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STATEMENT OF APPLICABILITY

This policy shall not apply to employees covered by a collective bargaining agreement between
the Champaign County Board or a Champaign County Elected Official and a labor union. Nor shall this
Policy apply if doing so would violate a collective bargaining agreement.

This Policy shall not apply to employees of the Champaign County Regional Planning
Commission, Champaign County Mental Health Board, or Champaign County Nursing Home, or to any
employee subject to the Administrative Procedures and Rules and Regulations of the Champaign County
Sheriff’s Merit Commission.

This Policy shall not apply to the appointed Members of the Board of Review.

This policy shall not apply to the office of any Champaign County Elected Official absent a
written notice from the same indicating he or she is adopting the policy, and specifying any portions of
the policy he or she is not adopting. Elected Officials are requested to serve written notice upon the
Chair of the Champaign County Board if this policy or any portion(s) thereof shall not apply to employees
of the Official’s department. Such notice is requested to be served within the first three months of the
Elected Official’s first term of office. Current copies of Elected Officials’ written notices shall be
maintained on file with the County Executive’s Office. A Champaign County Elected Official who adopts
this policy shall be treated as a Department Head for purposes of this policy, except as otherwise stated.

Pursuant to 730 ILCS 110/0.01et seq., the following Sections of the Policy shall not apply to the
positions of Court Services Officer, Senior Court Services Officer, Chief Administrative Officer, Intake
Officer, Court Services Supervisor, Assistant Director of Probation and Court Services, and Director of
Probation and Court Services, within the Champaign County Court Services Department.

a. Section 2-2.1 — Recruitment Procedure

b. Section 2-2.3 — Application Process

C. Section 2-2.4 — Interviewing & Hiring Procedure

d. Section 2-2.5 — Employee Promotion

e. Section 2-2.6 — Department Head Hiring Procedure
f. Section 2-2.7 — Orientation & Terms of Employment
g. Section 2-4  — Probationary Period

h. Section 4-2  — Appointed Department Head Appraisals
i Section 5-2.4 — Involuntary Termination Appeal

j. Section 5-3  — Name Clearing Hearing

k. Section 6-1  — Grievances

l. Section 6-3 - Disciplinary Action

m. Section 6-4 - Involuntary Termination

n. Section 7-5 — Compensatory Time/Overtime



DISCLAIMER

This Policy provides a guide for employees, the County Board, Administrative Staff, and
Department Heads, including those Champaign County Elected Officials who elect to adopt it. Itis
also intended to acquaint new employees with County procedures. However, the employer reserves
the right to take whatever action it deems appropriate given the circumstances. Failure to follow the
Policy shall not invalidate any action taken. Employees should not read this Policy as creating an
employment contract, express or implied, or a promise that it will be followed in all cases. Except as
otherwise stated in its collective bargaining and employment agreements, employees of Champaign
County are employed at-will. Nothing in this Policy is intended to alter this employment-at-will
relationship. The County Board, its designated representative, and, as applicable, Champaign County
Elected Officials, may unilaterally revise, revoke, suspend, or amend this Policy at any time.
Interpretation of this Policy is vested solely in the County Board, or its designated representative, or,
in the case of Champaign County Elected Officials, in those Officials. However, the employer may not
unilaterally revise, revoke, suspend, or amend Chapter 7-4 or 7-5, and said compensatory time shall
be consideration for this disclaimer and all other changes in this Policy as of March 19, 2015.



CHAPTER 1 - DEFINITIONS

1-1 FULL-TIME EMPLOYEE - An employee who works in a position which is approved by the

County Board, and which is generally budgeted based on a 37.5 or 40.0 hour work week, but
must be budgeted for at least 30 hours per week. Full-time employees are eligible for County
paid-time-off benefits, health/life insurance benefits, and retirement benefits. Full-time
appointed and elected department heads are also eligible for these benefits.

1-2 PART-TIME EMPLOYEE - An employee who works in an approved position, which is budgeted at less

than 6.0 hours per day or 30 hours per week. Part-time employees are not eligible for health/life
insurance benefits, but generally receive proportionate paid-time-off benefits, and do
participate in the retirement plan.

1-3 TEMPORARY EMPLOYEE - A person who is hired for a specific period of time or to complete a

specific task. Temporary employees fill no specific position. Hours worked and hourly rate are
set by the department head within the constraints of a temporary salary budget approved by
the County Board. Temporary employees are not eligible for health/life insurance benefits or

for paid-time-off benefits. Temporary employees participate in the retirement plan if they
work, or are expected to work, 1,000 hours annually.

1-4 PER DIEM EMPLOYEE - An individual, including Department Heads, who receives a standard sum of
remuneration for each day worked is considered a per diem employee and is not eligible for

County benefits, unless otherwise stated.

1-5 BOARD - The County Board of the County of Champaign, Illinois.

1-6 POLICY, PERSONNEL, & APPOINTMENTS COMMITTEE - The Policy, Personnel, &
Appointments Committee of the Champaign County Board.

1-7 COUNTY EXECUTIVE - The County Executive is responsible for human resource management.
Employees in the County Executive’s Office who report to the County Executive are
responsible for county-wide human resource functions including, but not limited to, payroll
services and administration of employee benefits.

1-8 UNDERUTILIZATION OF MINORITIES — The employment of fewer minority workers in a
particular job classification than would reasonably be expected by the minority workers’
availability in the workforce.

1-9 JOB SHARING - The sharing of one full-time Champaign County non-supervisory position by
two individuals.

1-10 DAYS - All references to number of days in this policy shall be understood to be working
days, and shall not include weekends or legal state/federal holidays or when the County
Offices are closed by order of the Sheriff of Champaign County.

1-11 DOMESTIC PARTNER — Domestic Partners are persons who:
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a. Are at least 18 years of age.

b. Are competent to contract at the time the domestic partnership statement is
completed.

c. Are not legally married to any person and not related in any way that would prohibit
marriage in our state of operation.

d. Are each other’s sole domestic partner.

e. Share permanent residence.

Domestic partners must have at least three of the following:

a. Joint lease, mortgage, or deed on which both the employee and his/her partner are
identified as owners or tenants.

b. Joint ownership of vehicle.

