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11.1 INTRODUCTION

This Full-Time Personnel Policy Manual ("Manual") has been prepared for you as a
reference guide. It includes a summary of the basic policies and rules that will apply to
you and the benefits available to you as a District employee. Guidelines for the
employment of Park District staff are summarized in this Manual.

This Manual does not purport to be an all-encompassing statement of the District's
policies, rules, and benefits. The personnel policies within this Manual are compiled in
accordance with the policies and guidelines adopted from time to time by the Board.
Once adopted, the personnel policies prescribed herein supersede and cancel any prior
inconsistent written or oral policies, practices, and agreements. The District and the
Board reserve the right to unilaterally revise, supplement or discontinue any of the
policies, guidelines, or benefits described in this Manual. You will be duly notified of any
such revisions, supplements, or other changes.

Where the context of this Manual permits words in the singular number shall include the
plural number. The descriptive headings of the various sections or parts of this Manual
are for convenience only. They shall not affect the meaning or construction nor be used
to interpret any of the provisions of this Manual.

The District extends the guidelines, policies, benefits, and privileges summarized in this
Manual to its employees in good faith. As an employee, you are expected to fulfill your
job responsibilities professionally and in good faith.

Each employee should review this Manual and become familiar with its contents. If you
have any comments, suggestions, or questions about any aspect of your employment,
you are encouraged to discuss them with your Immediate Supervisor or Division Head.
They will listen to your concerns, take appropriate action if necessary, and/or provide
you with the information you need or direct you to someone who can provide you with
that information.

The Executive Director is responsible for overseeing the enforcement of the policies
contained within this Manual, and for the direction of the activities of all employees,
except those whose appointment is otherwise prescribed. Should any question arise as
to the proper interpretation of any provision of this Manual, or any other personnel
policy, the decision of the Executive Director will be final.

Please note that neither the existence of this Manual, nor anything contained in this
Manual nor any written or oral statement interpreting, explaining, or clarifying the
policies contained in this Manual, is intended to create or shall create an employment
contract or contractual commitment, either expressed or implied. An employee of the

District is an at-will employee and has the right to terminate their employment at any
time with or without notice or cause, and the District retains a similar right.
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No employee or representative of the District has the authority to change the at-will
employment arrangement or to contract with an employee for terms of employment
different than those set forth in this manual, other than the Executive Director. Any such
change must be in writing and signed by the Executive Director and the employee.

11.2 EQUAL EMPLOYMENT OPPORTUNITY

The District is firmly committed to providing equal employment opportunities to all
qualified persons. Therefore, it is the responsibility of the Executive Director and/or
their designees to ensure that the District provides employment, training, compensation,
promotion, discipline, discharge, and other terms and conditions of employment without
regard to race, traits associated with race, including, but not limited to, hair texture and
protective hairstyles color, religion, sex, sexual orientation, national origin, citizenship
status, ancestry, age, marital status, military status, mental or physical disability
unrelated to the person's ability to perform the essential functions of their job,
association with a person with a disability, order of protection status, work authorization
status, unfavorable discharge from military service, or any other category protected by
federal or state law.

All transgender employees, patrons, and participants are afforded all protections
provided by Federal and State laws, including civil rights laws. Each situation of
employment, facility usage, or program participation will be evaluated on a case-by-
case basis to ensure that the rights of all parties involved are recognized and protected.

The District is firmly committed to providing equal access to employment opportunities
and will make all reasonable accommodations for disabled individuals in accordance
with state and federal law.

11.3 EMPLOYMENT STATUS/DEFINITIONS

District: The Hoffman Estates Park District, Cook County, lllinois.
Board: Park Board of Commissioners of the Hoffman Estates Park District.

Executive Director: Individual who oversees the operations of the Hoffman Estates
Park District. Reports to the Park Board of Commissioners.

Division Director: The positions of Director of Finance, Director of Recreation, Director
of Golf & Facilities, Director of Parks, Planning & Maintenance, and Director of
Administrative Services report directly to the Executive Director.

Administrative Staff: Administrative Staff means the Executive Director, the Division
Directors, and the Executive Assistant.

Business Services Office: The Business Services Division of the District includes
operations governing cash receipts, accounts receivable, accounts payable, and payroll
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processing, as well as the administrative, registration, and secretarial functions of the
District. In addition, it also encompasses the District's information systems
management and all computer-related and other functions.

Immediate Supervisor: The person responsible for directing the activities of individuals
under their charge, the person to whom an employee reports daily.

Regular Full-Time Employee: A regular full-time employee is regularly scheduled to
work a minimum of forty (40) hours per week, year-round continuously, and has
completed a minimum of six (6) months of continuous service. All regular full-time
employees are expected to work additional hours as necessary to complete all assigned
tasks properly and as needed during busy periods. Short-term and part-time employees
are excluded from the regular full-time classification regardless of the number of hours
worked.

Regular Part-Time Employee: See Definitions provided in Section XII. No person may
become a regular full-time or part-time employee unless so designated in writing by a
Division Director of the District. The District does not guarantee that part-time
employees will be rehired in a subsequent calendar year or, if rehired, for the same
position.

Exempt Employee: An employee determined as exempt under the Fair Labor
Standards Act (FLSA) guidelines is not eligible for overtime pay or compensatory time.
Such employees shall maintain records of their hours worked in the time and
attendance software. These time records will not alter the fact that exempt employees
are paid on a salary basis, nor shall an exempt employee have deductions made from
their pay for failing to work a certain number of hours, except as prescribed by
applicable state and federal law.

