











corporate authorities of the Village of Deerfield that to the extent that the terms of this Ordinance
should be inconsistent with any non-preemptive state law, this Ordinance shall supersede state law in
that regard within its jurisdiction.

SECTION 4: That this Ordinance shall be in full force and effect from and after its passage,
approval and publication in pamphlet form as provided by law.

PASSED this day of ,2011.

AYES:
NAYS:
ABSENT:
ABSTAIN:

APPROVED this day of ,2011.

Village President

ATTEST:

Village Clerk



REQUEST FOR BOARD ACTION

11-01-1
Agenda Item:

Ordinance Approving a Special Use to Permit an Above Ground Pump Station at
Subject

Deerbrook Mall and Changes to the Rear Parking Lot (Deerbrook Mall and Village of

Deerfield)

First Reading
Action Requested:

Plan Commission
Originated By:

Mayor and Board of Trustees
Referred To:

Summary of Background and Reason for Request

Reports and Documents Attached:

Ordinance

1/18/2011
Date Referred to Board:

Action Taken:




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE APPROVING AN AMENDMENT TO THE
SPECIAL USE PLANNED UNIT DEVELOPMENT FOR DEERBROOK
MALL IN THE C-2 OUTLYING COMMERCIAL DISTRICT TO PERMIT AN
ABOVE GROUND PUMP STATION AND CHANGES TO THE REAR PARKING LOT

PASSED AND APPROVED BY THE
PRESIDENT AND BOARD OF TRUSTEES
OF THE VILLAGE OF DEERFIELD, LAKE
AND COOK COUNTIES, ILLINOIS, this

day of , 2011.

Published in pamphlet form

by authority of the President
and Board of Trustees of the
Village of Deerfield, Lake and
Cook Counties, Illinois, this
_____dayof , 2011




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE APPROVING AN AMENDMENT TO THE
SPECIAL USE PLANNED UNIT DEVELOPMENT FOR DEERBROOK
MALL IN THE C-2 OUTLYING COMMERCIAL DISTRICT TO PERMIT AN
ABOVE GROUND PUMP STATION AND CHANGES TO THE REAR PARKING LOT

WHEREAS, the Plan Commission of the Village of Deerfield has held a public hearing on the
joint application of Gateway Fairview Inc., the owner of certain property legally described on Exhibit A
attached hereto and commonly known as Deerbrook Mall (the “Subject Property”) and the Village of
Deerfield (the “Applicants™) for approval of an amendment to the Special Use Planned Unit Development
for Deerbrook Mall to permit the construction of an above ground sanitary sewer lift station and a new
accessory pump station building and certain changes to the rear parking lot at Deerbrook Mall; and,

WHEREAS, said public hearing was held on December 16, 2010 pursuant to public notice given
in the time and manner provided by law, and conforming in all respects, in both manner and form, with the
requirements of the Zoning Ordinance of the Village Deerfield; and,

WHEREAS, the Plan Commission of the Village of Deerfield, after considering the evidence,
testimony and supporting materials offered at said public hearing, filed its report with the President
and Board of Trustees containing its written findings of fact and recommendation that the proposed
amendment to the Special Use Planned Unit Development be authorized and approved pursuant to
Article 5.02-C, Paragraphs 4 and 9, and Article 13.11 of the Zoning Ordinance of the Village of
Deerfield to allow: (i) the installation, operation and maintenance of a new above ground sanitary
sewer lift station in an approximately 140 square foot pre-fabricated brick pump station building to be

located in the rear parking lot of Deerbrook Mall, and (ii) certain modifications to the rear parking lot



of Deerbrook Mall, including the installation of previously approved landbanked parking spaces
northwest of the Brunswick Bowling Alley property; and,

WHEREAS, the President and Board of Trustees of the Village of Deerfield have determined
that the proposed amendment to the Special Use Planned Unit Development for the Subject Property
fully complies with the requirements and standards set forth in Article 5.02-C, Paragraphs 4 and 9,
and Article 13.11 of the Zoning Ordinance of the Village of Deerfield, and that the best interests of
the Village will be served by the authorization and approval of said amendment to the Special Use
Planned Unit Development of the Subject Property as provided herein and in accordance with plans,
supporting materials and representations submitted and made by the Applicants which are
incorporated herein and made a part hereof by this reference;

NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE VILLAGE OF DEERFIELD, LAKE AND COOK COUNTIES, ILLINOIS, in
the exercise of its home rule powers, as follows:

SECTION 1: That the above and foregoing recitals, being material to this Ordinance, are
hereby incorporated and made a part of this Ordinance as if fully set forth herein.

SECTION 2: That the President and Board of Trustees do hereby affirmatively find that the
proposed amendment to the Deerbrook Mall Special Use Planned Unit Development as hereby
authorized fully complies with the requirements and standards set forth in Article 5.02-C, Paragraphs
4 and 9, and Article 13.11 of the Zoning Ordinance of the Village of Deerfield.

SECTION 3: That the President and Board of Trustees do hereby authorize and approve an
amendment to the Deerbrook Mall Special Use Planned Unit Development in the C-2 Outlying

Commercial District to permit the construction, establishment and operation of a new above ground



sanitary sewer lift station within an approximately 140-square foot pre-fabricated brick pump house
building to be located in the rear parking lot of the Subject Property, including a variation to allow the
accessory structure to be located 4 feet from the property line of the Subject Property in lieu of the
required 12-foot setback for accessory structures, all subject to the conditions, regulations and
restrictions set forth in Section 4 of this Ordinance.

SECTION 4: That the President and Board of Trustees do hereby further authorize and
approve an amendment to the Deerbrook Mall Special Use Planned Unit Development in the C-2
Outlying Commercial District to permit changes to the rear parking lot layout of the Subject Property,
including the installation of 166 previously approved landbanked parking spaces as shown on the
previously approved final site plan (dated 08-28-01 and revised 10-04-01) to the northwest of the
Brunswick Bowling Alley and the repaving and restriping of the rear parking lot to be completed by
the end of 2011, all subject to the conditions, regulations and restrictions set forth in Section 4 of this
Ordinance.

SECTION 5: That the approval and authorization of said amendments to the Deerbrook Mall
Special Use Planned Unit Development are granted subject to the following conditions, regulations
and restrictions:

a. the construction, operation, maintenance and use of a new above ground sanitary
sewer lift station within an approximately 140-square foot pre-fabricated brick pump
house building shall be in strict conformance with the plans and supporting materials
attached hereto and made a part of this Ordinance as Exhibit B hereof, and with all
representations made and submitted by the Applicants to the Plan Commission and to
the President and Board of Trustees of the Village of Deerfield,;

b. the installation of previously approved landbanked parking spaces to the northwest of
the Brunswick Bowling Alley and the repaving and restriping of the rear parking lot,
including the installation and maintenance of new parking lot islands, shall be in strict
conformance with the plans and supporting materials attached hereto and made a part

of this Ordinance as Exhibit B hereof, and with all representations made and submitted
by the Applicants to the Plan Commission and to the President and Board of Trustees
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of the Village of Deerfield;

C. compliance with the requirements of the Appearance Review Commission

d. continued compliance with the requirements of the final Development Agreements for
the Deerbrook Mall Planned Unit Development and with the requirements of the

Deerbrook Mall Planned Unit Development, as hereby amended; and,

e. compliance by the Applicant with all other applicable provisions of the Zoning
Ordinance of the Village of Deerfield.

SECTION 6: That a variation from the strict compliance with the regulations of the C-2
Outlying Commercial District is hereby granted to allow the sanitary sewer lift station building to be
located within 4 feet from the property line of the Subject Property in lieu of the otherwise required
12-foot setback.

SECTION 7: That the approval of the amendment to the Deerbrook Mall Special Use Planned
Unit Development as hereby authorized shall be binding upon and inure to the benefit of the
Applicants, Applicants’ successors, grantees, transferees and assigns, and any violation of this
Ordinance or of the conditions, regulations and restrictions set forth herein by the Applicants or their
successors, grantees, transferees or assigns shall authorize the revocation of this Special Use as hereby
authorized.

SECTION 8: That the Village Clerk is hereby authorized and directed to publish this
Ordinance in pamphlet form and to record this Ordinance in the office of the Recorder of Deeds of
Cook County, Illinois at Applicants’ expense.

SECTION 9: That this Ordinance, and each of its terms, shall be the effective legislative act
of a home rule municipality without regard to whether such Ordinance should: (a) contain terms
contrary to the provisions of current or subsequent non-preemptive state law; or, (b) legislate in a

manner or regarding a matter not delegated to municipalities by state law. It is the intent of the
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corporate authorities of the Village of Deerfield that to the extent that the terms of this Ordinance
should be inconsistent with any non-preemptive state law, this Ordinance shall supersede state law in
that regard within its jurisdiction.

SECTION 9: That this Ordinance shall be in full force and effect from and after its passage,
approval and publication in pamphlet form as provided by law.

PASSED this day of , 2011.

AYES:
NAYS:
ABSENT:
ABSTAIN:

APPROVED this day of , 2011.

Village President

ATTEST:

Village Clerk



Exhibit B
Exhibits to an Ordinance Approving Amendments
to the Deerbrook Mall Special Use Planned Unit Development
Exhibit D, Site Plan depicting the additional easement granted to the Village of Deerfield,

dated January 13, 2010, by W.C. Doland Engineering, Inc.

Site Utilities Demolition Plan by Stanley Consultants, Inc., for Deerbrook Mall Lift Station
Improvements depicting, among other things, the limits of construction.

Site Utilities Proposed Plan by Stanley Consultants, Inc., for Deerbrook Mall Lift Station
Improvements depicting, among other things, footprint of pre-fabricated brick building.

Elevations of proposed pre-fabricated brick building depicting west view, east view, south
view, north view and interior plan.

Photograph of similar pre-fabricated brick pump station building.

Area photograph depicting proposed electric service by Stanley Consultants, Inc. for
Deerbrook Mall Lift Station Improvements.

Lift Station Exhibit, EX 1, dated 10-13-10 and revised 11-3-10, by V3 Companies showing
modifications to rear parking lot at Deerbrook Mall.



REQUEST FOR BOARD ACTION

11-06-1
Agenda Item:
An Ordinance Increasing the Number of Class E Liquor Licenses from 12 to 13

Subject

Not Approve Second Reading
Action Requested:

Gino’s East
Originated By:

Village Staff
Referred To:

Summary of Background and Reason for Request

At its meeting on January 3, 2011, the Mayor and Board granted 1* Reading approval to an ordinance
increasing the number of Class “E” liquor licenses by one for Gino’s East restaurant at the Embassy Suites
hotel. As Stoney River closed on January 1, 2011, the number of Class “E” licenses does not need to be
changed. As aresult, staff is recommending that this ordinance not be approved and Gino’s East be issued
a Class “E” license according to Liquor Code requirements.

Reports and Documents Attached:
Copy of Ordinance

01/18/2011
Date Referred to Board:

Action Taken:




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO. O-11-

AN ORDINANCE AMENDING CHAPTER 3 OF THE
MUNICIPAL CODE OF THE VILLAGE OF DEERFIELD OF 1975 TO
INCREASE THE NUMBER OF AUTHORIZED CLASS E LIQUOR LICENSES

FROM TWELVE (12) TO THIRTEEN (13)

PASSED AND APPROVED BY THE

PRESIDENT AND BOARD OF TRUSTEES

OF THE VILLAGE OF DEERFIELD, LAKE

AND COOK COUNTIES, ILLINOIS, this
day of ,2011.

Published in pamphlet form
by authority of the President
and Board of Trustees of the
Village of Deerfield, Lake and
Cook Counties, Illinois, this
day of ,2011.



VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO. O-11-

AN ORDINANCE AMENDING CHAPTER 3 OF THE
MUNICIPAL CODE OF THE VILLAGE OF DEERFIELD OF 1975 TO
INCREASE THE NUMBER OF AUTHORIZED CLASS E LIQUOR LICENSES

FROM TWELVE (12) TO THIRTEEN (13)

BE IT ORDAINED BY THE PRESIDENT AND BOARD OF TRUSTEES OF THE
VILLAGE OF DEERFIELD, LAKE AND COOK COUNTIES, ILLINOIS, AS FOLLOWS:

SECTION 1: That Section 3-9 (Number of Licenses) of Chapter 3 (Alcoholic Beverages) of
the Municipal Code of the Village of Deerfield of 1975, as amended, is hereby further amended by
striking said Section in its entirety and substituting in lieu thereof the following:

Sec. 3-9. Number of Licenses.
There shall be issued in the Village no more than:

(a) Class A Two (2)
(b) Class B One (1)
(c) Class BB One (1)
(d) Class C Four (4)
(e) Class D One (1)
® Class D-1 None (0)
(2) Class D-2 None (0)
(h) Class E Thirteen (13)
(1) Class F None (0)
) Class G Four (4)
(k) Class H None (0)
D Class I Two (2)
(m) ClassJ One (1)

SECTION 2: That the Village Clerk is hereby directed to publish this Ordinance in pamphlet
form.

SECTION 3: That all ordinances or parts of ordinances in conflict herewith are, to the extent
of such conflict, hereby repealed.

SECTION 4: That this Ordinance shall be in full force and effect from and after its passage,
approval and publication in pamphlet form as provided by law.



PASSED this day of 5 2011,

AYES:
NAYS:
ABSENT:
ABSTAIN:

APPROVED this day of ,2011.

Village President
ATTEST:

Village Clerk



REQUEST FOR BOARD ACTION

11-02-1
Agenda Item:

Ordinance Approving a Special Use in the 1-2 Limited Industrial District to Permit the
Subject

Establishment of a Self Improvement Facility at 151 S. Pfingsten Road, Suites E and F

(Chicago Martial Arts)

Waiver of the Rules and Adoption on First Reading
Action Requested:

Plan Commission
Originated By:

Mayor and Board of Trustees
Referred To:

Summary of Background and Reason for Request

Reports and Documents Attached:
Ordinance

Letter from William Lee requesting a waiver of the rules

1/18/2011
Date Referred to Board:

Action Taken:




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE APPROVING A SPECIAL USE FOR THE
ESTABLISHMENT OF A SELF-IMPROVEMENT FACILITY
AT 151 SOUTH PFINGSTEN ROAD (CHICAGO MARTIAL ARTYS)

PASSED AND APPROVED BY THE
PRESIDENT AND BOARD OF TRUSTEES
OF THE VILLAGE OF DEERFIELD, LAKE
AND COOK COUNTIES, ILLINOIS, this

day of , 2011,

Published in pamphlet form
by authority of the President
and Board of Trustees of the
Village of Deerfield, Lake and
Cook Counties, lllinois, this

day of , 2011.




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE APPROVING A SPECIAL USE FOR THE
ESTABLISHMENT OF A SELF-IMPROVEMENT FACILITY
AT 151 SOUTH PFINGSTEN ROAD (CHICAGO MARTIAL ARTYS)

WHEREAS, the Plan Commission of the Village of Deerfield has held a public hearing on the
application of Pfingsten 151 LLC, as owner, and Chisago Martial Arts Entertainment, as tenant
(collectively referred to herein as the “Applicants”), of the property legally described on Exhibit A
attached hereto and commonly known as 151 South Pfingsten Road (the “Subject Property”) for approval
of an approximately 7300 square foot martial arts studio in Units E and F of the Subject Property as a
Special Use self-improvement facility in the 1-2 Limited Industrial District; and

WHEREAS, said public hearing was held on December 16, 2010 pursuant to public notice given
in the time and manner provided by law, and conforming in all respects, in both manner and form, with the
requirements of the Zoning Ordinance of the Village of Deerfield; and,

WHEREAS, the Plan Commission of the Village of Deerfield, after considering the evidence,
testimony and supporting materials offered at said public hearing, filed its report with the President and
Board of Trustees containing its written findings of fact and recommendation that the requested Special
Use be authorized pursuant to Article 13.11 and Article 6.03-C, Paragraph 19 of the Zoning Ordinance of
the Village of Deerfield to allow an approximately 7300 square foot martial arts studio to be located,
established and operated in Units E and F of the Subject Property as a Special Use self-improvement

facility in the I1-2 Limited Industrial District; and,



WHEREAS, the President and Board of Trustees of the Village of Deerfield have
determined that the proposed Special Use for the Subject Property fully complies with the
requirements and standards set forth in Article 13.11 and Article 6.03-C, Paragraph 19 of the Zoning
Ordinance of the Village of Deerfield, and that the best interests of the Village will be served by the
authorization and granting of said Special Use as provided herein, subject to and in accordance with
the plans and supporting materials submitted by the Applicants, which are hereby incorporated
herein and made a part hereof by this reference; and,

NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE VILLAGE OF DEERFIELD, LAKE AND COOK COUNTIES, ILLINOIS;, in
the exercise of its home rule powers, as follows:

SECTION 1: That the above and foregoing recitals, being material to this Ordinance, are
hereby incorporated and made a part of this Ordinance as if fully set forth herein.