C. Joint ownership of a checking account or credit account.

d. Designation of the domestic partner as beneficiary for the employee’s life insurance or
retirement benefits.

e. Shared household expenses.

CHAPTER 2 - EMPLOYMENT, HIRING, ADA AND PROBATION

2-1.1 EQUAL EMPLOYMENT OPPORTUNITY (EEO) STATEMENT

Champaign County is committed to providing fair and equitable treatment to all employees and
applicants for employment. This policy complies with federal and lllinois state laws.

Employees and applicants for employment at Champaign County shall not be discriminated against on
the basis of race, color, religion, national origin, ancestry, citizenship status, sex (including pregnancy),
gender identity or expression, sexual orientation, age, marital status, parental status, order of
protection status, genetic information, military status, unfavorable discharge from the military, arrest
record, physical or mental disability unrelated to an individual’s ability to perform the essential
functions of the job with or without reasonable accommodations, or any other non-merit-based
factor.

Employees and applicants for employment who are found to have a criminal conviction history shall
be treated fairly and according to law, as described in Section 2-1.9, “Background Checks and Criminal
Conviction History.” It is against policy and illegal to discriminate against individuals whose criminal
conviction histories do not have a substantial relationship to employment that is sought or held.

It is against policy and illegal to retaliate against a person because that person complained about
discrimination, filed a charge of discrimination, or participated in an employment discrimination
investigation or lawsuit.

This Equal Employment Opportunity statement of policy, and federal and lllinois state laws, apply to
all aspects of employment, including but not limited to, recruitment, hiring, benefits, wages, terms
and conditions of employment, renewal of employment, selection for training or apprenticeship,
training, transfer, tenure, promotion, layoff, demotion, discipline, discharge, firing, and harassment.
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2-1.2 Affirmative Action Program (AAP)

a.

Administration and Scope - The Champaign County Affirmative Action Program
shall be administered by the County Executive’s Office, under the direction of
the Policy, Personnel, & Appointments Committee. The Department of Labor’s
regulations prohibit discrimination in such employment practices as
recruitment, rates of pay, upgrading, layoff, promotion, and selection for
training. Employers may not make distinctions based on race, color, religion,
sex, or national origin in recruitment or advertising efforts, employment
opportunities, wages, hours, job classifications, seniority, retirement ages, or
job fringe benefits such as employer contributions to company pension or
insurance plans. The Affirmative Action Program shall be implemented in all
cases, including, but not limited to employment, promotion, demotion,
discipline, grievances, transfers, testing, advertising, lay off, termination, rates
of pay or other forms of compensation, and selection for training.

Program Development - In order to develop and carry out the Affirmative
Action Program, the County Executive through the Administrative Services
Department shall be responsible for the following functions:

() Preparing a brief analysis of sex and race of current personnel by job
classification;

(ii)  Preparing a brief statement for internal or external dissemination of the
Personnel Policy and commitment to affirmative action;

(iii)  Identifying problems, e.g., the underutilization of minorities by job
classification and by salary range;

(iv)  Suggesting the execution of programs or procedures designed to
address underutilization of minorities;

(v) Reviewing promotion practices within each department or agency to
determine whether employees are being promoted in accordance with
established, reasonable goals and timetables;

(vi) Comparing job duties and rates of compensation to ensure that the
rates of compensation for jobs which require equal skill, effort, and
responsibility, and which are performed under similar working
conditions, are equal;

(vii) Disseminating this Policy and reminding all Department Heads of the
purpose of this Policy;

(viii) Suggesting the execution of policy and procedures designed to eliminate
discrimination against the protected classes specified in the Equal
Employment Opportunities Statement (2-1.1); and

(ix) Other procedures deemed necessary by the Policy, Personnel, &
Appointments Committee.

The Affirmative Action Program shall comply with all applicable state and
federal laws and be developed in consultation with legal counsel.



C. Reporting and Enforcement

(i) All county departments and agencies shall provide the affirmative action
information requested by the County Executive in order to enable the
County Executive to carry out the functions listed in Section 2-1.2(b).

(ii) All applicants for employment will be encouraged to complete a
voluntary EEO/AAP self identification form upon applying for
employment with the County. The race, gender, age and disability
information gathered as pre-employment information will be treated as
confidential and secured in the EEO files of the County Executive’s
Office. The EEO/AAP self identification form will be used to track
applicant flow and utilized as a reference with the County’s Affirmative
Action Plan initiative. The EEQ/AAP self-identification form will include a
statement of the County’s EEO/AAP policy.

2-2 RECRUITMENT and HIRING

2-2.1 Recruitment Procedure - Recruitment efforts for position vacancies shall be conducted
in the following manner:

a. Recruitment efforts and publicity for available positions will be directed to all
appropriate sources of applicants in a geographic area wide enough to attract
qualified candidates and to assure equal opportunity for the public to apply.
Professional positions should be listed in appropriate professional journals.
Referral agencies, such as the University of lllinois, Parkland Community
College, City of Champaign Community Relations Department, City of Urbana
Human Relations Commission staff, Illinois Department of Employment
Security, Office of Equal Opportunity and Access, PACE, Champaign Schools,
News-Gazette, etc., should be utilized where appropriate. The County
Executive’s Office shall be notified of position openings.

b. All position openings shall be listed with the Illinois State Employment Service
and shall be advertised in local newspapers, except:

() Openings filled by the promotion of a County employee;

(i)  Temporary vacancies of fewer than twenty (20) working days; or

(iii)  Positions filled by a Department Head who has advertised for a vacancy
in the same job description within the previous four (4) months.

c. A position shall not be considered vacant if an employee appointed for a
specified term is reappointed to continue to fulfill those job responsibilities for
a new term.



2-2.2

2-2.3

2-2.4

Advertisement

a. All solicitations or advertisements for employment will state that the County
adheres to Equal Employment Opportunity and Affirmative Action and no
advertisement for employment shall make reference to gender, except when
gender is a bona fide occupational qualification.

b. Position advertisement shall include the following:

() Position title and classification;

(ii) A brief description of the job duties;

(iii) A brief summary of training, experience, knowledge and skills required
for the position; and

(iv) Statement that the County is an EEO/AA/ADA Employer.

