
meeting should contact the Village at least 24 hours in advance of the scheduled meeting in person at Village Hall by telephone at 
708.366.8500 or by email: mwalsh@vrf.us. Every effort will be made to allow for meeting participation. 

VILLAGE OF RIVER FOREST 
VILLAGE BOARD MEETING 

Monday, April 14th, 2025 – 7:00 PM 
Village Hall – 400 Park Avenue – River Forest, IL 60305 

Community Room 

AGENDA 
You may submit your written public comments via email in advance of the meeting to: vbot@vrf.us. If you would like 
to speak during public comment, please email lmasella@vrf.us by 4:00 PM on Monday, April 14th, 2025. Anyone may 
listen to the meeting by participating in a Zoom conference call as follows: dial-in number: 312-626-6799 with meeting 
ID: 820 6367 6956 or by clicking the link here: https://us02web.zoom.us/j/82063676956.To watch the livestream 
and access the meeting materials, please go to the Village website: https://www.vrf.us/events/event/2823 

iii. Officer Anthony Cortes
iv. Officer Paul Mika

1. Call to Order/Roll Call
2. Pledge of Allegiance
3. Citizen Comments
4. Special Presentation

a. 2024 Officer of the Year Presentation – Keagan Lenz
b. Police Department Commendations

i. Officer Mark Catalano and Detective
Denisse Zermeno

ii. Officer Eddie Coleman
5. Public Hearing – Fiscal Year 2026 Village Operating Budget

a. Public Hearing – FY 2026 Village Operating Budget
6. Elected Official Comments & Announcement
7. Consent Agenda

a. Village Board of Trustees Meeting Minutes – March 24th, 2025
b. Village Board of Trustees Executive Meeting Minutes – March 24th, 2025
c. Administration Department Report
d. Monthly Department Reports
e. Accounts Payable – March 2025 – $1,784,157.89
f. March 2025 Financial Report
g. Purchase Approval – Bulk Salt – State of Illinois Joint Purchasing Program – $63,570.00 
h. Education & Sharing Day – Proclamation
i. Earth Day – Proclamation
j. Arbor Day – Proclamation

8. Consent Items for Separate Consideration
9. Recommendations of Boards, Commissions, and Committees
10. Unfinished Business
11. New Business

a. Adoption of Municipal Grocery Tax – Ordinance
b. Introduction of River Forest Park District Priory Park Planned Development Proposal – No Action
c. Presentation of Employee Handbook Updates – No Action

12. Executive Session
13. Adjournment
ADA Compliance: Any individual with a disability requesting a reasonable accommodation in order to participate in a 
public

file://srv-fs01/groups/Board/Agendas/2023%20Agendas/mwalsh@vrf.us
mailto:vbot@vrf.us
mailto:lmasella@vrf.us
https://us02web.zoom.us/j/82063676956
https://www.vrf.us/events/event/2823
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VILLAGE OF RIVER FOREST 
VILLAGE BOARD OF TRUSTEES MINUTES 

March 24, 2025 
 

A regular meeting of the Village of River Forest Board of Trustees was held on March 
24, at 7:00 p.m. in the Community Room of Village Hall, 400 Park Avenue – River 
Forest, IL.  
 

1. CALL TO ORDER/ROLL CALL  
 

The meeting was called to order at 7:02 p.m.  Upon roll call, the following 
persons were: 

 
Present: President Adduci, Trustees Johnson(7:05pm), Gillis, Brennan, 

Bachner, Vazquez, O’Connell, and Village Clerk Keller 
Absent:   
Also Present:  Village Attorney Lance Malina, Village Administrator Matt Walsh, 

Assistant Village Administrator Jessica Spencer, Police Chief 
James O’Shea, Fire Chief Tom Gaertner, Deputy Police Chief 
James Greenwood, Director of Public Works and Engineering 
Jack Bielak, Finance Director Rosemary McAdams, Police 
Commander Michael Swierczynski, and Deputy Fire Chief David 
Bochenek 

 
MOTION by Trustee Bachner to allow Trustee Vazquez and Trustee O’Connell 
to participate via Zoom due to travel. Seconded by Trustee Brennan.   

 
Roll call: 
Ayes: Trustee Gillis, Bachner, Brennan and Johnson 
Absent: None 
Nays: None 
 
Motion Passes.  

 
2. PLEDGE OF ALLEGIANCE  

 
President Adduci led the Pledge of Allegiance.  

 
3. CITIZEN COMMENTS 

 
None. 
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4. SPECIAL PRESENTATION 

 
a. B20 Biodiesel Club Recognition – Presentation 
 
Bailey S. Arnold, Director of Healthy Air Solutions, presented the Village with 
an award in recognition of its use of biodiesel.  

 
5. ELECTED OFFICIAL COMMENTS & ANNOUNCEMENTS 

 
Trustee Bachner gave a land acknowledgement.  
 
Trustee Gillis reminded everyone to vote in the upcoming election and 
encouraged participation in the Village's election sign recycling drop-off. She also 
mentioned the upcoming Memorial Day parade and emphasized the need for 
volunteers. 
 
Village Clerk Keller had no comments. 
 
Trustee Brennan had no comments. 
 
Trustee Johnson had no comments. 
 
Trustee Vazquez expressed gratitude to Police Chief James O’Shea for his service 
to the Village and congratulated James Greenwood on his appointment. 
 
Trustee O’Connell highlighted the upcoming Fire Department Blood Drive and 
praised the quality of the Fire Department’s Annual Report included in the 
packet. He also thanked the Public Works Department for their efforts around 
town and inquired about the start date for yard waste pickup. 
 
Director Bielak confirmed that yard waste pickup begins on April 1st. 
 
President Adduci reported on a recent event at Village Hall, where she had the 
opportunity to speak with the Willard School’s Brownie Club. She also attended 
the Oak Park River Forest Historical Society Gala, where a River Forest resident 
was recognized with an award. President Adduci then extended her gratitude to 
Tom Dwyer and Associates for hosting Village staff with food on St. Patrick's 
Day. She concluded by reiterating Trustee Gillis' remarks regarding the Memorial 
Day parade and encouraged residents to stay informed for additional updates. 
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6. CONSENT AGENDA 

 
a. Village Board of Trustees Meeting Minutes – March 10th, 2025 
b. Administration Department Report 
c. Grant Application – ComEd Green Region Openlands Grant – Chicago 

Avenue Bioswales Restoration Project – Resolution 
d. Award of Contract – 2025 Sewer Lining Project – Innovative Underground, 

LLC – $122,429.50 
e. Fire Department 2024 Annual Report 

 
Trustee Brennan requested Consent Agenda Item C be removed for separate 
consideration. 
 
President Adduci also noted being impressed with the Fire Department’s report. 

 
MOTION by Trustee Johnson to approve Consent Agenda Items A, B, D and 
E. Seconded by Trustee Bachner. 

 
Roll call: 
Ayes: Trustee Gillis, Vazquez, O’Connell, Bachner, Brennan and Johnson 
Absent: None 
Nays: None 
 
Motion Passes. 

 
7. CONSENT AGENDA ITEMS FOR SEPARATE CONSIDERATION 

 
c. Grant Application – ComEd Green Region Openlands Grant – Chicago 

Avenue Bioswales Restoration Project – Resolution 
 

MOTION by Trustee Gillis to approve Consent Agenda Item 6.C Grant 
Application – ComEd Green Region Openlands Grant – Chicago Avenue 
Bioswales Restoration Project – Resolution. Seconded by Trustee Johnson. 
 
Trustee Brennan asked why the Village needs to replant items in the rain swales. 
 
Director Bielak noted that the Village is undertaking a one-time cleanup and 
minor construction effort to improve water runoff flow into the swales. 
 
Motion Passes. 
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Roll call: 
Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
Absent: None 
Nays: None 

 
8. RECCOMENDATIONS OF BOARDS, COMMISSIONS, AND 

COMMITTEES 
 

a. Boards and Commissions Appointments 
 

i. Board of Fire and Police Commissioners – Frowene Rodgers – Term 
Expiring April 30th, 2026 (Jacobs Vacancy) 

 
Trustee Bachner asked that the Board views the proposed appointments 
background information earlier in the appointment process.  
 
MOTION by Trustee Johnson to approve Frowene Rodgers to the Village’s 
Board of Fire and Police Commissioners. Seconded by Trustee Bachner.  
 
President Adduci highlighted Ms. Rodgers' resume and explained why she 
believes Ms. Rodgers would be a valuable asset to the Commission. 
 
Roll call: 
Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
Absent: None 
Nays: None 
 
Motion Passes.  

 
ii. Police Pension Board – Terry Griffin – Term Expiring April 30th, 

2027(Bray Vacancy) 
 
MOTION by Trustee Vazquez to approve and accept President Adduci’s 
recommendation to appoint Terry Griffin to the Police Pension Board. 
Seconded by Trustee O’Connell.  
 
President Adduci emphasized several of Ms. Griffin's qualifications for the 
position. 
 
Roll call: 
Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
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Absent: None 
Nays: None 
 
Motion Passes.  
 
Ms. Griffin provided an overview of her professional background and expressed 
her enthusiasm about serving on the Commission. 
 

b. Economic Development Commission 
 

i. Consideration of the TIF Small Business Grant Program for Approval 
 
MOTION by Trustee Gillis to approve the creation of a Small Business 
Improvement Grant Program to assist small business owners or property owners 
located within the Madison Street or North Avenue TIF districts. Seconded by 
Trustee Johnson. 
 
Trustee O’Connell asked for clarification on whether parking lot improvements 
would be included. He expressed that he believed parking lots should not be part 
of the list of potential improvements. 
 
Assistant Village Administrator Jessica Spencer provided clarification on parking 
lots and noted that the Economic Development Commission felt that parking 
lots would help approve curb appeal. 
 
Trustee Bachner expressed their support for keeping parking lot improvements 
on the list. 
 
Trustee O'Connell reiterated his belief that including parking lots would 
undermine the purpose of the program. 
 
President Adduci stated her support for including parking lots on the list. 
 
Trustee O'Connell asked Assistant Village Administrator Spencer to monitor the 
number of parking lot applications received during the first year. 
 
Roll call: 
Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
Absent: None 
Nays: None 
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Motion Passes 
 

9. UNFINISHED BUSINESS 
 
None.  

 
10. NEW BUSINESS 

 
a. Appointment of Police Chief James Greenwood effective May 1st, 2025 
 
MOTION by Trustee Brennan to approve President Adduci’s Appointment of 
James Greenwood as Chief of Police effective May 1, 2025 for a term concurrent 
with the Village President ending in May 2029. Seconded by Trustee Bachner. 
 
President Adduci reminded everyone that Police Chief James O’Shea will remain 
on the force until his retirement at the end of April. She praised him for fostering 
strong succession planning within the department, which has made 
appointments like this possible. Additionally, she provided background on 
Deputy Chief Greenwood’s long career with the Village. 
 
Roll call: 
Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
Absent: None 
Nays: None 
 
Motion Passes. 
 
Deputy Chief Greenwood briefly thanked the Village Board and others for the 
opportunity to serve as Police Chief. 

 
11. EXECUTIVE SESSION 

 
a. Executive Session pursuant to 5ILCS 120/2(c)(6)to discuss: The setting of a 

price for sale or lease of property owned by the public body 
 
MOTION by Trustee Gillis to enter into Executive Session pursuant to 5ILCS 
120/2(c)(6) to discuss: the setting of a price for sale or lease of property owned 
by the public body and the Village Board will adjourn after executive session and 
will not return to open session. Seconded by Trustee Brennan. 
 
Roll call: 
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Ayes: Trustee Gillis, Bachner, O’Connell, Vazquez, Brennan and Johnson 
Absent: None 
Nays: None 

 
12. ADJOURNMENT 

 
MOTION to adjourn by Trustee Bachner. Seconded by Trustee Johnson.  
 

Roll call: 
Ayes: Trustees Vazquez, Brennan, Gillis, Johnson, Bachner, and President 
Adduci 
Nays: None 
Absent: Trustee O’Connell 
Motion Passes.  

 
The Village Board of Trustees Meeting adjourned at 9:40 p.m.  
 

 
_________________________________________     
Jonathan Keller, Village Clerk 
 
 
Date:___________________________________ 



 

 

Date: April 14th, 2025 
 

To: President Adduci & Village 
Board of Trustees 

 
From:    Matt Walsh, Village Administrator 

Subject: Administration Report 

Upcoming Public Meetings and Closures 
 
Thursday, April 17th 
 

Wednesday, April 23rd 

 
Thursday, April 24th 

 7:30pm 
 
      1-2:00pm  
 
      7:00pm 

Development Review Board 
 
Fire and Police Pension Boards 
 
Historic Preservation Commission 

 
Recent Payments of >$10,000 
In accordance with the purchasing policy, the following is a summary of payments between $10,000 and 
$20,000 that have occurred since the last Board meeting: 
 

Vendor Amount Description 
 MOE Funds $15,682.00  PW Employee Health Insurance 
 State Treasurer $19,075.57  State Income Tax 
 Andy Frain Services Inc $13,128.30  Crossing Guards – February 2025 
 Fernandez Tree Service Inc $17,525.00  Contracted Tree Trimming 
 Bestco Hartford $10,789.32  Retiree Benefits 
 
 

March 2025 Highlights 
New Business Licenses 2 
Freedom of Information Act Requests 21 
Net New Email Subscribers (Past 30 days) 29 
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MEMORANDUM 
 
 

 
DATE:  April 14, 2025 
TO:  Matt Walsh, Village Administrator 
FROM:  Jack Bielak, Director of Public Works & Engineering 

Seth Jansen, Management Analyst 
SUBJECT: Public Works Report – March 2025 
  
 
Executive Summary 
In the month of February, the Department of Public Works & Engineering staff transitioned from 
winter to spring operations, with an emphasis on tree trimming, sewer jetting and televising, catch 
basin cleaning, and street sweeping. Staff also responded to a total of 1 snow and ice event on 
March 20th. The response lasted 3.25 hours and resulted in 11.75 labor hours, 19 tons of salt, and 3 
vehicles utilized in the responses.  
 
Public Works personnel completed IRMA Work Zone Safety training on March 12th. Staff continued 
working on the annual budget for the Department, including Department performance measures 
and overview pages. Staff prepared and submitted applications for the ComEd Openlands Green 
Region Grant for restoration of the Chicago Avenue Bioswales along with a grant application for the 
2025 RTA Community Planning program and CMAP's Technical Assistance program grant. Staff 
attended the Chicago Water Partners Advisory Council meeting in Bridgeview on March 11th. Staff 
attended the annual Illinois Association for Floodplain and Stormwater Management conference in 
Tinley Park March 11th-12th. Staff attended the March board of directors meeting for the GIS 
consortium. Additionally, staff continued to work on regional sustainability matters, including 
attending monthly meetings for the Metropolitan Mayors Caucus Environment Committee, 
Metropolitan Mayors Caucus EV Readiness Cohort, and the Cross Community Climate 
Collaborative.  
 
Sustainability Commission: 

• The Village was recognized at the March 24th Village Board meeting as an Affiliate Member 
of the B20 Club of Illinois by the American Lung Association and the Illinois Soybean 
Association for the Village’s transition from Diesel fuel to B20 Biodiesel for use in our Fire 
Trucks, Snow Plows, Trucks, and other diesel-powered vehicles. 

• The Commission voted unanimously to recommend the Village Board adopt a tree cutting 
and tree preservation ordinance based on the recommendations of the UIC Climate Plans. 

• The Commission continued discussions of ongoing sustainability related projects and 
events, including the Village’s participation in American In Bloom as part of the CN Railway 
tree planting grant, the Earth Month Ecoship packaging material collection drop box, the 
Village’s EV Charging Station installation project, and the upcoming Green4Good 
Community Bike Exchange. 
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• The Commission continued its communications planning with an emphasis on sharing 
information and resources with residents on a variety of topics relating to environmental 
sustainability, specifically those recommended in the UIC Climate Plans. 

• Staff completed onboarding for the Recycle Coach Recycling Education Program offered 
through the IEPA. 

Public Works - Engineering 
• Conducted monthly Combined Sewer Overflow (CSO) inspection. 
• Continued to coordinate Geographic Information System (GIS) improvements and updates 

through the Village’s consultant (MGP). 
• Continued administration of the Village’s utility-related subsidy programs: Lead Service Line 

Replacement, Sewer Backflow Prevention and Sewer Lateral Repair. 
• Continued engineering permit reviews. 
• The 2025 Motor Fuel Tax Resolution and the 2025 Street Improvement Project contract 

were approved at the 3/10 Village Board Meeting. 
• Notified residents and layout limits for the 2025 Street Improvement Project. 
• Received bids for the 2025 Sewer Lining Project on 3/7 and the contract was approved at 

the 3/24 Village Board Meeting. 
 
Public Works – Operations 
The following is a summary of work orders (streets, forestry, water, sewer, etc.) that were received 
and processed during the past month:    
  
Work Orders Total Completed w/ 7 working days 
Tree Trimming/Inspection Requests 14 14 
Street Light Repairs 9 6 
Other Requests 10 8 

 
• Delineators were deployed March 31st along Washington Boulevard in the same areas as 

they were last year. Additionally, Delineators were deployed strategically along Lake street 
and Thatcher to mirror existing pavement striping but with the hope that they effectuate 
slower speeds.  

• Temporary Patch on the 800 block of Park Avenue completed. Final restoration will be 
completed this spring/summer.  

• Provided support for the closure of Madison Street for the Forest Park St. Patrick’s Day 
Parade. 

• Borrowed a slit seeding device from the Park District to slit seed the Madison property. 
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Streets and Forestry 
These are the details of the tasks performed frequently in the month of March: 
 

Description of Work Performed Quantity 
Trees Trimmed 106 
Streets Swept (miles) 273 
Snow and Ice Responses 1 
Street Salting (tons) 19 
Catch Basins Cleaned 10 
Sewer Televising (feet) 13,793 
Sewer Jetting (feet) 13,993 

 

Snow and Ice Responses 
 These are the details for snow and ice responses in the month of March: 

 

Water and Sewer 
Monthly Pumpage: March’s average daily pumpage of 933,161 gallons is higher than March’s 
average of 878,661 in 2024.  
 

Volume of Water Pumped into the Distribution System (Million Gallons): 

In March, staff completed monthly maintenance at the pump station, meter route issues, notified 
residents and businesses of backflow violations, delivered 19 notices for failure to pay the water 
bill, and assisted in snow and ice response operations. Site restoration was performed between 
March 11th and 14th  following water main break repairs at 825 Park and 1435 Lathrop. On March 
28, staff assisted Clearview Plumbing with a water shut off at 102 Keystone Ave.  
 

These are the details of the tasks performed in the month of March: 
 

Description of Work Performed Quantity 
Meters Installed 28 
Service Calls 308 
Water Main Breaks 0 
Service Line Breaks 0 
Exercised Valves 2 
JULIE Locates 163 

Date Response 
Hours 

Labor 
Hours 

Start 
Time 

End Time # of 
Vehicles 
Used 

Total 
Vehicle 
Miles 

Salt 
(Tons) 

Brine 
(Gallons) 

3/20/25 3.25 11.75 5:45 am 9:00 am 3 91 19 0 

0
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Support for St. Patrick’s Day Parade 

 

 
800 Park Avenue Pavement Patch 
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Village Recognized as an Affiliate Member of the B20 Club of Illinois by the American Lung 

Association and the Illinois Soybean Association 
 

































                   MEMORANDUM 
 

 
 
 

 
 

Date:   April 2, 2025 
 
To:      Matt Walsh, Village Administrator 
 
From:   Rosey McAdams, Director of Finance 
 
Subject:  Expenditures – March 2025 
 

 
Attached for your review and approval is a list of payments made to vendors by account number for the 
period from March 1-31, 2025.  The total payments made for the period, including payrolls, are as follows: 
  

   
 
 
Requested Board Actions:   

1. Motion to Approve the March 2025 Accounts Payable and Payroll transactions totaling 
$1,784,157.89. 

 
 

EXPENDITURES
MONTH ENDED MARCH 31, 2025

FUND FUND # VENDORS PAYROLLS TOTAL

General Fund 01 824,885.30$       558,488.66$   1,383,373.96$    
Water & Sewer Fund 02 262,161.10         54,459.33       316,620.43         
Motor Fuel Tax 03 -                       -                   -                       
Debt Service 05 -                       -                   -                       
Capital Equip Replacement 13 49,037.40           -                   49,037.40           
Capital Improvement Fund 14 34,601.69           -                   34,601.69           
TIF-Madison 31 244.41                 -                   244.41                 
TIF-North 32 -                       -                   -                       
Infrastructure Imp Fund 35 280.00                 -                   280.00                 

  Total Village Expenditures 1,171,209.90$    612,947.99$   1,784,157.89$    

VILLAGE OF RIVER FOREST
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Village of River Forest 
 

MONTHLY FINANCE REPORT 
Fiscal Year 2025 through March 31, 2025 

 

 
 

This report includes financial information for Fiscal Year 2025 through March 31, 2025, which represents 
91.67% of the fiscal year. A revenue and expenditure report by fund and account and an investment report 
for March 2025 are attached.  

GENERAL FUND 

 
 
   

Revenues 
Fiscal year-to-date revenue collections are at 93.96%.  Property Tax Revenue is at 99.56%.  The 2nd installment 
tax bills for the 2023 levy were due August 1, 2024.  The 1st installment tax bills for the 2024 tax levy were 
due March 4, 2025.  Sales tax and non-home rule sales tax revenues are for February 2024 through December 
2024 and are above projections.  Inflation rates in recent months have continued to slow.  Staff continues to 
monitor this and will make adjustments as needed as economic conditions change.   

Percent
Budget Actual Rec/Exp

REVENUES
Taxes
  Property Taxes $7,627,767 $7,594,373 99.56%
  General Sales Taxes 2,348,762 2,359,013 100.44%
  Non Home Rule Sales Tax 1,052,477 1,074,578 102.10%
  Utility Taxes 628,267 583,084 92.81%
  Restaurant Tax 184,459 162,904 88.31%
  Telecommunications Tax 183,313 178,672 97.47%
  Real Estate Transfer Tax 138,851 108,876 78.41%
  Local Gasoline Tax 89,307 74,519 83.44%
  Cannabis State Excise Tax 18,278 16,951 92.74%
Intergovernmental Revenue
  Personal Property Replacement Tax 376,410 203,370 54.03%
  Use Tax 494,223 386,242 78.15%
  State Income Taxes 2,003,607 1,830,952 91.38%
Licenses and Permits 1,391,819 1,194,867 85.85%
Charges for Services
  Garbage Collections 1,243,079 1,114,295 89.64%
  Ambulance Fees 1,000,000 723,674 72.37%
  Other Charges for Services 348,155 460,012 132.13%
Fines 353,627 202,759 57.34%
Investment Income 376,444 415,444 110.36%
Grants and Contributions 166,931 275,388 164.97%
Miscellaneous Revenues 480,008 307,589 64.08%
  TOTAL REVENUES $20,505,784 $19,267,562 93.96%

EXPENDITURES
Administration 2,062,763$     2,052,570$      99.51%
E911 380,084 360,012 94.72%
Boards & Commissions 100,473 30,415 30.27%
Building and Development 634,814 513,308 80.86%
Legal Services 193,000 144,785 75.02%
Police Department 8,007,989 7,123,885 88.96%
Fire Department 6,333,200 5,744,616 90.71%
Public Works 3,352,236 2,972,528 88.67%
  TOTAL EXPENDITURES $21,064,559 $18,942,119 89.92%

NET CHANGE IN FUND BALANCE ($558,775) $325,443

2025

Revenues, Expenditures and Changes in Fund Balance
Fiscal Year 2025 through March 31, 2025
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Use tax is below projections and is expected to continue to decrease.  It is also for February 2024 through 
December 2024.   Real Estate Transfer Tax revenues are based on the timing of real estate sales and the 
housing market.   Utility tax payments are typically elevated during the warmer summer (electric) and cooler 
winter (gas) months and vary based on weather conditions.  The Cannabis State Excise taxes are as expected.  
These revenues are to be used for public safety initiatives.   
 
Income tax receipts continue to be steady and in line with projections.  This has been fueled by the rebounding 
labor market and extraordinary corporate income tax collections.  The payment received in March is for 
February 2025 collections.  We continue to see higher revenue collections each month.  The FY 2025 State 
budget has no changes to the LGDF local share of 6.47%.  The state FY 2025 budget does include the 
elimination of the 1% grocery tax effective January 1, 2026.   The local gasoline tax is below what has been 
projected. License and permit revenue includes spring building permit activity.  Vehicle licenses renewals were 
mailed out in late May and were due July 14.  Reminder letters were sent out in August to any residents with 
vehicles registered to the Village who have still not purchased the FY 2024 sticker.  Revenue from Ambulance 
billings is included in charges for services.  Increases in this revenue source is due to the Ground Emergency 
Medical Transportation (GEMT) reimbursement program that the Village now participates in.   
 
Expenditures 
Expenditures are at 89.92% of the budgeted amount. Salaries and benefits, except for overtime, include 
payment for services rendered through the end of the month.  All expenditures except for Administration and 
E911 are closely in line with projections or below projections because there is about a month’s lag between 
the time that goods are received or services are performed, and when the vendor payment is made for the 
goods or services.  Administration expenses include expenses for information technology and E911 
expenditures include payments to West Suburban Consolidated Dispatch Center for the Village’s contributions 
through March 2025.  Payments made after April 30th for goods received and services performed prior to May 
1st were posted to the prior fiscal year.   
 

WATER AND SEWER FUND 

 

Percent
Budget Actual Rec/Exp

Operating Revenues

Permit Fees 32,210$           18,550$           57.59%
Water Sales 3,465,601 3,280,728 94.67%
Sewer Sales 2,181,390 1,980,627 90.80%
Water Penalties 33,000 29,853 90.46%
Miscellaneous 121,179 160,630 132.56%
Grants 750,000 0 0.00%

Total Operating Revenues 6,583,380$      5,470,388$      83.09%

Operating Expenses
Salaries and Benefits 1,288,401$      1,171,172$      90.90%
Contractual Services 618,463 583,105 94.28%
Water From Chicago 1,868,410 1,596,770 85.46%
Materials and Supplies 57,969 62,626 108.03%
Depreciation/Debt Service 1,410,495 1,019,735 72.30%
Transfer to CERF 102,713 93,956 91.47%

Operating Expenses including Depreciation 5,346,451$      4,527,364$      84.68%
Operating Revenues over Operating Exp 1,236,929$      943,024$         
Capital Improvements (3,087,000)$     (407,229)$        13.19%
Total Revenues over Expenses (1,850,071)$     535,795$         

Revenues, Expenditures and Changes in Net Position
Fiscal Year 2025 through March 31, 2025

2025
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Water and Sewer revenues are in line with projections.  This is due to water consumption and weather 
conditions.  Overall expenses are below projections due in part to the debt service payments and offset by 
the delay in receiving and paying invoices for commodities and contractual services.  There is a one-month 
lag in payments to the City of Chicago for FY 2025 water usage. Debt Service expenses include the May and 
November payments on all debt service.    
 
 

REVENUES AND EXPENDITURES VS. BUDGET – OTHER FUNDS 
 

  
 

CASH AND INVESTMENTS 
 

  

 
 

 
MARCH 2025 FINANCE ACTIVITIES 

 
1. The proposed FY 2026 budget was prepared. 
2. Staff began preparing for the 2025 Vehicle Sticker season. 
3. The Finance Director and the Assistant Finance Director met with the auditing team from Sikich to 

prepare for the upcoming FY 2025 audit. 
4. Staff began working with Springbrook to prepare for the implementation of the new online system for 

the payment of water bills.    
   

      
 

Revenues
Fund 2025 2025 % 2025 2025 %

# Fund Budget YTD Actual Rec Budget YTD Actual Exp
03 Motor Fuel Tax 561,726$    523,254$    93.15% 1,251,657$ 1,192,593$ 95.28%$              
05 Debt Service Fund 607,117$    600,373$    98.89% 611,312$    609,503$    99.70%
13 Cap Equipmnt Replcmnt 1,088,584$ 1,046,361$ 96.12% 1,818,590$ 1,089,318$ 59.90%$              
14 Capital Improvement 1,614,792$ 1,058,980$ 65.58% 1,784,832$ 979,661$    54.89%
31 TIF-Madison 668,524$    1,226,437$ 183.45% 246,070$    34,934$      14.20%
32 TIF-North 226,402$    1,015,745$ 448.65% 188,433$    47,562$      25.24%

35 Infrastructure Imp Bond 2,800$        25,976$      927.71% 300,000$    238,893$    79.63%

Expenditures

Cash and IMET
Fund Money Convenience

# Fund Markets Fund Investments Total

1 General 4,118,976$       61,490$      4,499,351$     8,679,817$       
3 Motor Fuel Tax 542,441$          -$              232,750$        775,191$          
5 Debt Service Fund 265,883$          -$              -$                 265,883$          
13 Capital Equip Replacemen 1,511,258$       268,153$     3,769,979$     5,549,390$       
14 Capital Improvement 233,521$          -$              736,902$        970,423$          
31 TIF-Madison Street 2,830,871$       -$              -$                 2,830,871$       
32 TIF- North Avenue 1,670,284$       -$              -$                 1,670,284$       
35 Infrastructure Imp Bond 425,340$          -$              -$                 425,340$          
2 Water & Sewer 2,976,744$       200,280$     733,946$        3,910,970$       

Total 14,575,318$  529,923$ 9,972,928$ 25,078,169$  



















































                              Through 03/31/2025
                              Fiscal Year 2025 Village of River Forest Investments

Market ValuePar ValueCostMaturity DatePurchase DateInterest RateBankIDFun

2021-09 FHLB 00.750% 3/20/2021 4/22/2025 $250,000.00 $250,000.00 $249,475.0001

2024-04 Bank of America 04.855% 2/29/2024 8/29/2025 $243,000.00 $243,502.59 $243,685.0701

2024-14 Third Coast Bank 04.224% 9/27/2024 9/26/2025 $239,800.00 $239,800.00 $239,800.0001

2024-21 First Guaranty Bank 04.143% 10/21/2024 10/21/2025 $240,000.00 $240,000.00 $240,000.0001

2021-14 FHLB 01.040% 10/28/2021 10/28/2025 $250,000.00 $250,000.00 $245,047.5001

2024-15 First Internet Bank  of Indiana 04.107% 9/27/2024 12/19/2025 $237,900.00 $237,900.00 $237,900.0001

2024-31 Live Oak Banking 04.100% 12/31/2024 4/6/2026 $249,000.00 $249,000.00 $249,047.3101

2021-11 US Treasury 00.770% 4/29/2021 4/30/2026 $500,000.00 $499,511.72 $482,664.0601

2025-01 First Pryority Bank 04.248% 1/9/2025 10/5/2026 $232,500.00 $232,500.00 $232,500.0001

2024-30 John Marshall Bank 04.100% 12/27/2024 1/27/2027 $249,000.00 $249,000.00 $249,059.7601

2024-02 JP Morgan Chase 04.400% 1/31/2024 1/29/2027 $244,000.00 $244,000.00 $244,156.1601

2025-04 Wells Fargo 04.250% 3/5/2025 3/5/2027 $249,000.00 $249,000.00 $249,754.4701

2024-20 One Community Bank 03.800% 10/17/2024 5/17/2027 $249,000.00 $249,000.00 $247,525.9201

2025-02 1St Financial Bank 04.100% 1/28/2025 7/28/2027 $249,000.00 $249,000.00 $249,009.9601

2024-16 FFCB 03.670% 10/7/2024 10/7/2027 $350,000.00 $350,000.00 $345,996.0001

2024-09 FHLB 05.000% 4/8/2024 10/8/2027 $250,000.00 $250,000.00 $249,930.0001

2024-25 Morgan Stanley Private Bank 03.900% 10/30/2024 11/1/2027 $245,000.00 $245,000.00 $243,799.5001

$4,499,350.71

2024-22 Gbank 04.174% 10/21/2024 10/21/2025 $239,900.00 $239,900.00 $239,900.0002
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                              Through 03/31/2025
                              Fiscal Year 2025 Village of River Forest Investments

Market ValuePar ValueCostMaturity DatePurchase DateInterest RateBankIDFun

2024-23 Evergreen Bank Group 03.900% 10/25/2024 1/23/2026 $249,000.00 $249,000.00 $248,502.0002

2024-17 Texas Exchange 03.700% 10/11/2024 10/11/2028 $249,000.00 $249,000.00 $245,543.8802

$733,945.88

2024-06 EagleBank 04.924% 3/11/2024 9/4/2025 $232,750.00 $232,750.00 $232,750.0003

$232,750.00

2023-11 Western Alliance Bank 05.400% 10/16/2023 4/16/2025 $243,000.00 $243,000.00 $243,038.8813

2023-17 ServisFirst Bank 05.447% 12/18/2023 6/10/2025 $231,250.00 $231,250.00 $231,250.0013

2021-15 FHLB 01.040% 10/28/2021 10/28/2025 $250,000.00 $250,000.00 $245,047.5013

2023-16 Cornerstone Bank 05.112% 12/15/2023 12/16/2025 $226,200.00 $226,200.00 $226,200.0013

2024-01 Schertz Bank & Trust 04.644% 1/22/2024 1/21/2026 $226,500.00 $226,500.00 $226,500.0013

2021-07 FHLB 00.750% 2/18/2021 3/16/2026 $100,000.00 $100,000.00 $96,782.0013

2024-29 Optum Bank 04.200% 12/11/2024 6/11/2026 $244,000.00 $244,000.00 $244,270.8413

2024-24 ESSA Bank 03.850% 10/29/2024 7/29/2026 $245,000.00 $245,000.00 $244,267.4513

2024-18 First Keystone 03.700% 10/8/2024 10/8/2026 $249,000.00 $249,000.00 $247,580.7013

2024-26 BMW Bank 04.050% 11/15/2024 11/16/2026 $245,000.00 $245,000.00 $244,951.0013

2024-28 Bank Hapoalim BM 04.250% 11/25/2024 11/25/2026 $230,300.00 $230,300.00 $230,300.0013

2024-27 Morgan Stanley 04.150% 11/27/2024 11/27/2026 $244,000.00 $244,000.00 $244,231.8013

2024-10 FHLB 05.500% 4/30/2024 4/30/2027 $250,000.00 $250,000.00 $249,710.0013

2024-08 FHLB 05.000% 4/8/2024 10/8/2027 $250,000.00 $250,000.00 $249,930.0013
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                              Through 03/31/2025
                              Fiscal Year 2025 Village of River Forest Investments

Market ValuePar ValueCostMaturity DatePurchase DateInterest RateBankIDFun

2024-19 Merrick Bank 03.550% 10/10/2024 4/10/2028 $249,000.00 $249,000.00 $244,941.3013

2025-03 FHLB 04.550% 2/12/2025 2/12/2029 $300,000.00 $300,000.00 $300,978.0013

$3,769,979.47

2022-09 Discover Bank Greenwood 02.800% 4/27/2022 4/28/2025 $246,000.00 $246,000.00 $245,712.1814

2024-12 FHLB 04.500% 8/28/2024 8/20/2026 $250,000.00 $250,000.00 $249,785.0014

2024-13 First St Bank DeQueen 04.200% 9/30/2024 9/30/2026 $242,000.00 $242,000.00 $241,404.6814

$736,901.86

$9,972,927.92
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MEMORANDUM 

DATE: April 14, 2025 

TO: Matt Walsh, Village Administrator 

FROM: Jack Bielak, Director of Public Works & Engineering 
Brian Skoczek, Superintendent of Operations 

SUBJECT: Authorization of the Purchase of Bulk Salt for Roadway De-Icing through the State 
of Illinois Joint Purchasing Program 

Issue: Staff is seeking approval to purchase bulk roadway salt through the State of Illinois Joint 
Purchasing Program 

Analysis:  The Village of  River Forest uses rock salt to de-ice roadways during the winter months. 
On average, the Village purchases approximately 800 tons of rock salt each year. As in prior years, 
the Village has elected to participate in the State of Illinois' joint purchasing program for rock salt, 
managed by the Illinois Department of Central Management Services (CMS). Such cooperative 
purchasing agreements competitively bid items and typically offer better pricing than the Village 
could individually obtain due to economies of scale. Participating communities must purchase at 
least 80% of their base bid quantity from the vendor and the vendor is obligated to supply up to 
120% of the base bid quantity at the same price. Based on the surplus salt in storage from last season 
and the anticipated use of rock salt in an average winter, the Village established a base bid quantity 
of 600 tons. 

The draft FY26 budget allocates $63,570 for the purchase of bulk rock salt in the Motor Fuel Tax 
Fund. The Illinois Highway Code that authorizes expending MFT funds for the purchase of bulk 
rock salt. At the March 10, 2025 Village Board meeting, the Village board approved a resolution 
appropriating $613,570.00 of Motor Fuel Tax funds for the 2025 Maintenance Agreement of which 
$63,570 was allocated for the purchase of Rock Salt. Funds will be drawn from this account as 
necessary for these purchases. 

Recommendation:  Staff recommends approval of the purchase of bulk rock salt with the following 
motion: Motion to authorize the Director of Public Works & Engineering to purchase bulk roadway 
salt through the State of Illinois Joint Purchasing Program at a total cost not to exceed $63,570. 



 

Proclamation Recognizing April 9th as Education & Sharing Day  
WHEREAS, a quality education is key to the success of our community, and we are 
committed to providing every child and adolescent with the knowledge and skills they need 
to succeed; and, 

WHEREAS, education prepares our students for the responsibilities and opportunities of the 
future by developing their intellect through lessons in literacy, mathematics, and science; 
and, 

WHEREAS, the Rebbe, Rabbi Menachem Schneerson, dedicated his life to the advancement 
of mankind and worked tirelessly to advocate for a better education system for all 
Americans; and,  

WHEREAS, the Rebbe taught that education should not be limited to the acquisition of 
knowledge and preparation for a career, but also on character building, with emphasis on 
the universal moral and ethical values that are the basis of any peaceful civilized society; and,  

WHEREAS, this event has been a significant national observance since its inception by 
President Carter in 1978; and, 

WHEREAS, the United State Congress has established “Education & Sharing Day, USA” as an 
annual national day to commemorate the Rebbe’s achievement’s; and the lessons and the 
vision he set forth are relevant to us all today; and, 

WHEREAS, in 1994, Rabbi Menachem Schneerson was posthumously awarded the 
Congressional Gold Medal in recognition of his outstanding and lasting contributions to the 
advancement of world education, morality, and acts of charity. 

NOW, THEREFORE, I, CATHERINE ADDUCI, President of the Village of River Forest, do 
hereby proclaim April 9th, 2025, as Education & Sharing Day and call upon educators, 
volunteers, and citizens to engage with young people and work together to create a better, 
brighter, and more hopeful future for all. 

IN WITNESS, THEREOF, I have hereto set my hand officially and caused to be affixed the seal 
of the Village of River Forest, this 14th day of April 2025. 

 
 
        Catherine Adduci, Village President 



 

Proclamation Recognizing April 22nd as Earth Day 
WHEREAS, Earth Day, April 22nd, is a global celebration of environmental awareness and 
action, inspiring individuals and communities to protect our planet; and 

WHEREAS, this year is the 55th anniversary of the first Earth Day, when millions of 
Americans came together for a call to action to become better stewards of our planet; and 

WHEREAS, today, over 1 billion people across the planet observe Earth Day; and 

WHEREAS, every Earth Day has a designated theme, and, for 2025, the theme is Our Power, 
Our Planet, which is committed to supporting the tripling of renewable energy by 2030 by 
championing solar, wind, hydroelectric, geothermal, and tidal generated energy; and 

WHEREAS, River Forest is committed to fostering a sustainable and resilient environment 
for current and future generations; and 

WHEREAS, the Village of River Forest recognizes the importance of reducing our carbon 
footprint, conserving resources, and promoting environmental stewardship within our 
community. 

NOW, THEREFORE, I, CATHERINE ADDUCI, President of the Village of River Forest, do 
hereby proclaim April 22nd, 2025, as Earth Day in the Village of River Forest, and I urge all 
citizens to celebrate Earth Day, and encourages all residents, businesses, and organizations 
to participate in activities that promote environmental awareness and action. 

IN WITNESS, THEREOF, I have hereto set my hand officially and caused to be affixed the seal 
of the Village of River Forest, this 14th day of April 2025. 

 
 
        Catherine Adduci, Village President 



 

Proclamation Recognizing April 25th as Arbor Day 
WHEREAS, in 1872 J. Sterling Morton proposed to the Nebraska Board of Agriculture that a 
special day be set aside for the planting of trees; and 

WHEREAS, this holiday, called Arbor Day, was first observed with the planting of more than 
a million trees in Nebraska; and 

WHEREAS, Arbor Day is now observed throughout the nation and the world; and 

WHEREAS, trees can reduce the erosion of our precious topsoil by wind and water, cut 
heating and cooling costs, moderate the temperature, clean the air, produce oxygen and 
provide habitat for wildlife; and 

WHEREAS, trees in our city increase property values, enhance the economic vitality of 
business areas, and beautify our community; and 

WHEREAS, trees are a renewable resource giving us paper, wood for our homes, fuel for our 
fires and countless other wood products; and 

WHEREAS, trees, wherever they are planted, are a source of joy and spiritual renewal. 

NOW, THEREFORE, I, CATHERINE ADDUCI, President of the Village of River Forest, do 
hereby proclaim April 25, 2025, as Arbor Day in the Village of River Forest, and I urge all 
citizens to celebrate Arbor Day and to support efforts to protect our trees and woodlands, 
and 

FURTHER, I urge all citizens to plant trees to gladden the heart and promote the well-being 
of this and future generations. 

IN WITNESS, THEREOF, I have hereto set my hand officially and caused to be affixed the seal 
of the Village of River Forest, this 14th day of April 2025. 

 
 
        Catherine Adduci, Village President 



 

 

 
Village of River Forest 
Village Administrator’s Office  

400 Park Avenue 
River Forest, IL 60305 

Tel:  708-366-8500 
 

MEMORANDUM 
 
Date: April 14, 2025 
 
To: Catherine Adduci, Village President 
 Village Board of Trustees 
 
From: Matt Walsh, Village Administrator 
 Rosey McAdams, Finance Director 
 
Subj: Adoption of Municipal Grocery Tax Ordinance 
____________________________________________________________________________________________________________ 
 
Issue: In August 2024, the State of Illinois adopted Public Act 103-078, an act eliminating the 
State’s imposing of the existing 1% grocery sales tax, effective January 1, 2026.  However, the 
legislation allows municipalities to adopt a local ordinance to maintain the grocery tax. The 
proposed ordinance maintains the grocery tax for River Forest.  
 
Analysis: River Forest is home to several grocery retailers, and the grocery tax is a significant 
source of revenue for Village operations. Grocery tax is included in the state sales tax line item. 
Over the past twelve months, River Forest has received approximately $1,283,404 in grocery 
tax revenue. This figure represents approximately 6.1% of the Village’s general fund revenues 
that fund daily Village operations and services.  
 
Forgoing the grocery tax would have a significant negative impact on the general fund and its 
future projections. There are no sources of revenue available to replace the loss of grocery tax 
income other than significant increases to our property tax levy which is not recommended. 
Staff recommends adoption of the proposed Ordinance.  
 
Board Action:  
The following motion would be appropriate: 

⮚ Motion to Adopt an Ordinance Implementing a Municipal Grocery Retailers’ 
Occupation Tax and a Municipal Grocery Service Occupation Tax.  