Non-exempt Employee: An employee determined as non-exempt under the guidelines
of FLSA is eligible for overtime pay or compensatory time. A non-exempt employee
must utilize the time and attendance software and/or timesheet to document hours
worked.

Immediate Family: Immediate family includes all dependent children of the employee.
Spouses or domestic partners, and parents (by blood or marriage) who live in the same
household are also included.

Dependent Child(ren): Dependent children are defined as unmarried from birth until
their 26" birthday if they are principally dependent on the employee for support (i.e. IRS
exemption status). Children of any age who are mentally or physically challenged and
are dependent on the employee also qualify.
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11.4 WAGE AND CLASSIFICATION PLAN

11.4.01 Contents: The full-time and part-time wage and classification plans consist of
groupings of positions in the District which are sufficiently alike in duties and
responsibilities to be categorized under the same general descriptive title, to be
afforded a similar pay scale, and to have similar employment status, specifications,
job descriptions, and job responsibilities. Job responsibilities, specifications, and
descriptions listed in the Wage and Classification Plans are not restrictive in the sense
that they do not exclude other duties or responsibilities not mentioned. All employees
must complete all reasonably assigned tasks regardless of the job description.

11.4.02 Employee Classification Review: You may at any time submit a written
request to your Immediate Supervisor for a review of the classification or status of your
position. Your request must state your reasons justifying a review. Your Immediate
Supervisor will make an investigation of the position with a view towards determining its
correct classification and will report his/her findings in writing to the appropriate Division
Director. Requests that receive Division Director approval will be forwarded to the
Executive Director. The determination of the Executive Director will be in writing and
will be final.

11.5 APPOINTMENTS

11.5.01 Selection and Hiring: Employment will generally be based upon the selection
or recommendations of the supervisory personnel under whose direction the employee
will work as well as input from administrative or other staff interviewing the applicants.
All positions will have a job description prepared prior to hiring. Applicants may be
required to complete psychological and/or medical tests once a conditional offer of
employment has been extended and may be required to complete aptitude tests
depending upon the nature of the position.

Applicants are required to furnish information and complete any and all forms and tests
deemed necessary, in the District's sole discretion, to satisfactorily inform the District of
an applicant's qualifications and suitability for a prospective position with the District.
The provision for false, incomplete, or misleading information in the employment
application or other materials submitted or completed in connection with an application
or in response to any question may result in a non-hire decision, rescission of an offer of
employment, or dismissal of an employee regardless of when the discovery of the false,
incomplete, or misleading information is discovered.
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The District will attempt to employ the best available qualified applicant for the
position, based on application materials, personal interviews, reference checks, tests,
and any other means available to evaluate an applicant's apparent qualifications and
suitability for a particular position. Salary determination will generally be made based
on experience and other appropriate factors, within guidelines of the Wage and
Classification Plan. All employment, advancement, and promotion decisions will be
based upon the District's needs and the requirements and qualifications required for
specific positions. We base employment, advancement, and promotion decisions on a
person's apparent suitability for the position, including, without limitation, his/her past
performance, future potential, and his/her aptitude and attitude.

The Executive Director shall have full responsibility for all hiring and firing decisions.
The Executive Director shall have the direct responsibility of hiring all Division
Directors and Administrative Staff (except the Executive Director) and may delegate
certain hiring and firing responsibilities to Division Directors or Administrative Staff for
hiring decisions within their divisions.

11.5.02 Wage and Salary History: The Park District does not screen job applicants
based on their current or prior wages or salary increases, including benefits or other
compensation, by requiring an applicant to satisfy minimum or maximum criteria. In
addition, the Park District does not require an applicant to disclose wage or salary
history as a condition of being considered for employment, as a condition of being
interviewed, as a condition of continuing employment, or as a condition of an offer of
employment or offer of compensation.

The Park District may provide information to an applicant about a position’s wages,
benefits, compensation, or salary offered in relation to a position, and the Park
District may engage in discussions with an applicant about the applicant’s
expectations related to wages, benefits, and compensation.

11.5.03 Medical Examinations: The District requires full-time employees to
successfully complete a medical examination after a position has been offered to the
employee but prior to starting employment. Employment shall be conditioned on the
results of such examination. This medical examination is necessary to determine if
the employee can perform the essential functions of the job offered to them with or
without reasonable accommodations on the part of the District. The District will also
require alcohol and/or drug testing for all applicants offered a full-time position with
the District.

The medical examination will be performed by a physician of the District's choice and at
the District's expense. You must consent to the disclosure of the physician's findings,
conclusions, and opinions to the District. Your medical records will be maintained in a
separate file. Information contained in your medical file will not be released or disclosed
without your written consent, except to persons with a lawful right or need to know.
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Full-time Employees may be required to undergo subsequent medical examinations
when such examinations are job-related and consistent with business necessity. Such
examinations will be conducted under the same procedures and guidelines as outlined
above for pre-employment medical examinations.