C. Advertisements about new or vacant positions shall be posted for the benefit of
current employees who wish to apply for the position.

d. Each advertisement will include a date after which no applications or resumes
will be accepted. If there are usually continual openings for that job classification,
a deadline date does not need to be included in the advertisement.

e. Each advertisement announcing a vacant position shall be filed with the Office of
the County Executive.

Application Process - Each applicant shall complete an application which shall be
signed to certify the truth of all statements contained therein. Deliberately false or
misleading statements shall be grounds for rejection of an application or immediate
termination if discovered after employment begins. References shall be checked.

Interviewing and Hiring Procedure - Qualified applicants shall be notified of the time
and place of the interview. Interviews shall be conducted by the Department Head. The
Department Head may request the assistance of the County Executive’s Office in
conducting the interview. Job applicants shall not be asked about the existence, nature,
or severity of a disability. However, job applicants may be asked about their ability to
perform specific job functions. Medical examinations or inquiries may be made but
only after a conditional offer of employment has been made and only if required of all
applicants for the position. In making employment decisions, the Department Head
shall individually assess whether a qualified person with a disability meets the selection
criteria. The selection criteria used to disqualify any individual must be job-related and
consistent with business necessity.

All applicants who have either submitted an application or undergone an interview
shall be notified when they are no longer being considered for a position. The Office of
the County Executive shall be notified as to the person hired, job title and salary, and
the effective date of employment.
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2-2.5

2-2.6

2-2.7

2-2.8

Employee Promotion - Department Heads may, without open advertising, promote an
employee from one position to another position in County government, as defined in
Section 9-1.5 Transfer.

Department Head Hiring Procedure - Unless otherwise provided by statute, when a
Department Head position becomes vacant, the County Executive may recommend to
the County Board the promotion of another County employee to the vacant position.
The need for recruitment and advertisement would thereby be eliminated.
Alternatively, the County Executive may recommend the establishment of a selection
committee to include: the County Executive, the County Board Chair; one Republican
Board member and one Democratic Board member appointed by the Board Chair; and
three other members to be appointed by the County Executive. The selection
committee shall be responsible for recruitment and interviewing qualified applicants
and recommending to the County Executive a person to fill the vacant position. The
County Executive shall make a recommendation to the Board for final approval.

Orientation and Terms of Employment - Following the final selection of a candidate,
the Department head or designee shall meet with the new employee to discuss the
compensation for the position and criteria for job performance during the probation
period. Upon hire of a new employee, the Department head or designee shall schedule
the new employee for an orientation meeting at the Office of the County Executive
during which the new employee shall register for payroll, IMRF, parking and County-
issued identification badge. During orientation, the employee shall receive an overview
of County benefits and programs and a copy of the Personnel Policy, or the Policy will
be made available by computer access.

The new employee will be asked to sign a receipt for the material presented during
orientation. The employee will also be asked to sign an acknowledgement of receipt of
an agreement to abide by the Champaign County Drug and Alcohol Policy.

Approximately 30 days prior to the employee’s effective date for health and life
insurance coverage, the employee will receive information outlining available benefits.
A mandatory benefit orientation meeting for the employee will be scheduled by the
Office of the County Executive, with notice of the meeting date and time provided to
both the employee and Department Head.

Anti-Nepotism Policy - A Department Head, or person with authority to hire or
promote or effectively recommend hiring or promoting employees within a
department, shall not hire or reclassify or effectively recommend hiring or reclassifying
within the department the following persons, whether related by blood, adoption or
marriage: parent, grandparent, child, grandchild, sibling, spouse, or domestic partner.
Persons hired in violation of this Policy shall be terminated, and persons reclassified in
violation of this Policy shall be returned to their previous position, if vacant, otherwise
they shall be terminated.
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2-2.9 Background Checks and Criminal Conviction History

Champaign County department heads may perform background checks on applicants
for employment and current employees. These background checks are completed
within established laws and regulations (see Illinois Human Rights Act, 775 ILCS 2-
103.1).

Applicants and employees may be required, as a condition of employment, to authorize
in writing the completion of a background check. The authorization form may allow the
department head to perform future periodic background checks.

If the applicant or employee will have possible contact with children in the course of
performing their job duties, the background check will include searches for child abuse
and neglect indications and administrative findings, as well as criminal conviction
history. If at any time an “indicated” finding of abuse and/or neglect is reported and
the employee has possible contact with children in the course of his/her duties,
employment will be terminated.

If the applicant or employee will not have possible contact with children in the course
of performing their job duties, the background check will include searches for criminal
conviction history. If criminal convictions are found in a background check, the
department head will investigate to determine whether any conviction is substantially
related to employment and will create unreasonable risk to Champaign County
property or the safety and welfare of individuals based on the following considerations:

1. The length of time since the conviction.
2. The number of convictions that appear on the conviction record.
3. The nature and severity of the conviction and its relationship to the safety and

security of others.

The facts or circumstances surrounding the conviction.

The age of the employee at the time of the conviction.

Evidence of rehabilitation efforts; and

The nature of the job sought (for example: specific job duties, supervision,
surroundings).

Disciplinary action, up to and including termination, may result from this investigation.
If it is determined that an applicant’s or employee’s conviction record disqualifies an
individual from employment, the department head will provide the following in writing:

Nouvs

1. Notice of the disqualifying conviction that is the basis for the preliminary
decision and the reasoning for the disqualification.

2. A copy of the conviction history report; and

3. An explanation of the applicant’s or employee’s right to respond to the notice

of the preliminary decision before the decision becomes final. The applicant or
employee will have 5 business days to respond. The applicant’s or employee’s
response may include, but is not limited to, evidence challenging the accuracy
of the conviction record that is the basis for the disqualification, or evidence in
mitigation, such as rehabilitation.
After considering any information the applicant or employee provides to the
department head, a final employment decision will be determined. If the final decision
is that an employee’s conviction record disqualifies the employee from employment,
the department head will provide the following in writing:
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1. Notice of the disqualifying conviction that is the basis for the final decision and
the reasoning for the disqualification; and

2. Notice of the applicant’s or employee’s right to file a charge with the Illinois
Department of Human Rights.

2-3 ADA REASONABLE ACCOMMODATION POLICY

2-3.1

2-3.2

2-3.3

Champaign County is committed to the fair and equal employment of individuals with
disabilities under the Americans with Disabilities Act (ADA). It is Champaign County’s
policy to provide reasonable accommodation to qualified individuals with disabilities
unless the accommodation would impose an undue hardship on the organization.
Champaign County prohibits any harassment of, or discriminatory treatment of,
employees on the basis of a disability or because an employee has requested a
reasonable accommodation.

