a complaint directly with the HRC between the 365th and the
395th day.
E.

DISABILITY ACCOMODATION

The District is committed to complying with all applicable provisions of the Americans with
Disabilities Act (“ADA”) and the Illinois Human Rights Act. It is the District’s policy not to discriminate
against any qualified employee or applicant about any terms or conditions of employment because of such
individual’s disability or perceived disability so long as the employee can perform the essential functions
of the job. Consistent with this policy of non-discrimination, the District will provide reasonable
accommodations to a qualified individual with a disability, as defined by law, who has made the District
aware of his or her disability, provided that such accommodation does not constitute an undue hardship
on the District.
The District will make all decisions concerning recruitment, placement, selection, training, hiring,
advancement, discharge or other terms, conditions, or privileges of employment based on job-related
qualifications and abilities.
Employees with a disability who believe they need a reasonable accommodation to perform the
essential functions of their job should contact your immediate supervisor or Department Head. If you feel
uncomfortable making an accommodation request to your immediate supervisor or Department Head or
you believe your accommodation request was not properly managed, report the issue to the Director of
Human Resources or the Executive Director.
On receipt of an accommodation request, your Department Head, the Director of Human
Resources, and/or your immediate supervisor will meet with you to discuss and identify the precise
limitations resulting from the disability and the potential accommodation that the District might make to
help overcome those limitations and perform the essential job functions of your position.
The District will determine the feasibility of the requested accommodation considering various
factors, including, but not limited to the nature and cost of the accommodation, the District’s overall
financial resources, the accommodation’s impact on the operation of your department, including the ability
of other employees to perform their duties, and on the District’s ability to provide its services to the public.
The District may also ask the employee to submit related medical documentation.
What is considered a reasonable accommodation will be based on a case-by-case analysis. The
District will inform the employee of its decision on the accommodation request or on how to make the
accommodation. If the accommodation request is denied, employees will be advised of their right to
appeal the decision by submitting a written statement explaining the reasons for the request. If the request
on appeal is denied, that decision is final.
Employee Handbook
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The ADA does not require the District to make the best possible accommodation, to reallocate
essential job functions, to create new positions, or to provide personal use items (i.e., eyeglasses, hearing
aids, wheelchairs, etc.). An employee or job applicant who has questions regarding this policy or believes
that he or she has been discriminated against based on a disability should immediately notify their
immediate supervisor or Department Head, Director of Human Resources or Executive Director. All such
inquiries or complaints will be treated as confidential, but the District cannot guarantee confidentiality.
D.F.

PREGNANCY NON-DISCRIMINATION AND ACCOMMODATION

The District prohibits discrimination on the basis of pregnancy. Therefore, the District will not
refuse to hire, segregate, or take any other employment action with respect to recruitment, hiring,
promotion, renewal of employment, selection for training or apprenticeship, discharge, discipline, tenure
or the terms, privileges or conditions of employment on the basis of pregnancy. “Pregnancy” is defined
as pregnancy, childbirth, or medical or common conditions related to pregnancy or childbirth.
The District will not require an employee affected by pregnancy to take a leave of absence (against
the employee’s wishes) if another reasonable accommodation can be provided to the known medical or
common conditions related to the pregnancy or childbirth of that employee. Further, the District will not
fail or refuse to reinstate an employee affected by pregnancy to her original job or to an equivalent position
with equivalent pay, seniority, and benefits upon her signifying her intent to return to work or when her
need for reasonable accommodation ceases, unless the District can demonstrate that the accommodation
would impose an undue hardship on the District’s operations.
The District will provide reasonable accommodations to employees who are affected by
pregnancy, childbirth, or medical or common conditions related to pregnancy or childbirth, unless the
accommodation would impose an undue hardship on the District.
The District reserves the right to request documentation from the employee’s health care provider
concerning the need for the requested reasonable accommodation(s). The information requested by the
District could include but is not limited to: the medical justification for the requested accommodation(s);
a description of the reasonable accommodation(s) that is medically advisable; the date the reasonable
accommodation(s) became (or will become) medically advisable; and the probable duration of the
reasonable accommodation(s).
If an employee has a question, complaint, or problem related to pregnancy discrimination, the
employee should bring the matter to the attention of the Human Resources department.
In applying this policy, the District complies with the Americans with Disabilities Act and Illinois
Human Rights Act
E.G.

OPEN DOOR

The District promotes an atmosphere whereby employees can talk freely with members of the
management staff. Employees are encouraged to openly discuss with their immediate supervisor any
problems, suggestions or concerns so that appropriate action may be taken. If there is some reason your
supervisor cannot help, the Human Resources department and Executive Director are available for
consultation and guidance. The District is interested in all of our employees’ success. We, therefore,
welcome the opportunity to help employees whenever possible.

Employee Handbook
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II.

BENEFITS
A.

HEALTH AND WELFARE BENEFITS

A detailed explanation of the insurance benefits offered by the District and the claim procedures
under the applicable policy are provided by the insurance carrier. Each employee is entitled to a copy of
this information upon request. For eligible full-time employees, health, dental and vision insurance is
effective the first day of the month, following thirty (30) days of employment. Classification I part-time
employees (see Job Classification section) are eligible for the same coverage, subject to remaining plan
details.
Employee contributions toward health insurance premiums will be made via a payroll deduction
each pay period. Classification I part-time employees also may be eligible for payroll deduction for
premium payment. Each case will be reviewed separately to ensure adequate premium coverage.
Employees are responsible for notifying Human Resources of any status change which could affect
insurance coverage such as marriage, divorce and birth of a child. Specific information about health,
dental, vision, life or supplemental insurance benefits or pre-tax plan can be obtained from Human
Resources.
There are certain situations where coverage under health, dental and/or vision plans would
otherwise end, such as termination, retirement or divorce, but a continuation option is available where
eligible employees may elect to purchase continued coverage under the plans for a limited period. Human
Resources has information on this continued coverage (a.k.a. “COBRA”).
The Commission reserves the right to amend, modify, terminate, suspend, withdraw or modify in
whole or in part, cancel or increase the extent and types of coverage provided, if any, at its discretion at
any time. The plan may change from time to time at the sole discretion of the Commission. In the event
of a discrepancy between the official employee benefit plan documents and this summary, the employee
benefit plan documents will control.
Specific health and welfare benefits include the following:
1.

Medical/Dental/Vision. Eligible employees may elect to be covered under the
District’s group plan for major medical, dental and vision insurance.

2.

Initial Premium Deductions. For the pay period in which the employee’s health,
dental, and/or vision insurance goes live (first day of the month after thirty (30)
days of employment), the District will deduct a full month of insurance premiums
for those employees whose start date is from the 1st through the 15th of the month.
Only one half month of insurance premiums will be deducted for those employees
whose start date is from the 16th to the end of the month.

3.

Retiree Health Benefit.
a.

Employee Handbook

The District shall pay up to ten percent (10%) of the cost of continued
medical insurance benefits as the employee received for the twelve (12)
months preceding retirement. In order to be eligible for the ten percent
(10%) premium subsidy, an employee must have retired prior to April 1,
2017 and been employed by the District for fifteen (15) or more consecutive
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years immediately preceding their participation in the Retiree Health
Benefit.
b.

Employees retiring under IMRF must be at least fifty-five (55) years of age
with at least eight (8) years of service (for those participating before
January 1, 2011) or sixty-two (62) years of age with at least ten (10) years
of service (for those participating on or after January 1, 2011).

c.

Premiums are due on the 1st of each month and must be submitted to the
District’s Human Resources department in order for coverage to be
maintained. Alternatively, the retiree can choose to complete IMRF’s Form
7.10 – Health Insurance Continuation Through Employer-Premium
Deduction Authorization, allowing Illinois Municipal Retirement Fund
(IMRF) to deduct insurance premiums from the retiree’s IMRF benefit and
to remit said amount to the District.

d.

Medicare-eligible retirees, disabled employees and surviving spouses are
offered a reduced-benefit PPO healthcare plan in lieu of the retiree benefits
described above. The full amount of the premium is paid by the Medicareeligible retiree, disabled employee or surviving spouse.

4.

Flexible Spending Account (FSA). An FSA is an employer-sponsored plan that
allows employees to withhold certain amounts from their paycheck and place into
a medical spending or dependent care account on a pre-tax basis, subject to certain
limits. Funds set aside in an FSA account can be used for eligible health care and
dependent care expenses incurred by the employee, his spouse and dependents. The
District does not contribute to an employee’s FSA.

5.

Other Insurance That May Be Offered:
a.

Life insurance

b.

Disability insurance

c.

Accidental death and dismemberment insurance

The District does not contribute to any other insurance plans, except as stated, for regular
full-time employees.
B.

RETIREMENT BENEFITS
1.

IMRF Participation. Regular full-time and Classification I part-time employees
working in excess of six hundred (600)1,000 hours in a year are required to
participate in the Illinois Municipal Retirement Fund (“IMRF”). For full details,
including disability and death benefits, visit www.imrf.org.
a.

Benefits for employees who first participated in IMRF BEFORE January 1,
2011:
(1)

Employee Handbook

Employees must have at least eight (8) years of service to be eligible
for retirement.
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b.

2.

C.

(2)

Full retirement benefit age is sixty (60) with a reduced pension
option at age fifty-five (55).

(3)

Member contribution is four and one-half percent (4.5%) of
employee’s salary.

Benefits for employees who first participated in IMRF ON or AFTER
January 1, 2011:
(1)

Employees must have at least ten (10) years of service to be eligible
for retirement.

(2)

Full retirement benefit age is sixty-seven (67) with a reduced
pension option at age sixty-two (62).

(3)

Member contribution remains at four and one-half percent (4.5%) of
employee’s salary.

b.

Further changes to accrual of benefits or other modifications by IMRF are
possible in the future and those changes will be effective as of the effective
date established by IMRF with respect to each such change.

c.

An employee may contribute up to an additional ten percent (10%) of his
earnings to the Voluntary Additional Contribution (VAC) program. VAC
contributions are after tax - they are not tax-deferred like an employee’s
customary IMRF member contributions.

Deferred Compensation Plan (457(b)). The District has established a voluntary
deferred compensation plan to aid employees with their long-term financial
planning. A 457(b) plan allows public employees to save and invest money, on a
tax-deferred basis, for retirement through payroll deductions. The District does not
contribute to 457(b) plans.

VACATION

Full-time employees are eligible for vacation leave based on the length of full-time continuous
service at the District.
Classification I part-time employees earn vacation leave on a prorated basis, based on the years of
service chart below, after completing 600 1,000 hours, or more, and a full anniversary year of service.
New full-time employees must complete one full calendar month prior to accruing vacation credit.
Employees will receive an increase in accrued hours based upon their anniversary date and the completed
length of service outlined below. Employees must work at least ten (10) calendar days in a month in order
to earn vacation time for that month.
YEARS OF
COMPLETED
CONTINUOUS
SERVICE
1 year
Employee Handbook

MONTHS OF
COMPLETED
CONTINUOUS
SERVICE
0 - 12 months
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ANNUAL
VACATION
DAYS EARNED

MONTHLY
VACATION
HOURS EARNED

10 days

6.666 hours
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YEARS OF
COMPLETED
CONTINUOUS
SERVICE
2 years
3 years
4 years
5 years
6 years
7 years
8 years
9 years
10 years
11 years
12 years
13 years
14 years
15 years
16 years
17 years
18 years
19 years
20 years

MONTHS OF
COMPLETED
CONTINUOUS
SERVICE
13 - 24 months
25 - 36 months
37 - 48 months
49 - 60 months
61 – 72 months
73 – 84 months
85 – 96 months
97 – 108 months
109 – 120 months
121 - 132 months
133 - 144 months
145 - 156 months
157 - 168 months
169 - 180 months
181 – 192 months
193 – 204 months
205 – 216 months
217 – 228 months
229+ months

ANNUAL
VACATION
DAYS EARNED

MONTHLY
VACATION
HOURS EARNED

11 days
12 days
13 days
14 days
15 days
16 days
17 days
18 days
19 days
20 days
20 days
21 days
21 days
22 days
22 days
23 days
23 days
24 days
25 days

7.333 hours
8.000 hours
8.666 hours
9.333 hours
10.000 hours
10.666 hours
11.333 hours
12.000 hours
12.666 hours
13.333 hours
13.333 hours
14.000 hours
14.000 hours
14.666 hours
14.666 hours
15.333 hours
15.333 hours
16.000 hours
16.666 hours

Employees may carryover up to ten (10) vacation days from one calendar year to the next calendar
year, but no more. Accordingly, unused vacation days in excess of ten (10) as of January 1 are subject to
forfeiture without pay. Payroll will automatically carryover up to ten (10) vacation days at the conclusion
of the calendar year.
Vacation schedules are to be determined by supervisory personnel. While due consideration for
individual employee convenience may be given, the needs of the District in scheduling workloads will be
the controlling criteria.
An employee shall make his vacation request in writing at least fourteen (14) calendar days prior
to the first day of his vacation leave.
For non-exempt level employees, vacation must be taken in full hour increments. Exempt-level
employees must take vacation in whole day increments. No salary payment will be made in lieu of vacation
not taken during the year.
Upon separation of employment, employees will be paid for accrued, unused vacation. Vacation
time is not accrued during unpaid leaves of absence or when an employee has worked less than ten (10)
calendar days in a month, including family medical leave, workers’ compensation or times of layoff.
Vacation hours and days do count as hours worked for overtime purposes.
D.

HOLIDAYS

Full-time employees will be entitled to certain paid holidays unless, in the District’s sole
discretion, their services are needed to operate the District’s facilities, programs or general operations. If
Employee Handbook
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a full-time employee’s position requires him to work one of the District’s observed family holidays*, he
will earn paid time off at the amounts listed in the chart below. Part-time police officers required to work
holidays, will be paid for time worked.

New Year’s Day*

NON-SCHEDULED
TO WORK
EMPLOYEES
8

Martin Luther King’s Birthday

8

8

Memorial Day*

8

12

Independence Day*

8

12

Labor Day*

8

12

Veteran’s Day

8

8

Thanksgiving Day*

8

12

Day After Thanksgiving Day

8

8

Christmas Eve

8

8

Christmas Day*

8

12

OBSERVED HOLIDAY

SCHEDULED TO
WORK EMPLOYEES
12

*Family Holiday

Regular full-time employees not required to work on a holiday will earn eight (8) hours of vacation
for each designated holiday. If an employee works on a holiday, he will earn twelve (12) hours of vacation
for *family holidays and eight (8) hours of vacation for non-family holidays.
Classification I part-time employees earn holiday leave on a prorated basis, after completing 600
1,000 hours, or more, and a full anniversary year of service.
Holiday schedules will be published on an annual basis by Human Resources. Designated holidays
falling on a Saturday will be observed on the preceding Friday and designated holidays falling on a Sunday
will be observed the following Monday.
The following conditions must be met in order for employees to be eligible for holiday time earned
in the form of vacation:
1.

If an employee calls in sick the day before and/or after a holiday, the employee
must provide a doctor’s note.
a.

2.

Employee Handbook

If a doctor’s note cannot be produced, the employee must substitute a
vacation day for the holiday, forfeiting the holiday time.

If an employee is scheduled to work the holiday and calls in sick on the holiday,
the employee must use sick time, forfeiting the holiday time.
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3.

If an employee is scheduled to work the holiday and calls in sick the day of the
holiday, plus either before or after the holiday, the employee may be required to
provide a doctor’s note.
a.

4.

If a doctor’s note cannot be produced, the employee must substitute a
vacation day for the holiday, forfeiting the holiday time as well as use a sick
day for the day before and/or after the holiday.

If an employee is sick the day before or after a holiday he worked, an employee
may be required to provide a doctor’s note.

Employees on Bereavement, paid Leave of Absence or Jury Duty are eligible for holiday time. If
a holiday occurs during the vacation period, the employee will not be charged vacation time.
Paid holidays do count as hours worked for overtime purposes.
E.

SICK LEAVE

Full-time employees will be entitled to sick leave without loss of pay, subject to the limitations set
forth below. New full-time employees must complete one full calendar month prior to receiving any sick
leave. Thereafter, sick leave shall be earned at a rate of eight (8) hours per month of continuous
employment for each full calendar month of employment at the District. Employees must work at least
ten (10) calendar days in a month in order to accrue eight (8) hours of sick leave for any calendar month.
Classification I part-time employees earn sick leave on a prorated basis, based on the years of
service chart below, after completing 600 1,000 hours, or more, and a full anniversary year of service.
The District has an ample sick leave policy, therefore, no employee will be allowed to carry a
negative balance. Employees who do not have sick time, may either utilize accrued vacation or comp time.
If none is available, the time will be unpaid.
Sick leave may be accumulated from year to year, up to a maximum of one hundred twenty (120)
days. Sick leave is not accrued during an unpaid leave of absence, including family leave, workers’
compensation or times of layoff by the District.
Upon resignation or layoff of employment, the employee will receive monetary compensation for
accumulated sick leave, based on the schedule of continuous service chart below and up to a maximum of
thirty-three percent (33%) (capped at thirty (30) day payout) of the then current compensation rate for
accumulated sick leave days then accrued to the benefit of the employee. Employees terminated from
employment by the District may not be paid for any sick leave.
YEARS OF
COMPLETED
CONTINUOUS SERVICE
0 through 4 Years

MONTHS OF
COMPLETED
CONTINUOUS SERVICE
0 - 48 months

5 through 9 Years

49 – 108 months

10% / 9 days max.

10 through 14 Years

109 – 168 months

20% / 18 days max.

15 Years or Greater

169+ months

33% / 30 days max.

Employee Handbook
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Sick leave is considered a privilege and not a right to be used at the employee’s discretion for
personal business. Sick leave is to be utilized if:
•

The employee is ill or injured, or for the purpose of receiving medical care, treatment,
diagnosis or preventative medical care;

•

A family member of the employee is ill or injured, or to care for a family member receiving
medical care, treatment, diagnosis or preventative medical care;

•

The employee or a family member of the employee is the victim of domestic violence or
the victim of sexual violence or stalking; or

•

The District is closed during a scheduled workday by order of a public official due to a
public health emergency, or the employee needs to care for a child whose school or place
of care has been closed by order of a public official due to a public health emergency.

For the purposes of this policy, “immediate familyfamily member” is defined as the employee’s
spouse, civil union partner, dependent children up to age twenty-six (26) or adult children incapable of
self-carechildren or stepchildren, siblings, parents, parents-in-law, grandparents, grandchildren and
stepparents.
To be eligible for sick leave, employees must notify their supervisor within thirty (30) minutes of
their scheduled start. An employee who becomes ill while at work must notify his immediate supervisor
before leaving.
If an employee is away from work for more than three (3) consecutive days because of illness or
injury, or if an employee’s immediate supervisor becomes aware that the employee incurred an illness or
injury likely to last more than three (3) consecutive days, an employee’s immediate supervisor may require
the employee to provide a doctor’s note confirming the illness or injury, fitness for duty or ability or
inability to perform the essential functions of the position. When proof of illness is requested and not
provided, the employee will be charged vacation time, personal day or comp time, if available. If other
paid time off is not available, the time will be unpaid and the employee will be subject to disciplinary
action, up to and including termination of employment.
If the employee’s immediate supervisor has reason to suspect abuse of the sick leave policy, the
supervisor may require medical documentation for the employee’s time away from work for less than
three (3) consecutive days.
Sick leave may not be used as vacation time or as a personal day.
For serious health conditions expected to last longer than five (5) consecutive days, see the Leaves
of Absence section of this Handbook.
Regular holidays occurring during an employee’s sick leave shall not be counted as a working day
against the employee’s sick leave.
Sick hours and days do not count as hours worked for overtime purposes.
For information about the District’s Sick Leave Donation program, see the Leaves of Absences
section.
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F.

PERSONAL DAYS

New employees are entitled to a certain number of paid personal days, depending on their start
date. Thereafter, full-time employees will be granted four (4) personal days, or 32 hours, each calendar
year, in January.
New Hire Month

Personal Days Credited

January – February

4

March – May

3

June – August

2

September – November

1

Classification I part-time employees will receive one (1) personal day, or eight (8) hours, after
completing 600 1,000 hours, or more, and a full anniversary year of service. Thereafter, this classification
will be granted one (1) personal day.
Personal days are for attending last minute personal matters. When possible, employees should
request time off in advance.
If an employee does not use their personal day(s) by the end of the calendar year (December 31),
such day(s) are forfeited and the employee will not receive payment for unused personal days. Employees
will not receive compensation for granted but unused personal days upon separation/termination of
employment. Employees cannot use personal days after notice is provided to the District that the
employee is voluntarily separating from service with the District.
Personal hours and days do count as hours worked for overtime purposes.
G.

TUITION REIMBURSEMENT

The District is committed to the career growth and development of its employees by enhancing
their knowledge and skills through enhanced education. The District provides educational assistance for
eligible employees who want to further their education in courses that are work-related and are a definite
value to the District. Reimbursement is subject to the availability of budgeted funds. The District is not
able to guarantee that funds will always be available for this purpose.
All regular full-time employees may be extended the privilege of additional academic training at
the District’s expense for special training related to their job responsibilities under the following
conditions:
1.

An employee must be continuously employed for one (1) full year of employment
before becoming eligible to participate in the Tuition Reimbursement Program.

2.

Part-time employees are not eligible for tuition reimbursement.

3.

Courses must be taken for college credit at an accredited educational institution or
be part of a college-level certification program. Courses and seminars outside of
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these criteria might otherwise be covered under the employee’s department’s
training budget.

III.

4.

Tuition reimbursement requests must be submitted to Human Resources prior to
signing up for the class in order for the funds to be earmarked and set aside.
Requests are reviewed/approved on a first-come, first-serve basis.

5.

The amount reimbursable is a maximum of $1,000 per fiscal year per employee
depending on availability of budgeted funds.

6.

Funding for approved courses will be consolidated in the Human Resources
department budget for overall District-wide distribution.

7.

Employees must demonstrate satisfactory completion of each course. Receiving a
grade of “C” in undergraduate study or “B” in graduate study indicates satisfactory
completion of courses. Tuition, lab fees and books are reimbursable expenses.

8.

Employees participating in this program must retain their employment with the
District for at least one (1) year of employment following the last course completed.
Employees not completing the required one (1) year of employment will be
required to reimburse the District for the cost of the last course/semester, books and
lab fees.

9.

If the employee is receiving tuition benefits from an outside source, District tuition
payments shall not exceed an amount equal to the difference between those outside
funds and the cost of tuition.

10.

Any and all amounts of tuition reimbursement costs are dependent upon budgeted
funds.

11.

Eligible employees should use the Tuition Reimbursement Request form to
participate in this program. The form outlines the process for submitting a request
for reimbursement.

12.

At the discretion of the Department Head, any employee may be required, from
time to time, to attend seminars, training sessions and specialized meetings. The
District, subject to the individual department’s budgeted funds, shall pay any
attendant costs. These classes are covered under the employee’s department’s
training budget rather than the Tuition Reimbursement Program.

GENERAL RULES REGARDING LEAVES OF ABSENCES

Occasionally it may be necessary for you to be absent from the job for an extended period of time.
The District understands the occasional need for such an absence. However, extended absences can cause
confusion in work scheduling and the need for replacements. Therefore, employees are urged to request
extended leaves of absence only when they are clearly necessary. All extended leaves of absence are
generally unpaid.
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A.

REQUESTING A LEAVE

Employees who are absent, or expect to be absent from work for more than five (5) consecutive
work days for a serious health condition must request a leave of absence. All requests for foreseeable
leaves of absence must be submitted to Human Resources in writing at least thirty (30) days in advance
of the start of the leave. A delay in submitting this request could result in a delay of the start of your leave.
You will be notified if your leave request is approved or denied. You are required to make an effort to
schedule a leave so as not to disrupt business operations. If the leave is due to an emergency or is otherwise
not foreseeable, you must provide notice as soon as practicable. During the leave, you may be required
to report periodically on your status and your intention to return to work.
An employee shall not be granted a leave of absence for the purpose of seeking or taking
employment elsewhere or operating a private business. Unauthorized work while on a leave of absence
could result in disciplinary action, up to and including termination of employment.
B.

RETURN OR EXTENSION OF LEAVE

Any extension of time for your leave of absence must be requested in writing prior to your
scheduled date of return to work, together with written documentation to support the extension. Your
failure to either return to work on the scheduled date of return, or to apply in writing for an extension prior
to that date, will be considered to be a resignation of employment effective as of the last date of the
approved leave. Employees on leave for their own health condition must provide a fitness-for-duty release
from their health care provider before they will be permitted to return to work.
An approved leave of absence will not affect the continuity of your employment. Your original
date of employment remains the same for seniority purposes. However, you will not accrue any benefits,
including paid time off, during the period you are on unpaid leave.If you are a spouse, child, parent, or
next of kin on Military Caregiver Leave to care for a Covered Servicemember (as discussed below), in
which case your leave can last for up to twenty-six (26) workweeks in a single twelve (12) month period.
The rolling twelve (12) month period for all types of leave, except Military Caregiver Leave, is measured
backward from the date an employee uses any leave. The twelve (12) month period for Military Caregiver
Leave is measured forward from the date an employee’s first FMLA leave to care for the Covered
Servicemember begins.
C.

COORDINATION OF LEAVE AND BENEFITS

The following rules explain how the time off policies and certain insurance benefits are
coordinated:
•

All leaves of absence that you may qualify for at the same time are to be taken at the same
time. All time missed from work that qualifies for both workers’ compensation and Family
and Medical Leave Act (FMLA) will be counted toward the employee’s twelve (12) weeks of
FMLA.

•

If you otherwise qualify for workers’ compensation benefits, you shall collect such payments
at the same time you are on FMLA.

•

If you otherwise qualify for other types of paid-time-off programs, such as paid time off (i.e.,
sick, vacation, personal or comp time), short term disability, you must take those paid days
concurrently with any FMLA and/or Non-FMLA Medical or Personal Leave. This means that
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you must take such paid-time-off at the same time you are taking unpaid FMLA and/or NonFMLA Leave. Days on which you qualify for paid workers’ compensation or short term
disability, leave, an employee will not be required to use any accrued paid time off
concurrently. If an employee wishes to use a portion of any accrued paid time off during this
time, the employee should contact Human Resources.
D.

FAMILY AND MEDICAL LEAVE OF ABSENCE (“FMLA”)IF YOU HAVE BEEN
EMPLOYED BY THE DISTRICT FOR AT LEAST TWELVE (12) MONTHS
(WITH NO BREAK IN SERVICE OF SEVEN (7) OR MORE YEARS EXCEPT IF
RELATED TO USERRA COVERED MILITARY OBLIGATIONS AND HAVE
WORKED AT LEAST 1,250 HOURS DURING THE TWELVE (12) MONTH
PERIOD PRECEDING THE START OF THE LEAVE, AND YOU WORK AT OR
REPORT TO A WORK SITE WHICH HAS FIFTY (50) OR MORE DISTRICT
EMPLOYEES WITHIN A SEVENTY-FIVE (75) MILE RADIUS OF THAT WORK
SITE, YOU ARE ELIGIBLE FOR UP TO A TOTAL OF TWELVE (12)
WORKWEEKS OF UNPAID LEAVE DURING ANY ROLLING TWELVE (12)
MONTH PERIOD FOR ONE OR MORE OF THE FOLLOWING REASONS:

E.

A.
BECAUSE OF THE BIRTH OF YOUR CHILD AND IN ORDER TO CARE
FOR SUCH CHILD (WITHIN TWELVE (12) MONTHS AFTER THE BIRTH OF
THE CHILD);

F.

B.
BECAUSE OF THE PLACEMENT OF A CHILD WITH YOU FOR
ADOPTION OR FOSTER CARE (WITHIN TWELVE (12) MONTHS OF THE
PLACEMENT OF THE CHILD);

G.

C.
IN ORDER TO CARE FOR YOUR SPOUSE, CHILD, OR PARENTS IF
THEY HAVE A “SERIOUS HEALTH CONDITION;”

H.

C.
BECAUSE OF A “SERIOUS HEALTH CONDITION” THAT MAKES YOU
UNABLE TO PERFORM THE FUNCTIONS OF YOUR JOB; OR

I.