11.5.04 Background Checks: The Park District is required by state statute (70 ILCS
1205/8-23) to obtain criminal conviction information concerning all applicants and
shall perform such a criminal background check for all employee and volunteer
applicants (hereafter “applicants”) for all positions on individuals 16 and older.
Pursuant to statute, any conviction of offenses enumerated in subsection (c) as
outlined below of said statute shall automatically disqualify the applicant from
consideration for working for the Park District. Any other conviction(s) shall not
automatically disqualify the applicant

from consideration, but rather, the conviction(s) will be reviewed consistent with the
lllinois Human Rights Act (IHRA) to determine whether (1) there is a substantial
relationship between the criminal offense(s) and the employment sought; and (2)
granting employment would involve an unreasonable risk to property or to the safety or
welfare of specific individuals or the general public. The Park District will engage in an
interactive assessment with the applicant and make a preliminary determination
whether the conviction record disqualifies the applicant from employment. When such a
determination is made, the Park District will notify the applicant in writing and allow the
applicant at least five (5) business days to respond before making a final decision. After
receiving the response from the applicant, the Park District will render a final decision.
Applicants are not required to disclose sealed or expunged records of corrections.

Applicants identified as a permanent resident outside of the State of lllinois while
over the age of 18 years within the past seven years will be subject to an out-of-state
background check. Applicants may be required to submit fingerprints and/or other
identification information in order to facilitate such an investigation. All information
concerning the record of convictions shall be confidential and will only be transmitted
to those persons who are necessary to the decision process. All current employees,
volunteers, and independent contractors whose primary job focus is working with
children shall be required to submit to criminal background tests. Subsequent
background checks may be performed whenever the Park District has reason to
suspect a subsequent conviction has not been reported to the District.

When a prior criminal conviction is disclosed, the Park District must be careful to treat
similarly situated persons the same. A checklist for convictions, which may disqualify
a person from a particular position, should be maintained, although cases will be
analyzed on a case-by-case basis and consistent with the IHRA.

Many employees and volunteers may be concerned with their privacy, even though
criminal conviction information is public record. The Park District will take reasonable
precautions to prevent embarrassment or other damage to the person being checked.
The background checks will be reviewed by only Human Resources personnel, if
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possible, and be kept confidential. The conviction reports will be held in a secure
place, with only limited access.

If the report indicates a conviction was identified, the record will be directed to a review
consisting of the applicant’s prospective Division Director, Human Resources personnel,
and the Executive Director. They will:

1. Notify the applicant that they are not qualified for the position if the conviction
is within the last seven years and one that is identified as a prohibited
offense.

2. Verify the name, date of birth, social security number, and the description of
the individual given on the report to help determine that the conviction report
matches the applicant.

3. Check the employee’s original application to determine whether the
job application matches that in the conviction report.

4. After completing the above directives, the applicant’s Division Director
may request additional information, meet with legal counsel, police
authorities, or others to determine if further action is necessary. Again,
confidentiality will be a priority.

5. Consider the conviction's relationship to the specific job in determining if the
employee will be hired (or retained). Further information or a meeting may
be requested with the perspective employee concerning a conviction
record.

6. Determine whether the applicant with a criminal conviction should be allowed
to fill a position based on all available information, consistent with the IHRA.

If the employee has a conviction on record and is hired, certain safeguards may be
instituted. The safeguards may include placing the employee on probation, not allowing
the employee to work unsupervised, not allowing the employee to work after hours, etc.

When a person is disqualified from employment or volunteering because of a criminal
conviction, the disqualified person will be notified in writing.

No applicant will be hired if the applicant has been convicted of any felony not listed in
the section below or the following drug offenses within seven years of the application
for employment with the park district:

(i) Those defined in the Cannabis Control Act, except those defined in Sections
4(a), 4(b), 4(c), 5(a), and 5(b) of that Act; (ii) those defined in the lllinois Controlled
Substances Act; (iii) those defined in the Methamphetamine Control and Community
Protection Act; and (iv) any offense committed or attempted in any other state or
against the laws of the United States, which, if committed or attempted in this State,
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would have been punishable as one or more of the foregoing offenses.

A Park District is prohibited from knowingly employing a person who has been
convicted of committing any of the crimes listed below. Additionally, a park district
cannot knowingly employ a person who has been found guilty of sexual or physical
abuse of any minor less than eighteen years of age.

A District employee must report to their Division Director if convicted for any of these
prohibited offenses while employed:

Attempted first-degree murder
Committing or attempting to commit a felony

Committing or attempting to commit first-degree murder

A Class X felony

Indecent solicitation of a child
Public indecency

Prostitution

Soliciting for prostitution
Soliciting for a juvenile prostitute
Keeping a place of prostitution
Pandering

Patronizing a prostitute
Pimping

Juvenile pimping

Exploitation of a child
Obscenity

Child pornography

Harmful material
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e Criminal/aggravated criminal sexual assault
e Predatory criminal sexual assault of a child
e Criminal sexual abuse

e Aggravated criminal sexual abuse

e Stalking

e Aggravated Stalking

e Cyber Stalking

e Any offense committed or attempted in any other state or against the laws of
the United States, which, if committed or attempted in lllinois, would have
been punishable as one of the above offenses.

All new full-time and part-time employees of the District will receive a mandatory written
review by their immediate supervisor within three weeks or 15 working days, whichever
comes first after the employee is hired. The purpose of this review is to assess the
performance of the employee within his/her new working environment as well as job
attitude and aptitude. If the immediate supervisor does not feel that the employee has
exhibited the skills and abilities necessary to satisfactorily perform the duties and
requirements of the position, then employment may be terminated.