In accordance with the ADA as amended, reasonable accommodations will be provided
to qualified individuals with disabilities to enable them to perform the essential
functions of their jobs or to enjoy the equal benefits and privileges of employment.
This policy applies to all applicants for employment and all employees.

Disability. “Disability” refers to a physical or mental impairment that substantially
limits one or more of the major life activities of an individual. A “qualified person with
a disability” means an individual with a disability who, with or without reasonable
accommodation, can perform the essential functions of the job.

Reasonable Accommodation. Champaign County will seek to provide reasonable
accommodation for a known disability or at the request of an individual with a
disability. Many individuals with disabilities can apply for jobs and perform the
essential functions of their jobs without any reasonable accommodations. However,
there are situations in which a workplace barrier may interfere. A “reasonable
accommodation” is any change or adjustment to the job application process, work
environment, or work processes that would make it possible for the individual with a
disability to perform the essential functions of the job.

There are three types of reasonable accommodation that may be considered:

e Changes to the job application process so that a qualified applicant with a
disability will receive equal consideration for the job opportunity;

e Modifications to the work environment so that the qualified individual with a
disability can perform the essential functions of the job; or

e Adjustments that will allow a qualified individual with a disability to enjoy the
same benefits and privileges of employment as other similarly situated
employees without disabilities.

2-3.4 Essential Job Functions. For each position, the job description typically will identify

essential job functions. The Champaign County Job Content Evaluation Committee will
review job descriptions on a periodic basis to evaluate job functions designated as
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2-3.5

2-3.6

2-3.7

2-3.8

essential. An employee’s questions about a job’s requirements should be directed to
the employee’s supervisor or Administrative Services.

Requesting a Reasonable Accommodation. An employee with a disability is
responsible for requesting an accommodation from his or her supervisor or
Administrative Services using the “Request for Reasonable Accommodation Form” and
engaging in an informal process to clarify what the employee needs and to identify
possible accommodations. If requested, the employee is responsible for providing
medical documentation regarding the disability.

The employee should describe the problem created by a workplace barrier so that an
appropriate accommodation may be considered. Typically, the supervisor and/or
Administrative Services will work with the employee to identify possible reasonable
accommodations and to assess the effectiveness of each in allowing the employee to
perform the essential functions of the job.

Based on this interactive process, a reasonable accommodation will be selected that is
appropriate for both the responsible department and the individual employee. While
an individual’s preference will be considered, the responsible department is free to
choose between equally effective accommodations with consideration toward expense
and impact on the rest of the organization.

A request for reasonable accommodation may be denied if it would create an undue
hardship for the responsible department. Factors to be considered when determining
whether an undue hardship exists include the cost of the accommodation, the
organization’s overall financial resources, the financial resources of the particular
facility at which the accommodation is to be made, the number of employees at the
facility, the total number of employees of the County, and the type of operation.

Safety. All employees are expected to comply with all safety procedures. Champaign
County will not place qualified individuals with disabilities in positions in which they will
pose a direct threat to the health or safety of others or themselves. A “direct threat”
means a significant risk to the health or safety of one’s self or others that cannot be
eliminated by reasonable accommodation. The determination that an individual with a
disability poses a direct threat typically will be made by the responsible department
and/or Administrative Services and will be based on factual, objective evidence. A
written copy of the determination will be given to the employee so that he or she may
submit additional information and/or challenge the determination that he or she poses
a direct threat.

Confidentiality. All information obtained concerning the medical condition or history
of an applicant or employee will be treated as confidential information, maintained in
separate medical files, and disclosed only as permitted by law.

Complaint Procedure. It is the policy of Champaign County to prohibit any harassment
of, or discriminatory treatment of, employees on the basis of a disability or because an
employee has requested a reasonable accommodation. If an employee feels he or she
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has been subject to such treatment or has witnessed such treatment, the situation
should be reported using the harassment complaint procedure. Champaign County’s
policy prohibits retaliation against an employee for exercising his or her rights under
the ADA or applicable state civil rights laws. Any employee found to have engaged in
retaliation against an employee for exercising his or her rights or for making a request
for reasonable accommodation under this policy will be subject to immediate
disciplinary action up to and including discharge. If an employee feels he or she has
been retaliated against, the situation should be reported to their unit ADA Coordinator.

2-4 PROBATIONARY PERIOD

2-4.1 Duration

a.

New Hire - Each employee hired to fill an authorized full or regular part-time
position must successfully complete a probationary period of six (6) months.
Immediate supervisors shall conduct several informal meetings to orient the
new employee to the position. At the close of the probationary period, the
employee's employment will be changed to non-probationary status if the work
is satisfactory as determined by the Department Head; however, employment
may be terminated at this time, or earlier, if the employee’s performance has
not been satisfactory. A Department Head or, in the case of employment of an
Appointed Department Head, the County Executive, may extend the probation
period up to an additional six months, if the employee's performance is not
satisfactory at the end of the initial probationary period.

Promotions — Each employee who has been promoted to fill an authorized full
or regular part-time position must successfully complete a probationary period
in the position to which they have been promoted of three (3) months. At the
close of the probationary period, the employee’s status in the promotional
position will change to non-probationary if the work is satisfactory, as
determined by the Department Head. However, if the employee’s work is not
deemed satisfactory, every effort will be made to return the promoted
employee to the position previously held, or a position of similar classification
within the department. In addition, the Department Head may also consider
termination of employment at the unsuccessful completion of the probationary
period. A Department Head or, in the case of an employee promoted to an
Appointed Department Head position - the County Executive, may extend the
probation period up to an additional three months, if the employee’s
performance is not satisfactory at the end of the initial probationary period.