E.
BECAUSE OF ANY “QUALIFYING EXIGENCY” (AS DEFINED BY THE
SECRETARY OF LABOR) ARISING OUT OF THE FACT THAT YOUR SPOUSE,
CHILD, OR PARENT IS DEPLOYED ON ACTIVE DUTY IN A FOREIGN
COUNTRY (OR HAS BEEN NOTIFIED OF AN IMPENDING CALL OR ORDER
TO ACTIVE DUTY) IN THE ARMED FORCES, NATIONAL GUARD OR
RESERVES IN SUPPORT OF A CONTINGENCY OPERATION.

J.

2.
SERIOUS HEALTH CONDITION. FOR PURPOSES OF THIS POLICY,
“SERIOUS HEALTH CONDITION” MEANS AN ILLNESS, INJURY,
IMPAIRMENT OR PHYSICAL OR MENTAL CONDITION THAT INVOLVES
ONE OF THE FOLLOWING:

K.

A.
HOSPITAL CARE. INPATIENT CARE IN A HOSPITAL, HOSPICE OR
RESIDENTIAL MEDICAL CARE FACILITY, INCLUDING ANY PERIOD OF
INCAPACITY RELATING TO THE SAME CONDITION;

L.

B.
ABSENCE PLUS TREATMENT. A PERIOD OF INCAPACITY OF MORE
THAN THREE (3) FULL CONSECUTIVE CALENDAR DAYS (INCLUDING ANY
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SUBSEQUENT TREATMENT OR PERIOD OF INCAPACITY RELATING TO
THE SAME CONDITION), THAT ALSO INVOLVES EITHER: (1) TREATMENT
TWO (2) OR MORE TIMES (WITHIN THIRTY (30) DAYS AND PROVIDED THE
FIRST VISIT TAKES PLACE WITHIN SEVEN (7) DAYS OF THE FIRST DAY
OF INCAPACITY) BY A HEALTH CARE PROVIDER, BY A NURSE OR
PHYSICIAN’S ASSISTANT UNDER DIRECT SUPERVISION OF A HEALTH
CARE PROVIDER, OR BY A PROVIDER OF HEALTH CARE SERVICES
UNDER ORDERS OF, OR ON REFERRAL BY, A HEALTH CARE PROVIDER;
OR (2) TREATMENT BY A HEALTH CARE PROVIDER ON AT LEAST ONE
OCCASION WHICH RESULTS IN A REGIMEN OF CONTINUING
TREATMENT UNDER THE SUPERVISION OF THE HEALTH CARE
PROVIDER (FIRST VISIT TO HEALTH CARE PROVIDER MUST TAKE
PLACE WITHIN SEVEN (7) DAYS OF THE FIRST DAY OF INCAPACITY);
M.

C.
PREGNANCY. ANY PERIOD OF INCAPACITY DUE TO PREGNANCY,
OR FOR PRENATAL CARE;

N.

D.
CHRONIC CONDITIONS REQUIRING TREATMENT. A CHRONIC
CONDITION WHICH: REQUIRES AT LEAST TWO (2) PERIODIC VISITS FOR
TREATMENT PER YEAR BY A HEALTH CARE PROVIDER, OR BY A NURSE
OR PHYSICIAN’S ASSISTANT UNDER DIRECT SUPERVISION OF A HEALTH
CARE PROVIDER; WHICH CONDITION CONTINUES OVER AN EXTENDED
PERIOD OF TIME; AND MAY CAUSE EPISODIC RATHER THAN A
CONTINUING PERIOD OF INCAPACITY;

O.

E.
PERMANENT/LONG-TERM CONDITIONS REQUIRING SUPERVISION.
A PERIOD OF INCAPACITY WHICH IS PERMANENT OR LONG-TERM DUE
TO A CONDITION FOR WHICH TREATMENT MAY BE EFFECTIVE. THE
EMPLOYEE OR FAMILY MEMBER MUST BE UNDER THE CONTINUING
SUPERVISION OF, BUT NEED NOT BE RECEIVING ACTIVE TREATMENT
BY, A HEALTH CARE PROVIDER;

P.

F.
MULTIPLE TREATMENTS (NON-CHRONIC CONDITIONS).
ANY
PERIOD OF INCAPACITY TO RECEIVE MULTIPLE TREATMENT
(INCLUDING ANY PERIOD OF RECOVERY THEREFROM) BY A HEALTH
CARE PROVIDER OR BY A PROVIDER OF HEALTH CARE SERVICES
UNDER ORDERS OF, OR ON REFERRAL BY, A HEALTH CARE PROVIDER,
EITHER FOR RESTORATIVE SURGERY AFTER AN ACCIDENT OR OTHER
INJURY, OR FOR A CONDITION THAT WOULD LIKELY RESULT IN A
PERIOD OF INCAPACITY OF MORE THAN THREE (3) FULL CONSECUTIVE
CALENDAR DAYS IN THE ABSENCE OF MEDICAL INTERVENTION OR
TREATMENT.

Q.

3.
QUALIFYING EXIGENCY LEAVE. IF YOU ARE AN ELIGIBLE
EMPLOYEE (AS DEFINED ABOVE), YOU ARE ENTITLED TO TAKE UP TO
TWELVE (12) WEEKS OF UNPAID FMLA LEAVE FOR ANY QUALIFYING
EXIGENCY ARISING OUT OF THE FACT THAT A COVERED MILITARY
MEMBER IS ON ACTIVE DUTY OR CALLED TO ACTIVE DUTY STATUS IN A
FOREIGN COUNTRY. THE LEAVE DESCRIBED IN THIS PARAGRAPH IS
AVAILABLE DURING A ROLLING TWELVE (12) MONTH PERIOD, AND MAY
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BE TAKEN ON AN INTERMITTENT OR REDUCED LEAVE SCHEDULE BASIS.
YOU WILL BE REQUIRED TO PROVIDE A COPY OF THE COVERED
MILITARY
MEMBER’S
ACTIVE
DUTY
ORDERS
OR
OTHER
DOCUMENTATION ISSUED BY THE MILITARY THAT INDICATES THAT
THE MILITARY MEMBER IS ON ACTIVE DUTY OR CALL TO ACTIVE DUTY
STATUS IN A FOREIGN COUNTRY AND THE DATES OF THE COVERED
MILITARY MEMBER’S ACTIVE DUTY SERVICE. ELIGIBLE EMPLOYEES
MAY TAKE ALL TWELVE (12) WEEKS OF HIS FMLA LEAVE ENTITLEMENT
AS QUALIFYING EXIGENCY LEAVE OR THE EMPLOYEE MAY TAKE A
COMBINATION OF TWELVE (12) WEEKS OF LEAVE FOR BOTH
QUALIFYING EXIGENCY LEAVE AND LEAVE FOR A SERIOUS HEALTH
CONDITION (AS DEFINED ABOVE).
R.

WITH RESPECT TO A QUALIFYING EXIGENCY LEAVE:

S.

A “COVERED MILITARY MEMBER” MEANS YOUR SPOUSE, SON,
DAUGHTER, OR PARENT WHO IS ON ACTIVE DUTY OR CALLED TO
ACTIVE DUTY STATUS IN ANY FOREIGN COUNTRY IN ANY OF THE
ARMED FORCES, INCLUDING A MEMBER OF THE NATIONAL GUARD OR
RESERVES.

T.

A “QUALIFYING EXIGENCY” INCLUDES THE FOLLOWING BROAD
CATEGORIES: (A) SHORT NOTICE DEPLOYMENT; (B) MILITARY EVENTS
AND RELATED ACTIVITIES; (C) CHILDCARE AND SCHOOL ACTIVITIES;
(D) FINANCIAL AND LEGAL ARRANGEMENTS; (E) COUNSELING; (F) REST
AND RECUPERATION; (G) POST DEPLOYMENT ACTIVITIES, INCLUDING
REINTEGRATION ACTIVITIES, FOR A PERIOD OF NINETY (90) DAYS
FOLLOWING THE TERMINATION OF ACTIVE DUTY STATUS; AND, (H)
ADDITIONAL CATEGORIES THAT ARE AGREED TO BY THE EMPLOYER
AND EMPLOYEE WITHIN THIS PHRASE.

U.

THE PHRASE “SON OR DAUGHTER” IS DEFINED AS YOUR BIOLOGICAL,
ADOPTED, OR FOSTER CHILD, STEPCHILD, LEGAL WARD, OR CHILD FOR
WHOM YOU STOOD IN LOCO PARENTIS, WHO IS ON ACTIVE DUTY OR
CALLED TO ACTIVE DUTY STATUS WHO IS OF ANY AGE. (NOTE: THIS
DEFINITION IS DIFFERENT FROM OTHER SECTIONS OF THIS FMLA
POLICY).

V.

A “PARENT” MEANS A BIOLOGICAL, ADOPTIVE, STEP OR FOSTER
FATHER OR MOTHER, OR ANY OTHER INDIVIDUAL WHO STOOD IN LOCO
PARENTIS TO YOU WHEN YOU WERE A SON OR DAUGHTER, BUT IT DOES
NOT INCLUDE “PARENTS IN LAW.”

W.

4.
MILITARY CAREGIVER LEAVE. IF YOU HAVE BEEN EMPLOYED BY
THE DISTRICT FOR AT LEAST TWELVE (12) MONTHS AND HAVE WORKED
AT LEAST 1,250 HOURS DURING THE TWELVE (12) MONTH PERIOD
PRECEDING THE START OF THE LEAVE, AND YOU WORK AT OR REPORT
TO A WORK SITE WHICH HAS FIFTY (50) OR MORE DISTRICT EMPLOYEES
WITHIN A SEVENTY-FIVE (75) MILE RADIUS OF THAT WORK SITE, AND
YOU ARE A SPOUSE, CHILD (OF ANY AGE FOR MILITARY CAREGIVER
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LEAVE), PARENT OR NEXT OF KIN OF A COVERED SERVICEMEMBER, AS
DEFINED BELOW, YOU ARE ENTITLED TO A TOTAL OF TWENTY-SIX (26)
WORKWEEKS OF UNPAID LEAVE DURING A TWELVE (12) MONTH PERIOD
TO CARE FOR THE COVERED SERVICEMEMBER. THE LEAVE DESCRIBED
IN THIS PARAGRAPH SHALL ONLY BE AVAILABLE DURING A SINGLE
TWELVE (12) MONTH PERIOD BEGINNING AS OF THE DATE THE LEAVE
COMMENCES AND ENDING TWELVE (12) MONTHS AFTER THAT DATE
(AND ANY UNUSED AMOUNTS ARE FORFEITED). NOTE: THE TWELVE (12)
MONTH COMPUTATION PERIOD FOR THIS TYPE OF LEAVE DIFFERS
FROM THE OTHER TYPES OF LEAVE.
X.

MILITARY CAREGIVER LEAVE MAY BE PERMITTED MORE THAN ONCE
IF NECESSARY TO CARE FOR A DIFFERENT COVERED SERVICEMEMBER
(OR THE SAME SERVICEMEMBER WITH MULTIPLE INJURIES OR
ILLNESSES) UP TO A COMBINED TOTAL OF TWENTY-SIX (26)
WORKWEEKS IN A TWELVE (12) MONTH PERIOD. NOTHING IN THIS
PARAGRAPH SHALL BE CONSTRUED TO LIMIT THE AVAILABILITY OF
LEAVE UNDER PARAGRAPHS 1A. THROUGH 1E. DURING ANY OTHER
TWELVE (12) MONTH PERIOD AND THIS TWENTY-SIX (26) WEEK PERIOD
OF MILITARY CAREGIVER LEAVE IS IN ADDITION TO OTHER TYPES OF
APPROVED FMLA LEAVE. HOWEVER, YOUR TOTAL AVAILABLE LEAVE
TIME IN ANY TWELVE (12) MONTH PERIOD MAY NOT EXCEED A
COMBINED TOTAL OF TWENTY-SIX (26) WORKWEEKS (INCLUDING FMLA
TIME OFF TAKEN FOR ANY OTHER REASON), EXCEPT AS OTHERWISE
REQUIRED BY LAW. YOU WILL BE REQUIRED TO TIMELY SUBMIT THE
COMPLETED PAPERWORK PROVIDED TO YOU AND AVAILABLE FROM
OUR HUMAN RESOURCES DIRECTOR AS A CONDITION OF RECEIVING
APPROVED MILITARY CAREGIVER LEAVE, EXCEPT AS PROVIDED
UNDER THE FMLA REGULATIONS.

Y.

WITH RESPECT TO MILITARY CAREGIVER LEAVE:

Z.

A “COVERED SERVICEMEMBER” MEANS A MEMBER OF THE ARMED
FORCES, INCLUDING A MEMBER OF THE NATIONAL GUARD OR
RESERVES,
WHO
IS
UNDERGOING
MEDICAL
TREATMENT,
RECUPERATION, OR THERAPY FROM AN INJURY OR ILLNESS
OCCURRING IN THE LINE OF ACTIVE DUTY AND/OR DURING ACTIVE
DUTY, WHO IS OTHERWISE IN OUTPATIENT STATUS, OR IS OTHERWISE
ON THE TEMPORARY DISABILITY RETIRED LIST, FOR A SERIOUS INJURY
OR ILLNESS; OR IS A VETERAN (DISCHARGED FOR OTHER THAN
“DISHONORABLE” REASONS) WHO WAS ON ACTIVE DUTY AT SOME
POINT IN THE FIVE (5) YEAR PERIOD PRIOR TO THE DATE WHEN THE
MEDICAL TREATMENT, RECUPERATION OR THERAPY FOR A SERIOUS
INJURY OR ILLNESS THAT NECESSITATES THE CAREGIVER’S LEAVE.)

AA.

“OUTPATIENT STATUS” MEANS THE STATUS OF A MEMBER OF THE
ARMED FORCES ASSIGNED TO A MILITARY MEDICAL TREATMENT
FACILITY AS AN OUTPATIENT OR A UNIT ESTABLISHED FOR THE
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PURPOSE OF PROVIDING COMMAND AND CONTROL OF MEMBERS OF
THE ARMED FORCES RECEIVING MEDICAL CARE AS OUTPATIENTS.
BB.

“NEXT OF KIN” MEANS THE NEAREST BLOOD RELATIVE OF THAT
INDIVIDUAL (REGARDLESS OF AGE) OTHER THAN THE EMPLOYEE’S
SPOUSE, SON OR DAUGHTER. YOU ARE REQUIRED TO PROVIDE
CONFIRMATION OF THE RELATIONSHIP UPON REQUEST.
THE
SERVICEMEMBER MAY DESIGNATE THE BLOOD RELATIVE WHO IS
CONSIDERED HIS NEXT OF KIN; OTHERWISE, THE FOLLOWING ORDER
GENERALLY WILL APPLY: BLOOD RELATIVES GRANTED CUSTODY BY
LAW, BROTHER/SISTER, GRANDPARENTS, AUNTS/UNCLES, AND THEN
FIRST COUSINS.

CC.

“SERIOUS INJURY OR ILLNESS” MEANS AN INJURY OR ILLNESS
INCURRED BY THE SERVICEMEMBER IN THE LINE OF DUTY ON ACTIVE
DUTY IN THE ARMED FORCES (OR EXISTED BEFORE THE BEGINNING OF
THE SERVICEMEMBER’S ACTIVE DUTY AND WAS AGGRAVATED BY
SERVICE IN THE LINE OF DUTY) THAT MAY RENDER THE
SERVICEMEMBER MEDICALLY UNFIT TO PERFORM THE DUTIES OF THE
MEMBER’S OFFICE, GRADE, RANK OR RATING, OR, IN THE CASE OF A
VETERAN SERVICEMEMBER, THAT MANIFESTS ITSELF BEFORE OR
AFTER THE MEMBER BECAME A VETERAN.

DD.

5.
SPOUSES EMPLOYED BY THE DISTRICT. IF YOUR SPOUSE ALSO
WORKS FOR THE DISTRICT AND YOU BOTH BECOME ELIGIBLE FOR A
LEAVE UNDER PARAGRAPHS 1.A. OR 1.B. ABOVE, OR FOR THE CARE OF A
SICK PARENT UNDER PARAGRAPH 1.C. ABOVE, THE TWO OF YOU
TOGETHER WILL BE LIMITED TO A COMBINED TOTAL OF TWELVE (12)
WORKWEEKS OF LEAVE IN ANY ROLLING TWELVE (12) MONTH PERIOD.
IN ADDITION, IF YOU AND YOUR SPOUSE BOTH BECOME ELIGIBLE FOR
A LEAVE UNDER THE MILITARY CAREGIVER LEAVE PROVISION ABOVE
OR UNDER A COMBINATION OF THE MILITARY CAREGIVER LEAVE
PROVISION AND PARAGRAPHS 1A OR 1B ABOVE, OR TO TAKE CARE OF
YOUR PARENT WITH A SERIOUS HEALTH CONDITION UNDER 1C ABOVE,
THE TWO OF YOU TOGETHER WILL BE GENERALLY LIMITED TO A
COMBINED TOTAL OF TWENTY-SIX (26) WORKWEEKS OF LEAVE IN THE
TWELVE (12) MONTH PERIOD.

EE.

6.
MEDICAL CERTIFICATION. ANY REQUEST FOR A LEAVE UNDER
PARAGRAPHS 1C, 1D OR UNDER THE MILITARY CAREGIVER LEAVE
PROVISION ABOVE MUST BE SUPPORTED BY CERTIFICATION ISSUED BY
THE APPLICABLE HEALTH CARE PROVIDER OR, IN THE CASE OF
MILITARY CAREGIVER LEAVE, AN INVITATIONAL TRAVEL ORDER OR
AUTHORIZATION. YOU ARE REQUIRED TO SUBMIT THIS INFORMATION
ON THE FORMS PROVIDED TO YOU AND AVAILABLE FROM HUMAN
RESOURCES. THE MEDICAL CERTIFICATION FORM OR INVITATIONAL
TRAVEL ORDER OR AUTHORIZATION MUST BE SUBMITTED NO LATER
THAN FIFTEEN (15) DAYS AFTER A REQUEST HAS BEEN MADE BY THE
DISTRICT OR YOU MUST PROVIDE A REASONABLE EXPLANATION FOR
THE DELAY. IN CONJUNCTION WITH PROVIDING YOU A MEDICAL
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CERTIFICATION FORM AS IT PERTAINS TO YOUR LEAVE UNDER
PARAGRAPH 1D ABOVE (LEAVE TO CARE FOR YOUR OWN SERIOUS
HEALTH CONDITION), THE DISTRICT MAY GIVE YOU A JOB
DESCRIPTION SETTING FORTH THE ESSENTIAL FUNCTIONS OF YOUR
POSITION FOR YOUR HEALTH CARE PROVIDER TO REVIEW IN
CONJUNCTION WITH COMPLETING THE MEDICAL CERTIFICATION
FORM. IF A MEDICAL CERTIFICATION FORM FOR LEAVE UNDER
PARAGRAPHS 1C OR 1D IS DEEMED TO BE INCOMPLETE OR
INSUFFICIENT, HUMAN RESOURCES WILL SPECIFY IN WRITING WHAT
INFORMATION IS MISSING TO YOU. YOU WILL THEN HAVE SEVEN DAYS
TO PROVIDE THE REQUESTED INFORMATION.
FF.

FOR LEAVE UNDER PARAGRAPHS 1C OR 1D, YOU WILL BE REQUIRED TO
SUBMIT A NEW MEDICAL CERTIFICATION FORM FOR EACH LEAVE
YEAR FOR A MEDICAL CONDITION(S) THAT LAST LONGER THAN ONE
YEAR.
ADDITIONALLY, YOU ARE REQUIRED TO SUBMIT A
RECERTIFICATION OF AN ONGOING CONDITION EVERY SIX (6) MONTHS
IN CONNECTION WITH AN ABSENCE WHERE THE DURATION OF THE
CONDITION IS DESCRIBED AS “LIFETIME” OR “UNKNOWN”.

GG.

AT ITS DISCRETION, THE DISTRICT MAY REQUIRE A SECOND MEDICAL
OPINION AND PERIODIC RECERTIFICATION TO SUPPORT THE
CONTINUATION OF A LEAVE. IF THE FIRST AND SECOND OPINIONS
DIFFER, A THIRD OPINION CAN BE OBTAINED FROM A HEALTH CARE
PROVIDER JOINTLY APPROVED BY BOTH YOU AND THE DISTRICT
(UNLESS YOU ACCEPT THE SECOND OPINION AS DETERMINATIVE).

HH.D. THE GENETIC INFORMATION NONDISCRIMINATION ACT OF 2008 (GINA)
PROHIBITS EMPLOYERS FROM REQUESTING OR REQUIRING GENETIC
INFORMATION OF AN INDIVIDUAL OR FAMILY MEMBER OF THE
INDIVIDUAL, EXCEPT AS SPECIFICALLY ALLOWED BY THIS LAW. TO
COMPLY WITH THIS LAW, THE DISTRICT ASKS THAT EMPLOYEES NOT
PROVIDE ANY GENETIC INFORMATION WHEN RESPONDING TO A
REQUEST FOR MEDICAL CERTIFICATION REGARDING THEIR OWN
SERIOUS HEALTH CONDITIONS UNDER THIS FMLA POLICY. “GENETIC
INFORMATION” AS DEFINED BY GINA, INCLUDES AN INDIVIDUAL'S
FAMILY MEDICAL HISTORY, THE RESULTS OF AN INDIVIDUAL'S OR
FAMILY MEMBER'S GENETIC TESTS, THE FACT THAT AN INDIVIDUAL OR
AN INDIVIDUAL'S FAMILY MEMBER SOUGHT OR RECEIVED GENETIC
SERVICES, AND GENETIC INFORMATION OF A FETUS CARRIED BY AN
INDIVIDUAL OR AN INDIVIDUAL'S FAMILY MEMBER OR AN EMBRYO
LAWFULLY HELD BY AN INDIVIDUAL OR FAMILY MEMBER RECEIVING
ASSISTIVE REPRODUCTIVE SERVICES.
There is an exemption to GINA’s limitation on the disclosure of family medical history when an
employee requests a leave of absence under the FMLA due to a family member’s serious health condition.
In such situations, all information necessary to make the medical certification form complete and sufficient
under the FMLA should be provided.
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7.
Intermittent Leave. If certified as medically necessary for the serious health condition of
either you or your spouse, child or parent (Paragraphs 1c and 1d, above), or to care for a Covered
Servicemember if you are a spouse, child, parent or next of kin to the Covered Servicemember (Paragraph
4, above), leave may be taken on an intermittent or reduced leave schedule. Intermittent leave also may
be taken if you qualify for leave because of a qualifying exigency as described in Paragraph 1e, above,
subject to the submission of a certification prescribed by the Secretary of Labor. An employee taking
leave to care for a newly born or newly placed child may only take intermittent leave with the written
consent of his Supervisor and the Director of Human Resources, unless such leave is due to the serious
health condition of the mother or child. If leave is requested on an intermittent basis for planned medical
treatment for the employee, a family member or a covered Servicemember or for the birth of a child or for
placement of a child for adoption or foster care, however, the District may require that you transfer
temporarily to an alternative position which better accommodates recurring periods of absence or to a
part-time schedule, provided that the position offers equivalent pay and benefits.
8.
Light Duty Work Assignments. While voluntarily performing in a light duty capacity while
on FMLA leave, that time does not count against your twelve (12) week FMLA allotment. In effect, your
right to restoration is held in abeyance during the period of time that you are performing in a light duty
capacity (or until the end of the applicable twelve (12) month FMLA leave year if longer).
9.
Notification and Reporting Requirements. All requests for leaves of absence must be
submitted to your supervisor or the Director of Human Resources at least thirty (30) days in advance of
the start of the leave, except when the leave is due to an emergency or is otherwise not foreseeable. If the
leave is not foreseeable, you must provide notice as soon as “practicable,” which generally means either
the same day or the next business day that you learn of the need for leave, in the absence of any unusual
circumstances. A delay in submitting an FMLA leave request may result in a loss of FMLA protections
and/or a delay of the start of your leave. Your supervisor will forward the request to the Director of
Human Resources for approval.
You must respond to our questions relative to your leave request so that we can determine if the
leave qualifies for FMLA protection; failure to do so may result in loss or delay of FMLA protections. If
you are seeking leave due to an FMLA-qualifying reason for which the District has previously granted
you FMLA-protected leave, you must specifically reference the qualifying reason or need for FMLA leave
at the time of your request to be away from work. It is not sufficient to simply “call in sick” without
providing additional information which would reasonabley cause the District to believe your absence/time
away from work may qualify as an FMLA qualifying event. In all cases in which you are seeking leave
under this policy, you shall provide such notice to the District consistent with the District’s established
call-in procedures so long as no unusual circumstances prevent you from doing so. Failure to comply
with the call-in procedures may result in a delay or denial of FMLA protected leave.
You must make an effort to schedule a leave so as not to disrupt business operations. During the
leave, you may be required to report periodically on your status and your intention to return to work. Any
extension of time for your leave of absence must be requested in writing prior to your scheduled date of
return to work, together with written documentation to support the extension. Your failure to either return
to work on the scheduled date of return or to apply in writing for an extension prior to that date will be
considered to be a resignation of employment effective as of the last date of the approved leave.
Employees on leaves for their own serious health condition must provide fitness-for-duty releases from
their health care provider before they will be permitted to return to work. Your maximum time on an
FMLA leave of absence cannot exceed a total of twelve (12) weeks in a rolling twelve (12) month period,
unless you are a spouse, child, parent, or next of kin on leave to care for a Covered Servicemember, in
which case your leave can last for up to twenty-six (26) workweeks in a twelve (12) month period. If you
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need an extension of your leave beyond twelve (12) weeks due to a disability and/or handicap, we
encourage you to contact Human Resources to discuss available options including, but not limited to,
being placed on a non-FMLA medical leave in accordance with the terms and conditions associated with
such a leave.
An employee shall not be granted a leave of absence for the purpose of seeking or taking
employment elsewhere or operating a private business. Unauthorized work while on a leave of absence
will result in disciplinary action, up to and including discharge.
A leave of absence will not affect the continuity of your employment. Your original date of
employment remains the same for seniority purposes. However, you will not accrue any benefits during
the period you are on a leave.
10.
Employee Benefits During Family and Medical Leave of Absence. You will be permitted
to maintain health and dental insurance coverage for the duration of the leave under the same conditions
coverage would have been provided if you had remained actively at work. However, you must make
arrangements for the continuation of and payment of insurance premiums before you go on leave status.
If you do not return to work after the leave, or if you fail to pay your portion of the premiums, you will be
required, to reimburse the District for the costs and expenses associated with insuring you during the leave.
11.
Return from a Family and Medical Leave. If you return from your leave on or before being
absent for twelve (12) workweeks in a rolling twelve (12) month period or twenty-six (26) workweeks if
you took a leave under the Military Caregiver Leave provision, you will be restored to the same or to an
equivalent position to the one you held when the leave started. Of course, you have no greater right to
reinstatement or to other benefits and conditions of employment than if you had been continuously
employed during the FMLA leave period. In determining whether a position is “equivalent,” we would
look at whether the position had substantially similar terms and conditions of employment and whether
the position entails similar duties, skills, efforts, responsibilities, authority, privileges and status. The
alternative position should be at the same worksite or a nearby worksite with a similar work schedule.
However, the employee does not need to be reinstated in a position with the same job title or in the same
physical office or cubicle as the prior position.
If the leave was due to your own serious health condition, you will be required to submit a fitnessfor-duty certification from your health care provider in accordance with our normal policies and practices
applicable to other leaves of absence, certifying that you are able to resume work and perform the essential
functions of the job (either with or without a reasonable accommodation). A list of the essential job
functions will be made available to you for compliance with this requirement. If a reasonable job safety
concern exists, you also may be required to provide a fitness for duty certification up to once every thirty
(30) days before returning from an intermittent or reduced schedule FMLA leave related to your own
serious health condition. Generally, a returning employee will be permitted to return to work within two
(2) business days of the District’s receipt of a valid fitness for duty release.
If you fail to return to work at the expiration of your approved Family and Medical Leave, it will
be considered to be a resignation of your employment with us. Likewise, an employee on FMLA leave
who provides notice of their intent not to return to work upon expiration of a leave will lose their
entitlement to FMLA leave and related benefits.
12.
Key Employees. Certain highly compensated key employees may be denied reinstatement
when necessary to prevent “substantial and grievous economic injury” to the District’s operations. A
“key” employee is a salaried Employee who is among the highest paid ten percent (10%) of Employees
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at that location, or any location within a seventy-five (75)-mile radius. Employees will be notified of their
status as a key employee, when applicable, after they request a Family and Medical Leave.
13.
Coordination with Other Policies. You must substitute any accrued paid time off days, (if
you otherwise qualify) for unpaid leave under this policy, and any such paid time off must be taken
concurrently with your Family and Medical Leave. If you otherwise qualify for disability pay, you will
collect it at the same time you are on unpaid Family and Medical Leave.
Further, if you otherwise qualify for any other type of leave of absence, you must take that leave
at the same time as you are taking your Family and Medical Leave. All time missed from work that
qualifies for both Family and Medical Leave, and for workers’ compensation, will be counted toward your
Family and Medical Leave. To receive any type of paid time off benefit while on FMLA leave, you are
required to meet the District’s conditions for taking the paid leave (although the District may, in its
discretion, waive any procedural requirement for the paid leave in appropriate circumstances).
In administering this FMLA policy, the District complies with the Americans with Disabilities Act
(“ADA”) and any other relevant law, and the District may approve a reasonable request for an extension
of a leave of absence beyond the amount of leave provided by the FMLA or this Extended Leave of
Absence Policy as a reasonable accommodation for a disability under the ADA.
14.
Anti-Retaliation Provisions. Be assured that no retaliation will be taken or tolerated against
any employee who exercises his rights under our FMLA policy. If you feel that you have been the victim
of any discrimination or retaliation under this Policy, you are encouraged to contact Human Resources so
that the matter can be promptly investigated and remedied as appropriate. This Policy summarizes the
District’s policies and procedures under FMLA and is provided for informational purposes. The FMLA
statute and regulations contain more detailed rules about FMLA leave and definitions that will control to
the extent a particular issue is not addressed in this Policy.
Leave Entitlements
Eligible employees can take up to 12 weeks of unpaid, job-protected leave in a rolling 12-month
period for the following reasons:
•

The birth of a child or placement of a child for adoption or foster care;

•

To bond with a child (leave must be taken within one year of the child’s birth or placement);

•

To care for the employee’s spouse, child, or parent who has a qualifying serious health
condition;

•

For the employee’s own qualifying serious health condition that makes the employee unable
to perform the employee’s job; or

•

For qualifying exigencies related to the foreign deployment of a military member who is the
employee’s spouse, child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may
also take up to 26 weeks of FMLA leave in a single 12-month period to care for the servicemember with
a serious injury or illness.
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An employee does not need to use leave in one block. When it is medically necessary or otherwise
permitted, employees may take leave intermittently or on a reduced schedule. Employees must use
available accrued paid time off benefits concurrently while taking FMLA leave.
Benefits & Protections
While employees are on FMLA leave, the District will continue health insurance coverage as if
the employees were not on leave. Upon return from FMLA leave, most employees must be restored to the
same job or one nearly identical to it with equivalent pay, benefits, and other employment terms and
conditions.
Employees do not ordinarily accrue paid time of or other benefits while on unpaid FMLA leave.
The District will not interfere with an individual’s FMLA rights or retaliate against someone for
using or trying to use FMLA leave, opposing any practice made unlawful by the FMLA, or being involved
in any proceeding under or related to the FMLA.
Eligibility Requirements
An employee who works for the District must meet three criteria in order to be eligible for FMLA
leave. The employee must:
•

Have worked for the District for at least 12 months;

•

Have at least 1,250 hours of service in the 12 months before taking leave; and

•

Work at a location where the District has at least 50 employees within 75 miles of the
employee’s worksite.