 
Attachments 

● Ordinance 
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ORDINANCE NO. _______ 
 

AN ORDINANCE IMPLEMENTING A MUNICIPAL GROCERY 
RETAILERS’ OCCUPATION TAX AND A MUNICIPAL GROCERY 

SERVICE OCCUPATION TAX 
 

         WHEREAS, the Village of River Forest (“Village”), is a non-home rule unit of 
local government as provided by Article VII, Section 7 of the Illinois Constitution of 
1970, as amended; and, 
 
 WHEREAS, Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-
24) provides that, beginning on January 1, 2026, all Illinois municipalities may impose 
a tax “upon all persons engaged in the business of selling groceries at retail in the 
municipality” (the “Municipal Grocery Tax”) (65 ILCS 5/8-11-24); and, 
 
 WHEREAS, the Municipal Grocery Retailers’ Occupation Tax may be imposed 
“at the rate of 1% of the gross receipts from these sales” (65 ILCS 5/8-11-24); and, 
 
 WHEREAS, any Municipal Grocery Retailers’ Occupation Tax shall be 
administered, collected and enforced by the Illinois Department of Revenue; and, 
 
 WHEREAS, Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-
24) requires any municipality imposing a Municipal Grocery Retailers’ Occupation Tax 
under Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-24) to also 
impose a Service Occupation Tax at the same rate, “upon all persons engaged, in the 
municipality, in the business of making sales of service, who, as an incident to making 
those sales of service, transfer groceries” as “an incident to a sale of service” (the 
“Municipal Grocery Service Occupation Tax”) (65 ILCS 5/8-11-24); and, 
 

WHEREAS, any Municipal Grocery Service Occupation Tax shall be 
administered, collected and enforced by the Illinois Department of Revenue; and, 

 
WHEREAS, the President and Board of Trustees of the Village of River Forest 

believe that it is appropriate, necessary and in the best interests of the Village and its 
residents, that the Village levy a Municipal Grocery Retailers’ Occupation Tax as 
permitted by Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-24); and, 

 
WHEREAS, the President and Board of Trustees of the Village of River Forest 

believe that it is appropriate, necessary and in the best interests of the Village and its 
residents, that the Village levy a Municipal Grocery Service Occupation Tax as 
permitted by Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-24). 
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 NOW, THEREFORE, BE IT ORDAINED by the President and Board of 

Trustees of the Village of River Forest, Cook County, Illinois, as follows:  
 

Section 1. Incorporation of Recitals. The foregoing recitals shall be and are 
hereby incorporated as findings of fact as if said recitals were fully set forth herein. 

 
Section 2. Municipal Grocery Retailers’ Occupation Tax Imposed. A tax is 

hereby imposed upon all persons engaged in the business of selling groceries at retail 
within the Village of River Forest at the rate of 1% of the gross receipts from such sales 
made in the course of such business while this Ordinance is in effect. The imposition 
of this tax is in accordance with and subject to the provisions of Section 8-11-24 of the 
Illinois Municipal Code (65 ILCS 5/8-11-24). 

 
Section 3. Municipal Grocery Service Occupation Tax. A tax is hereby imposed 

upon all persons engaged, within the Village of River Forest, in the business of making 
sales of service, who, as an incident to making those sales of service, transfer groceries 
as an incident to a sale of service.  The rate of this tax shall be 1% of the gross receipts 
from such sales made in the course of such business while this Ordinance is in effect. 
The imposition of this tax is in accordance with and subject to the provisions of Section 
8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-24). 

 
Section 4. Illinois Department of Revenue to Administer Both Taxes. The taxes 

hereby imposed, and all civil penalties that may be assessed as an incident thereto, shall 
be collected and enforced by the Department of Revenue of the State of Illinois. The 
Illinois Department of Revenue shall have full power to administer and enforce the 
provisions of this Ordinance. 

 
Section 5. Clerk to file Ordinance with Illinois Department of Revenue. As 

required under Section 8-11-24 of the Illinois Municipal Code (65 ILCS 5/8-11-24), the 
Clerk of the Village of River Forest is hereby directed to file a certified copy of this 
Ordinance with the Illinois Department of Revenue on or before October 1, 2025. 

 
Section 6. Effective Date. The taxes imposed by this Ordinance shall take effect 

on January 1, 2026. 
 
Section 7. Repeal of Conflicting Provisions. All ordinances, resolutions and 

policies or parts thereof, in conflict with the provisions of this Ordinance are, to the 
extent of the conflict, expressly repealed on the effective date of this Ordinance. 
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Section 8. Severability. If any provision of this Ordinance or application thereof 
to any person or circumstances is ruled unconstitutional or otherwise invalid, such 
invalidity shall not affect other provisions or applications of this Ordinance that can be 
given effect without the invalid application or provision, and each invalid provision or 
invalid application of this Ordinance is severable. 

 
Section 9. Headings/Captions. The headings/captions identifying the various 

sections and subsections of this Ordinance are for reference only and do not define, 
modify, expand or limit any of the terms or provisions of the Ordinance. 

 
Section 10. Publication. The Clerk of the Village of River Forest is directed by 

the corporate authorities to publish this Ordinance in pamphlet form. This Ordinance 
shall be in full force and effect after its passage and publication in accordance with 65 
ILCS 5/1-2-4. 
 
 
 PASSED this April 14th, 2025 by the Village President and Board of Trustees 
pursuant to a roll call vote as follows: 
 

AYES:   ______________________________________________ 
 

 NAYS:   _______________________________________________ 
 
 ABSENT:   _______________________________________________ 
  
 APPROVED by me this 14th of April 2025. 
 
 

       
 __________________________________ 

    Catherine Adduci, Village President 
ATTEST: 
 
__________________________________ 
      Jonathan Keller, Village Clerk 



Village of River Forest 
Village Administrator’s Office  

400 Park Avenue 
River Forest, IL 60305 

Tel:  708-366-8500 
 
 

MEMORANDUM 
 
Date: April 14, 2025 
 
To: Catherine Adduci, Village President  
 Village Board of Trustees  
  
From: Matt Walsh, Village Administrator   
 
Subj: Introduction of Planned Development – River Forest Park District – Priory Park 
 
  
Issue: The River Forest Park District intends to redevelop Priory Park by constructing a 
splash pad, expanding the existing Priory Center and adding a picnic shelter. Under the 
Zoning Ordinance, no new construction, expansion of any building or the addition of any 
parcel(s) or change of use shall be permitted in a Public, Recreational, Institutional (PRI) 
district, except as approved as a planned development. Further, section 10-19-8(A) 
requires that changes that constitute a major change require separate review and approval. 
Staff has determined the proposed changes constitute a major planned development 
amendment.   
  
Background: The property is currently zoned PRI and consists of playing fields, a 
playground and a programming building. The proposed project includes a new splash pad 
and expansion of the existing building.  
  
  
Request for Board Action: The Village Board is not voting to approve or deny the petition 
but is instead asked to instruct staff on whether to continue with the Planned Development 
process. If the Board instructs staff to continue with the process, the applicant will proceed 
to the next step in the process, which is to conduct a pre-filing conference with the 
Development Review Board on a future date.   
  
Documents Attached:   

• Park District Introduction Letter 
• Planned Development Process Flowchart  

 





Revised 5/1/17     This is intended for use as a visual aid only.  If there is any conflict between the flow chart and the Ordinance, the language in the Ordinance controls. 

Pre-Filing Conference- Discuss 
with Village Staff Application 
Requirements, Village 
Regulations and Escrow for 
Village expenses

VBOT Introduction- Introduce 
project with Village Board, show 
preliminary site plan, drawings. 

EDC/HPC (if applicable) -
Introduce project  for 
review.

Development Review Board 
(DRB) Pre-Filing Meeting-
Introduce Project, Submit 
Requests for Application 
Waivers

Neighbor Meeting- Introduce 
Project and Solicit Feedback 
from Stakeholders- Applicant 
to mail notice 15 days in 
advance (Village to post notice 
on its website)

Formal Application Submittal-
Submit Application in 
accordance with Planned 
Development Requirements

Village Technical Committee 
Review- Internal Village 
meeting of all departments to 
review application

Notice of Public Hearing- Once 
application is complete, notice 
is published by Village in local 
paper 15 days before Hearing. 
Notice posted on subject 
property and Village Website

Notice of Public Hearing-
Applicant to mail notice to 
property owners within 500 
feet 15 days before public 
hearing

Development Review Board 
Public Hearing- Public 
comment from stakeholders, 
questions from the DRB

Development Review Board 
Meeting #2- Deliberations of 
the Development Review 
Board

Development Review Board 
Meeting #3 (If Necessary) -
Recommendation to the Village 
Board within 45 days of close of 
public hearing

Notice of Village Board 
Meeting - Applicant to mail 
notice to neighbors within 500 
feet 7 days in advance

Village Board Meeting(s)-
Review and Action within 60 
days of DRB recommendation

Review of Plans Submitted - If 
approved by the Village Board, 
applicant may submit final building 
plans to the Village for review and 
approval

Post-Approval Deadlines-
Submit complete building 
permit (9 months); Begin 
construction (15 months); 
Complete construction (33 
months) 

Village of River Forest Planned Development Process 

Village Responsibility Applicant Responsibility 
Meeting Dates 

DRB – 1st & 3rd Thursdays  VB – 2nd & 4th Mondays 



Village of River Forest 
Village Administrator’s Office  

400 Park Avenue 
River Forest, IL 60305 

Tel:  708-366-8500 
 
 

MEMORANDUM 
 
Date: April 14, 2025 
 
To: Matt Walsh, Village Administrator 
 
From: Trish Ivansek, HR Manager 
 
Subj: Presentation of Employee Handbook Amendments 
 ____________________________________________________________________________________________________________ 
 
Issue 
 
The Village’s Personnel Manual was last updated in November 2018. Following a thorough 
review of the current manual, the staff has proposed a shift in its overall tone and style. 
Therefore, it is recommended to rename the Personnel Manual to the Employee Handbook. 
This new nomenclature signifies a valuable resource for employees rather than a mere 
rulebook. Recent policy reviews conducted by the Village’s Diversity, Equity, and Inclusion 
consultant, The Nova Collective (NOVA), and insurance carrier, IRMA (Intergovernmental Risk 
Management Agency) have revealed certain gaps in the existing manual. Consequently, 
additional policies have been incorporated or revised. The Village is also directing its attention 
towards future recruitment and retention strategies, particularly considering the impending 
retirements of several department heads. Staff is evaluating benefits to effectively attract, 
mentor, and retain top talent and may present additional changes in the coming months.  
 
Analysis 
 
Please find attached the current Personnel Manual dated November 2018, along with the 
updated new Employee Handbook for your consideration. Due to the significant formatting 
changes, no redlined version is provided. Below, you will find a list of the major changes 
proposed for the manual. The Village’s labor attorney has reviewed all proposed changes.  
 
Nova Collective Recommendations: During a recent policy audit conducted by consultant 
NOVA, several recommendations were made regarding updates to the Village current 
Personnel Manual and employee benefits. In response to these suggestions, the staff evaluated 
the benefits to identify areas for enhancing inclusivity.  
 
The decision to officially recognize Juneteenth as Village holiday reflects a commitment to 
fostering an inclusive environment for employees. Adding Juneteenth as a Village holiday will 



be a benefit to the non-bargaining unit employees. Juneteenth will also be added as a holiday 
to the police department due to prior negotiations. In addition to adding this holiday to the 
employee handbook, staff also revised the language and certain policies to promote inclusivity 
and reduce punitive measures, in line with NOVA's recommendations.  
 
For example, the staff have replaced the previous discipline policy with an open-door policy. 
While the progressive discipline policy remains in the handbook, we are optimistic that 
introducing the open-door policy will lead to a decrease in the number of employees subject 
to progressive discipline.  
 
IRMA Policy Audit: In June 2024, the Village’s insurance carrier, the Intergovernmental Risk 
Management Agency (IRMA), conducted a comprehensive policy audit and subsequently 
recommended additional policies to minimize risk to the organization. The newly added or 
revised policies encompass the following areas: 

• Transitional Duty Policy 
• Policy Against Pregnancy Discrimination 
• Code of Conduct 
• Communication Policy 
• Generative Artificial Intelligence (AI) Usage Policy 
• Fitness for Duty Policy 
• Romantic and/or Sexual Relationships 
• Updated the Dress Code Policy 

 
These policies are vital to ensuring a professional, safe and compliant organizational 
environment. 

Board Action 
 
Staff is seeking feedback on the proposed employee handbook, but there is no request for 
formal Village Board action at this time.  
 
Attachments 
 

• Village of River Forest Employee Personnel Manual approved November 2018 
• Proposed Village of River Forest Employee Handbook Draft  
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CHAPTER 1. GENERAL INFORMATION 

 

SECTION 1.1. PURPOSE 

 

The purpose of this manual is to familiarize the employee with the policies and benefits of the 

Village of River Forest. T his manual does not, and is not intended to, cover every aspect of 

Village operations. N othing in this manual is intended to, or shall, create any contractual 

obligations of any kind and all provisions in the manual are subject to change by the Village at 

any time if it is in the best interests of the Village to do so. No policy, benefit, or procedure set 

forth in the manual implies or may be construed to imply this manual to be an obligation of the 

Village or, an employment contract. No promise of employment or employment-related 

benefit(s) for any specific period of time is offered, established, or to be implied, in or from 

anything in this manual, and no representative of the Village has any authority to enter into any 

agreement for employment for any specified period of time or agreement for remuneration or any 

other benefit of employment, except its Village Administrator, Board of Trustees, and even then 

only if that agreement is in writing and is signed by the Village Administrator and the employee. 

Any oral or written statements or promises to the contrary are expressly disavowed and should 

not be relied upon b y any existing or prospective employee. Employees are free to terminate 

their employment at any time and the Village reserves the same right. 

 

In the event any of the provisions of this manual conflict with the laws of the State of Illinois or 

the Federal Government, the latter shall take precedence. 

 

This Manual replaces all prior Manuals, policies, and procedures regarding employment with the 

Village. Any questions regarding policies or benefits should be discussed with the Supervisor, 

Department Head or Assistant Village Administrator. 

 

SECTION 1.2. POSITIONS COVERED BY THESE RULES AND REGULATIONS 

 

These personnel rules and regulations shall apply to all positions in the Village employment now 

existing or hereafter created. 

 

SECTION 1.3. EMPLOYMENT CLASSIFICATIONS 

 

Classified Service Employee: Employees who are under the jurisdiction of the Board of Fire 

and Police Commissioners and who are governed by their 

policies and procedures. 

 

At-Will Employee: An employee who does not have either an individual contract 

of employment and is not covered by a collective bargaining 

agreement. 

 

Full-time Employee: An at will employee who, regardless of designation, has 

satisfactorily completed his/her probationary period and is 

regularly scheduled to work at least 2,080 hours per year. 
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Semi Full-time Employee: An at will employee who, regardless of designation, has 

satisfactorily completed his/her probationary period and is 

regularly scheduled to work more than 1,560 hours per year but 

less than 2,080 hours per year. 

 

Non-Exempt Employee: An at will employee who is paid on a n hourly basis for the 

actual number of hours spent on dut y during a specific pay 

period and who is not exempt from the provisions of the Fair 

Labor Standards Act. 

 

Part-time Employee: An at will employee, whether or not regularly scheduled, who 

has satisfactorily completed his/her probationary period and 

who works less than 1,560 hours per year. 

 

Probationary Employee: An at will employee, regardless of designation, who is newly 

hired on a contingent basis depending on satisfactory 

performance for a stated period of time. 

 

Exempt Employee: An at-will employee who is paid on a salaried basis, on a fixed 

basis at regular intervals, and is exempt from the provisions of 

the Fair Labor Standards Act as determined by the Village. 

 

Temporary Employee: An at will employee who will be employed and scheduled to 

work for a limited and defined period or project, generally, but 

not always less than two consecutive calendar quarters and  

who is not likely to be rehired in subsequent periods. N ot 

qualified for benefits other than Social Security and Worker's 

Compensation. This term includes individuals commonly 

referred to as seasonal employees. 

 

If department operations permit as determined by the Department Head and Village 

Administrator, a full-time employee may, upon request, or as directed by the Village, work semi 

full-time or part-time hours instead of full-time hours in the same position. While on semi full- 

time or part-time employment status, the following conditions shall apply: 

 

A. The actual length of time on semi full-time or part-time employment status will be 

determined by the Department Head and Village Administrator. Regardless of the time 

permitted, semi full-time or part-time employment status will be continuously monitored 

and may at any time be revoked by the Department Head and Village Administrator. 

 

B. The employee will be treated the same as any other semi full-time or part-time employee. 

That is, the employee will earn the same benefits as other semi full-time or part-time 

employees, as outlined in this Manual. 

 

SECTION 1.4 ORGANIZATION OF VILLAGE GOVERNMENT 

 

The Village of River Forest was incorporated in 1880 under the general Illinois Statutes 

governing cities and villages. 
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The Village legislative and governing body is comprised of a President, six (6) Trustees and a 

Village Clerk. All elected Village officers serve four-year staggered terms. 

 

The Village Administrator is the Chief Administrative Officer of the Village and is responsible 

for the management of all Village operations, under the direction of the Village President and the 

Board of Trustees. 

 

The Department Heads are appointed by the Village President, by and with the consent of the 

Village Board, with the recommendation of the Village Administrator, to administer the various 

Village Operating Departments under the direction of the Village Administrator for the service 

needs and responsibilities assigned to their particular department. 

 

SECTION 1.5. ADMINISTRATION OF MANUAL 

 

The Village Administrator shall be responsible for administration of these personnel rules and 

regulations within the Village organization, and may, at any time, develop and promulgate 

procedural rules, interpretations, and administrative and/or technical changes or modifications.  

In addition, he/she may recommend amendments to the personnel rules and regulations for 

consideration by the Village Board, and may review, approve and amend actions taken pursuant 

to these personnel rules and regulations. Changes to these personnel rules and regulations may  

be made with or without prior notice. 

 

In the event of a substantive conflict between the terms of this Manual and those of an applicable 

collective bargaining agreement, the collective bargaining agreement shall control. If any of the 

policies adopted herein conflict with State or Federal laws, or the rules and regulations of the 

Board of Fire and Police Commissioners, those laws and rules shall take precedence. In the event 

of a substantive conflict between the terms of this Manual and either the Police Department 

General Orders or the Standard Operating Guidelines of the Fire Department or other 

Departmental rules and regulations, the terms of this Manual shall control. 
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CHAPTER 2. EMPLOYMENT & ADMINISTRATIVE POLICIES 

 

SECTION 2.1. EQUAL EMPLOYMENT OPPORTUNITY 

 

The Village is committed to providing equal employment opportunity and to the belief that equal 

employment is necessary for the optimum utilization of human resources. In keeping with this 

goal, it is the express policy of the Village to consider all applicants for Village employment 

without regard to race, age, sex, sexual orientation (which includes actual or perceived 

heterosexuality, homosexuality, bisexuality or gender-related identity whether or not associated 

with that person’s designated sex at birth), genetic information, color, religious affiliation, 

political preference, national origin, disability, ancestry, marital status, status as a party to a civil 

union as defined under the Illinois Religious Freedom Protection and Civil Union Act 

(hereinafter referred to as “Civil Partner”), unfavorable discharge from the military (except 

dishonorable), or other protected status under applicable law (except where a bona fide 

occupational qualification exists). 

 

SECTION 2.2. CITIZENSHIP AND RESIDENCY 

 

Except those positions where Federal or State law requires that an employee be a citizen of the 

United States or the State of Illinois, citizenship is not a requirement for initial or continued 

employment, however, in compliance with Federal law, employees are required to show 

eligibility for employment in the United States. 

 

Although residency within the Village or any specific distance from the Village is not a 

prerequisite for initial or continued employment, employees are expected to be able to report to 

the Village Hall in a timely manner in the event of an emergency. 

 

SECTION 2.3. EMPLOYMENT APPLICATION FORM 

 

Applications for employment shall be submitted on the Village employment application form. 

The application form shall be completed in its entirety and any evidence of falsification or fraud 

on the form may be grounds for dismissal or disqualification from consideration for employment. 

 

SECTION 2.4. PHYSICAL EXAMINATION AND DRUG SCREEN 

 

Each applicant given an offer of employment will be required to submit to and pass a drug 

screening to help assure a drug free workplace for Village employees. Applicants who fail the 

drug screen will be notified of the result and the offer of employment will be rescinded. In 

addition, applicants who receive a conditional offer of employment may, at the employer’s 

expense, be required to take a post-offer medical examination which may include a 

psychological, polygraph and/or physical examination by a licensed physician designated by the 

Village. 

 

Employees may be required to undergo a medical examination at the discretion of the Village, 

and at the expense of the Village, by a physician designated by the Village when an employee’s 

ability to perform essential job functions or to safely perform job duties is in question.  A 

medical examination may also be required when an injured employee returns to work from an 
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injury or illness, regardless of whether the injury or illness occurred as part of the individual’s 

employment with the Village. 

 

SECTION 2.5 BACKGROUND CHECKS 

 

The Illinois statutes (20 ILCS 2630/3) provides units of local government the ability to obtain 

from the Department of State Police criminal conviction information for the purposes of 

evaluating the qualifications and character of employees, prospective employees, volunteers and 

prospective volunteers. 

 

Upon applying for any position within the Village, each employee, prospective employee, 

volunteer or prospective volunteer will be required to execute such applications and releases as 

are necessary for the Village to conduct such criminal background investigation. The conviction 

information obtained shall not automatically disqualify an applicant from consideration for the 

position; rather, the conviction information will be considered in relationship to the specific job. 

 

Upon reasonable suspicion of a recent criminal conviction that would affect the qualifications or 

character of a current employee or volunteer, the Village may conduct a random background 

check on any such employee or volunteer. 

 

SECTION 2.6. PROBATIONARY PERIOD 

 

2.6.1. Purpose. The probationary period shall be an integral part of the evaluation process 

and shall be utilized as an opportunity to observe an employee's work, to train the 

employee, and/or to reject any employee whose work performance fails to meet 

required work standards. A probationary employee may be dismissed at any time for 

any reason during the probationary period. Successful completion of the probationary 

period does not grant a property right to the position, nor does completion of the 

probationary period create a contract or right to future employment 

 

2.6.2. Appointments Subject to Probation. T he following appointments are subject to a 

probationary period of nine (9) months. 

 

A. Initial employment 

 

B. Transfer (as may be recommended by the Department Head), and approved by the 

Village Administrator. 

 

C. Re-employment (after thirty (30) days separation). 

 

D. Promotional (six (6) month probationary period) 

 

2.6.3. Supervision of Performance. Supervisors shall observe the employee's work 

performance and may counsel a probationary employee whose work performance is 

marginal or inadequate. Supervisors are encouraged to conduct an informal review of 

the employee’s performance after six (6) months. 
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2.6.4. Performance Review. Prior to the completion of the employee’s probationary period, 

the supervisor shall complete a performance review of the probationary employee. 

 

2.6.5 Completion of Probationary Period. P rior to the completion of the employee's 

probationary period, the supervisor, with the approval of the Department Head, shall 

submit the employee’s performance review and may recommend one of the following 

actions to the Village Administrator. 

 

A. Recommend that the employee be removed from probationary status. 

 

B. Recommend that the employee's probationary period be extended for a period not 

to exceed three (3) months, at which time the employee may not receive a p ay 

increase until performance is deemed satisfactory. The pay increase is not 

retroactive and shall commence on the day the probationary period ends. 

 

C. Recommend that the employee be dismissed. 

 

D. Recommend that the employee be demoted or returned to a former position if a 

vacancy exists. 

 

Any of the foregoing actions shall not, however, be subject to review or appeal by the employee. 

 

2.6.6. Classified Service Employees. In the event of an unfavorable review of a classified 

service employee, he/she shall be subject to action in accordance with the applicable 

collective bargaining agreement, provisions of state statute and the Rules and 

Regulations of the Board of Fire and Police Commissioners. 

 

SECTION 2.7 PROMOTIONS AND TRANSFERS 

 

Promotion to positions in a higher pay range shall be based upon merit, qualifications, 

experience and the ability to fulfill the essential functions of the position, as determined by the 

Village Administrator. 

 

1. All promotions are made by the Department Head upon recommendation to and approval 

by the Village Administrator (except for positions under the jurisdiction of the Board of 

Fire and Police Commissioners). Employees who are being considered for promotion 

may be competing for the position with qualified individuals from outside the 

organization. 

 

2. When an individual is promoted or transferred, the Village Administrator will set the 

individual’s salary in accordance with Chapter 4 of this Manual. 

 

3. A probationary period for any promotion or transfer is required per Section 2.6 of this 

Manual. 
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SECTION 2.8. EMPLOYMENT OF ELECTED OFFICIALS AND RELATIVES 

 

2.8.1. No person elected to the Office of Village President, Village Trustee, Village Clerk, 

or appointed to the office of Village Administrator shall be employed in any other 

capacity with the Village during the term that they hold appointed or elected office. 

 

2.8.2. Immediate family (i.e., spouses, Civil Partners, children [birth, step, adopted], 

brother, sister, brother-in-law, sister-in-law, grandchildren) of the Village President, 

Village Trustees, Village Administrator, Assistant Village Administrator and 

Department Heads, shall not be hired in any capacity, during their tenure in office. 

 

2.8.3. Applicants related to employees, other than specified above, shall be considered only 

on the basis of their qualifications, experience, training, physical fitness for the job, 

and their personal character and integrity. 

 

2.8.4. An employee may not be assigned to a position where that employee would directly 

supervise a relative. 
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CHAPTER 3. ATTENDANCE AND WORK PERIOD 

 

SECTION 3.1. WORK SCHEDULE 

 

Department Heads shall be responsible for establishing their department’s work schedules. 

SECTION 3.2. BREAK PERIODS 

State law provides that employees who work for 7½ c continuous hours or longer are permitted to 

take a 20-minute unpaid meal period by the start of the fifth hour. For example, an employee that 

begins work at 8:00 a.m. and who works until 4:30 p.m. may take a 20-minute unpaid break at 1:00 

p.m. 

 

In general, employees working at least an 8-hour day will receive one unpaid lunch period (30 

minutes) and two paid 15 minute break periods. Department Heads are authorized to establish the 

time and length of lunch and break periods during each day. If an employee does not elect to take a 

scheduled paid break period during the workday, it shall be forfeited. 

 

SECTION 3.3. REPORTING TO WORK AND TARDINESS 

 

Employees shall report promptly at their designated working place and shall devote their entire 

efforts during working hours to assigned duties. In the event that an employee is unable to report 

for work as scheduled, his/her supervisor shall be notified by telephone (email and text message 

are not acceptable) at least sixty (60) minutes before his/her designated starting time. Failure to 

notify the supervisor as provided herein may result in loss of all or a portion of that day's pay 

and/or disciplinary action up to and including dismissal. 

 

Employees must notify the Department Head or immediate supervisor as soon as possible if the 

employee expects to be late for work. Tardiness may result in disciplinary action up t o and 

including dismissal. 

 

SECTION 3.4. WORK PERIODS 

 

In general, the work period for employment is defined as a consecutive seven (7) day period 

commencing at 12:00 a.m. Sunday and ending at 11:59 p.m. Saturday, the seventh day. 

 

SECTION 3.5. PAY PERIODS 

 

Employees are paid semi-monthly for a total of twenty-four (24) pay periods per year. 

SECTION 3.6. OVERTIME 

The appropriate Department Head or Supervisor must approve in advance all overtime worked. 

Sick time hours shall not be included in hours of work for the purpose of calculating overtime. 

The rate of compensation shall be at the rate of one-and-one-half (1 ½ ) times the hourly rate. 
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Employees scheduled for 40 hours weekly shall be entitled to overtime pay for any hours worked 

in excess of 40 hours in one work period. Hours worked includes use of compensatory time, 

vacation, and personal days. 

 

All employees subject to collective bargaining agreements or memoranda of understanding are 

entitled to overtime pay in accordance with their respective agreements. Employees performing 

law enforcement or firefighting duties are subject to the Section 7(k) period set forth in the 

collective bargaining agreement and under the Fair Labor Standards Act, overtime will be paid 

on that basis. 

 

This policy shall not apply to Exempt Employees. 

SECTION 3.7 COMPENSATORY TIME 

Any employee who is eligible for overtime may request compensatory time off at a rate of 1 ½ 

hours for each overtime hour worked. 

 

Compensatory time shall be earned at one and one-half times the hours worked and time off shall 

be subject to the approval of the Department Head or their designee. Under no circumstances 

shall compensatory time off be granted where such granting would create a hardship, as 

determined by the Department Head, in the operation of the respective department. Earned 

compensatory time shall, if practical, be used within the fiscal year in which it was earned. 

Where such time may not be used it will be paid out. An employee shall not be permitted to 

accrue more than eighty. 

(80) hours of compensatory time (53.33 hours of actual time worked). Time accumulated more 

than 80 hours shall be paid out at the appropriate overtime rate. 
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CHAPTER 4. COMPENSATION PLAN 

 

Prior to the preparation of each annual budget, as well as at other times, the Village 

Administrator may make, or cause to have made, such comparative studies, as may be necessary 

to evaluate current salary levels. On the basis of information derived from such studies, the 

Village Administrator may recommend to the Village Board, changes in the assignment of 

salaries. 

 

SECTION 4.1. DEVELOPMENT AND MAINTENANCE OF SALARIES 

 

Employee’s salaries shall be determined with due regard to the following: 

 

a. Salaries for other Village positions. 

b. Relative difficulty and responsibility of positions. 

c. Availability of employees in particular occupational categories. 

d. Rates of pay in other comparable jurisdictions. 

e. The financial policies of the Village. 

f. Such other considerations which may be appropriate. 

 

SECTION 4.2. SALARY INCREASES 

 

Salary increases shall be made, upon the recommendation of the Village Administrator, based 

upon the factors listed in Section 4.1 except as otherwise provided. No salary adjustment shall be 

considered to be automatic. 

 

SECTION 4.3. PAYROLL DEDUCTIONS 

 

1. Mandatory Deductions- Automatic payroll deductions are made for federal and state 

income tax, employee’s pension contributions, social security, Medicare (where 

applicable), union dues (as authorized by a collective bargaining agreement) and any 

other deductions as may be required by law. 

 

2. Voluntary Deductions- Employees may authorize the following voluntary payroll 

deduction(s): Health and Dental insurance, IRS section 457 deferred compensation plan, 

savings bonds, IMRF supplemental life insurance and deductions made in accordance 

with the IRS Section 125 Flexible Benefit Plan. 
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CHAPTER 5. EMPLOYEE BENEFITS 

 

Employee benefits are established and amended from time to time by the Village Board and/or 

Village Administrator. 

 

SECTION 5.1. HEALTH, DENTAL AND LIFE INSURANCE 

 

All semi full-time and full-time employees as described in Section 1.3 are eligible to participate 

in the Village group health, dental and life insurance programs as they may from time-to-time be 

changed. Insurance coverage(s) shall commence on the first day of employment and shall cease 

on the last day of the month in which the employment was terminated. A brochure describing  

the provisions of each insurance plan shall be furnished to every new employee and is available 

from the Village Administrator’s office. 

 

Employees that opt out of the Village’s health insurance plan may be entitled to an Insurance 

Refusal Reimbursement at the discretion of the Village Administrator and per budgetary 

constraints. 

 

SECTION 5.2 COBRA INSURANCE CONTINUATION 

 

Employees, their spouses, children, Civil Partners and children of their Civil Partners who receive 

health or dental insurance may elect to continue to receive health or dental provisions in situations 

where coverage is otherwise terminated, according to federal law referred to as COBRA 

(Consolidated Omnibus Budget Reconciliation Act). Coverage shall be at the Covered Individual’s 

expense. 

 

1. Employees who are dismissed for reasons other than "gross misconduct," and full- 

time and semi full-time employees who are converted to part-time status or leave the 

Village service voluntarily, are eligible to continue their health and dental insurance for 18 

months by paying the applicable COBRA premium. 

 

2. In addition, Covered Individuals may elect to continue their health and dental 

insurance for 36 months in the event of any of the following: 

 

▪ the death of the covered employee 

▪ a divorce or legal separation from the covered employee 

▪ the covered employee becomes eligible for Medicare 

▪ a dependent ceases to meet the health plan definition of an eligible dependent 

 

3. If a Covered Individual is considered to have been disabled at any time during the 

first 60 days of the COBRA continuation coverage period, the disabled person may elect to 

extend his or her 18-month COBRA period for up to 29 months from the date of the 

qualifying event. N on-disabled family members of the disabled individual who are  

entitled to COBRA continuation coverage are also entitled to the disability extension. 

Employees must still notify the Village of the SSA disability determination within 60 days 

after the date of the determination and before the end of the 18–month COBRA 

continuation coverage period. 
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4. The Village shall notify the Covered Individual of his or her right to continue 

coverage. The Covered Individual has 60 days from the time they receive written 

notification from the Village to decide whether to continue coverage. If the Covered 

Individual does not advise the Village of their intent to continue coverage within 60 days 

from receipt of written notification, the coverage will terminate. 

 

5. The monthly cost to the Covered Individual for continuing health and dental 

insurance under COBRA shall be determined by the Village on an annual basis. Covered 

Individuals participating in the program shall make monthly payments to the Village upon 

receipt of a bill from the Village. 

 

6. Military Leave – Village employees shall be entitled to such continuation of 

benefits pursuant to the Military Leave section of this Manual. 

 
 

The following table illustrates the qualifying events that can trigger COBRA coverage and 

the length of coverage. 

 

Event Length of Continuation 

Termination of employment for 

any reason other than gross 

misconduct 

 

18 months 

A reduction in hours 18 months 

Employee is disabled at the time 

of reduction in hours or 
termination 

 

29 months 

Divorce or death of the 
employed/retired spouse 

36 months 

 

SECTION 5.3 RETIREE COVERAGE 

 

Retirees eligible to receive pension benefits may participate in the Village health and dental 

insurance plan in accordance with State law. Retirees that opt out of the Village’s health or 

dental insurance plans may not rejoin the plan at a later date. 

 

For any employee hired prior to January 1, 2005 who retires after having been employed by the 

Village a minimum of twenty (20) consecutive years immediately prior to retirement and is at 

least 55 years of age, the Village will pay $200 per month toward the cost of retiree health 

insurance coverage. Employees under the auspices of the Fire or Police Pension Funds shall 

adhere to those fund’s respective requirements or the requirements of their department’s 

collective bargaining agreements. 

 

Upon eligibility for Medicare, retirees participating in the Village’s plans may elect single or 

single-plus-one supplementary coverage through the Village’s plan. The Village does not 

provide a subsidy to retirees eligible for Medicare, regardless of date of hire. Only employees 

who retired prior to January 1, 2014 m ay receive a subsidy for 1/3 of the monthly premium for 

single coverage if they are enrolled in the Village’s fully-insured Medicare supplement. Once an 

employee opts out of the Village’s fully-insured Medicare supplement he/she is no l onger 
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eligible to receive the subsidy and may not return to the plan. (REV. 2-14) 

Employees hired on o r after January 1, 2005 a re required to pay 100% of the cost for retiree 

health insurance. 

 

Retirees may also purchase up to $1,000.00 of life insurance under the Village’s life insurance 

plan provided the retiree pays 100% of the monthly premium cost. 

 

SECTION 5.4. EMPLOYEE ASSISTANCE PROGRAM 

 

The Village recognizes that a w ide range of illnesses and problems can have an effect on an 

employee’s health, well-being, and job performance. These illnesses and problems may include 

alcoholism, drug dependence, emotional or psychiatric illnesses, marital and/or family discord, 

stress disorders, legal difficulties and/or financial problems. 

 

The Village believes that it is in the best interest of the employee, the employee’s family, and the 

Village to provide an Employee Assistance Program (EAP) to help with such illnesses and 

problems by providing confidential and professional assessment, short-term counseling, and/or 

referral services. Information on how to contact the EAP is available on e mployee bulletin 

boards or by contacting the Assistant Village Administrator. Employees should be assured that 

use of the EAP Program is confidential. 

 

The Village’s EAP provider is Perspectives and can be contacted at 800-456-6327 or 

www.perspectivesltd.com. 

 

SECTION 5.5. RETIREMENT/DISABILITY/PENSION FUNDS 

 

Employees are generally included in one of three (3) separate pension funds: Illinois Municipal 

Retirement Fund (IMRF) for non-classified service employees who are employed at least one 

thousand (1000) hours per year; Fire Pension Fund for firefighters; and Police Pension Fund for 

police officers. E ligibility, participation, payroll deductions and benefits are as mandated by 

State and Federal laws. Village employees who participate in IMRF are also required to 

participate in Social Security. Police Officers and Firefighters appointed after March 1, 1986 are 

required to participate in the Medicare portion of Social Security. 

 

SECTION 5.6. DEFERRED COMPENSATION 

 

Employees may participate in the deferred compensation plan offered by the Village. Deferred 

compensation is a t ax-deferred retirement plan, which involves deducting a portion of the 

employee's salary, with the money transferred to an investment fund selected by the employee. 

The employee's gross or taxable income is reduced by the amount deferred; therefore, income 

taxes are reduced. Income taxes are paid when the funds are distributed to the employee (upon 

retirement, termination of Village employment or in the event of an emergency). The Finance 

Department or Assistant Village Administrator can provide further information on this program. 

 

SECTION 5.7. TUITION REIMBURSEMENT 

 

5.7.1 Tuition reimbursement is available when a full-time employee is enrolled in an 

accredited university, college or adult education program and the course and/or degree 

http://www.perspectivesltd.com/
http://www.perspectivesltd.com/
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program being undertaken is directly related to the employee’s duties with the Village. The 

following tuition reimbursement plan shall apply when prior written approval for such 

reimbursement has been received from the Village Administrator. The Village may exercise 

its discretion under this Section to approve graduate-level courses for reimbursement, 

although such reimbursement (if granted at all) will normally be conditioned on obtaining the 

graduate degree and remaining with the Department for a period of time after obtaining the 

degree. The Village, upon receiving a p ayment receipt and after completion of the course 

shall reimburse the employee at the rate of one hundred percent (100%). No payment shall be 

provided for a grade of “C” or lower. 

 

5.7.2. Basis of Reimbursement 

 

Tuition reimbursement for college credit may be based upon the following priorities: 

 

A. The amount of budgeted training funds available. 

 

B. The direct and immediate benefit derived by the Village as a result of this 

particular employee completing the course. 

 

C. The length of time which the employee has been employed by the Village and 

the length of time the employee is expected to remain in the employ of the 

Village. 

 

D. The specific job related nature of the course. 

 

E. The overall performance of the employee. 

 

F. The length of time which the employee has served the Village. 

 

G. The employee's technical or supervisory responsibility. 

 

H. The compatibility of the course schedule and the employee's work schedule. 

 

I. Other factors which may be relevant 

 

Books, fees, mileage, lodging and other incidental expenses will not be reimbursed; only 

tuition is subject to reimbursement. The Village will not provide reimbursement if other 

sources (such as scholarships, grants, etc.) have or will provide for reimbursement, after 

an employee has applied for such assistance. The Village reserves the right to deny or 

reduce some requests for tuition reimbursement if it is felt that the tuition is out of line 

with other area schools where similar courses can be taken at a more reasonable tuition 

cost. 

 

5.7.3 Obligation Period 

 

If an employee voluntarily leaves the Village within three years of completing a 

reimbursed course, a percentage amount of reimbursed expenses will be due the 

Village according to the following table: 
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0 – 12 months 100% 

12 – 18 months 75% 

19 – 24 months 50% 
25 – 36 months 25% 

 

Such payments may be deducted from final paychecks or other monies owed to the 

employee by the Village. 

 

5.7.4. Depletion of Funds 

 

When requests for training and reimbursement exceed funds specifically budgeted for 

that purpose, the Village Administrator may provide partial reimbursement of 

expenses in order to extend training opportunities to as many employees as possible. 

 

5.7.5. Qualifications 

 

To qualify for tuition reimbursement an employee shall: 

 

A. Complete the Request for Tuition Reimbursement form, and submit it to the 

employee's Department Head before enrolling in the course and prior to 

January 1. 

 

B. Obtain tuition reimbursement approval from the employee's Department Head 

and the Village Administrator. 

 

C. Successfully complete the course with a grade of "B" or better. 

 

D. Submit to the Finance Department proof of satisfactory course completion and 

proof of amount spent for tuition. 

 

E. Have been classified as a full-time employee with the Village for a period of 

at least one (1) year. 

 

F. Sign an agreement or promissory note agreeing to reimburse to the Village the 

amount of the tuition reimbursed if the employee does not remain in the 

employ of the Village for a period of three (3) years after completion of a 

course. 

 

5.7.6. Approval of Reimbursement 

 

Request for Tuition Reimbursement forms must be submitted to the employee’s 

Department Head no later than January 1. Final approval of a tuition reimbursement 

request will not be given until May 1. Actual reimbursement will not be made until 

after May 1 and successful completion of the course. 
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SECTION 5.8 FLEXIBLE BENEFIT PLAN 

 

1. The Village administers an IRS Section 125 Flexible Benefit Plan. The rules governing the 

plan are contained in the Plan Document. Employees may voluntarily authorize additional pre- 

tax amounts to be deducted from their paychecks and placed in their medical reimbursement 

and/or dependent care reimbursement accounts. 

 

2. Per federal law and applicable Plan Documents, changes in the allocation may only be made 

during the open enrollment period prior to the beginning of the plan year, unless the employee 

experiences a q ualifying event under federal law, which may include marriage, Civil Union, 

legal separation, divorce, death of a spouse or child, pregnancy, birth or adoption of a child, a 

change in employment status for the employee’s spouse, or the termination of insurance 

coverage provided by a spouse’s own employer. 

 

3. Employees who have questions regarding qualifying expenses should contact the Assistant 

Village Administrator for procedures and documentation needed for reimbursement. 

 

SECTION 5.9 NOTIFICATION OF MAJOR LIFE CHANGES 

 

1. In order to ensure continuation of health insurance and other benefits, employees are required 

to promptly notify their supervisor of any major life change. Examples of major life changes are 

marriage, Civil Unions, divorce or legal separation, change in dependent status, loss of insurance 

coverage by a spouse, birth or adoption of a child, and change of address. 

 

2. When a supervisor is notified of a major life change, the Department shall document the 

change on the Personnel Status Form and forward this to the Assistant Village Administrator. 
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CHAPTER 6. LEAVE BENEFITS 

 

SECTION 6.1. VACATION POLICY 

 

Vacation leave is important and essential to an employee’s health, morale, job satisfaction and 

successful job performance. V acation leave shall be scheduled by and approved by the 

Department Head, taking into consideration the departmental workload and the needs and 

demands of the Village. The use of vacation leave is limited to that which is earned at the time  

of said leave, unless specifically approved by the Department Head and the Village 

Administrator. 

 

6.1.1. Except as otherwise provided in this section, eligible employees shall earn vacation 

leave for any month in which they receive compensation for more than eighty (80) 

hours of work. For purposes of this Section only, vacations, sick leave, holidays, 

workers compensation leave and compensatory time shall be considered hours 

worked. E mployees shall earn and accumulate vacation leave on a m onthly basis 

according to the following schedule effective May 1, 2012: 

 

Years of Completed Service 
Days of Vacation 
Earned Per Month 

Total Days of 
Vacation Per Year 

 

After initial 6 months of 
employment 

.8333 10 

After 5 years 1.2500 15 

After 10 years 1.6667 20 

After 15 years 2.0833 25 

 

6.1.2. Semi Full-Time and Part-Time Employees 

 

Semi Full-time and Part-time employees per Section 1.3 of this manual shall be 

entitled to vacation leave on a pro-rata basis. 