2-4.2 Evaluation - Employees serving a probationary period shall receive a written
evaluation once during the six-month (6-month) period. The evaluation should be
completed no later than the end of the fifth month. The supervisor shall discuss the
evaluation and progress toward satisfactory performance with the employee.
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CHAPTER 3 — PERSONNEL RECORDS

3-1 MAINTENANCE

Employee personnel records shall be maintained for all employees at the Office of the County
Executive and/or at the department. The County Executive or designee, Department Head or
designee, and employee shall have the right to examine the employee's record. Personnel
records shall be retained for a period of five (5) years after termination of employment.

3-2 CONTENTS OF EMPLOYEE RECORDS

3-2.1

3-2.2

3-2.3

Personnel records should contain the following information:

a. A receipt for information received during orientation;

All evaluations;

Letters of reference, commendation or complaint;

Applications;

Memos of oral warnings and written employee warning records;

Training records;

Requests for leaves of absence;

Attendance, sick leave, vacation leave, compensatory time, and overtime (if

applicable) records;

i. A record of persons seeking to examine documents in the employee's file and
dates these documents were examined;

j. Resignation letters; and

k. All other job-related information used to determine the employee’s
qualification for employment, promotion, transfer, additional compensation,
discharge, or other disciplinary action.

S@m o a0 T

Any information obtained relating to an individual's physical or mental condition,
medical history or medical treatment shall be collected and maintained on a separate
form, in a separate medical file and will be treated as a confidential medical record,

except that:

a. Supervisor and managers may be informed regarding necessary restrictions on
the work or duties of the employee and necessary accommodations;

b. First aid and safety personnel may be informed, when appropriate, if the
disability might require emergency treatment; and

C. Government officials investigating compliance with federal or state regulations

may review an employee’s confidential medical record.

The Department Head shall not gather or keep a record of an employee’s associations,
political activities, publications, communications or non-employment activities, unless
the employee submits the information in writing or authorizes the Department Head to
keep or gather the information. This prohibition shall not apply to the activities that
occur on County premises or during the employee’s working hours with the County
which interfere with the performance of the employee’s duties or the duties of other
employees or activities, regardless of when and where occurring, which constitute
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criminal conduct or may reasonably be expected to harm the County’s property,
operations or business, or could by the employee’s action cause the County financial
liability. A record which is kept by the Department Head as permitted under this
Subsection shall be part of the personnel record.

3-3 RECORDS OF UNSUCCESSFUL APPLICANTS

A record of each unsuccessful applicant will be retained by the County Executive and/or the
Department Head in accordance with the requirements of the Local Records Act. The record
shall contain the following information:

oo oo

Sources of recruitment;

Advertisements for the position;

Letters of non-acceptance sent to candidates; and,

Copies of any rating sheets used in selection and rejection of candidates.

3-4 EMPLOYEE ACCESS TO RECORDS

3-4.1

3-4.2

Employee Access - All current employees, and all employees who have left the employ
of Champaign County within one year of the date of their request, shall have access to
their personnel file, as required by the Personnel Records Review Act. The request to
inspect records shall be in writing and the inspection shall be during regular business
hours. The employee may request access to records a reasonable number of times per
year but in any case shall have access, if requested, at least twice per year. The
employer shall grant access within seven (7) business days of receiving the written
request. The employee may designate in writing a representative to inspect the
personnel record. The employee may obtain copies of any open documents in the file
upon payment of the County’s cost of duplication.

If the employee disagrees with any information in the file, and the employer does not
remove or amend it, the employee may submit a written statement explaining his/her
position which shall be attached to the disputed portion of the record.

Designated Representative Access — Notwithstanding Section 3-4.1, the right of the
employee’s designated representative to inspect his or her personnel records does not
apply to the following, except as otherwise required by law:

a. Letters of reference for that employee;

b. Any portion of a test document, except that the employee may see a
cumulative total test score for either a section of or the entire test document;

c. Materials relating to the County or Department Head’s staff planning, where

the materials relate to or affect more than one employee, provided, however,
that this exception does not apply if such materials are, have been, or are
intended to be used by the employer in determining an individual employee’s
qualifications for employment, promotion, transfer, or additional
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compensation, or in determining an individual employee’s discharge or
discipline;

d. Information of a personal nature about a person other than the employee if
disclosure of the information would constitute a clearly unwarranted invasion
of the other person’s privacy;

e. Records relevant to any other pending claim between the County or
Department Head and the employee which may be discovered in a judicial
proceeding;

f. Investigatory or security records maintained by the County to investigate
criminal conduct by an employee or other activity by the employee which could
reasonably be expected to harm the County’s property, operations, or business
or could by the employee’s activity cause the County financial liability, unless
and until the County takes adverse personnel action based on information in
such records.

3-4.3 Disclosure of Disciplinary Information — Except when disclosure is ordered to a party in
a legal action or arbitration, or is otherwise required by law, the County shall not
disclose any disciplinary information which is more than four years old to a third party.
The County shall not disclose any disciplinary information without written notice
except if disclosure is ordered to a party in a legal action or arbitration; information is
requested by a government agency as a result of a criminal investigation by such
agency; or disclosure is otherwise required by law. Notice shall be delivered by first
class mail to the employee's last known address and shall be postmarked on or before
the day the information is disclosed. Disciplinary information less than four years old
may be disclosed without written notice if the employee has specifically waived written
notice as part of a signed employment application with another employer.

CHAPTER 4 - PERFORMANCE APPRAISAL

4-1 EMPLOYEE APPRAISALS

Department Heads will be responsible for the completion of one appraisal during the
probation period and an annual evaluation thereafter for each employee. Annual evaluation
forms and instructions on their use will be provided by the Office of the County Executive.
Each completed appraisal will be maintained in the employee's departmental personnel file.
Appraisals will be based upon performance of job duties and other criteria. It is the
responsibility of each department head to maintain a file of individual employee appraisals.