11.5.05 Probationary Period: Your initial employment is made on a six-month (6)
probationary basis. Your supervisor will utilize your probationary period for your
orientation, training if any, and determining if you appear to possess the aptitude and
attitude necessary for you to meet the required standards of the position you have
been offered. Your Immediate Supervisor may extend this probationary period to a
maximum of an additional three (3) months. If you are reassigned or promoted to
another position with the District, you may be required to serve a probationary period
not to exceed six (6) months in your new position.

Successful completion of the Probationary Period does not guarantee continued
employment for any specific period of time or otherwise create an employment
contract between you and the District, nor does it change your status as an at-will
employee.

11.5.06 Orientation: You will be orientated under District and divisional guidelines.
Additionally, your Immediate Supervisor will schedule an orientation meeting for you
with Human Resources so that you can discuss your benefits and other applicable
information. Human Resources personnel will also conduct orientation workshops for
all staff to educate them on District-wide safety training. The employee’s supervisor
will conduct job-specific safety training as well as all other job-specific required
training.
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11.5.07 Nepotism: For purposes of interpreting the District's nepotism policy,
“‘Relatives” are anyone related by blood or marriage including parents, children, step
children, siblings, and spouse or domestic partner. Relatives of the Executive Director,
Board Commissioners, and Community Representatives are not eligible for full-time or
permanent part-time District employment. Additionally, relatives of any employee are not
eligible for any employment within the District that subjects them to direct or indirect
supervision of or from the related District employee.

11.5.08 Employee Advancement: All advancement will be made on the basis of
ability and will include consideration of attitude as well as aptitude. Whenever
possible, qualified employees will be upgraded to more responsible positions.

If all employment qualifications are equal, employees with longer service ("Seniority")
with the District will be given preference for advancement. Seniority is defined as the
continuous length of time you have been a regular full-time employee of the District. If
your continuous regular employment with the District is interrupted by a period of more
than three months, your seniority is lost unless you were on an authorized leave of
absence.

The District may also recruit applicants from outside of the organization for any
available position either simultaneously with or subsequent to considering
applications from current employees. All promotions or upgrading to a higher
classification will be made based on past performance, aptitude, attitude, and other
relevant job-related criteria as determined by the District at its sole discretion.
Employees may be promoted from within the District rather than hiring from outside
the District when it is determined to be in the best interests of the District at the
District's sole discretion.

11.5.09 Proof of Birth Date: You will be required to furnish the District with
certified proof of date of birth at the time of appointment.

11.5.10 Proof of Right to Work: You will be required to furnish the District with
proof of citizenship or right to work by completing the Federal Form |-9 and
providing appropriate supporting documentation.

11.5.11 Personnel File: A personnel file will be established for you. All pertinent
employment information and forms, including without limitation, employment
application, references, evaluations, commendations, disciplinary actions, and other
employment records will be contained in this file. Your medical and benefits records
will be maintained in a separate file. Information contained in your files will not be
released or disclosed without your written consent, except to persons with a lawful
right or need to know, including without limitation, pursuant to a court order.

You may review your personnel file in accordance with applicable law and established
District procedures. If you wish to review your personnel file, you should contact the
Human Resources department to complete the appropriate forms.
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You are responsible for and must promptly advise the District of changes in your
residence address and telephone number and any other pertinent information. Itis to
your advantage to see that all of your personnel records are accurate and up-to-date.
You should immediately inform your Immediate Supervisor and the Human Resources
department of any changes in pertinent information.

11.6 IDENTITY-PROTECTION

The Hoffman Estates Park District adopts this Identity-Protection Policy pursuant to
the Identity Protection Act 5 ILCS 179/1 et seq. The Identity Protection Act requires
each local and State government agency to draft, approve, and implement an
Identity- Protection Policy to ensure the confidentiality and integrity of Social Security
numbers agencies collect, maintain, and use. It is important to safeguard Social
Security numbers (SSNs) against unauthorized access because SSNs can be used
to facilitate identity theft. One way to better protect SSNs is to limit the widespread
dissemination of those numbers. The Identity Protection Act was passed in part to
require local and State government agencies to assess their personal information
collection practices, and make necessary changes to those practices to ensure
confidentiality.

11.6.01 Social Security Number Protections Pursuant to Law: Whenever an
individual is asked to provide this Office with a SSN, Hoffman Estates Park District
shall provide that individual with a statement of the purpose or purposes for which the
Hoffman Estates Park District is collecting and using the Social Security number. The
Hoffman Estates Park District shall also provide the statement of purpose upon
request. That Statement of Purpose is attached to this Policy.

The Hoffman Estates Park District shall not:

1. Publicly post or publicly display in any manner an individual’'s Social Security
number. “Publicly post” or “publicly display” means to intentionally
communicate or otherwise intentionally make available to the general public.

2. Print an individual’s Social Security number on any card required for
the individual to access products or services provided by the person or
entity.

3. Require an individual to transmit a Social Security number over the
Internet, unless the connection is secure or the Social Security number is
encrypted.