SECTION 2: That the President and Board of Trustees do hereby affirmatively find that the
proposed martial arts self improvement facility, hereby authorized as a Special Use of the Subject
Property in the 1-2 Limited Industrial District, fully complies with the requirements and standards for
special uses set forth in Article 6.03-C, Paragraph 19 and Article 13.11 of the Zoning Ordinance of
the Village of Deerfield.

SECTION 3: That the President and Board of Trustees do hereby authorize and approve the
establishment and operation of an approximately 7300 square foot martial arts studio in Units E and
F of the Subject Property as a Special Use self improvement facility in the 1-2 Limited Industrial
District, subject to the conditions, regulations and restrictions set forth in Section 4 of this

Ordinance.



SECTION 4: That the approval and authorization of said Special Use is granted subject to
full and complete compliance with the following conditions, regulations and restrictions: (i) the
construction, operation and maintenance of said self-improvement facility shall be in accordance
with the plans and supporting materials attached hereto and made a part of this Ordinance as Exhibit
B hereof, and with all representations made and submitted by the Applicants to the Plan Commission
and to the President and Board of Trustees of the Village of Deerfield; and (ii) compliance by the
Applicants with all other applicable provisions of the Zoning Ordinance of the Village of Deerfield.

SECTION 5: That the Special Use as hereby authorized shall be binding upon and inure to
the benefit of the Applicants and Applicants’ successors, grantees, transferees and assigns, and any
violation of the conditions herein set forth by the Applicants or their successors, grantees, transferees
or assigns shall authorize the revocation of this Special Use as hereby authorized.

SECTION 6: That the Village Clerk is hereby authorized and directed to publish this
Ordinance in pamphlet form and to record this Ordinance in the office of the Recorder of Deeds of
Cook County, IHllinois.

SECTION 7: That this Ordinance, and each of its terms, shall be the effective legislative
act of a home rule municipality without regard to whether such Ordinance should: (a) contain terms
contrary to the provisions of current or subsequent non-preemptive state law; or, (b) legislate in a
manner or regarding a matter not delegated to municipalities by state law. It is the intent of the
corporate authorities of the Village of Deerfield that to the extent that the terms of this Ordinance
should be inconsistent with any non-preemptive state law, this Ordinance shall supersede state law

in that regard within its jurisdiction.



SECTION 8: That this Ordinance shall be in full force and effect from and after its

passage, approval and publication in pamphlet form as provided by law.

PASSED this day of , 2011.

AYES:
NAYS:
ABSENT:
ABSTAIN:

APPROVED this day of , 2011.

Village President
ATTEST:

Village Clerk



Exhibit B
Exhibits to an Ordinance Authorizing a Special Use for
A Self-Improvement Facility at 151 South Pfingsten Road
(Chicago Martial Arts)
Floor Plan for Units E and F, 151 Pfingsten Rd., marked as Exhibit A

1-page sketch of proposed 84-0 in. x 20.0 in. exterior awning sign for
Chicago Martial Arts; sign to have the same colors as the rest of the center.



Chicago Martial Arts

158 S. Waukegan Road
Deerfield, Illinois 60015
847/564-0200

January 6, 2011
Planning Commission
Village of Deerfield
850 Waukegan Road
Deerfield, Illinois 60015

Re: Request for Special Use Permit
151 S. Pfingsten Avenue, Suites E and F, Deerfield, Illinois 60015
CMA Northshore, Inc. d/b/a Chicago Martial Arts
(Relocation of existing Deerfield business)

Dear Mayor Rosenthal and Village Trustees:

As you are aware, CMA Northshore, Inc., d/b/a Chicago Martial Arts (CMA), is an existing Deerfield
business, wishing to relocate within Deerfield. It has negotiated a new lease with Korman Lederer Management
Company to occupy space within the Deerbrook Commerce Center, located at 151 S. Pfingsten Avenue, Suites E
and F (the Premises), for the purpose of providing a physical health and well being center primarily for learning,
training and performance of martial arts, yoga, dance, and exercise.

CMA has therefore requested a Special Use Permit, pursuant to Village Zoning Code Section 13.11. That
request was unanimously approved by the Village Planning Commission, and has now been unanimously approved
by the Board of Trustees. The first reading of the ordinance is scheduled for Tuesday January 18, 2011.

CMA'’s current lease for space elsewhere within Deerfield is ending shortly, and there is a quickly
diminishing window within which to complete the move. CMA therefore respectfully requests that the Board
waive the second reading of the proposed ordinance. This would be a great help in making a smooth and
uninterrupted transition to the new location.

Thank you for your consideration, and I hope you will choose to grant this request.

Very Truly Yours,

A1/

William Lee
CMA Northshore, Inc.,
d/b/a Chicago Martial Arts




REQUEST FOR BOARD ACTION

11-07
Agenda Item:

An Ordinance Amending Article 3 (“Dangerous Buildings™) of Chapter 6 (“Building™)
Subject

of the Municipal Code

First Reading
Action Requested:

Village Board of Trustees
Originated By:

Village Attorney and Staff
Referred To:

Summary of Background and Reason for Request

As the Board will recall from its November 22, 2010 C.O.W. discussion, the need for a more effective
ordinance tool to address specific dangerous property conditions, such as those presented by 679
Castlewood, was preferred over a requirement to register and inspect all vacant properties. Following the
Board’s discussion of this matter, the Village Attorney and staff worked to develop the attached draft
ordinance for further consideration. The proposed changes to the Municipal Code include the previously
discussed nuisance criteria and inspection authority, as well as new provisions for appeals and the
assessment of daily fines if appropriate. The “Board of Appeals” referenced in the ordinance is the same
expertise-based Board enabled as part of the Village Building Code. Given the physical and structural
conditions needed to designate a dangerous building, staff is recommending this be the same body as it is
made up of appropriate professionals (architects, engineers, contractors, etc.) that entertains appeals of
building code matters. It would only meet as needed to consider appeals.

The Village Attorney and staff will be available to review the draft ordinance and respond to questions
from the Mayor and Board.

Reports and Documents Attached:
Copy of Ordinance

01/18/2011
Date Referred to Board:

Action Taken:




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE AMENDING ARTICLE 3 (“DANGEROUS BUILDINGS”)
OF CHAPTER 6 (“BUILDING”) OF THE MUNICIPAL CODE
OF THE VILLAGE OF DEERFIELD

PASSED AND APPROVED BY THE
PRESIDENT AND BOARD OF TRUSTEES
OF THE VILLAGE OF DEERFIELD, LAKE
AND COOK COUNTIES, ILLINOIS, this

day of , 2011.

Published in pamphlet form
by authority of the President
and Board of Trustees of the
Village of Deerfield, Lake and
Cook Counties, Illinois, this

day of , 2011.




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

ORDINANCE NO.

AN ORDINANCE AMENDING ARTICLE 3 (“DANGEROUS BUILDINGS”)
OF CHAPTER 6 (“BUILDING”) OF THE MUNICIPAL CODE
OF THE VILLAGE OF DEERFIELD

WHEREAS, the Village of Deerfield (the “Village™) is a home rule unit of government
pursuant to Article VII, Section 6, of the Illinois Constitution of 1970; and,

WHEREAS, as a home rule municipality, the Village may exercise any power and perform
any function pertaining to its government and affairs including, but not limited to, the power to
regulate for the protection of the public health, safety, morals and welfare; and,

WHEREAS, buildings and other man-made structures that are so dilapidated, decayed,
unsafe or unsanitary that they are unfit for human habitation, or are a hazard to the occupants of
neighboring structures, are public nuisances in that they contribute to the decrease in value of
surrounding properties, provide a location for criminal activity, increase the peril of fire, undermine
the aesthetic character of neighborhoods and the Village in general, and have other undesirable
affects that threaten the health, safety and welfare of the public; and,

WHEREAS, the abatement of public nuisances caused by buildings and structure which are
dilapidated, decayed, unsafe or unsanitary is in the best interest of the residents of the Village; and,

WHEREAS, the corporate authorities of the Village have determined that the regulations
contained in Article 3 (“Dangerous Buildings”) of Chapter 6 (“Building”) of the Deerfield Municipal
Code should be amended as provided herein as a further means for the Village to maintain and

enforce the health, sanitation, occupancy and safety standards of buildings and structures within the



Village, and to avoid, minimize and eliminate the adverse health, safety, environmental and
economic effects such buildings have on the use, enjoyment and well being of neighboring
properties, residents, neighborhoods and communities within the Village;

NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE VILLAGE OF DEERFIELD, LAKE AND COOK COUNTIES, ILLINOIS;, in
the exercise of its home rule powers, as follows:

SECTION 1: The above and foregoing recitals, being a material part of this Ordinance, are
incorporated and made a part of this Ordinance as if fully set forth herein.

SECTION 2: That Section 6-23 of Article 3 (“Dangerous Buildings”) of Chapter 6
(“Building”) of the Municipal Code of the Village of Deerfield be and the same is hereby amended
to read as follows (additions are indicated by underscoring and deletions are indicated by
strikethrough markings):

Sec. 6-23. Definition; nuisance.

@) The term “dangerous building” or “dangerous excavation” as used in this
Article, is hereby defined to mean and include:

(1) any building or excavation, shed, fence, or other man-made structure
which is dangerous to the public health because of its condition, and which
may cause or aid in the spread of disease or injury to the health of the
occupants of it or of neighboring structures;

(2) any building or excavation, shed, fence, or other man-made structure
which because of faulty construction, age, lack of proper repair or any other
cause, is especially liable to fire, and constitutes or creates a fire hazard;

(3) any building or excavation, shed, fence, or other man-made structure
which, by reason of faulty construction or any other cause is liable to cause
injury or damage by collapsing or by a collapse or fall of any part of such
structure;

(4) any building or excavation, shed, fence, or other man-made structure
which because of its condition, or because of lack of doors or windows is



available to and frequented by malefactors or disorderly persons who are not
lawful occupants of such structure;

(5) any building or excavation, shed, fence, or other man-made structure
which because of its condition, or because of lack of doors or windows, is

available to entry by, and is hazard to, uninvited persons;

(6) any building, shed, fence, or other man-made structure which has become
or is so dilapidated or decayed or unsafe or unsanitary that it is unfit for
human habitation, or is a hazard to neighboring structures or the occupants of
neighboring structures;

(7) any building, shed, fence, or other man-made structure which has been
damaged by fire, wind or other causes so as to have become dangerous to the
life, safety, health or welfare of the occupants of such structure, or the
occupants of neighboring structures.

(b) The term *building” as used in this Article shall mean any building or

structure designed, constructed, intended or used for human occupancy or
habitation.

(c) the term “owner” means every person, entity, agent, firm or corporation, who
independently, jointly or severally with others:

(1) has legal or equitable title to any building, or the premises on which such
building is located,;

(2) has care, charge, possession, custody or control of any building in any
capacity, including but not limited to agent, executor, administrator, trustee
or guardian;

SECTION 3: That Section 6-24 of Article 3 (“Dangerous Buildings”) of Chapter 6
(“Building”) of the Municipal Code of the Village of Deerfield be and the same is hereby amended
to read as follows (additions are indicated by underscoring and deletions are indicated by
strikethrough markings):

Sec. 6-24. Dangerous building prohibited.



@) No person shall maintain or permit the existence of any dangerous building
or dangerous excavation in the Village.

(b) No person being the owner, occupant or person in custody of any dangerous
building or dangerous excavation shall permit the same to remain in a
dangerous condition.

(c) Any dangerous building or dangerous excavation in the Village is hereby
declared to be a public nuisance.

d The Director of Building and Zoning is hereby empowered to make such

inspections as may be necessary to see to the enforcement of this section, and

to make any test or examination of materials, structures or other conditions to
assist with the enforcement of this section.

SECTION 4: That Section 6-25 of Article 3 (“Dangerous Buildings”) of Chapter 6
(“Building”) of the Municipal Code of the Village of Deerfield be and the same is hereby amended

to read as follows (additions are indicated by underscoring and deletions are indicated by

strikethrough markings):
Sec. 6-25. Abatement of dangerous building; procedure.

@ When the Director of Building and Zoning, or the Health Officer shall be of
the opinion that any building erstructure in the Village is a dangerous

building, or that any excavation in the Village is a dangerous excavation, he
shall file a written statement to this effect with the Village Manager.

(b) The manager shall thereupon, cause written notice to be served upon the

owner thereof-and-upen-the-oceupantthereofif-any, by registered certified
mail,_return receipt requested, or by personal service. In the event that
service in this fashion is unsuccessful, it shall be sufficient service upon the
owner to send such written notice by first class United State mail, with
proper postage prepaid, to the last taxpayer of record of the premises on
which the building or excavation is located as listed in the records of the
Lake County Treasurer or Cook County Treasurer.

(c) Such notices shall state the building or excavation has been declared to be in

a dangerous condition and a public nuisance, that such public nuisance
dangereus-condition must be removed or remedied by repairing,-er altering,
or_demolishing the building, er—by—demelishing—it; or by completing,



removing or filling the excavation, and that the condition must be remedied
at once.

(d) Such notice may be in the following form_directed to one or more of the
owners of the premises on which the building is located:

You are hereby notified that [describe building or excavation] on the
premises above described has been condemned as a huisance—and—a

[dangerous building or dangerous excavation] and a public nuisance after
inspection by the [Director of Building and Zoning or the Health Officer].

You must either (i) remedy either-this condition by [repairing, altering, or

demolishing the building, or by completing, removing or filling the
excavation], in accordance with the applicable requirements of the Municipal

Code of the Village of Deerfield, within fourteen (14) days after the date of
this notice; or (ii) appeal the determination that the building or excavation is

dangerous as defined in Section 6-23 of the Deerfield Municipal Code to the

Board of Appeals as provided in Section 13-1 of the Code within twenty (20)
days after the date of the notice.er-demelish-the-budingimmediately-orthe
ViHage-wil-proceed-to-do-so”

(e) It shall be a violation of this ordinance if the person receiving such notice has

not comphied-herewith remedied the dangerous condition as identified in such
notice, within fourteen (14) days from the time when this notice is served
upon such person, or taken an appeal from the determination-ofthe-officeror

emploeyee finding that a dangerous building or dangerous excavation exists
within twenty ter-(20) days from the time when this notlce IS served upon

SECTION 5: That Article 3 (“Dangerous Buildings”) of Chapter 6 (“Building”) of
the Municipal Code of the Village of Deerfield be and the same is hereby amended to add
the following as Section 6-25A entitled “Enforcement and Penalties”, which shall read as
follows:

Sec. 6-25A. Enforcement and Penalties.

@ Any person found to have violated any provision of this Article shall be
subject to a fine of not less than One Hundred Dollars ($100.00) per day, and



not more than Seven Hundred and Fifty Dollars ($750.00) per day, per
violation, in addition to any other legal or equitable remedies available to the
Village, including but not limited to injunctive relief, application to a court of
competent jurisdiction for appointment of a receiver, demolition,
condemnation, securing the building or excavation, and summary abatement
of nuisance.

(b) A separate and distinct offense shall be deemed committed on each day or
part thereof on which such violation exists or continues.

(©) If the person receiving the notice provided in Section 6-25 of this Article to
abate a public nuisance fails to either remedy the dangerous conditions as
identified in the such notice, or appeal the finding that a dangerous building
or dangerous excavation exists to the Board of Appeals, in addition to any
other legal or equitable remedies available to the Village, the Director of
Building and Zoning, upon orders of the President and Board of Trustees,
may proceed to remedy the public nuisance condition or demolish the
dangerous building.

(d) Costs incurred by the Village to abate the public nuisance or to remedy the
dangerous conditions as identified in the notice provided pursuant to Section
6-25 of this Article shall be reimbursed by the owner of the property, and the
Village shall have a lien upon the property for the costs incurred by the
Village to abate the public nuisance or to otherwise remedy the dangerous
condition, including any penalties or fees assessed or imposed upon the
owner or the subject property.

(e) Except as necessary to comply with this Article, no building or occupancy
permits shall be issued for a property that has been found to be a public
nuisance pursuant to notice as provided in Section 6-25 of this Article until
the public nuisance has been abated, the dangerous condition remedied, all
demolition and site restoration work has been completed in accordance with
the requirements of the Village Code, and all costs, penalties or fees have
been paid or reimbursed to the Village.