Requesting FMLA Leave
Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not
possible to give 30-days’ notice, an employee must notify Human Resources as soon as possible.
Employees do not have to share a medical diagnosis, but must provide enough information to the
District so it can determine if the leave qualifies for FMLA protection. Sufficient information could
include informing an the District that the employee is or will be unable to perform his or her job functions,
that a family member cannot perform daily activities, or that hospitalization or continuing medical
treatment is necessary. Employees must inform the District if the need for leave is for a reason for which
FMLA leave was previously taken or certified.
The District ordinarily requires a medical certification or periodic recertification supporting the
need for leave. If the District determines that the certification is incomplete, it will provide a written notice
indicating what additional information is required.
District Responsibilities
Once the District becomes aware that an employee’s need for leave is for a reason that may qualify
under the FMLA, the District will notify the employee if he or she is eligible for FMLA leave and, if
eligible will also provide a notice of rights and responsibilities under the FMLA. If the employee is not
eligible, the District will provide a reason for ineligibility.
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The District will notify its employees if leave will be designated as FMLA leave, and if so, how
much leave will be designated as FMLA leave.

15.

Compliance with Other Laws

FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state
or local law or collective bargaining agreement which provides greater family or medical leave rights.
Depending on the circumstances, the Company may grant additional leave or other accommodations to
employees under the Americans with Disabilities Act or Illinois Human Rights Act on a case-by-case
basis.
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers from
requesting or requiring genetic information of an individual or family member of the individual, except as
specifically allowed by this law. To comply with this law, the District asks that employees not provide
any genetic information when responding to a request for medical certification regarding their own serious
health conditions under this FMLA Policy. “Genetic information” as defined by GINA, includes an
individual's family medical history, the results of an individual's or family member's genetic tests, the fact
that an individual or an individual's family member sought or received genetic services, and genetic
information of a fetus carried by an individual or an individual's family member or an embryo lawfully
held by an individual or family member receiving assistive reproductive services.
In administering this FMLA Policy, the District complies with the Americans with Disabilities Act
(“ADA”), Illinois Human Rights Act (“IHRA”) and any other relevant law. The District may approve a
reasonable request for an extension of a leave of absence beyond the amount of leave provided by the
FMLA, approve a leave of absence for an employee who does not qualify for FMLA leave, or otherwise
modify this Policy, as a reasonable accommodation for a disability under the ADA or the IHRA.
JJ.E. NON-FMLA MEDICAL LEAVES
Employees who become medically unable to work due to an illness or injury, and who do not
qualify for an FMLA Leave, may still qualify for an unpaid Non-FMLA Medical Leave.
To qualify for a Non-FMLA Medical Leave, you must submit certification from your health care
provider verifying your medical condition, the need for the leave, and the length of time you will be unable
to work. Also, as a condition of your Non-FMLA Medical Leave, the District has the right to verify your
medical condition on a periodic basis during the leave of absence.
Eligible employees may be granted a Non-FMLA Medical Leave for a period not to exceed sixty
(60) consecutive calendar days within any twenty-four (24) consecutive month period. This is unpaid
leave except an employee will be required to use any accrued benefit time during the leave, such as sick,
vacation, personal or comp time concurrently.
Return from A Non-FMLA Medical Leave - In granting a Non-FMLA Medical Leave, you should
understand that it is not possible to guarantee that a job will be available when you wish to return. At the
end of a Non-FMLA Medical Leave, you will only be reinstated if you submit a fitness-for-duty certificate
from your doctor reflecting that you are able to perform the essential functions of your position, with or
without a reasonable accommodation, and there is a job available for which you are qualified to perform
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at that time. This policy will be applied on a case-by-case basis to assess and consider individualized
circumstances.
Continuation of Insurance - While an employee is on Non-FMLA Medical Leave, an employee
will be eligible, in most cases; to continue his current group health insurance coverage for the duration of
the leave provided the employee pays his portion of the premium(s) to the Finance Department by the
dates provided in the approval letter. Failure to pay the insurance premium on time could result in
cancellation of coverage. If your insurance is cancelled either because you chose not to continue coverage
during the leave or because of non-payment of the premium, the availability of health insurance may be
restricted or limited under the federal law commonly known as HIPAA.
KK.F. EXTENDED LEAVE OF ABSENCE
Eligible employees may be granted a personal leave of absence for a period not to exceed sixty
(60) consecutive calendar days within any twenty-four (24) consecutive month period. This is unpaid
leave except an employee will be required to use accrued benefit time during the leave, such as sick,
vacation, personal days or comp time concurrently.
All requests for personal leaves should be made in writing and must be approved by the employee’s
supervisor(s), Director of Human Resources and Executive Director. Each request will be reviewed on a
case-by-case basis. The Executive Director retains the sole discretion to grant or deny personal leave
requests.
1.

The following considerations will be taken into account when determining whether
or not to grant the leave:
a.

purpose for which the leave is requested,

b.

length of time the employee plans to be away,

c.

the employee’s job performance and attendance and punctuality record,

d.

the effect the employee’s absence will have on the work in the department,

e.

the employee’s position and length of service,

f.

the expectation that the employee will return to work when the leave
expires, and

g.

any other factors deemed relevant by the District in its sole discretion.

2.

Personal leave of absence requests must be submitted to Human Resources at least
thirty (30) calendar days in advance of the date the employee would like the leave
to begin. If an employee requests an extension while on FMLA leave period, the
request must be made at least fourteen (14) calendar days prior to the end of the
original leave. The request must specify the reasons for the extended leave and the
length of time the employee intends to be away.

3.

While an employee is on an approved personal leave, the employee will be eligible,
in most cases; to continue his current group health insurance coverage for the
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duration of the leave provided the employee pays his portion of the premium(s) to
the Finance Department by the dates provided in the approval letter.
4.

Other benefits, if any, such as vacation and sick leave, shall not accrue during an
unpaid personal leave of absence. Employees on personal leave, however, will not
forfeit any benefits that accrued prior to the start of the leave.

5.

Any planned salary increase for an employee returning from an unpaid leave of
absence without pay will be deferred by the length of the leave, and the normal
evaluation date will be extended by the length of the leave.

6.

In the case of an employee’s own illness or injury, a physician’s statement
certifying the employee’s ability to perform the essential functions of his job is
required by the District before an employee may return to work.

7.

Although the District will attempt to reinstate the employee at the conclusion of the
personal leave to the same or similar position to the one vacated, conditions may
arise which necessitate the filling of the vacated position. Accordingly,
reinstatement after a personal leave of absence is not guaranteed by the District.

8.

Any employee, who fails to return to an available position on the first scheduled
working day after the leave of absence has expired, will be considered to have
resigned from the District. Employees may request extended unpaid leave as a
reasonable accommodation under ADA.

9.

If an employee wishes to resign during a personal leave, he must do so in writing
at least fourteen (14) days prior to the leave expiration date.

LL.G. SICK LEAVE DONATION PROGRAM
The Sick Leave Donation Program serves as a depository into which participating employees may
voluntarily donate accrued sick leave time for allocation to employees, or an employee’s immediate family
member, undergoing a medical crisis. The purpose of the program is to alleviate the hardship caused when
a serious health condition forces an employee to exhaust all paid time off and is not otherwise receiving
any related compensation benefits.
The program will be administered in accordance with the Americans with Disabilities Act and
Family and Medical Leave Act requirements.
The Sick Leave Donation Program will be activated on an as needed basis.
MM. SEVERE WEATHER LEAVE
Employees, except those who work in the Operations and Public Safety Departments, have the
option of using accrued leave to avoid driving in severely inclement weather. As with any time off,
employees are required to notify their supervisor of their intention thirty (30) minutes before their normal
start time.
On occasion, weather conditions will be so severe that the District will close the preserves to
protect employees and preserve patrons. When this happens, an automated notification will be sent to all
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employees via phone. Employees will still be expected to report to work, unless otherwise notified or
Severe Weather leave is requested. See also District Closing and Compensation.
OO.H. JURY DUTY
Full-time employees will receive full pay up to three (3) weeks to serve as a juror or a witness in
a court of law. Any per diem payment the employee receives from the court system must be forwarded to
the Finance Department. Employees may retain any mileage reimbursement received.
PP.

MILITARY DUTY

Any employee who is inducted into or joins the armed forces of the United States of America may
be considered as being on leave of absence, without pay, for a period coinciding with the duration of his
service. For ninety (90) days, after he is relieved of or discharged from service, he has the option of
requesting full reinstatement with the District without loss of seniority or other benefits, providing that
the employee leaves the military service with an honorable record and the individual is not physically or
mentally incapacitated so that he is incapable of performing the duties of the appropriate job position
(either with or without a reasonable accommodation).
An employee may elect to continue his health insurance coverage for up to twenty-four (24)
months while in the military.
SS.I. MILITARY LEAVE
Full-time employees will be granted leave from his or her public 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;

3.

Annual training; and

4.

Any other training or duty required by the United States Armed Forces.

While on leave, the employee’s seniority and other benefits shall continue to accrue.
During leaves for annual training, the employee shall continue to receive his regular compensation
as a public employee. During leaves for basic training, for up to sixty (60) days of special or advanced
training, and for any other training or duty required by the United States Armed Forces, if the employee’s
compensation for military activities is less than his compensation as a public employee, he shall receive
his regular compensation as a public employee minus the amount of his base pay for military activities.
Employees who have need for leave due to voluntary or involuntary service in the military should
contact the District’s Human Resources Department as soon as the employee receives military orders.
Concurrent Compensation
During periods for annual training, employees will continue to receive full compensation for up to
30 days per calendar year.
Employee Handbook

34

Forest Preserve District of Kane County
Packet Pg. 70

Differential Compensation
If an employee’s leave is for more than 30 days, an employee may be eligible for differential
compensation. Employees may be eligible for differential compensation during periods of leave for active
service employees will receive the difference between the employee’s average daily rate of military pay
and the average daily rate of pay the employee would have received had the employee remained working.
The District will calculate an employee’s average daily rate of military pay by taking the employee’s
monthly military rate of pay and dividing it by the number of days in the month. The District will calculate
the employee’s daily rate of pay from the District by determining the number of shifts the employee would
have worked per pay period had the employee not been on military leave and dividing the number of shifts
per pay period by what the employee would have normally been paid that pay period.
Typically, an employee will only be eligible for differential pay for a period of 60 work days in a
calendar year. Depending on the type of military service the employee is performing this period of
differential pay may be extended.
Performance Evaluations
During the period of military leave, the District will be credited with the average of performance
evaluations that the employee received for the 3 years immediately before the military leave. Additionally,
the employee will not receive a lower rating that the employee received for the period immediately prior
to the commencement of the military leave.
Maintenance of Health Benefits
District health plan benefits will continue, except that the District will pay the full premium and
administrative costs during time an employee is on active duty.
Reinstatement
Employees are required to inform the District regarding any changes to the employee’s military
orders. Upon the end of an employee’s military leave, the employee will be reinstated to the employee’s
prior position with no loss of seniority, if employee seeks reinstatement within any applicable deadlines
set by law.
TT.J. FAMILY MILITARY LEAVE
Designed to ensure that close family members of persons called to active military duty have an
opportunity to spend time with their spouses or children before deployment without the risk of losing their
jobs.
1.

Employees who have worked for the District for at least twelve (12) months and
for at least 1,250 hours of service during the twelve (12) month period immediately
preceding the commencement of the leave are entitled to take unpaid leave to visit
with a spouse or child who has been called to military service for a period lasting
longer than thirty (30) days.

2.

Any employee who exercises the right of family military leave, upon expiration of
the leave, shall be entitled to be restored by the employer to the position held by
the employee when the leave commenced or to a position with equivalent seniority
status, employee benefits, pay and other terms and conditions of employment. The
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employee will be responsible for any premium contribution and/or payment to other
employee-elected benefit programs. To the extent that an employee’s Family
Military Leave is paid, the employee’s portion of health insurance cost will be
deducted from the employee’s salary. For the portion of Family Military Leave that
is unpaid, the employee’s portion of health insurance premiums must be paid by
submitting a monthly check. Other benefits, if any, such as vacation or sick leave,
will continue to accrue only while an employee is on paid Family Military Leave.
There will be no accrual for unpaid time.
3.

The employee shall give at least fourteen (14) calendar days’ notice of the intended
date upon which the family military leave will commence if the leave will consist
of five (5) or more consecutive work days. For leave of less than five (5)
consecutive workdays the employee should provide as much advance notice as is
practicable.

4.

Where possible, the employee shall consult with the District to schedule the leave
so as to not unduly disrupt the District’s operations.

5.

The District may require certification from the proper military authority to verify
the employee’s eligibility for the family military leave requested.

6.

An employee shall not take unpaid leave, unless he or she has exhausted all accrued
vacation leave, personal days, banked holidays, compensatory time, and any other
leave that may be granted to the employee, except sick and disability leave.

7.

See also Family Military Leave Servicemember provisions which will run
concurrently with the policy applicable and the State laws.

UU.K. BEREAVEMENT LEAVE
In the event of the death in an employee’s immediate family, regular full-time employees will be
allowed bereavement leave upon approval by the employee's immediate supervisor. Immediate family
members are defined as including the employee’s current spouse, civil union partner or significant other,
natural child, adopted child, stepchild, brother, sister, parent, grandparent, grandchild, parent-in-law,
sister-in-law, brother-in-law, daughter-in-law, son-in-law. Employees must notify their immediate
supervisor of the death, the employee’s relationship to the deceased and the expected time of absence.
Employees will be compensated for up to three (3) days unless the funeral is held more than two
hundred fifty (250) miles from the employee’s home or the employee must travel an equal distance to
make transport arrangements. In such cases, the employee will be compensated for up to five (5) days
rather than three (3) days from the time of death. Any additional leave will be charged against the
employee's accumulated sick time if the time off has been approved by the employee’s supervisor.
Otherwise, the leave will be unpaid and the employee may be subject to disciplinary action for those
covered days. Part-time and seasonal employees are not eligible for compensation, but will be granted
bereavement leave.
In addition to the three (3) paid days of bereavement leave, all employees eligible for leave under
the federal Family and Medical Leave Act (FMLA) will be eligible for up to seven (7) days of unpaid
bereavement leave that must be taken within sixty (60) days of receiving notification of the child’s death
in order to:
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1.

Attend the funeral or alternative to a funeral of a child,

2.

Make arrangements necessitated by the death of the child, and/or

3.

Grieve the death of a child.

A “child” is defined as an employee’s son or daughter who is a biological, adopted or foster child,
stepchild, a legal ward or a child of a person standing loco parentis. Employees may be entitled to up to
6 weeks of unpaid bereavement time in the event of the death of more than one child during a twelvemonth period.
Eligible employees may elect to substitute accrued paid time off for unpaid leave, but will not be
required to do so.
Bereavement hours and days do count as hours worked for overtime purposes.
VV.L. SCHOOL VISITATION LEAVE
Regular full-time and regular/part-time employees, who have worked at least twenty (20) hours
per week for six (6) consecutive months are eligible to take unpaid time off to attend school conferences
or classroom activities related to the employee’s child if the conference or classroom activity cannot be
scheduled during non-work hours. School Visitation Leave may be up to eight (8) hours of unpaid school
visitation time during any school year and may be taken on any day in increments of no more than four
(4) hours. Employees will be required to first exhaust all earned, unused vacation, personal days and
compensatory time before taking unpaid time off. Whenever possible, an employee must give seven (7)
days written notice, (twenty-four (24) hours in an emergency) to their immediate supervisor prior to the
scheduled school visit. The District will make every effort to allow the employee to make up the hours of
leave, if it is possible without causing a burden on other employees. The employee must obtain from the
school administrator documentation of the school visitation. The employee shall submit the verification
statement from the school to the District within two (2) working days of the school visitation.
WW.M.

BLOOD DONATION LEAVE

The District recognizes the importance of blood donation in our community. To encourage our
employees to contribute to our community’s blood banks, full-time employees with at least six (6)
consecutive months of service may take one (1) hour of leave with pay every 56 days to participate in
blood donation. Employees must give a 15-day advance notice to their immediate supervisor if they wish
to take leave for this purpose. A written certification from the blood bank or hospital will be required to
verify the date of the blood donation.
XX.N. VICTIMS’ ECONOMIC SAFETY AND SECURITY ACT (VESSA)
Any employee who has been subjected to domestic or, sexual or gender violence shall be
approved for leave during work hours for any of the following:
•

To seek medical attention for, or recover from, physical or psychological injuries caused
by domestic or sexualdomestic, sexual, or gender violence to yourself or to a member of
your family or household; or

•

To obtain services from victim service organizations for yourself or a member of your
family or household; or
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•

To obtain psychological or other counseling for yourself or a member of your family or
household; or

•

To participate in safety planning, to temporarily or permanently relocate, or to take other
actions to increase your safety or the safety of a member of your family or household from
future domestic or sexualdomestic, sexual, or gender violence; or

•

To seek legal assistance or remedies to ensure your health and safety or that of a member
of your family or household; this may include preparations for or participation in any civil
or criminal legal proceeding related to or derived from domestic or sexualdomestic, sexual,
or gender violence.
1.

2.

3.

Employee Handbook

Leave may be taken in any combination of the following time spans:
a.

In twelve (12) or fewer consecutive weeks; or

b.

Intermittently in separate blocks of time as necessary; or

c.

As a reduction in the usual number of hours per workweek or hours per
workday.

Eligibility. Employees are eligible to take up to twelve (12) weeks of unpaid leave
within any twelve (12) month period and be restored to the same or an equivalent
position upon return from leave provided that the employee:
a.

Is a victim of domestic or sexualdomestic, sexual, or gender violence; or

b.

Has a family member or household member who is a victim of domestic or
sexualdomestic, sexual, or gender violence whose interests are not adverse
to the employee as it relates to the domestic or sexualdomestic, sexual, or
gender; and

c.

Complies with the notice and certification requirements of this policy.

Notification and Verification. Qualifying employees must notify Human
Resources with forty-eight (48) hours’ advance notice of the employee’s intention
to take the leave, unless providing such notice is not practicable. If an employee
cannot provide advance notice, the employee must submit the request as soon as
feasible under the circumstances. Verification will consist of one of the following:
a.

A sworn statement by the employee; and

b.

Documentation from an agent of victim services, an attorney, or other
professional from whom the employee or their family/household member
has sought assistance in addressing domestic or sexualdomestic, sexual, or
gender violence and the effects of the violence; or

c.

A police or court record; or

d.

Other corroborating evidence. The supporting documentation may be
submitted as it becomes available. Certification must be provided within a
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reasonable time (generally no later than fifteen (15) days) following the
request by the Director of Human Resources or an employee’s supervisor.
4.

Substitution of Paid Leave. Employees will be required tomay substitute sick
leave, personal days, compensatory time and/or vacation time prior to taking unpaid
leave.

4.5.

Coordination with FMLA. This leave is not intended to confer a right to leave
beyond the twelve (12) weeks under the Family Medical Leave Act, but run
concurrently with it.

5.6.

Medical and Other Benefits. Employees who take leave under this policy are
entitled to be restored to the same or equivalent position upon their return, however,
seniority and other benefits will not continue to accrue during any unpaid leave.
Employees are also entitled to continued health insurance on the same terms and
conditions as if the employee remained continuously employed. If an employee
fails to return from leave, the District shall recover any and all premium
contributions provided by the District during the leave period.
a.

Employees must pay their portion of the health insurance premium that they
normally pay each pay period, as if they were working.

b.

Payment must be made with a personal check and by the first of each month
for coverage during each subsequent month.

c.

If any period of leave is substituted paid leave, the employee’s share of
premiums will be paid by the method normally used during that period
which is paid leave (generally, as a payroll deduction).

6.7.

Reporting While on Leave. Employees who are taking leave in consecutive weeks
must contact Human Resources during each month regarding leave status and the
employee’s intention to return to work.

8.

Accommodations. In response to an actual or perceived threat of domestic
violence, sexual violence, or gender violence, an employee may qualify for a
reasonable accommodation, which includes adjustment to a job structure,
workplace facility, modified schedule, leave, a changed telephone number or
seating assignment, installation of a lock, or implementation of a safety procedure,
assistance in documenting domestic, sexual, or gender violence that occurs at the
workplace or in a work-related setting, unless the accommodation show an undue
hardship for the District.

7.9.

Confidentiality. All information provided, including the employee’s sworn
statement or other documentation, record or corroborating evidence and the fact
that the employee has requested or obtained a leave of absence, shall be retained in
the strictest confidence, except to the extent that disclosure is requested or
consented to in writing by you or otherwise required by applicable federal or state
law.
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During any leave without pay, an employee may continue to be covered under the District’s health
insurance plan, provided the employee remits an amount equal to the required premium for such coverage
to the Chief Financial Officer.
Pension contributions by the employee and the District will be suspended while the employee is
on leave-without-pay status.
The District will reinstate the employee in the same position that he held prior to the start of leave
without pay, or an alternate position with comparable pay and benefits and status, as if the employee did
not take leave.
It is the employee’s responsibility to notify his supervisor to request a leave of absence. An
employee’s leave of absence will not affect his status and such time will be considered as continued service
for purposes of determining vacation eligibility, holiday allowance and years of service. All leaves will
be evaluated periodically.
IV.

COMPENSATION AND WORKDAY
A.

EMPLOYMENT PROCEDURES
1.

B.

Procedures. The procedure to be followed in the employment of any individual
may include the following:
a.

Employees must be eighteen (18) years of age to operate any District
vehicle and/or machinery.

b.

Employees, who operate a vehicle for District business, must possess a
current and valid driver’s license and be insurable by the District’s
insurance to operate any District vehicle and/or machinery.

PAY PERIOD; WORKING HOURS; OVERTIME
1.

Pay Days. Payment of salary or wages is made by check or automatic deposit biweekly to cover the work performed for the previous period. Paychecks are
distributed by the Chief Financial Officer at the District Headquarters.
Questions concerning a paycheck should be taken up directly with the employee’s
supervisor, or with the Accounting Manager. Necessary adjustments will be
reflected in the next paycheck.

2.

Regular Hours. Normal regular working hours will be assigned by the supervisor
and may include evenings, weekends and holidays. All regular full-time employees
work a forty (40) hour workweek (12:00 a.m. Sunday to 11:59 p.m. Saturday).
Managerial and supervisory level employees will not necessarily have a fixed
schedule of hours, but shall work the hours necessary to accomplish the mission
and goals of the District.

3.

Employee Handbook

Overtime Hours. Overtime is defined as compensation for all hours worked over
forty (40) hours per workweek. Vacation, Personal Days, Sick leave, compensatory
time or workers’ compensation is not considered recordable as hours worked for
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overtime or compensatory time (“comp time”) purposes. Paid holidays hours are
considered. Overtime work shall be avoided as much as possible, but may be
authorized by the Department Head or his representative, to handle emergency
situations or in the interest of efficient operations.
a.

Non-exempt employees are paid for time worked in excess of forty (40)
hours in a workweek. Remuneration shall be one and one half (1 1/2) times
the regular straight time rate.

b.

Employees must receive their supervisor’s advance approval to work
overtime - unless it’s an emergency situation and the supervisor cannot be
reached. In the event an employee works overtime in a non-emergency
situation without supervisory approval, the employee must be paid for time
worked. However, the supervisor could impose disciplinary measures for
not following protocol.

c.

It is the Department Head’s discretion as to whether the employee shall
receive comp time or paid overtime for time worked over forty (40) hours
in a workweek. The following District events have been pre-approved for
overtime pay, rather than comp time:
(1)

(2)

Special Events and Activities:
(a)

Relay for Life

(b)

Earth Day

(c)

National Public Lands Day

(d)

Prescribed Burns (evening/weekend)

(e)

Snow plowing (over forty (40) hour workweek or
prescheduled nighttime shift, as budget allows)

(f)

Wood chip pick up day

Special Use Requests:
(a)

Cross Country events

(b)

Marathons/Runs/Races

(c)

Productions – Movies, Videos, etc.

Overtime Vacation hours and days do count as hours worked for overtime purposes.
4.

Compensatory Time (Comp Time). Comp time is defined as time off granted to
non-exempt employees as compensation for hours worked in lieu of overtime pay.
An employee must be told in advance of working overtime hours that the employee
will receive cComp time in lieu of overtime pay. Sick leave, compensatory time,
workers’ compensation or death in family leave is not considered recordable as
hours worked for overtime or comp time purposes.
Comp time accrues at a rate of not less than one and one-half hours for each
overtime hour worked per workweek. An employee may not accrue more than sixty
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(60) hours of comp time without formal approval from the Executive Director. If
unforeseen circumstances occur and the employee must accrue more than sixty (60)
hours, any additional time will be paid at one and one-half (1 1/2) times the regular
straight time rate.
a.

Comp time shall be taken as time off by mutual agreement between
employee and supervisor.

b.

Non-exempt employees are credited with comp time for time worked in
excess of forty (40) hours in a workweek (Sunday – Saturday).

c.

Employees must receive their supervisor’s approval to work more than forty
(40) hours in a workweek - unless it is an emergency situation and the
supervisor cannot be reached. In the event an employee works overtime in
a non-emergency situation without supervisory approval, the employee
must be credited for time worked. However, the supervisor could impose
disciplinary measures for not following protocol..