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

In addition, the Hoffman Estates Park District shall not:

1. Collect, use, or disclose a Social Security number from an individual, unless:

a. Required to do so under State or federal law, rules, or regulations, or
the collection, use, or disclosure of the Social Security number is
otherwise necessary for the performance of the Hoffman Estates Park
District’s duties and responsibilities;

b. the need and purpose for the Social Security number is
documented before collection of the Social Security number; and

c. the Social Security number collected is relevant to the documented
need and purpose

2. Require an individual to use their Social Security number to access
an Internet website.

3. Use the Social Security number for any purpose other than the purpose
for which it was collected.

These prohibitions do not apply in the following circumstances:

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

. The disclosure of Social Security numbers pursuant to a court order,
warrant, or subpoena.

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

. The collection, use, or disclosure of Social Security numbers for
internal verification or administrative purposes.

. The disclosure of Social Security numbers by a State agency to any entity
for the collection of delinquent child support or of any State debt or to a
governmental agency to assist with an investigation or the prevention of
fraud.

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

11.6.02 Requirement to Redact Social Security Numbers: The Hoffman Estates
Park District shall comply with the provisions of any other State law with respect to
allowing the public inspection and copying of information or documents containing all
or any portion of an individual’'s Social Security number. The Hoffman Estates Park
District shall redact social security numbers from the information or documents before
allowing the public inspection or copying of the information or documents.

When collecting Social Security numbers, the Hoffman Estates Park District shall
request each SSN in a manner that makes the SSN easily redacted if required to be
released as part of a public records request. “Redact” means to alter or truncate data
so that no more than five sequential digits of a Social Security number are accessible
as part of personal information.
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11.6.03 Employee Access to Social Security Numbers: Only employees who are
required to use or handle information or documents that contain SSNs will have
access.

All employees who have access to SSNs are trained to protect the confidentiality of
SSNs.

11.7 PERFORMANCE APPRAISALS

11.7.01 Performance Appraisals: Your immediate supervisor and members of the
District informally evaluate your performance on a daily basis. They will attempt to
notify you of observed deficiencies in your work performance or inappropriate
conduct. Full-time employees will be formally appraised by their Immediate
Supervisor in December to determine any potential merit increase. The annual
review will consist of a written evaluation of the employee, along with an in-person
meeting. Part-time employees will receive an annual written evaluation by their
immediate supervisor at an appropriate time of the year, dependent on position.

Written performance appraisals become part of your personnel file.

11.7.02 Salary Reviews: Full-time employees may be considered for
salary adjustments based on merit. Any salary adjustment must be approved by
the Executive Director and in accordance with the Board approved full-time
salary ranges.-

11.7.03 Part-Time Salary Reviews: Part-time employees shall be eligible for salary
increases as authorized by the Division Director and in accordance with the Executive
Director approved ranges, and shall be given on an annual basis as the written
evaluation shall dictate.

11.8 GUIDELINES FOR EMPLOYEE CONDUCT

The District is dedicated to providing the public with the best possible facilities, parks,
and recreation programs. As a District employee, you are expected to demonstrate
the highest standards of personal and professional integrity, honesty, responsibility,
and fortitude in the performance of your duties. You are further expected to serve the
public with respect, concern, courtesy, diligence, and responsiveness and to approach
your duties with dedication and a positive, cooperative, and supportive attitude.

11.8.01 Compliance with District Policies and Procedures: You are required to
comply with all policies and procedures established by the Board, Executive Director,
Immediate Supervisors, and Division Directors of the District. Staff has an obligation to
educate and inform the public, including patrons, visitors, spectators, and program
registrants, regarding District policies and procedures. If staff witnesses a violation of a
District policy or procedure, staff should attempt to inform and educate the violator. When
necessary, staff should involve appropriate supervisory personnel and/or law
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enforcement.

All employees will be given access to the District’'s shared drive and be required to
review and understand the District’s Policy Manual. Each employee must do so and
acknowledge this by signing off on the District’s Policy Manual Acknowledgement
Form”. Failure to do so may result in disciplinary action up to and including dismissal.

Whenever there is a new or updated policy for the District approved by the Board, such
policy will be updated on the shared drive by the Executive Assistant. This update will
then be electronically communicated to all supervisory staff by the HR department.
Supervisory staff will be required to share the policy with all of their employees and
respond electronically to HR personnel that this has been completed.

11.8.02 Compliance with Supervisory Direction: You are required to comply with
the directives of your Immediate Supervisors, the Executive Director, the Board, and
Division Directors of District in the performance of your duties. Failure to do so may

result in disciplinary action up to and including dismissal.

11.8.03 Sobriety: At no time during your service to the District should you be under
the influence or in possession of alcohol, cannabis or illegal drugs during working
hours. If you work on or near vehicles or machinery, handle hazardous materials or
substances of any kind, or have public safety responsibilities (e.g., transporting
District patrons to outings or supervising programs or facilities operations) and you
have taken or are under the influence of legal drugs, you must report the use of such
legal drugs to your Immediate Supervisor if the legal drug causes drowsiness or if it
alters perception or reaction time.

Your supervisor will determine if, while under the influence of any legal drug, you have
the appropriate capacity to work. Additionally, at no time shall an employee be in
possession or under the influence of any illegal drug or any legalized marijuana while
on District property.

If at any time a supervisory individual (defined as your immediate supervisor, a
superintendent/Senior manager, the Executive Director or Division Director of the
District, or a board member) feels that you are under the influence of drugs, cannabis,
or alcohol, they will have a second supervisory individual confirm their opinion. If the
two individuals agree you are under the influence of alcohol or drugs, then you will be
taken to a medical facility to have an alcohol and drug screening performed at the
District’s expense. If the two individuals agree you are under the influence of
cannabis, field sobriety test(s) will be performed by trained District staff members or
law enforcement.