4-2 APPOINTED DEPARTMENT HEAD APPRAISALS

The County Executive will be responsible for the completion of the annual performance
appraisal for each of the appointed department heads serving under appointment by the
County Board. The results of each department head appraisal will be reported by the County
Executive to the County Board in closed session.
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CHAPTER 5 - RESIGNATION, REDUCTION IN FORCE AND TERMINATION BENEFITS

5-1 RESIGNATION

5-1.1

5-1.2

5-1.3

A letter of resignation shall be given to the Department Head at least two (2) weeks
before the employee's last working day. The letter should state the reason for
resignation and the last working day.

The Department Head shall notify the County Executive’s Office of all resignations.

Prior to the last working day, the employee may schedule an exit interview with the
Human Resources Generalist, may complete an IMRF separation form or application for
retirement at the County Executive’s Office and may contact the Insurance Specialist to
continue health insurance through Federal COBRA provisions.

5-2 REDUCTION IN FORCE

5-2.1

5-2.2

5-2.3

5-2.4

Partial Reduction - Whenever it becomes necessary to reduce the number of
employees in a department, the Department Head shall terminate employees in
accordance with guidelines adopted by the County Board.

Full Reduction - Total elimination of a department would take place upon the
recommendations of the Parent Committee and Finance Committee, with approval of
the County Board.

Re-employment - Efforts will be made to transfer employees to vacancies in another
department rather than terminate the employees due to a reduction in force.
Employees should complete an application if they wish to be employed in another
County position.

Involuntary Termination Appeal - An employee may appeal the termination pursuant
to the provisions of Section 6-4.

5-3 NAME-CLEARING HEARING

5-3.1

5-3.2

Purpose - The purpose of the name-clearing hearing is to enable an employee to
publicly rebut any public charges made against him or her in the course of that
employee's termination or resignation. A name-clearing hearing is available to any
such terminated or resigned County employee, whether or not the Department is
subject to these policies. It is not intended that any adjudication will be made as to the
truth or falsity of the charges.

Appeal - A name-clearing hearing must be requested in writing directed to the County
Executive within ten (10) days of termination or after the employee learns of the public
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5-3.3

statement. The letter must contain the statement or statements at issue, who made
them, and where and when they were publicly made.

Scheduling/Composition of Committee - A hearing shall be scheduled within fifteen
(15) days of the request unless it is continued with the consent of the interested
persons or by the Hearing Committee for good cause. The Hearing Committee shall
consist of the County Board Chair, three (3) members of the Policy, Personnel &
Appointments Committee, Committee members shall be appointed by the County
Board Chair.

CHAPTER 6 - GRIEVANCES, DISMISSAL AND DISCIPLINE

6-1 GRIEVANCES

6-1.1

6-1.2

6-1.3

Definition - Any claim by a non-probationary employee, unless the probationary
employee has been employed by the department for a period of at least twelve months
and is in probationary status only because of a recent promotion, that there has been a
violation, misinterpretation, or misapplication of the terms of these policies shall be
termed a grievance. Grievances may involve issues of wages, hours, or working
conditions and are initiated by an employee following an administrative action with
which the employee disagrees.

Purpose - The purpose of the grievance procedure shall be to settle employee
grievances on as low an administrative level as possible so as to ensure efficiency and
employee morale. No employee making good-faith use of this procedure shall be
subjected to any reprisals.

Procedure - Grievances will be processed in the following manner and within the
stated time limits. Time extensions beyond those outlined below may be arranged by
written mutual agreement of the parties concerned. Grievances involving termination
shall be processed as described in Section 6-4 (Involuntary Termination).

Step 1 - The aggrieved employee or group of employees will present the grievance in
writing to the immediate supervisor. The grievance must be so presented within
ten (10) working days of occurrence, not including the date of occurrence. The
grievance shall be prepared in detail, including identification by section number
of the policy alleged to have been violated, a brief statement of the conduct or
act which is alleged to have violated the policy, and the remedy the grievant is
seeking and dated. The supervisor will give a written answer within three (3)
working days of the date of presentation of the grievance, not including the
date of presentation. If the supervisor is a Department Head, appeal from Step
1 would be directly to Step 3.

Step 2 - If the grievance is not settled in Step 1, it shall be signed by the aggrieved
employee or group of employees, and the immediate supervisor, and be
presented to the Department Head within five (5) working days after the
supervisor's written answer is given, or should have been given, not including
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the day the answer is given. The Department Head will reply to the grievance in
writing within five (5) working days of the presentation of the written grievance,
not including the day of presentation.

Step 3 - If the grievance is not settled in Step 2, it shall be signed by the aggrieved

employee or group of employees, and the Department Head, and be presented
to the County Executive within five (5) working days after the Department
Head's answer is given, or should have been given, not including the day the
answer is given. The grievance shall be presented along with the pertinent
correspondence to date. The County Executive shall reply within five (5)
working days of the date of presentation of the written grievance, not including
the day of presentation.

Step 4 - If the grievance is not settled in Step 3, it shall be signed by the aggrieved

employee or group of employees, and the County Executive and be submitted
to the Policy, Personnel & Appointments Committee within five (5) working
days after the County Executive’s written answer is given, or should have been
given, not including the day the answer is given. The grievance shall be heard
by the Policy, Personnel, & Appointments Committee at the next regularly
scheduled meeting. The Policy, Personnel, & Appointments Committee shall
make such recommendations as it may deem advisable.

6-2 DISMISSAL OF AN APPOINTED DEPARTMENT HEAD

6-2.1 An appointed Department Head may be given oral or written warnings by the County

6-2.2

Executive. Such warnings are a preferred, but not required, step prior to action under
Section 6-2.2.

Unless otherwise provided by statute, contract or the Reduction in Force Policy
(Section 5-2), the following procedure will be used to dismiss an appointed Department

One or more Board members shall present a written request to the County
Executive recommending to the Board whether or not the Department Head
should be dismissed. The request shall specify reasons for dismissal of the
Department Head. A copy of the request shall be forwarded to the Department
Head.

After consultation with the Department Head, the County Executive shall report
his/her recommendation to the Board.

The Board may take such action as they deem appropriate on the County
Executive’s recommendation.