Comp time hours and days do not count as hours worked for overtime purposes.
5.

6.

Provisions for Exempt Personnel. The following rules of employment will be
observed by employees in this category:
a.

Exempt employees do not earn compensatory time or overtime.

b.

Exempt employees are expected to work the necessary hours to complete
their duties, even if it requires more than forty (40) hours in the workweek.

c.

Exempt employees do not have a fixed schedule of hours, but shall work
those hours necessary to accomplish the mission and goals of the District.
Employees in this classification are expected to work no less than forty (40)
hours per week.

Lunch and Rest Periods. The District allows employees a half hour (1/2) unpaid
meal period no later than 5 hours after the start of the work period and generally
thirty (30) minutes of paid breaks. . The timing and whether or not an employee
receives the breaks are at the discretion of the employee’s supervisor. However,
lunch breaks are mandatory and should be taken away from the designated work
area in order to avoid disruption.
Managerial and supervisory personnel are authorized to establish and arrange lunch
periods and reasonable rest periods (breaks) during each workday that are most
consistent with departmental operation. The granting of paid rest periods is entirely
at the discretion of the Department Head or his designee.

7.
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Salaried Exempt Employees. It is our policy to comply with the salary basis
requirements of the law. Deductions from pay are permissible when a salaried
exempt employee is absent from work for one or more full days for personal reasons
other than sickness or disability; for absences of one or more full days due to
sickness or disability if the deduction is made in accordance with a bona fide plan,
policy or practice of providing compensation for salary lost due to illness; to offset
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amounts employees receive as jury or witness fees, or for military pay; or for
penalties imposed in good faith for infractions of safety rules of major significance,
or for unpaid disciplinary suspensions of one or more full days imposed in good
faith for workplace conduct rule infractions. Also, an employer is not required to
pay the full salary in the initial or terminal week of employment, or for weeks in
which an exempt employee takes unpaid leave under the District’s leave of absence
policy. In these circumstances, either partial day or full day deductions may be
made.
If you believe that an improper deduction has been made to your salary, you should
immediately report this information to Payroll/Finance.
Reports of improper deductions will be promptly investigated. If it is determined
that an improper deduction has occurred, you will be promptly reimbursed for any
improper deduction made.
8.

C.

Compensation and District Closures. On occasions when management
determines weather conditions are too extreme and shuts down the District, the
following compensation conditions apply and should be utilized when completing
time sheets.
a.

Full-time, Required to Work (ex. Police):
Exempt: Present; Enter hours worked; Comments Section: Mandatory
Work Day
Nonexempt: Enter hours worked; Comments Section: Mandatory Work
Day (Note: 8 hrs will be deposited the employees Vacation 1.0 account)

b.

Full-time, Scheduled to Work but Did Not Work:
Exempt: Absent; Comments Section: Severe Weather Closing
Nonexempt: 8 hours; Absent; Comments Section: Severe Weather Closing

c.

Full-time, Scheduled Vacation/Time Off:
Exempt: Absent; Use approved paid time off code (ex. Vacation)
Nonexempt: Absent Hours – 8; Absence Code: Enter paid time off code

d.

Part-time, Required to Work:
Enter scheduled hours; Comments Section: Mandatory Work Day

e.

Part-time, Scheduled to Work but Did Not work:
Absent; Enter scheduled hours; Comments Section: Severe Weather
Closing

f.

Part-time, Not Scheduled to Work:
Leave the day blank

COMPENSATION PLAN

The Commission shall, from time to time, establish wage and salary plans, which shall be applied
to each classification of employees.
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The compensation plan is prepared to cover all employees of the District. In determining the pay
rates, consideration is given to the District’s financial condition, including statutory budgetary policies,
current cost of living, prevailing rates of pay for similar work in other public agencies, working conditions,
fringe benefits and other relevant factors.
Human Resources will review the salary structure generally on an annual basis. The Commission
may change, by resolution, the compensation for any employee regardless of classification depending on
labor market conditions, cost-of-living factors, budgetary constraints, lack of work, technological
improvements or for other reasons deemed sufficient by the Commission. Nothing herein shall prevent
the Commission, the President or Executive Director from prospectively freezing or lowering the
compensation of an unsatisfactory worker or dismissing him.
The compensation plan adopted may be amended whenever necessary by the Executive
Committee. Amendments and revisions to the Plan shall be submitted to the Executive Committee by the
President, Executive Director and/or the Director of Human Resources.
1.

2.

Employee Handbook

The objectives of the District’s compensation program are:
a.

To develop and maintain salary structures that will enable the District to
attract and retain qualified personnel,

b.

To use salaries as incentives to encourage improved position performance
and to motivate employees to develop their potential abilities,

c.

To have a flexible compensation program, which will reflect changing
economic and competitive conditions,

d.

To maintain salary relationships among positions that are internally
consistent in recognizing important relative differences in position
responsibilities and requirements, and

e.

To follow the principles of Equal Employment Opportunity (EEO), basing
decisions about pay solely on qualifications, position responsibilities and
individual performance without regard to non-position related attributes
such as race, color, religion, sex, sexual orientation, gender, gender identity
or expression, age, national origin, citizenship, ancestry, religion, genetic
information, marital status, civil union status, disability, pregnancy,
childbirth or a medical condition related to pregnancy or childbirth, veterans
status, or any other basis protected by law.

Salary Adjustments.
a.

Salary adjustment recommendations will be made within the limitations
imposed by the District’s capacity to grant adjustments as determined by
the Commission-approved budget and the level of individual employee
performance.

b.

Within the foregoing constraints, salary increase guidelines will be
established for determining the amount of individual salary increases.
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D.

c.

An employee’s annual salary adjustment is dependent upon his performance
throughout the year. Performance ratings fall within five (5) categories:
Unacceptable, Performance Improvement Plan Needed, Meets
Expectations, Exceeds Expectations and Far Exceeds Expectations. Merit
percentages, if any, are based on those categories.

d.

A performance evaluation will be completed for new employees or newly
promoted employees at the conclusion of their training/orientation period.
Employees rated at Meets Expectations or higher may be eligible for an
increase.

d.e.

Meeting, exceeding or far exceeding expectations in a performance
evaluation does not guarantee an increase or change in compensation.

3.

Managerial and Supervisory Personnel. All positions in these classifications
have an exempt level status and shall be compensated based on an annualized
salary. Evaluation as to the level of salary shall be generally conducted on an annual
basis upon the recommendation of the Executive Director or appropriate
Department Head as to an increase or decrease in the level of salary. Such
recommendation shall be based on the quality of performance and duties required
in accordance with the established compensation plan as approved by the Executive
Committee, but a compensation increase is not guaranteed..

4.

Regular Personnel. The rate of pay for regular personnel will be in accordance
with the compensation plan designated for the position held.

PERFORMANCE EVALUATION SYSTEM
1.

Purpose. The purpose of the Performance Evaluation System is to evaluate
employee performance in the accomplishment of their assigned duties and
responsibilities. In evaluating employee performance, it is necessary to consider
factors, which have a direct relationship to the accomplishment of work
assignments. The factors used in evaluating performance are intended to be as
objective as possible and appropriate for the position. The evaluation system is a
coaching tool for management to share its overall assessment of the employee’s
work. The assessment explains where the supervisor believes the employee
exceeds, meets or fails to accomplish performance expectations and provides a
performance improvement plan, when necessary. Performance evaluations also
may be used to determine promotions and pay increases. The Performance
Evaluation System does not change the employment at-will status of an employee.
The Director of Human Resources, with the consent of the Executive Director, will
establish a system of merit rating utilizing this policy which is designed to meet the
requirements and working conditions of each department.

2.

Employee Handbook

Evaluation Authority and Review. All performance reviews for personnel will
be made using the appropriate evaluation form. Each employee shall receive a copy
of the completed evaluation. The evaluation will be reviewed together by the
supervisor and employee. The employee must sign the completed evaluation as
evidence of the review. The evaluating authority will be the appropriate supervisory
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employee. The reviewing authority will be the appropriate Department Head. The
Director of Human Resources has the responsibility of investigating rating accuracy
and consistency within the organization. In no case shall the reviewing and
evaluating be performed by the same supervisor.
3.

Evaluation Disagreement or Rebuttal. When a disagreement occurs with the
evaluator and reviewer or if the employee disagrees with the evaluation, the
Department Head shall investigate the disagreement. If an employee disagrees with
an evaluation, he must attach a written rebuttal. The rebuttal will be reviewed by
the Department Head and Human Resources and, if necessary, by the Executive
Director. The Executive Director’s decision on the evaluation is final and is not
subject to the grievance procedure. The Department Head or Executive Director
will provide a written response to any evaluation disagreement which will be placed
in the employee’s personnel file along with his evaluation and rebuttal.

4.

Performance Improvement Program. Any employee, who falls below the Meets
Expectations rating or has a severe drop in his rating from one (1) year to the next,
will enter into the District’s performance improvement program. The program’s
goal is to improve the employee’s performance to a solid Meets Expectations rating
or to a level commiserate with his experience. At the conclusion of the annual
evaluation, the employee’s supervisor will outline his expectations and schedule a
follow-up review meeting within three (3) months. Quarterly meetings will
continue until the employee attains a satisfactory performance level. If, however,
the employee does not make an immediate and sustained improvement, a more
detailed analysis of the employee’s situation will be conducted by the Department
Head, Human Resources and/or the Executive Director.

5.

Evaluation Periods. Performance reviews will generally be conducted annually
for every employee. The Executive Director or Department Head may require
evaluations to occur on a semi-annual basis or at any other time for reasons which
are deemed necessary to assist the employee and the employer to ensure effective
performance of required duties.
When an employee’s status changes for any reason, a performance review may be
conducted, if more than six (6) months have elapsed since the employee’s last
review. Performance reviews for Classification I and II part-time employees will
be conducted on the same basis as full-time. Summer seasonal employees’
performance evaluations will be conducted at the end of each season.

6.

E.

Salary Adjustments. Salary adjustment recommendations will be made within the
limitations imposed by the District’s capacity to grant adjustments as determined
by the Commission-approved budget as well as the employee’s level of
performance.

NEW HIRE REPORTING
The District shall comply with the New Hire Reporting Law to report persons hired or
rehired within 20 days of their first day of employment. This includes full-time, part-time,
temporary and rehires. The required information is reported through a secure website to
the Illinois Department of Employment Security.
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E.F.

TRAINING / ORIENTATION; PROMOTION; TRANSFER
1.

Training/Orientation Period. All persons in District service will be required to
work not less than six (6) months in each position to which appointed, hired,
promoted or transferred, in order to be considered to have completed the
training/orientation period.
The first six (6) month period of employment or attainment of newly promoted
position is designed to provide training and orientation to familiarize the employee
with job duties and expectations. It also provides an opportunity for both employee
and management to determine if the District is the right place for the employee to
work. Either the employee or management may decide that the fit is not right and
end the employment relationship at that time If, however, employment continues
past the training/orientation period, it remains “at-will,” meaning either the
employee or the District may terminate the relationship at any time for any reason,
with or without cause or prior notice and without appeal.
The appropriate supervisory employee shall conduct a written evaluation of the
employee’s work performance, including attendance, and submit it to the
appropriate Department Head for review. The evaluation will review the
employee’s progress, qualifications, capacity to grow and other relevant factors,
and recommend regular status, dismissal or other action. Employees rated at Meets
Expectations or higher may be eligible for a merit increase at the end of their initial
training/orientation period. At any time, employment can be terminated by the
employee or the District without reason, without cause or prior notice and without
appeal.

2.

Promotions. As vacancies occur in positions, notice of such vacancies shall be
posted at all District facilities.
It is the intention of the District, not the obligation, when and where appropriate
and in the best interest of the District, to promote current employees to positions of
greater responsibility. In regard to promotions, the following factors may be
considered: past performance evaluations, recommendations of supervisors, and
knowledge and ability to perform essential job functions as they may relate to a
higher position and seniority. In the event such a selection results in the promotion
of a current employee, a promotional salary increase may be granted in accordance
with the District’s Salary Administration Policy Guidelines.
Promoted employees will be required to complete a training/orientation period in
the new position at an acceptable performance level. The District does not have an
obligation to ensure continued employment, or return the employee to his previous
position or any other position if the employee does not successfully complete the
training/orientation period.
If the Executive Director or Department Head determines the employee is not
satisfactory in the new position during the training/orientation period, or if the
employee requests to return to the previous position, the District may reassign the
employee to the previous position if it is vacant. However, the District has no
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obligation to reassign such employee or ensure continued employment if no
appropriate position exists.
3.

Transfers. Transfer of employees between departments or divisions on either a
permanent or temporary basis may be made upon the recommendation of
supervisory personnel as well as the needs of the District; however, only the
Executive Director may approve a transfer. All such transfers will be based on
present qualifications to perform essential job functions (with or without a
reasonable accommodation), required certifications, job performance, years of
service and operational needs of the District.
An employee’s refusal to transfer to a District office or site throughout the District’s
jurisdiction may result in dismissal.

F.G.

JOB CLASSIFICATION

All employees of the District will be classified in one of the below general classifications. Any
changes or amendments of the official wage and salary plan, the rates, grades or ranges of pay for these
positions require Executive Committee approval.
1.

Executive Personnel. The Executive Director shall be directly responsible to the
President. The Executive Director shall be hired by the President with the consent
of the Commission.

2.

Managerial Personnel. The Department Heads shall be directly responsible to the
Executive Director. Department Heads shall be hired by the Executive Director
with the advice and consent of the President, or his designee, or a President
appointed interview panel of Commissioners (if deemed necessary by the
President).

3.

Supervisory Personnel. Supervisory personnel shall include those positions as the
Executive Director or the Department Heads deem necessary and as approved by
the Commission. Supervisory personnel shall be hired by the Department Heads,
subject to the Executive Director’s approval, and shall be responsible to the
Department Heads.

4.

Regular Full-Time Personnel. The classification of regular full-time personnel
shall include those employees who have been employed by the District for a period
of at least six (6) months and whose duties and responsibilities are regularly
scheduled to be full time in nature. These employees will be hired by the
Department Heads or their representatives and shall be responsible to supervisory
or managerial personnel.

5.

Confidential Personnel. Confidential personnel shall include all employees
whose job involves confidential and/or sensitive information and any who assists,
as part of his duties, a managerial employee with respect to the formation and
effectuation of District policies including labor relations. These persons include,
but are not limited to, the Executive or Administrative Assistants to the President,
Executive Director and Department Heads. The Attorney(s) for the District shall be
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a confidential advisor of the Commission and shall represent the District in all legal
matters to the extent authorized by the Commission.

V.

6.

Training/Orientation Personnel. All personnel, other than Classification III parttime employees, are subject to a six (6) month training/orientation period.
Employees in the training/orientation classification shall remain in this
classification for a period generally not less than six (6) months. The Department
Head has the discretion to approve an extended training/orientation period of up to
three (3) months or longer, if necessary, for performance issues or other business
reasons. If, however, employment continues past the training/orientation period, his
employment remains “at-will,” meaning either the employee or the District may
terminate the relationship at any time for any reason.

7.

Part-Time Personnel. To be eligible for health care benefits, part-time employees
must complete 1,092 hours or more per year.
a.

Classification I - Regular Part-time Personnel with Benefits: Regular
part-time employees who work six hundred (600)1,000 hours or more per
year, annually (ex. PT Wildlife Technician). Employees in this category
must participate in the Illinois Municipal Retirement Fund (IMRF) and can
accrue vacation, holiday, sick and personal leave on a prorated basis after
each anniversary date.

b.

Classification II - Part-time Personnel without Benefits: Part-time
employees who work less than six hundred (600)1,000 hours per year, year
round (ex. PT Police). This classification of employees is not entitled to any
benefits other than their wages.

c.

Classification III - Seasonal/Intern Personnel.
Seasonal/Intern
employees who work less than six hundred (600)1,000 hours per year,
generally during the summer. This classification of employees is not
entitled to any benefits other than their wages.

WORKPLACE POLICIES
A.

GENERAL RULES AND REGULATIONS
1.

Outside Employment. Outside employment for regular full-time employees is
neither encouraged nor desired. In those instances, where employees feel that it is
necessary to engage in outside employment, approval to engage in such
employment must be requested (in writing) from the Executive Director before
accepting the outside employment. Approval may be granted so long as such
outside employment does not conflict with the District’s needs and policies.

2.

Anti-Nepotism. Members of an employee’s immediate family will be considered
for employment on the basis of their qualifications. Immediate family may not be
hired, however, if employment would:
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a.

Create a supervisor/subordinate relationship with a family member;

b.

Have the potential for creating an adverse impact on work performance; or
49

Forest Preserve District of Kane County
Packet Pg. 85

c.

Create either an actual conflict of interest or the appearance of a conflict of
interest.

This policy must also be considered when assigning, transferring or promoting an
employee. For the purpose of this policy, immediate family includes: spouse,
parents, children (including step or adopted), siblings, father, mother, sister-or
brother in-law, aunts, uncles, nieces, nephews, grandparents, grandchildren and
other members of household. This policy also applies to romantic relationships.
3.

Romantic or Sexual Relationships. Supervisors and employees under their
supervision are prohibited from forming romantic or sexual relationships. Such
relationships can create the impression of impropriety in terms and conditions of
employment and can interfere with productivity and the overall work environment.
If unsure of the appropriateness of an interaction with another employee of the
District, contact Human Resources for guidance. Employees should be aware of,
and are expected to comply with, the District’s policy against sexual and other
forms of illegal harassment in the workplace.
Appropriate action, which may include a transfer or reassignment, leave of absence,
suspension or termination, will be taken against those who violate this policy. If
accommodations of this nature are not feasible, the District will decide, in its sole
discretion, who will remain employed.

4.
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Conflict of Interest. Employees will not:
a.

Engage in any business or transaction or have a financial interest or other
personal interest, direct or indirect, which is incompatible with the proper
discharge of their official duties or which would tend to impair
independence of judgment or action in the performance of official duties;

b.

Engage in or accept private employment or render services for private
interests when such employment or service is incompatible with the proper
discharge of official duties or would tend to impair independence of
judgment or action in the performance of official duties; provided that any
employee engaged in any other employment than his District position must
notify his supervisor in writing before accepting such employment, and
receive the written approval of the Executive Director and President;

c.

Disclose confidential information concerning the property, agency or affairs
of the District without proper authorization or use such information to
advance their financial or other private interests or that of othersof the
District, which is defined to include any information (including but not
limited to any documents or electronically stored information) disclosed to,
coming into an employee’s possession or known by an employee as a
consequence of or through the employee’s employment with the District,
which is not generally known outside the District, that (1) is exempt from
disclosure under the Illinois Freedom of Information Act, 5 ILCS 140/1 et
seq., or the Illinois Open Meetings Act, 5 ILCS 120/1 et seq.; or (2)
constitutes personally identifiable information (such as social security
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numbers, credit card numbers, bank account numbers, driver’s license
numbers, etc.) or is confidential medical information of employees or
patrons of the District;

5.

d.

Accept any gift, whether in the form of service, loan, thing or promise, from
any person, firm or corporation which to their knowledge is interested,
directly or indirectly, in any manner whatsoever in business dealings with
the District by which they are employed;

e.

Represent private interests in any actions or proceedings against the
District;

f.

Participate in the negotiation or the making of any contract with any
business or entity in which they have a financial interest;

g.

Engage in outside employment using District materials, equipment, time or
staff; or

h.

Employ a family member if it would lead to, or cause the appearance of, a
conflict of interest.

Political Activity. For all purposes in this Handbook, Commissioners of the
District elected to the Kane County Board shall not be considered “employees” of
the District, notwithstanding any compensation received, retirement benefits paid
or retirement contributions made, per diem payments received or other
remuneration or benefits received or made by such Commissioners while holding
such elected office and serving as a Commissioner of the District.
a.

Employee Handbook

A District employee may not:
(1)

use his official authority or influence for the purpose of interfering
with or affecting the result of an election or a nomination for office;

(2)

directly or indirectly coerce, attempt to coerce, command, or advise
a state or local officer or employee to pay, lend, or contribute
anything of value to a party, committee, organization, agency, or
person for political purposes; or

(3)

be an elected official for the County of Kane or Forest Preserve
District of Kane County.

b.

An employee retains the right to vote as he chooses and to express his
opinions on political subjects and candidates.

c.

Employees are prohibited from engaging in political activity:
(1)

while on duty, whether on behalf of one’s own official
responsibilities or another elected official’s;

(2)

while wearing a District uniform or official insignia; and
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(3)

while in a District vehicle.

If there is any question whether a particular political activity is prohibited, the
matter should be referred to the District’s general counsel. Violations of this policy
may be cause for dismissal.
6.

7.

Use of District Telephones. Employees are permitted to use District telephones
for personal reasons in cases of absolute necessity only. This is a privilege and not
a right and may be withheld by supervisory personnel if abused through excessive
use or if telephoning causes interference with work duties.
a.

Long distance phone calls are reserved for District-related business only.
Employees should discourage friends or family from calling or texting them
at work. Employees will observe the rules of telephone courtesy in
answering or placing calls.

b.

Employees are specifically prohibited from accessing electronic mail or the
Internet, talking on the telephone, text messaging, or instant messaging
while driving. This includes accessing the internet, composing, sending, or
reading an electronic message while operating a vehicle on a roadway.
However, this prohibition does not apply to either: (1) law enforcement
employees while performing their official duties; or (2) employees
engaging in electronic communications via their cellular telephones in
hands-free or voice-activated mode.

c.

Employees under the age of nineteen (19) are specifically prohibited from
using a cell phone (including hands-free or voice-activated) at any time
while driving, except for emergency purposes.

d.

Employees, regardless of age, may not use a cell phone (including handsfree or voice-activated) at any time while operating a motor vehicle on a
roadway in a school zone, or on a highway in a construction or maintenance
speed zone, except for emergency purposes.

Use of Computer Equipment and Software. The District’s computer system is a
critical part of our operations. For both legal and practical reasons, it is essential
that we carefully preserve the integrity of our system.
The District complies with all applicable hardware and software copyright,
licensing and other laws, agreements and regulations. In order to ensure compliance
with the law, and to protect our system from damage from computer viruses and
other causes, we have established certain policies which all employees must follow:
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a.

Employees are not permitted to take or transmit any original or copy of any
software from the District.

b.

No software can be brought into or transmitted to the District for use on our
system without express advance permission from the IT Department.

c.

The District’s hardware and software cannot be used for any personal
purposes.
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d.

All passwords, password procedures (including confidentiality), and email
policies and procedures must be strictly honored.

e.

During working time, computers and internet access are to be used only for
District-related business. Personal use should be confined to nonworking
hours. Using District resources such as: paper, ink, toner, etc., for personal
use is prohibited. When using the District’s computers and/or the internet
for any purpose, remember that the District’s Anti-Harassment and AntiViolence Policies apply.

Violations of this policy will result in discipline, up to and including discharge, as
well as possible legal action to recover any damages the District may suffer.
8.

Employee Handbook

Use of E-mail and Voice Mail. Our e-mail and voice mail systems are significant
to our business and our relationships with our patrons. For reasons of integrity and
security, and the protection of important interests, we have adopted a
comprehensive policy regarding the use of e-mail and voice mail.
a.

The e-mail and voice mail systems provided for your use are the exclusive
property of the District. Anything generated by the use of either of these
systems is the property of the District, even when created through the use
of a personal password. Users should understand that electronic
communications may be saved to the computer back-up system and may
continue to exist, even though the user deletes them from his own computer.

b.

You are to access and use only the e-mail and voice mail accounts assigned
to you. You are responsible for the security of the e-mail and voice mail
accounts assigned to you, and you must protect your accounts, using a
secure password for each account. Please do not disclose your password(s)
to others within the District except on a need-to-know basis. Passwords are
not to be disclosed to anyone outside the District.

c.

Unless you have specific authorization from the intended holder or
recipient, you are not to:
(1)

access another’s e-mail or voice mail;

(2)

listen to or publish e-mail or voice mail message(s) contained in
email or voice mail accounts assigned to another person; and

(3)

copy, retrieve, modify or forward copyrighted materials.

d.

Do not defame, publish or announce derogatory information to or about the
District’s customers/patrons through the use of the District’s e-mail and/or
voice mail system(s).

e.

During working time, the District’s e-mail and voice mail systems are to be
used for business purposes and in a professional manner only. Personal use
of e-mail should be confined to non-working time. When using the
District’s e-mail and/or voice mail system(s) (including your password) for
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any purpose, remember that the District’s Anti-Harassment and AntiViolence Policies apply.

Employee Handbook

f.

Use of the District’s e-mail and/or voice mail system(s) in a manner which
is a violation of local, state or federal law will be considered a violation of
this policy.

g.

If someone else gains access to your e-mail and/or voice mail account(s)
with your knowledge and permission, and uses either account in violation
of this policy, you will be held responsible for said violation(s). Therefore,
if you feel that someone has obtained access to your password, you should
immediately inform your supervisor and the network administrator.

h.

You must not send e-mail messages containing confidential information or
discussing confidential matters without (a) first assuring that the recipient’s
computer is secure so that the message cannot be retrieved by unauthorized
persons, and (b) including the following in the message:
“CONFIDENTIAL: This message contains confidential and/or privileged
information and must not be transmitted, copied or forwarded to any other
person.”

i.

Electronic media and services should not be used in a manner that is likely
to cause network congestion or significantly hamper the ability of other
people to access and use the systems. When it is necessary to retain
voluminous or lengthy voice mail or e-mail messages, you should save them
into some other format (thumb drive, shared drive etc.) and delete them
from the voice mail and e-mail systems.

j.

While patron and employee information is and should remain privileged and
confidential, you should not have any expectation of privacy with respect
to messages or files sent, received, or stored in the District’s e-mail or voice
mail systems. The District reserves the right to access all such
communications for reasons including, but not limited to, (a) system
administration and maintenance, (b) when there is an urgent business
reason, (c) to ensure compliance with this policy, and (d) as required to
comply with a court order or other legal obligation to produce records or
information. (Remember, even if material is erased or deleted from these
electronic systems, it can often be reconstructed and retrieved; assume,
therefore, that every message you create might become public information).

k.

Use of the e-mail and/or voice mail systems will be deemed to constitute
the employee’s consent to comply with this policy and recognition that any
such messages may be monitored or recorded.

l.

However, nothing in the policy precludes employees from discussing or
disclosing terms and conditions of employment relating to themselves or
their fellow employees, such as, for example, wages and working
conditions.
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B.

ETHICS

This policy regulates ethical conduct, political activities and the solicitation and acceptance of gifts
by District officials and employees as per the Forest Preserve District of Kane County’s Ethics Ordinance
(“Ordinance”).
1.

2.

Article 5 - Prohibited Political Activities
a.

No officer or employee shall intentionally perform any prohibited activity
during any compensated time, as defined herein. No officer or employee
shall intentionally use any property or resources of the Forest Preserve
District of Kane County in connection with any prohibited political activity.

b.

At no time shall any officer or employee intentionally require any other
officer or employee to perform any prohibited political activity (i) as part of
that officer or employee’s duties, (ii) as a condition of employment, or (iii)
during any compensated time off (such as holidays, vacation or personal
time off).

c.

No officer or employee shall be required at any time to participate in any
prohibited political activity in consideration for that officer or employee
being awarded additional compensation or any benefit, whether in the form
of a salary adjustment, bonus, compensatory time off, continued
employment or otherwise, nor shall any officer or employee be awarded
additional compensation or any benefit in consideration for his participation
in any prohibited political activity.

d.

Nothing in this Section prohibits activities that are permissible for an officer
or employee to engage in as part of his official duties, or activities that are
undertaken by an officer or employee on a voluntary basis which are not
prohibited by this Ordinance.

e.

No person either (i) in a position that is subject to recognized merit
principles of public employment or (ii) in a position the salary for which is
paid in whole or in part by federal funds and that is subject to the Federal
Standards for a Merit System of Personnel Administration applicable to
grant-in-aid programs, shall be denied or deprived of employment or tenure
solely because of being a member or an officer of a political committee, of
a political party, or of a political organization or club.

Article 10 - Gift Ban
a.

Gift Ban
Except as permitted by this Article, no officer or employee, and no spouse
of or immediate family member living with any officer or employee
(collectively referred to herein as “recipients”) shall intentionally solicit or
accept any gift from any prohibited source, as defined herein, or which is
otherwise prohibited by law or ordinance. No prohibited source shall
intentionally offer or make a gift that violates this Section.
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b.