Refusal to submit to such alcohol or drug screen, or field sobriety tests may result in
disciplinary action up to and including dismissal. An employee will have the
opportunity to explain their actions prior to any disciplinary action being taken.
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11.8.04 Smoking: Smoking of any type and the use of electronic e-cigarettes or
vapor emitters is prohibited on District property (with the exception of Bridges of
Poplar Creek Country Club), in or on any District building, facility, equipment, or
vehicle, or while working directly with the public. See Policy Manual Chapter 9.3.20.
Districtwide, the smoking of cannabis by anyone is strictly prohibited.

11.8.05 Expeditious and Diligent Performance of Duties: You are expected
to expeditiously and diligently perform your duties to the best of your ability.

11.8.06 Proper Dress and Appearance: Your personal appearance conveys to the
public a general impression of the organization. Your attire while on duty should be in
good taste, neat, and clean and appropriate for your duties or functions that day.
Safety equipment and attire may be required for certain jobs; for specific details, see
divisional work rules.

Based on your position and as directed by your supervisor, District Personnel may wiH
be required to wear their employee name badge while on duty. If wearing the badge
poses a safety issue, then the badge must be carried by the employee.

11.8.07 Cooperation/Courtesy: As a part of a team providing services for the
benefit of the public, you must cooperate with fellow workers and the public in order to
achieve a high standard of work performance. You must treat fellow workers and the
public with respect and courtesy. Wrongful conduct which engenders employee
divisiveness, loss of morale, or workplace disruption will not be condoned.

11.8.08 Punctuality in Reporting for Duty: In order to provide efficient service to
the public, you must report to work on time as scheduled by your Immediate
Supervisor.

11.8.09 Participation in District Activities: You are encouraged to participate
in District activities which would not interfere with the fulfillment of your job
duties.

11.8.10 Accurate Records: Any reports you produce or records you maintain,
including your time records, are important to the administration of the District, and
they must be accurate and complete.

11.8.11  After-Hour Use of Facilities: You are prohibited from any unauthorized
use of district facilities when those facilities are not open to the public.

11.8.12 Telephone Use: District telephones are for official District business only
and should be used for personal calls only when essential.

Personnel Policy Manual - Page 23

Updated and Board approved in its entirety 8/23/2022



11.8.13 Cyber Security Policy

Statement

The Cyber Security Policy is to inform District users: employees, contractors and other
authorized users of their obligatory requirements for protecting the technology and
information assets of the District; and describes the technology and information assets
that we must protect and identifies many of the threats to those assets.

Permitted Use of Internet and HEParks Computer Network

The Hoffman Estates Park District (HEParks) provides its employees' telephone usage,
facsimile transmission, computer access, electronic mail, and Internet access. The
District does so with the understanding that its employees are using these facilities in a
manner beneficial to the District and not contrary to District policies and procedures.

The computer network is the property of HEParks and may only be used for legitimate
business purposes. Any data files created, stored, sent or received using HEParks’
computer equipment or internet access becomes the property of HEParks. Abuse of the
computer network or the internet, may result in disciplinary action, including possible
termination, and civil and/or criminal liability.

At any time when District-owned equipment or communication lines are being utilized for
any reason under any access (personal or District-provided), the employee is always
bound by all other District policies.

Prohibited Use

Internet access is to be used for business-related purposes such as: communicating
via email with constituents, suppliers and business partners, providing assistance and
obtaining useful business information.

lllegal Copying

Users may not illegally copy material protected under copyright law or make that
material available to others for copying. You are responsible for complying with
copyright law and applicable licenses that may apply to software, files, graphics,
documents, messages, and other material you wish to download or copy.

Confidential Information

Users are prohibited from sending, transmitting, or otherwise distributing confidential
information belonging to HEParks. Unauthorized dissemination of such material may
result in severe disciplinary action as well as substantial civil and criminal penalties
under state and federal Economic Espionage laws.
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Hardware

District hardware is defined as devices (desktop, laptop, etc.) purchased by HEParks
and given to an HEParks employee for business use.

In the event of termination, all company property, including District hardware must be
returned to HEParks.

Security Breach

In the event of a suspected security breach, users will notify the Security Administrator
or the Chief Information Officer who will investigate and make notification in conjunction
with lllinois law 815ILCS 530/ of the Personal Information Protection Act.

Social Media

HEParks employees who are not members of the Park District’'s Social Media Team
may choose to “follow”, “like”, or comment on HEParks’ social media accounts while
using their own personal social media profile(s). When doing so, HEParks employees
are encouraged to disclose that any comment made through their personal account is
their own, and not a statement made on behalf of HEParks. Any comment(s) made
should adhere to all applicable district privacy and confidentiality policies, and be

mindful of intellectual property rights of both other users and HEParks.

It is recommended that employees maintain separation between HEParks social media
account(s) and their personal social media account(s). When separation is not feasible
(such as on LinkedIn), employees should be mindful to ensure that any
recommendations or endorsements made are derived from personal opinions, and do
not necessarily represent an opinion on behalf of the Hoffman Estates Park District.
Employees should not use HEParks’s name, logos, images, or iconography to promote
(or discourage) a personal endeavor, cause, political candidate or party, except as
permitted by law.