 

6.1.3. Other Requirements/Regulations 

 

A. Accumulation During Leave 

 

Credit for vacation leave shall not accumulate during any leave of absence 

without pay or during any lay-off or disciplinary suspension. Vacation leave shall 

continue to accumulate during a leave of absence with pay, during lost time due to 

an on-the-job injury or during an authorized vacation leave or sick leave. 

 

B. Holidays During Vacation Leave 

 

Whenever a paid holiday falls during an authorized vacation leave, the employee's 

leave on t he date of the paid holiday shall be considered a holiday for payroll 

purposes, and shall not be charged to the employee's accumulated vacation leave. 

 

C. Maximum Carryover 
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A maximum of 10 days of an employee’s vacation leave may be carried over from 

anniversary year to anniversary year. 

 

D. Forfeited Vacation Leave 

 

Except as provided in Section 6.1.3.C, any earned vacation leave which is not 

used before the end of an employee’s anniversary year will be forfeited by that 

employee except as approved by the Department Head and the Village 

Administrator. 

 

E. Minimum Use of Vacation Leave 

 

Every employee is strongly encouraged to use a minimum block of five (5) days 

of earned vacation leave at least once during every anniversary year. 

 

F. Payment of Vacation Leave Upon Termination of Employment 

 

Any employee leaving the Village shall be compensated vacation leave earned 

and unused at the date of termination of employment, at the employee's current 

pay rate. 

 

G. Waiver of Vacation Leave 

 

As vacation leave is granted to employees for a period of recreation, no employee 

shall be permitted to waive such leave for the purpose of receiving additional pay. 

 

H. Minimum Leave 

 

Vacation leave shall be taken in units of not less than two (2) hours at the 

discretion of the Department Head. 

 

I. An employee may use earned vacation after their probationary period is 

satisfactorily completed. 
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SECTION 6.2. HOLIDAYS 

 

The following provisions shall govern paid holidays by the Village. H oliday benefits for 

employees covered by any collective bargaining agreement shall be as set forth in such 

agreement. 

 

New Year’s Day Labor Day 

Martin Luther King Jr. Day Thanksgiving Day 

President’s Day Friday After Thanksgiving Day 

Memorial Day Christmas Eve 

Independence Day Christmas Day 

Floating Day 

 

A. Where a holiday falls on a normally scheduled workday, a full-time or semi full- 

time employee will receive the day off with pay at his/her straight time hourly pay 

(pro-rated for semi full-time employees). If an employee is called into work on a 

holiday, the employee will be paid as follows: 

 

• Regular straight time compensation for the holiday (8 hours), plus; 

• Time and one-half for all unscheduled hours worked 

 

Only hours actually worked will be used in computing the workweek. 

 

B. Where a holiday occurs during an employee's scheduled vacation, the employee 

shall be paid for the holiday and that day shall not be charged against the 

employee's vacation balance. 

 

C. If an employee has an unscheduled absence the day before or after a holiday, the 

employee will not receive holiday pay until proof of illness or other excusable 

absence is established in a manner suitable to the employee's Department Head. 

 

D. As noted above, employees receive one (1) floating holiday per year. The floating 

holiday does not accumulate from year to year. The floating holiday is accrued at 

the beginning of the calendar year and may be used immediately. A new 

employee that works less than 3 months in the calendar year is not eligible for a 

floating holiday in that year. 

 

SECTION 6.3. PERSONAL DAYS 

 

Full-time employees are entitled to use two (2) personal days, per twelve month period based on 

anniversary date, and provided the employee has satisfactorily completed their probationary 

period. Semi Full-time and Part-time employees who work 1,040 o r more hours per year are 

entitled to a pro-rated use of personal days based on the annual number of hours worked. The use 

of the personal day is subject to the scheduling approval of the Department Head. Personal days 

are non-cumulative and must be taken within the employee’s anniversary year. P ersonal days 

shall be taken in units of not less than two (2) hours. 
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SECTION 6.4. NIGHT MEETINGS & OTHER AFTER HOURS ACTIVITY LEAVE 

 

The Village recognizes that certain non-unionized  executive, managerial,  supervisory and 

professional personnel are required to attend night meetings and perform work outside of normal 

working hours, which is not otherwise compensated. A s a means to recognize this additional 

service, these employees may be eligible for additional leave time. 

 

The decision to grant additional leave, the amount to be taken, and when it may be taken is at the 

discretion of the Village Administrator. Additional Leave shall not exceed 40 hour s, unless 

otherwise approved by the Village Administrator and reviewed by the Finance Director or Assistant 

Village Administrator and documented accordingly, for an eligible employee in a calendar year, and 

is not considered accumulating paid leave. 

 

SECTION 6.5. SICK LEAVE 

 

6.5.1. Sick Leave Program 

 

Sick Leave is accumulated at a rate of one day of sick leave credit each month. Sick 

leave shall be earned by an employee for any month in which the employee is 

compensated for more than eighty (80) hours of work. Sick leave may reach a 

maximum accumulation of two hundred forty (240) working days. Semi Full-time 

and Part-time employees working a minimum of one thousand forty (1,040) hours 

annually (twenty (20) hours per week) shall be entitled to sick leave on a pro-rata 

basis. 

 

Sick Leave is a p rivilege, not a right, extended to regularly scheduled full time 

employees and qualified part-time employees. Sick leave shall be allowed only when 

the employee is actually sick or disabled, when there is an illness in the employee's 

immediate family (i.e., spouse, child (birth, adopted, step), or parent), or for medical 

appointments which cannot be scheduled outside of working hours. A maximum of 

five (5) earned sick days per year may be used, when there is an illness in the 

employee's family. 

 

6.5.2. Authorization of Sick Leave 

 

Each Department Head will have primary discretion for granting sick leave to 

employees in his/her department. Sick leave may not be used before it is earned. 

 

6.5.3. Minimum Leave 

 

Sick Leave shall be taken in units of not less than one (1) hour. 

 

6.5.4. Accumulation During Leave 

 

Credit for sick leave shall not accumulate during any leave of absence without pay or 

during any lay-off or disciplinary suspension. S ick leave shall continue to  

accumulate during a leave of absence with pay due to an on-the-job injury, or during 

an authorized vacation or sick leave. 
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6.5.5. Reporting of Absence 

 

The employee shall give notice of absence due to illness or injury to the immediate 

supervisor as far as possible in advance of the starting time for the scheduled 

workday. In any event, the supervisor should be advised not less than sixty (60) 

minutes before the starting time on the day of the absence. The employee must detail 

the reasons for the absence and the anticipated duration of such absence. 

 

The notice shall be in the form of a phone call or voice message. Email or text 

message shall not be used to report the need for sick leave. 

 

6.5.6. Medical Certificate Required 

 

A statement or other viable documentation shall be provided by a licensed physician 

for any use of sick leave of three (3) or more consecutive days unless specifically 

excused by the Village Administrator or designee. If the Department Head suspects 

abuse or a pattern of improper or unnecessary sick leave use or if the employee does 

not supply such statement/documentation or said statement is not deemed  

satisfactory, the request for sick leave shall be denied and the time off shall be 

without pay. F ailure to report absence because of illness will result in time off 

without pay and/or disciplinary action up t o and including dismissal. A ny costs 

associated with providing a doctor's statement are the responsibility of the employee. 

The Village may require a second opinion by a physician designated by the Village at 

the Village’s expense. P rior to an employee returning from sick leave, the Village 

may require a f itness for duty report from a l icensed physician of the Village’s 

choosing certifying that the employee is capable of returning to work and performing, 

either with or without reasonable accommodations, the essential functions of that 

employee’s position. 

 

The Village neither requests nor requires genetic information of an individual or 

family member of the individual and the employee need not provide any genetic 

information when submitting the physician’s note. 

 

6.5.7. Other Conditions 

 

A. Sick leave will be paid at the straight time rate and only for regularly scheduled 

weekly hours up to a maximum of forty (40) hours. 

 

B. Sick leave hours will not be included as hours worked in computing the 

workweek for the purposes of calculating overtime. 

 

C. Violations of the regulations for use of sick leave or requests for use for an 

improper purpose is an act of dishonesty and can result in disciplinary action up to 

and including dismissal in accordance with the Village's disciplinary procedures. 
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SECTION 6.6. BEREAVEMENT LEAVE 

 

In the event of a death in the family, an employee may take the following consecutive calendar 

days off and receive regular straight-time pay for any regularly scheduled work shifts that fall 

during such consecutive calendar day period. Such calendar day period ordinarily shall start 

either the day of or the day after the employee learns of the death. Further, in cases where 

extensive travel to the funeral is required or for other good and sufficient reasons, the department 

head or their designee may allow the employee to commence the funeral leave on a later date. 

 

Five (5) consecutive calendar days for: wife, husband, Civil Partner, son or daughter. 

 

Three (3) consecutive calendar days for: father, mother, brother, sister, father-in-law, or mother- 

in-law. 

 

One (1) day for: grandparent, grandchild, brother-in-law, sister-in-law, daughter-in-law, son-in- 

law, aunt or uncle. 

 

Any additional time needed shall be taken as personal days, compensatory time or vacation leave 

and shall be subject to the approval of the department head. The Village Administrator or 

Department Head reserves the right to request documentation of the absence. 

 

SECTION 6.7. JURY DUTY OR WITNESS DUTY 

 

A full-time or a part-time employee working at least an average of twenty (20) hours per week 

shall receive full pay or pro-rated pay at his/her straight-time hourly rate for time not worked 

while serving on jury duty or testifying as a witness at the request of the Village, or testifying 

under subpoena to matters related to their employment with the Village, provided such 

employees shall endorse to the Village any payment received for such jury or witness duty. 

 

Employees are expected to return to work whenever possible during jury time and carry out as 

many of their job responsibilities as time permits during regularly scheduled working hours. In 

accordance with applicable laws, jury duty shall not adversely impact employment status. 

 

SECTION 6.8. WORKER'S COMPENSATION 

 

6.8.1. Any employee injured during the course of employment with the Village shall be 

eligible for Worker's Compensation benefits in accordance with State Statutes. Any 

employee who suffers an on-the-job injury or illness, or is involved in an accident 

while operating Village equipment, a Village-owned vehicle, or a personal vehicle on 

Village business, shall complete a report of the accident and submit the report to the 

immediate supervisor within twenty-four hours of the accident, injury or illness, to 

the extent practicable. 

 

6.8.2. An employee temporarily injured and unable to return to work shall be eligible to use 

earned sick or other paid leave for the first three (3) days following the injury until 

coverage under the Act begins. If the disability lasts for fourteen (14) calendar days 

or more from the date of injury, the initial three (3) days of paid leave will be credited 

to the employee. 
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6.8.3. Once benefits under the Act begin, the Village will continue to pay the injured full- 

time employee's salary and benefits for thirty (30) working days from the date of the 

job-related injury. A ny Worker's Compensation benefits or insurance payments 

received by the employee shall revert to the Village during the time for which 

continuing compensation is paid. 

 

6.8.4. Classified Service Employees in the Police and Fire Departments are provided 

additional benefits under Illinois State Statutes. 

 

SECTION 6.9. GENERAL LEAVE OF ABSENCE 

 

Employees may submit a written request for a general unpaid leave of absence for personal 

matters. T he decision to grant such leave shall be at the sole discretion of the Village 

Administrator. Such leave may be requested for: 

 

6.9.1. The continuation of or completion of a pursuit of a degree for the purpose of training 

in subjects related to the work of the employee and which will benefit the Village. 

 

6.9.2. To recover their own health or attend to family illness. (See Family Leave Appendix 

B) 

 

6.9.3. Personal business which will require an employee's attention for an extended period, 

such as a settlement of an estate, liquidating a business, attending court as a witness 

on non-Village related cases, and for purposes other than the above that are deemed 

beneficial to the Village service. 

 

6.9.4. General Leave of Absence - Procedure 

 

A. Employees may submit a written request to their Department Head asking for a 

leave of absence without pay. The request shall be in writing, stating the reasons 

for the request, the date desired for the start of the leave and probable date of 

return. The request along with the written recommendation of the Department 

Head shall be forwarded to the Village Administrator for authorization. 

 

B. Authorization for such leave shall be within the sole discretion of the Village 

Administrator whose decision will be based upon the operational needs of the 

department, the work record of the individual and the reason for the request. 

 

C. An employee is required to exhaust available paid vacation and personal leave 

before unpaid general leave of absence is commenced. 

 

6.9.5. General Leave of Absence - Benefits 

 

A. For the remainder of the month during which a general leave begins, the Village 

will continue to provide group health insurance coverage under the same 

conditions as it did before the leave began. Subsequently, such insurance 
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coverage, if desired by the employee and otherwise available through the Village, 

shall be fully paid by the employee through the duration of the leave. 

 

B. With the exception of group health coverage, an employee is not entitled to accrue 

any other employment benefit while on a general leave (except as indicated in the 

Family Leave provisions of Appendix B). 

 

6.9.6. General Leave of Absence - Duration 

 

A general leave of absence may be granted for up t o twelve (12) workweeks. 

Extensions may be granted for additional periods of up t o twelve (12) additional 

workweeks, not to exceed a total of twenty-four (24) workweeks. 

 

6.9.7. General Leave of Absence - Return to Duty 

 

A. A return date shall be agreed to by the employee and the Village Administrator at 

the time the general leave is granted. Generally, this will be the probable return 

date specified in the employee's application. 

 

B. An employee may request an extension of the general leave by making 

application to the Village in the same manner as on or iginal application. 

Provided, such extension may not be granted in excess of the limit set forth in 

Section 6.2.6. 

 

C. An employee returning from a general leave on the agreed upon return date will 

be placed in the employment position held before the leave began, if the 

employment position is vacant. If the former employment position is not vacant, 

the employee may be returned to the most equivalent and available employment 

position with the Village for which the employee is qualified. The employee may 

transfer to his or her former employment position if and when it becomes 

available if he or she remains qualified. 

 

D. Prior to reinstatement after a general leave of absence for an illness, an employee 

must present to the Department Head or Village Administrator a physician's 

written statement certifying that the employee is capable of returning to work and 

performing, either with or without reasonable accommodations, the essential 

functions of the employment position involved. The Village may also require a 

fitness for duty report from a licensed physician of the Village’s choosing. 

 

6.9.8. General Leave of Absence - Resignation 

 

An employee who fails to return from a general leave on the designated return date, 

either as originally agreed or as extended, shall be considered as having abandoned 

and resigned their employment position with the Village. 
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CHAPTER 7. ADMINISTRATIVE POLICIES 

 

SECTION 7.1. ANTI-HARASSMENT POLICY 

 

7.1.1 Purpose 

The Village is committed to maintaining an environment free from discrimination and 

harassment. In keeping with this commitment, we will not tolerate any form of 

harassment that violates this policy. This policy forbids harassment by any employee, 

supervisor, elected official, vendor, client, customer or other person, against any 

employee or third party. 

 

7.1.2 Prohibited Conduct 

Harassment consists of discriminatory employment action and any unwelcome 

conduct, whether verbal, physical, or visual, that is based upon a person’s protected 

status, including race, age, genetic information, sex, sexual orientation, color, 

religious affiliation, political preference, national origin, disability, ancestry, marital 

status, status as a Civil Partner, unfavorable discharge from the military (except 

dishonorable), or other protected status under applicable law. The Village will not 

tolerate harassing conduct that results in tangible employment action that interferes 

unreasonably with an individual’s work performance, or that creates an intimidating, 

hostile or offensive work environment. 

 

The conduct forbidden by this policy specifically includes, but is not limited to: 

• Bullying, causing mental distress, epithets, slurs, negative stereotyping, 

threatening or intimidating acts that are based on a person’s protected status; 
and 

• Written or graphic material circulated, available on the Village’s computer 
system, or posted or distributed within the workplace that is obscene, hostile 

or derogatory toward a person or persons because of their protected status. 

 

Even where the conduct is not sufficiently severe or pervasive to constitute actionable 

harassment, the Village discourages any such conduct in the workplace and such 

conduct may serve as the basis for disciplinary action under the Village’s policies. 

 

7.1.3 Sexual Harassment 

This policy forbids harassment based on gender regardless of whether the offensive 

conduct is sexual in nature and regardless of whether the individual being harassed is 

of the same or different gender. 

 

Unwelcome sexual advances, requests for sexual favors, or other verbal or physical 

conduct based on sex constitute sexual harassment when (1) submission to the 

conduct is an explicit or implicit term of employment, (2) submission to or rejection 

of the conduct is used as a basis for an employment decision affecting an individual 

(tangible employment action), or (3) conduct has the purpose or effect of substantially 

interfering with an individual’s work performance or creating an intimidating, hostile 

or offensive working environment. 
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This policy forbids any unwelcome or harassing conduct based on gender regardless 

of whether it rises to the level of a legal violation. 

 

The Village considers the following conduct to represent, but are not limited to, some 

of the types of acts that violate this policy: 

 

• Physical assaults of a sexual nature included but not limited to rape, sexual 

battery or molestation, intentional physical conduct which is sexual in nature, 
such as touching, pinching, patting, grabbing, etc. 

• Unwanted sexual advances, propositions or other sexual comments including, 

but not limited to sexually oriented gestures, noises, remarks, and jokes, 

sexual innuendo or suggestive comments, or verbal abuse of a sexual nature. 

Also included are preferential treatment and promises of a preferential 

treatment to an employee for submitting to sexual conduct. 

• Sexual or discriminatory displays or publications anywhere in the Village’s 

work place by Village employees including but not limited to pictures, 

posters, calendars, graffiti, objects, reading materials, or other materials that 

are sexually suggestive, demeaning or pornographic. 

 

7.1.4 Employee Responsibility 

Everyone at the Village can help assure that our workplace is free from prohibited 

discrimination or harassment. Every employee is expected to refrain from any 

behavior or conduct that could reasonably be interpreted as prohibited harassment. 

 

7.1.5 Reporting Complaints of Harassment 

In the event an employee believes he or she has been confronted by or has witnessed 

an act of harassment, it is the employee’s responsibility to immediately report such 

action to the employee’s Supervisor, Department Head, Assistant Village 

Administrator, Village Administrator or Village Attorney. These are the individuals 

who are authorized by this policy to receive and act upon complaints of harassment or 

discrimination on be half of the Village. This policy does not require reporting 

harassment or discrimination to any individual who is the source of the harassing or 

discriminatory conduct. 

 

7.1.6 Village Response 

Once the Supervisor, Department Head, Assistant Village Administrator, or Village 

Attorney receives a complaint, it shall be their responsibility to notify the Village 

Administrator on the date of the alleged occurrence if reasonably possible, or on the 

next business day. All complaints will be taken seriously and given a high priority. 

The Village Administrator will direct that an investigation be conducted and the 

nature of such investigation will depend on the circumstances of the complaint. The 

Village may put reasonable interim measures in place, such as a leave of absence or a 

transfer, to diminish the potential for further harassment while the investigation takes 

place. The Village will take further appropriate action once the complaints have been 

thoroughly investigated. That action may be a conclusion that a violation occurred, as 

explained immediately below. The Village might also conclude, depending on the 

circumstances, either that no violation of policy occurred or that the Village cannot 

conclude whether or not a violation occurred. 
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If an investigation reveals that a violation of this policy or other inappropriate  

conduct has occurred then the Village will take corrective action, including discipline 

up to and including dismissal, as is appropriate under the circumstances, regardless of 

the job positions of the parties involved. The Village may discipline an employee for 

any inappropriate conduct discovered in investigating reports made under this policy, 

regardless of whether the conduct amounts to a violation of law. If the person who 

engaged in harassment is not employed by the Village, then the Village will take 

whatever corrective action is reasonable and appropriate under the circumstances. 

 

7.1.7 Federal and State Remedies 

The Village prefers to resolve any complaints regarding unlawful harassment or 

discrimination in violation of this policy internally, but also recognizes the 

employee’s right to file administrative claims with the following Federal and State 

Agencies: 

 

1. United States Equal Employment Opportunity Commission 

500 W. Madison Street, Suite 2800 

Chicago, IL 60661 

312-353-2713 

Charges must be filed within 300 days of the incident. 

 

2. State of Illinois Department of Human Rights (IDHR) 

100 W. Randolph, 10th Floor 

Chicago, IL 60601 

312-814-6200 

Charges must be filed within 300 days of the incident. 

 

7.1.8 Policy Against Retaliation 

The Village forbids that any employee treat any other employee or former employee 

or applicant adversely for reporting harassment, for assisting another employee or 

applicant in making a complaint, for cooperating in a harassment investigation, or for 

filing an administrative claim with the EEOC or a state governmental agency. All 

employees who experience or witness any conduct they believe to be retaliatory 

should immediately follow the complaint procedures stated above. 

 

7.1.9 Confidentiality 

In investigating and in imposing any discipline, the Village will attempt to preserve 

confidentiality to the extent that the needs of the situation permit. 

 

SECTION 7.2. BLOODBORNE PATHOGEN 

 

To comply with the OSHA Bloodborne Pathogens Standards, the Village has implemented an 

Exposure Control Plan as summarized in the Safety Manual. T he purpose of the Bloodborne 

Pathogens Standards is to reduce occupational exposure to Hepatitis B Virus (HBV), Human 

Immunodeficiency Virus (HIV) and other Bloodborne Pathogens that employees may encounter 

within the workplace. 
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The objective of the Exposure Control Plan is to: (1) protect employees from the health hazards 

associated with bloodborne pathogens; and (2) provide appropriate treatment and counseling 

should an employee be exposed to bloodborne pathogens. Details of the plan are contained in a 

separate document. 

 

SECTION 7.3 COMMUNICATION POLICY 

 

The Village herein sets forth procedures regarding the use of the Village’s phone, computer and 

electronic communications systems. These systems include, but are not limited to, telephone, 

cellular telephones, e-mail, voice mail, FAX communications, computers and the Internet. These 

systems are to be used in a generally accepted, appropriate, professional, business-like manner. 

 

7.3.1 Ownership & Privacy 

 

The Village’s communications systems and all information stored on them are the 

Village’s property. All information and messages that are created, sent, received, 

accessed or stored through these systems constitute Village records. These records, 

including e-mail and voice mail, while they may be considered private and confidential, 

may in fact be subject to disclosure pursuant to the Freedom of Information Act and may 

also be subpoenaed the same as paper records. There should be no expectation of privacy 

regarding any electronic communication created on the Village’s systems. Employees 

should not construe the use of passwords as creating an expectation of privacy. The 

Village reserves the right to monitor its communications systems and all information 

stored on them at any time, with or without notice and to the extent permitted by 

applicable state and federal law, to ensure that such systems are being used in a manner 

consistent with the Village’s business interests. 

 

In particular, highly confidential or sensitive information should not be sent through e- 

mail. The Village reserves the right to keep an employee’s e-mail address and associated 

messages active for a reasonable period of time following an employee’s departure from 

the Village to ensure that important business communications reach the Village. 

 

7.3.2 Prohibited Activities 

 

1. The Village prohibits the use of its electronic communications systems to 

communicate defamatory, offensive, harassing, disruptive or derogatory material or 

comments. 

 

2. Employees may not access the operating system of program files of any Village 

owned computer terminal or network without authorization by the Assistant Village 

Administrator. 

 

3. Employees may not upload, download, copy, receive or otherwise transmit any illegal 

information or materials. 

 

4. Employees shall not provide access or use of the Village’s electronic communication 

systems to any unauthorized party. 
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5. Unless specifically authorized, no phone s, computers, monitors, printers or 

accessories will be removed from any Village facility. 

 

6. No non-Village media (diskettes, tapes, CD’s etc.) will be introduced to the network 

or to a personal computer without prior testing and approval by the Assistant Village 

Administrator. 

 

7. No software will be installed on a ny computer without first obtaining the proper 

licenses and authorization of the Assistant Village Administrator. The department 

must maintain documentation for all software licenses. 

 

7.3.3 E-Mail and Internet Use 

 

The Village provides e-mail and Internet access to its employees to assist and facilitate 

business communication and to improve customer service. When an employee is using e- 

mail or conducting business on t he Internet, the employee is representing the Village. 

Because of the ability of an Internet site to gather information about its contacts and 

because of the potential for viruses to spread throughout the network, it is imperative that 

all actions and communications be conducted in a safe, courteous and ethical manner. 

 

1. With respect to e-mail and Internet confidentiality, the Village reserves the right to 

monitor all messages and sites visited, with or without notice to employees. The use 

of a system log-on or password should not convey an expectation of privacy. 

 

2. Official records communicated via e-mail must be retained as long as needed for 

ongoing operations, audit, legal proceedings, research, or other known purpose. 

Generally records transmitted through e-mail systems will have the same retention 

period as those in other formats as required by applicable law. Transitory message 

and reference copies not requiring long-term retention must be deleted in a timely 

manner. 

 

3. Reading, altering, or deleting another person’s e-mail or computer files without 

specific authorization of the Department Head is prohibited. 

 

4. The use of e-mail or the Internet for any illegal or unethical activities, or for any 

activity that could adversely affect the Village or its employees is prohibited. With 

regard to viruses, it is strongly suggested that an employee not open any attachments 

to any e-mail, unless he/she is sure he/she knows the sender. Caution should also be 

taken in downloading files from Internet sites. The Village has taken precautions to 

alleviate the threat of viruses; the server and each PC have anti-virus software. The 

software is periodically updated. Under no c ircumstances is this software to be 

disconnected. 

 

If a virus from any source is detected, notify the Assistant Village Administrator 

immediately. 

 

5. Employees transmitting obscene or harassing messages or using derogatory language 

in an e-mail message will be subject to the same disciplinary measures as if the 
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remarks were made in any other manner. Further, the Internet shall not be used for 

any illegal, improper, unprofessional or illicit purpose, e.g. intentionally accessing 

sites that deal with pornographic or offensive material, gambling, etc. Intentional 

misuse may subject the user to disciplinary action up t o an including dismissal. 

(Police criminal investigations that require access to special Internet services are 

exempt from this section.) 

 

Incidental personal and non-business related use of the Internet and e-mail may be 

permitted within reasonable limits, so long as it d oes not interfere with the 

employee’s job performance as determined by the Department Head. 

 

6. Resources of any kind for which there is a fee must not be accessed or downloaded 

with prior approval of a supervisor. 

 

7. During non-work hours, employees that are not exempt from the Wage and Hour 

provisions of the Fair Labor Standards Act (FLSA) are prohibited from using Village 

email. 

 

SECTION 7.4 . DRIVER'S LICENSE VERIFICATION 

 

All employees occupying positions which require the operation of a Village vehicle or personal 

vehicle for Village business, shall be required to supply their driver's license number to their 

Department Head for verification on an annual basis. If an employee uses his/her personal 

vehicle for Village business, proof of insurance may be required. 

 

Employees required to have a Commercial Driver’s License (CDL) may be randomly required to 

verify the status of their CDL between annual verifications. 

 

Any employee who drives a Village vehicle or whose job duties require the use of a vehicle and 

a valid driver’s license must notify his or her Department Head immediately if their driver’s 

license becomes invalid for whatever reason; failure to do so may result in discipline up to and 

including dismissal. 

 

SECTION 7.5. DRUG FREE WORKPLACE POLICY 

 

The Village is committed to maintaining a work place that is free from the effects of drug and 

alcohol use. To promote this goal, employees are required to report to work in appropriate 

mental and physical condition to perform their jobs in a satisfactory manner. 

 

In accordance with the Federal Drug-Free Work Place Act of 1988, Village employees shall not 

manufacture, distribute, dispense, possess or use illicit drugs, unauthorized prescription drugs, 

alcohol or controlled substances on t he premises of any Village building or facility (unless 

authorized), in Village-owned vehicles, or during work hours. Likewise, employees also are 

prohibited from being under the influence of illegal drugs, controlled substances, unauthorized 

prescription drugs or alcohol on t he premises of any Village building or facility (unless 

authorized), in Village-owned vehicles, or during work hours. Compliance with this policy is a 

condition of employment. Sanctions for violation of this policy extend to and include dismissal 

and referral for prosecution consistent with applicable local, state and federal law. 
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This policy does not apply to the lawful use of prescription drugs under the supervision of a 

licensed healthcare professional and within the limits of a valid prescription. An employee who 

has been prescribed drugs or who is taking over-the-counter medications that come in containers 

with warnings about drowsiness or interference with the ability to operate machinery or drive 

safely, is required, however, to consult with his or her doctor or pharmacist about the 

medication’s effect on the employee’s ability to perform his or her job safely, and to immediately 

disclose to his or her supervisor any medication-related work restrictions. Employees should not, 

however, disclose the type of drugs they have been prescribed or the underlying medical 

conditions, impairments or disabilities unless specifically directed to do so by their doctors or 

asked to do so by the Village. 

 

It is the policy of the Village to conduct drug/alcohol testing where it has reason to believe that 

an employee may be under the influence of alcohol, illegal drugs or other controlled substances. 

In addition, any employee who is reasonably believed to have caused or contributed to an 

accident which resulted in personal injury requiring medical treatment away from the scene of 

the accident, which disabled a piece of equipment or at the discretion of the Supervisor following 

an accident shall be tested for alcohol, illegal drugs or other controlled substances. Further, 

employees employed in safety sensitive positions are subject to periodic or random testing. 

Employees subject to D.O.T. testing shall be tested in accordance with D.O.T. regulations in 

addition to the testing and discipline provisions of this policy. Refusal to submit to testing will 

result in disciplinary action, up to and including dismissal. 

 

As a condition of initial or continued employment, employees shall abide by the terms of this 

policy and shall notify the Village Administrator of any criminal drug statute conviction, guilty 

or nolo contendere plea for a violation no later than five days after such conviction or plea. 

 

For purposes of this policy, the term “controlled substance” means a controlled substance listed 

in the Illinois Controlled Substances Act (720 ILCS 570) or Cannabis Control Act (720 ILCS 

550) and substances listed in Schedules I through V of the Federal Controlled Substances Act 

(21 U.S.C. ' 812), as further defined by regulation at 21 CFR ' ' 1308.11 through 1308.15. Among 

other substances, it includes such illegal drugs as marijuana, cocaine, crack, PCP, heroin, 

morphine and LSD listed in schedules I through V of Section 202 of the Controlled Substances 

Act (21 USC ' 812.) For the purpose of determining whether the employee is under the influence 

of alcohol in violation of this policy, test results showing an alcohol concentration of .02 or more 

based upon the grams of alcohol per 100 millimeters of blood will be considered positive, and 

results showing an alcohol concentration of .0199 or less shall be considered negative. 

 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace 

should raise their concerns with the Village Administrator without fear of reprisal. 

 

SECTION 7.6 . GIFTS & GRATUITIES 

 

Employees of the Village must fully comply with provisions set forth in the Illinois State Gift 

Ban Act. A ny employee found to be in violation of the Illinois State Gift Ban Act shall be 

subject to disciplinary action up to and including dismissal. 
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7.6.1 Employees shall not solicit or accept, directly or indirectly, any gift, gratuity, 

favor, entertainment, hospitality, loan, or other tangible or intangible item of 

monetary value from any person, corporation or other organization who: 

 

A. Has, or is seeking to obtain, contractual or other business or financial relations 

with the Village. 

 

B. Conducts operation or activities that are regulated by the Village. 

 

C. Has outside interests that may be substantially affected by the individual's 

performance or non-performance as a Village official. 

 

D. Exceptions to the above would include: 

 

1. Acceptance of gifts or other items with monetary value where it is clear 

that there is an obvious family or personal relationship. 

 

2. Acceptance of any items from any one source during a calendar year 

having a cumulative total value of less than $100 (cash may not be 

accepted at anytime). 

 

3. Acceptance of loans from banks or other financial institutions on 

customary terms to finance proper and usual activities of employees. 

 

4. Acceptance of unsolicited advertising or promotional materials, such as 

pens, calendars, or other items of nominal intrinsic value. 

 

E. The gift ban provisions of the Illinois Officials and Employees Ethics Act to 

the extent they are more restrictive than above, shall control. The restrictions in 

this section 7.6.1 do not apply to gifts from persons or firms serving in the 

capacity as appointed or elected officers of the Village. 

 

7.6.2. Gifts to Superiors 

 

An employee shall not give a gift, nor solicit contributions from another employee 

for a gift, to an employee in a superior official position. A n employee in a 

superior official position shall not accept a gift presented as a contribution from 

employees receiving less salary than the supervisor. Exception would include a 

voluntary gift in a nominal amount made on a special occasion such as a holiday, 

marriage, birthdays, illness, or retirement. 

 

7.6.3. Reporting Gifts and Gratuities 

 

All gifts, gratuities, or other items of monetary value, except as excluded above, 

should be reported immediately upon receipt thereof to the employee's immediate 

supervisor. 
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SECTION 7.7 . JOB DESCRIPTIONS 

 

The Village Administrator has the authority to revise job descriptions as necessary and at any 

time. All aspects of the job description may be modified, revised, or deleted at any time. 

 

SECTION 7.8 MEDIA CONTACT 

 

The Village Administrator, Assistant Village Administrator and Department Heads shall be 

responsible for all official contacts with the news media during working hours, including 

answering of questions from the media. The Village Administrator and Department Heads may 

designate specific employees to give out procedural, factual or historical information on 

particular subjects or issues. 

 

SECTION 7.9. NO SOLICITATION 

 

Solicitation will not be permitted during working time or during non-working time in areas 

where it will disturb other employees who are working. Distribution or circulation of printed 

material by employees will not be permitted in work areas at any time. “Working time” refers to 

that portion of any work day during which an employee is supposed to be performing any actual 

job duties; it does not include other duty-free periods of time. Solicitation and distribution by 

non-employees in non-public areas of Village property is strictly prohibited. 
 

SECTION 7.10. OUTSIDE EMPLOYMENT 

 

Employees may engage in other employment outside of official duty hours providing that annual 

approval is secured from their Department Head after an annual written request is made by the 

employee. T he Village reserves the right to prohibit outside employment, where the outside 

employment: 

 

A. Is conducted on Village time. 

 

B. Interferes with working hours or overtime requirements of the employee's position. 

 

C. Involves the use of Village uniforms, facilities, equipment or supplies of any kind. 

 

D. Involves the use of official information not available to the public. 

 

E. May reasonably be construed by the public to be an official act of the Village, or that a 

conflict of interest exists. 

 

F. Reflects adversely upon the employee or the Village. 

 

G. Is in conflict with the employee's position with the Village. This shall include work 

which an employee would be expected to do as part of his/her normal duties; work 

requiring approval or review of the Village, or work which would tend to influence the 

exercise of improper judgment on any matter coming before the employee in the course 

of his/her Village employment. 
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SECTION 7.11. PECUNIARY INTERESTS 

 

It is the intention of the Village to avoid any and all business and financial transactions where 

there may be a possible conflict of interest. Therefore, it is the policy of the Village that no 

employee shall have a financial interest, direct or indirect, in any contract with the Village, or be 

financially interested, directly or indirectly, in the sale to or by the Village of land, materials, 

supplies, or services, except on behalf of the Village as an employee. 

 

SECTION 7.12 PERFORMANCE EVALUATION 

 

All employees will have their performance evaluated no less frequently than on an annual basis 

in accordance with the Village’s Performance Evaluation Plan for the purpose of providing 

positive and constructive feedback on the employee’s performance over the past year. 

 

1. In addition to the annual formal evaluation, the supervisor or Department Head is 

encouraged to conduct informal evaluations and observations of an employee’s job 

performance at any time and by any means deemed appropriate. 

 

2. The Supervisor may require the employee to complete a self-evaluation and submit this 

to the supervisor prior to the supervisor drafting the written evaluation. 

 

3. Once the formal written evaluation has been completed by the employee’s supervisor, it 

must be submitted to the Department Head who may add any written comments or adjust 

the evaluation as necessary. 

 

4. The supervisor and/or Department Head shall then meet with the employee in private, at 

which time the employee is encouraged to freely discuss the evaluation. 

 

5. Once the evaluation has been discussed with the employee, the employee shall 

acknowledge by written signature that the report has been discussed, and may add written 

comments if so desired. A copy of the evaluation will be given to the employee. 

 

6. After the employee signs the evaluation, it shall be submitted to the Assistant Village 

Administrator for placement in the employee’s personnel file. If the employee refuses to 

sign the evaluation, the document will be noted as such and placed in the employee’s 

personnel file. 

 

Performance evaluations are tied to a performance pay system as determined by the Village, 

except as provided for in existing collective bargaining agreements or memorandums of 

understanding. 

 

SECTION 7.13. PERSONAL VEHICLE USE & MILEAGE REIMBURSEMENT 

 

When an employee uses his/her personal vehicle in the course of conducting Village related 

business, the employee shall purchase and maintain a v ehicle insurance policy as necessary to 
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comply with the minimum insurance levels required by Section 7-601 of the Illinois Vehicle 

Code and all other applicable state and federal laws. 

 

Any employee utilizing his/her private vehicle for Village business as approved by the respective 

Department Head, shall be entitled to reimbursement in accordance with the Internal Revenue 

Service's established rate. 

 

SECTION 7.14 PERSONNEL FILES 

 

An employee’s personnel and medical files shall be maintained and made available to the 

employee in accordance with applicable State and Federal laws. 

 

1. An employee may inspect his or her personnel record relating to the employee’s 

qualifications for employment, promotion, transfer, additional compensation, discharge or 

other disciplinary action upon written request to the Assistant Village Administrator. An 

employee may designate another representative to inspect his or her personnel documents 

provided such request is made in writing and is approved by the Assistant Village 

Administrator. 

 

2. The Assistant Village Administrator will determine an acceptable place and time 

when access to the employee's personnel record will be facilitated, and will provide the 

employee with the inspection opportunity within seven (7) working days from the time the 

employee makes the written request. 

 

3. In the event the employee does not agree with information contained in the 

personnel records, the employee may submit a written statement to the Assistant Village 

Administrator to be attached to the disputed record or document in the personnel file. 

 

4. Upon written request, the Village will copy personnel documents requested by the 

employee. Such request must specifically designate which documents are to be copied. 

 

5. The right of inspection does not apply to various types of documents maintained by 

the Village as set forth by statute, including but not limited to: 

 

a. Letters of reference 

 

b. Tests (except cumulative test score) 

 

c. Personal information about any other person where disclosure is an 

unwarranted invasion of privacy 

 

d. Records concerning any other pending claim by the employee which may be 

discovered in a judicial proceeding 

 

e. Investigatory or security records (unless and until adverse personnel action is 

taken based on such information) 

 

f. Materials relating to “staff  planning” such as documents  relating (or 
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potentially relating) to more than one employee concerning the development, 

expansion, goals or plans of the Village or any of its departments. However, if such 

materials are used to determine an employee’s  qualifications for employment, 

promotion, additional compensation, transfer, discipline or discharge, they will be 

produced. 

 

The Village will only release the following information from the employee's personnel file: position 

title, salary confirmation and dates of employment except under the following circumstances: 

 

1. When the employee has specifically authorized in writing the release of 

information; 

 

2. When the Village is legally obligated to provide the information; 

 

3. When information is needed to provide information to agencies which are or 

may be providing health benefits to employees when disclosure is authorized under 

the Village’s HIPAA policy. 

 

SECTION 7.15. POLITICAL ACTIVITY 

 

All employees are urged to exercise their individual right to vote as citizens. No employee may 

use his or her official position to coerce, influence or inhibit others in the free exercise of their 

political rights. N o employee shall engage in political activities during working hours, or on 

duty, or while wearing or utilizing any equipment, wearing apparel or supplies owned or 

provided by the Village. 

 

SECTION 7.16. SAFETY 

 

Each employee is required, as a condition of employment and continued employment, to develop 

and exercise safe work habits in the course of their employment, to prevent injuries to 

themselves, their fellow employees and to conserve Village property and equipment. In addition, 

all employees are required to bring any unsafe working conditions to the attention of the Village. 

Failure to maintain an appropriately safe working environment may be grounds for discipline up 

to and including dismissal. 

 

All employees are required to review and become familiar with the policies and procedures 

outlined in the Village Safety Manual. 

 

SECTION 7.17. SMOKE FREE ENVIRONMENT POLICY 

 

The Village has designated the Village Hall, the Police Department, the Public Works Garage, 

the Water Pumping Station, the Fire Station, within 15 feet of all public building entrances, and 

all Village owned vehicles as smoke free areas. 
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SECTION 7.18. TOXIC SUBSTANCES INFORMATION 

 

7.18.1. In accordance with the Toxic Substance Disclosure to Employees Act, 820 ILCS 

255/1, et. seq. the Village will require all suppliers to identify whether any 

substances, mixtures, or compounds purchased and used by the Village are 

considered a "toxic substance" as determined by the Illinois Department of Labor. 

 

7.18.2. In accordance with the Toxic Substances Disclosure Act, the Village will attempt 

to insure that all employees receive the necessary information concerning the 

nature of any toxic substances with which the employee must work, and full 

information concerning the known and suspected health hazards of such toxic 

substances. Annual training will be provided for effected employees. 

 

7.18.3. Employees will be given personal instruction with respect to methods of material 

handling for each toxic substance to which the employee will be exposed in the 

normal course of his/her employment. T he Village will require that every 

supplier provide a "Material Safety Data Sheet (MSDS)" on each toxic substance, 

which the Village may purchase and use. Employees will receive education and 

training information with respect to all toxic substances to which the employee is 

routinely exposed including methods in material handling, MSDS information, 

and a summary of employee rights under the Toxic Substances Disclosure to 

Employees Act. 

 

7.18.4. Any employee (or the employee’s doctor or representative) may obtain a copy of 

an MSDS by written request to the employee's immediate supervisor, who will 

then forward the request to the Department Head. The Village will provide the 

employee with a copy of the MSDS, and if the Village does not possess the 

requested MSDS, the employee will be so notified and a written request from the 

respective department will be submitted to the seller of the toxic substance within 

ten (10) days. If the seller fails to provide the Village with an MSDS within thirty 

(30) days, the Village Administrator's Office will file a complaint with the Illinois 

Department of Labor, and a copy of the complaint will be provided to the 

employee originally requesting the MSDS. T he Village Administrator's Office 

shall forward the MSDS to the requesting employee within ten (10) days of 

receiving it from the seller of the substance. 

 

7.18.5. In accordance with the Act, the employee may not refuse to work with a toxic 

substance if the Village makes a good faith effort to provide a Material Safety 

Data Sheet to the employee within the time limits and process as specified in the 

Act. 

 

SECTION 7.19. TRANSITIONAL DUTY 

 

Employees who suffer an illness or injury on or off duty and who cannot perform all the required 

and normal tasks of their position may be placed on transitional duty. 

 

The Village may require an employee who is on sick leave or Worker’s Compensation leave to 

return to work in an available transitional duty assignment. 
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7.19.1. The determination as to whether an employee will be assigned transitional duty shall 

be made by the Department Head upon consultation with the Assistant Village 

Administrator. A Personnel Status Form documenting the transitional duty 

assignment must be completed and forwarded to the Assistant Village Administrator 

for placement in the employee’s personnel file. 

 

7.19.2. Under no circumstances will an employee perform transitional duty without a written 

medical opinion from a physician stating that the employee is able to perform 

transitional duty without significant risk that such transitional duty work would 

aggravate the employee’s condition. 

 

7.19.3. Nothing in this policy shall be construed to require the Village to create transitional 

duty assignments for an employee. Employees will only be assigned to transitional 

duty assignments when the Village determines that transitional duty work exists, 

Village operations permit and that there is a reasonable expectation that the employee 

will return to full duty. 

 

SECTION 7.20 TRAVEL AND CONFERENCE POLICY 

 

Approval of any travel or conference request is conditioned upon the availability of funds in the 

appropriate department budget. In general, no more than one national and one state conference 

may be authorized for any Department Head in any fiscal year. 

 

Employees attending a training seminar or conference must first complete a Travel and 

Training/Conference Expense Report available from the Department Head or Finance 

Director/Treasurer. 