Employee Handbook

Exceptions to Gift Ban
(1)

Opportunities, benefits, and services that are available on the same
conditions as for the general public.

(2)

Anything for which the officer or employee, or his spouse or
immediate family member, pays the fair market value.

(3)

Any (i) contribution that is lawfully made under the Election Code
or (ii) activities associated with a fundraising event in support of a
political organization or candidate.

(4)

Educational materials and missions.

(5)

Travel expenses for a meeting to discuss District business.

(6)

A gift from a relative, meaning those people related to the individual
as father, mother, son, daughter, brother, sister, uncle, aunt, great
aunt, great uncle, first cousin, nephew, niece, husband, wife,
grandfather, grandmother, grandson, granddaughter, father-in-law,
mother-in-law, son-in-law, daughter-in-law, brother-in-law, sisterin-law, stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half-brother, half-sister, and including the father, mother,
grandfather, or grandmother of the individual’s spouse and the
individual’s fiancé or fiancée.

(7)

Anything provided by an individual on the basis of a personal
friendship unless the recipient has reason to believe that, under the
circumstances, the gift was provided because of the official position
or employment of the recipient or his spouse or immediate family
member and does not because of the personal friendship. In
determining whether a gift is provided on the basis of personal
friendship, the recipient shall consider the circumstances under
which the gift was offered, such as: (i) the history of the relationship
between the individual giving the gift and the recipient of the gift,
including any previous exchange of gifts between those individuals;
(ii) whether to the actual knowledge of the recipient the individual
who gave the gift personally paid for the gift or sought a tax
deduction or business reimbursement for the gift; and (iii) whether
to the actual knowledge of the recipient the individual who gave the
gift at the same time gave the same or similar gifts to other officers
or employees, or their spouses or immediate family members.

(8)

Food or refreshments not exceeding $75 per person in value on a
single calendar day; provide that the food or refreshments are (i)
consumed on the premises from which they were purchased or
prepared or (ii) catered. For the purposes of this Section, “catered”
means food or refreshments that are purchased ready to consume
which are delivered by any means.
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c.

(9)

Food, refreshments, lodging, transportation, and other benefits
resulting from outside business or employment activities (or outside
activities that are not connected to the official duties of an officer or
employee), if the benefits have not been offered or enhanced
because of the official position or employment of the officer or
employee, and are customarily provided to others in similar
circumstances.

(10)

Intra-governmental and inter-governmental gifts. For the purpose of
this Act, “intra-governmental gift” means any gift given to an officer
or employee from another officer or employee, and
“intergovernmental gift” means any gift given to an officer or
employee by an officer or employee of another governmental entity.

(11)

Bequest, inheritances, and other transfers at death.

(12)

Any item or items from any one prohibited source during any
calendar year having a cumulative total value of less than $100.

(13)

Each of the exceptions listed in this Section is mutually exclusive
and independent of every other.

Disposition of Gifts
An officer or employee, his spouse or an immediate family member living
with the officer or employee, does not violate the Ordinance if the recipient
promptly takes reasonable action to return a gift from a prohibited source to
its source or gives the gift or an amount equal to its value to an appropriate
charity that is exempt from income taxation under Section 501 (c)(3) of the
Internal Revenue Code of 1986, as now or hereafter amended, renumbered,
or succeeded.

3.

4.
Employee Handbook

Article 15 - Ethics Advisor
a.

The President, with the advice and consent of the Commission, shall
designate an Ethics Advisor for the Forest Preserve District of Kane County.
The duties of the Ethics Advisor may be delegated to an officer or employee
of the Forest Preserve District of Kane County unless the position has been
created as an office by the Forest Preserve District of Kane County.

b.

The Ethics Advisor shall provide guidance to the officers and employees of
the Forest Preserve District of Kane County concerning the interpretation
of and compliance with the provisions of this Ordinance and State Ethics
Laws. The Ethics Advisor shall perform such other duties as may be
delegated by the Commission.

c.

The Ethics Advisor position for the District is shared by the Director of
Human Resources and the District’s Attorney.

Article 25 - Penalties
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a.

A person who intentionally violates any provision of Article 5 of the
Ordinance may be punished by a term of incarceration in a penal institution
other than a penitentiary for a period of not more than three hundred sixtyfour (364) days, and may be fined in an amount not to exceed $2,500.

b.

A person who intentionally violates any provision of Article 10 of the
Ordinance is subject to a fine in an amount of not less than $1,001 and not
more than $5,000.

c.

Any person who intentionally makes a false report alleging a violation of
any provision of the Ordinance to the local enforcement authorities, the
State’s Attorney or any other law enforcement official may be punished by
a term of incarceration in a penal institution other than a penitentiary for a
period of not more than three hundred sixty-four (364) days, and may be
fined in an amount not to exceed $2,500.

d.

A violation of Article 5 of the Ordinance shall be prosecuted as a criminal
offense by an attorney for the Forest Preserve District of Kane County by
filing with the Circuit Court information, or sworn complaint, charging such
offense. The prosecution shall be under and conform to the rules of criminal
procedure. Conviction shall require the establishment of the guilt of the
defendant beyond a reasonable doubt.
A violation of Article 10 of the Ordinance may be prosecuted as a quasicriminal offense by an attorney for the Forest Preserve District of Kane
County, or, if an Ethics Commission has been created, by the Commission
through the designated administrative procedure.

e.

C.

In addition to any other penalty that may be applicable, whether criminal or
civil, an officer or employee who intentionally violates any provision of
Article 5 or Article 10 of the Ordinances subject to discipline or discharge.

PRIVACY OF YOUR INFORMATION

We respect your rights to the privacy of health information about you and your family that may
come into our possession in administrating our group health plans and medical leave plans. We may use
and disclose health information in order to perform plan administration functions such as quality
assurance, resolution of plan grievances, and evaluating plan performance.
We are permitted by law to share information, subject to certain requirements and restrictions; in
order to communicate information on health related benefits or services in response to a court order, or to
provide required information to public health organizations without your written or verbal permission. We
will also disclose health information when required by law in order to prevent serious harm to you or your
coworkers.
When the law requires, we will ask for your written authorization before requesting, using, or
disclosing your identifiable health information. If you choose to sign an authorization you can later revoke
that authorization to cease any future uses or disclosures.
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For a complete copy of the Health Information Privacy Administration Act (HIPAA), which is the
regulation that governs use and disclosure of your medical information, please contact the Human
Resources Department.
D.

SOCIAL MEDIA

Social media such as blogs, wikis, and social networking sites like Facebook, Twitter, and
YouTube are blurring the distinction between our professional and personal lives. We need to be mindful
about the public nature of social media and how it may impact your professional life here at the District.
While many of us are engaged in social networking on some level, there is a need to be careful
with respect to the content of our communications. Posting of comments or materials (including
photographs, videos or audio) that violate one of our policies is prohibited. This includes, but is not limited
to, material regarding the District, our employees, our Commissioners,our volunteers and our patrons. It
is important to note that such actions are prohibited whether done during work hours or outside of work.
Also, participation in social networking activities that can be characterized as non-work related
and carried out during a time that you are scheduled to be working, interferes with your work duties and/or
responsibilities and can be cause for appropriate disciplinary action, up to and including discharge.
We understand that social networks can be an important means of communicating with friends and
family. However, be aware that anything you post online can be accessible to others outside of your
“friends” or “followers.”
In addition to the above, stop and consider the following guidelines before hitting send, post, tweet
or share:
1.

Blogs, posting on Facebook and other forms of online discourse are individual
interactions, not District communications. You are personally and legally
responsible for your communications. When discussing the District-related
matters, you must identify yourself “and make it clear that you are speaking for
yourself and not on behalf of the District. Where appropriate, use a disclaimer such
as: “The postings on this site are my own and, do not necessarily represent the
positions, conclusions or opinions of the Forest Preserve District of Kane County.”

2.

Do not discuss or divulge confidential District information which is defined to
include any information (including but not limited to any documents or
electronically stored information) disclosed to, coming into an employee’s
possession or known by an employee as a consequence of or through the
employee’s employment with the District, which is not generally known outside
the District, that (1) is exempt from disclosure under the Illinois Freedom of
Information Act, 5 ILCS 140/1 et seq., or the Illinois Open Meetings Act, 5 ILCS
120/1 et seq.; or (2) constitutes personally identifiable information (such as social
security numbers, credit card numbers, bank account numbers, driver’s license
numbers, etc.) or is confidential medical information of employees or patrons of
the Districtincluding, but not limited to, business/conceptual plans, strategies,
District financial information, District proprietary information that has not been
made public, or other copyrighted materials. You are to consult Human Resources
or your supervisor if you have questions about the appropriateness of publishing or
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disclosing information, concepts or developments related to our organization on
your site.
3.

While you may respectfully disagree with District actions, policies, etc., you may
not personally attack members of management or fellow employees regardless of
title or position. Patrons, volunteers, vendors or others shall also be treated
professionally.

4.

If a member of the media contacts you about your blog or posts or requests District
information of any kind, you are to contact Human Resources.

5.

However, nothing in the policy precludes employees from discussing or disclosing
terms and conditions of employment relating to themselves or their fellow
employees, such as, for example, wages and working conditions.

While what you do on your own time is generally your business, activities in or outside of work
that affect your job performance, the performance of others or the District’s business interests or image
are a proper focus for scrutiny. Violations of this policy will result in discipline, up to and including
discharge.
E.

TRAVEL AND DRIVING
1.

Only approved drivers shall be authorized to drive for the District. An approved
driver shall be defined as one who:
a.

Has a valid driver’s license;

b.

Has had no more than two (2) accidents and/or convictions for moving
violations in the previous year; and

c.

Has not been convicted within the year prior to driving a District vehicle for
the offenses of reckless homicide, reckless driving, driving with a
suspended or revoked license, hit and run, driving while under the influence
of intoxicants or fleeing or attempting to elude a police officer. (Convictions
that are expunged or sealed are not considered except if allowed by law.)

d.

Drivers shall comply with all applicable laws, including, but not limited to,
the Illinois Vehicle Code. Drivers are specifically prohibited from using
electronic communication devices such as, but not limited to: hand-held
wireless telephones, hand-held personal digital assistants, tablets or
portable/mobile computers while operating a motor vehicle.

Prohibition does not apply to:
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(1)

A law enforcement officer while performing his official duties;

(2)

A driver using an electronic communication device for the sole
purpose of reporting an emergency situation and continued
communication with emergency personnel during the emergency
situation;
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(3)

A driver using an electronic communication device in hands-free or
voice-operated mode, which may include the use of a headset or
earbuds with microphone function included;

(4)

A driver using an electronic communication device while parked on
the shoulder of a roadway;

(5)

A driver using an electronic communication device when the vehicle
is stopped due to normal traffic being obstructed and the driver has
the motor vehicle transmission in neutral or park;

(6)

A driver using a two-way or citizens band radio; or

(7)

A driver using an electronic communication device by pressing a
single button to initiate or terminate a voice communication.

Employees under the age of nineteen (19) may not drive a vehicle on a roadway while using an
electronic communication device. This restriction includes hands-free, voice-activated or headset or
earbuds with microphone function at any time while driving, except for emergency purposes.
Employees, regardless of age, may not use an electronic communication device (including handsfree, voice-activated or headset or earbuds with microphone function) at any time while operating a motor
vehicle on a roadway in a school zone, or on a highway in a construction or maintenance speed zone,
except for emergency purposes.
Any driver, who does not qualify as an approved driver, will generally be counseled by his
immediate supervisor. The supervisor will then make a recommendation to the Department Head and to
the Executive Director to allow the individual to continue driving or to suspend the individual from further
driving for the District. The final decision made by the Executive Director may also include the decision
to dismiss if the employee can no longer comply with the duties of his job description. An employee who
does not have a valid Illinois driver’s license will not be allowed to drive a District vehicle.
Each employee shall have the duty of reporting convictions and/or accidents, involving personal
vehicles, within twenty-four (24) hours of the occurrence. If the employee sustains a conviction and/or
accident while driving his personal vehicle and the outcome affects his ability to drive, the employee shall
notify his supervisor immediately. The employee shall report through his supervisor to the Department
Head and to the Executive Director. Failure to so report shall be grounds for disciplinary action.
2.

Use of District-Owned Motor Vehicles. Use of District-owned motor vehicles for
other than official purposes shall be prohibited. The Executive Director shall
determine whether the nature of an employee’s duties require the use of a Districtowned vehicle between the employee’s residence and place of employment.
Employees are not to pick up strangers, hitchhikers or other individuals. Nonemployees will not ride in District vehicles unless authorized by the Executive
Director or Department Head. Only employees are authorized to operate a District
vehicle. Use of tobacco, including e-cigarettes, in District vehicles is strictly
prohibited.

3.

Use of Personal Vehicles. When a District-owned vehicle is not available to
provide essential business-related transportation, employees will be authorized by
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the Executive Director or the appropriate Department Head to use privately-owned,
insured vehicles and shall be reimbursed for mileage at the standard mileage rate
published each year by the Internal Revenue Service.
4.

5.

F.

Motor Vehicle Accidents. In the case of a motor vehicle accident, with a District
vehicle or personal vehicle on District business, the police department should be
notified immediately as well as the employee’s supervisor and Human Resources.
Drivers of District-owned vehicles shall conform at all times with the driving rules
of the state. If District-owned vehicles or other equipment are involved in
accidents, a PDRMA Vehicle Accident Report must be completed. A copy of the
report and pictures of the damage must be sent to Human Resources within twentyfour (24) hours. Such report shall include the following:
a.

License and registration numbers of cars involved;

b.

Names and addresses of all occupants of vehicles involved and witnesses;

c.

Nature of the accident and how it occurred; and

d.

Name, address, insurance policy number and insurance company of drivers
of other vehicles involved.

Passengers. No non-employee passengers shall be permitted to travel in a Districtowned vehicle unless associated with authorized District business and approved by
the Executive Director or Department Head.

TRAVEL EXPENSE REIMBURSEMENT

The following words, terms and phrases, shall have the meanings ascribed to them in this sections,
except where context clearly indicates a different meaning:
Entertainment: includes, but is not limited to, shows, amusements, theaters, circuses, sporting
events, or any other place of public or private entertainment or amusement, unless ancillary to the purpose
of the program or event.
Travel: any expenditure directly incident to official travel by commissioners, employees and
representatives of the District or by wards or charges of the District involving reimbursement to travelers
or direct payment to private agencies providing transportation or related services.
1.

Official Business for which Expenses May Be Reimbursed

A commissioner, employee or representative of the District shall be entitled to reimbursement for
travel, including meals and lodging, related to the following types of official business:
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a.

Educational conferences, seminars or training related to duties of the
commissioner, employee or representative of the District.

b.

Site visits to current or potential vendors of the District.

c.

Professional associations and partnering agencies meetings and work
groups necessitating participation by the District.
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2.

Maximum Allowable Reimbursement for Expenses
a.

b.

Employee Handbook

Unless otherwise excepted herein, the maximum allowable reimbursement
for a commissioner, employee or representative of the District shall be as
follows:
(1)

Mileage: Those reimbursement rates set by the Internal Revenue
Service.

(2)

Travel: Those expenses for rental vehicle, airfare, taxi, train, bus,
parking, etc.
(a)

Rental Vehicles- It is the responsibility of each employee to
obtain quotes for the least expensive provider for a compact
level vehicle unless necessitated by equipment/supply cargo
or additional personnel and pre-approved by Executive
Director.

(b)

Airfare- It is the responsibility of each employee to obtain
the least expensive airline and coach seat within reason of
travel parameters and pre-approved by Executive Director.

(c)

Other Travel Expenses- Such as taxi, train, bus and/or
parking ancillary to the program or event shall be limited to
$75 per day, unless pre-approved by Executive Director.

(3)

Lodging: It is the responsibility of each employee to obtain quotes
from several lodging options within reasonable proximity of
conference/meeting and request the lowest available lodging rate at
the time of making reservations. Maximum allowable base rate
reimbursement is $175.00 per day, unless pre-approved by
Executive Director.

(4)

Meals: Maximum allowable reimbursement will be $75.00 per day
for meals.

The following exceptions shall not be controlled by Section 2(a) and shall
be limited as indicated:
(1)

Conference package lodging charges or lodging at official meeting
hotels when pre-approved by the Executive Director in excess of the
maximum allowed above.

(2)

Meals and lodging for commissioners, employees and
representatives exceeding the allowed maximum level when within
metropolitan areas such as Springfield, Chicago, counties of Cook,
Lake, and DuPage, and out of state travel provided the amount of
such expenses does not exceed one hundred fifty percent (150%) of
the maximum allowance allowed above for all other areas.
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(3)

c.
3.

Meals purchased for non-District employees or non-District
officials while on travel status and in connection with District
business are reimbursable in reasonable amounts not exceeding two
hundred percent (200%) of the maximum daily allowable
reimbursement hereunder for commissioners, employees and
representatives. A statement specifying why and for whom, the
expense was provided shall be included as part of the travel voucher.

The Executive Director, Directors, and Supervisors are responsible for
proper monitoring of claims under this Section.

Approval of Expenses

The Commission of the District must approve the following reimbursements for travel, including
meals or lodging by a roll call vote at an open meeting of the Commission of the Forest Preserve District
of Kane County:

4.

a.

Any expense of any employee or representative that exceeds the maximum
permitted in Section 2; or

b.

Any expense of any member of the Commission of the District.

Documentation of Expenses

Before any reimbursement for travel related expenses may be approved, a standardized form for
submission of travel, meal and lodging expenses supported by the following minimum documentation
shall first be submitted to the direct supervisor or the Commission of the District; whichever is applicable
pursuant to Section 3:
a.

An estimate of the cost of travel, meals, or lodging if expenses have not
been incurred or a receipt of the cost of the travel, meals, or lodging if the
expenses have already been incurred;

b.

The name of the individual who received or is requesting the travel, meal,
or lodging expense;

c.

The job title or office of the individual who received or is requesting the
travel, meal or lodging expense; and

d.

The date(s) and nature of the official business in which the travel, meal, or
lodging expense was or will be expended.

All documents and information submitted under this Section are public records subject to
disclosure under the Freedom of Information Act, 5 ILCS 140/1.
To be eligible for reimbursement, employees must submit all receipts or other supporting
documentation for approved expenses at the latter of the end of in the fiscal year or within 30 days of the
date when the expense is incurred.
5.
Employee Handbook

Entertainment Expenses
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No employee, representative or member of the Commission of the District shall be reimbursed
by the District for any entertainment expense, excluding those sanctioned with prior approval.
G.

EXPENSE REIMBURSEMENTS

Employees are not permitted to incur any personal expenses without prior authorization from
management. Should employees incur any authorized, reasonable expense in the furtherance of their duties
for the District, they will be reimbursed as set forth in the Illinois Wage Payment and Collection Act.
Employees are expected to incur the least costly reasonable expense. To be eligible for reimbursement,
employees must submit all receipts or other supporting documentation at the latter of the end of in the
fiscal year or within 30 days of the date when the expense is incurred.
H.

DISTRICT CLOSING / SEVERE WEATHER

Under most circumstances, the District will remain open for business during inclement weather.
Employees, except those who work in the Operations and Public Safety Departments, have the option of
using accrued leave to avoid driving in severely inclement weather. As with any time off, employees are
required to notify their supervisor of their intention thirty (30) minutes before their normal start time.
Management may, in its sole discretion and for safety reasons, also allow employees to adjust their work
schedule because of poor weather conditions.
On occasion, weather conditions will be so severe that the District will close the preserves to
protect employees and preserve patrons. When this happens, an automated notification will be sent to all
employees via phone. Employees will still be expected to report to work, unless otherwise notified or
Severe Weather leave is requested. Operations and Public Safety employees are still expected to report
to work during closures.
If the District is closed for any reason, employees may be paid for their scheduled work time, at
the sole discretion of the District, or be required to use their accrued paid time off. If the Executive
Director deems weather conditions too dangerous to open for business, an automated notification will be
sent to all employees via phone. See also Severe Weather Leave and Compensation and District Closures.
I.

CHILDREN IN THE WORKPLACE

The presence of children in the workplace with the employee parent during the employee’s
workday is inappropriate and to be avoided except in extraordinary emergency situations. This policy is
established to avoid disruptions and distractions in job duties of the employee and coworkers, reduce
property and general liability, and help maintain the District’s professional work environment.
Childcare is the personal responsibility of the employee and it is the further responsibility of the
employee to prearrange for childcare in the event of an emergency. Bringing a child to work with the
employee is only an option when all other emergency options, including using paid time off, have been
exhausted.
If bringing a child to work with the employee is unavoidable, the employee must contact his
supervisor as soon as possible to discuss the situation and obtain permission to have the child accompany
the employee while working. Factors the supervisors will consider are the age of the child, how long the
child needs to be present, the work environment in the employee’s area, and any possible disruption to the
employee’s and co-worker’s work. Consideration will not be given to allowing a child with an illness to
come to work with the employee.
Employee Handbook
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A child brought to the workplace in unavoidable situations will be the responsibility of the
employee parent and must be accompanied and be under the direct supervision of the employee parent at
all times. Excessive need to bring a child to the workplace may result in discipline, up to and including
termination.
J.

PETS IN THE WORKPLACE

The presence of non-service animal pets in the workplace during the employee’s workday is
inappropriate and prohibited. This policy is established to avoid disruptions and distractions in job duties
of the employee and co-workers, reduce property and general liability, and help maintain the District’s
professional work environment.
K.

WORKPLACE SAFETY

This is a summary of the District’s Safety Policy. A complete copy of the Safety Handbook is
available to all employees. The District is a Drug and Alcohol-Free Workplace. While on the job, safety
is the responsibility of every employee of the District. With the proper precautions, most accidents on the
job can be prevented. Supervisors and other employees will strive for safety in all their work to avoid
serious or minor injuries. All employees are expected to be alert for safety hazards which may exist and
which may affect not only employees, but the general public as well. Employees should make certain that
safety hazards are eliminated by reporting any unsafe equipment or condition to their immediate
supervisor upon their discovery of such condition.
It is the intent of the District to provide a safe working environment for employees and a safe
leisure environment for the public using our preserves, facilities and programs. It is also the intent of the
District to develop, implement and administer a safety loss control program. Employees should use their
best efforts to ensure that work is done in a safe manner, inspections are conducted on a regular basis,
hazards are confronted and removed and accidents are investigated as appropriate.
Concerns regarding safety, unsafe conditions or unsafe equipment should be brought to either the
employee’s immediate supervisor, safety liaison or the District’s Safety Coordinator. Employees not
actively engaged in the District’s safety-first culture may be subject to disciplinary action, up to and
including termination.
1.

Employee Handbook

General Safety Rules (Not all-inclusive).
a.

Hearing, eye, hand and/or respiratory protection should be worn when work
requires such protection. This includes, but is not limited to, tasks such as:
grinding, welding, mowing, chipping, weed trimming, chain sawing, log
splitting, chemical mixing/spraying, seed processing, to name a few.

b.

Certain positions within the District are required to wear safety-toe boots.
Safety boots must meet the American Society for Testing Materials
(ASTM) standard, be made of leather, be over the ankle and be made with
a safety-toe (steel or composite). Employees should refer to the Safety Shoe
Program guidelines for more in-depth details.
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L.

c.

Hard hats should be worn while operating heavy machinery, on construction
sites or in work areas where there may be danger of falling branches, rocks,
construction material or other objects.

d.

All personal protection equipment (PPE) required by the District must be
used.

e.

Always observe safety rules of the machinery you are using. Do not use
any machinery you have not been trained how to operate.

f.

All shops, offices and vehicles shall be equipped with first-aid equipment.

WORK-RELATED INJURIES

District employees are covered under the Illinois Workers’ Compensation Act (“IWCA”). The
IWCA provides medical care and replacement of wages if an employee sustains an injury arising out of
or occurring in the course of his duties with the District. Non-job-related illnesses or injuries, or illnesses
or injuries not related to the performance of the employee’s assigned duties are not covered under the
IWCA.
In order to protect an employee’s own interests in case of injury or illness, the employee must
promptly report any accident or injury, no matter how slight, to his supervisor after becoming aware of
the injury or illness. The District prefers over-reporting of injuries or illnesses. Some occupational injuries
may not be caused by a specific accident and generally occur over longer periods of time and/or
exposure. If there is a situation in which an employee does not become aware of his injury right away, he
must report the injury as soon as reasonably possible upon becoming aware of the injury. The District will
not discipline or retaliate against any employee for having reported an injury or illness.
Depending on the seriousness of the injury, the employee may be transferred to an appropriate
medical facility for minor injuries or to the emergency room of the nearest hospital if the injury is of a
more serious nature. The supervisory personnel concerned will ensure that a complete report of the
accident is forwarded to the appropriate Department Head and Human Resources within twenty-four (24)
hours.
Some injuries and illnesses might be minor in nature and the employee can continue to work under
certain doctor-recommended limitations. Other, more severe, injuries and illnesses might require the
employee to lose time from work to recover from the illness or injury. Employees in these circumstances
are entitled to receive weekly Temporary Total Disability (TTD) payments in lieu of a paycheck. The
District’s risk management agency, PDRMA, would pay the TTD payments, which represents two-thirds
(2/3) of the employee’s average weekly earnings during the year before the accident or last exposure,
subject to certain limits, per the IWCA.
All employees must adhere to the following conditions:
1.

Employee Handbook

An employee should report any work related injury or illness to an employee’s
supervisor, Department Head, or Human Resources as soon as an employee
becomes aware of the injury or illness. The supervisor, with the employee’s help,
must complete the PDRMA - Employee Injury Report Form, and forward to Human
Resources within twenty-four (24) hours of the employee reporting an injury or
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illness. If the employee is uncertain but suspects the illness or injury is workrelated, he should still notify his supervisor.

M.

2.

Upon notification, the District shall instruct the employee to report to a designated
Occupational Health Clinic or to his personal doctor. If there’s any question about
the compensability of the injury/illness and the employee has HMO insurance, the
District will recommend that the employee see his personal physician. If PDRMA
deems the injury/illness compensable (covered), the doctor’s visit will be converted
to workers’ compensation. In the case of an emergency, the employee should go to
the nearest hospital emergency room for treatment, notifying his personal physician
as soon as possible.

3.

All medical evaluations by any licensed physician must be submitted to Human
Resources in a timely manner for the duration of the claim.

4.

The District reserves the right to have the employee examined by a licensed
physician of its own choice. This examination will be at the District’s expense and
the physician will submit the results to the District. The employee is entitled to a
copy of the report.

5.

When possible, the District will assign an injured employee to a modified duty
assignment in accordance with the District’s Modified Duty Program.

6.

No employee shall be allowed to return to work without a statement from a
physician approving the employee’s return to work without restrictions, or with
restrictions acceptable to the District.

7.

The District reserves the right to reassign an employee to another position at the
same pay and benefits the employee received at the time of the injury.

8.

When an employee has been released by a licensed physician to return to work on
a modified duty basis, the employee may periodically be requested to return for
medical evaluations. For these doctor visits, the employee will be compensated at
the employee’s current rate of pay only for the period of time necessary for the visit,
including reasonable transportation time. The District reserves the right to verify
the time of the visit. Time taken over and above what is necessary will be charged
to the employee’s available sick time. If the employee does not have any available
time, the employee will be compensated only to the extent required by law.

MODIFIED DUTY PROGRAM

The District is committed to providing employees with available and reasonable opportunities to
maintain career and employment status and benefits, and to maximize the District’s ability to provide its
services offered to the public. To that end, the District has developed a Modified Duty Program for
employees who have sustained injuries or illnesses arising out of and in the course and scope of their
employment with the District (“work-related injury”), as well as employees with disabilities or who are
pregnant or have a medical condition related to pregnancy.
The purpose of the Modified Duty Program is to provide a temporary modified work assignment,
when feasible, available and applicable. The feasibility of modified duty will be determined on a case-byEmployee Handbook
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case basis, taking several factors into consideration, and is the sole discretion of the District. Modified
work assignments are temporary in nature and may not always be available.
N.