SECTION 6: That Section 13-1 (“Property Maintenance Code”) of Chapter 13 (*Housing”)
of the Municipal Code of the Village of Deerfield is hereby amended to read as follows (additions
are indicated by underscoring and deletions are indicated by strikethreugh markings):

Section 13-1. Property Maintenance Code:

The 2006 Edition of the International Property Maintenance Code, as

published by the International Code Council, Inc., is hereby adopted by reference and
incorporated as if fully set forth herein, with the following modifications:



1) Section 602. Omitted.
2 Section 13.2, Minimum Requirements, is amended to read as follows:

(a) every residential rental dwelling shall be provided with heating
facilities capable of maintain a temperature of sixty-five degrees
Fahrenheit (18 degrees Celsius) at a level of three feet (3 ft., 914
mm.) above the floor and a distance of three feet ( 3 ft. 914 mm.)
from the exterior wall in all habitable rooms, bathrooms and toilet
rooms.

(b) Every owner and operator of any building who rents, leases or
lets one or more dwelling units, rooming units, dormitory or guest
rooms on terms, either expressed or implied, to furnish heat to the
occupants, shall supply sufficient heat during the period from
September 1 to May 1 to maintain a room temperature of not less
than sixty-five degrees Fahrenheit (18 degrees Celsius) in all
habitable rooms, bathrooms and toilet rooms during the hours
between six thirty o’clock (6:30) a.m. and ten thirty o’clock (10:30)
p.m. of each day, and not less than sixty degrees Fahrenheit (08
degrees Celsius) during other hours. This temperature shall be
measured at a point three feet (3 ft., 914 mm.) above the floor and
three feet (3 ft. 914 mm.) from the exterior wall. When the outdoor
temperature is blow the outdoor design temperature required for this
locality, the owner or operator shall not be required to maintain the
minimum room temperatures, provided the heating system is
operating at full capacity, with supply valves and dampers in a full
open position. A failure to maintain the minimum indoor
temperatures as required by this Section will render a residential
rental dwelling unfit for human occupancy until enough heat can be
supplied.

3 Section 111.1 (Application for Appeal) is amended to read as
follows:

Any person directly affected by a decision of the code official or a notice or
order_issued under this code, or under Section 6-25 of the Deerfield
Municipal Code, as amended, shall have the right to appeal to the Board of
Appeals, provided that a written application for appeal is filed within twenty
(20) days after the day the decision, notice or order was served. An
application for appeal shall be based on a claim that the true intent of this
code, or of Sections 6-23 through 6-25A of the Deerfield Municipal Code, or

the rules legally adopted thereunder have been incorrectly interpreted, the
provisions of this code or such sections do not fully apply, or the




requirements of this code or such sections are adequately satisfied by other
means.

SECTION 7: That this Ordinance, and each of its terms, shall be the effective legislative act
of a home rule municipality without regard to whether such Ordinance should: (a) contain terms
contrary to the provisions of current or subsequent non-preemptive state law; or, (b) legislate in a
manner or regarding a matter not delegated to municipalities by state law. It is the intent of the
corporate authorities of the Village of Deerfield that to the extent that the terms of this Ordinance
should be inconsistent with any non-preemptive state law, this Ordinance shall supersede state law
in that regard within its jurisdiction.

SECTION 8: That this Ordinance shall be in full force and effect from and after its passage,
approval and publication in pamphlet form as provided by law.

PASSED this day of , 2011.

AYES:
NAYS:
ABSENT:
ABSTAIN:

APPROVED this day of , 2011.

Village President
ATTEST:

Village Clerk



REQUEST FOR BOARD ACTION

Agenda Item: 11-08

Subject Revised Personnel Manual

Action Requested:  Approval of Resolution

Originated By: Village Manager’s Office and Finance Department

Referred To: Village President and Board of Trustees

Summary of Background and Reason for Request

Staff has decided to review the Personnel Manual on a regular basis so that large comprehensive changes are
not necessary. Attached is a marked up version of the personnel manual that staff would like the Village
Board to approve through a resolution. Many of the changes are simple tweaks to the manual or a
reorganization of information so that the manual reads better. Some of the larger changes include:

Removal of the references to the Human Resources Department. Finance and the Manager’s Office
share this function and the specific departments or positions are listed in the revised manual instead of
the “Human Resources Department”.

Exchanged Veterans Day for Columbus Day as the official Village holiday. This matches the new
Public Works contract.

Removed the cell phone, computer use, and travel language and replaced it with our current separate
policies. This eliminates the need for separate documents and policies.

Modified section 7.2.4 Sick Leave at Retirement to include approved language by IMRF. The benefit
has not been changed, just the language and the way the benefit is formally administered.

Changed section 7.3.0 Occupational Injury Leave to say that injured employees will receive 15 days
paid leave per 60 month period instead of the current 12 month period. This would not impact Police
or Public Works union members as Police occupational injury is covered by state law, and Public
Works leave is covered by the Public Works contract.

Eliminated part of section 9.1.2 Retiree Health Savings Plan to coincide with the current plan which
was amended to comply with the IRS ruling that we can no longer provide the voluntary employee
contribution as described in the previous manual.

Bob Fialkowski and Jennifer Maltas will both be at the meeting to answer any questions that the Board might

have.

Reports and Documents Attached:

Resolution
Exhibit A — Revised Personnel Manual

Date Referred to Board: January 18, 2011

Action Taken:




VILLAGE OF DEERFIELD
LAKE AND COOK COUNTIES, ILLINOIS

RESOLUTION NO.

A RESOLUTION APPROVING AN AMENDMENT
TO THE PERSONNEL POLICIES AND PROCEDURES
OF THE VILLAGE OF DEERFIELD

WHEREAS, the last comprehensive update of the Village’s Personnel Policy Manual was
approved in 2007; and,

WHEREAS, Village staff and the Village attorney have reviewed the current Personnel
Policy Manual and have recommended that the Village Board approve a revised Personnel Policy
Manual as provided herein;

NOW, THEREFORE, BE IT RESOLVED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE VILLAGE OF DEERFIELD, LAKE AND COOK COUNTIES, ILLINOIS, in
the exercise of its home rule powers, as follows:

SECTION 1: That the “Village of Deerfield Personnel Policies and Procedures” manual
attached hereto as Exhibit A be and the same is hereby authorized and approved as the Personnel
Policy Manual of the Village of Deerfield.

SECTION 2: That said Personnel Policy Manual shall be effective as of February 1, 2011,
and all prior Personnel Policy Manuals are hereby superseded.

SECTION 3: That this Resolution, and each of its terms, shall be the effective legislative
act of a home rule municipality without regard to whether such Resolution should: (a) contain terms
contrary to the provisions of current or subsequent non-preemptive state law; or, (b) legislate in a

manner or regarding a matter not delegated to municipalities by state law. It is the intent of the



corporate authorities of the Village of Deerfield that to the extent that the terms of this Resolution
should be inconsistent with any non-preemptive state law, this Resolution shall supersede state law
in that regard within its jurisdiction.

SECTION 4: That this Resolution shall be in full force and effect from and after its passage
and approval as provided by law.

PASSED this 18 day of February, 2011.

AYES:

NAYS:

ABSENT:

ABSTAIN:

APPROVED this 18 day of February, 2011.

Village President
ATTEST:

Village Clerk
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ARTICLE I - INTRODUCTION

1.1.0

1.2.0

GENERAL INTRODUCTION

This Personnel Manual describes the current personnel policies which apply to all
employees as members of the Village’s work force. It is designed to introduce
employees to the Village organization and structure and to serve as a guide to present
Village policies, practices, and procedures. It is important to remember that the
contents of this Manual are presented for information purposes only.

This Manual does not create any contractual obligations between the Village and its
employees. The information presented should not be interpreted as a contract,
promise, or guarantee of future or continued employment, compensation, or benefits,
or as stating contractual terms of employment. Likewise, this Manual discusses
policies and procedures of general application to all employees, including employees
covered by a union contract. To the extent a union contract covers a subject contained
in or conflicts with a provision of this Manual, the union contract will control. Each
rule of the Personnel Manual and each section thereof is an independent rule or section.
The holding of any rule or section to be void, invalid or ineffective, for any reason, does
not affect the validity of any other rule or section. Unless otherwise provided by the
Board of Trustees, the rules, regulations and General Orders of the Police Department
supersede the provisions of this Manual to the extent of any inconsistency.

The Village reserves the right to change or make exceptions to its personnel
guidelines, procedures, benefits (including those for retirees), and work rules at any
time, for any reason, with or without notification.

Unless otherwise provided in a written agreement signed by the Village Manager or
Board of Trustees and the employee, both parties understand their mutual right to end
the employment relationship at any time, for any reason, and acknowledge that the
employment relationship can be terminated by either party, at any time, for any
reason, with or without cause and with or without notice.

No representative, employee, or agent has the authority to make any agreement

contrary to the provisions of this document except the Village Manager or Board of
Trustees, and then, only in writing.

ORGANIZATION

The Mayor and the six Trustees comprise the Board of Trustees and govern the
Village organization. The Board of Trustees establishes policy for the Village.

5
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Individuals serve on the Village’s many Boards and Commissions appointed by the
Mayor, with the advice and consent of the Board of Trustees, and play an active role
in the policy-making process by advising the Board of Trustees on issues within their
purview.

The Village Manager serves as the Chief Administrative Officer of the Village, and is
appointed by the Mayor with advice and consent of the Board of Trustees. The
Village Manager is responsible for directing the day-to-day operations of the Village
organization and for implementing all directives and policies as determined by the
Board of Trustees.

Accordingly, all Departments within the Village report to the Village Manager.
There are five main operating departments: Administration, Community
Development, Finance, Police and Public Works.

Department Heads and Management Personnel have the responsibility of
implementing policy as directed by the Board of Trustees within their respective
Departments, and managing the day-to-day functions of their Departments.
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ARTICLE Il - EMPLOYMENT POLICY

2.1.0

2.2.0

2.3.0

AUTHORITY

Authority to appoint individuals for all positions in the service of the Village, except
offices appointed by the Mayor with the advice and consent of the Board of Trustees, is
vested in the Village Manager.

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of the Village that all personnel activities shall be conducted in a manner
that ensures equal employment opportunity for all persons on the basis of merit, without
regard to religion, disability, race, gender, age, sexual preference or orientation, color,
national origin, citizenship, military status, marital status, political affiliation, or any
other legally protected status in accordance with applicable local, state and federal
laws. This policy extends to all personnel practices related to the employment process,
including hiring, promotion, demotion, transfer, lay-off, termination, compensation,
benefits, training and general treatment of employees. It is the belief of the Village that
an equal employment opportunity is necessary for the development and maintenance of
an efficient work force and for the optimum utilization of human resources in this
organization.

An applicant or employee is considered on the basis of qualifications required for the
available position relative to experience, training, personal abilities, skills and job
knowledge.

Any employee with questions or concerns about any type of discrimination in the
workplace is encouraged to bring these to the attention of their immediate supervisor,
any Department Head, the Assistant to the Village Manager, or the Village Manager.
Employees can raise concerns and make reports without fear of reprisal. Any
employee found to be engaging in any type of unlawful discrimination will be subject

to disciplinary action, up to and including termination of employment.

EMPLOYMENT PROCEDURES

The Village shall employ and fill vacancies on the basis of merit and, whenever it is
in the best interests of the Village, promote current employees to higher positions
when vacancies occur.

_ -~ 7| Deleted: the Human Resources

Department
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23.1

The Village will make every effort to provide reasonable accommodation to an
otherwise qualified individual with a disability who can perform the essential
functions of the employment position that the individual holds or desires.

All persons seeking employment with the Village shall first make application on _ -

forms provided by the Village. Information provided shall be complete and certified
by the signature of the applicant. No person will be employed and placed on the
Village payroll until appropriate and satisfactory background, employment, and
medical examinations have been completed and information necessary for pension
plan, payroll deduction and other required data are determined.

Once hired, all employees will be given a comprehensive orientation program which
addresses pay and benefit issues, Village policies and procedures, safety issues,
instruction in the proper use of equipment and any other factors necessary to enable
the employee to perform the job.

RECRUITMENT AND SELECTION

The selection of sworn Police Officers, as well as the promotion of the same to
supervisory positions, shall be under the jurisdiction of the Board of Police
Commissioners_in accordance with applicable state law, (Illinois State Statutes 65
ILCS 5/10-2.1) and in accordance with the Rules and Requlations of the Village of
Deerfield Board of Police Commissioners.

fill them by transfer or promotion of present employees, when practical and
appropriate. However, the Village reserves the right to solicit and hire non-current
employee candidates as it deems necessary. Notice of such vacancies will be posted
in each department. The Village will advertise position vacancies and will accept

the hiring process.

The selection of a new employee is determined on merit, with consideration given to
several factors including, but not limited to, education, skills and abilities, technical
qualifications and experience, as applicable to the available position.

All candidates are to supply the information requested on the proper employment
application form, including references. Falsification of any information provided on
an employment application or during the selection process, may result in immediate
rejection or, if already hired, dismissal.
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2.5.0

At its discretion, the Village may require that applicants submit to pre-employment
examinations. These examinations shall relate to those matters which the Village
believes fairly test the aptitude and fitness of applicants for a particular position.
Examinations may include written, oral, or work simulation tests; ratings of experience
and training; fingerprinting and background investigations; drug testing; credit check; or
any combination of these. Applicants may also be required to submit to a post-offer
physical and/or psychological examination.

NEPOTISM

In this section of the policy, the term “family members” or “relatives” refers to:
father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece,
husband, wife, father-in-law, mother-in-law, brother-in-law, sister-in-law, stepfather,
stepmother, stepson, stepdaughter, stepsister, half-brother, half-sister, grandchild, or
grandparent.

With respect to appointments and reappointments to regular and temporary positions,
not more than one family member or relative shall be hired within the same

appointed in the same division within a department.

SECONDARY EMPLOYMENT

No regular full-time employee of the Village is permitted to engage in any outside
work, business venture or other activity considered as secondary full-time or part-
time employment without the Department Head's knowledge and_prior written
approval_by the Village Manager or designee that will be placed in the personnel file.
Such employment will not be acceptable under a number of conditions, including, but
not limited to:

e Where secondary employment would extend beyond 20 hours a week, except
during an employee's regular days off, holiday or vacation periods.

e Where the nature or place of employment might bring disfavor on the Village.

e Where secondary employment would involve the employee's appearance in
Village uniform, involve use of Village equipment, or in any manner be
considered as a conflict of interest with the employee's municipal position.

e Where it appears that secondary employment has an adverse effect on the
employee's attendance, punctuality or sick leave record.

-1 Deleted: The selection of sworn Police
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e Where secondary employment impairs the employee's ability to discharge the
duties and responsibilities of his/her Village job.

e Where an employee might be considered to be using his/her Village position
to influence, to solicit business for the outside employment, or where there is
any appearance of impropriety.

Employees who engage in secondary employment shall do so only with the
understanding and acceptance that their primary duty, obligation and responsibility is
to the Village. All Village employees are subject to call at any time for emergencies,
special assignment, or overtime duty, and no secondary employment may infringe on
this obligation.

RESIDENCY

While highly desirable, most employees are not required to maintain residence within
the corporate limits if the Village. As directed by the Board of Trustees, only the
Village Manager shall be required to reside within the corporate limits of the Village.
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ARTICLE 11l - POSITION CLASSIFICATION

3.1.0 POSITION CLASSIFICATION PLAN

The Village Manager, as chief administrative officer of the Village, shall be
responsible for developing and maintaining a Position Classification Plan to provide a
complete and continuous inventory of all permanent positions within the organization.

The purpose of the Position Classification Plan is to:

e Provide like pay for like work.

e Establish educational and work experience qualifications for recruiting, testing,
and other selection purposes.

e Provide departments with a means of analyzing work distribution, areas of
responsibility, lines of authority, and other relevant relationships between
individual and groups of positions.

e Assist departments in determining personnel service costs and projections for

annual budget requirements.

Provide a basis for developing standards of work performance.

Establish lines of promotional opportunity.

Indicate employee training needs and development potentials.

Provide uniform and meaningful titles for all positions.

Provide the fundamental basis of the compensation program and other aspects of

the personnel program.

In general, consideration for placement of a position into a class shall take into account
the general duties, specific tasks, responsibilities, required educational and experience
qualifications for each position, and the relationship to other classes.

The class specifications are intended to indicate the kinds of positions that are assigned
to the classes, as determined by their assigned duties, responsibilities, and specific tasks.
They are not to be construed as declaring what the duties or responsibilities of any
position may be, or as limiting or modifying the authority of any Department Head to
assign, direct, and control the work of employees under his/her supervision.