 

7.20.1 The Village may assume the reasonable cost of registration, lodging, meals, 

travel, and other incidental expenses for any approved training activity. 

 

A. Reimbursement of lodging expenses shall be for a single room rate. 

Reimbursement of travel expenses shall be for the means of travel that is the 

least expensive and/or most practical. 

 

B. Reimbursement of meal expenses shall be limited to $50.00 per day (no more 

than $20 per meal), including gratuity. Gratuity will be reimbursed up to 20% 

of the total bill for each meal. 

 

C. When attending a training seminar/conference which requires the use of the 

employee's personal vehicle, the employee shall be reimbursed at the mileage 

rate in accordance with the Internal Revenue Service's established rate. 

 

SECTION 7.21 UNIFORMS & APPEARANCE FOR WORK 

 

Uniforms may be provided in accordance with Departmental Rules and Regulations. Employees 

are prohibited from wearing Village issued clothing for personal use. Upon separation from the 

Village, the employee is required to return Village issued uniforms. 
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Employees are expected to be well groomed, free of offensive odors and dressed in a manner 

suitable to their responsibilities and position. An employee’s appearance must be business 

appropriate. Department Heads may establish individual department dress and appearance 

policies. When uniforms are furnished, they must be kept clean and neat, and must be worn 

while performing duties for the Village. When safety equipment is issued to employees, it is 

mandatory that it be worn and/or used in the manner prescribed when performing tasks for which 

such equipment is provided. 

 

SECTION 7.22. VILLAGE VEHICLE USE 

 

Village vehicles shall be used in accordance with applicable local, state and federal laws as well 

as Village and department policies and procedures. In general, a Village vehicle may not be 

driven outside of River Forest without the approval of the Department Head. 

 

Unless otherwise approved, Village vehicles shall not be used for an employee’s personal use. 

Employees are responsible for the care and conservation of Village vehicles. 

Employees shall be free from the odor and influence of alcohol, and the influence of drugs at all 

times while driving a Village vehicle. 

 

Employees shall not use a cellular phone, tablet or any other kind of electronic device while 

operating a Village vehicle. To use such a device, the vehicle must be turned off or pulled to the 

side of the road, with hazard lights flashing, and placed in park. 

 

Certain authorized Department Heads and Deputy Chiefs are granted use of a Village vehicle. 

All other Village owned vehicles shall be limited to official business with no other employee 

being authorized daily portal to portal or personal use, unless, during the course of and as a result 

of the necessity of official business as authorized by the Department Head and Village 

Administrator or during the course of serving as an acting Department Head. 

 

SECTION 7.23 CONCEALED CARRY AND WEAPONS-FREE WORKPLACE POLICY 

(REV. 2-14) 

 

1. Public Act 98-0063 created a new “Firearm Concealed Carry Act” and also 

amended other portions of many other statutes, creating a system whereby Illinois 

residents can apply for and receive a license to carry concealed firearms. The purpose 

of this policy is to comply with Public Act 98-0063, promote the objectives of the 

Village’s Workplace Violence Policy, and to protect Village employees’ and residents’ 

safety and welfare. 

 

2. For purposes of this policy: 

 

a. “Firearm” means any handgun, rifle, shotgun or any other type of “firearm” 

as that term is defined by the Federal Government. 
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b. “Dangerous weapon” means any type of hazardous device or substance, 

dangerous knife (such as switchblade or ballistic knives), bludgeon or other 

weapon whose possession is a criminal offense under the State of Illinois 

Criminal Code. 

 

It is the policy of the Village that all property, buildings or portions of buildings, as well as 

Village vehicles, owned or under the control of the Village are designated as “Prohibited Areas” 

for concealed carry licensees to carry firearms or dangerous weapons of any type, concealed or 

unconcealed. All Prohibited Areas that are buildings must clearly and conspicuously display a 

4”x6” sign on the premises, which states that concealed firearms are prohibited. Signs shall be in 

accordance with the design approved by the Illinois State Police. The Village Administrator, or 

his designee, shall determine placement of these signs at all building and restricted parking area 

entrances. The Village Administrator, or his designee, shall be responsible for the placement and 

maintenance of the signage. 

 

3. All Village employees, except as exempted below, including contract and 

temporary employees, regardless of whether they are licensed under Illinois law, are 

strictly prohibited from carrying any firearm or dangerous weapon into any Prohibited 

Area. 

 

4. Village employees, except as exempted below, including contract and temporary 

employees, regardless of whether they are licenses under Illinois law, are strictly 

prohibited from possessing or carrying firearms or dangerous weapons while acting 

within the course of their employment, whether or not they are on Village property. 

 

5. A firearm may be transported into a parking area within an employee’s personal 

vehicle if the firearm and its ammunition remain locked in a case out of plain view 

within the parked vehicle. “Case” is defined as a glove compartment or console that 

completely encases the firearm and its ammunition, the trunk of the vehicle or a firearm 

carrying box, shipping box or other container. The firearm may only be removed for the 

limited purpose of storage or retrieval from within the trunk of the vehicle. A 

dangerous weapon or firearm must first be unloaded before removal from the vehicle. 

All employees who are storing their firearm in their personal vehicle, pursuant to 

Illinois law, must inform Village Administrator of the location that their vehicle is 

parked. 

 

6. Exempt employees – This policy does not apply to Sworn Village of River Forest 

Police to the extent that their duties require them to carry a firearm. 

 

7. Any employee found to have carried a dangerous weapon or firearm onto a 

Prohibited Area knowingly, or found to be carrying a dangerous weapon or firearm 

under circumstances in which the employee should have known that he or she was in 

possession of a dangerous weapon or firearm, may be subject to discipline up to and 

including, but not limited to, immediate termination of employment, subject to such 

other employment rules or regulations as may be applicable. 

 

8. Any individual visiting or conducting business on Village property found to have 

carried a dangerous weapon or firearm into a Prohibited Area knowingly, or under 
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circumstances in which the person should have known that he or she was in possession 

of a dangerous weapon or firearm, may be banned from Village property. 

 

9. Any individual found to have carried a dangerous weapon or firearm into a 

Prohibited Area knowingly, or found to be carrying a dangerous weapon or firearm 

under circumstances in which the individual should have known that he or she was in 

possession of a dangerous weapon or firearm, may be subject to administrative action 

by the Village and possible arrest and prosecution. Violations of this Policy may result 

in referrals to external law enforcement agencies. 

 

Employees who have a question about this policy, or who suspect an individual 

has acted or is acting in violation of this policy, are required to notify the Police 

Chief immediately. 

 

SECTION 7.24 WORKPLACE INSPECTION POLICY 

 

The Village wishes to maintain a work environment that is free of illegal drugs, alcohol, 

unauthorized firearms, weapons, explosives, or any material whose possession is illegal under 

federal or state law. To this end, the Village prohibits the possession, sale, transfer or use of  

such materials on its premises or in Village vehicles. The Village requires the cooperation of all 

employees in administering this policy. 
 

Desks, cabinets, file drawers, file boxes, computer files, lockers and other storage devices may 

be provided for your convenience but remain the sole property of the Village. Accordingly, they, 

as well as any articles found within them, can be inspected by any agent or representative of the 

Village at any time, with or without prior notice. If you refuse to submit to a search or are found 

in possession of prohibited articles you will be subject to disciplinary action, up to and including 

dismissal. 
 

SECTION 7.25 WORKPLACE VIOLENCE POLICY 

 

It is the objective of the Village to ensure the safety and well being of its workforce and the 

persons with whom the Village does business. Therefore, the Village has established a zero 

tolerance policy for any violent acts or threats directed by or towards any Village employee. 

 

7.25.1 The Village endeavors to provide a safe workplace for all of its employees and 

individuals doing business with the Village. All employees should review and 

understand all provisions of this workplace violence policy to encourage a safe 

workplace and to reduce the risk of violence. 

 

7.25.2 Prohibited Conduct 

 

The Village does not tolerate any type of workplace violence committed by or against 

employees or other individuals. Employees are prohibited from making threats or 

engaging in violent activities or threatening behavior. 

 

This list of behaviors while not inclusive, provides examples of conduct that is 

prohibited: 
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1. Causing physical injury to another person; 

 

2. Making threatening remarks; 

 

3. Aggressive or hostile behavior that creates a reasonable fear of injury to another 

person or subjects another individual to emotional distress; 

 

4. Intentionally damaging employer property or property of another employee; 

 

5. Possession of a firearm or weapon in violation of Section 7.23. 

 

7.25.3 Reporting Procedures 

Any potentially dangerous situation or behavior must be reported immediately to a 

Supervisor, Department Head, the Assistant Village Administrator or the Village 

Administrator. The behavior may also be reported to law enforcement personnel. 

Reports or incidents warranting confidentiality will be handled appropriately and 

information will be disclosed to others only on a need-to know basis. All parties 

involved in a situation will be counseled and the results of investigations will be 

discussed with them. The Village will actively intervene at any indication of a 

possibly hostile or violent situation. 

 

7.25.4 Hiring 

The Village takes reasonable measures to conduct background investigations to 

review candidate’s backgrounds and reduce the risk of hiring individuals with a 

history of violent behavior. 

 

7.25.5 Individual Situations 

While we do not expect employees to be skilled at identifying potentially dangerous 

persons, employees are expected to exercise good j udgment and to immediately 

inform their Department Head, the Assistant Village Administrator or the Village 

Administrator if any employee exhibits behavior that could be a sign of potentially 

dangerous situations. Such behavior includes: 

 

1. Discussing the inappropriate use of weapons or bringing weapons to the 

workplace except as the weapon relates directly to the person’s job; 

 

2. Displaying overt signs of extreme stress, resentment, hostility or anger; 

 

3. Making threatening remarks; 

 

4. Sudden or significant deterioration of performance; 

 

5. Displaying irrational or inappropriate behavior. 

 

7.25.6 Employees at Risk 

Any employee who reasonably believes he/she may be at risk for becoming a victim 

of violence because of the nature of his/her job or because he/she is subject to 
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harassment, violence or threats from any person should advise their department head 

of their concern. 

 

7.25.7 Dangerous/Emergency Situations 

Employees, other than sworn police officers, who confront or encounter an armed or 

dangerous person, should not attempt to challenge or disarm the individual. If a 

Supervisor can be safely notified of the need for assistance without endangering the 

safety of the employee or others, such notice should be given. 

 

7.25.8 Enforcement 

Threats, threatening conduct, or any other acts of aggression or violence in the 

workplace will not be tolerated. Any employee determined to have committed such 

acts will be subject to disciplinary action, up t o and including dismissal. Non- 

employees engaged in violent acts on the employer’s premises will be reported to the 

proper authorities and fully prosecuted. 
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CHAPTER 8. DISCIPLINARY AND SEPARATION ACTION 

 

SECTION 8.1. DISCIPLINE 

 

It shall be the duty of all employees to maintain high standards of conduct, cooperation, 

efficiency, and economy in their work for the Village. Department Heads and Supervisors shall 

organize and direct the work of their units in a manner calculated to achieve these objectives. 

 
 

In most cases, disciplinary action will ordinarily be of a progressive nature. Repeated violations 

of the same rule, violations of more than one rule in a single act, violations of different rules at 

different times, and aggravating circumstances, may be examples for accelerated or compounded 

disciplinary action. Moreover, certain types of offenses may result in immediate dismissal. 

 

This section shall not limit the ability of the Village to take actions, including immediate 

dismissal or suspension, for any reason it deems appropriate. Unless otherwise set forth under a 

written contract of employment or unless provided otherwise by the Board of Fire and Police 

Commissioners, employees are employed at-will and may be subject to dismissal with or without 

cause at any time at the sole discretion of the Village. 

 

8.1.1. EXAMPLES FOR DISCIPLINARY ACTION 

 

The following is a partial list of conduct that is prohibited and will not be tolerated. 

The illustrations of offenses listed are not intended as a complete inventory of what 

can occur in the work environment, but they are to serve as a guide in determining 

appropriate reasons for disciplinary action. 

 

A. Unsatisfactory work performance as determined by the employee’s Department 

Head and/or supervisor and as communicated to the employee through formal and 

informal evaluation including incompetency, negligence, or inefficiency in the 

performance of assigned duties. 

 

B. Abusive or offensive in attitude, conduct or language in a public place, towards 

the public, Village officials, or other employees, or abusive in conduct resulting in 

physical harm or injury to other employees or to the public, either on or off duty. 

 

C. Violation of any regulation, order or rule, or failure to obey any lawful direction 

given by a superior. 

 

D. Involvement in preventable accidents involving bodily injury or damage to 

equipment or damage to property. 

 

E. Accepting for personal use a gift, fee or other valuable thing which would be in 

conflict with the Section 7.6, Gifts and Gratuities, of this manual. 

 

F. Harassment of another employee as defined in Section 7.1 of this manual. 
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G. Conviction of a criminal offense while employed by the Village or having been 

engaged in or engaging in criminal conduct either on or off duty. 

 

H. Damage to public property or waste of public supplies or money through 

carelessness, negligence, or willful misconduct. 

 

I. Absence without leave, for a period of three (3) days, or failure to report to work 

after an authorized leave of absence has expired or has been revoked or canceled 

by the employee’s superior. 

 

J. Excessive absenteeism or reporting late for work. 

 

K.  Having an antagonistic attitude towards an employee’s superiors or other 

employees, criticizing orders or policies issued and adopted, or acts so to interfere 

with proper cooperation of Village employees to the detriment of efficient public 

service. 

 

L. Possession or being under the influence of intoxicating liquor or drugs on Village 

property, or while operating Village equipment, or while performing the duties 

associated with the employee's position. 

 

M. False claim of disability due to sickness or injury. 

 

N. Theft, unauthorized possession or use of Village equipment, property, or material 

for one’s personal use or for any other inappropriate purpose. 

 

O. The threatened or attempted use of personal or political influence in securing 

promotion, leave of absence, transfer, change of pay or other character of work. 

 

P. Inducing or attempting to induce, an officer or employee of the Village to commit 

an unlawful act or to act in violation of any legal departmental or official 

regulation or order. 

 

Q. Falsification or alteration of time sheets, personnel records, employment 

application, reports, logs, falsely representing the quality/quantity of work 

performed, or any other Village records , or by assisting another employee in 

committing or concealing the aforementioned actions. 

 

R. Sleeping during working hours. 

 

S. Engaging in unauthorized personal business during work hours. 

 

T. Illegal or indecent conduct or behavior 

 

U. Insubordination, or, a failure or refusal to recognize or submit to the authority of a 

supervisor. 
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V. Use of sick leave under false pretenses or for purposes not consistent with the sick 

leave policy 

 

W. Engaging in any act that is deemed to endanger the safety, health or well being of 

another person, or that the consequences of the act cause or act to cause disruption 

of work or gross discredit to the Village. 

 

X. Intentional disclosure of the Village’s confidential information contrary to Village 

policies 

 

Y. Violation of any rule, policy, procedure or regulation. 

 

Z. Display of other misconduct comparable in seriousness to the offenses 

enumerated above 

 

8.1.2. Forms of Discipline 

 

This section lists possible disciplinary actions that may be utilized by the Village. This 

Section is not a limitation on the Village’s authority to impose any form of discipline that 

it determines to be appropriate in its sole discretion based upon the facts of any given 

situation. Also, this Section is not a guarantee that disciplinary actions will occur in any 

specified sequence or that one action must necessarily precede another. T he Village 

retains the right to discipline and dismiss an employee with or without cause or notice. 

 

Some forms of disciplinary action against certain employees of the Fire, Police and 

Public Works Departments are controlled by Collective Bargaining Agreements 

(“CBA”). If a conflict occurs between this section and the CBA, the disciplinary process 

agreed upon in the CBA terms shall control. 

 

A. Oral Warning/Employee Counseling 
 

When a less formal means of handling a disciplinary incident is warranted, the 

supervisor may consider an employee counseling session. This session should generally 

take the form of a meeting between the supervisor and employee and is intended to make 

the employee aware of the situation or trend in performance  or conduct that is 

unacceptable and which could result in further disciplinary action if continued or repeated. 

A Disciplinary Action Notice form will be completed and forwarded to the Assistant 

Village Administrator to be placed in the employee's personnel file, and a copy will be 

given to the employee. 

 

B. Written Reprimand 
 

When an increasing level of discipline is warranted, a written reprimand may be 

issued. The supervisor will meet with the employee to discuss the matter and afford an 

opportunity for the employee to respond. A Disciplinary Action Notice will be 

completed and forwarded to the Assistant Village Administrator to be placed in the 

employee's personnel file, and a copy will be given to the employee. 
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C. Demotion 
 

Demotions for disciplinary reasons may be necessary so that the employee, whose 

work has not been satisfactory, but who does not deserve dismissal, may be retained 

and assigned less responsible work. 

 

When a Department Head believes that a demotion is in order as a result of 

misconduct, poor quality of work, infraction of rules, or for other cause, the 

Department Head shall request that such action be taken by the Village  

Administrator. 

 

Demotions may only be applicable in certain circumstances. 

 

D. Suspension 

Any action on the part of any employee which is in violation of the orders of their 

supervisor or contrary to Departmental or Village rules, but not serious enough to 

warrant dismissal, may be suspended with or without pay. T his power is 

exercisable by the Department Head in consultation with the Village 

Administrator. 

 

A written statement by the Department Head notifying the Village Administrator 

and the employee of the reason(s) for the suspension shall be provided, however, 

circumstances may dictate that an immediate suspension is in the best interests of 

the Village. Such statement should generally be provided forty-eight (48) hours 

prior to the time that the suspension becomes effective. When a Department Head 

is suspended the Village Administrator shall notify, in writing, the President and 

Board of Trustees. 

 

E. Dismissal 

The Department Head with the approval of the Village Administrator may dismiss 

any employee. T he notice of dismissal shall be in writing and shall state the 

specific charges and reasons for dismissal. 
 

Appeals 
 

Except for disciplinary actions that are subject to the terms of a Collective 

Bargaining Agreement, an employee may appeal his or her demotion, suspension 

or dismissal directly to the Village Administrator. S uch appeal must be made 

within 48 hours of notice being given to the employee. 

 

SECTION 8.2. GRIEVANCE PROCEDURE 

 

Employees are encouraged to discuss with their supervisor or Department Head any work-related 

problem. It is the policy of the Village of River Forest to endeavor to conduct personnel actions 

that are fair and to provide an open line of communication with all employees. Once identified, 

most problems can be resolved in a direct and open manner. However, it is recognized that 

certain issues may not be resolved in this manner, and therefore, a formal written procedure has 

been established for employees. 
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If an employee has a grievance concerning job classification, working conditions, salary or other 

matters relating to the employee's job and that grievance has not been satisfactorily addressed 

through discussions with their supervisor or Department Head, that employee must adhere to the 

following procedure. This procedure does not apply to disciplinary actions. 

 

8.2.1 

Step I – Appeal to Supervisor 

The employee shall submit a written grievance on a form supplied by the Village to 

the employee's supervisor within ten (10) working days from the date of the 

occurrence of the event first giving rise to the grievance. W ithin five (5) working 

days after receiving such grievance, the supervisor may meet with the employee to 

discuss the matter and shall furnish the employee with a written reply to the 

grievance. 

 

8.2.2 

Step II – Appeal to Department Head 

The employee may, within ten (10) working days of receipt of the written response 

from the supervisor, appeal the decision of the supervisor to the Department Head. In 

the event of an appeal, the following actions should take place: 

 

A. Employee shall notify the supervisor of the intent to appeal the decision. 

 

B. Employee shall present a written grievance to the Department Head on a form 

supplied by the Village with the record taken of the initial meeting. 

 

C. Within ten (10) working days after receiving such grievance, the Department 

Head shall furnish the employee with a written reply to the grievance. 

 

8.2.3. 

Step III - Appeal to the Village Administrator 

The employee may, within ten (10) working days of receipt of the written response 

from the Department Head, appeal the decision of the Department Head to the Village 

Administrator. In the event of an appeal, the following actions should take place. 

 

A. Upon the request of the employee, the Department Head shall send a 

memorandum to the Village Administrator wherein the employee's grievances and 

the action taken to date are set forth. 

 

B. The Village Administrator may conduct an investigation regarding the grievance. 

Within ten (10) working days of receipt of the memorandum, the Village 

Administrator shall furnish the employee with a written reply. T he Village 

Administrator's decision in the matter is final. 

 

The Village reserves the right to deviate from the procedures and timelines set forth in this 

Section if it deems it appropriate. 



50  

SECTION 9. SEPARATION FROM VILLAGE EMPLOYMENT 

 

SECTION 9.1. REDUCTION IN FORCE 

 

The Village Administrator may lay-off an employee whenever deemed necessary. 

SECTION 9.2. RESIGNATION/RETIREMENT 

Resignation 
 

An employee wishing to voluntarily separate Village employment in good standing shall submit 

to his/her Department Head a written resignation stating the reason for separation ten (10) 

working days prior to separation date. The Department Head may consent to the employee 

leaving sooner if department operations permit. 

 

The Village Administrator may waive the ten (10) working day notice requirement and require 

an employee to leave the Village immediately, if the waiver is deemed to be in the best interest 

of the Village. In this instance, the Village Administrator may further pay the employee, in lieu 

of notice, his or her regular rate of pay for up to ten (10) working days. 

 

A copy of the employee's letter of resignation shall be forwarded to the Village Administrator. 

Retirement 

Upon retirement, the employee may be eligible for the following: 

 

1. Pay for any unused earned vacation days at the employee’s current rate of pay. The 

employee is not eligible to receive payment for any unused and unearned sick days, 

floating holidays, or personal days expect as provided in a C ollective Bargaining 

Agreement or Memorandum of Understanding. 

 

2. State law provides that a municipal employee who ceases to be on the payroll, either due 

to retirement with enough service credit to be entitled to receive a pension or due to 

entitlement to a disability pension, has the right to continue to purchase group health 

insurance at the employee’s expense. 

 

3. Benefits under the Village’s health insurance program for retirees per Section 5.3. 

 

4. Pension benefits under the applicable pension plan. 

 

5. For qualifying employees, any unused sick leave time may be applied to their IMRF 

account. Retiring IMRF members may qualify for a maximum of one year of additional 

pension service credit for any unused sick leave days at the rate of one month for every 

20 days of unused sick leave. Contact an IMRF representative at 1-800-275-4673 for 

additional information. 
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SECTION 9.3. ABANDONMENT OF POSITION 

 

When an employee is absent from work without permission of the Department Head or 

Supervisor, the employee will not be paid and will be subject to disciplinary action up t o and 

including dismissal. When an employee is absent from work three (3) days or longer without 

communicating the cause for the absence to the Department Head, this shall be construed as job 

abandonment and that the employee has resigned his/her employment position. 

 

SECTION 9.4 . RETURN OF VILLAGE PROPERTY 

 

An employee, leaving Village employment, whether through retirement, resignation, lay-off, or 

dismissal, shall return any Village property, which he/she may have in his/her  possession. 

Failure to return Village property may result in the employee's final check being delayed and the 

value of outstanding Village property deducted from it. Failure to return all  Village property 

may result in criminal prosecution. 

 

SECTION 9.5. EXIT INTERVIEW 

 

Any time an employee voluntarily terminates employment with the Village, an exit interview 

shall be scheduled with the Assistant Village Administrator. A ll required paperwork will be 

processed and any Village property in the employee's possession shall be returned. 

 

The separating employee will be requested to complete an Exit Interview Questionnaire. The 

employee is encouraged to provide input into matters directly associated with their employment 

with the Village, such as: 

 

A. Job satisfaction 

 

B. Training both in-house and outside 

 

C. Employee's impression of supervision 

 

D. Compensation and employee benefits 

 

E. General suggestions for improvement of the delivery of services to residents 

SECTION 9.6. FINAL PAY 

The final compensation for any employee shall be paid on the next regular pay period following 

the effective date of said employee's termination of employment. Said compensation shall 

include any unused vacation that has been earned as of the termination date. 

 

SECTION 9. 7. REINSTATEMENT 

 

Employees who have resigned while in good standing may be rehired. The conditions of rehire 

will be as a new employee and there shall be no carry forward of earned service time. 

Employees who resign while awaiting disciplinary action or who are dismissed shall not be 

eligible for reemployment. 
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APPENDIX A 

AMERICANS WITH DISABILITY ACT 

Pursuant to the Americans with Disabilities Act (ADA), the Village has a commitment to ensure 

equal opportunities for employees with disabilities. E very reasonable effort will be made to 

provide an accessible work environment and additional accommodations, including auxiliary 

aids and services. E mployment practices (e.g. hiring, training, testing, transfer, promotion, 

compensation, benefits, dismissal, etc.) will be administered in such manner as to not promote 

discrimination of employees with disabilities. 

 

Recruitment and selection processes will grant equal opportunity for employment to qualified 

applicants and will not discriminate on the basis of disability. Reasonable accommodation will 

be provided upon request during an application/interview process. 

 
 

1. Definitions 
 

a. The term “Disability” means, with respect to an individual (A) a physical 

or mental impairment that substantially limits one or more major life activities 

of such individual; (B) a record of such an impairment; (C) being regarded as 

having such an impairment (as described in paragraph (f)) 

 

b. Physical or Mental Impairment is defined as any physiological disorder or 

condition, cosmetic disfigurement, or anatomical loss affecting one or more of 

several body systems, or any mental or psychological disorder. Some examples 

are asthma, tuberculosis, AIDS, cancer, diabetes, bipolar disorder and smoke 

sensitivity. Excluded are cultural or economic disadvantages such as poverty 

and lack of education; or traits such as poor judgment or a quick temper; and 

physical characteristics such as hair, eye color, obesity or pregnancy. 

 

c. The term “ substantially limits” shall be interpreted consistently with the 

findings and purposes of the ADA. An impairment that substantially limits one 

major life activity need not limit other major life activities in order to be 

considered a disability. An impairment that is episodic or in remission is a 

disability if it would substantially limit a major life activity when active. The 

determination of whether an impairment substantially limits a major life activity 

shall be made without regard to the ameliorative effects of mitigating measures 

such as: 

i. medication, medical supplies, equipment, or appliances, low-vision 

devices (which do not include ordinary eyeglasses or contact lenses), 

prosthetics including limbs and devices, hearing aids and cochlear 

implants or other implantable hearing devices, mobility devices, or 

oxygen therapy equipment and supplies; 

ii. use of assistive technology; 

iii. reasonable accommodations or auxiliary aids or services; or 

iv. learned behavioral or adaptive neurological modifications. 
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d. Major Life Activities include, but are not limited to, caring for oneself, 

performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, 

lifting, bending, speaking, breathing, learning, reading, concentrating, thinking, 

communicating, and working. A major life activity also includes the operation 

of a major bodily function, including but not limited to, functions of the immune 

system, normal cell growth, digestive, bowel, bladder, neurological, brain, 

respiratory, circulatory, endocrine, and reproductive functions. 

 

e. Having a Record of Such Impairment is a protection for individuals who 

have a history of, or have been misclassified as having a physical, mental or 

emotional illness. 

 

f. An individual meets the requirement of "being regarded as having such an 

impairment" if the individual establishes that he or she has been subjected to an 

action prohibited under the ADA because of an actual or perceived physical or 

mental impairment whether or not the impairment limits or is perceived to limit 

a major life activity. 

 

g. Essential Job Functions are fundamental duties of a job that a person with 

a disability holds or desires. The determination as to whether a job function is 

essential includes, among others, such considerations as whether the reason the 

job exists is to perform the function; how many employees are available to 

perform the function; whether the function is highly specialized and requires the 

particular expertise of the incumbent; the amount of time spent performing the 

function; the consequences of not requiring the incumbent to perform the 

function; the work experience of current or former employees. 

 

2. Scope − The non-discrimination rule established by the ADA covers all 

applicants and employees who are qualified individuals with a known disability. 

 

3. Application 
 

a. Who is covered − The Village will not discriminate against a qualified 

individual with a disability because of the disability, in regard to job application 

procedures, hiring, advancement or discharge of employees, employee 

compensation, benefits, job training, and other terms, conditions and privileges 

of employment. A qualified individual with a disability is one who can satisfy 

the prerequisites of the job by having the special skills, experience, education, 

licenses, and the like, and who can perform the essential job functions with or 

without reasonable accommodation. 

 

b. Employment decisions − Employment decisions will be based on job- 

related criteria only; however, employees will be expected to adhere to normal 

attendance and production requirements. 

 

c. Requests for accommodation − Upon request by the employee or 

applicant, the Village will make reasonable accommodations to enable a 

qualified person with a known disability to perform one or more of the essential 
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job functions. Department heads or supervisors should notify the Assistant 

Village Administrator of any requests received from employees for 

accommodation. However, no supervisory employee shall ask a subordinate 

whether he or she has some disability requiring accommodation. 

 
 

d. Complaint procedure − All questions or complaints regarding non-compliance 

with the ADA shall be referred to the Assistant Village Administrator who also serves as the 

Village’s Compliance Officer. T he complaint should be in writing and contain information 

about the alleged discrimination such as name, address, phone number of complainant and 

location, date, and description of the problem. Alternative means of filing complaints, such as 

personal interviews or a tape recording of the complaint will be made available for persons with 

disabilities upon request. 

 

The complaint should be submitted by the grievant and/or his/her designee as soon as possible 

but no later than 60 calendar days after the alleged violation to: 

 

Assistant Village Administrator 

ADA Coordinator 

400 Park Avenue 

River Forest, IL 60305 

 

Within 15 calendar days after receipt of the complaint, the Assistant Village Administrator or 

designee will meet with the complainant to discuss the complaint and the possible resolutions. 

Within 15 c alendar days of the meeting, the Assistant Village Administrator or designee will 

respond in writing, and where appropriate, in a format accessible to the complainant, such as 

large print, Braille, or audio tape. The response will explain the position of the Village of River 

Forest and offer options for substantive resolution of the complaint. 

 

If the response by the Assistant Village Administrator or designee does not satisfactorily resolve 

the issue, the complainant and/or his/her designee may appeal the decision within 15 calendar 

days after receipt of the response to the Village Administrator or designee. 

 

Within 15 calendar days after receipt of the appeal, the Village Administrator or designee will 

meet with the complainant to discuss the complaint and possible resolutions. Within 15 calendar 

days after the meeting, the Village Administrator or designee will respond in writing, and, where 

appropriate, in a format accessible to the complainant, with a final resolution of the complaint. 

 

All written complaints received by the Assistant Village Administrator or designee, appeals to 

the Village Administrator or designee, and responses from these two offices will be retained by 

the Village of River Forest for at least three years. 

 

Questions may be directed to the Assistant Village Administrator at 708-366-8500. 
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APPENDIX B 

 

FAMILY AND MEDICAL LEAVE ACT (FMLA) 

 
 

Pursuant to the federal Family and Medical Leave Act, Village employees may be entitled under 

certain circumstances to different or additional leave benefits. T his policy explains how the 

Family and Medical Leave Act (“FMLA”) applies to Village employees. 

 

If you have any questions which are not answered by this Policy, or if you would like any 

additional information, please contact the Assistant Village Administrator. 

 

1. Employees Covered − To be eligible for benefits under the Act, you must: (a) 

have worked for the Village for at least 12 months, and (b) have accumulated 1250 hours 

of service in the 12 months preceding the leave. 

 

2. Permitted Reasons for Leave Under the Act − An employee is entitled to leave 

under the FMLA for one or more of the following: 

 

Up to 12 weeks leave for: 

 

(A) Birth of a son or daughter of the employee and in order to care for such 

son or daughter; 

 

(B) Placement of a son or daughter with the employee for adoption or foster 

care; 

 

(C) In order to care for the spouse, Civil Partner, son, daughter, or parent of 

the employee, if the spouse, Civil Partner, son, daughter, or parent has a serious 

health condition; 

 

(D) Because of a serious health condition that makes the employee unable to 

perform the functions of the employee’s position. 

 

(E) To handle personal affairs because of any qualifying exigency arising out 

of the fact that your spouse, Civil Partner, child or parent is a covered military 

member on active duty (or has been notified of an impending call or order to 

active duty) in support of a contingency operation. T he call to duty must be 

authorized under federal law and applies only to those in the National Guard, 

Reservists, and those called out of retirement from the regular Armed Forces. 

Qualifying exigencies may include attending certain military events, arranging for 

alternative childcare, addressing certain financial and legal arrangements, 

attending certain counseling sessions, and attending post-deployment 

reintegration briefings. 

 

Up to 26 weeks leave: 
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(F) To care for a spouse, Civil Partner, parent, child, or an individual for whom you 

are the nearest blood relative who has a serious injury or illness that was incurred in the line of 

duty while on active military duty, if the injury or illness may render the servicemember 

medically unfit to perform the duties of his military position Leave for an injured  

servicemember may be taken only once per servicemember, unless that servicemember has a 

subsequent injury or illness incurred in active military duty. Spouses employed by the Village 

who request injured servicemember leave may only take a combined aggregate total of 26 weeks 

leave for such purpose. 
 

Any FMLA leave taken by an employee for reasons other than an injured or ill servicemember 

will reduce the 26 weeks of available leave to care for an injured servicemember. As a result, if 

an employee requests injured servicemember leave, the maximum leave allowed will be up to 26 

weeks, less any FMLA leave already used in the same 12-month period for any other reason. 
 

3. Limitations on Reasons for Leave Under the Act − Where the need for leave is 

foreseeable, the employee must give the Village 30 days notice. Where the need for leave 

is not foreseeable or is not known 30 days in advance, the employee must provide notice 

generally on the same day as he/she becomes aware of the need for time off. Employees 

who need intermittent leave for planned medical treatment, shall: (a) make a reasonable 

effort to schedule the treatment so as to not unduly disrupt the operations of the 

employer, subject to the approval of the health care provider, and (b) give the Village 30 

days notice, or if the treatment must begin in less than 30 days, notice generally on the 

same day as the need for leave becomes known. 

 

Entitlement to leave for either the birth, adoption, or foster care placement of a child 

expires 12 months after the event. 

 

“Son or daughter” is a child who is: (a) under 18 years of age, or (b) if over 18 years of 

age, incapable of self-care due to a physical or mental disability for leaves other than for 

a qualifying exigency or to care for an injured servicemember. The latter two types of 

military-related leave apply to an employee’s child, regardless of age. 

 

4. 12-month period of Leave Available Under the Act − The twelve month period 

will be computed as a “rolling” 12 month period measured backward from the date an 

employee uses any FMLA leave, other than leave for care of an injured servicemember. 

Leave to care for an injured or ill servicemember will begin on the first day of such leave 

and must be completed within 12 m onths from that date. Leave may either be 

continuous, or may be taken intermittently under certain conditions. 

 

Where a husband and wife, or Civil Partners, both work for the Village, if the leave 

request from either or both is for the birth or adoption of a child [Reasons (2) (A) or (2) 

(B) ], to care for a sick parent (not “parent-in-law”) [Reason (2) (C) ], or to care for an 

injured servicemember [Reason (2) (F)], the spouses and Civil Partners are limited to a 

total of the maximum amount of leave (12 or 26 weeks) for both of them in the aggregate. 

 

5. Availability of Intermittent or Reduced Leave −  Where the reason for the leave  

is the birth or adoption of a child, leave may be taken intermittently or on a reduced time 

basis only with the consent of the Village. 
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Where the reason for the leave is either (2) (C), (D), (E), or (F) above, the employee may 

request intermittent or reduced time leave when it is medically necessary or the event 

makes it necessary. Where an employee requests intermittent leave on this basis that is 

foreseeable based on planned medical treatment, the Village may require the employee to 

temporarily accept an available alternative position for which the employee is qualified 

and which has: (a) equivalent pay and benefits and (b) better accommodates the periods 

of leave than the employee’s regular position. 

 

6. Certification of Need for Leave − Leaves must be supported by adequate 

certification, at the employee’s expense, issued by a health care provider or, if applicable, 

military personnel or other service provider. 

 

The Village will require that the employee obtain recertification on a reasonable basis for 

serious health conditions. T he Village may also require the employee to report 

periodically on t he status and intention of the employee to return to work, and will 

require the employee to provide a certification of fitness to return to work prior to 

restoration from leave. 

 

Approved forms for these certifications are available from the Assistant Village 

Administrator. 

 

In connection with the above-described certificate which the Village requires, the  

Village, at its expense, may require the employee (or family member) undergo a second 

examination regarding the serious health condition, by a health care provider of the 

Village’s choosing. In the event that the second opinion conflicts with the first opinion, 

the Village may, at its own expense, require the employee to obtain a third opinion from a 

health care provider approved by the employee and the Village, and that opinion will be 

final and binding. 

 

If the Village does not receive a fully completed certification by the deadline (unless 

there is a legitimate reason for the delay), or if the certification does not confirm an 

FMLA-qualifying condition, the employee’s absences will be treated according to the 

Village’s attendance standards. 
 

The employee may not be granted an FMLA leave to gain employment or work 

elsewhere, including self-employment. If the employee misrepresents facts in order to be 

granted an FMLA leave, the employee will be subject to discipline up to and including 

dismissal. 

 

7. Protection of Benefits While on Leave − The Village will maintain group health 

insurance coverage for an employee on FMLA leave whenever such insurance was 

provided before the leave was taken, and on the same terms as if the employee had 

continued to work. W here appropriate, arrangements will be made for employees on 

unpaid leave to continue to pay their share of health insurance premiums, including co- 

payments, while on leave. Failure of employees to make these payments may result in 

the termination of the Village’s obligation to maintain benefits. A dditionally, the 

Village’s obligation to maintain health benefits ceases if an employee informs the Village 

of his or her intent not to return to work at the end of the FMLA leave, or when the leave 

is exhausted. 
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If an employee fails to return from FMLA leave, the Village may recover from the 

employee the amounts of the premiums paid to maintain the employee’s coverage during 

the leave unless the employee’s failure to return is the result of: (1) the continuation, 

recurrence or onset of a serious health condition that would entitle the employee to leave 

or (2) other circumstances beyond the control of the employee, as defined in federal 

regulations. 

 

Where the employee claims that the failure to return to work has been caused by the 

circumstances in number (1) above, the Village will require the employee to submit a 

certificate from a health care provider to that effect. 

 

8. Maintenance of Other Benefits − The taking of leave under the FMLA may not be 

used to deprive the employee of any benefit accrued prior to the date that the leave 

commenced. However, while on leave the employee is not entitled to accrued or earned 

benefits, such as seniority, other than as allowed by Village policy.  O therwise, during 

the period of leave an employee’s medical benefits are treated in the same manner as the 

employee would have been entitled to had the employee not taken the leave. 

 

9. Unpaid Leave; Substitution of Paid Leave − Leave granted under the FMLA is 

unpaid. The Village will require that an employee substitute any accumulated vacation, 

sick, personal, or other paid days off accrued for unpaid leave taken under the Act to the 

extent allowed by the FMLA and its regulations. The FMLA does not require the Village 

to provide paid sick leave or other paid leave under such circumstances where the Village 

would not usually provide such leave. 

 

FMLA leave will run concurrently with any other applicable leave. For instance, short- 

term disability or worker’s compensation leave will be simultaneously designated as 

FMLA leave as well, if the leave is also FMLA-qualifying. 
 

10. Restoration − On return from leave provided for under the FMLA, the employee 

is generally entitled to: 

 

a. Be restored to the position held by the employee when the leave 

commenced; or, 

 

b. Be restored to an equivalent position with equivalent pay, benefits, and 

terms and conditions of employment. 

 

An employee has no greater right to reinstatement or to other benefits or conditions of 

employment than if the employee had been continuously employed during the FMLA 

leave period. Therefore, restoration may be denied if the employee would not have 

otherwise been employed at the time of the restoration. The employee must return to 

work immediately after the expiration of the approved FMLA leave in order to be 

reinstated to the same or equivalent position. 

 

There are also limited circumstances under the FMLA where restoration may be denied. 

Restoration may be denied to certain highly compensated “key” employees under certain 

circumstances. These “key” employees must be salaried and among the highest paid 10% 



 

of employees. If you believe that you might fall into this category of “key” employees, 

you should contact the Assistant Village Administrator for further information before 

using any FMLA leave. 
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APPENDIX C 

MILITARY LEAVE 

1. Village employees are entitled to military leave, continuation of benefits and 

reinstatement rights as required under federal and State law. Applicable federal law includes the 

Uniformed Services Employment and Reemployment Rights Act (USERRA), and applicable 

State law includes the Military Leave of Absence Act, the Local Government Employees 

Benefits Continuation Act, and the Public Employee Armed Services Rights Act. The Village’s 

personnel policies shall be interpreted and applied at all times in compliance with applicable 

State and federal law. In the event of any inconsistency between the Personnel Manual and 

applicable State or federal law, the State or federal law shall control. 

 

2. Military leave includes service in any branch of the Armed Forces of the United States or 

National Guard. 

 

3. Notice of Need for Military Leave − Employees must give notice to their respective 

Department Head as to the need for military leave as soon as practicable, unless such notice is 

precluded by military necessity or the giving of such notice is otherwise impossible or 

unreasonable. Employees should also provide their Department Head with a copy of their orders 

for duty, so that benefits they may be entitled to can be properly determined. 

 

4. Entitlement to Leave and Benefits under USERRA 
 

a. Under USERRA, an employee is entitled to a leave of absence from the Village 

for duty in the uniformed services, whether for active duty, training, inactive duty 

training, National Guard duty and the like. USERRA extends benefits to members of any 

branch of the armed forces, so long as the person is not discharged on a less than 

honorable basis and the absence from work for duty does not exceed a cumulative total  

of 5 years over the course of employment (which may be extended under certain 

circumstances, such as the employee being ordered or retained on active duty, other than 

for training, due to war or national emergency declared by Congress or the President). 

 

b. USERRA leave of absence is not paid leave, but an employee is entitled to use 

any paid vacation, compensatory time and floating holidays that were accrued prior to the 

period of military service to cover all or a portion of the leave. 

 

c. While on USERRA leave, an employee remains entitled to all non-seniority based 

benefits on the same terms as other employees who are on unpaid leave. Additionally, an 

employee’s time spent on USERRA leave will be regarded as a period of active service 

for calculating seniority-based benefits when the employee returns to work (e.g., 

calculating vacation time earned, seniority privileges under collective bargaining 

agreements, etc.) 

 

d. Employees on USERRA leave are entitled to COBRA insurance continuation 

benefits, and may continue health insurance coverage in the same manner as an employee 

on any other type of unpaid leave. 
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5. Additional Benefits Available under State Law 
 

In addition to being granted a leave of absence, the following additional benefits 

are available under State law: 

 

a. Continuation of pay 
 

(i) Full-time employees who are members of a reserve component or the 

armed forces or National Guard are eligible under State law (Military Leave of 

Absence Act) for the following continuation of pay benefits while on a ctive 

military service: 

 

A. Basic training and leave of up t o 60 da ys for special or advanced 

training – the employee’s regular compensation minus the amount of the 

employee’s base military pay. 

 

B. Annual training – the employee’s regular compensation. 

 

(ii) Employees who are members of a r eserve component of the armed forces 

or National Guard and who receive regular compensation and who are mobilized 

to active duty as the result of an order of the President of the United States, 

continue to receive the regular compensation being paid at the time of being 

called to active duty, minus base military pay (Local Government Employees 

Benefits Continuation Act). 

 

(iii) In order to provide for proper payroll and audit documentation, any 

employees receiving all or a portion of the regular pay compensation while on 

military leave must submit copies of their military pay stubs to their Department 

Head, payroll officer, or the Finance Department as directed by their Department 

Head. E mployees are expected to make necessary arrangements for such 

documentation with their Department Head. 

 

b. Health Insurance – Employees on military leave may, but are not required to, 

continue their health insurance coverage through the Village under the same terms and 

conditions as applicable to other active employees. D eductions for employee health 

insurance contributions can be made through the regular payroll process when the 

Village pays any salary continuation due to the employee as provided in Paragraph 5(a). 