21



6-3 DISCIPLINARY ACTION

6-3.1

6-3.2

Policy - No employee shall be disciplined wholly or partially based on, or the perception
of, an individual’s sexual orientation; age; sex; race; color; religious belief or practice;
national origin; ancestry; marital status; citizenship status; a physical or mental
disability unrelated to an individual’s ability to perform the essential functions of his or
her job with or without reasonable accommodation; or an unfavorable discharge from
the military as defined in the Illinois Human Rights Act. The County Board Chair shall
take necessary action against a County Department or Agency Head, or staff member
who is found not following the intent of this policy.

Recommended Disciplinary Procedures - Sections 6-3.2(a) through 6-3.2(d) are a
recommended procedure for employee discipline consistent with legal guidelines and
good personnel management. These may be utilized in the absence of a procedure
provided by statute (e.g., Court Services Department).

a. Oral Warning - The immediate supervisor will give an oral reprimand and point
out the area(s) in which an employee is having difficulties and assist in making
the necessary corrections. A short memo will be made of the conversation. The
supervisor and the employee will initial the record. The employee’s initial shall
document receipt of the warning, and shall not constitute agreement with the
oral warning. An employee’s refusal to initial an oral warning shall not preclude
it from having effect. The original copy will be maintained in the employee’s
personnel file and a copy will be furnished to the employee.

b. Written Warning - If the employee continues to have difficulties in the same
area(s), or if the violation or infraction is more serious, the immediate
supervisor will prepare an Employee Warning Record which contains the 1)
employee's name, 2) statement as to the date and the nature of the infraction,
3) employee's statements as to the alleged violations, 4) disciplinary action to
be taken, and 5) signature of the employee and immediate supervisor or
signature of the employee and immediate supervisor or Department Head. The
original copy shall be placed in the employee's personnel file and a copy will be
furnished to the immediate supervisor and employee.

C. Suspension - The Department Head or designee may use suspension as an
optional disciplinary action. Upon evidence or reasonable suspicion of a serious
offense against the County or another employee and after consultation with
the employee, the Department Head or designee may order an employee
absent from duties without pay for a period not to exceed five (5) working
days. The Department Head or designee shall, within twenty-four (24) hours of
such action, prepare a written memorandum stating the grounds for such
action and submit it to the County Executive and to the suspended employee.
Such a memorandum shall be held confidential.

d. Dismissal - For severe violation or repeated violations, the Department Head or
designee may dismiss the employee. Before a Department Head concludes
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6-3.3

6-3.4

discharge is appropriate, the employee must be given adequate notice of the
reasons for dismissal and a fair opportunity to present his or her version of
events. The employee and County Executive will be given a written report
stating the reasons for dismissal.

Department Heads may consider the following factors in deciding whether discipline is
appropriate in any particular case, and, if so, what level of discipline is appropriate.
Regardless of whether an employee is covered by contract, bargaining agreement, or
statute, or is an at-will employee, the following are offered as guidance to decision-
makers who may apply them with fair consideration of the specifics of the particular
case:

a. Notice: Did the employer give to the employee forewarning or foreknowledge
of the possible or probable disciplinary consequences of the employee’s
conduct?

b. Reasonable Rule: Was the employer’s rule or managerial order reasonably

related to the orderly, efficient, and safe operation of the business?

C. Investigation: Did the employer make an effort to discover, fairly and
objectively, whether the employee did in fact violate a rule or order?

d. Fairness: Was the investigation conducted fairly and objectively?

e. Proof: Did the investigator obtain substantial evidence or proof that the
employee was guilty of violating the rule or order?

f. Equal Treatment: Has the employer applied its rules, orders and penalties
even-handedly and without discrimination to all similarly-situated employees?

g. Penalty: Was the degree of discipline administered by the employer
reasonably related to the seriousness of the offense and the employee’s record
of service?

Appointed Department Heads — Recommended disciplinary procedures as outlined in
Chapter 6-3.2 of this Policy shall apply to appointed department heads, with
recommendation for said discipline to be determined by the County Executive.

6-4 INVOLUNTARY TERMINATION

6-4.1

Purpose - A non-probationary individual who believes their employment was
terminated (including dismissal or reduction in force) in violation of these policies has
ten (10) days from the date of the written notice of termination to request a
termination hearing. A dismissal or termination in violation of these policies by a
department of the County who’s Department Head is governed by the Champaign
County Personnel Policy as an appointed official of the Champaign County Board or as
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6-4.2

6-4.3

an elected official who has agreed in writing to this section of the Champaign County
Personnel Policy, is improper.

Department Head Action - Prior to every involuntary termination by a department of
the County whose Department Head is governed by the Champaign County Personnel
Policy as an appointed official of the Champaign County Board or as an elected official
who has agreed in writing to this section of the Champaign County Personnel Policy,
there shall be an investigation by the Department Head or person assigned by the
Department Head. Prior to the conclusion of the investigation, the employee shall be
informed, orally or in writing, of the reason for termination. The employee shall have
an explanation of the evidence supporting the charges and the employee shall be
allowed to respond orally or, upon consent of the Department Head, in writing.

An employee may be suspended with pay until a final decision is made by the
Department Head. The investigation shall be concluded within a reasonable length of
time after the basis for the charges comes to the attention of the Department Head.

Hearing Procedures

a. All Termination Hearings shall be heard and decided by a Hearing Officer. The
Policy, Personnel, & Appointments Committee shall designate three (3)
individuals biannually, in January after County Board district representation
elections, as potential Hearing Officers. When a hearing is requested, the
County Executive shall choose one of that group to hear the evidence and
decide the issues relating to each case in which a hearing is requested.

b. All requests for hearings shall be in writing and directed to the County
Executive. All requests must be received by the County Executive within ten
(10) days from the date of written notice of termination in accordance with
Sections 6-4.1 and 6-4.4 of this Policy. The request shall specify the specific
violation as stated in 6-4.1, the remedy sought and give an address where
correspondence regarding the hearing may be mailed. A Termination Hearing
must be held within fifteen (15) days of the request, unless the same is
continued by agreement of the employee and Department Head or by the
Hearing Officer for good cause shown. Availability of the Hearing Officer may
be considered good cause.

Should such continuance be granted by the Hearing Officer, the aggrieved
employee shall make himself, or herself, available for a Termination Hearing
within an additional fifteen (15) days' time period by offering three (3) times
that he or she can be available for said hearing. If this is not done, the right to a
termination hearing is waived by the aggrieved employee.