The Position Classification Plan js available in the Finance Department to all employees - { Deleted: will be made

who wish to view it. T [ Deleted: Human Resources

11



| Maltas/Fialkowski Draft
Village of Deerfield
Personnel Policies and Procedures

3.1.1 POSITION COMPENSATION

By Ordinance, the Board of Trustees will annually establish the amount of
compensation for each position within the organization.

Prior to the preparation of each annual budget, the Village Manager shall make such
comparative salary studies as he/she deems necessary, or is instructed by the Board of
Trustees to make, concerning factors affecting the levels of salaries throughout the
organization. On the basis of the information gathered from any and all salary studies,
the Village Manager shall recommend any changes to the Pay Plan to the Board of
Trustees. If approved by the Board of Trustees, these amendments shall become part of
the pay plan and shall become the official salary schedule applicable to the respective
classes of positions as enumerated therein, and shall be used by all departments in
connection with all payrolls, budget estimates, and official records and reports.

3.1.2 GRADES OF PAY

There are three basic grades of pay for each position within the organization:

e Starting Rate: A newly hired employee shall start at 85 percent of the FQR for
that position.

e Fully Qualified Rate (FQR): This is the rate of pay that applies to employees
who have satisfied all of the job requirements in their job description and have
applied knowledge of the specific characteristics of the Village to the job.
Employees are expected to progress toward their FQR and achieve it within two
years of their date of hire. If, at the end of two years, the employee has not

achieved this status, his/her employment may be terminated or reclassified. {Formatted: Indent: Left: 0", J
/| Hanging: 0.5"
e Superior Performance Rate: After an employee has reached the FQR and [ Formatted: Bullets and Numbering |
continues to demonstrate progress and outstanding service to the Village, he/she { Deleted: }
may be eligible for further wage increases of up to 10 percent of the FQR. ul
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Overtime is not paid to exempt employees, with the exception of Police Department
supervisors who must appear in court when off-duty.

Regular non-exempt, non-law enforcement employees will be paid overtime when that
employee is in an approved paid status for more than 40 hours within a work week.

Provided the operational demands of the Department allow, and with the approval of the
Department Head, an employee may elect to receive compensatory time off in lieu of
monetary compensation for authorized overtime performed. Compensatory time off for
authorized overtime performed shall be at the rate as paid overtime. Compensatory time
off must be taken as soon after the overtime is performed as is consistent with good
departmental operation.

PERFORMANCE EVALUATION

Accurate and thoughtful performance evaluation is essential for the development and
advancement of all Village employees. Evaluation should be a continuing process — not
merely an annual exercise. Supervisors should offer advice and direction throughout the
year so that an employee has the tools to progress in the service of the Village. It is
important that specific goals be set between the supervisor and the employee during the
evaluation process and that those goals be examined throughout the year. Only
evaluation forms approved by the Village Manager are to be utilized. These forms are

In addition to goal setting and feedback to the employee, performance evaluations are
the basis for decisions regarding all salary increases. Salary increases are not automatic,
but rather should be made primarily on the basis of performance. The Department Head
may recommend to the Village Manager an increase for an employee in his/her
Department. Salary increases must be within the limits set by an employee's job
classification and are subject to the provisions of the Wage and Classification Plan
adopted annually by the Board of Trustees.

A newly hired employee will be reviewed for on-the-job performance at or about 75
days, 6 months, 12 months, 18 months and 24 months after hire until the employee has
achieved the FQR. After the 75 day review, a supervisor may recommend an increase to
up to 90 percent of the FQR based on a new employee's progress in satisfying the
requirements for the FQR. At the 6, 12 or 18 month review, a supervisor may
recommend an increase to up to 100 percent of the FQR. By the time of the 24 month
review, an employee must attain the FQR or his/her employment may be terminated or
reclassified.

13
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3.3.0

3.4.0

3.5.0

After attaining the FQR, each employee is evaluated annually before the end of the
fiscal year.

PROBATIONARY PERIOD

All persons hired by the Village to fill a position shall serve a probationary period,
during which time they may be discharged at any time without being subject to the
grievance procedure. The probationary period shall continue for 24 months. Such
period may be extended not to exceed six additional months if, in the opinion of the
Department Head or Village Manager, an extended period is necessary to fully
evaluate the employee for regular appointment.

During the probationary period, the employee must exhibit an ability to learn and
handle the job for which he/she was hired. No employee shall be granted regular
employee status without having first been thoroughly evaluated by his/her supervisor
and having his/her performance discussed with him/her. The successful completion
of the probationary period does not limit the Village’s disciplinary discretion as set
forth in this policy.

Contractual employees will be governed by the terms and conditions of their
respective contracts.

TRANSFERS

A transfer consists of a reassignment of an employee to another job of similar pay,
status, and responsibility. Transfers may be made whenever deemed necessary to
meet the needs of the Village. A transfer will not affect an employee’s seniority.

Transfers of employees between Departments, on an indefinite or temporary basis,
may be made upon the recommendation of the Department Heads of the affected
Departments, with approval of the Village Manager.

PROMOTIONS

Recommendations regarding promotions of employees are made by the Department
Head to the Village Manager. The position must have been authorized in the annual
budget and annual wage ordinance before a promotion can take place. Promotions
will be based upon individual merit as evidenced by satisfactory performance
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evaluations, anticipated future development and job related educational, technical,
and personal qualifications.

Sick leave, vacation time and emergency leave benefits of a promoted employee in a
new position will be computed on the basis of his/her employment date time with the

Village. A promoted employee will yeceive a semi-annual performance review in the - { Deleted: usually )
new position until attaining 100 percent of the Fully Qualified Rate for that position.
Compensation for the new position will be based on the person’s previous step, __ - Deleted: . The new salary will be at the

next highest step in the job classification
—_— i . to which the person was promoted.
If an employee is transferred or promoted, the rate of pay for the new position shall be

determined as follows:

e _If the rate of pay in the former class is less than the minimum rate established for< - - - { Formatted: Bullets and Numbering |
the class of the new position, the rate of pay shall be advanced to the minimum
for the new class.

e If the rate of pay in the former class is more than the minimum rate established
for the new class, the pay shall be set at a level which matches the existing pay

__ - 7| Formatted: Not Expanded by /
Condensed by

If an employee is promoted and fails to meet the requirements of the position within
the applicable new employee evaluation period, as described herein, the employee, by
recommendation of the Department Head to the Village Manager, may be:

Returned to his/her former position and salary if available;
Placed in another position if mutually agreed upon;

Laid off;

Given a leave of absence; or

Dismissed.

3.6.0 DEMOTIONS

An employee may be demoted for failure to meet the requirements of his/her current
position, as part of corrective disciplinary action, or at the employee’s request. An
employee, exclusive of Police Officers, may be demoted by the Village Manager
upon the recommendation of his or her Department Head. A written statement
detailing the reasons for the demotion shall be furnished to the employee at least five
calendar days prior to the effective date of the demotion.
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ARTICLE IV - HOURS OF WORK AND COMPENSATION

4.1.0 HOURS OF WORK

411

412

413

414

WORK WEEK DEFINED

The hours of work comprising full-time Village employment shall be either 37.5 or
40 hours per week (dependent upon Departmental policy). The work week shall be
defined as 12:00 a.m. Saturday to 11:59 p.m. Friday. Regular part-time employees are
those employees in a position that is budgeted for less than 37.5 hours per week.

WORK DAY DEFINED

The work day for each employee shall be the 24 hour period from the time that work
is scheduled to begin until that time shall occur again.

ATTENDANCE

Regular and punctual attendance at work is an absolute requirement of all employees.
Employees who fail to observe attendance requirements and procedures for recording
and reporting of attendance shall be subject to disciplinary action. It is the
responsibility of each employee to be at his/her work station and fully prepared to
begin work at the time the established Departmental shift/work day begins.

OVERTIME WORK

It is the policy of the Village of Deerfield to keep work in excess of established
schedules at a minimum and to permit such work only when it is necessary to meet
operating requirements. All overtime must be approved by the employee's immediate
supervisor prior to the overtime being worked.

Whenever an emergency condition exists, as defined by the Village Manager, the
Department Head(s) may structure departmental forces in such a way as to ensure the
continued safe and efficient operation of Village services. He/she may direct a portion
of the forces to rest and recuperate and return to duty at a specific time.
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415

420

421

4.2.2

REST PERIODS

Department Heads are authorized to establish reasonable rest periods during each work
day, not to exceed 30 minutes per working day. The granting of these periods and the
determination of their time and length is entirely discretionary with the Department
Head.

COMPENSATION

PAY PERIODS

Employees shall be paid bi-weekly on Friday. When the Friday pay day is a holiday,
checks shall be issued on the preceding Thursday.

Upon employment with the Village of Deerfield, employees must register for direct

deposit payments for bi-weekly compensation. This must be coordinated through the
Finance Department.

PAYROLL DEDUCTIONS

Automatic payroll deductions shall be made for federal and state income tax purposes,
dependent health insurance coverage, employee pension contributions and Social
Security, where applicable.

The Village also makes available, at the employee's option and expense, a variety of
payroll deductions for deferred compensation, savings plans, additional life insurance,
and other benefits approved by the Village. This list of benefits can be added to or
reduced by the Village Manager. See Article V, Group Insurance Policies, for additional
information.

17



| Maltas/Fialkowski Draft

Village of Deerfield
Personnel Policies and Procedures

ARTICLE V - GROUP INSURANCE POLICIES

5.1.0 HEALTH INSURANCE

5.11

5.1.2

5.13

The Village will provide group medical and dental insurance for all employees who
normally work a minimum of 30 hours per week and their dependents as detailed in
this section. The Village retains the right to change insurance carriers or to self-
insure or to adopt additional coverage alternatives or join a health insurance pool for
the provision of medical benefits, dental benefits or life insurance. The Village
further reserves its right to institute, maintain and change cost containment, benefit
and other provisions of the medical plan provided that such changes made shall only
take effect on the plan anniversary date, currently July 1.

ELIGIBILITY

An employee must work without interruption for a period of 30 calendar days to be
eligible for health and life insurance benefits and 90 days to be eligible for dental
benefits. Employee co-payments will not begin until eligibility is reached.

For employees represented by a collective bargaining unit, benefits and the cost of
insurance premiums shall be outlined in their respective agreement.

INSURANCE COST ALLOCATION

The Village will pay a pre-determined portion of the premium for employee-only
medical and dental coverage. If desired, the employee may elect to extend coverage
to his/her family. In such cases, the Village will contribute a pre-determined portion
of the premium for dependant coverage.

LIFE INSURANCE

The Village shall offer group life insurance with accidental death and dismemberment
coverage to all employees. Additional supplemental life insurance is available for
purchase at the employee’s discretion.
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5.14

5.1.5

5.1.6

DISABILITY/RETIREE INSURANCE COVERAGE

Regular employees who retire or receive a disability pension from the Police Pension
Fund or IMRF may continue to be covered by the Village’s group policy (including
dental but excluding life insurance) provided they have worked for the Village for a
minimum of 10 years immediately preceding their retirement and disability and are
receiving a pension from the Police Pension Fund or IMRF upon their separation
from service. Retirees and their dependents, if applicable, who opt for this benefit
must participate in the Village’s health insurance program without interruption.
Following their date of retirement, provided the employee elects to continue coverage
under the Village health insurance program, the Village will pay $50.00 per month of
the premium for individual health insurance for the retiree or disability pensioner.

INSURANCE COVERAGE DURING UNPAID LEAVE

Employees who are unable to work due to disability or an approved absence without
pay may continue to be covered by the group policy, excluding life and dental
insurance, if they pay the full cost of the insurance monthly, in advance. Coverage
may continue for the disabled employee until he/she is eligible for Medicare.

COST OF MEDICAL EXAMS

The Village will pay 65 percent of the cost of a medical examination with the doctor
of the employee’s choice at a maximum cost to the Village of $300.00 per exam.
This examination will be at the option of the employee as follows:

Between ages 25and 30 - 1 exam

Between ages 31 and 39 - 1 exam every three years
Between ages 40 and 45 - 1 exam every other year
After age 45 - 1 exam every year

In addition, female employees are eligible to receive a Pap test every year.
The Village reserves the right to require an employee to submit to a medical

examination at the expense of the Village when, in the opinion of the Department
Head, it is essential to the job performance.
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5.1.7

5.2.0

CHANGES TO COVERAGE

status, number of dependents or address of an employee or the employee’s spouse
which may affect insurance coverage in any way. Failure to do so within 30 days
may result in loss or delay of coverage.

COBRA GUIDELINES

Insurance coverage ceases on the date of termination for employees leaving the
service of the Village. An employee or dependents may be eligible for continuation of
coverage under COBRA provisions.

Under federal law, health plan participants are allowed to continue participation under
the Village's health insurance plans in certain instances where coverage would
otherwise end. As allowed by law, COBRA continuation coverage is not available
when the loss of coverage is due to gross misconduct.

when there is a divorce, legal separation, or a child losing dependent status under the
plan. This notification must be made within 60 days of the date of the event or within
60 days of the date on which coverage would end under the plan because of the event,
whichever is later. After proper notification that a listed event has occurred, the
employee will in turn be notified that he/she has the right to choose continuation
coverage. Under the law, the employee has 60 days to inform the Finance

Department that he/she wants continuation coverage. The 60 days runs from the
latter of:

o the date coverage would have ordinarily been lost because of one of the events
above, or
o the date of the notice of the right to elect continuation coverage.

If an employee does not choose continuation coverage, group health insurance
coverage under the plan will end. If an employee chooses continuation coverage,
he/she is entitled to coverage that is identical to the coverage being provided under
the plan to similarly situated employees (or their family members). COBRA
participants pay the full premium for continuation coverage plus an administration

any reason, it cannot be reinstated.

This is an overview of some of the major provisions of the law and therefore is
general in nature. The law itself and the actual plan provisions must be consulted with
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5.3.0

540

regard to the application of these provisions in any particular circumstances.

FLEXIBLE SPENDING ACCOUNT

The Village offers a flexible spending account plan to all full-time employees. The
health or dental insurance. The plan allows employees to redirect part of their
income to a non-taxable status.

The Flexible Spending Account has three benefit components which employees may
choose to utilize:

e Premium Conversion: Premium conversion allows the employee to avoid
social security and federal (withholding) tax on employee monthly deductions
for group health insurance. This portion of the plan is mandatory for all
employees with dependent coverage.

e Health Care Reimbursement Account: This option allows the employee to
be reimbursed for health and dental expenses not covered by the Village’s
insurance providers.,

e Dependent Care Assistance Benefit: This option allows the employee to pay
eligible dependent care expenses with pre-tax dollars. Participants can tax
shelter a maximum of $5,000 per plan year.

Earnings used for the above expenses are not subject to federal or state income tax,
FICA, and pension, thereby providing a cost savings to employees who choose to
participate. Participation in the flexible spending account plan is voluntary.

request.

EMPLOYEE ASSISTANCE PROGRAM

The Village has made arrangements with a counseling agency whereby employees
and/or their family members can receive counseling. A family member is defined as
a spouse, child or parents. The first 12 sessions will be paid entirely by the Village.
The Village will pay 75 percent of the next 12 sessions. Should counseling continue
past 24 sessions, the Village will pay 50 percent. The employee will be charged for
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the portion of the fee the Village does not pay (i.e., 25 percent and 50 percent) on the
basis of ability to pay.

When a period of time has elapsed between counseling sessions, the counseling
agency may make a recommendation as to whether or not a request for additional
services relates to a new condition or to a continuation of a previous condition for bill
purposes. The Village Manager will make a final decision as to the level of payment.
Information for contacting the counseling agency is posted in each Department.

HIPAA PRIVACY RULE

The Village complies with the Health Insurance Portability and Accountability Act
(HIPAA) privacy rules in dealing with employees’ personal health information.
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ARTICLE VI - HOLIDAYS WITH PAY

6.1.0

6.1.1

6.1.2

HOLIDAYS
All full time employees shall receive the following 12 holidays with pay:

New Year's Day
President's Day
Memorial Day
Independence Day
Labor Day

Thanksgiving Day
Thanksgiving Friday
Christmas Day
Three Personal Days

When a holiday falls on a Saturday, it will be observed on the preceding Friday. When a
holiday falls on a Sunday, it will be observed on the following Monday.

Employees must be in a paid status the day before and after a paid holiday in order to be
compensated for that holiday. In the event an employee does not work the scheduled day
before and after a holiday, and is not on an authorized vacation, he/she shall not receive
holiday pay until proof of sickness or excusable absence is established to the satisfaction
of the Department Head.