Employees whose salary continuation amounts do not cover the cost of any applicable 

employee health insurance contribution may make voluntary payments to provide for 

continuation of health insurance coverage. Health insurance coverage will continue at 

such time as the employee returns to employment (Public Employee Armed Services 

Rights Act). 

 

c. Seniority and Other Benefits –  Employees while on military leave will continue 

to accrue seniority and other applicable benefits (Military Leave of Absence Act). 

Employees who are participants in a pension plan (i.e., police, fire and IMRF pensions) 

may continue participation, with the Village making necessary employer contributions 

and the employee paying any required employee contributions, and the time spent in 
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military service is treated as service credit for pension purposes (USERRA). 

Contributions can also be made up after reemployment. 

 

6. Reemployment Rights 
 

a. Notice of Return from Military Service and Request for Reemployment 
 

An employee must provide notice to the Village of return from military service 

and intent to be reemployed in order to be entitled to reemployment rights under 

USERRA. Depending on how long an employee has been away on military leave, notice 

times under USERRA are as follows: 

 

(i) Less than 31 days away – the employee has 8 hours following return from 

service to report for his or her next scheduled work period. 

 

(ii) Between 31 & 180 days away – the employee has 14 days following return 

from service to apply for reemployment. 

 

(iii) More than 180 da ys away – the employee has 90 days following return 

from service to apply for reemployment. 

 

Under USERRA, these deadlines may be extended if a service-related injury 

prevents application for reemployment within the time required. 

 

Employees may be required to submit documentation of the length and nature of 

their service and the date of their release from service upon requesting reemployment. 

 

b. Reemployment 
 

Reemployment rights will be as required under State and federal law. Generally, 

under USERRA, an employee who properly requests reemployment will be restored to 

employment. 

 

USERRA provides that an employee absent for military service for 90 days or  

less will be restored to the position the employee held or would have held had the 

employee remained continuously employed, as long as the employee is qualified or can 

become qualified through reasonable efforts. Employees on military leave for more than 

90 days may be restored to the position the employee held or would have held had the 

employee remained continuously employed or to another position of like seniority, status 

and pay, as long as the employee is qualified or can become qualified through reasonable 

efforts. USERRA provides various requirements for employees who cannot become 

qualified for positions on reemployment, and employees should review these options on 

return to work with the Assistant Village Administrator if such issues arise. 

 

c. Denial of Reemployment 
 

USERRA provides a number of circumstances under which reemployment may 

be denied. These include: 
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(i) Less than honorable discharge. 

 

(ii) The employer’s circumstances have so changed as to make such 

reemployment impossible or unreasonable; 

 

(iii) Such employment would impose an undue hardship on the employer; or 

 

(iv) The employment the person left to serve in the uniformed services was for 

a brief, non-recurrent period, and there was no reasonable expectation that such 

employment would continue indefinitely or for a significant period. 

 

Decisions on reemployment will be made in conformance with State and federal law. 
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APPENDIX D 

 

VICTIMS’ ECONOMIC SECURITY AND SAFETY ACT (VESSA) 

 

The following outlines the Village’s implementation of the Illinois Victims’ Economic Security 

and Safety Act (VESSA), and leave benefits available under VESSA. This policy is intended to 

summarize the provisions of VESSA, which are more fully stated in the statute. A copy of 

VESSA is available from the Assistant Village Administrator. E mployees seeking more 

information concerning VESSA and its related leave benefits may contact the Assistant Village 

Administrator. All such inquiries will be treated confidentially. 

The Village’s personnel policies shall be interpreted and applied at all times in 

compliance with VESSA. In the event of any inconsistency between the Personnel Manual and 

VESSA, VESSA shall control. 

 

1. Leave requirement 

A. Basis for leave − An employee who is a victim of domestic or sexual violence or 

has a family or household member, including Civil Partners, who is a victim of domestic 

or sexual violence whose interests are not adverse to the employee as it relates to the 

domestic or sexual violence may take unpaid leave from work to address domestic or 

sexual violence by: 

1. Seeking medical attention for, or recovering from, physical or 

psychological injuries caused by domestic or sexual violence to the employee or 

the employee's family or household member; 

2. Obtaining services from a victim services organization for the employee or 

the employee's family or household member 

3. Obtaining psychological or other counseling for the employee or the 

employee's family or household member; 

4. Participating in safety planning, temporarily or permanently relocating, or 

taking other actions to increase the safety of the employee or the employee's 

family or household member from future domestic or sexual violence or ensure 

economic security; or 

5. Seeking legal assistance or remedies to ensure the health and safety of the 

employee or the employee's family or household member, including preparing for 

or participating in any civil or criminal legal proceeding related to or derived 

from domestic or sexual violence. 

B. Period  −   Subject to certification conditions in paragraph 3, an employee shall 

be entitled to a total of 12 workweeks of leave during any 12-month period. This Act 

does not create a right for an employee to take unpaid leave that exceeds the unpaid leave 

time allowed under, or is in addition to, the unpaid leave time permitted by the federal 

Family and Medical Leave Act of 1993 (29 U.S.C. 2601 et seq.). 

C. Schedule −  Leave described in paragraph (A) may be taken intermittently or on  

a reduced work schedule. 

2. Notice 
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The employee shall provide the Village with at least 48 hours advance notice of 

the employee's intention to take the leave, unless providing such notice is not practicable. 

When an unscheduled absence occurs, the Village will not take any action against the 

employee if the employee, within a reasonable period after the absence, provides 

certification under paragraph 3. 

3. Certification 

A. In general −  The Village may require the employee to  provide certification to 

the employer that: 

1. The employee or the employee's family or household member is a 

victim of domestic or sexual violence; and 

2. The leave is for one of the purposes enumerated in paragraph 1(A). 

3. The employee shall provide such certification to the Village within a 

reasonable period after the employer requests certification. 

B. Contents − An employee may satisfy the certification requirement of paragraph 

3(A) by providing to the Village his or her sworn statement, and upon obt aining such 

documents the employee shall provide: 

1. Documentation from an employee, agent, or volunteer of a victim services 

organization, an attorney, a member of the clergy, or a medical or other 

professional from whom the employee or the employee's family or household 

member has sought assistance in addressing domestic or sexual violence 

verifying the effects of the violence and that assistance has been sought; 

2. A police or court record; or 

3. Other corroborating evidence. 

4. Employment and Benefits 

A. Restoration to position 

1. In general − Any employee who takes leave under this Section for the 

intended purposes shall be entitled, on return from such leave: 

a. To be restored by the Village to the position of employment held by 

the employee when the leave commenced; or 

b. To be restored to an equivalent position with equivalent employment 

benefits, pay, and other terms and conditions of employment. 

2. Loss of benefits − The taking of leave under this Section shall not result in 

the loss of any employment benefit accrued prior to the date on which the leave 

commenced. 

3. Limitations − Nothing in this subsection shall be construed to entitle any 

restored employee to: 

a. The accrual of any seniority or employment benefits during any 

period of leave; or 

b. Any right, benefit, or position of employment other than any right, 

benefit, or position to which the employee would have been entitled had the 

employee not taken the leave. 
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4. Status Reporting − An employee on leave under this Section shall make 

arrangements on such terms as may be required by the Assistant Village 

Administrator to report periodically to the Village on the status and intention of 

the employee to return to work. 

B. Maintenance of Health Benefits 

1. Coverage − Except as provided in paragraph 4(B)(2), during any period  

that an employee takes leave under this Section, the Village shall maintain 

coverage for the employee and any family or household member under any group 

health plan for the duration of such leave at the level and under the conditions 

coverage would have been provided if the employee had continued in 

employment continuously for the duration of such leave. 

2. Failure to return from leave − The Village may recover the premium that 

the employer paid for maintaining coverage for the employee and the employee's 

family or household member under such group health plan during any period of 

leave under this Section if: 

a. The employee fails to return from leave under this Section after the 

period of leave to which the employee is entitled has expired; and 

b. The employee fails to return to work for a reason other than: 

(i) The continuation, recurrence, or onset of domestic or sexual 

violence that entitles the employee to leave pursuant to this Section; 

or, 

(ii) Other circumstances beyond the control of the employee. 

C. Certification 

1. Issuance − The Village will require an employee who claims that the 

employee is unable to return to work because of a reason described in paragraph 

(i) or (ii) of paragraph 4(B)(2)(b) to provide, within a reasonable period after 

making the claim, certification to the Village that the employee is unable to 

return to work because of that reason. 

2. Contents − An employee may satisfy this certification requirement by 

providing to the Village: 

a. A sworn statement of the employee; 

b. Documentation from an employee, agent, or volunteer of a victim 

services organization, an attorney, a member of the clergy, or a medical or 

other professional from whom the employee has sought assistance in 

addressing domestic or sexual violence and the effects of that violence; 

c. A police or court record; or, 

d. Other corroborating evidence. 

5. Confidentiality 

All information provided to the Village pursuant to paragraphs 2, 3 or 4 of this 

policy, including a statement of the employee or any other documentation, record, or 

corroborating evidence, the fact that the employee has requested or obtained leave 
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pursuant to this Section, and the fact that the employee is not returning to work because 

of a reason described in paragraph 4(C) shall be retained in the strictest confidence by 

the Village, except to the extent that disclosure is: 

a. Requested or consented to in writing by the employee; or 

b. Otherwise required by applicable federal or State law. 

6. Substitution of accumulated leave for addressing domestic or sexual violence 

An employee who has accumulated paid or unpaid leave (sick leave, 

vacation, floating holidays, compensatory time, or other leave) from employment may 

elect to substitute any period of such leave for an equivalent period of leave provided 

under VESSA. 

7. Village policies concerning non-discrimination, non-interference and non- 

retaliation 

A. Exercise of rights − Neither the Village nor any Village employee shall interfere 

with, restrain, or deny the exercise of or the attempt to exercise any right provided under 

this Section. 

B. Discrimination − Neither the Village nor any Village employee shall discharge  

or harass any individual, or otherwise discriminate against any individual with respect to 

compensation, terms, conditions, or privileges of employment of the individual 

(including retaliation in any form or manner) because the individual exercised any right 

provided under VESSA or opposed any practice made unlawful by VESSA. 

C. Interference with proceedings or inquiries − Neither the Village nor any Village 

employee shall discharge or in any other manner discriminate against any individual 

because such individual: 

1. Has filed any charge, or has instituted or caused to be instituted any 

proceeding, under or related to this Section; 

2. Has given, or is about to give, any information in connection with any 

inquiry or proceeding relating to any right provided under this Section; or 

3. Has testified, or is about to testify, in any inquiry or proceeding relating to 

any right provided under this Section. 

D. Employment − Neither the Village nor any Village employee shall fail to hire, 

refuse to hire, discharge, or harass any individual, otherwise discriminate against any 

individual with respect to the compensation, terms, conditions, or privileges of 

employment of the individual, or retaliate against an individual in any form or manner, 

and the Village shall not deny, reduce, or terminate the benefits of, otherwise sanction, or 

harass any individual, otherwise discriminate against any individual with respect to the 

amount, terms, or conditions of public assistance of the individual, or retaliate against an 

individual in any form or manner, because: 

1. The individual involved: 

a. Is or is perceived to be a victim of domestic or sexual violence; 

b. Attended, participated in, prepared for, or requested leave to attend, 

participate in, or prepare for a criminal or civil court proceeding relating to 

an incident of domestic or sexual violence of which the individual or a 
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family or household member of the individual was a victim; or 

c. Requested an adjustment to a job structure, workplace facility, or

work requirement, including a transfer, reassignment, or modified schedule,

leave, a changed telephone number or seating assignment, installation of a

lock, or implementation of a safety procedure in response to actual or

threatened domestic or sexual violence, regardless of whether the request

was granted; or

2. The workplace is disrupted or threatened by the action of a person whom

the individual states has committed or threatened to commit domestic or sexual

violence against the individual or the individual's family or household member.

E. Reasonable accommodation − The duty not to discriminate as referenced in this

Section includes not making a reasonable accommodation to the extent required under

VESSA. Requests for accommodation will be evaluated under the provisions of VESSA

on a case by case basis and will be treated in a confidential manner.
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INTRODUCTION 
On behalf of your colleagues, we welcome you to the Village of River Forest (hereafter 
referred to as the “Village”) and wish you every success here. Each person associated with our 
organization contributes directly to the Village's growth and success, and we hope you will 
take pride in being a member of our team. 
 
The Village of River Forest is committed to providing a sense of belonging, fostering a work 
environment of mutual trust, respect and dignity among all employees. The Village is 
committed to an organizational culture which places the utmost value on excellence, ethics 
and professionalism in public service. To achieve these goals, the Village relies upon 
employees to treat each other and customers with the utmost professionalism and respect, 
who care about their jobs and the way they perform their jobs, value teamwork and take pride 
in their contributions to the Village’s work. Employees are encouraged to ask questions and 
offer suggestions for the improvement of any area of the Village’s services. Questions and 
suggestions may be directed to your supervisor, department director or the Village 
Administrator at any time. 
 
We have created this Employee Handbook to describe some of the expectations of our 
Employees and to outline the policies, programs, and benefits available to you based on 
eligibility. These policies are guidelines to assist you in your employment at the Village and 
do not create a contract of employment. You should read and understand the contents as soon 
as possible to allow yourself the greatest opportunity for success and enjoyment with our 
organization. If you need further clarification, please do not hesitate to ask your supervisor 
or Human Resources. 
 
As an employee of the Village, you are responsible for familiarizing yourself with the policies 
and procedures contained in the Handbook and keeping a copy handy for future reference. If 
you have questions regarding the meaning of anything in the Handbook, please contact your 
supervisor, department director or Human Resources. Your supervisor, department director, 
or Human Resources will be happy to assist you or answer any questions that you might have. 
 
This Handbook supersedes all previous versions of employee handbooks, personnel policies 
and memos that may have been issued in the past on the subjects covered in the Handbook. 
 
Though the Handbook includes a substantial number of policies and procedures, it is 
important for you to remember the following: 
 

• The Handbook is not intended to address every aspect of your employment 
relationship with the Village – there may be situations or circumstances that arise 
that are not directly addressed in the Handbook. If that occurs, the Handbook will 
be used as a guide to the greatest extent possible. 

• Periodically, laws and regulations that the Village is required to comply with may 
change. When such changes require a change in policy, the Village will notify 
employees as soon as possible. 

• This Handbook is not a contract or an agreement in any respect, and its 
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contents should not be interpreted as a contract or agreement between you 
and the Village, or between the Village and its employees. 

• The Village may change, supplement or terminate any aspect of this Handbook 
including any of its policies, procedures and benefits, with or without prior notice. 

• Departments may establish standard operating procedures or working 
regulations which supplement this Handbook. 

• Your employment with the Village is at-will. This means that the Village has the 
right to terminate your employment at any time, with or without cause or 
advanced notice, and you have the same right. 

• Violation of rules, policies and procedures contained in this Handbook will result in 
disciplinary action, up to and including termination of employment, based on the 
circumstances. There is no requirement that employees be warned or suspended 
before termination. 

• It is important that the Village clearly communicates information contained in the 
Handbook. To that end, you will be required to sign a statement acknowledging 
receipt and notice of this Handbook. 

 
We hope your experience here will be challenging, enjoyable, and rewarding. Again, 
welcome!! 
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ADMINISTRATION OF HANDBOOK 
The Village Administrator shall be responsible for the administration of these personnel rules 
and regulations within the Village organization, and may, at any time, develop and promulgate 
procedural rules, interpretations, administrative and/or technical changes or modifications.  
In addition, they may recommend amendments to the personnel rules and regulations for 
consideration by the Village Board, and may review, approve, and amend actions taken 
pursuant to these personnel rules and regulations. Changes to these personnel rules and 
regulations may be made with or without prior notice. 
 

CONFLICT BETWEEN POLICY AND COLLECTIVE BARGAINING AGREEMENTS 
To the extent that anything in this Handbook conflicts with the terms of an employee’s 
collective bargaining agreement, the terms of the collective bargaining agreement will 
supersede this Handbook. This Handbook is not intended to and does not confer any 
benefits, compensation or rights of any kind to union-represented employees that are greater 
than or extend beyond those required by the collective bargaining agreement. Similarly, to 
the extent that anything in this Handbook conflicts with the River Forest Police and Fire 
Commission Rules and Regulations, the terms of the River Forest Police and Fire Commission 
Rules and Regulations will supersede this Handbook. 
 

COMPLIANCE WITH LAWS 
The policies contained in this Handbook apply to all Village employees. However, sworn 
members of Public Safety are also subject to the River Forest Police and Fire Commission 
Rules and Regulations, as well as Illinois laws governing sworn police and fire employees. 
While the Village believes that this Handbook complies with all relevant State, federal and 
local laws, to the extent that there is a conflict between the terms of this Handbook and an 
applicable law or ordinance, the Village will fully comply with the law or ordinance as 
appropriate. 
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ORGANIZATION OF VILLAGE GOVERNMENT 
The Village of River Forest was incorporated in 1880 under the general Illinois Statutes  
governing cities and villages. 
 
The Village legislative and governing body is comprised of a Village President, six (6) 
Trustees, and a Village Clerk. All elected Village officers serve four-year staggered terms. 
 
The Village Administrator is the Chief Administrative Officer of the Village and is responsible 
for the management of all Village operations, under the direction of the Village President and 
the Board of Trustees. This combines the leadership and policy-making skills of elected 
officials with the professional administrative training and experience of the Village 
Administrator. 
 
The Department Heads are appointed by the Village President, by and with the consent of the 
Village Board, at the recommendation of the Village Administrator. Department Heads 
manage staff, budget, policies, and programs, ensuring compliance, coordinating with the 
other departments as needed, and communicating effectively to serve the community needs. 
 
YOUR EMPLOYMENT 
NATURE OF EMPLOYMENT 
Employment with the Village is voluntarily entered, and the Employee is free to resign at will 
at any time, with or without cause. Similarly, the Village may terminate the employment 
relationship at will at any time, with or without notice or cause. The Village will comply with 
all applicable federal, state, or local laws. To remain in good standing with the Village, an 
Employee must provide written notice of their intent to terminate the employment 
relationship at least two (2) weeks prior to their intended final date of employment. 
Department Heads wishing to remain in good standing with the Village should provide 
written notice at least four (4) weeks prior to their intended final date of employment. 
 
EQUAL EMPLOYMENT OPPORTUNITY POLICY 
Equal Employment Opportunity has been, and will continue to be, a fundamental principle at 
the Village. For this reason, the Village bases all its employment decisions upon lawful factors 
including the personal qualifications of each individual and without discrimination because 
of an individual’s actual or perceived “Legally Protected Categories”. For purposes of these 
policies, the phrase “Legally Protected Categories” means: race (including but not limited to 
traits associated with race, such as hair texture and protective hairstyles such as braids, locks, 
and twists), color, religion, sex, gender (including gender identity and expression), age, 
national origin, citizenship status, work authorization status (i.e., the status of being a person 
born outside the U.S., who is not a U.S. citizen but is authorized by the federal government to 
work in the United States), ancestry, marital status, veteran status, mental or physical 
disability (or being associated with a person with a disability), sexual orientation, genetic 
information, unfavorable discharge from military service or military status, civil union 
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partnership, order of protection status, pregnancy, childbirth, or a medical condition related 
to pregnancy or childbirth, or any other protected characteristic as established by law. 
 
The Village will consider all reasonable accommodation for qualified individuals with known 
disabilities unless doing so would result in undue hardship to our organization. This policy 
applies to all aspects of our employment relationships, including staffing, job requirements, 
salary, corrective actions, termination, as well as access to benefits and training. 
 
An Employee with questions or concerns about any type of discrimination in the workplace 
is encouraged to bring these issues to the attention of an immediate supervisor, Department 
Head, or Human Resources. Employees can be confident that if they do report any type of 
activity that they feel may be contrary to this policy, there will be no retaliation from our 
organization. Anyone found to be engaging in any type of unlawful discrimination will be 
subject to disciplinary action, up to and including termination of employment. 
 
UNLAWFUL HARASSMENT AND DISCRIMINATION 
The Village of River Forest is committed to providing a workplace that is free from all forms 
of discrimination and harassment, including sexual harassment. Any Employee found to be 
engaging in harassment or discriminatory actions may be subject to disciplinary action up to 
and including termination. Harassment and discrimination could also subject the Village and, 
in some cases, an individual to substantial civil penalties. 
 
The Village’s policy on harassment and discrimination is part of its overall compliance with 
state and federal laws prohibiting discrimination based on age, race, color, religion, national 
origin, citizenship status, unfavorable discharge from the military, marital status, disability, 
and gender or the perceived protected class characteristic.  
 
Each Employee of the Village bears the responsibility to refrain from any form of harassment 
and discrimination in the workplace. Furthermore, it is the responsibility of all supervisors to 
make sure that the work environment is free from harassment and discrimination. All forms 
of discrimination and conduct which can be considered harassing, coercive or disruptive, or 
which create a hostile or offensive environment must be eliminated. Instances of harassment 
must be investigated in a prompt and effective manner. 
 
The following is a partial list of behavior that may be considered harassing or offensive in 
nature: 

• Visual conduct that includes leering, making gestures, or displaying objects or pictures, 
cartoons or posters that are offensive. 

• Verbal conduct that includes making or using derogatory comments, epithets, slurs, or 
jokes. 

• Physical conduct that includes touching, assaulting, or impeding or blocking 
movements. 

All Employees of the Village, particularly those in a supervisory or management capacity, are 
expected to become familiar with the contents of this Policy and to abide by the requirements 
it establishes. 
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Definition of Sexual Harassment 
Sexual harassment is defined as: Any unwelcome sexual advances or requests for sexual 
favors or any conduct of a sexual nature when: 

• submission to such conduct is made, either explicitly or implicitly, a term or condition 
of an individual's employment. 

• submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting such individual, or 

• such conduct has the purpose or effect of substantially interfering with an individual's 
work performance or creating an intimidating, hostile, or offensive working 
environment. 

 
Conduct commonly considered to be sexual harassment includes: 

• Verbal: sexual innuendos, suggestive comments, insults, humor and jokes about sex, 
anatomy or gender-specific traits, sexual propositions, threats, repeated requests for 
dates, or statements about other Employees, even outside their presence, of a sexual 
nature. 

• Non-verbal: Suggestive or insulting sounds (whistling), leering, obscene gestures, 
sexually suggestive bodily gestures, "catcalls", "smacking", or "kissing" noises. 

• Visual: posters, signs, pin-ups or slogans of a sexual nature. 
• Physical: Touching, unwelcome hugging or kissing, pinching, brushing the body, 

coerced sexual intercourse, or actual assault. 
 
No Employee, regardless of gender, should be subjected to unsolicited or unwelcome sexual 
overtures or conduct in the workplace. 
 
The most severe and overt forms of sexual harassment are easier to determine. On the other 
end of the spectrum, some sexual harassment is more subtle and depends to some extent on 
individual perception and interpretation. The trend in the courts is to assess sexual 
harassment by a standard of what would offend a "reasonable person”. To avoid the 
possibility of offending someone, it is best to err on the side of caution. 
 
Working Environment & Non-Employees 
An Employee’s “working environment” is not limited to the physical location where the 
Employee is assigned. The “working environment” extends to other work sites including off-
site, mobile or moving work sites/locations. 
 
The prohibition that supervisors and co-workers do not engage in discrimination and 
harassment applies to non-employees such as patrons, vendors, and service providers. 
Nonemployees can be victims of harassment and/or perpetrators of harassment. 
 
Discrimination and Harassment in Online Environments 
Online conduct and through social media can constitute harassment a n d  
d i s c r i m i n a t i o n  even when it occurs “off the clock”, “off-site” or even “out of state”. 

• Online harassment includes using email, cell phone texts, internet posting, online 
comments, blog posts and social media (such as Facebook, Twitter, LinkedIn, 
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Instagram, YouTube and Snapchat) to send communications of an inappropriate 
nature based on a protected class. Examples include: 
o Flirting and requests or demands to go on a date or have sex 
o Sending inappropriate pictures or videos including sexually graphic material 
o Using sexual language or comments including sexually offensive language - Cyber 

stalking 
o Using inappropriate racial or other slurs. 

 
Responsibility of Individual Employees. 
Each individual Employee has the responsibility to refrain from harassment and 
discrimination in the workplace. Additionally, each individual Employee has the 
responsibility of reporting behavior they have witnessed which they believe to be harassing 
or discriminatory in nature. 
 
An individual experiencing, witnessing or aware of unwelcome conduct has the RIGHT to: 

• Tell the person to stop. 
• Report harassment or discrimination. 

An individual Employee who harasses a fellow worker is, of course, liable for their individual 
conduct. 
 
The harassing Employee will be subject to disciplinary action up to and including termination, 
according to the Village’s disciplinary policy and the terms of any applicable collective 
bargaining agreement. 
 
Responsibility of Supervisory Employees 
Each supervisor is responsible for maintaining the workplace free from harassment. This is 
accomplished by promoting a professional environment and by dealing with harassment as 
with all other forms of Employee misconduct. 
 
Specifically, a supervisor must address an observed incident of harassment/discrimination 
or a complaint, with seriousness, take prompt action to report it, and observe strict 
confidentiality as detailed in this policy. This also applies to cases where an Employee tells the 
supervisor about behavior that constitutes harassment but does not want to make a formal 
complaint. 
 
In addition, supervisors must ensure that no retaliation will result against an Employee 
making a harassment or discrimination complaint. 
 
Supervisors in need of information regarding their obligations under this policy or 
procedures upon receipt of a complaint of harassment should contact Human Resources. 
 
Employer Responsibilities 

• Prevent the incidence of harassment or discrimination in the workplace; 
• Investigate incidents of harassment or discrimination in the workplace; and 
• Correct the incidence of harassment or discrimination in the workplace. 
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Elected and Appointed Officials 
Because the Village promotes civility and respectful interactions at all levels of the 
organization, it is critical that elected and appointed officials understand their responsibilities 
to comply with this policy. Elected and appointed officials are also expected to treat each other 
in a manner consistent with this policy. Any elected or appointed official who believes they 
have experienced prohibited conduct by another elected or appointed official that is 
inconsistent with the Village’s Harassment Policy may notify the Administrative Services 
Manager or the Village Administrator. After receiving the complaint, the Village may initiate 
an investigation using an independent investigator experienced in investigating workplace 
harassment complaints. 
 
Complaints 
An Employee is not required to directly confront the person who is the source of their report, 
question, or complaint before notifying the appropriate supervisor. Nevertheless, an 
Employee is required to make a reasonable effort to make wrongdoing or conflict known to the 
Village should it exist. 
 
Complaints alleging a violation of this policy are encouraged and must be brought to the 
attention of appropriate Village officials as soon as possible after the alleged incident of 
harassment or discrimination. If you are aware of workplace conflict or wrongdoing taking 
place, you must immediately discuss your questions, problems, complaints, or reports with 
your direct supervisor. If you feel uncomfortable doing so or if your direct supervisor is the 
source of the problem, condones the problem, or ignores the problem, immediately report to 
your supervisor’s supervisor. If neither of these alternatives is satisfactory to you, then you 
can immediately direct your questions, problems, complaints or reports to the Village 
Administrator. Sworn employees are not required to follow the chain of command to make a 
complaint under this policy. 
 
Investigation.  
The Village will investigate all claims of discrimination or harassment in a discreet manner. 
All complaints and investigations will be kept as confidential as possible.  
 
If a complaint is made against the Department Head, the Village Administrator or a member 
of the Village Board, the Village Attorney will review and investigate the complaint. 
 
Anyone engaging in sexual or other unlawful harassment or discrimination will be subject to 
disciplinary action, up to and including termination of employment. 
 
External 
The Village hopes that any incident of harassment can be resolved through the internal 
process outlined above. All Employees, however, have the right to file formal charges with the 
Illinois Department of Human Rights (IDHR) and/or the United States Equal Employment 
Opportunity Commission (EEOC). A charge with IDHR or EEOC must be filed within 300 days 
of the incident. 
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Call the State of Illinois Sexual Harassment and Discrimination Helpline. 
Calls are confidential and can be made anonymously. 
1-877-236-7703 
 
www.illinois.gov/SexualHarassment 
 
The United States Equal Employment Opportunity Commission contacts: 
 
CHICAGO (312)-872-9744 
800-669-4000 
TTY 800-669-6820 
 
Retaliation 
Complaints are entitled to confidentiality to the greatest extent possible, and each 
complainant is entitled to respect during the investigation process. To that end, the Village 
strictly prohibits any forms of retaliation against anyone who makes a complaint or 
participates in an investigation or otherwise engages in protected activity under State or 
Federal law.   Anyone who violates this rule is subject to disciplinary action, up to and 
including termination.  
 
Caution must be exercised, however, to accurately state the facts giving rise to the complaint 
and to avoid groundless complaints. Grossly inaccurate or groundless complaints made in bad 
faith may subject the complainant to disciplinary action. False or frivolous complaints refer 
to cases where the accuser is using a harassment complaint to accomplish some end other 
than stopping harassment. It does not refer to charges made in good faith which cannot be 
proven. Given the seriousness of the consequences for the accused, a false and frivolous charge 
is a severe offense that can itself result in disciplinary action up to and including termination. 
 
BULLYING IN THE WORKPLACE (ABUSIVE CONDUCT) 
The Village defines bullying as repeated inappropriate behavior, either direct or indirect, 
whether verbal, physical or otherwise, conducted by one or more persons against another or 
others, at the place of work and/or in the course of employment. All Employees should be 
treated with respect and dignity and behavior that contradicts this is unacceptable. 
 
The Village will not tolerate abusive conduct or bullying behavior. Employees found in 
violation of this policy will be disciplined, up to and including termination. 
Bullying may be intentional or unintentional. However, as in harassment and/or 
discrimination, it is the effect of the behavior on the individual that is important. The Village 
considers the following types of behavior examples of bullying: 
 
Verbal bullying (includes cyber bullying): Slandering, ridiculing, or maligning a person or 
their family; persistent name calling that is hurtful, insulting or humiliating; using a person as 
the butt of jokes; abusive and offensive remarks; using a tone that could be considered 
condescending or humiliating. 

http://www.illinois.gov/SexualHarassment
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Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical 
assault, damage to a person’s work area or property. 
 
Gesture bullying: Nonverbal threatening gestures; glances that can convey threatening 
messages. 
 
Exclusion: Socially or physically excluding or disregarding a person in work-related 
activities. 
 
Although not comprehensive, the following examples may constitute or contribute to 
evidence of bullying in the workplace: 
 

• Persistent singling out of one person. 
• Shouting or raising a voice at an individual in public or in private. 
• Not allowing the person to speak or express themself (i.e., ignoring or interrupting). 
• Personal insults and use of offensive nicknames. 
• Public humiliation in any form including reprimands. 
• Spreading rumors and gossip regarding individuals. 
• Manipulating the ability of someone to do their work (e.g., overloading, underloading, 

withholding information, setting deadlines that cannot be met and/or deliberately 
providing ambiguous instructions). 

• Taking credit for another person’s ideas. 
• Deliberately excluding an individual or isolating them from work-related activities. 

 
Employees who believe they have experienced or witnessed bullying in the workplace must 
report it immediately to a supervisor. If the supervisor is unavailable or it would be 
inappropriate to contact that supervisor, Employees must immediately contact Human 
Resources or a member of management. Employees can raise concerns and make good faith 
reports without fear of reprisal or retaliation. Disregarding or failing to comply with this 
policy could lead to disciplinary action, up to and including termination of employment. False 
and frivolous complaints refer to cases where the accuser is using a bullying complaint to 
accomplish some end other than stopping bullying. It does not refer to charges made in good 
faith which cannot be proven. Given the seriousness of the consequences for the accused, a 
false and frivolous charge is a severe offense that can itself result in disciplinary action up to 
and including termination. 
 
WORKPLACE VIOLENCE 
It is the objective of the Village of River Forest to ensure the safety and well-being of our 
workforce. Therefore, the Village has established a zero-tolerance level for any violent acts or 
threats towards any Village Employee. 
 
Violence or the threat of violence, whether direct or implied by or against any Employee of 
the Village of River Forest, is unacceptable and will subject the perpetrator to serious 
disciplinary action up to and including termination and possible criminal charges. 
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An Employee who becomes aware of any threat of workplace violence shall contact either the 
immediate supervisor or the Village Administrator, however, no person shall be required to 
make a complaint to the person against whom the complaint is lodged. The Department Head 
is responsible to ensure that reports of all incidents known in their department are reported 
to them and then to the Village Administrator who shall notify the Village President of the 
incident(s). All incidents will be investigated promptly by the Village and will result in 
appropriate action being taken. 
 
CITIZENSHIP AND RESIDENCY 
Except those positions where Federal or State law requires that an Employee be a citizen of 
the United States or the State of Illinois, citizenship is not a requirement for initial or 
continued employment, however, in compliance with Federal law, Employees are required to 
show eligibility for employment in the United States. 
 
Although residency within the Village or any specific distance from the Village is not a 
prerequisite for initial or continued employment, Employees are expected to be able to report 
to the Village Hall in a timely manner in the event of an emergency. 
 
EMPLOYMENT APPLICATION FORM 
Applications for employment shall be submitted on the Village employment application form. 
The application form shall be completed in its entirety and any evidence of falsification or 
fraud on the form may be grounds for dismissal or disqualification from consideration for 
employment. 
 
FITNESS FOR DUTY 
Employees may be required to undergo a medical examination, at the discretion and expense 
of the Village, by a physician designated by the Village when an employee’s ability to perform 
essential job functions or to safely perform job duties is in question.  An Employee may be 
required to undergo a medical examination if involved in an accident in a Village owned 
vehicle. A medical examination may also be required when an injured Employee returns to 
work from an injury or illness, regardless of whether the injury or illness occurred as part of 
the individual’s employment with the Village.  
 
All employees are expected to be physically and mentally fit to perform their jobs in a safe 
manner at all times with or without a reasonable accommodation. If you are not able to 
perform your job or you are taking any medication that might affect your ability to do your 
job, you must inform you supervisor immediately. 
 
If a supervisor believes you are not fit to perform your duties, you may be sent home, 
relieved of certain duties, assigned to different duties, assigned to light duty, requested to 
take a medical examination, or asked for an explanation. 
 
In accordance with the consent, you signed when employed, you may be requested to 
undergo a medical examination to determine your fitness for duty. 
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Any employee who refuses to cooperate with a determination of whether they are fit for duty 
will be subject to corrective action, up to and including termination. 
 
If you are not fit for duty, you may be eligible for benefits, such as sick leave, family leave, 
intermittent leave, workers’ compensation, group health care, or others. If you are not able 
to perform some duties but can perform others, an attempt will be made to reasonably 
accommodate your restricted activity. 
 
NOTICE OF DRUG-RELATED CONVICTIONS 
Any Employee convicted of violating any federal or state criminal drug statute must notify the 
Human Resources within five (5) days of such conviction. For purposes of this notice 
requirement, a conviction includes a finding of guilt, a no contest plea, and/or an imposition 
of sentence by any judicial body for any violation of a criminal statute involving the unlawful 
manufacture, distribution, sale, dispensation, possession or use of any controlled substance 
or cannabis. Failure to notify the Human Resources Department pursuant to this policy may 
subject the Employee to disciplinary action, up to and including dismissal from employment. 
Illinois Drug free Workplace Act, 30 ILCS 580/2 (applicable if performing pursuant to a grant 
of $5,000 or more). 
 
PERSONNEL FILES 
The Village will create a personnel file for each Employee that contains all pertinent 
employment information and forms that were used or relied on in making any employment 
decisions including (without limitation) the following: employment application, references, 
evaluations, commendations, disciplinary actions, and other job-related employment records. 
The Village will maintain a separate, confidential file for Employees’ medical and benefit 
records, as well as any other confidential personnel records. 
 
The Village will not disclose an Employee’s disciplinary report, letter of reprimand or other 
disciplinary action to a third party or to a party outside of the Village’s organization (except 
if disclosed to a union representative designated in writing) without first providing written 
notice to the Employee, mailed first-class mail to the Employee’s last known address on or 
before the day the information is divulged. (When the request for such a record is made 
pursuant to IL FOIA, the Village may send the written notice to the Employee via first-class 
mail or through electronic mail). This paragraph is inapplicable, however, if (1) the disclosure 
is ordered in a legal action or arbitration; or (2) an authorized government agency requested 
the information as a result of a claim or complaint by the Employee or as a result of a criminal 
investigation by such agency. 
 
All public records and nonpublic records related to complaints, investigations, and 
adjudications of police misconduct shall be permanently retained and may not be destroyed. 
 

AMERICANS WITH DISABILITIES ACT AND RELATED STATUTES 
The Village is committed to complying with all applicable provisions of the Americans with 
Disabilities Act and the applicable amendments (“ADA”), as well as all other related State and 
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Federal Statutes. It is the Village’s policy not to discriminate against any qualified Employee 
or applicant with regard to any terms or conditions of employment because of such 
individual’s actual or perceived mental or physical disability (or association with a person 
with a disability) so long as the Employee can perform the essential functions of the job with 
or without reasonable accommodations if medically necessary. Consistent with this policy of 
nondiscrimination, the Village will provide reasonable accommodations to a qualified 
individual with a disability (as defined by the applicable law) and who has made the Village 
aware of their disability provided such accommodation does not constitute an undue 
hardship on the Village’s business operations.  
 
AMERICANS WITH DISABILITIES ACT AND OTHER RELATED DISABILITY STATUTES 
Pursuant to the Americans with Disabilities Act (ADA) and other related State and Federal 
Laws, the Village has a commitment to ensure equal opportunities for Employees with 
disabilities. A very reasonable effort will be made to provide an accessible work environment 
and additional accommodation, including auxiliary aids and services. Employment practices 
(e.g. hiring, training, testing, transfer, promotion, compensation, benefits, dismissal, etc.) will 
be administered in such a manner as to not promote discrimination against Employees with 
disabilities. 
 
Recruitment and selection processes will grant equal opportunity for employment to 
qualified applicants and will not discriminate based on disability. Reasonable accommodation 
will be provided upon request during an application/interview process. 
 
Requests for accommodation − Upon request by the Employee or applicant, the Village will 
make reasonable accommodations to enable a qualified person with a known disability to 
perform one or more of the essential job functions. Department heads or supervisors should 
notify the Assistant Village Administrator of any requests received from Employees for 
accommodation. However, no supervisory Employee shall ask a subordinate whether they 
have some disability requiring accommodation. 
 
Complaint procedure − All questions or complaints regarding non-compliance with the ADA 
shall be referred to the Human Resource Manager who also serves as the Village’s Compliance 
Officer. The complaint should be in writing and contain information about the alleged 
discrimination such as name, address, phone number of complainant and location, date, and 
description of the problem. Alternative means of filing complaints, such as personal 
interviews or a tape recording of the complaint will be made available for persons with 
disabilities upon request. 
 
The complaint should be submitted by the grievant and their designee as soon as possible 
after the alleged violation to: 
 
Human Resource Manager 
ADA Coordinator 
400 Park Avenue 
River Forest, IL 60305 
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As soon as possible after receiving receipt of the complaint, the Human Resource Manager or 
designee will meet with the complainant to discuss the complaint and the possible 
resolutions. The Human Resource Manager or designee will respond in writing, and where 
appropriate, in a format accessible to the complainant, such as large print, Braille, or audio 
tape. The response will explain the position of the Village of River Forest and offer options for 
substantive resolution of the complaint. 
 
If the response by the Human Resource Manager or designee does not satisfactorily resolve 
the issue, the complainant and/or their designee may appeal the decision within 15 calendar 
days after receipt of the response to the Village Administrator or designee. 
 
Within 15 calendar days after receipt of the appeal, the Village Administrator or designee will 
meet with the complainant to discuss the complaint and possible resolutions. Within 15 
calendar days after the meeting, the Village Administrator or designee will respond in writing, 
and, where appropriate, in a format accessible to the complainant, with a final resolution of 
the complaint. 
 
Questions may be directed to the Human Resource Manager @ 708-366-8500. 
 
REQUEST FOR REASONABLE ACCOMMODATION – INTERACTIVE PROCESS 
Employees with a disability who believe they need reasonable accommodation to perform the 
essential functions of their job should contact the Human Resources Department or their 
Department Head. The Village encourages individuals with disabilities to come forward and 
request reasonable accommodation when needed. If Employees feel uncomfortable making 
an accommodation request to the Human Resources Department or their Department Head, 
or they believe the accommodation request was not properly managed when made, they 
should report the matter to the Assistant Village Administrator. 
 
On receipt of an accommodation request, the Village (usually the Human Resources 
Department) will meet with the requesting Employee as part of an interactive discussion 
process. During this interactive process, the Employee and the Village will discuss and identify 
the precise limitations or restrictions resulting from the disability and the potential 
accommodation(s) the Village might make to help overcome those limitations/restrictions 
and allow the Employee to perform the essential job functions of the Employee’s position. The 
Village may request Employees obtain medical documentation supporting their reported 
need for reasonable accommodation in compliance with applicable laws. 
 
The Village will determine the feasibility and reasonableness of the requested 
accommodation considering various factors, including but not limited to, the nature and cost 
of the accommodation, the Village’s overall financial and other resources, the 
accommodation’s impact on the operation of the Department, including the ability of other 
employees to perform their duties, and the Village’s ability to provide its services to the 
public. 
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The Village will determine what is considered a reasonable accommodation on a case-by-case 
basis. The ADA does not require the Village to make the best possible accommodation, 
reallocate essential job functions, create new positions, or provide personal use items (i.e., 
eyeglasses, hearing aids, wheelchairs, etc.). However, when the Village denies a particular 
request, it will endeavor to find and offer a reasonable alternative, if available. 
 
POLICY AGAINST PREGNANCY DISCRIMINATION   
The Village prohibits and does not tolerate discrimination against anyone on the basis of 
pregnancy, childbirth, and medical or common conditions related to pregnancy or childbirth. 
The Village also commits to making reasonable accommodations related to pregnancy, 
childbirth, and medical or common conditions related to pregnancy or childbirth. It treats all 
applicants and employees who are pregnant in the same manner as any other applicant or 
employee regarding job-related functions, benefits, and opportunities. No person or 
employee, no matter their title or position, has the authority, whether express, actual, 
apparent or implied, to discriminate against a pregnant employee or applicant.  
 
The Village will not deny or remove an Employee from a position because the Employee is 
pregnant, considering pregnancy, or experiencing any pregnancy-related medical conditions. 
It will base all decisions regarding a pregnant employee’s placement in, or continuation in, a 
job on the same considerations that govern all other employment decisions – the Employee’s 
ability to perform the essential functions of the job in question satisfactorily, with or without 
reasonable accommodation. 
 
Such reasonable accommodation requests may include, for example: more frequent bathroom 
breaks, assistance with heavy lifting, a private space for expressing milk, or time off to recover 
from the pregnancy. The Village will not discriminate against Employees because of their 
pregnancy and will not retaliate against Employees because they requested reasonable 
accommodation. For more information on pregnancy-related rights, visit 
www.illinois.gov/dhr. See also legal poster concerning the federal law known as the 
“Pregnant Workers’ Pregnancy Fairness Act of 2023 (eff. 6/27/23).  
 
EMPLOYMENT CATEGORIES 
Employment categories help determine how employees are classified for purposes of pay and 
benefits. The Village generally refers to the wages of non-exempt employees in an hourly 
figure. Compensation figures for exempt employees are quoted in annual salary amounts and 
will be paid in prorated amounts during the time they are working.  
 