Questions or concerns regarding Hoffman Estates Park District’s social media activity or
this Social Media Policy should be submitted to the Superintendent of Communications
& Marketing.

11.8.14  Use of District Property: You are prohibited from taking or using any
District supplies, materials, equipment, funds, computers, computer programs,
computer software, computer language, printers, scanners, or facilities for private
use except as otherwise expressly provided elsewhere within the District’s policy
manual or authorized by the Executive Director.
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11.8.15 Keys: You will receive the keys necessary to carry out your duties. You
must guard against loss of keys and report any lost keys immediately. You must
not lend your keys to anyone without authorization from your Immediate Supervisor.
You may not duplicate the keys provided. Inventory of your keys will be maintained
by the District. It shall be the employee’s responsibility to turn in all keys upon
his/her separation from the District.

11.8.16  Bulletin Board: Signs, bulletins, and other notices may be placed on
District bulletin Board only by authorized personnel. Authorization must be received
from the Division Director before the posting such notices.

11.8.17 Use of District Vehicles: District vehicles may be used by employees
for District business and may be allowed for personal use as authorized by the
Executive Director and approved by the Board.

1. Use of District vehicles by key personnel is of mutual benefit to the District
and the individuals and aids in the recruitment and retention of personnel.

2. District vehicles may be used by employees for District business and may
be allowed other personal use as authorized by the Executive Director and
approved by the Board of Commissioners.

A. Employees assigned District vehicles for personal use are required to keep
an accurate record of personal usage in order to provide accurate reporting
of this compensation.

B. Any fuel required for personal travel beyond the normal single tank fuel
capacity range of the vehicle will not be reimbursed by the District and will
be at the sole cost of the employee unless for District business.

C. Only employees assigned District vehicles (or other appropriately
authorized individuals) may drive the vehicle. All employees who will drive
District vehicles must pass an in-house road safety test administered by
authorized district personnel. All employees who drive District vehicles
must authorize the District to obtain a current driver’s abstract from the
state of lllinois at time of hire. Only upon completion of the driving test and
verification of an acceptable driver’s abstract will the employee be allowed
to drive District vehicles.

D. Family members, including spouses, domestic partners, or other
individuals, are not authorized to drive District vehicles, except in extreme
emergencies or as approved by the Executive Director.

3. All costs of operating and maintaining District vehicles, including fuel and
insurance, will be the District’s responsibility (except as noted in 2B
above).
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10.

11.

Additional non-cash compensation will be calculated and added to
employee payroll earnings for all personal use of District vehicles.

District vehicles must always be operated within all state laws.

You must report all accidents involving District vehicles to your Immediate
Supervisor by the start of the next business day following the day of the
accident. Reports should include the names and addresses of all persons
involved in the accident including, without limitation, available witnesses.

It is prohibited to operate a Park District vehicle under the influence of
alcoholic beverages, non-prescription narcotics, or prescription drugs that
cause physical impairment. All Park District employees who operate a Park
District vehicle or a personal or leased vehicle in pursuit of Park District
business who is taking a legal drug must comply with Article 16, Alcohol &
Drug Abuse Policy, Section 7, and Use of Legal Drugs, contained within this
policy manual.

Employees operating Park District owned, leased, or rented vehicles shall not
engage in any extraneous activity while operating such vehicle which might
distract or divert the employee’s attention such as eating, drinking, smoking,
reading, or using any electronic device, etc. Employees who must utilize a cell
phone while operating a Park District vehicle shall utilize hands-free cell phone
communications. Employees are prohibited from using a cell phone in a
“‘handheld” manner in any automobile that they are operating. If the need
arises for an employee to utilize a handheld cell phone while operating a
vehicle, the employee shall safely bring the vehicle to a stop out of the flow of
traffic and turn the car off prior to using the handheld device.

Any employee while operating a Park District vehicle, who is found to be at
fault or the cause of an accident with the vehicle, either as the result of a court
determination or an appropriate investigation, may, at the discretion of the
Park District or the Executive Director, be prohibited from future use of Park
District vehicles, either temporarily or permanently, for personal use or all use.
Additionally, the employee may be subject to disciplinary action, up to and
including termination.

Any employee who is required to drive a vehicle as part of their employment
with the Park District and who is found guilty of any traffic violation (on- or off-
duty, personal or district vehicle) or who temporarily suffers the loss of their
driver’s license as a result of a traffic citation must report said conviction or
suspension to their supervisor the next business day.

In the event that two supervisory individuals (immediate supervisor,
Superintendent/Senior Manager, Division Directors, Executive Director or
Board Commissioner) establish a reasonable suspicion based on their
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12.

13.

14.

personal observation that a Park District employee is under the influence of
alcohol or other prohibited substance as defined in the District’s alcohol and
drug abuse policy, they may require that the employee relinquish control of
any Park District vehicle, or prohibit the employee from operating a personal
or a leased vehicle in connection with Park District business. Failure of the
employee to comply with this directive will subject the employee to disciplinary
action by the District or the Executive Director up to and including discharge as
well as a minimum of three months suspension or permanent loss of use of a
Park District vehicle.