HOLIDAY PAY

Holiday leave shall be paid as straight time and shall be considered a part of total work
week hours for overtime purposes. Regular and probationary employees (except exempt
personnel) required to work on holidays, shall be compensated (pay or compensatory
time off) at time and one half.

HOLIDAYS — PART TIME EMPLOYEES

Regular part-time employees shall receive all paid holidays falling within their
regular work period and shall receive a holiday allowance equivalent to their standard
day._Seasonal employees will not be provided with additional pay, even if they work
on a holiday and the day before and after. Any work performed on a Village
approved holiday will be paid at straight time subject to the 40 hour week limit.
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6.1.3 PERSONAL DAYS

On May 1% of each year, all full time employees are given credit for three personal days
which they may use at any time during the year, with the approval of the Department
Head.

Regular part time employees will receive credit for three personal days on May 1% of
each year. The number of personal hours credited will be based on the average number
of hours worked per day during the preceding 12 months or from the date of
employment, if less than 12 months.

New employees hired between May 1% and August 31% will be credited with one
personal day on September 1% and a second personal day on January 1%

New employees hired between September 1% and December 31% will be credited with
one personal day on January 1%,

New employees hired between January 1% and April 30" will be credited with three
personal days on May 1%

Temporary or seasonal employees do not receive personal days.
Personal days must be used within the fiscal year in which they are earned. Time

remaining on April 30" will be deleted from the employee’s accruals unless special
arrangements are made in advance with the employee’s Department Head.
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ARTICLE VII - LEAVE POLICIES

7.1.0 VACATION

| Vacations with pay will be granted jo eligible employees as follows: - { Deleted: in each calendar year
Length of Continuous Service Vacation Earned Annual Accrual
0 through the 48 months 19/, days per month 10 days
49 through 108 months 151, days per month 15 days
109 through 228 months 20/, days per month 20 days
229 months + /1, days per month 25 days

Upon completion of six month's employment, each employee shall be credited with five
days vacation. No paid vacation will be granted prior to six months of employment.

For every hour worked by a full time or regular part time employee, vacation time is
earned.

Vacation allowances are exclusive of Saturdays, Sundays and holidays. If a holiday
falls immediately before, after or during a scheduled vacation period, the holiday is not
counted as a vacation day. (The preceding does not apply to the Police Department.
Police Officer's holidays are taken as manpower requirements permit.)

Vacation leave should be taken on consecutive days and should be used in increments
of one week or multiples thereof. Depending upon Departmental or personal
circumstances, a period of vacation leave may be restricted to two weeks at any one
period. In case of an emergency or where there would otherwise be a hardship, the
Department Head may approve vacation leave requests for periods of less than one
week.

Every effort will be made to grant vacation during periods requested by employees,
consistent with the operational needs of the various departments. The Village
reserves the right, by action of the Department Head, to approve or disapprove
vacation requests.

Eligible leave should be taken during the fiscal year earned. No more than one year’s
vacation leave may be carried over by an employee to the following year, unless
authorized by the Village Manager. Up to one year’s equivalent accrued vacation may
be sold back in any one year to the employer prior to April 30™ at 80 percent of the
employee’s regular rate.
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7.2.0

7.2.1

7.2.2

7.2.3

ACCUMULATED VACATION AT SEPARATION

Upon separation, an employee shall be paid for all unused, accrued vacation time
based on the employee’s current rate of pay.

However, employees who are retiring from the Village’s employ and will be drawing
a pension from IMRF or the Police Pension Fund will not receive a cash payout for
unused, accrued vacation time. Rather, the Village will make a contribution equal to
the amount designated above into a mandatory retirement health savings plan as
designated by the Board of Trustees.

PAID SICK L EAVE

Sick leave is granted to employees as a privilege. It shall be used only when necessary.
Abuse of sick time will not be tolerated.

ACCRUAL

Upon completion of six months of employment, each employee shall be credited with
six days sick leave. No paid sick leave shall be granted before then. After the initial six
month period, all regular full time employees accrue one day of sick leave for each
month during which the employee is in the service of the Village.

ACCRUAL FOR PART TIME EMPLOYEES

For regular part-time employees, a standard day for purposes of determining leave
accrual shall be the result of dividing the budgeted hours of work per week for the
employee’s position by five. Regular part time employees shall accrue sick time at
the same rate as in Section 7.2.1 using their standard day. Sick leave will not be paid
for days of the week that are not normally worked.

SICK LEAVE USAGE

Sick leave shall be granted in minimum one hour blocks for any of the reasons listed
below:

e Any bona fide personal illness, injury or pregnancy.
e Quarantine for contagious disease.
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e Doctor/dental appointments.

o |llness of immediate family member requiring the presence of the employee as
the primary care giver. (includes parents, in-laws, children, spouse, siblings
and grandparents or at the Department Head's discretion)

If an employee is unable to report for work due to illness or other emergency, he/she
must so inform his/her Department Head prior to the time set for beginning his/her
regular duties. Failure to do so each day of absence, or at agreed intervals in the case of
extended illness, shall result in a loss of that day’s pay.

After three days of absence, or if there is repeated recurrence of illness, the Department
Head may require a medical certificate. As a mutual protection for the employee and the
Employer, the Village Manager or Department Head may require an employee to submit
to a complete physical examination by a physician designated by the Employer when, in
his/her opinion, the performance of the employee may have become seriously limited or
weakened by virtue of impaired health.

After an employee has taken sick leave on three occasions over a six month period, the
Employer may require a physician’s certificate for subsequent sick leave used within the
next year.

In a case of very serious or prolonged personal illness or for family leave an
employee who uses all accumulated sick leave may use all accumulated vacation and
holiday leave for sick leave purposes before being removed from full pay status.
However, regardless of any other Village policy or procedure, the time on leave for a
prolonged personal illness may not exceed four months even if the employee has not
exhausted all accumulated leave, unless an exception is made by the Village Manager
or otherwise required by law.

Employees who leave the Employer’s service as a result of disciplinary action do not
qualify for accrued sick leave payment.

PAYOUT OF SICK LEAVE AT RETIREMENT

To be eligible for accrued sick leave payment, an employee must have been employed
by the Village for at least 15 consecutive years or must be retired and drawing a pension
from the Illinois Municipal Retirement Fund (IMRF) or the Police Pension Fund._The
employee must also be in good standing upon leaving the Village.

Upon retirement, employees will be paid out 50% of their accumulated unused sick

leave balance. The maximum payout is 80 days at a rate equal to the employee's
normal pay at the time of retirement. A cash payout will not be provided to the
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employee; rather the Village will make a contribution equal to the amount designated
above into a mandatory retirement health savings plan as designated by the Board of
Trustees. If an employee has more than 160 days accumulated, he/she shall only receive
credit for 160 days, which will be equal to 80 days' full pay.

OCCUPATIONAL INJURY L EAVE

Any employee who is injured in the course of duty shall be granted up to 15 days paid

which that employee may have accumulated.

Upon exhaustion of all injury leave, an employee may use any accumulated sick leave to
supplement the payment from Workers' Compensation. Any leave used for this purpose
from any leave account shall be charged at the rate of one half day for every one day the
employee has accumulated. (Example: If an employee has five sick days accumulated
and elects to use one of them for injury leave, he/she will still have four and one half sick
days accumulated.)

All employees of the Village are covered by Workers Compensation insurance, as
provided in State statutes, in the event of accident or death occurring while on the job.
This protection is in force regardless of who is at fault in the accident. It is necessary
that the employee notify his/her Department Head as soon as possible of the accident,
and in no event shall he/she delay notification longer than 24 hours. In the event of loss

establish the employee's claim.

In no case shall the total Workers' Compensation payments plus the supplemental
payments charged to sick leave, injury leave, vacation or holidays be greater than the
employee's regular wage.

To receive any of the above mentioned injury leave benefits, an employee must submit a
physician's certificate stating the injury and the suggested amount of time off needed to
allow the injury to heal.

During the period of disability, the injured employee shall not be employed in any other
manner, with or without monetary compensation. Any person who is employed in
violation of this provision forfeits the continuing compensation from the time such
employment begins. Any salary compensation due the injured employee from Workers
Compensation or any salary due him/her from any type of insurance which may be
carried by the Village shall revert to the Village during the time such employment
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continues. Any disabled employee receiving compensation under this provision shall
not be entitled to any benefits for which he/she would qualify because of his/her
disability under the provision of the Illinois Pension Code, as amended.

An employee who is eligible for occupational injury leave may be required to return to
work for an available temporary light duty assignment. Light duty work shall be
determined by the Department Head in consultation with the employee and the
employee's physician. An employee on light duty may be assigned to work in any
Village Department, but that decision lies solely with the Village. It shall be at the sole
discretion of the Village to make such light-duty work available and to allow an
employee to perform such light duty work.

Holidays occurring during an employee’s occupational injury leave shall be paid as a
holiday and not injury leave.

LEAVE OF ABSENCE WITHOUT PAY

Leave of absence without pay may be granted by the Village Manager when requested
by an employee if such leave is deemed justified.

An employee requesting a leave of absence for any reason must submit a written
request. The request must be approved by the Department Head and forwarded to the
Village Manager, who will make the final decision. Requests for a leave of absence
must be made at least 30 days in advance of the requested leave to allow time to carry
out this procedure.

Sick leave and vacation benefits shall not be accrued while on leave of absence.

An employee granted a leave of absence without pay may keep his/her life and health
insurance and retirement plans in full force during the leave by arranging to pay the
premiums during the period of his/her leave. Failure to make such arrangements, or
regularly scheduled full premium payments, will result in cancellation of the benefits,
subject to the policy of the health or retirement plan. If a benefit is cancelled, the rules
and regulations of the carrier shall apply when the employee returns and seeks such
coverage.

If the leave is longer than 30 days, an employee's anniversary date shall be changed to
reflect the amount of time of the leave. If the leave is less than 30 days, there will be no
adjustment to the anniversary date.

Employees requesting a leave of absence without pay must be aware that any position
may be eliminated or substantially changed; therefore, absolute assurance of
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reinstatement cannot be given. The Village will attempt to place the former employee in
a suitable position at the first opportunity

Failure of an employee to report for duty within three working days of the expiration of
leave shall result in termination.

EAMILY AND MEDICAL LEAVE

Qualified employees shall be granted leave under the provisions of the Family and
Medical Leave Act of 1993 (FMLA). This leave will provide up to twelve weeks of job
protected absence from work during a twelve month period for the following family and
medical reasons:

e To care for the employee's child after birth, or placement for adoption or foster
care.

e To care for the employee's immediate family member who has a serious health
condition.

e To care for a serious health condition that makes the employee unable to
perform his/her job.

Employees who have been employed by the Village for at least one year and have 1,250
hours of service during the twelve months immediately preceding the leave shall be
granted family and medical leave.

For purposes of this section, "serious health condition" means an illness, injury,
impairment or mental condition that involves in-patient care in a hospital, hospice or
residential medical care facility or continuing treatment by a health care provider.
"Continuous treatment” means that the employee or family member is treated by a
health care provider two or more times for the injury or illness, or the person is under
continuing supervision for a chronic condition or disability that cannot be cured.

Employees are entitled to 12 work weeks of FMLA leave during a 12 month period.
The 12 month period is measured from the date the employee's first FMLA leave begins.

An employee must provide the Village at least 30 days advance notice before FMLA
leave is to begin. If the leave is not foreseeable due to lack of knowledge of
approximately when leave will be required to begin, a change in circumstances or a
medical emergency, notice must be given as soon as practicable. Failure to provide
notice without a reasonable explanation may result in a delay of the beginning of FMLA
leave until at least 30 days after the date the employee does provide notice.
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An employee’s health care benefits shall be maintained by the Village during the FMLA
period under the same conditions as if he/she had been continuously employed during
the leave period.

An employee must first exhaust sick leave (if eligible) and vacation or other leave
credits before he/she is eligible for FMLA leave.

An employee returning from FMLA leave shall be entitled to reemployment in the same
position he/she held when leave began, or to an equivalent position with equivalent
benefits, pay and other terms and conditions of employment.

ABSENCE WITHOUT L EAVE

An absence of any employee from duty, including any absence for a single day or part of
a day for all non-exempt employees that are not authorized by a specific grant of leave
of absence under provisions of these rules, shall be deemed absence without leave.

Absences from duty may result in disciplinary action, including suspension or discharge.
In addition, employees will not be paid for any period during which they are absent from
duty.

If absent for three consecutive work days without an authorized leave, it shall be
automatically implied that the employee has resigned from employment with the
Village. When warranted by exceptional circumstances, the Village Manager may
rescind an automatic resignation and grant a retroactive leave.

MILITARY | EAVE

The provisions of the Local Government Employees Benefits Continuation Act (50
ILCS 140/) shall be applied to any employee called to active military duty. The
employee shall return to the Village the amount of his base pay for military service in
order to receive benefits under this Act. Employees shall be granted not more than
two weeks (10 work days) paid leave per 12 month period for non-active duty reserve
training. Upon returning to the Village of the base military pay for each training
period, the employee shall receive his/her regular pay and benefits. Non-active duty
in excess of the above shall be granted as leave without pay.
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7.8.1

7.8.2

7.8.3

7.8.4

MISCELLANEOUS | EAVE

COURT LEAVE

Employees subpoenaed as a witness in a civil or criminal case related to their duties to
the Village will be compensated for their court time. However, court time for an
employee’s personal matters will not be compensated by the Village, and the employee
must utilize vacation, personal, or compensatory time for this purpose.

JURY DUTY LEAVE

Employees will be granted leaves of absence to cover the time needed to complete
jury service, if called. However, to receive pay from the Village, the employee must
sign over each jury check to the Finance Department, after which the Village will
authorize payment of the employee’s regular pay. Employees on jury duty are
required to contact their supervisor each day to keep them apprised of the potential
length of jury service.

BEREAVEMENT LEAVE

Employees may, upon the recommendation and at the discretion of the Department
Head and with the approval of the Village Manager, be granted up to three days with
pay to attend the funeral of any of the following relatives: spouse, parent, child,
grandchild, stepchild, sibling, father/mother-in-law or grandparents, or any other
relative living in the same household with the employee. This leave may be extended
up to a total of five days with the approval of the Village Manager. Time allowed in
each circumstance is governed by the immediacy of the relative and the distance to be
traveled to attend the funeral, among other considerations. Requests for funeral leave
will be considered as soon as possible following notice of the bereavement.

SCHOOL VISITATION LEAVE

The Village complies with the Illinois School Visitation Rights Act by allowing
employees to take up to eight hours of unpaid leave per school year, with no more
than four hours being taken in one day. An employee requesting leave under this Act
must provide a written request for the leave at least seven days in advance, except in
the case of emergencies. This leave is intended to be used as a last resort by
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employees who have no other paid (vacation or personal) leave available and who
have made every attempt to schedule the visit during non-working hours. The
employee must provide his/her supervisor with documentation of the visit as provided
by the school administrator within two working days of the school visitation. If
notice is not provided within the required time frame, the employee is subject to the
Village’s standard disciplinary procedures for unexcused absences.

This is unpaid leave; however, the Village will make every effort to accommodate an

employee who wishes to make up the time, provided it is not disruptive to normal
Village operations.

VOTING LEAVE

The Village encourages employees to fulfill their civic responsibilities by
participating in elections. Generally, employees should find time to vote either before
or after their regular work schedule. If employees are unable to vote in an election
during their non-working hours, the Village will grant up to two hours of unpaid time
off to vote, in accordance with state law (10 ILCS 5/17-15).

Employees should request time off to vote from their supervisor at least two working
days prior to Election Day. Advance notice is required so that the necessary time off
can be scheduled at the beginning or end of the work shift, whichever provides the
least disruption to the normal work schedule.
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ARTICLE VIII - SEPARATION, DISCIPLINE AND GRIEVANCE

PROCEDURES

8.1.0 SEPARATION FROM EMPLOYMENT

8.1.1

8.1.2

8.1.3

8.1.4

RESIGNATION

Any employee who is in good standing may resign from service to the Village by
presenting his/her resignation in writing. Department Heads should present notice of
resignation not less than four weeks prior to its effective date. All other employees
should present such notice of resignation not less than two weeks prior to its effective
date. Resignations shall be promptly forwarded to the Village Manager. A resignation
may be withdrawn by the employee at any time prior to the effective date with the
approval of the Village Manager and Department Head.

TERMINATION

The Village reserves the right to terminate employees whenever it is determined that
termination is in the best interests of the Village. It shall be the policy of the Village that
any employee may be terminated at any time, for any or no reason, with or without
notice.