The Village organizes positions in three categories: regular full time, regular part time, and 
temporary/seasonal. These categories are determined by the nature of an employee’s 
assignment and weekly work schedule. Each classification is assigned a level of benefits and 
privileges to be provided by the Village. 
 
 
 

http://www.illinois.gov/dhr


 

 22 

 

FULL-TIME EMPLOYEES: 
The Village designates employees as “full-time” when they have satisfactorily completed their 
orientation period. The Village classifies full-time employees as exempt or nonexempt 
(depending on their job duties, authority, and salaried status). The Village generally schedules 
full-time employees to work at least 40 hours per workweek for four consecutive calendar 
quarters during a calendar year. The Village may require full-time employees to work 
additional hours as necessary to complete all assigned tasks and as needed during busy 
periods. Worked time must be tracked and submitted to their supervisor on a weekly basis. 
 
PART-TIME EMPLOYEES: 
The Village designates employees as “part-time” as those who work up to 35 hours per 
workweek.  Regular part-time employees are only eligible for legally mandated benefits, 
including deductions for the Illinois Municipal Retirement Fund (IMRF) and medical benefits 
as mandated by Healthcare Reform (the Affordable Care Act). Unless expressly provided 
otherwise in a published policy in this Handbook or as required by law (i.e., accrual of paid 
time off), part-time employees, based on their hours worked, have limited benefits in this 
Handbook. Worked time must be tracked and submitted to their supervisor on a weekly basis. 
 
NOTE: There is nothing in this Policy or the procedures in this Handbook that creates a 
guarantee of any number of hours of work per day, week or year. 
 
SHORT-TERM OR SEASONAL EMPLOYEES 
Regardless of hours worked in a workweek or period, the Village considers Employees 
designated short-term or seasonal as those who work in a specific function or project for a 
temporary and limited period, generally less than three quarters during a calendar year. The 
Village pays this type of employee by the hour, recorded in 15-minute intervals. Worked time 
must be tracked and submitted to their supervisor on a weekly basis. 
 
The Village does not guarantee it will rehire short-term or seasonal employees in a 
subsequent season or, if rehired, that it will rehire them for the same position or for any 
particular period of time. Short-term or seasonal employees are ineligible to receive benefits 
set forth in this Handbook, except as expressly provided by an applicable plan document or 
as required by law (i.e., paid time off accrued based on number of hours worked). Upon 
expiration of a short term or seasonal work assignment, interested employees must apply for 
future employment opportunities and be considered like all other candidates for the same 
positions. 
 
EXEMPT AND NON-EXEMPT EMPLOYEES 
Exempt Employees are those who are paid on a salary basis and whose job duties are exempt 
from the overtime and compensatory provisions of the federal and state wage and hour laws. 
Exempt Employees are not eligible for overtime pay and their weekly salary covers all hours 
of work performed in a given workweek. The Village calculates their salaries on a weekly 
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basis, but exempt Employees must still track and submit documentation of hours worked per 
workweek for record-keeping purposes.  
 
Nonexempt Employees receive overtime pay or compensatory time in accordance with the 
Village’s overtime and compensatory time policies and applicable laws. The Village typically 
calculates their pay rates on an hourly basis, and nonexempt Employees must use a time clock 
and/or time sheets to track and document hours worked per workweek. The maximum 
amount of compensatory time any Employee may accrue is 80 hours. 
 
OUTSIDE EMPLOYMENT 
If an employee is interested in securing employment outside of their job with the Village, they 
must inform their Department Head and the Assistant Village Administrator. The employee 
must also submit any necessary paperwork to report the secondary employment, including 
but not limited to IRMA’s “Secondary Employment” form. If it appears, in the sole discretion 
of a Department Head or Assistant Village Administrator, that the outside employment 
presents a possible conflict of interest or interferes with fulfilling job responsibilities at the 
Village, the Department Head and/or Assistant Village Administrator can require the 
Employee to leave their outside employment or resign from the Village if unwilling to quit 
their outside employment. 
 
To avoid an actual or potential conflict of interest, employees may not accept work from or 
work for people or companies with whom the Village conducts any form of business. Further, 
employees are prohibited from performing work or volunteer activities for another entity 
while they are scheduled, requested, or expected to work for the Village. If there is any doubt 
about a potential conflict being present, employees should meet with their Department Head 
or the Assistant Village Administrator to discuss their plans. 
 
Failure to terminate outside employment when so directed by a Department Head and/or 
Assistant Village Administrator may be cause for disciplinary action, up to and including 
dismissal from employment (no matter when discovered). Further, no employee is authorized 
to perform outside work activities (or volunteer activities) unless disclosed to management 
and provided IRMA’s “Secondary Employment” forms have been fully completed and 
submitted to management on an annual basis. 
 

DRIVER’S LICENSE VERIFICATION 
All employees occupying positions which require the operation of a Village vehicle or 
personal vehicle for Village business, shall be required to supply their driver's license number 
to Human Resource Manager for verification on an annual basis. If an employee uses their 
personal vehicle for Village business, proof of insurance may be required. 
 
Employees required to have a Commercial Driver’s License (CDL) may be randomly required 
to verify the status of their CDL between annual verifications. 
 
Any employee who drives a Village vehicle or whose job duties require the use of a vehicle 
and a valid driver’s license must notify their Department Head immediately if their driver’s 
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license becomes invalid for whatever reason; failure to do so may result in discipline up to 
and including dismissal. 
 
PERFORMANCE EVALUATION 
The Village’s performance evaluation process is designed to communicate performance 
standards and to evaluate performance results. The goal of the system is to define and 
communicate job expectations to employees. The evaluation process also provides an 
opportunity for feedback for both the employee and supervisor to assist in the career 
development process. This type of communication allows employees the opportunity to set 
goals, make career decisions, and to increase their value for the Village. 
 
It is the Village’s intention to complete annual performance appraisals each year for all 
employees, with a nine-month review for new employees (except as otherwise stated in 
collective bargaining agreements). The Village reserves the right to schedule performance 
evaluations at its sole discretion, including times in addition to or different from those set 
forth above as business needs dictate 
 
Having a performance evaluation does not mean an employee will receive a compensation 
adjustment. 
 
OPEN DOOR POLICY   
The Village promotes an atmosphere whereby employees can talk freely with members 
of management. It encourages employees, non-employees, and interns to discuss openly 
any problems with their immediate supervisor, so the Village may take appropriate action 
to address the issue when appropriate to do so. If the immediate supervisor cannot help, 
the Department Head, Human Resources, Assistant Village Administrator, and the Village 
Administrator are available for consultation and guidance. The Village is interested in all 
its employees’ success and happiness with their employment and welcomes the 
opportunity to help employees whenever feasible. Be assured that no retaliation will be 
taken against an employee who utilizes this internal Open Door Policy. See Ethics 
Ordinance here. 
 
ORIENTATION PERIOD 
The orientation period shall be an integral part of the evaluation process and shall be utilized 
as an opportunity to observe an Employee's work, to train the Employee, and/or to reject any 
Employee whose work performance fails to meet required work standards. An orientation 
Employee may be dismissed at any time for any reason during the orientation period. 
Successful completion of the orientation period does not grant a property right to the position, 
nor does completion of the orientation period create a contract or right to future employment. 
The following appointments are subject to an orientation period of nine (9) months. 

• Initial employment 
• Transfer (as may be recommended by the Department Head and approved by the 

Village Administrator.) 
• Re-employment (after thirty (30) days separation). 

https://codelibrary.amlegal.com/codes/riverforestil/latest/riverforest_il/0-0-0-588
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• Promotion (six (6) month orientation period) 
 
Supervisors shall observe the Employee's work performance and may counsel an orientation 
Employee whose work performance is marginal or inadequate. Supervisors are encouraged 
to conduct an informal review of the Employee’s performance after nine (9) months. 
 
Prior to the completion of the Employee’s orientation period, the supervisor shall complete a 
performance review of the orientation Employee. 
 
Prior to the completion of the Employee's Orientation period, the supervisor, with the 
approval of the Department Head, shall submit the Employee’s performance review and may 
recommend one of the following actions to the Village Administrator. 

• Recommend that the Employee be removed from orientation status. 
• Recommend that the Employee's orientation period be extended for a period not to 

exceed three (3) months. 
• Recommend that the Employee be dismissed. 
• Recommend that the Employee be demoted or returned to a former position if a 

vacancy exists. 
Any of the foregoing actions shall not, however, be subject to review or appeal by the 
Employee. 
 
In the event of an unfavorable review of an Employee covered by a collective bargaining 
agreement, the Employee shall be subject to action in accordance with the applicable 
collective bargaining agreement, provisions of state statute and the Rules and Regulations of 
the Board of Fire and Police Commissioners. 
 
PROGRESSIVE DISCIPLINE 
The Village believes that if our people are successful, our organization is successful. Therefore, 
we have established the following discretionary progressive discipline process to help 
provide feedback to Employees and consistent discipline for unsatisfactory conduct in the 
workplace. 
 
The Village’s best interest is to have disciplinary actions that are prompt and consistent. The 
major purpose of any disciplinary action is to correct the problem, prevent recurrence, and 
prepare the Employee for satisfactory service in the future. Employment with the Village is 
based on mutual consent and both the Employee, and the Village have the right to terminate 
employment at will, with or without cause or advance notice. The Village may use progressive 
discipline at its sole discretion. 
 
As determined at the sole discretion of management, disciplinary action may include, but is 
not limited to, the options below. These options may be used in accordance with individual 
circumstances, Village policy, and the facts surrounding the situation, but they are not 
necessarily designed to be used in any order, and one or more options may be bypassed or 
repeated depending on, among other considerations, the severity of the situation and the 
number of occurrences. Progressive discipline is a discretionary process and does not 
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preclude the immediate termination of an Employee at the Village’s sole discretion. 
• Verbal warning 
• Written warning 
• Suspension with or without pay. 
• Termination of employment 
 

In using progressive discipline, our goal is that most Employee problems can be addressed at 
an early stage, benefiting both the Employee and the Village. Management, in its sole 
discretion, reserves the right to determine when an employee’s behavior is unacceptable and 
when and what disciplinary action is necessary under a given circumstance. Employees may 
be subject to discipline for poor performance and violation of Village policies and procedures. 
The type of disciplinary action that may be imposed may vary depending on the facts and 
circumstances surrounding each case. Nothing in this Handbook creates an obligation to 
follow any disciplinary procedure. 
 

PROMOTIONS AND TRANSFERS 
Promotion shall be based upon merit, qualifications, experience, and the ability to fulfill the 
essential functions of the position. 

• All promotions are made by the Department Head upon recommendation to and 
approval by the Village Administrator (except for positions under the jurisdiction of 
the Board of Fire and Police Commissioners). Employees who are being considered for 
promotion may be competing for the position with qualified individuals from outside 
the organization. 

• When an individual is promoted or transferred, the Village Administrator will set the 
individual’s salary in accordance with the approved compensation plan. 
 

EMPLOYMENT OF ELECTED OFFICIALS 
No person elected to the Office of Village President, Village Trustee, Village Clerk, or appointed 
to the office of Village Administrator shall be employed in any other capacity with the Village 
during the term that they hold appointed or elected office. 
 
Immediate family (i.e., spouses, Civil Partners, children [birth, step, adopted], sibling(s), 
sibling-in-law, grandchildren) of the Village President, Village Trustees, Village 
Administrator, Assistant Village Administrator, and Department Heads, shall not be hired in 
any capacity during their tenure. 
 
Applicants related to employees, other than specified above, shall be considered only based 
on their qualifications, experience, training, physical fitness for the job, and their personal 
character and integrity. 
 
An employee may not be assigned to a position where that employee would directly supervise 
a relative. 
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ATTENDANCE AND WORK PERIOD 
RECORDING OF HOURS WORKED – EVERY EMPLOYEE 
The Village requires all employees to maintain an accurate and legible record of the hours 
worked, whether by time sheet, time clock or timecard (depending on the position). These 
time records, which employees’ immediate supervisors must review and either approve or 
correct with documented explanation, are the basis for paycheck calculations (particularly for 
nonexempt employees) and serve as time worked records for the Village for all employees. 
 
The Village expects employees to be ready to work at their scheduled start time. The Village 
gives employees unpaid meal periods under the Meal and Rest Period Policy in this Handbook. 
Employees are responsible for their own time records. Violation of this policy may result in 
appropriate disciplinary action, up to and including dismissal. 
 
Employees are not to clock or sign in or out for other employees. Recording another 
employee's time record or falsification of any employee’s time record is against the Village’s 
policies and rules and is grounds for disciplinary action, up to and including dismissal. 
 
WORK SCHEDULE 
Department Heads shall be responsible for establishing their department’s work schedules. 
 
MEALS AND REST PERIODS 
Employees who work for 7½ continuous hours or longer are permitted to take at least a 20-
minute unpaid meal period by the start of the fifth hour. For example, an employee that begins 
work at 8:00 a.m. and who works until 4:30 p.m. may take a 20-minute unpaid break at 1:00 
p.m. 
 
The Village Administrator authorizes Department Heads to establish and arrange meal 
periods and reasonable rest periods during each workday that are most consistent with 
departmental operations. Non-exempt/hourly paid employees who work more than 7.5 
hours in a day, they must take at least a 20-minute meal break (which is unpaid), and the meal 
break must take place within the first five (5) hours of the employee’s shift. The granting of 
additional rest periods beyond this daily meal break is entirely at the discretion of the 
immediate supervisor or Department Head. 
 
In general, employees working at least an 8-hour day will receive one unpaid lunch period (30 
minutes) and two paid 15-minute break periods. Department Heads are authorized to establish 
the time and length of lunch and break periods during each day. If an employee does not elect 
to take a scheduled paid break period during the workday, it shall be forfeited. 
 
Department Heads or their designees will ensure that lunch and break periods are not 
extended or denied unless emergency conditions exist. Lunch periods should not be 
scheduled at the beginning of the workday and shall normally be scheduled after the third 
and before the sixth hour of the workday. The granting of break periods and the 



 

 28 

 

determination of their length and time is discretionary by the Department Head. They shall 
be determined by considering departmental operations while complying with applicable 
state and federal regulations.  
 

REPORTING TO WORK AND TARDINESS 
Employees shall report promptly at their designated working place and shall devote their 
entire efforts during working hours to assigned duties. If an employee is unable to report for 
work as scheduled, they must notify their supervisor by telephone, text, or email based on the 
supervisors/ department policy as far in advance as possible. In any event, the supervisor 
should be notified not less than sixty (60) minutes before their designated starting time. 
Failure to notify the supervisor as provided herein may result in disciplinary action.  
 
Employees must notify the Department Head or immediate supervisor as soon as possible if 
the Employee expects to be late for work. Tardiness may result in disciplinary action. Exempt 
and non-exempt employees may be subject to disciplinary action up to and including 
termination of employment for poor attendance and/or excessive tardiness in accordance 
with Federal, State, and local laws.  
 
UNIFORMS & APPEARANCE FOR WORK 
Uniforms may be provided in accordance with Departmental Rules and Regulations. 
Employees are prohibited from wearing Village issued clothing for personal use. Upon 
separation from the Village, the Employee is required to return Village-issued uniforms. 
 
Employees are expected to be well groomed, free of offensive odors and dressed in a manner 
suitable to their responsibilities and position. An employee’s appearance must be business 
appropriate. Department Heads may establish individual department dress and appearance 
policies. When uniforms are furnished, they must be kept clean and neat and must be worn 
while performing duties for the Village. When safety equipment is issued to employees, it is 
mandatory that it be worn and/or used in the manner prescribed when performing tasks for 
which such equipment is provided.  
 
VILLAGE OF RIVER FOREST DRESS CODE POLICY 
Purpose 
The purpose of this policy is to establish guidelines for appropriate workplace attire to ensure 
a professional, respectful, and safe working environment. 
  
Scope 
This policy applies to all employees not covered by a union contract. Another exception to this 
policy is any employee that works outside the office more than 25% of the time, in accordance 
with their job description. These employees can wear casual Friday attire, if approved by their 
supervisor. 
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General Guidelines 
Employees are expected to dress in a manner that is appropriate for a professional office 
setting. 

• Clothing should be clean, neat, and in good condition. 
• Personal hygiene must be always maintained. 

 
Acceptable Attire – Monday – Thursday 
Business Casual 

• Tops: Dress shirts, blouses, polo shirts, sweaters, and turtlenecks. 
• Bottoms: Dress pants, slacks, khakis, skirts, and dresses. 
• Footwear: Dress shoes, loafers, flats, and professional-looking boots. 
• Accessories: Ties, scarves, and modest jewelry. 

Casual Fridays  
• Tops: Polo shirts, blouses, casual shirts, and sweaters. 
• Bottoms: Jeans (without rips or holes), casual pants, and skirts. 
• Footwear: Casual shoes, clean sneakers, and loafers.  
• Accessories: Ties, scarves, and modest jewelry. 

Day prior to a holiday – at certain times the Village Administrator can approve casual Friday 
attire. Notice will be given to employees. 
  
Always Unacceptable Attire  

• Tops: Tank tops, halter tops, crop tops, T-shirts with offensive graphics or language. 
• Bottoms: Shorts, sweatpants, leggings (unless worn under a dress or tunic), and 

excessively short skirts. 
• Footwear: Flip-flops 
• Accessories: Excessive or distracting jewelry, hats, and caps (except for religious or 

medical reasons). 
 

Special Circumstances 
• Business Meetings: Business professional attire may be required for certain meetings. 

This includes suits, dress shirts, ties, and dress shoes. 
• Village Events: Dress code for village events will be specified based on the nature of 

the event. 
 

Exceptions 
Medical and Religious: Exceptions to the dress code will be made for medical reasons or to 
accommodate religious practices. Employees may reach out to Human Resources to discuss 
their request for an exception.  
  
Enforcement 

• Supervisors and managers are responsible for ensuring compliance with this dress 
code policy. 

• Employees who fail to comply with the dress code will be given a verbal warning and 
may be sent home to change into appropriate attire. 
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• Repeated violations may result in disciplinary action, up to and including termination 
of employment. 
 

Review and Amendments 
This policy will be reviewed annually and may be amended as necessary to reflect changes in 
company standards or industry norms. 
 
WORK PERIODS 
In general, the work period for employment is defined as a consecutive seven (7) day period 
commencing at 12:00 a.m. Sunday and ending at 11:59 p.m. Saturday, the seventh day. 
 
PAY PERIODS 
Employees are paid semi-monthly for a total of twenty-four (24) pay periods per year. 
 
OVERTIME 
The appropriate Department Head or Supervisor must approve in advance all overtime 
worked. Sick time hours shall not be included in hours of work for the purpose of calculating 
overtime. The rate of compensation shall be at the rate of one-and-one-half (1 ½) times the 
hourly rate. 
 
Employees scheduled for 40 hours weekly shall be entitled to overtime pay for any hours 
worked in excess of 40 hours in one work period. Hours worked includes use of compensatory 
time, vacation, and personal days. 
 
All employees subject to collective bargaining agreements or memoranda of understanding 
are entitled to overtime pay in accordance with their respective agreements. Employees 
performing law enforcement or firefighting duties are subject to the period set forth in the 
collective bargaining agreement and under the Fair Labor Standards Act; overtime will be 
paid on that basis. 
 
This policy shall not apply to Exempt Employees. 
 
COMPENSATORY TIME 
Any employee who is eligible for overtime may request to accrue compensatory time off at a 
rate of 1 ½ hours for each overtime hour worked. The request is subject to the Department 
Head’s approval. 
 
Compensatory time shall be earned at one and one-half (1 ½) times the hours worked, and 
time off shall be subject to the approval of the Department Head or their designee. Under no 
circumstances shall compensatory time off be granted where such granting would create a 
hardship, as determined by the Department Head, in the operation of the respective 
department. Earned compensatory time shall, if practical, be used within the fiscal year in 
which it was earned. Where such time may not be used in the same fiscal year, it will be paid 
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out. An employee shall not be permitted to accrue more than eighty (80) hours of 
compensatory time (53.33 hours of actual time worked). It is the responsibility of the 
employee to understand the total compensatory time balance to ensure they do not exceed 
this limit. Employees will not be permitted to accrue over this 80-hour (or 53.33 hours of 
actual time worked) limit. Any additional time over this limit must be paid out as overtime on 
the following pay period or based on the applicable collective bargaining agreement. Time 
accumulated more than 80 hours shall be paid out at the appropriate overtime rate. 
 
VILLAGE PROPERTY 
The Village will issue equipment needed to perform your job. This might include keys or key 
fobs to access certain areas of Village properties. This is intended to help protect staff 
members and users of the service and safeguard confidential information held about them, 
both manually on the premises, and electronically, but accessed through VRF IT systems. 
 
It is the policy of the Village to only issue key fobs for the Village premises, certain internal 
rooms / storage facilities, and grounds to staff members on a “required-for-role” basis. This 
ensures that the absolute minimum number of persons have the means to access certain areas 
of the Village premises at any time of day or night, ensuring that security levels remain 
consistently stringent, thus minimizing the risk of unauthorized access.  

• The key fob or keys assigned to each employee are for that specific employee’s use 
only for areas authorized by their supervisor. 

• The key PIN is for that specific employee’s use only, do not share the PIN with anyone. 
• Employees should not lend their key fob to anyone to borrow. 
• When using the key fob to enter the buildings be aware of your surroundings. If an 

employee notices any unusual circumstances or a suspicious person in the area, 
contact the Village Police Department immediately.  

• It is mandatory that if an employee loses their key fob or any Village property, they 
must report it to their supervisor immediately and notify Human Resources. 

• If an employee’s employment ends for any reason, it is mandatory that the employee’s 
key fob be turned into their supervisor before they leave, along with all other Village 
property. 

 
COMPENSATION PLAN 
COMPENSATION PLAN 
At any time, the Village Administrator may deem it necessary to evaluate the current salary 
levels. Based on information derived from such studies, the Village Administrator may 
recommend to the Village Board changes in the assignment of salaries. 
 
SALARY RANGES 
The Village strives to offer compensation packages which are commensurate with each 
position’s responsibilities and help the Village attract and retain a highly qualified 
workforce. Salary is one component of an employee’s total compensation package, and 
the Village may utilize other forms of compensation which are not addressed in this 
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policy. The Village strives to provide an attractive, competitive compensation program 
to its employees. 
 
Salary Schedule 
The Administration and Finance Department is responsible for establishing and maintaining 
the Village’s salary schedule. The salary schedule consists of salary ranges for each pay grade 
and reflects positions assigned to each pay grade. Each pay grade is constructed with a 
minimum and maximum dollar amount, which represents the lowest and highest base 
salary that may be paid for a job assigned to that pay grade. 
 
The salary schedule may be adjusted based on cost-of-living adjustments awarded by the 
Village Board. Additionally, the salary schedule may be adjusted due to a market 
adjustment, if approved by the Village Board, based on periodic market comparability 
reviews. 
 
Pay Grades and Position Analysis 
Each full-time position is assigned a pay grade commensurate with the levels of skill and 
responsibilities associated with the position. The Village conducts position analysis to 
calculate pay grades when new positions are created and/or when job responsibilities are 
substantially changed. Additionally, the Village conducts periodic reviews of all positions’ 
pay grades through position analysis. Pay grades may be increased or decreased. Position 
analysis are a review of a position’s responsibilities, formal educational requirements, 
experience requirements, skill levels and/or certifications required, and other requirements 
of the job. 
 
Cost of Living Adjustment 
Employees must achieve an overall performance evaluation rating of “meets expectations” 
or higher to be eligible to receive a salary increase, including any cost-of-living adjustment 
awarded by the Village Board. Employees whose overall performance evaluation rating is 
below “meets expectations” may not receive a salary increase, including a cost-of-living 
adjustment. 
 
DEVELOPMENT AND MAINTENANCE OF SALARIES 
Employees’ salaries shall be determined regarding the following: 

• Salaries for other Village positions; 
• Relative difficulty and responsibility of positions; 
• Availability of employees in particular occupational categories; 
• Rates of pay in other comparable jurisdictions; 
• The financial policies of the Village; or 
• Such other considerations which may be appropriate. 

 
SALARY INCREASES 
Salary increases shall be made on the recommendation of the Department Head to the Village 
Administrator, based upon a compensation plan approved by the Board of Trustees, except 
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as otherwise provided. No salary adjustment shall be automatic unless the employee is 
governed by collective bargaining agreement. 
 
PAYROLL DEDUCTIONS 
The law requires that the Village make certain deductions from every employee’s 
compensation. Among these applicable Federal, State, and Local income taxes. The Village 
must also deduct Social Security taxes on each employee's earnings (except for members of 
the Police and Fire union), up to a specified limit that is called the Social Security “wage base”. 
The Village matches the amount of Social Security taxes paid by each employee. Medicare and 
mandatory pension plan withholdings are also deducted from each employee’s earnings.  
 
The Village complies with applicable wage/hour laws and regulations and prohibits improper 
deductions made to an employe’s paycheck. The law outlines certain pay deductions that may 
not be made from the pay of employees exempt from the overtime provisions of the law.  
 
The Village offers programs and benefits beyond those required by law. Eligible employees 
may voluntarily authorize deductions from their paychecks to cover the costs of participation 
in these benefit programs.  
 
It is the policy of the Village not to take any improper pay deductions which would be in 
violation of the Fair Labor Standards Act, its regulations (specifically Section 541.602 (a)), or 
relevant state law or ordinance. Employees who believe their pay has been improperly 
deducted should report such an improper deduction immediately to the Finance Director. The 
complaint will be promptly investigated, and the results of the investigation will be reported 
to the complaining employee. If the employee is unsatisfied with the findings of the 
investigation, the employee may appeal the decision to the Assistant Village Administrator. 
Any employee whose pay is improperly deducted shall be reimbursed for such improper 
deduction no later than the next practical pay period after the improper deduction is 
communicated to management.   
 
EMPLOYEE BENEFITS 
The Village offers benefits that provide a well-rounded level of protection for eligible 
employees and their qualified dependents. Several of the programs (such as Social Security, 
worker’s compensation, state disability, and unemployment insurance) cover all employees 
in the manner prescribed by law. The terms and conditions of the employee benefit programs 
are governed by their respective plan documents. For information regarding employee 
benefits, contact Human Resources. Employee benefits are established and amended from 
time to time by the Village Board and/or Village Administrator. 
 
HEALTH, DENTAL, VISION, AND LIFE INSURANCE 
All full-time employees are eligible to participate in the Village group health, dental, vision 
and life insurance programs. Insurance coverage(s) shall commence on the first day of 
employment and shall cease on the last day of the month in which the employment was 
terminated. A brochure describing the provisions of each insurance plan shall be furnished to 
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every new employee and is available from Human Resources at any time. 
 
Employees that opt out of the Village’s health insurance plan may be entitled to an Insurance 
Refusal Reimbursement at the discretion of the Village Administrator and per budgetary 
constraints. Please contact Human Resources to learn more about this program. 
 
FLEXIBLE BENEFIT PLAN (MEDICAL AND DEPENDENT FLEXIBLE SPENDING 
ACCOUNTS) 
The Village administers an IRS Section 125 Flexible Benefit Plan. The rules governing the plan 
are contained in the Plan Document. Employees may voluntarily authorize additional pre-tax 
amounts to be deducted from their paychecks and placed in their medical reimbursement 
and/or dependent care reimbursement accounts. 
 
Per federal law and applicable Plan Documents, changes in the allocation may only be made 
during the open enrollment period prior to the beginning of the plan year, unless the 
Employee experiences a qualifying event under federal law, which may include: marriage, 
Civil Union, legal separation, divorce, death of a spouse or child, pregnancy, birth or adoption 
of a child, a change in employment status for the employee’s spouse, or the termination of 
insurance coverage provided by a spouse’s own employer. 
 
Employees who have questions regarding qualifying expenses should contact Human 
Resources about procedures and documentation needed for reimbursement. 

 
NOTIFICATION OF MAJOR LIFE CHANGES 
To ensure continuation of health insurance and other benefits, employees are required to 
promptly notify their supervisor of any major life change. Examples of major life changes are 
marriage, Civil Unions, divorce, or legal separation, change in dependent status, loss of 
insurance coverage by a spouse, birth, or adoption of a child. Employees should also contact 
Human Resources to notify them of a recent change of address or other contact information. 
 
When a supervisor is notified of a major life change, the Department shall document the 
change on the Personnel Status Form and forward this to the Human Resource Manager. 
 
Note: If the life change impacts the Employees’ benefits, the Employee must submit 
documentation within 30 days of the life event. 
 
RETIREMENT/ DISABILITY/ PENSION FUNDS 
Employees are generally included in one of three (3) separate pension funds: Illinois 
Municipal Retirement Fund (IMRF) for non-sworn full time regular employees who are 
employed at least one thousand (1,000) hours per year; Fire Pension Fund for firefighters; 
and Police Pension Fund for police officers. Eligibility, participation, payroll deductions, and 
benefits are mandated by State and Federal laws. Village employees who participate in IMRF 
are also required to participate in Social Security. Police Officers and Firefighters appointed 
after March 1, 1986, are required to participate in the Medicare portion of Social Security. 
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ILLINOIS MUNICIPAL RETIREMENT FUND (IMRF) 
Non-sworn full-time regular Employees of the Village shall contribute to the Illinois Municipal 
Retirement Fund (IMRF) according to the percentage required by law. The Village also 
contributes to the IMRF at the prescribed percentage set by law. For further information on 
this benefit, contact Human Resources.  
 
Upon separation from employment at the Village, application may be made to IMRF for a 
refund of employee contributions if the Employee has not yet qualified for retirement benefits. 
Employees receiving a refund of their IMRF contributions are not eligible for a refund of the 
Employer contributions. Employees should note that applicable tax laws will apply to this 
refund. 
 
If the individual becomes employed by another municipality or agency under IMRF, employee 
contributions are automatically transferred provided they were not previously refunded. 
However, employees may "buy-back" earned credit that was previously refunded according 
to specific instructions provided by IMRF.  
 
To learn more about the benefits of IMRF for public sector employees, please contact IMRF or 
Human Resources. 
 

DEFERRED COMPENSATION  
Employees may participate in the deferred compensation plan offered by the Village. Deferred 
compensation is a tax-deferred retirement plan, which involves deducting a portion of the 
Employee's salary from each paycheck which is then transferred to an investment fund 
selected by the Employee. The Employee's gross or taxable income is reduced by the amount 
deferred; therefore, income taxes are reduced. Income taxes are paid when the funds are 
distributed to the Employee (upon retirement, termination of Village employment, or in the 
event of an emergency). Human Resources can provide further information on this program. 
 
EMPLOYEE ASSISTANCE PROGRAM 
The Village recognizes that a wide range of illnesses and problems can influence an 
employee’s health, well-being, and job performance. These hardships may include alcoholism, 
drug dependence, emotional or psychiatric illnesses, marital and/or family discord, stress 
disorders, legal or financial difficulties. 
 
The Village believes that it is in the best interest of its employees, the employees’ family, and 
the Village to provide an Employee Assistance Program (EAP) to help with such hardships 
providing confidential and professional assessment, short-term counseling, and/or referral 
services. Information on how to contact the EAP is available on employee bulletin boards or 
by contacting your supervisor or Human Resources. Employees should be assured that use of 
the EAP Program is confidential. 
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TUITION REIMBURSEMENT  
Recognizing the mutual benefits derived from personal growth and increased work 
competence, it is the policy of the Village, subject to the restrictions listed below, to provide 
financial assistance to full-time, regular employees interested in furthering their formal 
education.  
 
To the extent sufficient funds are contained in the current budget, tuition reimbursement is 
available when a full-time employee is enrolled in an accredited university, college or adult 
education program, and the course and/or degree program being undertaken is directly 
related to the Employee’s duties with the Village. While completion of a course of study 
provides an improved educational background, the accomplishment does not obligate the 
Village to reward such completion through promotion, transfer, reassignment, wage or salary 
increase, etc.  
 
To be eligible for reimbursement under this program, the employee must have been 
employed by the Village for a minimum of one (1) year. No reimbursement shall be made 
unless prior approval is first obtained in accordance with the provisions of this section.  
 
Any tuition benefit exceeding the federal tax law of $5250.00 in a calendar year will be taxed 
as imputed income.  
 
TUITION REIMBURSEMENT POLICY 
Tuition reimbursement is available when a full-time Employee is enrolled in an accredited 
university, college or adult education program and the course and/or degree program being 
undertaken is directly related to the Employee’s duties with the Village. The following tuition 
reimbursement plan shall apply when prior written approval for such reimbursement has 
been received from the Village Administrator. The Village may exercise its discretion under 
this Section to approve graduate-level courses for reimbursement, although such 
reimbursement (if granted at all) will normally be conditioned on obtaining the graduate 
degree and remaining with the Department for a period after obtaining the degree. The 
Village, upon receiving a payment receipt and after completion of the course shall reimburse 
the Employee at the rate of one hundred percent (100%). No payment shall be provided for a 
grade of “C” or lower. 
 
Basis of Reimbursement 
Tuition reimbursement for college credit may be based upon the following priorities: 

• The amount of budgeted training funds available. 
• The direct and immediate benefit derived by the Village because of this Employee 

completing the course. 
• The length of time which the Employee has been employed by the Village and the 

length of time the Employee is expected to remain in the employ of the Village. 
• The specific job-related nature of the course. 
• The overall performance of the Employee. 
• The length of time which the Employee has served the Village. 
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• The Employee's technical or supervisory responsibility. 
• The compatibility of the course schedule and the Employee's work schedule. 
• Other factors which may be relevant 

Books, fees, mileage, lodging and other incidental expenses will not be reimbursed; only 
tuition is subject to reimbursement. The Village will not provide reimbursement if other 
sources (such as scholarships, grants, etc.) have or will provide for reimbursement, after an 
Employee has applied for such assistance. The Village reserves the right to deny or reduce 
some requests for tuition reimbursement if it is felt that the tuition is out of line with other 
area schools where similar courses can be taken at a more reasonable tuition cost. 
 
Obligation Period 
If an Employee voluntarily leaves the Village within three years of completing a reimbursed 
course, a percentage amount of reimbursed expenses will be due the Village according to the 
following table: 

0 – 12 months           100% 
12 – 18 months 75% 
19 – 24 months 50% 
25 – 36 months 25% 

Such payments may be deducted from final paychecks or other monies owed to the Employee 
by the Village. 
 
Depletion of Funds 
When requests for training and reimbursement exceed funds specifically budgeted for that 
purpose, the Village Administrator may provide partial reimbursement of expenses to 
extend training opportunities to as many Employees as possible. 
 
Qualifications 
To qualify for tuition reimbursement an Employee shall: 

• Complete the Request for Tuition Reimbursement form and submit it to the 
Employee's Department Head before enrolling in the course and prior to January 1. 

• Obtain tuition reimbursement approval from the Employee's Department Head and 
the Village Administrator. 

• Successfully completed the course with a grade of "B" or better. 
• Submit to the Finance Department proof of satisfactory course completion and proof 

of amount spent on tuition. 
• Have been classified as a full-time Employee with the Village for a period of at least 

one (1) year. 
• Sign an agreement or promissory note agreeing to reimburse to the Village the amount 

of the tuition reimbursed if the Employee does not remain in the employ of the Village 
for a period of three (3) years after completion of a course. 

• Any tuition benefit exceeding the federal tax law of $5250.00 in a calendar year will be 
taxed as imputed income.  

Approval of Reimbursement 
Request for Tuition Reimbursement forms must be submitted to the Employee’s Department 
Head no later than January 1. Final approval of a tuition reimbursement request will not be 
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given until May 1. Actual reimbursement will not be made until after May 1 and successful 
completion of the course. 
 
VACATION LEAVE 
Vacation leave is important and essential to an employee’s health, morale, job satisfaction, 
and successful job performance. Vacation leave shall be scheduled by and approved by the 
Department Head, taking into consideration the departmental workload and the needs and 
demands of the Village. Whenever possible, employees should request vacation leave at least 
48 hours prior to their requested time off. Employees should make every effort to use vacation 
leave during the year in which it is earned. The use of vacation leave is limited to that which 
is earned at the time of said leave, unless specifically approved by the Department Head and 
the Village Administrator. Department Heads should notify the Village Administrator if an 
employee requests to utilize more than 10 consecutive days of vacation or any combination 
of other leave time, as this might have negative implications on the operations of the 
department.  
 
ACCUMULATION DURING LEAVE 
Credit for vacation leave shall not accumulate during any leave of absence without pay or during any 
lay-off or disciplinary suspension. Vacation leave shall continue to accumulate during a leave of 
absence with pay, during lost time due to an on-the-job injury or during an authorized vacation leave, 
sick leave, floating holiday, or personal days. 
 

HOLIDAYS DURING VACATION LEAVE   
Whenever a paid holiday falls during an authorized vacation leave, the employee's leave on the date 
of the paid holiday shall be considered a holiday for payroll purposes and shall not be charged to the 
employee's accumulated vacation leave. 
 

MAXIMUM CARRY OVER   
A maximum of 80 hours of an employee’s vacation leave may be carried over from anniversary year 
to anniversary year. 
 
Any earned vacation leave, more than 80 hours, which is not used before the end of an employee’s 
anniversary year will be forfeited by that employee.  Exceptions to this rule can be approved by the 
Department Head with final approval by the Village Administrator. 
 

PAYMENT OF VACATION LEAVE UPON TERMINATION OF EMPLOYMENT   
Any employee leaving the Village shall be compensated for the vacation leave earned and unused at 
the date of termination of employment, at the employee's current pay rate, in accordance with state 
law.  Any earned and unused vacation time will be paid out to the employee on the second check 
following separation from employment with the Village.  
 

WAIVER OF VACATION LEAVE 
As vacation leave is granted to employees for a period of recreation, no employee shall be permitted 
to waive such leave for the purpose of receiving additional pay. 
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MINIMUM LEAVE 
Vacation leave shall be taken in units of not less than one (1) hour at the discretion of the Department 
Head.  
An employee in their orientation period may use earned vacation with prior approval of their 
supervisor. The purpose of the orientation period is to help the employee transition to a successful 
member of the team. Taking excessive time off during this period could be detrimental to the learning 
process.  
 

VACATION  
Eligible employees shall earn vacation leave for any month in which they receive 
compensation for more than eighty (80) hours of work. Vacation time will be prorated for any 
unpaid days. For purposes of this Section only, vacations, sick leave, holidays, workers 
compensation leave, and compensatory time shall be considered hours worked. Employees 
shall earn and accrue vacation leave monthly according to the following schedule effective 
May 1, 2012: 
 

Years of Completed Service Days of Vacation 
Earned (Per Month) 

Total Days of Vacation (Per 
Year) 

Upon Hire and through year 4 .8333 10 
After 5 years 1.2500 15 
After 10 years 1.6667 20 
After 15 years 2.0833 25 

 
PART-TIME EMPLOYEES 
Part-time employees that are scheduled to work at least 1040 hours per year or 20 hours a 
week shall be entitled to vacation leave on a pro-rata basis.  
 
HOLIDAYS 
The following provisions shall govern paid holidays by the Village effective January 1, 2025. 
Holiday benefits for employees covered by any collective bargaining agreement shall be as set 
forth in such an agreement. 
 

New Year’s Day Labor Day 
Martin Luther King Jr. Day Thanksgiving Day 
President’s Day Friday After Thanksgiving Day 
Memorial Day *** Christmas Eve 
Juneteenth Christmas Day 
Independence Day Floating Day ** 
  

 
** Unused Floating Holiday is not paid out on separation of employment with the Village.  
Effective Memorial Day 2025: 
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*** Memorial Day is the Village’s only Parade. If a non-union hourly employee is requested 
to participate in the parade and comes in on the holiday, they will be paid for the holiday 
and 1.5 times their hourly rate for any hours worked on the holiday. Any exempt employee 
that is required or requested to participate in the parade on Memorial Day will receive an 
additional Floating Holiday to use before December 31st of that year. The Floating Holiday 
will be added to the Employee’s bank after confirmation and approval by the Village 
Administrator.  

 
• Where a holiday falls on a normally scheduled workday, a full-time employee will 

receive the day off with pay at their straight time hourly pay. If an employee is called 
into work on a holiday, the employee will be paid as follows: 
o Regular straight time compensation for the holiday (8 hours), plus; 
o Time and one-half (1 ½) of the employees’ regular hourly rate for all unscheduled 

hours worked. 
• Only hours worked will be used in computing the workweek. 
• Where a holiday occurs during an employee's scheduled vacation, the employee shall 

be paid for the holiday and that day shall not be charged against the employee's 
vacation balance. 

• Generally, if a holiday occurs on a Saturday, employees will receive the day off on the 
Friday before the holiday.  If a holiday occurs on a Sunday, employees will receive the 
day off on Monday after the holiday. 

• As noted above, employees receive one (1) floating holiday per year. The floating 
holiday does not accumulate from year to year. The floating holiday is accrued at the 
beginning of the calendar year and may be used immediately. A new employee that 
works less than 3 months in the calendar year is not eligible for a floating holiday in 
that year. 

 
PERSONAL DAYS 
Full-time employees are entitled to use two (2) personal days, per twelve-month period, 
issued on their anniversary date. Part-time employees who work 1,040 or more hours per 
year are entitled to a pro-rated use of personal days based on the annual number of hours 
worked. The use of the personal day is subject to the scheduling approval of the Department 
Head. Personal days are non-cumulative and must be taken within the employee’s 
anniversary year. Personal days shall be taken in units of not less than two (2) hours. 
** Unused personal days are not paid out on separation of employment with the Village. 
 

NIGHT MEETINGS & OTHER AFTER-HOURS ACTIVITY LEAVE 
The Village recognizes that certain non-unionized executive, managerial, supervisory, and 
professional personnel are required to attend night meetings and perform work outside of 
normal working hours, which is not otherwise compensated. To recognize this additional 
service, these employees may be eligible for additional leave time. 
 
The decision to grant additional leave, the amount to be taken, and when it may be taken is at 
the discretion of the Village Administrator. Additional Leave shall not exceed 40-hours, unless 



 

 41 

 

otherwise approved by the Village Administrator and reviewed by the Finance Director or 
Assistant Village Administrator and documented accordingly, for an eligible employee in a 
calendar year, and is not considered accumulating paid leave.  
 
SICK LEAVE 
Sick Leave is accumulated at a rate of one day of sick leave each month. Sick leave shall be 
earned by an employee for any month in which the Employee is compensated for more than 
eighty (80) hours of work. Sick leave may reach a maximum accumulation of two hundred 
forty (240) working days. All part-time and seasonal employees will receive at least 1 hour of 
sick leave for every 40 hours worked. 
 
Sick leave is a privilege, not a right, extended to regularly scheduled full-time employees and 
qualified part-time employees. Sick leave shall be allowed only when the Employee is sick or 
disabled, when there is an illness in the Employee's covered family member (i.e., spouse, 
domestic partner, child (birth, adopted, step), sibling, parent (parent in-law or stepparent), 
grandparent, or grandchild), or for medical appointments which cannot be scheduled outside 
of working hours. A maximum of five (5) earned sick days per year may be used when there 
is an illness in the employee's family. 
 
** Unused sick time is not paid out on separation of employment with the Village.  
 
AUTHORIZATION OF SICK LEAVE 
Each Department Head will have primary discretion for granting sick leave to employees in 
their department. Sick leave may NOT be used before it is earned. 
 

MINIMUM LEAVE 
Sick Leave shall be taken in units of not less than one (1) hour. 
  

ACCUMULATION DURING LEAVE 
Credit for sick leave shall not accumulate during any leave of absence without pay or during 
any lay-off or disciplinary suspension. Sick leave shall continue to accumulate during a leave 
of absence with pay due to an on-the-job injury, or during an authorized vacation or sick leave. 
 