RESTROOM AND LOCKER ROOM

The District prohibits all forms of discrimination in the use of its facilities. The District acts in a
manner that demonstrates the respect and dignity to all persons when addressing issues regarding our
restrooms and locker rooms and does not discriminate based on gender identity or sexual orientation.
Transgender individuals, whether they are employees, volunteers, patrons, guests, or contractors
are permitted to use the restroom and locker room facility that corresponds with their self-identified
gender. The District expects all users to exercise appropriate etiquette when using our restrooms and locker
rooms.
The District is also committed to the safety of all persons. An individual who uses a restroom or
locker room that corresponds with his/her self-identified gender does not pose a safety risk solely because
of his/her gender identity. If an individual is concerned about his or her safety, other than the sole fact
that a transgender person is using a restroom or locker room, then that individual should seek assistance
from a District employee or by contacting the local police department.
O.

DRESS AND APPEARANCE

The personal appearance of employees conveys to the public a general impression of the
organization. Work attire and grooming should be neat, clean and appropriate for the work being
performed and should complement an environment that reflects an efficient, orderly and professionally
operated organization with mandated services to the public. Natural and artificial scents may also become
a distraction from a well-functioning workplace, and are also subject to this policy. Worker safety should
be considered as well. Because of the diversity of our workforce, decisions on acceptable attire for a
particular area will be left to the discretion of the Department Head and the Human Resources Director.
Nothing in this policy should be read to preclude an employee from wearing any attire, clothing, or facial
hair pursuant to an employee’s sincerely held religious belief.
P.

KEYS

Building keys may be signed out only to employees and then only to those employees who need
them to carry out the duties they are assigned. Employees will guard against the loss of keys by
carelessness or negligence and shall report any loss of keys immediately. At no time may keys be
transferred from one employee to another without authorization of supervisory personnel or be given to
any patron for any purpose. Keys must always remain with the employee who has signed them out until
such time as they are returned. Duplication of keys, except as authorized by supervisory personnel, is
prohibited.
Q.

EMPLOYEE RECORDS

A file on each employee shall be maintained by the District. All personnel files shall be
confidential and maintained by Human Resources. All such files shall not be accessible to anyone other
than the Commission, the President, Executive Director and Human Resources. Human Resources will
release personnel files to Department Heads or Supervisors for employees under their supervision. Human
Resources will maintain a record of any person who accesses personnel records and the contents accessed.

Employee Handbook
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Human Resources will not release to supervisors within the District personal and/or employment
data for employees in other departments of the District without the prior written approval of the Executive
Director.
Employees may, upon written request and during working hours, examine and obtain copies of
their own personnel files. Requests must be made by submitting a letter to the Human Resources, Forest
Preserve District of Kane County, 1996 S. Kirk Road, Suite 320, Geneva, IL, 60134. Human Resources
will have seven (7) days to make the file available to an employee, with limited exceptions where
necessary. Review of the file will take place in the Human Resources office. Each employee shall have an
opportunity to review any written statement placed in his personnel file if it was used or relied on in
making an employment decision (except as provided by law) and may receive a copy thereof. The
employee will be asked to sign a receipt for a copy of said written statement.
It is the responsibility of each employee to advise Human Resources of any changes in address,
telephone number, change in name and change in dependents, or of any other information that may affect
the employee’s pay, benefits or status. Human Resources will supply the necessary forms to the employee
and the completed forms to payroll, as necessary.
If an employee acquires additional work-related skills, completes an educational or training course
or receives a professional license, certificates of such achievements should be provided to Human
Resources for inclusion in the employee’s record. If such skills, courses or licenses are paid for by the
District, certificates of such achievements must be provided to Human Resources for inclusion in the
employee’s record. Such information will be given consideration in selecting employees for promotion.
1.

Requests for Information about Employees. Companies or agencies requesting
verification of an employee’s wages or salary must submit their request on
company letterhead under signature of authorized personnel or officers. Before
releasing the requested information concerning an employee, a written
authorization will be obtained from the employee indicating specifically the
information to be released.
All inquiries from outside of the District (from credit or governmental agencies,
individuals and industries) asking for information about the wages, salaries, home
addresses or other information about present or past District employees should be
referred to Human Resources. No employee other than those in Human Resources
are authorized to respond to a request for a professional reference.
All requests from prospective employers should be directed to Human Resources.
All references will be given in an honest and concise manner. As a general rule, the
District will only release information concerning the employee’s date(s) of
employment and position(s) held.
Please understand that it is considered a major violation of the District’s policy to
provide an unauthorized reference, which may lead to serious discipline, up to and
including termination. If you are called to give a reference by phone or in writing,
please route the caller to Human Resources who will handle the request.
Requests for information about an employee, to be used in a legal proceeding or
court action, will not be released unless required by a court order, subpoena or other
legal process.

Employee Handbook
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R.

SOLICITATION / DISTRIBUTION

The following rules shall apply to solicitation and distribution of non-work related literature on
District property, either by employees or by non-employees, where District employees are involved.
Employee solicitations seeking payments, contributions, memberships, funds and other similar
solicitations and/or the distribution by employees of non-work related literature during working hours of
an employee involved in the solicitation and/or distribution is strictly prohibited.
Solicitation is prohibited for any purpose while either the person soliciting or the person being
solicited is on working time. (Working time does not include scheduled rest breaks or meal breaks or
before and after an employee’s scheduled shift.) Employees may not distribute literature of any kind
during work times or in any work area at any time, except in connection with a District-sponsored event.
Solicitation and/or distribution of literature by any non-employee is prohibited:
1.

During the working hours of any employee involved in the solicitation or
distribution;

2.

At any time in the non-public working areas of the District;

3.

In public areas where such conduct is not incidental to the normal use of the area,
disrupts employees who are working or interferes with the use of the District’s
property by other members of the general public.

The posting of non-work related materials or literature on District bulletin boards, which
are limited to District business is prohibited.
Exceptions to this policy, if any, may be made only with the express permission of the Executive
Director.
T.S.

DRUGS AND ALCOHOLSUBSTANCE ABUSE

Employees are expected and required to report to work on time and in an appropriate mental and
physical condition for work. To do so, employees must not have alcohol or illegal drugs, or legal drugs
that impair their ability to perform required work safely, in their system. Violators may be subject to
disciplinary action including, but not limited to, termination.
At no time during an employee’s service to the District should he be under the influence or in the
possession of alcohol or illegal drugs during working hours. If an employee works on or near vehicles or
machinery, handles hazardous materials or substances of any kind, or has public safety responsibilities
and the employee has taken or is under the influence of legal drugs, the employee must report the use of
such legal drugs to his immediate supervisor if the legal drug may cause impairment, including drowsiness
or alteration of perception or reaction time. Such employees are responsible for disclosing to the supervisor
the possible impairment or side effects of the legal drug on work safety or performance and the expected
duration of its use.
“Legal drugs” shall include, but are not limited to, prescription medication, or medical marijuana
when used or possessed by a registered qualifying patient in accordance with 410 ILCS 130/1. An
employee who is impaired by the use of legal drugs may be prevented or restricted from performing certain
Employee Handbook
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kinds of work activities and may be relieved of duty, with or without pay, as determined by management
in accordance with the circumstances.
Employees authorized to attend business or social gatherings held in conjunction with Districtrelated events, training, conferences, meetings or other District-related outings, may legally consume
alcohol when served or available at the function. Understandably, employees are expected to act in the
best interests of the District at all times and to use mature judgment and discretion in the consumption of
alcohol.
Employees are forbidden to sell or make transactions involving legal or illegal drugs during work
or at District facilities, properties, or in its vehicles and equipment. Any sale of legal or illegal drugs during
work will be treated as gross misconduct, punishable by immediate discharge.
If an employee knows of possession or use of alcohol or legal or illegal drugs by employees, the
employee is encouraged to report it to their immediate supervisor. Employees are also encouraged to
discuss their questions, problems, complaints or reports with their immediate supervisor. If an employee
feels uncomfortable doing so, or is an employee’s supervisor is the source of the problem, condones the
problem or ignores the problem, he may report the matter to Human Resources or the Executive Director.
1.

Substance Abuse Policy

The District is committed to providing a safe work environment and to establishing programs
which promote high standards of employee health. In response to the overwhelming evidence that alcohol
and drug abuse has a detrimental impact on employees’ health, job performance, safety and efficiency,
the District has implemented this policy.
In addition, this policy expresses the District’s desire to satisfy the requirements of the federal and
state Drug-Free Workplace Acts. In accordance with these statutes and concerns, the District has resolved
to maintain a drug-free workplace.
For provisions and requirements of the District’s Controlled Substance and Alcohol Testing Policy
for positions requiring a Commercial Driver’s License (CDL), see the Handbook section on Alcohol and
Drug Procedures for CDL Employees.
This policy is not intended to prohibit lawful possession or use of alcohol by off-duty employees
who reside in District-owned residences or employees who are guests at District-owned residences during
non-working hours to the extent such use does not interfere with the employee’s job performance.
2.

Prohibited Acts

The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance,
including medical marijuana and alcohol, is prohibited on District property or while acting on behalf of
the District.
3.

Employee Handbook

Definitions
a.

“Alcohol” means any substance containing any form of alcohol including
but not limited to: ethanol, methanol, propanol and isopropanol.

b.

“Cannabis” is defined as provided in the Cannabis Control Act (which
provisions are specifically incorporated in this policy by reference.
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c.

“Controlled Substance” means a controlled substance in Schedules I
through V of Section 812 of Title 21 of the United States Code which
provisions are specifically incorporated in this policy by reference.

d.

“Criminal Drug Statute” means a criminal statute involving the
manufacture, distribution, dispensation, possession or use of any controlled
substance.

e.

“Executive Director” is the Executive Director of the Forest Preserve
District of Kane County (or Department Head who has been authorized to
act on behalf of the Executive Director).

f.

“District Property” means any building, preserve, office, facility, common
area, open space, vehicle, parking lot or other area owned, leased, managed,
used or controlled by the District. District property also includes property
used by District patrons while on District-sponsored events or field trips or
property of others when presence thereon by the District employee is related
to employment with the District.

g.

“Drugs” mean legal drugs and controlled substances including marijuana.

h.

“Legal Drugs” mean prescription drugs including medical marijuana, and
over-the-counter drugs which have been obtained legally and are being used
in the manner and for the purpose for which they were prescribed or
manufactured.

i.

“Medical Facility” means any physician, laboratory, clinic, hospital or
other similar entity.

j.

“MRO” means Medical Review Officer. A person who is a licensed
physician and who is responsible for receiving and reviewing laboratory
results generated by an employer’s drug testing program and evaluating
medical explanations for certain drug test results.

k.

“Policy” means this Alcohol and Drug Abuse Policy of the District.

l.

“Possess” means to have either in or on an employee’s person, personal
effects, desk, files or other similar area.

m.

“Public Safety Responsibility” means a position in which the nature of an
employee’s duties is such that impaired perception, reaction time or
judgment may place a member or members of the public or other employees
at risk of serious bodily harm or is responsible for the administration or
enforcement of alcohol and drug policies.

n.

“SAP” means Substance Abuse Professional. A person who evaluates
employees who have violated a Department of Transportation (DOT) drug
and alcohol program regulation and makes recommendations concerning
education, treatment, follow-up testing and aftercare.
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o.

4.

“Under the Influence” means that the employee is affected by alcohol or
drugs in any determinable manner. A determination of being under the
influence can be established by a professional opinion, a scientifically valid
test, a layperson’s opinion or the statement of a witness.

Voluntary Treatment

It is the responsibility of each employee to seek assistance before alcohol or drug problems lead
to disciplinary action.
The District will not discipline an employee who voluntarily seeks treatment for substance abuse
problem if the employee is not in violation of the District’s drug and alcohol policy or other rules of
conduct. Seeking such assistance will not be a defense for violating the District’s drug and alcohol policy,
nor will it excuse or limit the employee’s obligation to meet the District’s policies, rules of conduct and
standards including, but not limited to, those regarding attendance, job performance and safe and sober
behavior on the job.
Employees who suffer from alcohol or drug abuse are encouraged to consult voluntarily with
District management and undergo appropriate medical treatment. Participation in such treatment will be
at the employee’s expense, although some of these expenses may be covered under the employee’s group
health plan. Please see the Director of Human Resources for further information regarding insurance
coverage.
District management will attempt to keep such voluntary discussions and medical treatment
confidential in accordance with this policy.
5.

Screening and Testing

The District may require employees whose job functions require them to operate or maintain
vehicles or machinery, handle hazardous or toxic materials or substances of any kind, directly supervise
children, regularly access confidential information or have public safety responsibility to be screened or
tested following a workplace accident where it is reasonable to believe the accident was caused by the
employee’s impairment, during and after an employee’s participation in an alcohol or drug counseling or
rehabilitation program or upon reasonable suspicion that the employee is under the influence of alcohol
or drugs.
The screening or testing will be conducted by a medical facility selected by the District at the
District’s expense. The screening or testing may require an analysis of the employee’s breath, urine and/or
blood or such similar substance as the medical facility may recommend. Employees who undergo alcohol
or drug screening or testing will be given the opportunity, prior to the collection of a specimen or other
testing, to disclose the use of legal drugs, including medical marijuana, and to explain the circumstances
of the use. If an initial test is positive, a second test will be conducted from the same sample. A confirmed
positive drug and/or alcohol test may result in disciplinary action, up to and including discharge.
Each District employee is required to sign a consent form prior to taking a preemployment/postoffer physical and drug screen or test.
Each employee and prospective employee may also be required to sign a separate consent form
requested by the medical facility conducting the screening or testing. Refusal to sign any requested consent
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form will result in non-hire or disciplinary action, up to and including dismissal, as deemed appropriate
by the District, in its sole discretion, under the circumstances.
6.

Treatment

If the medical facility recommends treatment, the District may, depending on the circumstances as
determined in the sole discretion of the District, give the employee one opportunity to undergo treatment
offered by a clinic or trained professional mutually acceptable to the District and employee.
Participation in such treatment will be at the employee’s expense. The employee must enter the
treatment program within ten (10) days from the time of recommendation of treatment. The District may
reinstate the employee provided that the employee submits a statement issued by the medical facility
certifying successful completion of the treatment program, that the employee is released to return to work,
and that the employee agrees to all conditions of reinstatement as determined by the District, which may
include, but is not limited to, future alcohol and/or drug testing.
7.

Use of Legal Drugs

Any employee who operates or maintains a vehicle or machinery, handles hazardous materials or
substances of any kind, or has public safety responsibility and who has taken a legal drug must report the
use of such legal drug to their immediate supervisor if the legal drug may cause drowsiness or if it may
alter judgment, perception or reaction time. The burden is on the employee to ascertain from the
employee’s doctor or pharmacist whether or not the legal drug may have such a potential side effect. The
information will be retained by the District in a confidential manner and will be disclosed only to persons
who need to know. The employee’s immediate supervisor, after conferring with the Department Head or
Executive Director, will decide whether or not the employee may safely continue to perform the job while
using the legal drug. Failure to declare the use of such legal drugs may be cause for discipline, up to and
including dismissal.
8.

Notice of Convictions

Any employee who is convicted of violating any federal or state criminal drug statute must notify
the Department Head or Director of Human Resources within five (5) days of such conviction. For
purposes of this notice requirement, a conviction includes a finding of guilt, a no contest plea, and/or an
imposition of sentence by any judicial body for any violation of a criminal statute involving the unlawful
manufacture, distribution, sale, dispensation, possession or use of any controlled substance or marijuana.
Failure to make the proper notification may subject the employee to disciplinary action, up to and
including dismissal.
9.

Discipline/Penalties for Violation
a.

Employee Handbook

An employee who reports to work or is found during working hours to be
or to have been under the influence of alcohol, controlled substances, or
cannabis or who manufactures, possesses, uses, sells or dispenses alcohol,
controlled substances, or marijuana while on District property or while
acting on behalf of the District, is convicted of a drug related crime, causes
financial or physical damage to the District property, its employees or
patrons as the result of alcohol or drug abuse, or fails to report the use of
legal drugs in accordance with this policy, will be disciplined in accordance
with the Rules of Conduct; Disciplinary Action. In addition to or in the
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alternative, depending on the circumstances as determined by the District in
its sole discretion, the District may strongly recommend that the employee
complete an alcohol and/or drug abuse assistance or rehabilitation program
approved for such purposes by the District or its Employee Assistance
Program (EAP) and by a federal, state or local health law enforcement or
other appropriate agency. An employee who participates in a treatment
program will be expected to meet job performance standards and comply
with all rules established by the District. Participation in a treatment
program will not, in itself, protect the employee from disciplinary actions
should job performance remain unsatisfactory.
b.

10.

In addition to the examples of misconduct that may subject an employee to
disciplinary action contained in this policy and the Employee Handbook,
the District will discipline an employee, up to and including dismissal, for
the following:
(1)

if the employee refuses to submit to diagnosis, testing or screening
upon request of the District;

(2)

if the employee tampers in any way with the specimen given to the
medical facility for purposes of alcohol or drug screening or testing;

(3)

if the medical facility recommends treatment and the employee
refuses to undergo such treatment;

(4)

if, while undergoing treatment, the employee fails or refuses to
follow the course of treatment;

(5)

if the employee, during the course of or following treatment, is again
under the influence of alcohol or drugs in violation of this policy;
or,

(6)

if the employee fails to notify the Director of a conviction for
violating any federal or state Criminal Drug Statute in accordance
with the “Notice of Conviction” section of this policy.

Pre-Employment Screening

As a final prerequisite in the District’s employment selection procedure, prospective employees in
full-time, regular part-time or designated safety sensitive positions will be required to undertake a physical
agility exam which may include a drug and alcohol screening test.
11.

Inspections

In order to assure that employees comply with the prohibition on manufacturing, distributing,
dispensing, possessing, or using alcohol, controlled substances, or marijuana, including medical
marijuana, employees may be subject to inspection as follows:
a.

Employee Handbook

Lockers, desks, files, vehicles, equipment and other containers and property
owned or leased by the District and which an employee is permitted to use
during employment with the District, are and remain the property of the
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District. Employees are not permitted to keep controlled substances,
marijuana or alcohol in or on such property. Any such property reasonably
suspected of having or holding such substances is subject to search by the
District.
b.

12.

Any refusal to submit to such an inspection will be treated as an act of
insubordination and may result in disciplinary action, up to and including
dismissal.

Records

The District will maintain medical records relating to alcohol or drug abuse, diagnosis, and
treatment confidential and in a file separate from the regular personnel files. Access will be limited to
those who need to know. The District will not disclose these records to persons outside the District without
the employee’s consent unless disclosure of the records is necessary for legal or insurance purposes.
Purpose
The District has implemented an Alcohol and Drug Abuse Policy (the “Policy”) in response to
overwhelming evidence that alcohol and drug abuse has a detrimental impact on employees' health, job
performance, safety and efficiency. Because District employees operate, supervise and maintain
preserves, facilities, programs and equipment for use by members of the public and perform services that
may have a direct effect on the health and safety of members of the public and fellow employees, the
District wishes to maximize the health and safety of its patrons and employees.
This Policy also expresses the District’s desire to satisfy the requirements of the federal and state
Drug Free Workplace Acts (41 U.S.C.A. § 701, et seq., and 30 ILCS 580/1, et seq.). In accordance with
these statutes and concerns, the District has resolved to maintain a drug free workplace.
The purpose of this Policy is to inform employees of the District's investigation, treatment and
disciplinary policy relating to alcohol and drugs. As such, all District employees will abide by its terms,
as well as all applicable laws. As with all policies in this Handbook, this Policy is subject to periodic
addition, modification or deletion.
This Policy does not replace any of the provisions or requirements of the District's Controlled
Substance and Alcohol Testing Policy for positions that require a Commercial Driver’s License (CDL).
Agency employees who operate District commercial motor vehicles and possess a CDL have special
responsibilities necessitated by the fact that they operate vehicles that require additional skill and
attentiveness over that of non-commercial motor vehicles. As part of its continuing commitment to safety
and to comply with federal law, the District has established a controlled substance and alcohol testing
policy for District positions that require a CDL (see Alcohol and Drug Procedures for CDL Employees
that follows in the Appendix). Both the District and the federal government recognize it is important to
establish programs to help prevent accidents and injuries resulting from the misuse of alcohol or use of
controlled substances by drivers of commercial motor vehicles. The Alcohol and Drug Procedures for
CDL Employees is in addition to and supplements and complements rather than supersedes all other
District policies, rules, procedures and practices, including, without limitation, this Alcohol and Drug
Abuse Policy. However, for persons to whom the Alcohol and Drug Procedures for CDL Employees
applies, in the event of any conflict between any of the provisions of the Alcohol and Drug Procedures for
CDL Employees and the provisions of any other District policy, rule, procedure or practice, the provisions
of the Alcohol and Drug Procedures for CDL Employees will control.
Employee Handbook
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Acts Prohibited
The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance,
including cannabis, medical marijuana and alcohol, is prohibited on District property, during any on-call
period or while acting on behalf of the District.
The District’s active police officers are also prohibited from using cannabis and other controlled
substances during non-working time. Exceptions may be made for inactive police officers who are
prescribed medical marijuana during leaves of absence.
Definitions
For purposes of this Policy, the following definitions apply:
1. "Alcohol" means any substance containing any form of alcohol, including but not limited to
ethanol, methanol, propanol and isopropanol.
2. "Cannabis" is defined as provided in the Cannabis Control Act (720 ILCS 550/1, et seq.), which
provisions are specifically incorporated in this Policy by reference.
3. "Controlled Substance" means a controlled substance in schedules I through V of section 812
of Title 21 of the United States Code, which provisions are specifically incorporated in this Policy by
reference.
4. "Criminal Drug Statute" means a criminal statute involving the manufacture, distribution,
dispensation, possession or use of any controlled substance or cannabis.
5. "Director" is the Executive Director of the District.
6. "District Property" means any building, gym, pool, office, common area, open space, vehicle,
parking lot or other area owned, leased, managed, used or controlled by the District. District Property also
includes property used by District patrons while on District-sponsored events or field trips or property of
others when presence thereon by the District employee is related to employment with the District.
7. "Drugs" mean Prescription/OTC Drugs and controlled substances, including cannabis and
medical marijuana.
8. "Medical Facility" means any physician, laboratory, clinic, hospital or other similar entity.
9. “On Call” means the employee is scheduled with at least 24 hours’ notice by the District to be
on standby or otherwise responsible for performing tasks related to his or her employment either at the
District’s premises or other previously designated location by his or her employer or supervisor to perform
a work-related task.
10. "Policy" means this Alcohol and Drug Abuse Policy.
11. "Possess" means to have either in or on an employee's person, personal effects, desk, files or
other similar area.
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12. "Prescription/OTC Drugs" mean prescription drugs (including medical marijuana) and overthe-counter (“OTC”) drugs obtained legally and being used in the manner and for the purpose for which
they were prescribed or manufactured.
13. "Public Safety Responsibility" means a safety-sensitive position in which the nature of the
employee's duties is such that impaired perception, reaction time or judgment may place the employee or
members of the public or other employees at risk of serious bodily harm, or the employee is responsible
for the administration or enforcement of alcohol/drug policies. As examples and not by way of limitation,
employees with public safety responsibility may include lifeguards; non-CDL employees who drive
District vehicles; employees who operate heavy machinery; employees who handle hazardous or toxic
materials or substances of any kind; sworn peace officers; and similar positions.
14. "Under the Influence" or “impaired” means the employee is affected by alcohol or drugs in
any determinable manner. A determination of being under the influence can be established by a
professional opinion, scientifically valid test, layperson's opinion or the statement of a witness. For
cannabis, this determination will be made based on whether the employee manifests while working or oncall specific, articulable symptoms of decreased or lessened performance of the duties or tasks of the
employee’s job position, including: symptoms of the employee’s speech, physical dexterity, agility,
coordination, demeanor, irrational or unusual behavior, or negligence or carelessness in operating
equipment or machinery; disregard for the safety of the employee or others, or involvement in any accident
that results in serious damage to equipment or property or personal injury; disruption of a production or
manufacturing process; or carelessness that results in any injury to the employee or others.
Voluntary Treatment
It is the responsibility of each employee to seek assistance before alcohol or drug problems lead
to disciplinary action or violations of policies, rules of conduct or performance standards. The District will
not discipline an employee who voluntarily seeks treatment for a substance abuse problem, if the employee
is not in violation of the District’s drug and alcohol policy or other policies, rules of conduct and standards.
Seeking such assistance will not be a defense for violating the District’s Alcohol and Drug Abuse policy,
nor will it excuse or limit the employee’s obligation to meet the District’s policies, rules of conduct and
standards including, but not limited to, those regarding attendance, job performance and safe and sober
behavior on the job. The District encourages those employees who suffer from alcohol or drug abuse to
consult voluntarily with District management and/or the District’s Employee Assistance Program (“EAP”)
and undergo appropriate medical treatment. Participation in such treatment will be at the employee's
expense, although some of these expenses may be covered under the employee's group health plan. Please
see the Director of Human Resources for details. District management will attempt to keep such voluntary
discussions and medical treatment confidential in accordance with this Policy.
Screening and Testing
Pre-employment Testing. The District may require applicants whose job functions require them
to operate or maintain vehicles or machinery, handle hazardous or toxic materials or substances of any
kind or engage in other any Public Safety Responsibility to be drug screened or tested on a conditional
post-offer, pre-employment basis as part of its hiring process. However, pre-employment testing will not
include testing for alcohol or cannabis, absent a federal, state or local law requiring the District to do so.
Reasonable Suspicion Testing. The District will require screening or testing of an employee
when that employee exhibits conduct or behavior that raises a reasonable suspicion the employee is under
the influence of, or is impaired by, drugs or alcohol. (See Definition of “Under the Influence” or
Employee Handbook
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“impaired” above.) The supervisor(s) who observes or receives information about the conduct or behavior
that led to the request for reasonable suspicion testing, within a reasonable timeframe of observing or
learning about the behavior or conduct, will document the objective, articulable signs of reasonable
suspicion on a form provided by the District.
Random Testing. The District may require random screening or testing of employees whose job
functions require them to operate or maintain vehicles or machinery, handle hazardous or toxic materials
or substances of any kind or engage in any other Public Safety Responsibility.
Post-accident or Post-incident Testing. The District may require the screening or testing of any
employee following a workplace accident or injury that results in property damage to District or thirdparty property, personal injury to another employee or third-party, or any personal injury to the employee
himself or herself where the circumstances raise a reasonable suspicion that impairment may have played
a role in the injury. When an accident or incident occurs, the District will send all employees who may
have contributed to the accident or injury for post-accident or post-incident testing, not just the employee
injured (unless he or she was the only person who contributed to the accident or injury).
Post-rehabilitation Program Testing. The District may require screening or testing of an
employee during and after participation in an alcohol or drug counseling or rehabilitation program to
ensure compliance with the recommended treatment and conditions of continued employment.
The Testing Process. A medical facility selected by the District at the District’s expense will
conduct drug or alcohol screening or testing. The screening or testing may require an analysis of the
employee's breath, urine, saliva and/or blood or such similar substance as the medical facility may
recommend. Employees who undergo alcohol or drug screening or testing will have the opportunity, prior
to the collection of a specimen or other testing, to disclose the use of prescription/OTC drugs, including
medical marijuana, and to explain the circumstance of their use. If an initial test is positive, the facility
will conduct a second test from the same sample. A confirmed positive drug and/or alcohol test may result
in disciplinary action, up to and including discharge.
Opportunity to Contest. After the District receives a confirmed, positive drug or alcohol test
and/or information indicating that the employee manifests specific, articulable symptoms that demonstrate
impairment or being under the influence, the employee will have a reasonable opportunity to contest the
basis of the District’s determination. However, the District will make a final decision at its sole and
exclusive discretion.
Consent Forms Required. The District requires each employee to sign a consent form. The
District will require prospective employees applying for positions that require a CDL or pre-employment
drug testing to sign a consent form prior to taking the pre-employment drug screening.
The District may also require each employee and prospective employee to sign a separate consent
form requested by the medical facility conducting the screening or testing. Refusal to sign any requested
consent form will result in non-hire or disciplinary action up to and including dismissal, as deemed
appropriate by the District, in its sole discretion, under the circumstances.
Treatment
If the medical facility recommends treatment, the District may, depending on the circumstances as
determined in its sole discretion, give the employee one opportunity to undergo treatment offered by a
clinic or trained professional mutually acceptable to the District and employee.
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Participation in such treatment will be at the employee's expense. The employee must enter the
treatment program within ten (10) days from the time of recommendation of treatment. The District may
reinstate the employee provided that the employee submits a statement issued by the medical facility
certifying successful completion of the treatment program, that the employee is released to return to work
and that the employee agrees to all conditions of reinstatement as determined by the District, which may
include, but is not limited to, future alcohol and/or drug testing.
Use of Prescription / OTC Drugs
Any employee who operates or maintains a vehicle or machinery, handles hazardous materials or
substances of any kind or has any other Public Safety Responsibility and who has taken a
prescription/OTC drug (including medical marijuana) must report the use of such prescription/OTC drug
to his or her immediate supervisor if the prescription/OTC drug may cause drowsiness or if it may alter
judgment, perception or reaction time. While the District will not penalize an employee solely for his or
her status as a registered qualifying patient under the Compassionate Use of Medical Cannabis Program
Act or any similar law, any employee who is a registered qualifying patient is nevertheless required to
comply with this policy. The burden is on the employee to ascertain from the employee's doctor or
pharmacist whether the prescription/OTC drug may have such a potential side effect or whether the
employee may perform his or her job duties safely while using the prescription/OTC drug. The District
will retain the information in a confidential manner and only disclose it to persons who need to know. The
employee's immediate supervisor, after conferring with the Department Head, Director of Human
Resources, and/or Executive Director, will decide whether the employee may safely continue to perform
the job while using the prescription/OTC drug. Failure to declare the use of such prescription/OTC drugs
may be cause for discipline up to and including dismissal. As noted above, police officers may only use
prescribed medical marijuana if inactive during a leave of absence.
Notice of Convictions
Any employee convicted of violating any federal or state criminal drug statute must notify their
immediate supervisor, Department Head and the Director of Human Resources within five (5) days of
such conviction. For purposes of this notice requirement, a conviction includes a finding of guilt, a no
contest plea and/or an imposition of sentence by any judicial body for any violation of a criminal statute
involving the unlawful manufacture, distribution, sale, dispensation, possession or use of any controlled
substance or cannabis. Failure to notify their immediate supervisor, Department Head and the Director of
Human Resources may subject the employee to disciplinary action, up to and including dismissal.
Discipline/Penalties for Violations
1.
The District reserves the right to discipline any employee suspected of being impaired by
or under the influence of drugs or alcohol during working hours or any on-call period. The District also
reserves the right to discipline any active police officer suspected of using cannabis during non-working
hours.
2.
An employee who reports to work or is found during working on-call hours to be or to have
been under the influence of alcohol, controlled substances or cannabis or who manufactures, possesses,
uses, sells or dispenses alcohol, controlled substances or cannabis while on District property or while
acting on behalf of the District, is convicted of a drug related crime, causes financial or physical damage
to the District property, its employees or patrons as the result of alcohol or drug abuse, or fails to report
the use of prescription/OTC drugs in accordance with this Policy, will be disciplined up to and including
discharge. In addition to or in the alternative, depending on the circumstances as determined by the District
Employee Handbook
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in its sole discretion, the District may require the employee to successfully complete an alcohol and/or
drug abuse counseling or rehabilitation program approved for such purposes by the District and by a
federal, state, or local health law enforcement or other appropriate District. An employee who participates
in a treatment program will be expected to meet job performance standards and comply with all rules
established by the District. Participation in a treatment program will not protect the employee from
disciplinary actions should job performance remain unsatisfactory.
2. In addition to the examples of misconduct that may subject an employee to disciplinary action
contained in this Policy, the District will discipline an employee up to and including dismissal for the
following: (1) if the employee refuses to submit to diagnosis, testing or screening upon request of the
District; (2) if the employee tampers in any way with the specimen given to the medical facility for
purposes of alcohol or drug screening or testing; (3) if the medical facility recommends treatment and the
employee refuses to undergo such treatment; (4) if, while undergoing treatment, the employee fails or
refuses to follow the course of treatment; (5) if the employee, during the course of or following treatment,
is again under the influence of alcohol or drugs in violation of this Policy; or (6) if the employee fails to
notify their immediate supervisor, Department Head and the Director of Human Resources of a conviction
for violating any federal or state Criminal Drug Statute in accordance with the "Notice of Conviction"
section of this policy.
Inspections
To assure employees comply with the prohibition on manufacturing, distributing, dispensing,
possessing or using alcohol, controlled substances or cannabis (including medical marijuana), employees
may be subject to inspection as follows:
1.
Lockers, desks, files, vehicles, equipment and other containers and property owned or
leased by the District and which the District permits an employee to use during employment are and
remain the property of the District at all times, and employees have no reasonable expectation of privacy
regarding such property. The District does not permit employees to keep controlled substances, cannabis
(including medical marijuana) or alcohol in or on such property.
2.
Any such property reasonably suspected of having or holding such substances is subject to
search by the District.
3.
The District will treat any refusal to submit to such an inspection as an act of
insubordination, which may result in disciplinary action up to and including dismissal.
Records
The District will maintain medical records relating to alcohol or drug abuse, diagnosis and
treatment confidential and in a medical file separate from the regular personnel files. The District will
limit access to those who need to know. The District will not disclose these records to persons outside the
District without the employee's consent, unless disclosure of the records is necessary for legal or insurance
purposes or the law requires it.
U.T.