LAYOFFS/REDUCTION IN FORCE

At the recommendation of a Department Head(s), the Village Manager may approve the
separation of any employee without prejudice because of lack of funds or curtailment of
work. The Department Head(s) may, with the approval of the Village Manager, appoint
an employee who is to be laid off to any existing vacancy in a lower class for which
he/she is qualified. All other factors being equal, employees shall be laid off in reverse
order of their total service with the Village.

EXIT INTERVIEWS

Exit interviews shall be conducted by the Village Manager or his/her designee prior to
issuance of the final paycheck to employees who resign, retire, or are laid off. A report
of the exit interview shall be reviewed with the Department Head and placed in the
employee's personnel file.
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8.2.0

8.3.0

RETURN OF VILLAGE PROPERTY

When an employee’s service to the Village has ended, whether voluntarily or
involuntarily, that employee must return all Village-owned equipment and property in
good repair and condition before receiving a final paycheck.

REEMPLOYMENT

An employee who has resigned from Village service and is subsequently reemployed
will not be credited with prior Village service for the purpose of computing vacation,
sick leave benefits or other benefits that may be in effect.

Any employee who resigns while disciplinary action is pending against him/her shall not
be eligible for reemployment.

DISCIPLINE

As directed by the Village Manager, Department Heads are responsible for the
maintenance of a high standard of efficiency on the part of assigned employees, and
for enforcement of good discipline, safety and proper personal conduct. They are
authorized to use appropriate disciplinary measures as approved by the Village
Manager. Such action may consist of a warning or the recommendation for
demotion, suspension without pay or dismissal, even for a first offense, as defined
below:

e Verbal Warning - A verbal warning to the employee from a supervisor that if
his/her actions continue, a written reprimand will be issued.

e Written Reprimand - A written reprimand shall be transmitted through the
appropriate Department Head to the employee and the Village Manager and
shall state the specific actions leading to the reprimand. A copy of the written
reprimand shall be placed in the employee's personnel file.

e Demotion - For serious misconduct, an employee may be moved to a position in
a class with a lower maximum salary rate. Demotion shall be recommended by
the Department Head and approved by the Village Manager.

e Suspension - Temporary removal of an employee without pay from duty status
for a specified or indefinite period. Suspension may be recommended by the
Department Head for approval of the Village Manager.

0 An employee may be suspended by the Department Head only for a
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specific reason.

0 When an employee has acted or is alleged to have acted in a manner
which would be reason for dismissal, the employee may be suspended
while such charges are investigated.

0 When an employee is suspended pending trial or investigative outcomes
and is subsequently exonerated, the employee shall be reinstated without
loss of pay or benefits.

e Dismissal — Dismissal is defined as the permanent separation from service of
the Village for causes including, but not limited to, serious misconduct (on or
off duty); insubordination; unsatisfactory job performance; dishonesty;
intoxication or drug use; carelessness, negligence or violence toward Village
property or fellow employees; endangering other employees and/or the public
through careless, negligent or substandard job performance; use or attempted
use of political influence or bribery to secure advantage in an examination or
promotion; unauthorized or excessive absences; habitual tardiness; or personal
acceptance and appropriation of any fee, reward, gift, tip or other
remuneration received solely for the performance of official duties or in
connection with his/her municipal employment.

The level of discipline to be applied in a specific circumstance will be determined
solely by the Village. Department Heads and/or the Village Manager will consider
the seriousness of the offense, the repetitive nature of the action, and the employee’s
prior work and disciplinary record. Although it is not possible to list all forms of
conduct that may result in disciplinary action, the following partial list generally
describes conduct and inappropriate behavior which will typically result in discipline,
up to and including immediate termination, as determined at the Department Head’s
and/or the Village Manager’s discretion. This list is not all-inclusive. The fact that a
violation or certain conduct is not identified in this list does not mean that the
violation or conduct will not result in disciplinary action. The Village will take
disciplinary action, up to and including immediate termination, as it deems warranted,
regardless of whether the conduct is identified in this list.

e Failure to follow the orders of one's supervisor or a rule or regulation of one's
department;

e Insubordination;

e Absence from work without permission or failure to report to one's supervisor
or department head when absent;

e Continual and repeated absences or tardiness;

e Failure to perform assigned work in an efficient manner or unsatisfactory
performance;

e Incompetence, nonfeasance, misfeasance, or malfeasance in office or in the
performance of any job duties;
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e Inability to work with fellow employees, particularly when work is hindered
and/or does not meet required levels;

e Continued and repeated failure to pay just debts, leading to the employee
being subjected to repeated garnishments;

e Using, possessing, selling, or being under the influence of alcohol, illegal

drugs, drugs without a prescription, cannabis, or any other controlled

substance or narcotic when reporting to work, or while being on duty, or while
performing any duties on behalf of the Village, or while driving a Village
vehicle;

Conduct which is unbecoming of an employee of the Village;

Filing a false report, falsifying any Village records, and/or lying to a superior;

Conviction of any criminal offense;

Violation of any Departmental rule;

Violation of any provision contained in the Personnel Manual;

Failure to maintain required certifications or licenses;

Failure to maintain one's physical condition and/or job-related skills required

for the employee’s position;

e Nondisclosure of any fact or making a false statement that would have
required or constituted a ground for disqualification from appointment or
would have substantially affected the decision to appoint the applicant;

e Any act or occurrence, after appointment, that would have required or
constituted cause for disqualification from appointment;

e Theft or unauthorized removal of any property not belonging to the employee;

¢ Violating the Village’s policies on discrimination or harassment;

Whenever conduct of an employee falls below a desirable standard, it is the
responsibility of his/her supervisor to make efforts to point out the deficiencies at the
time they are observed. Corrections and suggestions should be made in a constructive
and helpful manner in an effort to elicit the cooperation of the employee.

GRIEVANCE PROCEDURES

If an employee has any complaint or grievance (excluding harassment) concerning
his/her employment, working conditions or other matters relating to his or her job, the
following steps may be taken:

Step 1.
The employee may request a "grievance interview" with his/her immediate

days of said request, at which time the situation will be discussed and a resolution
attempted. In the absence of the Supervisor, the employee should discuss the matter
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with his/her Department Head. When the employee's Supervisor is a Department
Head, the employee should proceed to the appeal to the Village Manager.

Step 2:

In the event that the grievance cannot be resolved by the supervisor, or if the
employee is dissatisfied with the supervisor's decision, the employee must put the
grievance in writing and submit it to his/her Department Head. The Department Head
should attempt to resolve the grievance by means of an interview with the supervisor
and within five working days of the request. Decisions will be put in writing within

10 working days of the meeting and a copy given to the employee.

If a satisfactory solution cannot be obtained through Step 1 and Step 2, the employee
may appeal the matter, in writing, to the Village Manager. The Village Manager will
interested staff members within 10 working days and render a timely written decision
within five working days of the meeting. The Village Manager's decision is final.

An employee who has filed a grievance cannot refuse to work while the grievance is
being settled.

DISCIPLINARY ACTION APPEAL PROCESS

The appeal process is intended solely to help ensure fair and equitable personnel
decisions and does not limit the right of the Village, through its Village Manager and/or
his/her designee, to take any personnel action, including dismissal, that it deems
appropriate.

Notice of a suspension or dismissal by a Department Head shall be in writing and shall
state the reasons for the disciplinary action. The notice shall be furnished to the
employee within twenty-four hours of the decision to suspend or dismiss. A copy shall
be filed with the Village Manager and in employee’s personnel file within that same
period.

No disciplinary action shall be final until the employee has been given the opportunity to
appeal the action. Within twenty-four hours after being notified of the disciplinary
action, the employee must submit, in writing, his/her reasons for appealing the decision.
This memorandum shall be submitted to the Department Head who shall forward it to
the Village Manager, with his/her comments, within two days of receipt.

In the event of an appeal by an employee, the Village Manager shall have the final
authority to sustain, increase or decrease the disciplinary action.
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ARTICLE IX - RETIREMENT

9.1.0 RETIREMENT

Full time and regular part time employees are eligible for retirement benefits after
reaching the age and length of service requirements specified by the retirement plan in

to complete appropriate retirement plan procedures. /

Employees in a position scheduled to work more than 1,000 hours per year are included

in one of two separate pension funds: Illinois Municipal Retirement Fund for general
employees and Police Pension Fund for Police Officers.

members of the Police Pension Board.

9.11

DEFERRED COMPENSATION PLAN

Employees may choose to participate in a deferred compensation plan as authorized by
Employees must enter into agreements with the applicable

the Village Board.
organization.

9.1.2

RETIREE HEALTH SAVINGS PLAN

Detailed

information

employee’s RHS account,

including all

remaining unpaid vacation

leave,

compensatory time, holiday time and eligible remaining sick leave, pursuant to the
rules and regulations controlling said accounts in effect at that time.
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ARTICLE X - GENERAL EMPLOYEE REGULATIONS

10.1.0 ANTI - HARASSMENT POLICY

10.1.1

The Village is concerned with fostering a work environment that is free of any form of
discrimination or harassment. In keeping with this commitment, the Village will not
tolerate harassment of any employee of the Village by anyone, including another
employee, supervisor, elected or appointed official, vendor, client, customer or any other
person within a Village-owned property.

Harassment can be defined as any unwelcome behavior, whether verbal, physical, or
of a visual nature, that is based upon a person’s protected status, including age, color,
disability, ethnic or national origin, unfavorable discharge from the military, marital
status, sexual orientation, race, religion, or sex. Improper interference with the ability
of employees to perform their expected job duties, or that creates an intimidating,
hostile or offensive working environment shall not be tolerated.

Every employee is responsible for creating an atmosphere free of discrimination and
harassment, sexual or otherwise. All employees are expected to refrain from any act
that could be described as discriminatory, harassing, inappropriate, or offensive, and
to report any such conduct. All employees are subject to these rules and
responsibilities.

Employees should recognize that this anti-harassment policy is not intended to be

used as a substitute for a grievance or workplace complaint of a general nature when
the grievance or complaint is not based on that person’s protected status.

SEXUAL HARASSMENT

This policy forbids harassment based on gender, regardless of whether the offensive
conduct is sexual in nature and also prohibits expressions of hostility or dislike or
other inappropriate conduct based on gender. Any unwelcome or unwanted conduct
based on gender is also forbidden by this policy, regardless of whether the individual
engaged in harassment and the individual being harassed are of the same or different
genders.

Sexual harassment includes any unwelcome or unwanted sexual advances, requests

for sexual favors, or other verbal, physical, or visual conduct based on sex, gender or
of a sexual nature when:

40



| Maltas/Fialkowski Draft
Village of Deerfield
Personnel Policies and Procedures

e Submission to the conduct is an explicit or implicit term or condition of
employment;

e Submission to or rejection of the conduct is used as the basis for an
employment decision affecting the individual; or

e The conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile or offensive
working environment.

This policy forbids harassment based on sex/gender regardless of whether it rises to
the level of a legal violation.

The Village of Deerfield considers the following conduct to represent some, but not
all, of the types of acts that violate this policy:

e Physical assaults of a sexual nature, including, but not limited to, rape, sexual
battery, molestation, or intentional physical conduct which is sexual in nature,
such as touching, pinching, patting, grabbing, etc;

e Unwanted sexual advances, propositions or other sexual comments, including,
but not limited to, sexually oriented gestures, noises, remarks, jokes,
comments, or verbal abuse of a sexual nature;

e Preferential treatment and promises of preferential treatment to an employee
for submitting to sexual conduct; and

e Sexual or discriminatory displays or publications anywhere in the Village
work place by Village employees including, but not limited to, pictures,
posters, calendars, graffiti, emails, objects, reading materials, or other
materials that are sexually suggestive, demeaning, or pornographic.

10.2.0 REPORT AND INVESTIGATION OF COMPLAINTS OF HARASSMENT

Any employee who believes he/she has been treated in an unlawful or discriminatory
manner, based on protected status, should inform his or her supervisor, Department
Head or the Assistant to the Village Manager. The complaint shall be kept - {Deleted: Human Resources Department |
confidential to the maximum extent possible. If an employee is uncomfortable or

sensitive about discussing a complaint with an individual of the opposite sex, the

employee may report the conduct to any Department Head of the same sex. This

policy does not require that the employee report the conduct to any individual who is

engaging in the conduct. If the employee believes that any person to whom such a

report should be directed is involved in or associated in any way with the alleged

conduct, then the report should be directed to another Department Head not involved

in the conduct.
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Any supervisor or manager who has knowledge of prohibited conduct, or to whom a
complaint has been made, must promptly report the conduct both to the Department

Head and to the Assistant to the Village Manager.or to another member of the senior - { Deleted: Human Resources

administrative staff who is not involved in the conduct. Department

All complaints or reports of prohibited conduct will be investigated promptly. The
Village may put in place reasonable interim measures, such as a leave of absence or a
transfer, while the investigation takes place. The Village will take further appropriate
action once the complaint or report has been investigated. That action may be a
conclusion that a violation occurred. The Village might also conclude, depending on
the circumstances, either that no violation of the policy occurred or that the Village
cannot conclude whether or not a violation occurred.

If it is found that a violation of this policy has occurred, the Village will take
corrective action, up to and including immediate termination, as is appropriate under
the circumstances as determined in the Village’s discretion, regardless of the job
positions of the parties involved. The Village may discipline an employee for any
inappropriate conduct, regardless of whether the conduct amounts to a violation of
law or even a violation of policy. If the Village does not employ the person engaged
in the conduct, then the Village will take whatever corrective action it deems
reasonable and appropriate under the circumstances.

10.3.0 ETHICS

Officers and employees of the Village have the obligation to maintain a consistently
high standard of conduct in serving the public and in their relationships with their
other officers and employees. Due to the nature and importance of the Village's
activities, courtesy, honesty, and integrity are characteristics required of all Village
officers and employees. With this in mind, the following must be understood and
abided by:

e All services in the Village shall be performed in an impartial manner, free of
personal and political considerations.

e Courteous and cooperative behavior between individuals and Departments is
essential in order to effectively deliver Village services.

e Employees shall assume the responsibility to preserve and protect Village
property.

e Subject to disclosure of the Freedom of Information Act and internal
management requirements of the Village, all personal information will remain
confidential.
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10.3.1

10.3.2

In accordance with the State Employees and Officials Act (P.A. 93-615 as amended
by PA 93-617; 5 ILCS 425/1 et seq.), and Village Ordinance 0-04-28, the Village
shall regulate the solicitation and acceptance of gifts and political activities by any
elected or appointed official or any employee and shall enforce those prohibitions in a
manner substantially in accordance with the requirements of the Act and shall adopt
provisions no less restrictive than the provisions of this Act.

All complaints regarding violations of the Act and this Ordinance shall be filed with
the State Legislative Ethics Commission (created by Section 45(a) (6) of the Act).

CONFLICTS OF INTEREST

Except as provided by lllinois law, no Village official or employee may have a financial
interest, directly or indirectly, in

e any contract with the Village,
o the sale to or purchase from the Village of any personal or real property, or
o the procurement or performance of any business or work for the Village.

All employees and officers must further refrain from any other conduct that may
reasonably create the appearance of a conflict of interest. This may include, but is not
limited to, the following:

e No employee shall represent any private interest in any action or proceeding
taken against the Village.

e Officers or employees who have a direct interest in any legislation before the
Board of Trustees must publicly disclose this interest if he/she plans to
participate in any discussion before the Board of Trustees.

¢ No employee shall solicit, negotiate for, or promise to accept, employment with
any person, firm or corporation which is directly or indirectly involved with the
performance of Village services, or that, in the judgment of the Village Manager,
may affect his/her official actions.

Accordingly, employees are strongly encouraged to obtain prior approval or guidance

from their Department Head or the Village Manager concerning any matter that could
create the appearance of a conflict of interest.

GIFT BAN

In accordance with the Village of Deerfield Municipal Code:
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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 below, or which is otherwise prohibited by law or
ordinance. No prohibited source shall intentionally offer or give a gift that violates
this section.

As stated in the Village Code, a “prohibited source” is any person or entity who:

Is seeking official action: 1) by an officer or 2) in the case of an employee, by
the employee or by the officer or other employee directing that employee;
Does business or seeks to do business: 1) with the officer or 2) in the case of
an employee, with the employee, or with officer or other employee directing
that employee;

Conducts activities regulated: 1) by the officer or 2) in the case of an
employee, by the employee or by the officer or other employee directing that
employee; or

Has an interest that may be substantially affected by the performance or
nonperformance of the official duties of the officer or employee.

Exceptions:

Opportunities, benefits, and services available on the same conditions as for
the general public.
Anything for which the officer or employee, or his or her spouse or immediate
family member, pays the fair market value.
Any:

0 contribution that is lawfully made under the election code, or

O activities associated with a fundraising event in support of a political

organization or candidate.