Any employee who is operating a Park District vehicle at any time or is
operating a personal or leased vehicle in the pursuit of Park District business
and is detained by a law enforcement officer for any traffic related offense and
refused, upon request by said officer, to submit an onsite drug or alcohol
evaluation by said law enforcement agency, shall submit to a drug and alcohol
screen at a medical facility designated by the District within two hours of said
stop or detention by law enforcement. The District shall pay for any such
screening. Failure of the employee to undergo either onsite testing by law
enforcement or such an administered drug or alcohol screen shall subject the
employee to disciplinary action up to and including termination as well as the
temporary or permanent loss of either personal or all use of a Park District
vehicle. Personal use shall be defined as any use other than travel directly to
and from work or use for Park District business during regular working hours.

If an employee is involved in an at-fault or preventable accident and any two
supervisory individuals feel that the employee may be under the influence of
drugs or alcohol, they may require that employee submit to a drug and alcohol
screening at the District’s expense. Failure of the employee to comply with this
directive will subject the employee to disciplinary action by the District or the
Executive Director up to and including discharge as well as a minimum of
three months suspension or permanent loss of use of a Park District vehicle. If
said drug and alcohol test reveals that the employee was under the influence
of any prohibited substance as defined in the District’s alcohol and drug abuse
policy, including the use of legal drugs which may alter the employee’s
perception or reaction time, or a blood alcohol content of .04 or greater, shall
be subject to disciplinary action consistent with that described in Paragraph (a)
above as well as the temporary or permanent loss of either personal or all use
of Park District vehicles.

Any Commissioner operating a Park District-owned, leased, or rented vehicle
shall comply with and be subject to the provisions of all policies which apply to
vehicle safety operation, alcohol and drug abuse, and use of District vehicles,
except that the sanction to be imposed upon any Commissioner found by the
District to have violated said policy(ies) shall be limited to the prohibition of
using any Park District-owned, leased or rented vehicle for a minimum of three
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(3) months, as determined by a majority vote of all sitting Commissioners.

11.8.18 Use of Private Vehicles: You are to use District vehicles whenever possible
to conduct official District business. However, if you are required to use your personal
vehicle for official District business, with approval of the appropriate Division Director,
in that case, you may receive the standard IRS "per mile" rate reimbursement for
actual business miles driven while conducting official District business, not including
normal commuting distance. In order to receive reimbursement, you must properly
document (e.g., receipts) and record on appropriate District forms any and all mileage
incurred using your personal vehicle for official District business.

No District employee may operate a motor vehicle, whether owned by the District or
by the employee personally, in the conduct of District business unless such employee
has a valid, current and proper classification license to legally operate motor vehicles
and have proper automobile insurance in accordance with applicable law. You are
also required to maintain insurance coverage in amounts and types as required from
time to time by the Board and/or the Executive Director. You must notify your
Immediate Supervisor or the Division Director if you do not have a valid lllinois
driver's license or you do not carry automobile insurance or if your insurance has
temporarily lapsed before driving any vehicle for District purposes. You will be
required to provide the District with a copy of your driver's license prior to driving any
vehicle for District purposes. You will be subject to all policies and rules to the Use of
Park District Vehicles when operating your private vehicle for official district business.

11.8.19 Political Activities: The District does not prohibit you from taking part in
election campaigns and other lawful political activities. However, you may not
directly or indirectly demand, solicit, collect or receive any assessment, subscription,
or contribution for or against or campaign for or against any politician or political
cause while on duty. You are also prohibited from any political campaign activities or
promotions of any kind while on duty, including, without limitation, circulating
petitions, making public presentations on behalf of candidates or issues, or
distributing literature. For purposes of this paragraph, "while on duty" includes those
hours you are scheduled to work and are working for the District but does not include
breaks or lunches. District employees may not wear or use uniforms, equipment, or
other property that identifies them as District employees while campaigning.

11.8.20 Solicitation and Distribution: You may not make solicitations seeking
payments, contributions, memberships, funds or distribute non-work related literature
while on duty or to any employee who is on duty. You may not accept the solicitation
or the distribution of literature by any non-employee while on duty. For the purposes
of this guideline "while on duty" does not include breaks, lunches, or other duty-free
periods of time.

You must report any District employee engaged in unlawful conduct while on duty
with supporting information to the Executive Director.
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11.8.21  Acting in District Interest: You are expected to act and conduct yourself
at all times in the best interest of the District.

11.8.22 Lockers, Desks, and Other District Property: Lockers, desks, computers,
computer programs, computer software, e-mail or other computer-related equipment,
vehicles, equipment, and other District containers and property that you are permitted
to use during your employment are and remain the property of the District. You are
not permitted to keep or store any illegal or prohibited items or substances in or on
such property. Any such property reasonably suspected of having or holding illegal or
prohibited items or substances or missing or stolen District funds or property is
subject to search by the District.

11.8.23 Firearms: No employee is authorized to possess a firearm or weapon on
any District property, or while engaged in District business, except as permitted by,
and in strict accordance with, applicable state law. A violation of this policy may result
in disciplinary action up to and including immediate termination

Failure to act in accordance with any of the guidelines for employee conduct set forth
herein may result in disciplinary action up to and including dismissal.

11.8.24  Whistleblower Act

Purpose

Pursuant to § 4.1 of the Public Officer Activities Act, 50 ILCS 105/4.1 (the “Act”), the
Hoffman Estates Park District (“Agency”) protects the confidentiality of and prohibits
retaliation against any full-time, part-time, or temporary employee or contractor who
reports improper governmental action under the Act and this Policy. Confidentiality will
be protected to the extent permissible by law unless waiv