EMPLOYEE ASSISTANCE PROGRAM (EAP)

From time to time, problems occur that can affect employees both in and out of the workplace.
The EAP is a free and confidential service provided to employees at any time to help maintain a healthy,
balanced work and personal life.
Employee Handbook
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The EAP is a benefit that provides counseling to the employee or any member of his family. The
service is staffed with trained professionals who are equipped to handle a variety of counseling needs
related to work or personal issues. The EAP can be reached twenty-four (24) hours a day, seven (7) days
a week. Permission from the District is not necessary for employees to utilize the EAP.
1.

2.

Comprehensive Approach.
a.

A confidential, professional assessment of the situation to determine the
best course of action conducted by an EAP counselor;

b.

A recommendation on how best to proceed, whether through referrals or
personalized attention; and

c.

Follow-up to ensure your problems have been resolved satisfactorily.

Resolve Issues Such as:
a.

Relationship concerns;

b.

Emotional issues;

c.

Substance or alcohol abuse;

d.

Personal and workplace stress;

e.

Legal difficulties;

f.

Marital and parenting issues;

g.

Financial problems;

h.

Elder care concerns;

i.

Depression; and

j.

Childcare needs.

3.

Confidential. The EAP services are confidential. No workplace colleague, friend
or family member will ever be made aware of the services provided to the
employee, without the employee’s permission.

4.

Free Services. EAP services are absolutely free. They are offered as an employee
benefit at no charge. Referrals can be made to specialists for those who seek
additional services (but the District is not responsible for the costs of any such
referrals).

5.

Licensed Professionals.
professionals
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V.U.

ACCOMMODATION FOR NURSING MOTHERS

The District supports all new mothers. New mothers who are breast feeding will have a time and
place to express breast milk while at work in a clean, sanitary, and private environment and have access
to a refrigerator for the breast milk. Employees may use regular paid breaks to express milk and they may
take additional reasonable paid breaks to express breast milk for up to one year after the child’s birth.
Employees must work with their supervisor or department head to plan such breaks. The District will
provide you with a private place, other than a bathroom, that is shielded from view and free from intrusion
from coworkers and the public, in which to express breast milk.
VI.

RULES OF CONDUCT
A.

RULES OF CONDUCT FOR DISCIPLINARY ACTION
1.

Rules of Conduct. Every employee is an ambassador of the District. The District
desires to promote the spirit of cooperation and respect among all employees. To
maintain these goals, certain conduct is required of all employees in their everyday
job performance. All employees will treat co-workers, supervisors, subordinates,
commissioners, volunteers and the public with respect and dignity.
Every employee is expected to meet the District’s standards of work performance,
engage in acceptable conduct, and to satisfactorily perform their duties under the
policies, guidelines and rules contained in this Handbook. In addition, employees
are expected to follow any other District policies, rules and guidelines, performance
standards, directions of his supervisors, and to act in accordance with federal, state
and local law. Work performance encompasses many factors, including, but not
limited to, attendance, punctuality, attitude, personal conduct, job proficiency, and
general compliance with the District’s policies and procedures. In instances where
an employee’s conduct or performance is determined by the District not to be in
compliance with these standards, the District may take appropriate corrective
action.
The intent of corrective action is to formally document problems while providing
the employee with a reasonable time within which to improve performance when
appropriate. If an employee does not meet District standards, the District may, in
its sole discretion, take corrective disciplinary action, up to and including
immediate dismissal.
The District shall follow the tenets of progressive discipline, depending on the
severity of the conduct. An employee may be dismissed, however, after a
progressive disciplinary action has not changed any substandard performance or
misconduct on the employee’s part. Notwithstanding the District’s option to use
progressive discipline, the District is not required to do so and may, in its sole
discretion, forego lesser forms of discipline at any time and proceed immediately
with the employee’s dismissal.
While the District hopes and expects that the need for disciplinary action will be
rare, when an employee’s job performance, attitude, or conduct falls short of the
District’s standards, the District will not hesitate to take appropriate action. Such
actions will range from verbal warnings to termination of employment.
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a.

Performance Counseling. A performance counseling session should be
conducted at the onset of a performance issue and is not considered a formal
disciplinary action. The supervisor should apprise the employee of his
observations and discuss the best way to correct the situation. The
counseling session will be documented on an Administrative Action Report
form and placed in the employee’s file. If the documented issue should
continue, discipline may be imposed.

b.

Oral Reprimand. Oral reprimands may be issued by the employee’s
supervisor(s). Oral reprimands are issued for the purpose of expressing
disapproval of conduct for factors such as poor work performance, attitude
and/or attendance, to clarify applicable procedures or guidelines, and to
warn the employee that repetition of the conduct or failure to improve work
performance and/or attendance may result in more severe discipline, up to
and including discharge. The supervisor imposing the oral reprimand will
discuss the reprimand with the employee and suggest how to correct the
offending conduct.
The employee is required to sign the Administrative Action Report form,
indicating receipt of the reprimand and the employee understands the reason
for the discipline. The employee will also be given an opportunity to provide
written comments on the form. If the employee refuses to sign, another
supervisor or Human Resources will be asked to witness the employee’s
refusal. A copy of the action form will be placed in the employee’s
personnel file.

c.

Written Reprimand. Written reprimands may include a conference
between the employee and the supervisor imposing the warning and a
written memorandum expressing disapproval of the conduct, work
performance and/or attendance. The employee will be warned that
repetition of the conduct or failure to improve may result in more severe
discipline, up to and including discharge. Written reprimands will be used
for, but not limited to, poor work performance or attendance and repeated
misconduct of a minor nature or for more serious misconduct that in the
District’s opinion does not warrant suspension or discharge.
The employee is required to sign the Administrative Action Report form,
indicating receipt of the reprimand and the employee understands the reason
for the discipline. The employee will also be given an opportunity to provide
written comments on the form. If the employee refuses to sign, another
supervisor or Human Resources will be asked to witness the employee’s
refusal. A copy of the action form will be placed in the employee’s
personnel file.

d.

Employee Handbook

Disciplinary Probation. An employee’s immediate supervisor, in
consultation with the relevant Department Head, may impose disciplinary
probation for a period of one (1) to three (3) consecutive working months.
This may be done simultaneously with or following the receipt of a poor
performance evaluation, written reprimand, or suspension. The employee
will be given a written summary of the reasons for probation and the terms
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thereof. An employee, who does not improve his performance or cease
committing the conduct, which led to being placed on probation, will be
subject to dismissal. An employee who is placed on probation does not have
a guaranteed term of employment with the District for the length of his
disciplinary probation. As an at-will employee, the employee may be
dismissed at any time during his employment, including the disciplinary
probation period, with or without cause or notice.
e.

Suspension. A disciplinary suspension is defined as temporarily relieving
an employee from duties. Depending on the circumstances, a suspension
may be with or without pay at the discretion of the Department Head with
the Executive Director’s consent. The supervisor(s) imposing the
suspension, and a Human Resources representative, will meet with the
employee and give him a written memorandum summarizing the details of
his suspension including, without limitation, the reasons for and duration of
the employee’s suspension. During this meeting, the employee will be given
an opportunity to respond to the reason(s) for his suspension. The duration
of the employee’s suspension shall be determined at the discretion of the
Department Head with the Executive Director’s consent.
Unpaid suspensions of non-exempt (hourly) employees will be based on
daily increments. To the extent permitted by law, unpaid suspensions of
exempt employees will be based on weekly increments unless it is an
infraction of a major safety violation or workplace conduct (i.e., sexual
harassment, drugs/alcohol or violations of state and federal law) and in that
case the suspension may be for one or more full days.
The employee is required to sign the Administrative Action Report form
indicating receipt of the suspension and the employee understands the
reason for the discipline. The employee will also be given an opportunity to
provide written comments on the form. If the employee refuses to sign,
another supervisor or Human Resources will be asked to witness the
employee’s refusal. A copy of the action form will be placed in the
employee’s personnel file.

f.

Administrative Leave. Paid administrative leave is used to temporarily
remove an employee from a job assignment while the District conducts an
official review, investigation or disciplinary proceeding of a serious issue
or allegation involving the employee. Examples of situations that would
warrant an administrative leave include: a serious allegation made against
the employee or a pending criminal case filed against the employee. Most
often, employees on administrative leave continue receiving their base pay
and benefits during the leave.
The supervisor(s) imposing the administrative leave, and a Human
Resources representative, will meet with the employee and give him a
written memorandum summarizing the details of his leave. The employee
is required to sign the Administrative Action Report form indicating receipt
of the leave notice and the employee understands the reason for the step.
The employee will also be given an opportunity to provide written
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comments on the form. If the employee refuses to sign, another supervisor
or Human Resources will be asked to witness the employee’s refusal. A
copy of the action form will be placed in the employee’s personnel file.
g.

Dismissal. A dismissal is a termination of employment initiated by the
District. An employee may be dismissed for any reason at any time, with or
without prior notice. All District employees serve at the will of the District.
As a general rule, the employee’s supervisor and a Human Resources
representative will meet with the employee to explain the reasons for the
employee’s dismissal. At the conclusion of the meeting, the employee will
be given a termination letter. The letter will include an area for the employee
to sign, indicating receipt. The employee will also be given an opportunity
to provide written comments on the letter or form. In the event a face-toface meeting cannot be arranged, Human Resources will send a
trackable/certified letter to the employee’s home address, and the employee
may still submit any responsive comments.

h.

Review of Dismissal. The decision to dismiss an employee, including, but
not limited to, the dismissal of a qualifying patient under the Illinois
Medical Cannabis Pilot Program, shall be final unless the employee
requests a review of his dismissal by submitting a written request to the
Executive Director within seven (7) calendar days from the date the action
was taken. The Executive Director or a person or persons designated by the
Executive Director will review the action and investigate the circumstances
surrounding the employee’s dismissal. The employee may be offered the
opportunity to appear before the Executive Director or his designee(s) to
answer the charges made against them. However, the Executive Director or
his designee(s), in his sole discretion, will determine if there will be a review
meeting and if a meeting is granted, the date, time, length, and the rules and
procedures to be followed during the meeting. If the employee is not granted
a review meeting, the employee may submit written documentation to
support his position prior to the cut-off date established by the Executive
Director or his designee(s) for receipt of such documentation. The
Executive Director or his designee(s) will issue a written determination
within fourteen (14) calendar days following such cut-off date. The
determination of the Executive Director or his designee shall be final.
If the employee who has been dismissed is a direct report of the Executive
Director, the employee may make a request to the President of the Forest
Preserve District Commission to have his dismissal reviewed. The
Executive Director’s decision to dismiss a direct employee shall be final
unless the employee submits a written request for review of dismissal to the
President within seven (7) calendar days from the date the action was taken.
The President may meet with the employee and investigate the
circumstances surrounding his dismissal. The President will issue a written
determination within fourteen (14) calendar days of receipt ofafter the
employee’s written request. The President’s decision shall be final.
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The District reserves the right to proceed directly to a subsequent level of
review of a disciplinary action. The District’s failure to strictly adhere to the
time limits or the procedures in this section shall not affect the resolution of
any disciplinary action. This procedure will be followed to the extent that it
is, in the District’s sole discretion, practicable under the circumstances.
Nothing in this section shall limit or restrict the District’s right to dismiss
an employee at any time, with or without cause or prior notice. As an atwill employee of the District, an employee may terminate his employment
at any time, with or without cause or notice and the District retains the same
right.
2.

Examples of Reasons for Corrective Action. Employees may be warned,
suspended, and/or dismissed whenever it is determined, in the District’s sole
discretion, to be in the District’s best interests. Listed below are examples of some
of the reasons for corrective action. This list, however, does not constitute an
exhaustive list of all acts that may subject an employee to corrective action,
including termination, and does not change the employment-at-will relationship
between the employee and the District. Instead, the following list sets forth some
of the more typical cases that arise in the course of an employment relationship.
The District reserves the right to determine when these standards have been violated
and the appropriate penalty to impose based on the violation(s). The District
reserves the right to bypass, or eliminate the preliminary disciplinary steps and to
proceed immediately to discharge (for even the first offense if the District deems it
appropriate), depending on the circumstances.

Examples include but are not limited to:
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a.

Failing or refusing to adhere to District policies and/or procedures
including, without limitation, safety, financial, personnel, operational and
administrative policies, practices, order, rule, ordinances and procedures.

b.

Being absent from duty without permission, including habitual or excessive
tardiness, absenteeism, or early leaves.

c.

Misrepresenting of material facts relating to the use of leave.

d.

Extending breaks or lunches and/or not taking lunches at scheduled times.

e.

Leaving work during working hours without permission.

f.

Failing to obey any official rule, regulation or order, or failure to obey any
proper direction made or given by a supervisor.

g.

Being uncooperative, hostile or having a discourteous or inappropriate
attitude or conduct toward a supervisor, Commissioners, coworkers,
volunteers or members of the public or threatening or striking any person
who is in or on District property or participating in District activities (or
instigating others to violate this rule).
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h.

Being wasteful of, or the destruction of, District supplies, materials,
vehicles, equipment, tools, working time or other District property.

i.

Failing to wear District uniform or safety equipment (e.g., safety shoes,
glasses, goggles, face shield, gloves, earplugs, etc.) or the failure to wear
appropriate clothing for duties as directed.

j.

Endangering one’s safety and/or the safety of others because of failure to
act properly and safely in the performance of job duties.

k.

Unauthorized or improper use of any type of leave.

l.

Willful entering into any contract or other situation causing a conflict of
interest as defined by state law.

m.

Failing to follow any federal, state, local or District law or ordinance, rule
or regulation or engaging in criminal activity while on duty or while in or
on District property, and/or engaging in criminal activity.

n.

Failing to immediately report an accident or known hazardous condition to
the immediate supervisor.

o.

Gambling or fighting (or threatening to do so even if horseplay) while on
duty.

p.

Divulging or otherwise misappropriating confidential District information
(as defined in the Conflicts of Interest Policy) to unauthorized individuals.

q.

Being under the influence or possession of intoxicants or illegal drugs while
on duty or on District property or failing to notify the District that the
employee is taking legal drugs when such notice is required.

r.

Theft or misappropriation or the careless, negligent or improper use of
District funds (no matter when discovered).

s.

Theft of property, whether from the District, a patron, volunteer or
coworker. Employees must follow the District’s established protocol for
disposing of District materials, tools, or other items, including damaged
goods, scrap material, or any other material or surplus assets.

t.

Possessing or carrying weapons on District property while on duty (except
for District Police Officers who are expressly permitted to carry Districtauthorized firearms and other weaponry); however, for these purposes,
employees may carry and use in reasonable self-defense, a legally obtained
and possessed, non-lethal noxious liquid gas or substance designed solely
for personal defense by a person eighteen (18) years of age or older, such
as Oleoresin Capsicum restraint sprays (so-called OC sprays or “pepper
sprays”).

u.

Incompetent, inefficient or negligent performance of duties; inability or
failure to perform duties properly.
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B.

v.

Failing to maintain a valid driver’s license or other license or certification,
which is required for the employee’s position; failing to maintain
insurability by the District’s insurance provider.

w.

Smoking, including e-cigarettes, in restricted non-smoking areas. Smoking
in any District building, facility, equipment, vehicle or while working in
sight of, or directly with, the public. Smoking within twenty-five (25) feet
of a District entrance, exit or open window.

x.

Physical violence or threats of physical violence; battery.

y.

Conviction of a felony reasonably related to an employee’s job duties.

z.

Harassing other employees, volunteers, or members of the public, including
violations of the District’s harassment policy.

aa.

Being dishonest; lying to District personnel or falsifying or providing
misleading information on forms, records or reports provided to or on behalf
of the District including accident reports, financial reports, expense or
reimbursement reports, time sheets, employment application/resumes,
insurance claims submitted under the District’s health care program,
Workers’ Compensation program and departmental reports.

bb.

Unauthorized possession, use or copying of any records that are the property
of the District.

cc.

Sleeping on duty, including extended rest period on working time when
employee is not working without supervisory permission.

dd.

Failing to report to work on three (3) consecutive workdays without
notifying a supervisor.

ee.

Violating District employment policies, rules or guidelines or engaging in
any other conduct determined by the District not to be in its best interests.

ff.

Utilizing District equipment for personal use or gain.

gg.

Abuse or damage to District vehicles or equipment.

WORKPLACE VIOLENCE

Workplace violence is any act, statement (written or verbal), expression, or behavior that is or
tends to be violent, threatens violence, coerces, harasses or intimidates others, interferes with an
individual’s legal rights of movement or expression, disrupts the workplace, or the District’s ability to
provide services to the public.
A number of different actions in the work environment can trigger or cause workplace violence. It
may even be the result of non-work-related situations such as domestic violence or road rage. Whatever
the cause or whoever the perpetrator, workplace violence will not be accepted or tolerated.
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However, there is no sure way to predict human behavior and, while there may be warning signs,
there is no specific profile of a potentially dangerous individual. The best prevention comes from
identifying any problems early and dealing with them. The District has an Employee Assistance Program
(EAP) in place, which serves as an excellent, confidential resource available to all employees to help them
identify and deal with problems.
1.

Policy. The District maintains a zero tolerance policy of violence in the workplace,
whether the violence originates inside or outside the workplace, but related to or
affecting our business operations or the safety of our employees and property.
It is the policy of the District to expressly prohibit any acts or threats of violence
by any District employee or former employee against any other employee in or
about the District’s facilities or premises. The District also will not condone any
acts or threats of violence against the District’s employees, Board members,
patrons, volunteers, or visitors on the District’s premises at any time or while they
are engaged in business with or on behalf of the District.
In keeping with the spirit and intent of this policy, and to promote the District’s
objectives in this regard, the District will endeavor to do the following:
a.

To provide a safe and healthful work environment.

b.

To take prompt remedial action, up to and including immediate dismissal,
against any employee who engages in any threatening behavior or acts of
violence or who uses any obscene, abusive, or threatening language or
gestures.

c.

To take appropriate action when dealing with vendors, former employees,
or visitors to the District’s facilities who engage in such behavior. Such
action may include notifying the police or other law enforcement personnel,
prosecuting violators to the maximum extent of the law.

d.

To establish viable security measures to promote the safety and security of
the District’s facilities.
Also, it is up to each employee to help make the District a safe workplace.
The expectation is that each employee will treat all other employees, as well
as the public, with dignity and respect. You can and should expect
management to care about your safety and to provide as safe a working
environment as possible by having preventive measures in place and, if
necessary, by dealing immediately with threatening or potentially violent
situations which occur.
In furtherance of this policy, employees should warn their Supervisors,
Managers, Directors, Human Resources, Public Safety or the Executive
Director of any suspicious workplace activity, situations, or incidents that
they observe or that they are aware of that involve other employees, former
employees, Board members, patrons, volunteers, vendors, or visitors and
that appear to be potentially problematic or potentially or actually harmful
to the District, its employees and/or property. This includes, for example,
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threats of acts of violence, aggressive behavior, offensive acts, threatening
or offensive comments or remarks, and the like. Employee reports made
pursuant to this policy will be held in confidence to the extent practical and
safe.
All employees are encouraged to report any violence that they have either
witnessed or been the victim of, and to use the complaint procedure set forth
in this policy. The District will not condone any form of retaliation against
any employee for making a good faith report under this policy.
Prohibited acts of workplace violence can occur in many forms from threats
to physical violence. Examples of prohibited conduct are (including but not
limited to):

2.
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e.

Making threatening remarks or statements (verbal or written).

f.

Aggressive or hostile behavior that creates a reasonable fear of injury to
another person or subjects another individual to a perception of an unsafe
condition.

g.

Causing or threatening physical injury to another person.

h.

Utilization or possession of weapons to threaten or harm others or which
could result in same.

i.

Committing acts related to prohibited harassment or domestic violence.

Complaint Procedures for Workplace Violence. While the District encourages
individuals who believe they are being harassed in any way to firmly and promptly
notify the offender that his behavior is unwelcome, the District also recognizes that
power and status disparities between an alleged harasser and a target may make
such a confrontation impossible. In the event that such informal, direct
communication between individuals is either ineffective or impossible, or even
when such communication has occurred, the following steps should be taken to
report a workplace violence complaint.
a.

Reporting of Incident. All employees are urged to report any suspected
workplace violence by another employee to his supervisor, except where
that person is the individual accused of workplace violence. In that case, the
complaint should be reported to their immediate supervisor, Department
Head and the Director of Human Resourcesthe Director of Human
Resources. The report may be made initially either verbally or in writing,
but an employee may ask that a reports made verbally must be reduced to
writing before ato allow for a thorough investigation can be initiated. The
complainant should sign the report. If the complainant refuses to sign, a
notation will be made on the report. Human Resources should be made
aware of all incidents.

b.

Investigation of Complaint. When a complaint has been reduced to
writingmade, the Director of Human Resources and the individual informed
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(or a designee) above will initiate an investigation of the suspected
workplace violence as soon as reasonably possible. If necessary, the
Director of Human Resources may designate another supervisory or
management employee of the opposite sex to assist or the alternate
individual in the investigation. If the Director of Human Resources is the
subject of the investigation, the Executive Director will conduct the
investigation. The investigation will include an interview with employee(s)
who made the initial report, the person(s) towards whom the suspected
workplace violence was directed, and the individual(s) accused of the
workplace violence. Any other person who may have information regarding
the alleged workplace violence may also be interviewed.

C.

c.

Report. The Director of Human Resources mayshall prepare a written
report. The report shall include a finding that workplace violence occurred,
workplace violence did not occur, or there is inconclusive evidence as to
whether workplace violence occurred. A copy of the report will be given to
the employee(s) who made the initial report, and the employee(s) to whom
the suspected workplace violence was directed.

d.

Records Confidentiality. Employees who report incidents of workplace
violence are encouraged to keep written notes in order to accurately record
the offensive conduct. Every effort shall be made to keep all matters related
to the investigation and various reports confidential to the extent possible.

DISCIPLINARY ACTION - DISMISSAL

Without limiting the District’s at-will policy, the Executive Director, with notification to the
President, may dismiss any employee when the rules of conduct have been violated. The notice of
dismissal shall be in writing and shall state the specific charges with clarity so the employee can
understand the charges.
D.

DISCIPLINARY ACTION - OTHER THAN DISMISSAL

In case of employee misconduct, the following procedure shall be in effect for the District (when
appropriate):
Upon the first violation, the employee may be given a verbal or written warning authorized by the
Executive Director. The second violation may be cause for suspension or dismissal. The third violation
will be cause for dismissal. A dismissal shall be authorized by the Executive Director with notification to
the President.
IMPORTANT NOTE: The District reserves the right to bypass or eliminate the preliminary
disciplinary steps and to proceed immediately to discharge depending on the circumstances. Managerial
or supervisory personnel will make a record of the action taken. The employee will be asked to sign the
completed disciplinary Administrative Action Report form which will be placed in the employee’s
personnel file.
Suspension without pay may be imposed by executive, managerial or supervisory personnel with
the approval of the Executive Director and shall be for a period not to exceed ten (10) working days
without the approval of the President.
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E.