Educational materials and missions.
Travel expenses for a meeting to discuss business.
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, sister-in-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.
Anything provided by an individual on the basis of a personal friendship
unless the recipient has reason to believe that, under the circumstances, the
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gift was provided because of the official position or employment of the
recipient or his or her spouse or immediate family member and 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:

o 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;

o 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

o whether, to the actual knowledge of the recipient, the individual who
gave the gift also at the same time gave the same or similar gifts to
other officers or employees, or to their spouses or immediate family
members.

Food or refreshments not exceeding $75.00 per person in value on a single
calendar day; provided that the food or refreshments are consumed on the
premises from which they were purchased or prepared or catered.

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.

Intragovernmental and intergovernmental gifts. For the purpose of this article,
"intragovernmental 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.

Bequests, inheritances, and other transfers at death.

Officers and employees of the Village who receive gifts or gratuities in the course of

A et

carrying out their duties for the Village will return these gifts and/or gratuities with a
courteous explanation that acceptance of such gifts or gratuities constitutes a violation
of the Village’s gift policy.

10.3.3 PROHIBITED POLITICAL ACTIVITIES

In accordance with the Village of Deerfield Municipal Code:
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10.3.4

Employees shall not intentionally perform any prohibited political activity during any
compensated time. Employees shall not intentionally misappropriate any property or
resources of the Village by engaging in any prohibited political activity for the benefit
of any campaign for elective office or any political organization.

At no time shall any officer or employee intentionally misappropriate the services of
any employee by requiring that employee to perform any prohibited political activity:

e as part of that employee’s duties,
e asa condition of employment, or
e during any compensated time off.

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

Nothing in this section prohibits activities that are otherwise permissible for an officer

or employee to engage in as part of his or her official duties, or activities that are
undertaken by an officer or employee on a voluntary basis.

VIOLATION OF CODE OF ETHICS

Any violation of the provisions of this Code shall result in one of the following actions:
Written reprimand, suspension, or termination of employment.

10.4.0 SAFETY POLICY

The Village recognizes the need for the development of safe working practices for
every employee and desires to promote on-the-job safety by encouraging the proper
design and use of buildings, equipment, tools, and other devices.

Administration of the Village’s safety program is the job of each supervisor. It is the
responsibility of each employee to assist in creating and maintaining a safe
workplace. To this end, employees must:

e Be informed of and observe established safety practices;
o Notify supervisors of any unsafe conditions they discover;
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e Use personal protective equipment such as steel-toed shoes, safety vests,

safety glasses, and hard hats where required;

Not remove guards or other protective devices from machinery or equipment;

Not engage in "horseplay”;

Attend any required training or orientation to increase safety awareness;

Not report to work under the influence of alcohol or drugs;

Promptly report all job-related injuries or illnesses to their supervisor;

Assist supervisors in the investigation of any accident of which they have

knowledge;

e Refrain from operating, modifying, adjusting or using equipment in an
unauthorized manner;

e Maintain clean and orderly work areas.

10.5.0 PERSONAL USE OF VILLAGE VEHICLES AND EQUIPMENT

10.5.1

Employees shall be responsible for the care and conservation of all vehicles, equipment,
supplies or tools owned and operated by the Village. Any and all accidents, breakdowns
or malfunctions of such property will be reported to the Department Head immediately
in order that necessary repairs may be made. Carelessness or irresponsibility in the
handling of Village vehicles, equipment, supplies or tools will not be tolerated and may
be the subject of disciplinary action by the Department Head. No vehicles, equipment,
supplies or tools are to be used for private and/or personal reasons,
Any employee who damages or destroys municipal property, either through willfulness
or neglect, may be required to repair or replace the lost or damaged equipment and, in
addition, may suffer any disciplinary penalty imposed by the Department Head and/or
the Village Manager.

VEHICLE USAGE POLICY

All vehicles purchased by the Village are the property of the Village and are assigned to
certain individuals and to certain Departments for use as directed by the Department
Head. Vehicles are to be used only by Village employees, for business purposes only,
and at all times are to be operated in a safe and proper manner. It will be the
responsibility of each Department Head to make arrangements with the Village’s
mechanic to ensure proper maintenance of each vehicle assigned to his/her Department.

All employees, whether they are driving or are a passenger in a Village vehicle, shall at

all times wear a properly adjusted and fastened seat safety belt and shall require all
passengers to do likewise. The use of cellular telephones while driving a Village vehicle
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10.5.2

is strictly prohibited. Except in cases of emergency, drivers should safely pull to the
side of the road to receive a call.

Certain employees required to make emergency responses may, at the Department
Head's discretion, be allowed to take Village vehicles home at night. Individuals who
are assigned a Village vehicle, but who reside outside the corporate boundaries of the
Village, shall pay a mileage charge as set by the Village, for commuting purposes
subject to IRS regulations with respect to personal use of the vehicle.

COMPUTER USAGE POLICY

Security:
Confidentiality of usernames and passwords is critical to the security of Village

technology systems and data. All users must keep their computer and systems account
credentials secret and not share them with any other staff or persons with the
exception of the Village’s internal I.T. staff. If a user’s password is requested by
anyone other than a member of the Village’s internal I.T. staff the request must be
denied and the Computer Systems Coordinator must be notified. If a user feels any of
their accounts has been compromised the Computer Systems Coordinator must be
notified immediately. Any security concerns should also be communicated to the
Computer Systems Coordinator. Attempts to subvert or compromise Village security
systems, controls, or access rights will not be tolerated. No user is to allow any access
to Village systems by unauthorized persons for any reason.

Access Assignment:

User accounts, access privileges, and security permissions are configured and
maintained by internal Village |.T. staff at the discretion of the Computer Systems
Coordinator. As such, any requests regarding creation/deletion of accounts, access
rights, or privileges must be made to the Computer Systems Coordinator through the
employee’s supervisor. The Computer Systems Coordinator reserves the right to
restrict access and disable accounts without warning as is necessary to protect the
security and integrity of Village technology systems and data.

Use of Village Computer Hardware and Software:

1. Village computer equipment (including, but not limited to desktop computers,
laptop computers, server computers, printers, copy machines, handheld devices, and
peripherals) is intended and available for business purposes. Village equipment shall
not be used for any illegal, improper, unprofessional, or illicit purposes.

2. The use of Village systems to access, attempt to access, transmit, store, display, or
request obscene, pornographic, erotic, profane, racist, sexist, or other offensive
material of any form is expressly prohibited.

3. The Village reserves the right to monitor and log any or all usage of Village
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technology systems and equipment at any time, with or without notice to employees.
Privacy should not be expected when using Village computer systems.

4. Only business-related files shall be stored on Village servers and networked
storage. The Computer Systems Coordinator reserves the right to delete, without
notice, any files not pertaining to Village business.

5. No computer hardware or peripheral device shall be connected to any Village
computer system unless performed or authorized by Village internal I.T. staff.

6. All users must shut down their desktop computers at the end of each day.
Exceptions to this will be noted to users by I.T. if required. Computer servers must
never be shut off or rebooted by anyone other than Village I.T. staff.

7. Software shall not be installed on any Village computer system unless performed
or authorized by Village internal I.T. staff.

8. No software, commercial, internally-developed, or otherwise, shall be duplicated
and/or removed from the Village unless explicitly authorized by the Computer
Systems Coordinator.

9. Employees are to immediately contact Village internal I.T. staff if they suspect or
are notified of any form of virus on their computer systems.

10. Any employee aware of or observing misuse or abuse of Village technology
systems is obligated to report it to their supervisor and/or the Computer Systems
Coordinator.

11. Use of Village computer equipment outside of business hours and/or outside of
Village premises is covered by this policy.

12. Employees may be held accountable for loss of or damage to Village computer
equipment if found to be intentional in nature or due to negligence.

Use of Village E-Mail:

1. The Village e-mail system is intended and available for business purposes. The
Village e-mail system shall not be used for any illegal, improper, unprofessional, or
illicit purposes.

2. Use of the Village e-mail system to transmit or receive obscene, pornographic,
erotic, profane, racist, sexist, or other offensive material of any form is expressly
prohibited.

3. Use of the Village e-mail system to solicit support or to advocate for any political
causes, outside organizations, or other non-job-related purpose is expressly
prohibited.

4. The Village reserves the right to monitor and log any or all usage of its e-mail
system at any time, with or without notice to employees. Privacy should not be
expected when using Village e-mail.

5. The Computer Systems Coordinator reserves the right to filter all e-mail
communication. Messages (incoming, outgoing, or internal) containing confidential
or sensitive information, excessively-large attachments, files unrelated to Village
business, Spam (unsolicited junk e-mail), or viruses of any type may be blocked
and/or deleted, in whole or in part, with or without warning, at the discretion of the
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Computer Systems Coordinator as is necessary to protect the security, integrity, and
availability of Village systems.

6. Employees are to immediately contact Village internal I.T. staff if they suspect or
are notified of any form of virus in their e-mail.

7. Broadcast messages (messages sent to all e-mail users or subset groups) should be
limited and reserved for Village business only.

8. Any employee aware of or observing misuse or abuse of the Village e-mail systems
is obligated to report it to their supervisor and/or the Computer Systems Coordinator.
9. Use of the Village e-mail system outside of business hours and/or outside of
Village premises is covered by this policy.

10. The use of Village e-mail on portable devices, including but not limited to cell
phones, Blackberries, and PDAs, be they personal or Village-owned, is at the
discretion of the Computer Systems Coordinator and is covered by this policy.

Use of Internet:

On Village time, with Village equipment, or through Village networks:

1. Use of the Internet for any illegal, improper, unprofessional, or illicit purposes is
expressly prohibited.

2. Use of the Internet to transmit or receive obscene, pornographic, erotic, profane,
racist, sexist, or other offensive material of any form is expressly prohibited.

3. Use of the Internet to solicit support or to advocate for any political causes, outside
organizations, or other non-job-related purpose is expressly prohibited.

4. A wide variety of information is available on the Internet. Some individuals may
find some information offensive or otherwise objectionable. The Village bears no
responsibility for content available on the Internet which is not posted by the Village.
5. Village credentials for Internet sites are subject to the security section of this
policy.

6. Departments may develop supplemental Internet policies which are still subject to
this policy. Police Investigations staff may be exempt from some access restrictions
and content-related policy as is required for performance of job duties and as is
coordinated between Police Administration and the Computer Systems Coordinator.
7. The Computer Systems Coordinator reserves the right to block access to Internet
sites and content that may be detrimental to the Village network and systems
including but not limited to viruses, malware, and spyware.

8. The Computer Systems Coordinator reserves the right to block access to Internet
sites that attempt to subvert this policy.

9. The Computer Systems Coordinator reserves the right to block access to illegal
content.

10. The Computer Systems Coordinator reserves the right to limit or block Internet
activity which may affect general availability of access to other staff and/or systems.
11. The Village reserves the right to monitor and record any or all Internet activity
through its systems or networks.
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10.5.3

Data Backup:
Data on Village servers and networked storage is protected by backup. Data stored by

users on local computer hard drives or on removable media including but not limited
to CD, DVD, and USB drives, is not protected by Village backup efforts and is the
sole responsibility of the user. The Village bears no responsibility for data loss on
these medium. Village e-mail is protected by backup. Village e-mail is archived for
record and compliance purposes,

TELEPHONE USAGE POLICY

Cellular telephones may be provided to employees of the Village of Deerfield to -«
assist them in carrying out their duties more efficiently. Accordingly, this policy has
been created to guide Village employees in the proper use of their Village-issued and

personal cellular telephones.

\

\
\
\
\

Village-Supplied Cellular Telephones:

When using Village-supplied cellular telephones, employees are to adhere to the
following rules:

i. Cellular telephones are to be used when an employee is away from their office  «-
and not in lieu of land-line units. When making Village related telephone calls

from the employee’s office, the employee is to use the assigned wired telephone
unit provided at an employee’s work station. However, the employee may use a
cellular telephone “push to talk” feature to allow for immediate access to an
individual who uses the same type of cellular phone, but who may be away from

their office.

Under no circumstances shall an employee permit a non-Village employee to use «+
a Village owned cellular telephone.

<«

Under no circumstances are Village-supplied cellular phones to be used for any
private commercial enterprise.

“ — _

Employees are prohibited from using a cellular telephone while driving any
vehicle for Village purposes. Employees are directed to pull off to the side of the
road and stop the vehicle before placing or accepting a call. If acceptance of a call
is unavoidable and pulling over is not an option, employees are expected to keep
the call short and keep their eyes on the road. Safety must come before all other
concerns.

The Village cannot and does not imply, extend, or guarantee any “right to
privacy” for voice calls and/or electronic communications placed over Village
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provided wireless communications equipment, including but not limited to call
detail records, logs, voice mail messages, data storage, text messages, emails, and
address books. The Village reserves the right to use any call information in any
way it deems necessary, including discipline of an employee.

Under no circumstances shall an employee utilize a Village owned cellular
telephone to contact any telephone pay-per-minute or any other similar telephone
service. Employees are not permitted to access or download online features such
as ring tones or games or purchase accessories for wireless communication

equipment.

Vi.

Employees are responsible for the care and maintenance of cellular telephones
assigned to them. Any damaged, malfunctioning, or lost cellular telephones must
be reported immediately in order that the necessary repairs or replacement may be
made. Employees are responsible for damage or loss of Village-owned cellular
telephones and if found to be negligent, may be required to replace the telephone
and/or may be subject to disciplinary action.

Vii.

viii. Employees may be held personally and financially responsible for all damages
and litigation in the event of an accident involving Village owned equipment
resulting from employees’ use of personal cellular telephones. Use of personal
cellular telephones during Village work hours is considered outside the

employees’ scope of employment.

Departments may issue more restrictive guidelines for use of wireless
communication equipment as deemed necessary. Likewise, this policy shall
complement, rather than supersede, any applicable departmental or Village issued

safety rules.

Village cellular phones are issued to some employees who are reasonably
expected to be contacted outside of work hours. Village issued phones shall be
kept on and checked on a reqular basis - especially in situations where there is an
anticipated weather event or special event where they may be needed to come in

or respond.

Use of Personal Cellular Telephone on Village Time:

Employees are not to utilize personal cellular telephones while on Village time with
the exception of an emergency. This includes use within Village owned buildings or
at work sites or during the operation of Village owned vehicles or other equipment,
unless work duties or emergency situations require the use of a personal cellular
telephone. The employee is expected to keep all personal cellular phones out of view
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and turned off or on “silent” or “vibrate” mode during working time and in the
working area.

i. Employees may utilize personal cellular telephones only during lunch and break
periods, so long as they are not used while at a work station. They may be utilized
outside Village buildings or in designated break areas.

ii. The Village assumes no liability for loss or damage to employees’ personal
property, including personal cellular telephones and/or pagers, carried in Village
vehicles or left on Village property. Employees assume the risk of loss or damage
to personal cellular phones or other electronic devices carried by employees
during their workday.

10.6.0 DRESS CODE POLICY

Employees are to present a professional appearance at all times and are required to
dress and groom themselves in a manner appropriate for their position and that will
reflect a positive image on the Village.

10.7.0 TRAVEL/TRAINING POLICY

Travel can play an important role in the Village’s efforts to provide superior and
responsive governmental services to the residents of Deerfield. When conducting
business on behalf of the Village, employees are expected to use good quality
services and accommodations appropriate for the business to be conducted. Good
judgment and ethical practices on the part of each traveler remain the most important
factors in controlling travel expenses.

Control of travel authorization is the responsibility of each department head. Travel
authorization is a two-part process including: 1) approval of all travel in advance; and
2) expense reporting following completion of the trip. Approval of travel expense
forms is more than a formality. It indicates that expenses submitted have been
reviewed and have been found to comply with Village regulations regarding travel
and authorized business expenses.

All Village personnel traveling or incurring business expenses on behalf of the
Village, and those responsible for the approval of these expenses, are expected to use
these measures to assist in maintaining control over travel expenditures. The policies
detailed here apply to all funds under Village control and are superseded only in those
instances where funding agencies apply specific and more restrictive rules and rates.
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The use of Village telephones is primarily
for conducting business for the Village of
Deerfield. All employees are instructed
not to abuse telephone privileges in any
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a charge, including reverse look-up,
should be limited to situations where all
other possible means of obtaining the
necessary information have been
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In addition, this policy is only effective for travel of less than seven (7) consecutive
days. Reimbursement rates for any specialized training or travel longer than this shall
be determined on a case-by-case basis prior to the start of the travel.

1. Travel Authorization

Itis Village policy that all travel requiring an overnight stay must be approved in
advance by the employee’s Department Head, and either the Director of Finance or
Village Manager. This applies to all travel of this nature even in instances where the
travel has been budgeted or a travel advance is not requested. Requests for travel
authorization shall be submitted using the Village’s travel authorization form.