REPORTING OF ABSENCE 
The Employee shall give notice of absence due to illness or injury to the immediate supervisor 
as far as possible in advance of the starting time for the scheduled workday. In any event, the 
supervisor should be advised not less than sixty (60) minutes before the starting time on the 
day of the absence. The Employee must detail the reasons for the absence and the anticipated 
duration of such an absence. In the interest of continuing to offer outstanding customer 
service in their absence, the Employee should notify their supervisor of any deadlines or other 
deliverables that may be impacted by their absence. This may include a phone call to the 
Employee; the supervisor will be sensitive to the Employee’s health concerns during this time. 
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The notice shall be in the form of a phone call, text, email, or voice message. Department Heads 
should ensure each employee is aware of the preferred method of communication for such 
instances.  
 
MEDICAL CERTIFICATION REQUIREMENTS 
A statement or other viable documentation shall be provided by a licensed physician for any 
use of sick leave of three (3) or more consecutive days unless specifically excused by the 
Village Administrator or designee. If the Department Head suspects abuse or a pattern of 
improper or unnecessary sick leave use or if the Employee does not supply such 
statement/documentation or said statement is not deemed satisfactory, the request for sick 
leave shall be denied and the time off shall be without pay, and the employee may be subject 
to discipline. Failure to report absence because of illness will result in time off without pay 
and/or disciplinary action up to and including dismissal. Any costs associated with providing 
a doctor's statement are the responsibility of the Employee. The Village may require a second 
opinion by a physician designated by the Village at the Village’s expense. Prior to an Employee 
returning from sick leave, the Village may require a fitness for duty report from a licensed 
physician of the Village’s choosing certifying that the Employee can return to work and 
perform, either with or without reasonable accommodation, the essential functions of that 
Employee’s position. 
 
The Village neither requests nor requires genetic information of an individual or family 
member of the individual and the Employee need not provide any genetic information when 
submitting the physician’s note. 
Other Conditions 

• Sick leave will be paid at the straight time rate and only for regularly scheduled weekly 
hours up to a maximum of forty (40) hours. 

• Sick leave hours will not be included as hours worked in computing the workweek for 
the purpose of calculating overtime. 

• Violations of the regulations for use of sick leave or requests for use for an improper 
purpose are an act of dishonesty and can result in disciplinary action up to and 
including dismissal in accordance with the Village's disciplinary procedures. 

 
SICK LEAVE BUYBACK   
Sick Leave Buyback Program: Depending on your position, date of hire, tenure, and/or status 
as a union/non-union Employee, you may be eligible to participate in the Village’s sick leave 
buyback program.  If eligible, you are required to sell a certain amount of sick time back to 
the Village each year with the value of those hours deposited in your VEBA.  For example, if 
you are eligible to sell 40 hours of sick leave back to the Village, those hours will be deducted 
from your sick leave bank and sold back to the Village at your hourly rate (i.e. 40 hours x 
$25/hour = $1,000 VEBA deposit).  The current buyback schedules are as follows: 
Non-Union: Based on sick hours used from July 1 to June 30; Employees must have a minimum of 
36 days of sick leave (288 hours) as of July 1 each year to be eligible for the program. 
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Hours Used Hours 
Sold Back 

0 40 
Over 0 up to & including 8 32 
Over 8 up to & including 16 24 
Over 16 up to & including 24 16 
Over 24 up to & including 32 8 
Over 32 0 

 
Police Department Union: Based on sick hours used from May 1 to April 30; The information 
below is applicable to officers hired after May 1, 2013. 
 

Hours Used 

Hours Sold - 3-
5 Years of 
Service 

Hours Sold - 6-
10 Years of 
Service 

Hours Sold – 
11+ Years of 
Service 

0 8 16 24 
Over 0 up to & including 8 0 8 16 
Over 8 up to & including 16 0 0 8 
Over 16 0 0 0 

 
Fire Department Union: Based on sick hours used from May 1 to April 30; The information below 
is applicable to firefighters/paramedics hired after May 1, 2013. 
 

Hours Used 

Hours Sold - 6-
10 Years of 
Service 

Hours Sold – 
11+ Years of 
Service 

0 20 30 
Over 0 up to & including 24 10 20 
Over 24 up to & including 
48 0 10 
Over 48 0 0 

 
Salary Contributions: If you are in a police or fire bargaining unit, you are required by your 
collective bargaining agreements to contribute a certain percentage of your salary through 
payroll contributions.   
 
TRANSITIONAL DUTY 
Employees who suffer an illness or injury on or off duty and who cannot perform all the 
required and normal tasks of their position may be placed on transitional duty. 
 
The Village may require an Employee who is on sick leave or Worker’s Compensation leave 
to return to work in an available transitional duty assignment as more fully described below. 
 



 

 44 

 

• The determination as to whether an Employee will be assigned transitional duty shall 
be made by the Department Head upon consultation with Human Resources. A 
Personnel Status Form documenting the transitional duty assignment must be 
completed and forwarded to Human Resources for placement in the Employee’s 
personnel file. 

• Under no circumstances will an Employee perform transitional duty without a written 
medical opinion from a physician stating that the Employee is able to perform 
transitional duty without significant risk that such transitional duty work would 
aggravate the Employee’s condition. 

• Nothing in this policy shall be construed to require the Village to create transitional 
duty assignments for an Employee. Employees will only be assigned to transitional 
duty assignments when the Village determines that transitional duty work exists, 
Village operations permit and that there is a reasonable expectation that the Employee 
will return to full duty.  

 
Transitional Duty – Work-Related Injuries 
Transitional duty has shown to be valuable in the rehabilitation of injured employees and can 
effectively reduce workers’ compensation costs.  Such a program can speed recovery, 
accelerate return to normal duties and allow the employee to maintain basic skills or learn 
new skills during recovery. Transitional duty programs allow continued social contact with 
fellow employees and income maintenance during the disability period, and are also credited 
with reducing employee turnover, training costs, overtime payment for replacement workers, 
improving employee morale, and increasing productivity. Transitional duty results in an 
earlier return to work, which reduces the chance that the employee will never return to the 
workplace.   
 
Transitional duty is a temporary work assignment that should not normally exceed 90 
calendar days but may be terminated prior to that time limit. Transitional duty is not usually 
appropriate when an employee has no reasonable expectation of returning to regular duty 
within 90 days. Transitional duty assignments can be extended if, in the determination of the 
Village Administrator such an extension would be in the best interest of the employee and the 
Village.   
 
The goal of the transitional duty program is to progressively move an injured worker from 
restricted work status to full working capacity with as little time as possible away from the 
workplace. It is not a permanent accommodation for a disability. Transitional duty may be 
either modified or alternate duty.   
 
Modified duty is temporarily changing the injured employee’s regular job to accommodate 
current disabilities.  Modified duty can include any of the employee’s usual tasks that are 
consistent with the restrictions established by the treating physician. The benefit of modified 
duty is that it keeps the employee in the accustomed work environment with the same co-
workers.   
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Alternate duty is a temporary job assignment that accommodates current restrictions.  
Alternate employment places the employee in an entirely different job during the recovery 
period. It can be a job that already exists but is vacant, or a temporary job assignment 
developed to accommodate employees that have temporary work restrictions. The advantage 
of alternate duty is that it will allow employers to accommodate employees whose jobs cannot 
be sufficiently modified to accommodate their restrictions.   
Transitional duty work assignments will be pursued in accordance with the following 
procedures:  
 

A. Department heads are required to seek transitional work duties meeting the 
injured employee’s medical work restrictions.  Each department head shall 
establish a sample transitional return-to-work task listing for individuals with 
temporary physical limitations.  The transitional duty assignments should be 
detailed, listing all physical requirements, particularly lifting and mobility 
requirements.  Whenever possible, employees that have work-related temporary 
physical limitations will be assigned to these transitional duty assignments.   

B. The injured employee should be examined at the designated IRMA Medical 
Management Network facility immediately following an injury whenever possible 
and should continue to receive follow up care from the IRMA Medical Management 
Network facility if follow up care is necessary.  However, injured employees have 
a legal right to obtain medical treatment from whomever they choose.  If an 
injured employee chooses to see their own doctor, the doctor should complete a 
medical “Duty Status Report” and submit a copy to the employer.  If the doctor 
cannot complete a medical “Duty Status Report”, then they should complete a 
report or form addressing the injured worker’s ability to return to work and 
specify any work restrictions that apply. 

C. The designated IRMA medical management facility should be aware of the 
availability of transitional duty work.  The physician should immediately advise 
the Village, the Claims Representative and the nurse case manager of the injured 
worker’s ability to return to work and specify any work restrictions that apply.  
The member can then determine what transitional assignments the injured 
employee can complete.  

D. The Village of River Forest designated IRMA Medical Management Network 
Facility shall be the primary source of medical treatment upon which decisions are 
based when evaluating an individual’s capability to return to work with physical 
restrictions or limitations. Each time the injured employee is treated or examined, 
the designated IRMA medical management facility shall complete a medical "Duty 
Status Report" and submit a copy to the employer. 

E. Employees shall serve in transitional duty assignment for as long as they can 
perform productive work and are expected to return to full duty when at 
maximum medical improvement. Employees may be removed from limited duty 
assignments if appropriate work is not available, or if the employee cannot 
satisfactorily perform the work assigned. 

F. No full-time employee shall be moved from their regular job to make an early 
return-to-work assignment available to another employee.  
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G. An employee may be required to attend training sessions, staff meetings, 
seminars, or continuing education programs as deemed necessary by the 
Department Head and the Village Administrator as part of a transitional return-
to-work assignment. 

H. The nature of the injury and the skills of the employee and the needs of the 
department will determine what assignments are made. (EXAMPLE: An 
administrative or clerical employee with a broken arm may be able to perform 
transitional work that a maintenance worker with the same type of injury is 
unable to do.) 

I. It is the primary goal of this policy that departments find alternative work 
assignments for employees assigned to their respective departments. However, 
when the employee’s department head cannot find suitable work, suitable 
restricted work should be sought in other departments.   

J. The Village of River Forest may arrange for a physician’s evaluation of the 
employee at any time during a transitional-return-to-work assignment. This 
should be coordinated with the IRMA claims representative if it is a workers’ 
compensation claim. The Village of River Forest may at any time, based upon its 
physician’s recommendation, modify the employee’s transitional duty assignment 
or remove the employee from transitional duty. 

K. If the injured employee refuses a transitional duty assignment consistent with 
physician approved restrictions for a workers’ compensation claim, a certified 
letter shall be sent to the employee advising where and when to report to work. 
This letter shall advise the employee that failure to report for this work will result 
in notification of IRMA and that Temporary Total Disability (TTD) payments may 
be terminated. If the injured employee does not report for a transitional duty work 
assignment, the Department Head shall immediately advise the Village’s claims 
coordinator. The refusal of transitional duty may also result in further disciplinary 
action or termination. 

L. Payment for reasonable and necessary medical treatments related to work 
injuries will not be discontinued based solely on failure to report to a transitional 
duty assignment. The employee has the right and may appeal discontinuance of 
TTD payments to the Illinois Industrial Commission. 

M. Employees on transitional duty shall be advised that they are not permitted, under 
any circumstances, to perform any work that violates their return-to-work 
restrictions. 

N. Employees on transitional duty shall be evaluated on a weekly basis by their 
department head according to the following criteria:  

 
1. Ability to perform the transitional duty assignment. 
2. Compliance with work restrictions. 
3. Need for modification of transitional duty. 
 

The goal of a return-to-work policy is to facilitate the return to previous full duty work 
assignment.  It is critical that a good job description be provided to the examining physician 
to allow the doctor to accurately assess the injured employee’s ability to return to full duty.   
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The designated IRMA medical management facility should be provided with a job description 
which provides a detailed description including the physical tasks required of the employee 
and the physical demands necessary to complete the essential job functions. If possible, the 
employee should bring a copy of the job description to the initial visit. The nurse case manager 
and IRMA Claims Representative should also be provided with a copy of the employee’s job 
description so they can share this information with all treating physicians.  If the injured 
employee’s current job description does not accurately and fully describe the physical 
demands of the job, a Physical Demands Summary form should be completed and sent along 
with the job description.  
 
An Independent Medical Exam (IME) can be requested by IRMA at any time during a workers’ 
compensation claim to address whether an employee is able to return to transitional or full 
duty as well as addressing medical causation and treatment issues.    
 
Separate fitness for duty evaluations is not required under the Illinois Workers’ 
Compensation Act and should not be necessary if the physician releasing the employee to full 
duty has a detailed job description including the essential physical tasks and physical 
demands of the job. Members who require fitness for duty evaluations are not scheduled by 
or paid for by IRMA.   
 
If separate fitness for duty evaluations is utilized, there should be a consistent policy applied 
to all employees returning from an injury. If a fitness for duty physician determines an injured 
employee cannot return to full duty work, the injured employee should not be allowed to 
return to full duty even if the employee has been released to full duty by the employee’s 
treating physician.  If the fitness for duty physician makes treatment recommendations, the 
injured employee should be scheduled for a follow up examination to make sure the 
treatment is complete so the physician can provide a final assessment of the employee’s 
ability to return to full duty work.  Fitness for duty physicians should be provided with a 
detailed job description including the essential physical tasks required of the employee and 
the physical demands necessary to complete the essential job functions.   
 
Functional Capacity Evaluations (FCEs) are sometimes prescribed by a treating workers’ 
compensation physician to help the physician determine what job duties an injured employee 
can perform.  FCEs are not necessary on all claims and are not recommended unless 
prescribed by a physician.  
 
NON WORK-RELATED ILLNESS AND INJURY 
Request for transitional duty assignments for non-work-related injuries and illnesses will be 
considered on a case-by-case basis depending on the skills of the employee and available 
work assignments. Work related injuries and illnesses and requests for reasonable pregnancy 
related accommodations or reasonable accommodations under the ADA, which do not create 
an undue hardship on operation of the Village will be implemented as required by current 
Federal and Illinois law and will take precedence over non-work-related injuries or illnesses.  
When an injured employee is released to return to full duty following a non-work-related 
injury or illness, a fitness for duty evaluation may be required depending on the severity of 
the injury or illness.   
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BEREAVEMENT LEAVE 
In the event of a death in the family, an Employee may take the following consecutive calendar 
days off and receive regular straight time pay for any regularly scheduled work shifts that fall 
during such consecutive calendar day period. Such calendar day period ordinarily shall start 
either the day of or the day after the Employee learns of the death. Further, in cases where 
extensive travel to the funeral is required or for other good and sufficient reasons, the 
department head or their designee may allow the Employee to commence the funeral leave 
at a later date. 
 

• Five (5) consecutive calendar days for: spouse, Civil Partner, or child. 
• Three (3) consecutive calendar days for: parent, sibling, parent-in-law. 
• Two (1) days for: grandparents, grandchild, sibling-in-law, child-in-law, parent’s 

sibling (includes spouse’s parent’s sibling). 
 

Any additional time needed shall be taken as personal days, compensatory time or vacation 
leave and shall be subject to the approval of the department head. The Village Administrator 
or Department Head reserves the right to request documentation of absence. 
 
The Village complies with the Illinois Family Bereavement Leave Act (IFBLA) and provides up 
to a maximum of two weeks (10 workdays) of unpaid bereavement leave to eligible 
Employees. In the event of the death of more than one covered family member in a 12-month 
period, an Employee may take up to a total of six (6) weeks of bereavement leave during the 
12-month period. The Act does not create a right for an Employee to take unpaid leave that 
exceeds the unpaid leave time allowed under, or is in addition to, the unpaid leave time 
permitted by FMLA. 
 
JURY DUTY OR WITNESS DUTY 
A full-time or a part-time Employee working at least an average of twenty (20) hours per 
week shall receive full pay or pro-rated pay at their straight-time hourly rate for time not 
worked while serving on jury duty or testifying as a witness at the request of the Village or 
testifying under subpoena to matters related to their employment with the Village. 
 
Employees are expected to return to work whenever possible during jury time and carry out 
as many of their job responsibilities as time permits during regularly scheduled working 
hours. In accordance with applicable laws, jury duty shall not adversely impact employment 
status. 
 
Proof of summons should be provided to your supervisor prior to the date of jury duty. 
 
While on leave for jury duty, an employee will receive their regular wages, in addition to 
any jury service payment they may receive from the court agency 
 
GENERAL LEAVE OF ABSENCE 
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Employees may submit a written request for a general unpaid leave of absence for personal 
matters. The decision to grant such leave shall be at the sole discretion of the Village 
Administrator. Such leave may be requested for: 
 

• The continuation of or completion of a pursuit of a degree for the purpose of training 
in subjects related to the work of the Employee and which will benefit the Village. 

• To recover their own health or attend to family illness.  
• Personal business which will require an employee’s attention for an extended period, 

such as a settlement of an estate, liquidating a business, attending court as a witness 
on non-Village related cases, and for purposes other than the above that are deemed 
beneficial to the Village service. 

General Leave of Absence - Procedure 
• Employees may submit a written request to their Department Head asking for a leave 

of absence without pay. The request shall be in writing, stating the reasons for the 
request, the date desired for the start of the leave and probable date of return. The 
request along with the written recommendation of the Department Head shall be 
forwarded to the Village Administrator for authorization. 

• Authorization for such leave shall be within the sole discretion of the Village 
Administrator whose decision will be based upon the operational needs of the 
department, the work record of the individual and the reason for the request. 

• An Employee is required to exhaust available paid vacation and personal leave before 
unpaid general leave of absence commences. 

General Leave of Absence - Benefits 
• For the remainder of the month during which a general leave begins, the Village will 

continue to provide group health insurance coverage under the same conditions as it 
did before the leave began. Subsequently, such insurance coverage, if desired by the 
Employee and otherwise available through the Village, shall be fully paid for by the 
Employee through the duration of the leave. 

• Except for group health coverage, an Employee is not entitled to accrue any other 
employment benefit while on a general leave (except as indicated in the Family Leave 
provisions). 

General Leave of Absence - Duration 
A general leave of absence may be granted for up to twelve (12) workweeks. Extensions may 
be granted for additional periods of up to twelve (12) additional workweeks, not to exceed a 
total of twenty-four (24) workweeks. 
 
General Leave of Absence - Return to Duty 

• A return date shall be agreed to by the Employee and the Village Administrator at the 
time the general leave is granted. Generally, this will be the probable return date 
specified in the Employee's application. 

• An Employee may request an extension of the general leave by making an application 
to the Village in the same manner as on original application. Provided, such an 
extension may not be granted more than the limit set forth in the General Leave of 
Absence Duration above. 
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• An Employee returning from general leave on the agreed upon return date will be 
placed in the employment position held before the leave began if the employment 
position is vacant. If the former employment position is not vacant, the Employee may 
be returned to the most equivalent and available employment position with the Village 
for which the Employee is qualified. The Employee may transfer to their former 
employment position if/ when it becomes available if they remain qualified. If the 
village does not have an open position when the Employee returns from general leave, 
the village is not obligated to create a position for the Employee. 

• Prior to reinstatement after a general leave of absence for an illness, an Employee must 
present to the Department Head or Village Administrator a physician's written 
statement certifying that the Employee can return to work and can perform, either 
with or without reasonable accommodation, the essential functions of the employment 
position involved. The Village may also require a fitness for duty report from a licensed 
physician of the Village’s choosing. 
 

General Leave of Absence - Resignation 
An Employee who fails to return from general leave on the designated return date, either as 
originally agreed or as extended, shall be considered as having abandoned and resigned their 
employment position with the Village. 
 
ADMINISTRATIVE POLICIES 
CODE OF CONDUCT 
The Village is committed to providing a safe and professional working environment. To assure 
orderly operations and provide the best possible work environment, the Village expects 
employees to conduct themselves in a respectful manner that will protect the interests and 
safety of all employees and the Village.  It is the duty of all employees to maintain high 
standards of conduct, cooperation, efficiency and economy in their work for the Village.   
 
It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace.  Individual departments may also have rules and policies applicable to their 
employees. The following are examples of inappropriate conduct that may result in 
disciplinary action, up to and including termination of employment.  This list is not intended 
to be an all-inclusive list, and unacceptable conduct not specifically covered by these rules 
may result in disciplinary action, up to and including termination of employment, depending 
on the circumstances.  Examples of prohibited conduct which may lead to discipline include 
the following: 

• Absence from duty, including the absence for a day, or portion thereof which is not 
authorized by prior approval 

• Bullying behavior, which may include verbal, non-verbal, written (i.e. email, text 
messages, etc.), or physical acts for the purposes of negatively  affecting an employee’s 
work performance or creating an intimidating, hostile, or offensive work environment 

• Boisterous, violent, or physically disruptive activity in the workplace or damage to 
Village property 

• Unlawfully slandering or maligning an individual or their family 
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• Selling, distributing, using, consuming, being in possession of, or being under the 
influence of alcohol, cannabis, or drugs while on Village premises, while conducting 
Village business, while operating Village equipment, or while in the performance of 
any other assigned duties 

• Excessive or unauthorized absenteeism or tardiness 
• Failure to report changes in driver’s license status (if driving or maintaining a license 

is part of the employee’s job responsibilities) or criminal convictions  
• Falsification of Village records or information, including timesheets and medical forms 

or other forms of dishonesty (including, but not limited to, lying during an internal 
investigation) 

• Fraudulent statements or action involving Village business activities 
• Receipt of remuneration and/or gifts, solicited or unsolicited, violating the Village’s 

ethics ordinance, or engaging in unethical conduct in violation of Village policy or local, 
state, or federal law  

• Insubordination, including failure or refusal to follow a supervisor’s work order 
• Failure to follow safety rules and regulations or failure to abide by safety practices 
• Failure to follow procedures for promptly reporting all job-related injuries  
• Violations of the Village’s non-discrimination, anti-harassment, or bullying policies 
• Unsatisfactory performance or conduct 
• Any other misconduct as determined by the Village 

 
FAMILY AND MEDICAL LEAVE ACT (FMLA) 
Pursuant to the federal Family and Medical Leave Act, Village Employees may be entitled 
under certain circumstances to different or additional leave benefits. This policy explains how 
the Family and Medical Leave Act (“FMLA”) applies to Village Employees. 
 
If you have any questions which are not answered by this Policy, or if you would like any 
additional information, please contact Human Resources. 
 
Employees Covered − To be eligible for benefits under the Act, you must: (a) have worked for 
the Village for at least 12 months, and (b) have accumulated 1250 hours of service in the 12 
months preceding the leave. 
Permitted Reasons for Leave Under the Act − An Employee is entitled to leave under the FMLA 
for one or more of the following: 
Up to 12 weeks leave for: 

• Birth of a child of the Employee and to care for such child. 
• Placement of a child with the Employee for adoption or foster care. 
• To care for the spouse, Civil Partner, child, or parent of the Employee, if the spouse, 

Civil Partner, child, or parent has a serious health condition. 
• Because of a serious health condition that makes the Employee unable to perform the 

functions of the Employee’s position. 
• To handle personal affairs because of any qualifying exigency arising out of the fact 

that your spouse, Civil Partner, child, or parent is a covered military member on active 
duty (or has been notified of an impending call or order to active duty) in support of a 
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contingency operation. The call to duty must be authorized under federal law and 
applies only to those in the National Guard, Reservists, and those called out of 
retirement from the regular Armed Forces. Qualifying exigencies may include 
attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, and 
attending post-deployment reintegration briefings. 

•  
Up to 26 weeks leave: 
To care for a spouse, Civil Partner, parent, child, or an individual for whom you are the nearest 
blood relative who has a serious injury or illness that was incurred in the line of duty while 
on active military duty, if the injury or illness may render the servicemember medically unfit 
to perform the duties of their military position Leave for an injured  servicemember may be 
taken only once per servicemember, unless that servicemember has a subsequent injury or 
illness incurred in active military duty. Spouses employed by the Village who request injured 
servicemember leave may only take a combined aggregate total of 26 weeks leave for such 
purpose. 
 
Any FMLA leave taken by an Employee for reasons other than an injured or ill service member 
will reduce the 26 weeks of available leave to care for an injured service member. As a result, 
if an employee requests injured servicemember leave, the maximum leave allowed will be up 
to 26 weeks, less any FMLA leave already used in the same 12-month period for any other 
reason. 
 
Limitations on Reasons for Leave Under the Act − Where the need for leave is foreseeable, the 
Employee must give the Village 30 days’ notice. Where the need for leave is not foreseeable 
or is not known 30 days in advance, the Employee must provide notice generally on the same 
day as they become aware of the need for time off. Employees who need intermittent leave 
for planned medical treatment, shall: (a) make a reasonable effort to schedule the treatment 
so as to not unduly disrupt the operations of the employer, subject to the approval of the 
health care provider, and (b) give the Village 30 days’ notice, or if the treatment must begin 
in less than 30 days, notice generally on the same day as the need for leave becomes known. 
 
Entitlement to leave for either the birth, adoption, or foster care placement of a child expires 
12 months after the event. 
A child is: (a) under 18 years of age, or (b) over 18 years of age, incapable of self-care due to 
a physical or mental disability for leaves other than for a qualifying exigency or to care for an 
injured service member. The latter two types of military-related leave apply to an employee’s 
child, regardless of age. 
 
12-month period of Leave Available Under the Act − The twelve-month period will be 
computed as a “rolling” 12-month period measured backward from the date an Employee 
uses any FMLA leave, other than leave for care of an injured servicemember. Leave to care for 
an injured or ill service member will begin on the first day of such leave and must be 
completed within 12 months of that date. Leave may either be continuous or may be taken 
intermittently under certain conditions. 
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Where a husband and wife, or Civil Partners, both work for the Village, if the leave request 
from either or both is for the birth or adoption of a child, to care for a sick parent (not 
“parent-in-law”), or to care for an injured servicemember, the spouses and Civil Partners are 
limited to a total of the maximum amount of leave (12 or 26 weeks) for both of them in the 
aggregate. 
 
Availability of Intermittent or Reduced Leave − Where the reason for the leave is the birth or 
adoption of a child, leave may be taken intermittently or on a reduced time basis only with 
the consent of the Village. 
 
The Employee may request intermittent or reduced time leave when it is medically necessary, 
or the event makes it necessary. Where an employee requests intermittent leave on this basis 
that is foreseeable based on planned medical treatment, the Village may require the Employee 
to temporarily accept an available alternative position for which the Employee is qualified, 
and which has: (a) equivalent pay and benefits and (b) better accommodates the periods of 
leave than the Employee’s regular position. 
 
Certification of Need for Leave − Leaves must be supported by adequate certification, at the 
Employee’s expense, issued by a health care provider or, if applicable, military personnel or 
other service provider. 
 
The Village will require that the Employee obtain recertification on a reasonable basis for 
serious health conditions. The Village may also require the Employee to report periodically 
on the status and intention of the Employee to return to work and will require the Employee 
to provide a certification of fitness to return to work prior to restoration from leave. 
 
Approved forms for these certifications are available from the Human Resource Manager. 
 
In connection with the above-described certificate which the Village requires, the Village, at 
its expense, may require the Employee (or family member) undergo a second examination 
regarding the serious health condition, by a health care provider of the Village’s choosing. If 
the second opinion conflicts with the first opinion, the Village may, at its own expense, require 
the Employee to obtain a third opinion from a health care provider approved by the Employee 
and the Village, and that opinion will be final and binding. 
 
If the Village does not receive a fully completed certification by the deadline (unless there is 
a legitimate reason for the delay), or if the certification does not confirm an FMLA-qualifying 
condition, the Employee’s absences will be treated according to the Village’s attendance 
standards. 
The Employee may not be granted FMLA leave to gain employment or work elsewhere, 
including self-employment. If the Employee misrepresents facts to be granted an FMLA leave, 
the Employee will be subject to discipline up to and including dismissal. 
 
Protection of Benefits While on Leave − The Village will maintain group health insurance 
coverage for an Employee on FMLA leave whenever such insurance was provided before the 
leave was taken, and on the same terms as if the Employee had continued to work. Where 
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appropriate, arrangements will be made for Employees on unpaid leave to continue to pay 
their share of health insurance premiums, including co- payments, while on leave. Failure of 
Employees to make these payments may result in the termination of the Village’s obligation 
to maintain benefits. Additionally, the Village’s obligation to maintain health benefits ceases 
if an Employee informs the Village of their intent not to return to work at the end of the FMLA 
leave, or when the leave is exhausted. 
 
If an Employee fails to return from FMLA leave, the Village may recover from the Employee 
the amounts of the premiums paid to maintain the Employee’s coverage during the leave 
unless the Employee’s failure to return is the result of: (1) the continuation, recurrence or 
onset of a serious health condition that would entitle the Employee to leave or (2) other 
circumstances beyond the control of the Employee, as defined in federal regulations. 
 
Where the Employee claims that the failure to return to work has been caused by the 
circumstances in number (1) above, the Village will require the Employee to submit a 
certificate from a health care provider to that effect. 
 
Maintenance of Other Benefits − The taking of leave under the FMLA may not be used to 
deprive the Employee of any benefit accrued prior to the date that the leave commenced. 
However, while on leave the Employee is not entitled to accrued or earned benefits, such as 
seniority, other than as allowed by Village policy.  Otherwise, during the period of leave an 
Employee’s medical benefits are treated in the same manner as the Employee would have 
been entitled to have the Employee not taken the leave. 
 
Unpaid Leave: Substitution of Paid Leave − Leave granted under the FMLA is unpaid. The 
Village will require that an Employee substitute any accumulated vacation, sick, personal, or 
other paid days off accrued for unpaid leave taken under the Act to the extent allowed by the 
FMLA and its regulations. The FMLA does not require the Village to provide paid sick leave or 
other paid leave under such circumstances where the Village would not usually provide such 
leave. 
 
FMLA leave will run concurrently with any other applicable leave. For instance, short- term 
disability or worker’s compensation leave will be simultaneously designated as FMLA leave 
as well, if the leave is also FMLA-qualifying. 
 
Restoration − On return from leave provided for under the FMLA, the Employee is generally 
entitled to: 

• Be restored to the position held by the Employee when the leave commenced; or, 
• Be restored to an equivalent position with equivalent pay, benefits, and terms and 

conditions of employment. 
An Employee has no greater right to reinstatement or to other benefits or conditions of 
employment than if the Employee had been continuously employed during the FMLA leave 
period. Therefore, restoration may be denied if the Employee would not have otherwise been 
employed at the time of the restoration. The Employee must return to work immediately after 
the expiration of the approved FMLA leave to be reinstated to the same or equivalent position. 
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There are also limited circumstances under the FMLA where restoration may be denied. 
Restoration may be denied to certain highly compensated “key” Employees under certain 
circumstances. These “key” Employees must be salaried and among the highest paid 10% of 
Employees. If you believe that you might fall into this category of “key” Employees, you should 
contact Human Resources for further information before using any FMLA leave. 
 
Employee Responsibilities 
Requests for FMLA leave must be made to the Employee’s immediate supervisor or Human 
Resources at least 30 days in advance when the need is foreseeable. When 30 days’ notice is 
not possible, the Employee must provide notice of the need to take FMLA leave as soon as 
practicable and generally must comply with normal call-in procedures. 
 
Employees must provide sufficient information for the Village to determine if the leave may 
qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient 
information may include: 

• The Employee is unable to perform job functions. 
• The family members are unable to perform daily activities. 
• The need for hospitalization or continuing treatment by a health care provider 
• The need for military family leave is supported by qualifying circumstances. 

Employees also must inform the Village if the requested leave is for a reason for which FMLA 
leave was previously taken or certified. Except in cases where FMLA leave is taken for the 
birth or adoption of a child, Employees who request FMLA leave are required to supply 
applicable medical certification from a licensed health care provider, or other appropriate 
documentation as required for the specific leave. 
 
The Village will inform Employees requesting leave whether they are eligible for FMLA leave. 
If they are, the Village will provide notice specifying any additional information required, as 
well as the Employees’ rights and responsibilities. If they are not eligible, the Village will 
provide a reason for the ineligibility. 
 
The Village will inform Employees if leave will be designated as FMLA leave and the amount 
of leave counted against the Employee’s leave entitlement. If the Village determines that the 
leave does not qualify for FMLA leave, the Village will notify the Employee. The Village may 
initiate the process to determine whether to designate an Employee’s absence as FMLA leave 
or simply designate leave as FMLA leave. 
 
Employees who are on FMLA for their own serious health condition may be required to 
provide a “fit for duty” certificate prior to their return to work. 
 
Use of Leave 
FMLA leave does not need to be taken in one block of time. Leave can be taken intermittently 
(in separate blocks of time or by reducing the usual number of hours worked per workweek 
or workday) if the leave is taken due to a serious health condition or a qualified exigency. 
Employees must make reasonable efforts to schedule leave for planned medical treatment or 
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qualified exigencies so as not to unduly disrupt business operations. 
 
Runs Concurrently with Other Leaves of Absence 
Any combination of a leave of absence may not exceed the FMLA maximum limit (12 weeks 
for Basic FMLA Leave and 26 weeks for certain Military FMLA Leave), unless otherwise 
required by applicable federal or state law. Employees will be required to use any accrued 
paid leave time at the beginning of their leave. This time will run concurrently with the 
qualified FMLA leave of absence and any applicable state-provided leaves of absence. Also, 
FMLA and short-term disability (or worker’s compensation) will run concurrently for 
Employees who qualify for both. 
 
Benefits and Protections 
During FMLA leave, the Employee’s health coverage under any group health plan is 
maintained on the same terms as if the Employee has continued to work. Use of FMLA leave 
will not result in the loss of any employment benefit that accrued prior to the start of an 
Employee’s leave. 
 
When FMLA leave ends, the Employee will be returned to the same position, if it is available, 
or to an equivalent position for which the Employee is qualified, unless the Employee is 
considered a “key Employee” under applicable regulatory guidelines. 
 
If at the end of an FMLA leave, the Employee continues to be disabled under the ADA, the 
Employee should direct any requests, questions, and/or inquiries to Human Resources. If an 
Employee fails to return to work at the conclusion of the FMLA leave, the Employee will be 
responsible for reimbursing the Village for the cost of medical insurance paid by the Village 
to maintain coverage during the FMLA leave. 
 
The Village will not interfere with, restrain or deny the exercise of any right provided under 
the FMLA or discharge or discriminate against any person for opposing any practice made 
unlawful by the FMLA or for involvement in any proceeding under or relating to the FMLA. 
For more details and information regarding other leaves of absence, contact Human 
Resources. 

 
MILITARY LEAVE 
Village Employees are entitled to military leave, continuation of benefits and reinstatement 
rights as required under federal and State law. The Village’s personnel policies shall be 
interpreted and applied at all times in compliance with applicable State and federal law. In 
the event of any inconsistency between the Personnel Manual and applicable State or federal 
law, the State or federal law shall control. 
 
Military leave includes service in any branch of the Armed Forces of the United States or 
National Guard. 
 
Notice of Need for Military Leave − Employees must give notice to their respective 
Department Head as to the need for military leave as soon as practicable, unless such notice 
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is precluded by military necessity, or the giving of such notice is otherwise impossible or 
unreasonable. Employees should also provide their Department Head with a copy of their 
orders for duty, so that the benefits they may be entitled to can be properly determined. 
 
Entitlement to Leave and Benefits under USERRA and State Law 

• Under USERRA and applicable state law, an Employee is entitled to a leave of absence 
from the Village for duty in the uniformed services, whether for active duty, training, 
inactive duty training, National Guard duty and the like. USERRA extends benefits to 
members of any branch of the armed forces, so long as the person is not discharged on 
a less than honorable basis and the absence from work for duty does not exceed a 
cumulative total  of 5 years over the course of employment (which may be extended 
under certain circumstances, such as the Employee being ordered or retained on active 
duty, other than for training, due to war or national emergency declared by Congress 
or the President). 

• USERRA leave of absence is not paid leave, but an Employee is entitled to use any paid 
vacation, compensatory time and floating holidays that were accrued prior to the 
period of military service to cover all or a portion of the leave. 

• While on USERRA leave, an Employee remains entitled to all non-seniority-based 
benefits on the same terms as other Employees who are on unpaid leave. Additionally, 
an employee’s time spent on USERRA leave will be regarded as a period of active 
service for calculating seniority-based benefits when the Employee returns to work 
(e.g., calculating vacation time earned, seniority privileges under collective bargaining 
agreements, etc.) 

• Employees on USERRA leave are entitled to COBRA insurance continuation benefits 
and may continue health insurance coverage in the same manner as an Employee on 
any other type of unpaid leave. 
 

Additional Benefits Available under State Law 
In addition to being granted a leave of absence, the following additional benefits are available 
under State law: 
 
Continuation of pay. 
Full-time Employees who are members of a reserve component or the armed forces or 
National Guard are eligible under State law for full or differential pay depending on the type 
of training or leave at issue.  
 
To provide for proper payroll and audit documentation, any Employees receiving all or a 
portion of the regular pay compensation while on military leave must submit copies of their 
military pay stubs to their Department Head, payroll officer, or the Finance Department as 
directed by their Department Head. Employees are expected to make the necessary 
arrangements for such documentation with their Department Head. 
 
Health Insurance – Employees on military leave may, but are not required to, continue their 
health insurance coverage through the Village under the same terms and conditions as 
applicable to other active Employees. Employees whose salary continuation amounts do not 
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cover the cost of any applicable Employee health insurance contribution may make voluntary 
payments to provide for continuation of health insurance coverage. Health insurance 
coverage will continue at such a time as the Employee returns to employment. 
 
Seniority and Other Benefits – Employees while on military leave will continue to accrue 
seniority and other applicable benefits. Employees who are participants in a pension plan (i.e., 
police, fire and IMRF pensions) may continue participation, with the Village making necessary 
employer contributions and the Employee paying any required Employee contributions, and 
the time spent in military service is treated as service credit for pension purposes. 
Contributions can also be made after reemployment. 
 
Reemployment Rights 
Notice of Return from Military Service and Request for Reemployment 
An Employee must provide notice to the Village of return from military service and the intent 
to be reemployed in order to be entitled to reemployment rights under State and Federal law. 
Depending on the length of the Employee’s leave, different notice timelines apply on how long 
an Employee has been away on military leave. 
 
Employees may be required to submit documentation of the length and nature of their service 
and the date of their release from service upon requesting reemployment. 
 
Reemployment 
Reemployment rights will be as required under State and federal law. Generally, an Employee 
who properly requests reemployment will be restored to Village employment as required by 
law.  
 
VICTIMS’ ECONOMIC SECURITY AND SAFETY ACT (VESSA) 
The following outlines the Village’s implementation of the Illinois Victims’ Economic Security 
and Safety Act (VESSA) and leave benefits available under VESSA. This policy is intended to 
summarize the provisions of VESSA, which are more fully stated in the statute. A copy of 
VESSA is available from the Assistant Village Administrator. Employees seeking more 
information concerning VESSA and its related leave benefits may contact the Assistant Village 
Administrator. All such inquiries will be treated confidentially. 
 
The Village’s personnel policies shall be interpreted and always applied in compliance with 
VESSA. In the event of any inconsistency between the Employee Handbook and VESSA, VESSA 
shall control. 
 
Leave requirements: 
Basis for leave − An Employee who is a victim of domestic, gender, sexual, or other crime of 
violence or has a family or household member, including Civil Partners, who is a victim of a 
crime of violence whose interests are not averse to the Employee may take unpaid leave from 
work in order to: 

• Seek medical attention for, or recover from, physical or psychological injuries caused 
by the violence to the Employee or the Employee's family or household member. 
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• Obtain services from a victim services organization for the Employee or the 
Employee's family or household member 

• Obtain psychological or other counseling for the Employee or the Employee's family 
or household member. 

• Participate in safety planning, temporarily or permanently relocating, or taking other 
actions to increase the safety of the Employee or the Employee's family or household 
member from future domestic or sexual violence or ensure economic security; or 

• Seek legal assistance or remedies to ensure the health and safety of the Employee or 
the Employee's family or household member, including preparing for or participating 
in any civil or criminal legal proceeding related to or derived from domestic or sexual 
violence. 

• Attend the funeral or alternative to a funeral or wake of a family or household member 
who is killed in a crime of violence. 

• Make arrangements necessitated by the death of a family or household member who 
is killed in a crime of violence. 

• Grieve the death of a family or household member who is killed in a crime of violence. 
 

Period −   Subject to certification, an Employee shall be entitled to a total of 12 workweeks of 
leave during any 12-month period. This Act does not create a right for an Employee to take 
unpaid leave that exceeds the unpaid leave time allowed under, or is in addition to, the unpaid 
leave time permitted by the federal Family and Medical Leave Act of 1993 (29 U.S.C. 2601 et 
seq.). 
 
Schedule − Leave may be taken intermittently or on a reduced work schedule. 
 
Notice 
The Employee shall provide the Village with at least 48 hours’ advance notice of the 
Employee's intention to take the leave, unless providing such notice is not practicable. When 
an unscheduled absence occurs, the Village will not take any action against the Employee if 
the Employee, within a reasonable period after the absence, provides certification. 
 
Certification 
The Village may require the Employee to provide certification to the employer that: 

• The Employee or the Employee's family or household member is a victim of crime of 
violence; and 

• The leave is for one of the purposes enumerated above. 
• The Employee shall provide such certification to the Village within a reasonable period 

after the employer requests certification. 
Contents − An Employee may satisfy the certification requirement by providing to the Village 
their sworn statement, and upon obtaining such documents the Employee shall provide: 

• Documentation from an Employee, agent, or volunteer of a victim services 
organization, an attorney, a member of the clergy, or a medical or other professional 
from whom the Employee or the Employee's family or household member has sought 
assistance in addressing violence verifying the effects of the violence and that 
assistance has been sought. 
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• A police or court record; or 
• Other corroborating evidence. 

 
Employment and Benefits 
Restoration to position - Any Employee who takes leave under this Section for the intended 
purposes shall be entitled, on return from such leave: 

• To be restored by the Village to the position of employment held by the Employee 
when the leave commenced; or 

• To be restored to an equivalent position with equivalent employment benefits, pay, 
and other terms and conditions of employment. 

Loss of benefits − The taking of leave under this Section shall not result in the loss of any 
employment benefit accrued prior to the date on which the leave commenced. 
Limitations − Nothing in this subsection shall be construed to entitle any restored Employee 
to: 

• The accrual of any seniority or employment benefits during any period of leave; or 
• Any right, benefit, or position of employment other than any right, benefit, or position 

to which the Employee would have been entitled had the Employee not taken the leave. 
Status Reporting − An Employee on leave under this Section shall make arrangements on such 
terms as may be required by the Assistant Village Administrator to report periodically to the 
Village on the status and intention of the Employee to return to work. 
 
Maintenance of Health Benefits 
Coverage − Except as provided in the statute, during any period  that an Employee takes leave 
under this Section, the Village shall maintain coverage for the Employee and any family or 
household member under any group health plan for the duration of such leave at the level and 
under the conditions coverage would have been provided if the Employee had continued in 
employment continuously for the duration of such leave. 
 
Failure to return from leave − The Village may recover the premium that the employer paid 
for maintaining coverage for the Employee and the Employee's family or household member 
under such group health plan during any period of leave under this Section if: 

• The Employee fails to return from leave under this Section after the period of leave to 
which the Employee is entitled has expired; and 

• The Employee fails to return to work for a reason other than: 
• The continuation, recurrence, or onset of domestic or sexual violence that entitles the 

Employee to leave pursuant to this Section; or, 
• Other circumstances beyond the control of the Employee. 