CONCEALED CARRY

Except as provided hereunder, no employee, other than a District police officer, may carry a
concealed or openly carried firearm while on duty. If an employee or supervisor observes another
employee carrying a concealed firearm in an unauthorized manner, the employee/supervisor must
immediately contact a supervisor or call 911. However, under Illinois law (430 ILCS 66/65), a District
employee who is an Illinois licensee with a proper concealed carry license may (i) carry a firearm in his
personal vehicle in accordance with the law; and (ii) store his or her firearm(s) or ammunition concealed
in a case within a locked personal vehicle or locked container out of plain view within the vehicle in the
parking area located on District property. Further, a District employee, who is an Illinois licensee with a
proper concealed carry license, may carry a concealed firearm in the immediate area surrounding his or
her vehicle within a prohibited parking area only for the limited purpose of storing or retrieving a firearm
within the vehicle’s trunk. For purposes of this provision, “case” includes a glove compartment or console
that completely encloses the concealed firearm or ammunition, the trunk of the vehicle, or a firearm
carrying box, shipping box, or other container. No District employee shall openly carry and/or conceal
carry a firearm on his or her person while off-duty and wearing a District uniform or clothing with the
District emblem located thereon, except for District police officers.
VII.

MISCELLANEOUS
A.

RESIGNATION / RETIREMENT

An employee wishing to leave District service in good standing is requested to submit a written
resignation or intent to retire to supervisory personnel, stating the reason or reasons for leaving at least
fourteen (14) days in advance of the last day to be worked. The letter must include a separation date and
signature. For supervisory personnel and retirees, thirty (30) days’ notice is requested. The letter of
resignation or retirement shall be placed in the employee’s personnel file. If the employee fails to provide
the designated advance notice of separation, a note will be recorded in his file and he may forfeit any
monetary compensation for accrued sick leave. An employee in this scenario will not leave in good
standing.
Per Public Act 099-0646, Local Government Wage Increase Transparency Act, a disclosable
payment shall not be made or payable unless the District’s Commission has first discussed the specific
payment to be made at a meeting open to the public, in accordance with the Open Meetings Act.
A disclosable payment means a payment, whether in the form of an increase in the rate of earnings
or a lump-sum payment, that:
1.

would be made to an employee after he has expressed to the District his intent to
retire or resign; and

2.

would have the effect of increasing the employee’s reportable monthly earnings by
more than six percent (6%) compared to the previous month; and

3.

would be made between twelve (12) months and ninety (90) days prior to the
employee’s expected retirement or resignation.

"Disclosable payment" also includes accumulated sick leave.
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B.

PERSONAL USE OF DISTRICT EQUIPMENT

Employees will not use District stationery, copy machines; supplies, vehicles, equipment, tools,
etc., for their personal use. Employees will not use the addresses of the District building(s) or other offices
for voluntary receipt of personal mail.
C.

LOST AND FOUND

Items found on District property and valued under $500 will be turned over to the Chief Financial
Officer for safekeeping. All cash found on District property must be delivered to the Chief Financial
Officer. Failure to report found items could result in discipline up to, and including, dismissal.
Items not claimed after thirty (30) days shall be disposed of, auctioned off, or given to a charitable
organization. Any unclaimed currency shall be deposited in the District’s general fund. All controlled
substances, weapons and items valued over $500 shall be immediately turned over to the District’s Chief
of Police or Sergeant. Disposition of all items shall be entered with evidence documentation.
If the item contains identifying papers or information, a reasonable attempt to contact the owner
shall be made. When returning an item to the owner, verify ownership by getting a detailed description of
the item from the owner or check identification, as necessary. Have the owner sign the log sheet to
acknowledge receipt of the item.
D.

TOBACCO, SMOKING AND NICOTINE

Use of any tobacco product or electronic smoking device is prohibited in or on any District
building, facility, property, equipment, and vehicle. In addition, use of any tobacco product or electronic
smoking device is prohibited within twenty-five (25) feet of any entrance or exit to a District facility.
District employees working outside are not permitted to use any tobacco product or electronic smoking
device while on duty. This Policy applies equally to all employees, patrons, and visitors.
Electronic smoking device, i.e. e-cigarettes, means an electronic device that can be used to deliver
nicotine or other substances to the person inhaling from the device, including, but not limited to, an
electronic cigarette, cigar, cigarillo, or pipe.
E.

SUGGESTION SYSTEM

Employees who have suggestions for the improvement of District services, reduction of costs,
improvement of safety or training or other related plans or programs are encouraged to submit their
suggestions to Human Resources.
Whether or not a suggestion is adopted, it shall be to the credit of the employee who is seeking to
improve District service through original thinking.
VIII. IDENTITY PROTECTION
A.

INTRODUCTION / PURPOSE

This Identity-Protection Policy is adopted pursuant to the Illinois Identity Protection Act. The
Identity Protection Act requires local and State government agencies to draft, approve, and implement an
Identity-Protection Policy to ensure the confidentiality and integrity of social security numbers (SSNs)
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that these agencies collect, maintain and use. It is important to safeguard SSNs against unauthorized
access to protect against identity theft.
B.

DEFINITIONS

The following words shall have the following meanings when used in this Policy.

C.

1.

“Act” means the Illinois Identity Protection Act.

2.

“Commission” means the Forest Preserve District Commission.

3.

“District” means the Forest Preserve District of Kane County.

4.

“Person” means any individual in the employ of the District.

5.

“Policy” means this Identity-Protection Policy.

6.

“Publicly post” or “publicly display” means to intentionally communicate or
otherwise intentionally make available to the general public.

7.

“Redact” means to alter or truncate data so that none of the digits of a SSN are
accessible as part of personal information.

8.

“SSN(s)” means any Social Security Number provided to an individual by the
Social Security Administration.

9.

“Statement of Purpose” means the statement of the purpose or purposes for which
the District is collecting and using an individual’s SSN that the Act requires the
District to provide when collecting a SSN or upon request by an individual. A
Statement of Purpose for the District is attached to this Policy.

STATEMENT OF PURPOSE

The District shall provide an individual with a Statement of Purpose anytime an individual is asked
to provide the District with his/her SSN or if an individual requests it.
D.

PROHIBITED ACTIVITIES
1.
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Neither the District nor any Person may:
a.

Publicly post or publicly display in any manner an individual’s SSN.

b.

Print an individual’s SSN on any card required for the individual to access
products or services provided by the District.

c.

Require an individual to transmit a SSN over the Internet unless the
connection is secure or the SSN is encrypted.

d.

Print an individual’s SSN on any materials that are mailed to the individual,
through the U.S. Postal Service, any private mail service, electronic mail,
or any similar method of delivery, unless State or federal law requires the
SSN to be on the document to be mailed. Notwithstanding the foregoing,
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SSNs may be included in applications and forms sent by mail including, but
not limited to: (i) any material mailed in connection with the administration
of the Unemployment Insurance Act; (ii) any material mailed in connection
with any tax administered by the Department of Revenue; and (iii)
documents sent as part of an application or enrollment process or to
establish, amend, or terminate an account, contract, or Policy or to confirm
the accuracy of the SSN. A SSN that is permissibly mailed, pursuant to this
paragraph, will not be printed, in whole or in part, on a postcard or other
mailer that does not require an envelope or be visible on an envelope
without the envelope having been opened.
2.

3.
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Except as otherwise provided in paragraph (c) below or unless otherwise provided
in the Act, neither the District nor any Person may:
a.

Collect, use, or disclose a SSN from an individual, unless: (i) required to do
so under State or federal law, rules, or regulations, or the collection, use, or
disclosure of the SSN is otherwise necessary for the performance of the
District’s duties and responsibilities; (ii) the need and purpose for the SSN
is documented before collection of the SSN; and (iii) the SSN collected is
relevant to the documented need and purpose.

b.

Require an individual to use his/her SSN to access an Internet website.

c.

Use the SSN for any purpose other than the purpose for which it was
collected.

The prohibitions in paragraph (b) above do not apply in the following
circumstances:
a.

The disclosure of SSNs to agents, employees, contractors, or subcontractors
of a governmental entity or disclosure by a governmental entity to another
governmental entity or its agents, employees, contractors, or subcontractors
if disclosure is necessary in order for the entity to perform its duties and
responsibilities; and, if disclosing to a contractor or subcontractor, prior to
such disclosure, the governmental entity first receives from the contractor
or subcontractor a copy of the contractor’s or subcontractor’s Policy that
sets forth how the requirements imposed under this Act on a governmental
entity to protect an individual’s SSN will be achieved.

b.

The disclosure of SSNs pursuant to a court order, warrant, or subpoena.

c.

The collection, use, or disclosure of SSNs in order to ensure the safety of:
State and local government employees; persons committed to correctional
facilities, local jails, and other law-enforcement facilities or retention
centers; wards of the State; and all persons working in or visiting a State or
local government agency facility.

d.

The collection, use, or disclosure of SSNs for internal verification or
administrative purposes.
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E.

e.

The disclosure of SSNs by a State agency to the District for the collection
of delinquent child support or of any State debt or to the District to assist
with an investigation or the prevention of fraud.

f.

The collection or use of SSNs to investigate or prevent fraud, to conduct
background checks, to collect a debt, to obtain a credit report from a
consumer reporting agency under the federal Fair Credit Reporting Act, to
undertake any permissible purpose that is enumerated under the federal
Gramm Leach Bliley Act, or to locate a missing person, a lost relative, or a
person who is due a benefit, such as a pension benefit or an unclaimed
property benefit.

COORDINATION WITH THE FREEDOM OF INFORMATION ACT AND
OTHER LAWS

The District shall comply with the provisions of the Illinois Freedom of Information Act, and any
other State law with respect to allowing the public inspection and copying of information or documents
containing all or any portion of an individual’s SSN. However, the District shall redact SSNs from the
information or documents before allowing the public inspection or copying of the information or
documents.
When collecting SSNs, the District shall request each SSN in a manner that makes the SSN easy
to redact if required to be released as part of a public records request.
F.

LIMITED EMPLOYEE ACCESS TO SOCIAL SECURITY NUMBERS

Only employees who are required to use or handle information or documents that contain SSNs
will have access. All employees who have access to SSNs shall first be trained to protect the
confidentiality of SSNs. The training will include instructions on the proper handling of information that
contains SSNs from the time of collection through destruction of the information.
G.

EMBEDDED SOCIAL SECURITY NUMBERS

Neither the District nor any Person shall encode or embed a SSN in or on a card or document
including, but not limited to, using a bar code, chip, magnetic strip, RFID technology, or other technology,
in place of removing the SSN as required by the Act and this Policy.
H.

APPLICABILITY

If any provision of this Policy conflicts with any provision of the Act, the stricter of the two (2)
provisions shall prevail.
This Policy does not apply to:
1.

the collection, use, or disclosure of a SSN as required by State or federal law, rule,
or regulation; or

2.

documents that are recorded with a county recorder or required to be open to the
public under a State or federal law, rule, or regulation, applicable case law, Supreme
Court Rule, or the Constitution of the State of Illinois; provided, however, that the
District shall redact the SSN from such document if such law, rule, or regulation
permits.
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I.

AVAILABILITY OF POLICY

The Policy shall be filed with the Commission within thirty (30) days of its approval. All District
employees will be advised of the existence of this Policy.
District employees who are required to use or handle information or documents that contain SSNs
have been provided a copy of this Policy, which each shall maintain at all times. A copy of the Policy is
available to all other employees and any member of the public by requesting a copy from:
Forest Preserve District of Kane County
1996 Kirk Road, Suite 320
Geneva, IL 60134
J.

AMENDMENTS

This Policy may be amended by the District at any time. If the Policy is amended, the District
shall file a written copy of the Policy, as amended, with the Commission and shall also advise all District
employees of the existence of the amended Policy. A copy of the amended Policy will be made available
to District employees and the public as set forth in the preceding Section above.
K.

VIOLATION

Violation of this Policy by any Person, intentionally or otherwise, shall be grounds for disciplinary
action, up to and including termination of employment. Additionally, any Person who intentionally
violates the prohibitions in Section D of this Policy shall be guilty of a Class B misdemeanor and/or such
other penalties as now or hereafter provided for under the Act.
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STATEMENT OF PURPOSE
FOR COLLECTION OF SOCIAL SECURITY NUMBERS
BY THE FOREST PRESERVE DISTRICT OF KANE COUNTY
The Identity Protection Act and the Identity-Protection Policy require the District to provide an
individual with a statement of the purpose or purposes for which the District is collecting and using the
individual’s Social Security number (“SSN”) anytime an individual is asked to provide the District with
his/her SSN or if an individual requests it. This Statement of Purpose is being provided to you because
you have been asked by the District to provide your SSN or because you requested a copy of this statement.
Why do we collect your Social Security number?
You are being asked for your SSN for one or more of the following reasons:
•
•
•
•
•
•
•
•
•
•
•

W-4 Form (Federal and State Tax Withholding)
I-9 Employment Eligibility Verification
Workers’ Compensation Claim (Form 45)
Unemployment Insurance
Wage Garnishments/Child Support
Background Check Waiver
IMRF Enrollment
Insurance Enrollment and Change Form
IMRF Disability/Retirement Claim
W-2 (Wage and Tax Statement)
W-9 Form (Request for Taxpayer ID Number)

What do we do with your Social Security number?
We will only use your SSN for the purpose for which it was collected.
We will not:
• Sell, lease, loan, trade, or rent your SSN to a third party for any purpose;
• Publicly post or publicly display your SSN;
• Print your SSN on any card required for you to access our services;
• Require you to transmit your SSN over the Internet, unless the connection is secure or your
SSN is encrypted; or
• Print your SSN on any materials that are mailed to you, unless State or Federal law requires
that number to be on documents mailed to you. If mailed, your SSN will not be visible
without opening the envelope in which it is contained.
Questions or Complaints about this Statement of Purpose
Write to the Forest Preserve District of Kane County, Attention: Human Resources

Employee Handbook

100

Forest Preserve District of Kane County
Packet Pg. 136

APPENDIX
ALCOHOL AND DRUG PROCEDURES FOR CDL EMPLOYEES
In an effort to promote public safety and to help prevent accidents and injuries the U.S. Department
of Transportation (DOT) instituted regulations that establish a zero tolerance level for the presence of
alcohol or controlled substances in the system of any individual who operates or maintains a commercial
class vehicle.
DOT regulations establish testing requirements to help ensure compliance with the alcohol and
controlled substance prohibitions. The controlled substances prohibited by the DOT regulations are:
Marijuana/THC, Cocaine, Opiates (codeine, morphine & heroine), Amphetamines, and Phencyclidine
(PCP). Employees who violate this policy are subject to disciplinary action, up to and including discharge.
Unlawful use of drugs and alcohol poses a number of risks. Alcohol and drug abuse can lead to a
number of health problems, such as lung cancer, obstructive pulmonary disease, chronic respiratory
infections, liver disease, high blood pressure, cardiac disease, and seizures. Drug abusers are at an
increased risk for AIDS and hepatitis.
The impairments drugs cause users (and their nearby co-workers) to suffer more accidental injuries
and motor vehicle accidents. Drugs can also rob the user of his ability to place for and reach long-term
goals, to deal constructively with stress and anxiety, or to have successful and satisfying friendships and
family relationships. Because drug use is unlawful, lives can be ruined when users are arrested, jailed or
injured by drug-related violence.
All full-time employees have access to the District’s confidential Employee Assistance Program
(EAP) for information and assistance with alcohol or drug use. Full-time employees may obtain
information about the District’s EAP through their immediate supervisor or Human Resources. Detail can
also be found in the Employee Assistance Program (EAP) section of this Handbook.
1.

Employee Handbook

Affected Employees
a.

The following employees are subject to these alcohol and drug procedures,
restrictions, and requirements: All employees who are required to have a
valid CDL driver’s license as a condition of employment and operate a
commercial vehicle for the District. This includes full-time and part-time
employees.

b.

The above employees are subject to these procedures and regulations at all
times while on duty including all overtime and call back time. An exception
may be made by the Executive Director to exempt an employee from
alcohol use restrictions if the employee is attending off site training and is
not expected to return to duty for the remainder of the day.
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2.

Employee Requirements

To meet the DOT regulations, the following requirements are placed upon affected employees.
Exceptions to these requirements may be made by a Department Head or Human Resources in making
temporary work assignments for employees. Affected employees will not consume or possess any product
containing alcohol or controlled substances while on duty.

3.

a.

Affected employees will not report for duty while there is any alcohol or
controlled substance in their system (unless the use is pursuant to the
instruction of a physician who has been informed of the affected employee’s
job duties, and has advised the affected employee that the substance does
not adversely affect his ability to safely perform his job).

b.

Affected employees cannot report for duty within four (4) hours of having
consumed alcohol and may not perform safety-sensitive functions (this
includes, but is not limited to, operating motor vehicles or equipment)
within four (4) hours after consuming alcohol.

c.

Affected employees must immediately report for testing when so ordered,
and must cooperate with testing personnel and procedures.

d.

Affected employees must agree to release testing results to the District and
to the Substance Abuse Professional (SAP) and to release the substance
abuse professional’s report.

e.

Affected employees cannot consume alcohol for eight (8) hours following
an accident involving a death or an accident for which the employee
received a moving violation for their operation of a commercial class
vehicle which contributed to the accident, or until the employee undergoes
a post-accident or controlled substance test, whichever occurs first. The
employee must remain available for testing for a period of eight (8) hours
for an alcohol test or 72 hours for a controlled substance test.

Tests Performed

Detailed descriptions of the testing procedures are contained in Department of Transportation’s
Regulations. A brief description of the testing procedures follows.
a.

Employee Handbook

Alcohol Test
(1)

Employee immediately reports to the designated testing facility,
shows a valid photo identification card and signs testing form.

(2)

Employee blows into alcohol testing device. If employee cannot
exhale sufficient quality of air through the machine for a complete
test, a medical exam will be performed.

(3)

If test results are negative, the employee will return to work. Results
will be reported to Human Resources.
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b.

(4)

If test results are positive, another test will be performed after a 15minute wait, but before twenty (20) minutes. The employee may not
eat or drink anything during the waiting period for the retest.

(5)

If retest results are negative, the test is reported to Human Resources
as negative.

(6)

If retest results are positive, the test results are immediately reported
to Human Resources. The employee will not be allowed to return to
work and arrangements will be made to drive the employee home.

Controlled Substances Test
Testing will only be performed for ten (10) controlled substances prohibited
by the DOT regulations - Marijuana, Cocaine, Amphetamines, Opiates,
Barbituates, Benzodiazepines, Methamphetamine, Methadone, Oxycodone
and Phencyclidine.

Employee Handbook

(1)

Employee immediately reports to the designated testing facility,
shows a valid photo identification card and signs the testing form.

(2)

Employee provides a urine sample. If unable to provide a sufficient
quantity for testing, the employee will be asked to drink water (up
to twenty-four (24) oz. in two (2) hours) and attempt test again.

(3)

Medical personnel will perform required testing to verify that the
specimen sample has not been tampered with. Employees will return
to work upon completion of testing.

(4)

The sample is sent to the lab where it is split in half. A screening test
is performed on a portion of one of the sample splits. If negative
results are obtained, the testing is reported as negative to the Medical
Review Officer (MRO), who in turn reports negative results to
Human Resources.

(5)

If screening tests are positive, sophisticated confirmation testing is
performed on the rest of the split sample. Results are reported to the
MRO. If negative, the MRO reports a negative result to Human
Resources.

(6)

If the results are positive, confirming the presence of one of the ten
(10) controlled substances, the MRO will contact the employee to
talk over the results of the test to determine if there is a legitimate
clinical reason for the presence of the drug, and will decide if test
results are negative or positive. If the employee cannot be reached
by the MRO within seventy-two (72) hours, the MRO will
determine the test results as positive. The MRO reports to Human
Resources test results as positive.

(7)

If test results are positive, the employee will be removed from all
safety sensitive duties including, but not limited to, operation of
103

Forest Preserve District of Kane County
Packet Pg. 139

vehicles and equipment. The employee has seventy-two (72) hours
in which to request a retest of the second split sample and can
request that the split sample be tested at a second lab. A negative
retest of the split sample will cancel the first positive results.
4.

Six Circumstances Under Which Testing is Performed
a.

Pre-employment Testing
(1)

Before a new employee is hired (post offer) or before an existing
employee may be transferred to a position in which operating or
maintaining a commercial class vehicle is required, both alcohol and
controlled substance testing is required.

(2)

Alcohol test results must be below 0.04 and controlled substances
negative or the employee cannot be hired to the position without a
substance abuse professional evaluation. There is no requirement
that the prospective employee be hired or that they see the MRO or
SAP, but an attempt must be made to inform the prospective
employee of the test results.

(3)

In addition to submitting to testing, the prospective employee must
supply the District with the names of all firms for which they have
been employed in the previous two (2) years operating or
maintaining commercial class vehicles. The prospective employee
must cooperate fully with the District in obtaining from each of the
previous employer’s results of any positive test, SAP’s reports and
any refusals to test.

(3)(4) The District will also query the Federal Motor Carrier
Administration’s Commercial Driver’s License Drug and Alcohol
Clearing House for any drug and alcohol program violations before
hiring a prospective driver.
b.

Employee Handbook

Random Testing
(1)

All affected employees will be placed in a pool from which random
selections for testing will be made. Random testing will be for both
alcohol and control substances.

(2)

The annual rate of testing for the entire pool will be as directed by
the U.S. Secretary of Transportation, currently ten percent (10%) per
year for alcohol and fifty percent (50%) per year for illegal drugs.

(3)

Every employee in the selection pool has an equal chance of being
selected each time the clinic draws names.

(4)

Selection for testing will be performed on a sufficiently random
basis by a neutral third party. Employees will not know when testing
is complete for the year nor when to anticipate the next selection.
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(5)
c.

Employee Handbook

A surplus of names will be generated so that another selection may
be made in place of an employee who is temporarily on leave.

Reasonable Suspicion Testing
(1)

When a supervisor has reason to believe that an employee has
alcohol or controlled substances in their system, he must contact
another supervisor, manager or Department Head who will also
observe the employee. If both supervisors are in agreement, the
Director of Human Resources will be notified of the situation and
the employee will be driven to the designated testing facility for
alcohol or controlled substances testing as appropriate.

(2)

The supervisor’s determination must be based upon specific,
describable, current observations of the employee’s appearance,
behavior, speech or body odor. Possession alone is not sufficient
cause to require the employee to submit to testing.

(3)

When a reasonable suspicion determination has been made, the
employee must immediately stop operation or maintenance of a
commercial class vehicle, District vehicle or equipment.

(4)

The employee will be informed of his right to consent or refuse
testing and the consequences of refusing testing or failing an alcohol
or drug test.

(5)

A Human Resources representative will notify the designated testing
facility that the employee will be reporting for testing. The
employee under suspicion must be accompanied to the testing
facility by their supervisor or his designee. If the Director of Human
Resources is not available, the employee’s department can notify the
testing facility.

(6)

If an employee refuses to submit to a test, he will be required to call
someone to drive him home. If unable to find someone, the District
will provide transportation to the employee’s home. If the employee
insists on driving himself, the police will be called and notified.

(7)

Testing for alcohol reasonable suspicion should be performed within
two (2) hours, but cannot be conducted if eight (8) hours have passed
since the determination was made. A written report must be
submitted to Human Resources explaining why testing was not
performed within two (2) hours. Controlled substances testing
should be performed as soon as possible, but not after 32 hours since
the determination was made.

(8)

The supervisor(s) making the determination must submit a signed
written description to his Department Head and Human Resources,
citing the specific observations which led to the reasonable
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suspicion testing. The written description should be submitted
before the test results have been received.
d.

e.

Post-Accident Testing
(1)

A surviving driver of a commercial class vehicle involved in an
accident in which a death occurred or for which the driver received
a ticket for the operation of their commercial vehicle having
contributed to the accident, will be tested for both alcohol and
controlled substances.

(2)

The driver will remain readily available for testing after an accident
until 32 hours have passed or earlier if a supervisor advises that
testing will not be necessary.

(3)

A driver cannot consume any alcohol within eight (8) hours
following an accident unless a supervisor advises that no testing will
be required or testing has already been performed.

(4)

If a death occurs or a driving citation is issued, alcohol testing will
be performed within two (2) hours, but no testing after eight (8)
hours, and controlled substance testing within 32 hours. A written
record must be submitted to Human Resources to be placed in a
separate DOT file maintained for CDL employees explaining why
alcohol testing could not be performed within two (2) hours if such
is the case and a record if either testing could not be performed.

Return to Duty Testing
Alcohol and controlled substances testing will be performed with negative
test results (less than 0.02 alcohol) on all affected employees who:

f.

Employee Handbook

(1)

Have been removed from duty of operating or maintaining a
commercial class vehicle for refusing to test or testing positive for
controlled substances or alcohol greater than 0.04. The employee
will be responsible for all costs associated with this classification of
return to duty testing, or

(2)

Have not been in a random testing pool for more than thirty (30)
days.

Follow-up Testing
(1)

Any affected employee who has refused to test or who has tested
positive for controlled substances or greater than 0.04 alcohol
content and has been determined by a SAP to require help in dealing
with their substance abuse problem will be subject to follow-up
testing.

(2)

Human Resources will order the affected employee to immediately
report for surprise alcohol or controlled substance (or both) testing
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at the frequency prescribed by the substance abuse professional.
Human Resources will advise the SAP of the test results. The
duration of surprise testing will continue as long as required by the
SAP to a maximum of five (5) years.

5.

At a minimum, six (6) unannounced tests will be required within the
first twelve (12) months of return to duty. This minimum must be
conducted regardless of whether the SAP deems no more testing is
required.

(4)

Employee is responsible for all costs associated with follow-up
testing.

Consequences of Failed or Refused Tests
a.

An employee will be immediately removed from duty upon the employee’s
refusal to cooperate with testing procedures or upon receipt of a positive
test results. Employees who refuse to submit to testing or fail an alcohol or
drug test are subject to disciplinary action, up to and including discharge.

b.

If the employee selects a SAP, the employee is responsible for payment to
the SAP and subsequent counseling and rehabilitation. The employee’s
medical insurance may be used to help pay for these services. Human
Resources will provide a list of SAPs to the employee, however, the
employee is free to choose any certified SAP.

c.

The employee must sign a release allowing the District to release the test
results to the SAP and sign a release for the SAP to report back to Human
Resources.

d.

The SAP will report back to Human Resources that the employee:

e.

Employee Handbook

(3)

(1)

Does not require any help in dealing with a substance abuse problem
- in which case the employee may be returned to full duty.

(2)

That the employee requires and is cooperating with continued
counseling and rehabilitation and may return to full duty, or may not
return to full duty yet.

(3)

That the employee requires but is not cooperating with counseling
and rehabilitation and may not return to duty.

The employee is responsible for obtaining any counseling or rehabilitation
prescribed by the SAP and must provide appropriate releases for counseling
and rehabilitation professionals to report back to the SAP. Employees are
advised that the USDOT regulations require that the additional counseling
and rehabilitation not be performed by any business entity in which the SAP
has a financial interest.
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f.

6.

Employee Handbook

When the SAP reports to Human Resources that the employee may return
to full duty of operating and maintaining commercial class vehicles the
employee must:
(1)

Test negative in return to duty alcohol or controlled substances
testing (or both tests if so indicated by the SAP).

(2)

Continue with any rehabilitation therapy if so prescribed by the
SAP.

(3)

Test negative in unannounced follow-up testing as prescribed by the
SAP or, at a minimum, six (6) tests in the first twelve (12) months
of returning to duty as ordered by the District.

Required Training
a.

To the extent possible, all affected employees will be informed of any new
DOT regulations and any revisions to or modification of these policies and
procedures to implement the regulations.

b.

All supervisory personnel will receive training in recognizing physical signs
of alcohol misuse and controlled substance use prior to any employee being
ordered to submit to reasonable suspicion testing by that supervisor. Sixty
(60) minutes of training for alcohol misuse recognition and sixty (60)
minutes of training for controlled substance use recognition is required.

c.

All new employees and newly transferred employees in affected positions
will receive training prior to operating or maintaining a commercial class
vehicle. All newly hired supervisory personnel will receive sixty (60)
minutes of alcohol misuse recognition training and sixty (60) minutes of
controlled substances use training prior to their requiring any employee to
submit to reasonable suspicion testing.

d.

All employees will sign an acknowledgement form that they attended the
training. The form will be kept in Human Resources.
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EMPLOYEE ACKNOWLEDGMENT FORM
I acknowledge having received a copy of the Employee Handbook of the Forest Preserve District
of Kane County and I agree to read and become familiar with its contents.
I understand that the Employee Handbook may be revised from time to time and it is not intended
to provide me with any promise or assurance of continued employment or any specific term. It is
understood that changes in procedure will supersede or eliminate those found in this book and I will be
notified of such changes generally through written communication.
I further understand that the Employee Handbook does not create any kind of employment
contract.

Employee’s Signature

Employee’s Printed Name

Date

Employee Handbook
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