2. Travel Arrangements

To reduce travel costs, Village employees are encouraged to utilize an Internet
website when purchasing air travel and reserving cars and hotel rooms. Whenever
possible, travel should be arranged using the least expensive means possible.
Employees should use good judgment when determining logical routes for arriving at
the intended destination.

3. Air Travel

Employees are required to request flights according to approximate arrival and
departure time, rather than by specific carrier or flight number, in order to obtain the
lowest available fare with logical routing for all trips. In general, lowest available fare
is defined as the least costly fare available at the time of ticketing, and may include
one stopover or connecting flight. (This is not intended to limit travelers who may
wish to arrange airfare using more than one stopover or connecting flight as savings
and time permits.) In order to take advantage of available discounted fares, travelers
are requested to make reasonable adjustments in their travel plans.

Employees should make air travel arrangements as far in advance as possible to take
advantage of special fare savings. Travelers should be aware that some discounts
have travel restrictions and cancellation penalties, and therefore good business
judgment should be exercised.

All air travel at Village expense must be by coach or economy.

4. Ground Transportation

It is expected that employees use the most effective ground transportation available,

considering cost, time, availability and scheduling.
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The cost of public transportation, including tips, is reimbursable with a receipt unless
one cannot be obtained.

a. Village Owned Vehicles

Village owned vehicles shall be used to travel to destinations of up to 200 miles from
Deerfield, unless another form of travel is less expensive or more practical. Special
approval for longer trips may be granted by the Department Head if there will be
more than one employee making the trip or for some other practical reason.

b. Taxi and Airport Transportation

Whenever practical, airport or hotel ground transportation should be the preferred
method of transportation to hotels or meeting sites. Taxis may be used as necessary
taking into consideration the cost of other means of transportation. A receipt is
required for reimbursement of these expenses. If a family member transports you
to/from your home airport, mileage may be claimed for each round-trip made.

c. Rental Passenger Automobiles

Rental automobiles may be used as necessary but must be approved in advance by the
Department Head and the Director of Finance or Village Manager. Receipts are
required for reimbursement of all expenses related to rental automobile use.
Arrangements for rental automobiles should be made through a travel agent or
Internet website whenever possible and shall be made for the most economical
vehicle that meets the practical needs.

d. Personal Vehicles

Expenses of travel by automobile are reimbursable at the IRS authorized rate in effect
at the time the travel takes place. The mileage reimbursement allowance covers all
automobile related costs; gasoline, insurance, maintenance, etc. Toll charges and
parking are reimbursable in addition to mileage allowance. The total personal
automobile expenses shall not exceed the lowest available airfare.

Mileage shall be actual mileage traveled and shall be subject to review using readily
available travel planners. Employees using personal vehicles on Village business
must have adequate automobile insurance in compliance with State law. Damage to
personal vehicles while on Village reimbursable travel is not the responsibility of the
Village.

5. Meals
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Travel Requiring An Overnight Stay:

Employees engaged in travel necessitating an overnight stay will receive a per diem
meal allowance. The per diem amount shall be equal to the average of the highest
and lowest meals and incidental rate approved by the US GSA (regardless of the city
to which the employee travels). The applicable rate shall be the rate in effect at the
time of travel (e.g. $51.50 per day as of October 2005). The per diem amount shall
include tax and tip and an allowance for incidental expenses. Receipts for meals are
not required (except as otherwise required below). Any costs exceeding the per diem
amount are the responsibility of the employee. Employees are not required to
reimburse the village for per diem funds not spent unless the trip is shorter than
originally anticipated or canceled altogether, or for meals that are provided as part of
the conference attendance or paid for by a third party.

Note: Employees will receive a pro-rated per diem stipend for partial days traveled or
when meals are provided as part of the conference registration based on the following
schedule (for a $51.50 per diem):

e Breakfast $9.50

e Lunch $14.50

e Dinner $24.50

For example, an employee returning from a trip in the morning following breakfast
would receive $9.50 of the per diem amount for the day plus incidental expense
allowance of $3.

Village Business Not Requiring an Overnight Stay:

If employees are outside of the Village for a business purpose over the lunch period
they may be reimbursed up to the per diem limits for lunch only, upon presentation of
a receipt. Employees shall receive this amount for each meal not provided by a
seminar or conference. Employees may request funds for these meals by submitting a
petty cash reimbursement request with a copy of the seminar or conference
registration form if applicable. Petty cash forms shall be signed by the employee’s
Department Head or his or her designee. Receipts for meals are required in this
circumstance.

6. Hotels

Employees are expected to use reasonably priced lodging. When making reservations
or registering, the employee shall ask for and use the government or corporate rate.
Whenever practical, hotel reservations should be made using an Internet website.
Otherwise, good judgment should be used in selecting hotels which provide
comfortable lodging at reasonable prices.
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Reimbursement for lodging shall be limited to the minimum number of nights
required to conduct the assigned Village business. If a conference, for example,
begins on Sunday morning and ends Thursday at noon, reimbursement for Saturday
night through Wednesday night would be allowed. If an employee chooses to arrive
earlier or stay later, the additional lodging and other expenses are his or her personal
expense. However, if staying an extra night will result in an airfare discount in
excess of the additional total expenses to be incurred, these expenses will be
reimbursable — documentation is necessary for this reimbursement.

7. Telephone Calls (personal and work related)

The Village recognizes that it may be necessary for employees traveling on Village
business to check in with family members or work from time to time. Placing long
distance calls using hotel phones is often prohibitively expensive. To avoid these
high costs, employees should use their Village-provided phones or the Village will
provide employees with a pre-paid phone card for business use while on the trip.
Phone cards may be obtained from the Finance Department and should be returned
with unused credits. The cost of personal calls shall be the employee’s responsibility.

8. Accompaniment by an Immediate Family Member

The Village will not reimburse employees for travel costs of immediate family
members traveling with employees on official Village business. If a family member
accompanies the employee for personal reasons, only those costs related to the
employee’s travel will be reimbursed.

9. Combined Business/Personal Travel

Whenever an employee, for his/her convenience, travels by an indirect route or
interrupts Village travel for personal travel, the additional expenses related to the
personal travel are the responsibility of the employee.

10. Non-Allowable Expenses

The Village's policy is to reimburse its employees for all reasonable and necessary
expenses incurred while transacting the affairs of the Village. However, there are
specific types of expenses that are considered personal, and are therefore not
reimbursable. These include but are not limited to:

1) Cleaning, pressing, and laundry;

57



| Maltas/Fialkowski Draft
Village of Deerfield
Personnel Policies and Procedures

2) Personal entertainment including movies, videos or pay per view services in a
hotel room;

3) Airline and other trip insurance;

4) Beautician, barber, manicurist and shoe shine;

5) Repairs on personal automobiles damaged while on company business;

6) Traffic violations and court costs;

7) Membership fees in airline clubs.

8) Alcohol or drugs of any kind.

9) Non-business related phone calls.

10) Incremental travel costs related to family accompanying the employee.
Unless otherwise addressed by this policy, the Director of Finance shall have the
authority to decide questions regarding whether or not a particular expense is
reimbursable.

11. Approved Forms of Payment

Employees should use their personal credit card to book travel arranged on Internet
sites. Reimbursement will be made as expeditiously as possible, in accordance with
the Village’s accounts payable schedule, after a copy of the confirmation statement
has been submitted to the Finance Department and payment has been authorized.
Payment will not be made unless the Director of Finance and/or Village Manager has
approved a travel authorization form.

It is preferred that employees use a personal credit card to pay for travel related
expenses. Employees shall be responsible for obtaining receipts as required and
submitting a completed travel expense report to the Finance Department when the
travel has been completed.

12. Advances

Travel advances may be issued to employees to cover travel expenses that cannot be

prepaid. The advance will be established at an amount that is reasonable. All travel
advances are issued and maintained subject to timely reporting of all travel expenses.
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A travel advance will be issued upon receipt of a completed travel authorization form
containing the following information:

1) Name, title and department of employee receiving the travel advance;
2) Account number to which the expenses will be charged;

3) Purpose of the trip;

4) Destination;

5) Beginning and ending dates of the trip;

6) Estimate of all expenses including transportation, lodging, meals, registration
and miscellaneous expenses including items paid directly;

7) Copy of the conference schedule showing times, dates, and meals provided.

Advance requests require the signature of the applicable Department Head and either
the Director of Finance or Village Manager. Travel advance forms must be
completed and submitted to the Accounts Payable Clerk at least two (2) weeks before
the date needed. The travel advance form must be filled out regardless of whether or
not a travel advance is necessary. Employees are responsible for ensuring that the
completed travel advance form is received by the Finance Department prior to the
accounts payable deadline for the date the funds will be needed.

Travel advances must be settled within ten (10) working days after completion of the
travel. A travel advance will not be issued if any prior advance is outstanding.
Completed travel expense forms are to be forwarded to the Department of Finance
with all receipts attached. Any unused travel advance money must accompany this
form.

13. Expense Reporting

The travel expense form should be filled out in accordance with the instructions noted
on the form. Travelers should provide as much detailed information of all expenses
on the statement as possible including the cost of registration, books, meal
allowances, hotel, airfare, etc. regardless of whether it was paid directly to a vendor
(e.g. registration fees) or by credit card (e.g. hotel bill). Original receipts must be
included except when it is impractical to do so or when specifically exempt by this
policy (e.g. certain meals, cost of public transportation, tips, parking meters, etc.). A
completed expense report, with a copy of the travel authorization form, shall be
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submitted to the Finance Department within ten (10) working days following
completion of the trip.

10.8.0 CIVIL LITIGATION

Any employee of the Village who receives any summons, notice or complaint alleging \

any claim or cause of action arising as a result of the performance of his/her official
duties as an employee of the Village shall immediately notify his/her Department Head
and furnish to him/her a copy of said summons, notice or complaint, who shall thereafter
forward said materials to the Village Manager.

The Village Manager shall thereafter forward said summons, notice or complaint to the
Village's insurance carrier, which shall make a determination whether it will undertake
the defense of the employee and provide coverage for any damages resulting from the
claim or cause of action under the terms of the Village's policy. If the Village's
insurance carrier determines that the alleged claim or cause of action does not result in a
circumstance included in the Village's coverage, then the Village Manager shall
determine whether the claim or cause of action did, in fact, arise as the result of the
legitimate and reasonable performance of official duties. If the Village Manager's
determination is affirmative the Village shall undertake, with the consent of the
employee, the defense of the claim or cause of action at its expense. In the further event
that a judgment is entered against said employee in the cause of action, the Village of
Deerfield will indemnify the employee from any portion of the judgment not satisfied by
the Village insurance carrier.

10.9.0 TUITION REIMBURSEMENT PROGRAM

Employees enrolled in college or graduate level courses will receive tuition
reimbursement and incentive pay, subject to the following conditions:

e Employees must complete one year of service with the Village prior to being
eligible for participation in this program.

e The employee must complete the appropriate forms and obtain prior approval
from the Department Head and Village Manager to take the course. The
Manager's decision will be final.

e The course must be approved by the Department Head and must be related to the
employee's work specialty. No more than three courses may be taken during any
one semester.

e Upon completion of the course, the employee must complete the appropriate
form and present satisfactory evidence that he has completed the course with a
cumulative grade of “B” or better, and a receipted bill from the college for the
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cost of the course.

e Only tuition costs will be reimbursed. Books, supplies, travel expenses and
meals are not eligible for reimbursement.

e In no case will the amount of tuition reimbursed by the Village exceed an
amount per semester hour established by the Board of Trustees.

e In addition to tuition reimbursement, employees who successfully complete an
approved course will be paid a stipend per month per course for a period of three
years.

e Employees must agree to continue to work for the Village for at least one
additional year for each year of college credit obtained under this program or
refund to the Village a pro rata share of tuition payments.

e Information regarding stipends per month per course and current amount of

tuition reimbursement per semester hour can be obtained from the Finance - 4 Deleted: Human Resources

Department. Department.

10.10.0 DRUG FREE WORKPLACE

The use and misuse of alcohol and drugs by Village employees is contrary to a drug-
free workforce and workplace. The use of these substances increases the potential for
accidents, absenteeism, substandard performance, turnover, misconduct, poor
employee morale, damage to public and private property, injury to the public, self
and/or other employees, or degradation of trust in the Village to effectively service its
constituents. In addition, employees who are “drivers” as that term is defined
pursuant to the Omnibus Transportation Employee Testing Act of 1992, and other
employees in safety-sensitive positions, are subject to drug and alcohol testing as set
forth in federal regulations and pursuant to procedures described in a Controlled
Substance and Alcohol Testing Procedures Policy.

_{ Deleted: SMOKING POLICY

‘ 10.11.0 NO TOBACCO USE POLICY 7

In recognition of the increasing evidence that tobacco smoke creates a danger to the
health of persons who are present in a smoke-filled environment, and pursuant to
Article 6 of the Municipal Code of the Village of Deerfield, smoking shall be
prohibited in all Village-owned or leased buildings as well as within 25-feet of a
publicly used entrance, or at any public event held on public or private property in the

Village. In addition, fobacco use shall be prohibited in all Village-owned vehicles - { Deleted: smoking

and while using Village equipment.
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10.12.0 MEDIA RELATIONS POLICY

The Village Manager shall serve as the primary media relations officer with respect to
all general matters affecting the operations and management of Village government.
The Village Manager may delegate responsibility for media relations to any person
employed by the Village, and that person shall be designated the media relations
officer.

Department Heads shall serve as the media relations officers with respect to particular
matters affecting the operations and management of their respective departments.
Department Heads likewise may delegate responsibility for media relations to any
person employed within their respective departments, and that person shall be
designated the media relations officer for that department.

All inquiries from representatives of any news medium shall be referred to the
appropriate media relations officer. The media relations officer shall be responsible
for clearing all public communications which may be considered an expression of
Village or Department policy prior to dissemination to any news medium.

No employee shall consent to be interviewed by or through, or appear as a guest in,
any news medium concerning Village business except as authorized by the
appropriate media relations officer.

No employee shall communicate with representatives of any news medium about
Village business except as authorized by the appropriate media relations officer.

No employee shall discuss or disclose to any news medium the internal confidential
matters that involve the operations and management of the Village or its
Departments.

All press releases, publications, speeches or other official declarations concerning the
operations and management of the Village and its departments must be approved in
advance by the Village Manager and/or the media relations officer designated by the
Village Manager.

Department Heads may adopt additional media relations guidelines consistent with

this policy as may be expedient in the management and operations of their respective
Departments.
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Often, the only contact residents or businesses have with Village staff is made
over the telephone. Regardless of the situation, staff must act with courtesy, tact
and fairness while speaking on the telephone. Employees should answer each call
respectfully, in a pleasant voice and treat each caller fairly and carefully. The first
phone call to Village offices is often the first impression that a person has of the
organization, and that impression should be a favorable one.

The use of Village telephones is primarily for conducting business for the Village
of Deerfield. All employees are instructed not to abuse telephone privileges in
any manner. Employees shall be permitted reasonable use of Village telephones
for personal matters, but abuse of this privilege will not be tolerated. Toll and
extra-unit calls may be made only at the employee's expense and with the prior
approval of the Department Head. Personal phone calls either made or received
while at work must be kept to a minimum,

The use of 411 and other types of informational services for which there is a
charge, including reverse look-up, should be limited to situations where all other
possible means of obtaining the necessary information have been exhausted.
Employees are expected to use the hardcopy white or yellow pages, and if unable
to locate the necessary information there, use the white pages or the yellow pages
available on the Internet.

Employees who are issued cellular telephones by the Village are accountable for
calls made outside of Village business. Reasonable usage for personal calls is
permissible; however, these calls should be kept to an absolute minimum.
Privileges of cellular phone use may be revoked if used excessively for personal
calls.

The use of personal cellular telephones while on duty is strictly prohibited, except
during regular break or lunch periods. At all other times, personal cellular
telephones should be turned off or silenced. In the event of family emergencies or
similar situations, personal cellular phones may be kept at work stations to allow
for limited communication during that time, but only with Department Head
approval.

At no time is the use of personal cellular telephones while driving a Village-
owned vehicle permitted. Similarly, the use of Village of Deerfield-provided
cellular telephones while driving is not permitted, except in emergency situations.
If a call is received, drivers should pull off the road, complete the call, and then
resume their trip.

Abuse of telephone privileges interferes with an employee’s ability to conduct
Village business and reflects negatively on the Village. Such abuse may result in
disciplinary action, up to and including immediate termination, as determined by
the Department Head’s and/or Village Manager’s discretion.