C. The County Executive’s Office shall inform the employee and the concerned

Department Head of the date, time and place of the Termination Hearing by
mailing notice to the parties at least seven (7) days before the hearing is
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scheduled. The personal attendance of the Department Head or immediate
supervisor, and the employee is required.

The employee may be accompanied by counsel or other personal
representative, but the County will not pay for, or provide, counsel. The
Department Head shall be accompanied by counsel provided by the County
(usually the State's Attorney as legal counsel of the County). If the State's
Attorney is unavailable, counsel may be employed by the Department Head
with the approval of the County Executive and the State's Attorney.

All Termination Hearings shall be informal, and rules of evidence shall NOT
apply. Both the employee and the Department Head may present relevant
testimony, documentary and physical evidence. All testimony shall be given
under oath. Both the employee and the Department Head, personally or
through their representative, shall have the right to cross-examine the other
party and all witnesses who testify on behalf of the other party.

A tape recording, or other verbatim record, of hearing shall be made. A
transcript shall be prepared upon request and provided to any party requesting
the same and paying the costs of producing a transcript to the County
Executive.

The employee has the burden of proving, by a preponderance of evidence, that
his/her termination was in violation of these policies.

All appeal proceedings and evidence taken therein shall be confidential, and
the public shall not be permitted to attend hearings, unless both the employee
and Department Head shall otherwise agree.

The Hearing Officer must decide an appeal within ten (10) days of the hearing.
If, after hearing the facts of the termination, the Hearing Officer believes the
individual has not been improperly terminated, the Department Head action
will be upheld. If, however, the Hearing Officer determines the employment of
the individual has been improperly terminated, according to the guidelines in
Section 6-4.1, the employee will be reinstated and compensated any back pay
resulting from the termination. The Hearing Officer shall not have the authority
to reduce the discipline imposed but may recommend to the Department Head
appropriate discipline to be imposed, short of termination. A written decision
containing findings of fact shall be made by the Hearing Officer and mailed to
the employee, Department Head, County Executive, and Chair of the Policy,
Personnel, & Appointments Committee within ten (10) days of the hearing.

If an employee does not request a termination hearing within ten (10) days of
the written notice of the termination, the termination will be deemed proper.
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CHAPTER 7 — WORKING HOURS AND COMPENSATION

7-1 WORKING HOURS

7-1.1 Official Champaign County office hours shall be from 8:00 A.M. to 4:30 P.M., Monday
through Friday, except for those departments which require twenty-four (24) hour
staffing. Work hours which deviate from official County office hours may be arranged
within individual departments.

7-1.2 Employees who work for at least 7.5 consecutive hours will be permitted at least 20
minutes for a meal period no longer than 5 hours after the start of the work period.

7-1.3 Work breaks may be scheduled by the Department Head or Supervisor.

7-2 HAZARDOUS WEATHER DAYS

7-2.1 If a hazardous weather situation arises before the start of an employee's working hours
the following procedures will be used:

a. An employee will not be required to forfeit a day's pay during times of natural
disaster when, by order of the Sheriff or the County Board Chair, the County
office building in which he/she works is closed.

b. If the County Office Building in which an employee works is not declared to be
closed and the employee is unable to arrive at work, the employee may utilize
personal, vacation or compensatory time, or make arrangement with his/her
Department Head to work additional hours, to compensate for those hours
missed.

7-2.2 If a hazardous weather situation arises after the start of an employee's working hours,
the employee's Department Head may allow the employee to leave work early if
consistent with office staffing requirements, and the employee may utilize personal,
vacation or compensatory time, or make arrangement with his/her Department Head
to work additional hours, to compensate for those hours missed.

7-2.3 The provisions of Section 7-2 should be considered to be advisory only as to elected
Department Heads.

7-3 PAYCHECKS, PAYCHECK ERRORS AND DEDUCTIONS

7-3.1 Paychecks - Payroll periods end every other Saturday night at 12:00 P.M. and pay
periods begin at 12:01 A.M. on Sunday morning. Payroll checks are issued the first
Friday following the end of a pay period. Departments are notified when paychecks are
available to be distributed by the Department Head. Paychecks which have not been
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7-3.2

7-3.3

picked up by the employee will be mailed four days after distribution. All deductions
from an employee's gross pay are printed on the stub of each paycheck.

Paycheck Errors - Any paycheck errors should be referred to the employee within the
department who regularly prepares the payroll. Corrections will be made no later than
the following pay period with the approval of the Department Head.

Deductions - The following deductions may be made from an employee's pay in
accordance with established benefits, legal requirements and/or employee option:

Federal and State Income Tax;

FICA (Social Security);

IMREF (lllinois Municipal Retirement Fund);

Benefit deductions as requested, including but not limited to health insurance,
life insurance, and dental insurance;

Deferred Compensation;

Voluntary Charitable Contribution;

Credit Union;

Others as requested and/or approved.

o0 oo
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7-4 COMPENSATORY TIME (EXEMPT EMPLOYEES)

7-4.1

7-4.2

7-4.3

7-4.4

Compensatory time ("hour for hour") is available to employees who are exempt under
the provisions of the Fair Labor Standards Act as time off for work performed in the
regular line of duty beyond normal working hours. Compensatory time may not be
accrued beyond seventy-five (75) hours. Each Department Head shall establish the rate
at which compensatory time is accrued and shall determine the staff positions subject
to the compensatory time policy.

Exempt employees shall keep a record of all compensatory time earned and expended
to submit to the Department Head for verification.

Compensatory time may be taken at any time with prior approval of the Department
Head or employee’s supervisor. A maximum of one workweek of compensatory time
may be taken off consecutively.

The provisions of Section 7-4 should be considered to be advisory only as to elected
Department Heads.

7-5 COMPENSATORY TIME/OVERTIME (NON-EXEMPT EMPLOYEES)

7-5.1

Statement of Intent - It is the intent of this provision to compensate each Champaign
County employee who is not exempt from the provisions of the Fair Labor Standards
Act on an hour for hour basis for all hours worked up to forty (40) hours per week and
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at the rate of 1-1/2 times the hours worked over forty (40) hours per week. This
compensation will b