 
Certification 
Issuance − The Village will require an Employee who claims that the Employee is unable to 
return to work because of the continuation, recurrence, or onset of domestic violence, sexual 
violence, gender violence, or any other crime of violence that entitles the employee to leave 
pursuant to this Section; or other circumstances beyond the control of the employee to 
provide, within a reasonable period after making the claim, certification to the Village that the 
Employee is unable to return to work because of that reason. 
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Contents − An Employee may satisfy this certification requirement by providing to the Village: 
• A sworn statement from the Employee. 
• Documentation from an Employee, agent, or volunteer of a victim services 

organization, an attorney, a member of the clergy, or a medical or other professional 
from whom the Employee has sought assistance in addressing domestic or sexual 
violence and the effects of that violence. 

• A police or court record; or, 
• Other corroborating evidence. 

 
Confidentiality 
All information provided to the Village pursuant to this policy, including a statement of the 
Employee or any other documentation, record, or corroborating evidence, the fact that the 
Employee has requested or obtained leave pursuant to this Section, and the fact that the 
Employee is not returning to work because of a reason above shall be retained in the strictest 
confidence by the Village, except to the extent that disclosure is: 

• Requested or consented to in writing by the Employee; or 
• Otherwise required by applicable federal or State law. 

 
Substitution of accumulated leave  
An Employee who has accumulated paid or unpaid leave (sick leave, vacation, floating 
holidays, compensatory time, or other leave) from employment may elect to substitute any 
period of such leave for an equivalent period of leave provided under VESSA. 
 
Village policies concerning non-discrimination, non-interference and non- retaliation. 
Exercise of rights − Neither the Village nor any Village Employee shall interfere with, restrain, 
or deny the exercise of or the attempt to exercise any right provided under this Section. 
 
Discrimination − Neither the Village nor any Village Employee shall discharge or harass any 
individual, or otherwise discriminate against any individual with respect to compensation, 
terms, conditions, or privileges of employment of the individual (including retaliation in any 
form or manner) because the individual exercised any right provided under VESSA or 
opposed any practice made unlawful by VESSA. 
Interference with proceedings or inquiries − Neither the Village nor any Village Employee 
shall discharge or in any other manner discriminate against any individual because such 
individual: 

• Has filed any charge or has instituted or caused to be instituted any proceeding under 
or related to this Section. 

• Has given, or is about to give, any information in connection with any inquiry or 
proceeding relating to any right provided under this Section; or 

• Has testified, or is about to testify, in any inquiry or proceeding relating to any right 
provided under this Section. 

Employment − Neither the Village nor any Village Employee shall fail to hire, refuse to hire, 
discharge, or harass any individual, otherwise discriminate against any individual with 
respect to the compensation, terms, conditions, or privileges of employment of the individual, 
or retaliate against an individual in any form or manner, and the Village shall not deny, reduce, 
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or terminate the benefits of, otherwise sanction, or harass any individual, otherwise 
discriminate against any individual with respect to the amount, terms, or conditions of public 
assistance of the individual, or retaliate against an individual in any form or manner, because: 
 
The individual involved: 

• Is or is perceived to be a victim of domestic or sexual violence or other crime of 
violence. 

• Attended, participated in, prepared for, or requested leave to attend, participate in, or 
prepare for a criminal or civil court proceeding relating to an incident of crime of 
violence of which the individual or a family or household member of the individual 
was a victim; or 

• Requested an adjustment to a job structure, workplace facility, or work requirement, 
including a transfer, reassignment, or modified schedule, leave, a changed telephone 
number or seating assignment, installation of a lock, or implementation of a safety 
procedure in response to violence, regardless of whether the request was granted; or 

• The workplace is disrupted or threatened by the action of a person whom the 
individual states has committed or threatened to commit violence against the 
individual or the individual's family or household member. 
 

Reasonable accommodation − The duty not to discriminate as referenced in this Section 
includes not making reasonable accommodation to the extent required under VESSA. 
Requests for accommodation will be evaluated under the provisions of VESSA on a case-by-
case basis and will be treated in a confidential manner. 
 
COMMUNICATION POLICY 
The Village herein sets forth procedures regarding the use of the Village’s phone, computer, 
and electronic communications systems. These systems include, but are not limited to, 
telephone, cellular telephones, e-mail, voice mail, FAX communications, computers, and the 
Internet. These systems are to be used in a generally accepted, appropriate, professional, 
business-like manner. 
 
Ownership & Privacy 
The Village’s communications systems and all information stored on them are the Village’s 
property. All information and messages that are created, sent, received, accessed, or stored 
through these systems constitute Village records. These records, including e-mail and voice 
mail, while they may be considered private and confidential, may in fact be subject to 
disclosure pursuant to the Freedom of Information Act and may also be subpoenaed the same 
as paper records. There should be no expectation of privacy regarding any electronic 
communication created on the Village’s systems or created for the purpose of conducting the 
Village business. Employees should not construe the use of passwords as they create an 
expectation of privacy. The Village reserves the right to monitor its communications systems, 
and all information stored on them at any time, with or without notice and to the extent 
permitted by applicable state and federal law, to ensure that such systems are being used in 
a manner consistent with the Village’s business interests. 
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Highly confidential or sensitive information should not be sent through e- mail. The Village 
reserves the right to keep an employee’s e-mail address and associated messages active for a 
reasonable period following an Employee’s departure from the Village to ensure that 
important business communications reach the Village. 
 
Prohibited Activities 

• The Village prohibits the use of its electronic communications systems to 
communicate defamatory, offensive, harassing, disruptive or derogatory material or 
comments. 

• Employees may not access the operating system of program files of any Village owned 
computer terminal or network without authorization by the Assistant Village 
Administrator. 

• Employees may not upload, download, copy, receive or otherwise transmit any illegal 
information or materials. 

• Employees shall not provide access or use of the Village’s electronic communication 
systems to any unauthorized party. 

• Unless specifically authorized, no phones, computers, monitors, printers, or 
accessories will be removed from any Village facility. 

• No non-Village media (diskettes, tapes, CD’s etc.) will be introduced to the network or 
to a personal computer without prior testing and approval by the Assistant Village 
Administrator. 

• No software will be installed on any computer without first obtaining the proper 
licenses and authorization of the Assistant Village Administrator. The department 
must maintain documentation for all software licenses. 
 

E-Mail & Internet Use 
The Village provides e-mail and Internet access to its Employees to assist and facilitate 
business communication and to improve customer service. When an Employee is using e-mail 
or conducting business on the Internet, the Employee is representing the Village. Because of 
the ability of an Internet site to gather information about its contacts and because of the 
potential for viruses to spread throughout the network, it is imperative that all actions and 
communications be conducted in a safe, courteous, and ethical manner. 
 

• With respect to e-mail and Internet confidentiality, the Village reserves the right to 
monitor all messages and sites visited, with or without notice to Employees. The use 
of a system log-on or password should not convey an expectation of privacy. 

• Official records communicated via e-mail must be retained as long as needed for 
ongoing operations, audit, legal proceedings, research, or other known purpose. 
Generally, records transmitted through e-mail systems will have the same retention 
period as those in other formats as required by applicable law. Transitory messages 
and reference copies not requiring long-term retention must be deleted in a timely 
manner. 

• Reading, altering, or deleting another person’s e-mail or computer files without 
specific authorization of the Department Head is prohibited. 

• The use of e-mail or the Internet for any illegal or unethical activities, or for any activity 
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that could adversely affect the Village, or its Employees, is prohibited. Regarding 
viruses, it is strongly suggested that an Employee not open any attachments to any e-
mail, unless they are sure they know the sender. Caution should also be taken in 
downloading files from Internet sites. The Village has taken precautions to alleviate 
the threat of viruses; the server and each PC have anti-virus software. The software is 
periodically updated. Under no circumstances is this software to be disconnected. 

• If a virus from any source is detected, notify the Assistant Village Administrator 
immediately. 

• Employees transmitting obscene or harassing messages or using derogatory language 
in an e-mail message will be subject to the same disciplinary measures as if the 
remarks were made in any other manner. Further, the Internet shall not be used for 
any illegal, improper, unprofessional or illicit purpose, e.g. intentionally accessing sites 
that deal with pornographic or offensive material, gambling, etc. Intentional misuse 
may subject the user to disciplinary action up to and including dismissal. (Police 
criminal investigations that require access to special Internet services are exempt from 
this section.)  

• Incidental personal and non-business-related use of the Internet and e-mail may be 
permitted within reasonable limits, so long as it does not interfere with the Employee’s 
job performance as determined by the Department Head. 

• Resources of any kind for which there is a fee must not be accessed or downloaded 
without prior approval of a supervisor. 

• During non-work hours, Employees that are not exempt from the Wage and Hour 
provisions of the Fair Labor Standards Act (FLSA) are prohibited from using Village 
email. 

 

BLOCKING OF INAPPROPRIATE INTERNET CONTENT 
The Village may use software to identify and/or block from Village networks inappropriate 
or sexually explicit or violent Internet sites. In the event an Employee nonetheless encounters 
inappropriate or sexually explicit or violent material while browsing on the Internet, they 
must immediately navigate away from the site, regardless of whether the site was subject to 
blocking software from the Village. The Employee also should promptly report the issue to 
Human Resources so that appropriate action may be taken to work with the Village’s IT 
Department to protect our resources and make sure others are not made to feel 
uncomfortable at work based on similar access or exposure to inappropriate sites. 
 
GENERATIVE ARTIFICIAL INTELLIGENCE (AI) USAGE POLICY 
Purpose 
With the increasing popularity of Generative AI chatbots such as OpenAI’s ChatGPT and 
Google’s Bard, it has become necessary to outline the proper use of such tools while working 
at the Village of River Forest.  While we remain committed to adopting new technologies to 
aid our mission, when possible, we also understand the risks and limitations of generative AI 
chatbots and want to ensure responsible use. Our goal is to protect Employees, clients, 
suppliers, customers and the company from harm.  
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Overview 
While AI chatbots can be used to perform a variety of functions, this policy addresses only the 
use of a web-based interface to ask or “prompt” the chatbot in a conversational manner to 
find answers to questions or to create or edit written content. 
Some examples of what could be created using an AI chatbot include: 

• Emails and letters. 
• Blog posts, reports and other publications. 
• Sales and advertising copy. 
• Policies and job descriptions. 
• Spreadsheet calculations. 
• Foreign language translations. 
• Coding development or debugging. 
• Document or information sorting. 
• Outlines or summaries of internal or external information. 

There are, however, risks in using this technology, including uncertainty about who owns the 
AI-created content and security/privacy concerns with inputting proprietary company 
information or sensitive information about an Employee, client, customer, etc., when 
interacting with the chatbot. Additionally, the accuracy of the content created by these 
technologies cannot be relied upon, as the information may be outdated, misleading or—in 
some cases—fabricated. 
 
Eligibility 
This policy applies to all Employees of the Village of River Forest and to all work associated 
with the Village of River Forest that those Employees perform, whether on or off company 
premises.  
Policy 
The use of generative AI chatbots will largely be allowed while performing work for the 
Village of River Forest, email addresses, credentials or phone numbers can be used to create 
an account with these technologies. No proprietary company data may be submitted (copied, 
typed, etc.) into these platforms.  
 
Employees wishing to use generative AI chatbots should discuss the parameters of their use 
with their manager.  Managers may verbally approve, deny or modify those parameters as 
best meets company policy, legal requirements or other business needs.  
 
All AI chatbot-generated content must be properly cited, as must the use of AI chatbot-
generated content when used as a resource for company work, except for general 
correspondence such as email.  
 
All AI-generated content must be reviewed for accuracy before relying on it for work 
purposes. If a reliable source cannot be found to verify factual information generated by the 
chatbot, that information cannot be used for work purposes. 
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As generative AI chatbots may produce content that is plagiarized from its knowledge base, 
including copyrighted works, no text generated or partially generated from a chatbot will be 
eligible to have a Village of River Forest copyright, trademark or patent at this time.  
 
Any violation of this policy will result in disciplinary action, up to and including termination. 
 
Training 
Once available, all managers will be trained in the proper use of generative AI chatbots in the 
workplace.  
 
All questions related to this training should be addressed to the employee’s manager.  
 
Ethical Use 
Employees must use generative AI chatbots in accordance with all the Village of River Forest 
conduct and antidiscrimination policies. These technologies must not be used to create 
content that is inappropriate, discriminatory or otherwise harmful to others or the company. 
Such use will result in disciplinary action, up to and including termination.  
 
Monitoring 
The Village of River Forest’s Computer Use Policy and relevant monitoring policies still apply 
when using generative AI chatbots with company equipment.  
 
If you have any questions regarding this policy, please contact Human Resources.  
 
TRAVEL AND CONFERENCE POLICY 
Approval of any travel or conference request is conditioned upon the availability of funds in 
the appropriate department budget. In general, no more than one national and one state 
conference may be authorized for any Department Head in any fiscal year. 
 
The Village will encourage and embrace the concepts of a learning organization and will 
provide its employees with opportunities to learn and grow. From time-to-time employees 
will be required to travel to other locations for training. The following policies will act as 
guidelines to assist in compensating employees for expenses incurred as a result. 
Additionally, employees may be required to travel for business-related purposes. These 
guidelines will also apply. 
**All travel expenses must be approved in advance of booking by the employee’s 
immediate supervisor.  

Ethics  
In all cases, The Village of River Forest Code of Conduct Policy, shall apply along with any 
other policy or procedures of The Village of River Forest contained in this handbook 
(including but not limited to the anti-discrimination and anti-harassment policies) or 
elsewhere when traveling.  
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Employees shall not take trips paid for by others, unless specifically authorized to do so by 
The Village Manager.  

Travel  
Travel to and from training will be by the most economic means possible and practical. 
Village employees will use a Village vehicle whenever possible.  
 
When an employee uses his or her vehicle they will be reimbursed for mileage per the 
current IRS rate. Mileage will be calculated based upon the distance from the Village to the 
site of the training and back. 
 
If travel by air is necessary, The Village will pay economy fare only. 
 
All reasonable incidental fees will be reimbursed by the Village. Examples include, cab fare, 
transportation to and from the airport, parking fees, etc. Reasonable incidental fees do not 
include expenses for entertainment such as movies, plays, or concerts (except as provided 
below).  
 
Employees issued Village cellphones should use their Village cellphone, when possible, to 
make calls when traveling on Village business. 
 
While traveling, The Village will reimburse for meals up to rates as defined by the United 
States General Services Administration Per Diem Rate definition. Meal and lodging rates are 
defined by the location the employee has traveled to. Employees must use the US General 
Service Administration website available here: https://www.gsa.gov/travel/plan-book/per-
diem-rates to determine the amount of reimbursement applicable and provide proof of that 
rate to finance along with documentation and travel reimbursement forms.  
 
Employees must complete the Village’s travel reimbursement form and provide receipts for 
any approved expenses greater than $5.00. Failure to provide a receipt may result in the 
employee not being reimbursed for the expense.  
 
All documentation and requests for reimbursement must be submitted within thirty (30) 
days of the date upon which the expense was incurred on, or in the case of travel, the last 
day of the trip.  
 
Conferences and Conventions  
The above policies will apply with the following differences: 

The Village will pay all conference-related expenses including meals or other conference-
related events. Employees will not be additionally reimbursed for those meals paid for as a 
part of the conference expenses.  

The Village will not pay for any pre or post conference activities which are primarily social 
in nature.  

https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
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The Village will pay for lodging at conference designated sites; however, if you choose to 
stay elsewhere, The Village will only reimburse you up to the charge levied by the 
conference hotels.  

Variances  
There shall be no variations to this policy unless specifically authorized by The Village 
Manager.  

The Village shall reimburse employees for all necessary expenditures incurred at the 
request of The Village and in furtherance of the Village’s business provided that the 
employee has obtained prior authorization from The Village to incur the expense and 
provided that the employee submits a request for reimbursement along with support 
documentation (receipts, invoices, etc.) within thirty (30) days of incurring the expense.  

WORKPLACE INSPECTION POLICY 
The Village wishes to maintain a safe work environment that is free of illegal drugs, alcohol, 
unauthorized firearms, weapons, explosives, or any material whose possession is illegal 
under federal or state law. To this end, the Village prohibits the possession, sale, transfer 
or use of such materials on its premises or in Village vehicles. The Village requires the 
cooperation of all employees in administering this policy. 
 
Desks, cabinets, file drawers, file boxes, computer files, lockers and other storage devices 
may be provided for your convenience but remain the sole property of the Village and, 
therefore, employees should have no expectation of privacy with respect to these items. 
Accordingly, they, as well as any articles found within them, can be inspected by any agent 
or representative of the Village at any time, with or without prior notice. If you refuse to 
submit to a search or are found in possession of prohibited articles you will be subject to 
disciplinary action, up to and including dismissal. 
 
GIFTS & GRATUITIES 
Employees of the Village must fully comply with provisions set forth in the Illinois State Gift 
Ban Act. Any Employee found to be in violation of the Illinois State Gift Ban Act shall be subject 
to disciplinary action up to and including dismissal. 
 
Employees shall not solicit or accept, directly or indirectly, any gift, gratuity, favor, 
entertainment, hospitality, loan, or other tangible or intangible item of monetary value from 
any person, corporation, or other organization who: 

• Has, or is seeking to obtain, contractual or other business or financial relations with 
the Village. 

• Conducts operation or activities that are regulated by the Village. 
• Has outside interests that may be substantially affected by the individual's 

performance or non-performance as a Village official. 
• Exceptions to the above would include: 

o Acceptance of gifts or other items with monetary value where there is an obvious 
family or personal relationship. 
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o Acceptance of any items from any one source during a calendar year having a 
cumulative total value of less than $100 (cash may not be accepted at any time). 

o Acceptance of loans from banks or other financial institutions on customary terms 
to finance proper and usual activities of Employees. 

o Acceptance of unsolicited advertising or promotional materials, such as pens, 
calendars, or other items of nominal intrinsic value. 

• The gift ban provisions of the Illinois Officials and Employees Ethics Act, to the extent 
they are more restrictive than above, shall control. The restrictions in this do not apply 
to gifts from people or firms serving in the capacity as appointed or elected officers of 
the Village. 
 

GIFTS TO SUPERVISORS 
An Employee shall not give a gift, nor solicit contributions from another Employee for a gift, 
to an Employee in a superior official position. An Employee in a superior official position shall 
not accept a gift presented as a contribution from Employees receiving less salary than the 
supervisor. Exception would include a voluntary gift in a nominal amount made on a special 
occasion such as a holiday, marriage, birthdays, illness, or retirement. 
 
REPORTING GIFTS & GRATUITIES 
All gifts, gratuities, or other items of monetary value, except as excluded above, should be 
reported immediately upon receipt thereof to the Employee's immediate supervisor. 
 
JOB DESCRIPTION  
The Village Administrator has the authority to revise job descriptions as necessary and at any 
time. All aspects of the job description may be modified, revised, or deleted at any time. 
 
MEDIA CONTACT POLICY 
Notify the Village Administrator, Assistant Village Administrator and/or Department Heads 
of any media contact. The Village Administrator may designate specific Employees to give out 
procedural, factual, or historical information on subjects or issues. Employees may not speak 
on behalf of the Village without prior approval.  
 
NO SOLICITATION POLICY 
Solicitation will not be permitted during working time or during non-working time in areas 
where it will disturb other Employees who are working. Distribution or circulation of printed 
material by Employees will not be permitted in work areas at any time. “Working time” refers 
to that portion of any workday during which an Employee is supposed to be performing any 
actual job duties; it does not include other duty-free periods of time. Solicitation and 
distribution by non-Employees in non-public areas of Village property is strictly prohibited. 
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PECUNIARY INTERESTS 
It is the intention of the Village to avoid all business and financial transactions where there 
may be a possible conflict of interest. Therefore, it is the policy of the Village that no Employee 
shall have a financial interest, direct or indirect, in any contract with the Village, or be 
financially interested, directly or indirectly, in the sale to or by the Village of land, materials, 
supplies, or services, except on behalf of the Village as an Employee. 
 
ROMANTIC AND/ OR SEXUAL RELATIONSHIPS 
If a romantic or sexual relationship between a supervisor/manager and an Employee 
develops, it is the responsibility and mandatory obligation of the supervisor/manager to 
promptly disclose the existence of the relationship to the supervisor’s Department Head, 
regardless of whether the supervisor/manager directly supervisors the employee. The 
Employee may make the disclosure as well, but the primary burden of doing so belongs to the 
supervisor/manager. The Department Head will inform the Village Administrator or Human 
Resources and others with need-to-know of the existence of the relationship, including in all 
cases the person responsible for the Employee’s work assignments. 
 
Upon being informed or learning of the existence of such a relationship, the Village may take 
all steps that it, in its discretion, deems appropriate. At a minimum, the Employee and 
supervisor/manager will not be able to work together on the same matters (including matters 
pending at the disclosure of the relationship), and the supervisor/manager must withdraw 
from participation in activities or decisions (including, but not limited to, hiring, evaluations, 
promotions, compensation, work assignments and discipline) that may reward or 
disadvantage any Employee with whom the supervisor/manager has or has had such a 
relationship. In addition, and for the Village to deal effectively with any potentially adverse 
consequences such a relationship may create, the Village encourages any person who believes 
they have been adversely affected by such a relationship, notwithstanding its disclosure, to 
make their views about the matter known to the Department Head, Human Resources, or the 
Village Administrator. This policy shall apply without regard to gender, sexual orientation, or 
marital status of the participants in a relationship of the kind described. 
 
PERSONAL VEHICLE USE & MILEAGE REIMBURSEMENT 
When an Employee uses their personal vehicle while conducting Village related business, the 
Employee shall purchase and maintain a vehicle insurance policy as necessary to comply with 
the minimum insurance levels required by Section 7-601 of the Illinois Vehicle Code and all 
other applicable state and federal laws. 
  
Any Employee utilizing their private vehicle for Village business as approved by the 
respective Department Head, shall be entitled to reimbursement in accordance with the 
Internal Revenue Service's established rate. 
 
VILLAGE VEHICLE USE 
Village vehicles shall be used in accordance with applicable local, state, and federal laws as 
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well as Village and department policies and procedures. In general, a Village vehicle may not 
be driven outside of River Forest without the approval of the Department Head. 
 
Unless otherwise approved, Village vehicles shall not be used for an Employee’s personal use. 
Employees are responsible for the care and conservation of Village vehicles. Employees shall 
be free from the odor and influence of alcohol, and the influence of drugs at all times while 
driving a Village vehicle. 
 
Employees shall not use a cellular phone, tablet or any other kind of electronic device while 
operating a Village vehicle. To use such a device, the vehicle must be turned off or pulled to 
the side of the road, with hazard lights flashing, and placed in park. 
 
Certain authorized Department Heads and Deputy Chiefs are granted use of a Village vehicle. 
All other Village owned vehicles shall be limited to official business with no other Employee 
being authorized daily portal to portal or personal use, unless, during and because of the 
necessity of official business as authorized by the Department Head and Village Administrator 
or while serving as an acting Department Head. 
 
CONCEALED CARRY & WEAPON-FREE WORKPLACE POLICY (REV. 2-14) 
Public Act 98-0063 created a new “Firearm Concealed Carry Act” and amended other portions 
of many other statutes, creating a system whereby Illinois residents can apply for and receive 
a license to carry concealed firearms. The purpose of this policy is to comply with Public Act 
98-0063, promote the objectives of the Village’s Workplace Violence Policy, and to protect 
Village Employees’ and residents’ safety and welfare. 
For purposes of this policy: 
 

• “Firearm” means any handgun, rifle, shotgun, or any other type of “firearm” as that 
term is defined by the Federal Government. 

• “Dangerous weapon” means any type of hazardous device or substance, dangerous 
knife (such as switchblade or ballistic knives), bludgeon or other weapon whose 
possession is a criminal offense under the State of Illinois Criminal Code. 
 

It is the policy of the Village that all property, buildings, or portions of buildings, as well as 
Village vehicles, owned or under the control of the Village are designated as “Prohibited 
Areas” for concealed carry licensees to carry firearms or dangerous weapons of any type, 
concealed or unconcealed. All Prohibited Areas that are buildings must clearly and 
conspicuously display a 4”x6” sign on the premises, which states that concealed firearms are 
prohibited. Signs shall be in accordance with the design approved by the Illinois State Police. 
The Village Administrator, or their designee, shall determine the placement of these signs at 
all buildings and restricted parking area entrances. The Village Administrator, or their 
designee, shall be responsible for the placement and maintenance of the signage. 
 

• All Village Employees, except as exempted below, including contract and temporary 
Employees, regardless of whether they are licensed under Illinois law, are strictly 
prohibited from carrying any firearm or dangerous weapon into any Prohibited Area. 
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• Village Employees, except as exempted below, including contract and temporary 
Employees, regardless of whether they are licensed under Illinois law, are strictly 
prohibited from possessing or carrying firearms or dangerous weapons while acting 
within the course of their employment, whether they are on Village property. 

• A firearm may be transported into a parking area within an Employee’s personal 
vehicle if the firearm and its ammunition remain locked in a case out of plain view 
within the parked vehicle. “Case” is defined as a glove compartment or console that 
completely encases the firearm and its ammunition, the trunk of the vehicle or a 
firearm carrying box, shipping box or other container. The firearm may only be 
removed for the limited purpose of storage or retrieval from within the trunk of the 
vehicle. A dangerous weapon or firearm must first be unloaded before removal from 
the vehicle. All Employees who are storing their firearm in their personal vehicle, 
pursuant to Illinois law, must inform the Village Administrator the location their 
vehicle is parked. 

• Exempt Employees – This policy does not apply to Sworn Village of River Forest Police 
to the extent that their duties require them to carry a firearm. 

• Any Employee found to have carried a dangerous weapon or firearm onto a Prohibited 
Area knowingly, or found to be carrying a dangerous weapon or firearm under 
circumstances in which the Employee should have known that they were in possession 
of a dangerous weapon or firearm, may be subject to discipline up to and including, 
but not limited to, immediate termination of employment, subject to such other 
employment rules or regulations as may be applicable. 

• Any individual visiting or conducting business on Village property found to have 
carried a dangerous weapon or firearm into a Prohibited Area knowingly, or when the 
person should have known that they were in possession of a dangerous weapon or 
firearm, may be banned from Village property. 

• Any individual found to have carried a dangerous weapon or firearm into a Prohibited 
Area knowingly or found to be carrying a dangerous weapon or firearm when the 
individual should have known that they were in possession of a dangerous weapon or 
firearm, may be subject to administrative action by the Village and possible arrest and 
prosecution. Violations of this Policy may result in referrals to external law 
enforcement agencies. 
 

Employees who have a question about this policy, or who suspect an individual has acted or 
is acting in violation of this policy, are required to notify the Police Chief immediately. 
 
POLITICAL ACTIVITY 
All Employees are urged to exercise their individual right to vote as citizens. No Employee 
may use their official position to coerce, influence or inhibit others in the free exercise of their 
political rights. No Employee shall engage in political activities during working hours, or on 
duty, or while wearing or utilizing any equipment, wearing apparel or supplies owned or 
provided by the Village. 
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PROHIBITION ON RETALIATION AGAINST A WHISTLEBLOWER 
The Village is committed to identifying and stopping improper governmental actions as 
defined by the Public Officer Prohibited Activities Act (50 ILCS 105/4.1) and maintaining a 
work environment free of retaliation against those who report, testify about, or participate in 
investigations regarding alleged improper governmental actions. The Village will not tolerate 
retaliation against employees for reporting improper governmental actions, cooperating with 
investigations into the same, and/or testifying in a proceeding arising out of an improper 
governmental action. Any report of retaliation will promptly be reported to the Village’s 
appointed Auditing Official for review. All employees are responsible for reporting improper 
governmental actions as well as reporting any retaliatory conduct resulting therefrom.  
 
Appointed Auditing Official: 
The Appointed Auditing Official is an individual appointed by the Village whose duties are to 
receive, register, and investigate reports and information concerning misconduct, 
inefficiency, and waste within the Village based upon the prohibitions set forth below. The 
Village has appointed the Village Attorney as its Auditing Official. Contact Human Resources 
for the most up to date contact information for the Village Attorney.  
 
Who is Covered: 
Anyone employed by the Village, whether in a permanent or temporary position, including 
full-time, part-time, and intermittent workers. This includes members of appointed boards or 
commissions, such as the Village Pension Board and, Board of Fire and Police Commissioners, 
whether or not paid. Further, this policy covers persons who have been terminated because 
of any report submitted under this policy.   
 
What is Covered: 
Improper governmental actions under this Policy include any action by the Village (including 
its employees, appointed officials and elected officials) that is undertaken in violation of a 
federal, State, or Village law or rule; is an abuse of authority; violates the public's trust or 
expectation of the individual’s conduct; is of substantial and specific danger to the public's 
health or safety; or is a gross waste of public funds.  For purposes of this policy, an “improper 
governmental action” does not cover personnel actions or violations of collective bargaining 
agreements unless the personnel action or violation amounts to retaliation within the 
meaning of this policy. 
 
What is Prohibited: 
The Village prohibits retaliation, or threats of retaliation, made against a Village employee 
based on the employee’s reporting of improper governmental actions, cooperating with 
investigations into the same, and/or testifying in a proceeding arising out of an improper 
governmental action. 
 
Retaliation means any adverse change in an employee's employment status or the terms and 
conditions of employment that results from an employee's protected activity under this 
policy. Retaliation includes, but is not limited to, denial of adequate staff to perform duties; 
frequent staff changes; frequent and undesirable office changes; refusal to assign meaningful 
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work; unsubstantiated letters of reprimand or unsatisfactory performance evaluations; 
demotion; reduction in pay; denial of promotion; transfer or reassignment; suspension or 
dismissal; or other disciplinary action made because of an employee's protected activity 
under this policy. 
 
Report Filing Procedure: 
If employees covered by this policy believe there has been improper government action 
and/or they were subject to prohibited retaliation under this policy, they must report the 
improper government actions and/or retaliatory acts to the Auditing Official. The employees 
must submit their report in writing within sixty (60) days of gaining knowledge of the 
improper government action and/or retaliatory conduct. If the alleged retaliation involves 
the Village’s designated Auditing Official, the employees may submit their report to Human 
Resources or any State’s Attorney. All reports under this policy will be promptly and 
thoroughly investigated. These investigations shall remain confidential unless the employee 
chooses to waive confidentiality, or the disclosure of the employee’s identity is required by 
law. 
 
Responsibilities of Auditing Official: 
The Auditing Official is responsible for determining whether improper government actions 
and/or retaliation have occurred under this policy and/or the Public Officer Prohibited 
Activities Act.  In doing so, the Auditing Official has the power and authority to conduct 
investigations consistent with this policy, seek legal advice, and/or transfer a report to 
outside investigators for investigation, including but not limited to the local State’s Attorney.  
In the event the Auditing Official concludes that an improper government action and/or 
retaliation has occurred or that a Village official has hindered the investigation, the Auditing 
Official shall notify the Village President and anyone else that the Auditing Official deems 
appropriate. 
 
Penalties for Policy Violations: 
Village employees who are found to have committed an improper governmental action 
and/or engaged in prohibited retaliation under this policy and/or the Public Officer 
Prohibited Activities Act may be subject to discipline, up to and including discharge. If the 
Auditing Official concludes that a Village official or employee has engaged in improper 
governmental action and/or retaliation prohibited by this policy and/or the Public Officer 
Prohibited Activities Act, the Auditing Official will refer the matter to a local State’s Attorney 
for the potential imposition of monetary fines and/or criminal prosecution as permitted by 
the Act. 
 
Remedies for Retaliation: 
When the Auditing Official concludes that an employee has been subject to prohibited 
retaliation under this policy and/or Public Officer Prohibited Activities Act, the Auditing 
Official may submit a recommendation to the Village President and Board of Trustees for 
appropriate reimbursement or restitution. 
 
Employee Notice Requirements: 
The Village shall provide copies of 50 ILCS 105/4.1 and this policy to all new employees upon 
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commencement of employment, as well as all current employees on an annual basis. 
 
Other Village Work Rule Violations: 
Nothing in this policy is intended to limit the Village’s ability to discipline, discharge and/or 
remove an employee or official for conduct that violates other Village policies, procedures 
and/or work rules, even if such conduct does not technically qualify as an “improper 
governmental action” or “retaliation” under this policy and/or the Public Officer Prohibited 
Activities Act, or even if such conduct was reported more than 60 days after the employee 
gained knowledge of the conduct.   
 
SAFETY 
Each Employee is required, as a condition of employment and continued employment, to 
develop and exercise safe work habits in the course of their employment, to prevent injuries 
to themselves, their fellow Employees and to conserve Village property and equipment. In 
addition, all Employees are required to bring any unsafe working conditions to the attention 
of the Village. Failure to maintain an appropriately safe working environment may be grounds 
for discipline up to and including dismissal. 
 
All Employees are required to review and become familiar with the policies and procedures 
outlined in the Village Safety Manual. 
 
BLOODBORNE PATHOGEN 
To comply with the OSHA Bloodborne Pathogens Standards, the Village has implemented an 
Exposure Control Plan as summarized in the Safety Manual. The purpose of the Bloodborne 
Pathogens Standards is to reduce occupational exposure to Hepatitis B Virus (HBV), Human 
Immunodeficiency Virus (HIV) and other Bloodborne Pathogens that Employees may 
encounter within the workplace. 
 
The objective of the Exposure Control Plan is to: (1) protect Employees from the health 
hazards associated with bloodborne pathogens; and (2) provide appropriate treatment and 
counseling should an Employee be exposed to bloodborne pathogens. Details of the plan are 
contained in a separate document. 
 
SMOKE FREE ENVIRONMENT 
The Village has designated the Village Hall, the Police Department, the Public Works Garage, 
the Water Pumping Station, the Fire Station, within 15 feet of all public building entrances, 
and all Village owned vehicles as smoke free areas. 
 
TOXIC SUBSTANCES INFORMATION 
In accordance with the Toxic Substance Disclosure to Employees Act, 820 ILCS 255/1, et. seq. 
the Village will require all suppliers to identify whether any substances, mixtures, or 
compounds purchased and used by the Village are considered a "toxic substance" as 
determined by the Illinois Department of Labor. 
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In accordance with the Toxic Substances Disclosure Act, the Village will attempt to ensure that 
all Employees receive the necessary information concerning the nature of any toxic 
substances with which the Employee must work, and full information concerning the known 
and suspected health hazards of such toxic substances. Annual training will be provided for 
effected Employees. 
 
Employees will be given personal instruction with respect to methods of material handling 
for each toxic substance to which the Employee will be exposed in the normal course of their 
employment. The Village will require that every supplier provides a "Material Safety Data 
Sheet (MSDS)" on each toxic substance, which the Village may purchase and use. Employees 
will receive education and training information with respect to all toxic substances to which 
the Employee is routinely exposed including methods in material handling, MSDS 
information, and a summary of Employee rights under the Toxic Substances Disclosure to 
Employees Act. 
 
Any Employee (or the Employee’s doctor or representative) may obtain a copy of an MSDS by 
written request to the Employee's immediate supervisor, who will then forward the request 
to the Department Head. The Village will provide the Employee with a copy of the MSDS, and 
if the Village does not possess the requested MSDS, the Employee will be so notified and a 
written request from the respective department will be submitted to the seller of the toxic 
substance within ten (10) days. If the seller fails to provide the Village with an MSDS within 
thirty (30) days, the Village Administrator's Office will file a complaint with the Illinois 
Department of Labor, and a copy of the complaint will be provided to the Employee originally 
requesting the MSDS. The Village Administrator's Office shall forward the MSDS to the 
requesting Employee within ten (10) days of receiving it from the seller of the substance. 
 
In accordance with the Act, the Employee may not refuse to work with a toxic substance if the 
Village makes a good faith effort to provide a Material Safety Data Sheet to the Employee 
within the time limits and process as specified in the Act. 
 
SEPARATION FROM EMPLOYMENT 
RESIGNATION 
An Employee wishing to voluntarily separate Village employment and be considered in good 
standing shall submit to their Department Head a written resignation stating the reason for 
separation ten (10) working days prior to separation date.  
 
The Village Administrator may waive the ten (10) working day notice requirement and 
require or otherwise allow an Employee to leave the Village immediately while still be 
considered in good standing, if the waiver is deemed to be in the best interest of the Village. 
In this instance, the Village Administrator may further pay the Employee, in lieu of notice, 
their regular rate of pay for up to ten (10) working days.  
** Any earned and unused vacation time will be paid on the next scheduled paycheck 
following termination.*** The Employee is not eligible to receive payment for any unused and 
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earned sick days, floating holidays, or personal days except as provided in a Collective 
Bargaining Agreement or Memorandum of Understanding. 
 
A copy of the Employee's letter of resignation shall be forwarded to the Village Administrator. 
 
Upon separation or retirement, the Employee may be eligible for the following: 

• Pay for any unused earned vacation days at the Employee’s current rate of pay. The 
Employee is not eligible to receive payment for any unused and unearned sick days, 
floating holidays, or personal days expect as provided in a Collective Bargaining 
Agreement or Memorandum of Understanding. 

• State law provides that a municipal Employee who ceases to be on the payroll, either 
due to retirement with enough service credit to be entitled to receive a pension or due 
to entitlement to a disability pension, has the right to continue to purchase group 
health insurance at the Employee’s expense. 

• Benefits under the Village’s health insurance program for retirees. 
• Pension benefits under the applicable pension plan. 
• For qualifying Employees, any unused sick leave time may be applied to their IMRF 

account. Retiring IMRF members may qualify for a maximum of one year of additional 
pension service credit for any unused sick leave days at the rate of one month for every 
20 days of unused sick leave. Contact an IMRF representative at 1-800-275-4673 for 
additional information. 

 
RETIREE COVERAGE 
Retirees eligible to receive pension benefits may participate in the Village health, dental and 
vision insurance plan in accordance with State law. Retirees that opt out of the Village’s health, 
dental or vision insurance plans may not rejoin the plan at a later date. 
 
For any employee hired prior to January 1, 2005, who retires after having been employed by 
the Village a minimum of twenty (20) consecutive years immediately prior to retirement and 
is at least 55 years of age, the Village will pay $200 per month toward the cost of retiree health 
insurance coverage. Employees under the auspices of the Fire or Police Pension Funds shall 
adhere to those fund’s respective requirements or the requirements of their department’s 
collective bargaining agreements. 
 
Upon eligibility for Medicare, retirees participating in the Village’s plans may elect single or 
single-plus-one supplementary coverage through the Village’s plan. The Village does not 
provide a subsidy to retirees eligible for Medicare, regardless of date of hire. Only Employees 
who retired prior to January 1, 2014, may receive a subsidy for 1/3 of the monthly premium 
for single coverage if they are enrolled in the Village’s fully insured Medicare supplement. 
Once an Employee opts out of the Village’s fully insured Medicare supplement, they are no 
longer eligible to receive the subsidy and may not return to the plan. (REV. 2-14) 
 
Employees hired on or after January 1, 2005, are required to pay 100% of the cost for retiree 
health insurance. 
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Any employee that retires after January 1, 2025, will no longer be able to purchase the $1000 
of life insurance. Retirees that retired prior to January 1, 2025, may keep existing coverage 
but may not elect any new life insurance coverage. These retirees pay 100% of the monthly 
premium cost.   
 
RETIREMENT/ DISABILITY/ PENSION FUNDS 
Employees are generally included in one of three (3) separate pension funds: Illinois 
Municipal Retirement Fund (IMRF) for non-classified service employees who are employed 
at least one thousand (1000) hours per year; Fire Pension Fund for firefighters; and Police 
Pension Fund for police officers. Eligibility, participation, payroll deductions and benefits are 
mandated by State and Federal laws. Village employees who participate in IMRF are also 
required to participate in Social Security. Police Officers and Firefighters appointed after 
March 1, 1986, are required to participate in the Medicare portion of Social Security. 
 
ABANDONMENT OF POSITION 
When an Employee is absent from work without the permission of the Department Head or 
Supervisor, the Employee will not be paid and will be subject to disciplinary action up to and 
including dismissal. When an Employee is absent from work three (3) days or longer without 
communicating the cause for the absence to the Department Head, this shall be construed as 
job abandonment and the Employee has resigned their employment position. 
 
RETURN OF VILLAGE PROPERTY 
An Employee, leaving Village employment, whether through retirement, resignation, lay-off, 
or dismissal, shall return any Village property, which they may have in their possession. 
Failure to return Village property may result in the Employee's final check being delayed and 
the value of outstanding Village property deducted from it.  
 
EXIT INTERVIEW 
Any time an Employee voluntarily terminates employment with the Village, an exit interview 
shall be scheduled with Human Resources. All required paperwork will be processed and any 
Village property in the Employee's possession shall be returned. 
 
The separated employees will be requested to complete an Exit Interview Questionnaire. The 
employee is encouraged to provide input into matters directly associated with their 
employment with the Village, such as: 

• Job satisfaction 
• Training both in-house and outside 
• Employee's impression of supervision 
• Compensation and employee benefits 

General suggestions for improvement of the delivery of services to residents. 
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FINAL PAY 
The final compensation for any Employee shall be paid on the next regular pay period 
following the effective date of said Employee's termination of employment. Said 
compensation shall include any unused vacation that has been earned as of the termination 
date. **Unused sick time, personal time or floating holiday time is not paid on separation of 
employment with the Village. 
 
 
REINSTATEMENT 
Employees who have resigned while in good standing may be rehired. The conditions of 
rehire will be as a new employee and there shall be no carry forward of earned service time. 
Employees who resign while awaiting disciplinary action or who are dismissed shall not be 
eligible for reemployment. 
 
COBRA INSURANCE CONTINUATION 
Employees, their spouses, children, Civil Partners, and children of their Civil Partners who 
receive health or dental insurance may elect to continue to receive health or dental provisions 
in situations where coverage is otherwise terminated, according to federal law referred to as 
COBRA (Consolidated Omnibus Budget Reconciliation Act). Coverage shall be at the Covered 
Individual’s expense. 
 

• Employees who are dismissed for reasons other than "gross misconduct," and full- time 
and semi full-time employees who are converted to part-time status or leave the Village 
service voluntarily, are eligible to continue their health and dental insurance for 18 
months by paying the applicable COBRA premium. 

• In addition, Covered Individuals may elect to continue their health, dental and vision 
insurance for 36 months in the event of any of the following:  
o the death of the covered Employee 
o a divorce or legal separation from the covered Employee 
o the covered Employee becomes eligible for Medicare. 
o a dependent cease to meet the health plan definition of an eligible dependent. 

• If a Covered Individual is considered to have been disabled at any time during the first 60 
days of the COBRA continuation coverage period, the disabled person may elect to extend 
their 18-month COBRA period for up to 29 months from the date of the qualifying event. 
Non-disabled family members of the disabled individual who are entitled to COBRA 
continuation coverage are also entitled to the disability extension. Employees must still 
notify the Village of the SSA disability determination within 60 days after the date of the 
determination and before the end of the 18–month COBRA continuation coverage period. 

• The Village shall notify the Covered Individual of their right to continue coverage. The 
Covered Individual has 60 days from the time they receive written notification from the 
Village to decide whether to continue coverage. If the Covered Individual does not advise 
the Village of their intent to continue coverage within 60 days from receipt of written 
notification, the coverage will terminate. 
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• The monthly cost to the Covered Individual for continuing health and dental insurance 
under COBRA shall be determined by the Village on an annual basis. Covered Individuals 
participating in the program shall make monthly payments to the Village upon receipt of 
a bill from the Village. 

• Military Leave – Village Employees shall be entitled to such continuation of benefits 
pursuant to the Military Leave section of this Manual. 

The following table illustrates the qualifying events that can trigger COBRA coverage and the 
length of coverage. 
 

 
Event Length of Continuation 

Termination of employment for 
any reason other than gross misconduct 

 
18 months 

A reduction in hours 18 months 
Employee is disabled at the time of reduction in hours or 
Termination 

29 months 

Divorce or death of the 
employed/retired spouse 

36 months 
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