           City of Assumption	                                             [image: ]        Aldermen
Roger Cox  – Ward 1
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STREET HANDBOOK


Any individual may voluntarily leave employment at any time or be terminated at any time for any reason.  Any oral or written statements to the contrary are disavowed except in instances where more specific provisions governing a certain position of employment are established in which case the more specific provision shall control.  The contents of this handbook are subject to change at any time.

**	June 6, 2018 Council voted to change Personal, Sick and Vacation days to fiscal year instead of by hire date.								


										
EMPLOYMENT

Affirmative Action Program:  It is the policy of the city of Assumption to be an equal opportunity employer.  Conditions of this policy cover recruiting, hiring, training, compensation, and all other terms, conditions and privileges of employment.  Employment policy will encompass non-discrimination on the basis of race, color, religion, sex, age, handicap or national origin.

Employment at will:  Any individual may voluntarily leave employment at any time or be terminated at any time for any reason.  Any oral or written statements to the contrary are hereby expressly disavowed.  The contents of this Employee Handbook are subject to change at any time at the discretion of the City Council.  This is not a contract of employment.

Hours of work:  Full-time employees are expected to work 40 hours per week.  Exceptions may be made at the discretion of the Mayor with notice from employee.

Grievance Procedure:   Any complaints or problems, relating to employment, will be adjudicated by the Mayor, then the appropriate committee, and then the full Council for final jurisdiction.


SEXUAL HARRASSMENT

The city of Assumption is committed to providing a workplace that is free from all forms of discrimination, including sexual harassment.  Any employee’s behavior that fits the definition of sexual harassment is a form of misconduct which may result in disciplinary action to and including dismissal.

Assumption’s policy on sexual harassment is part of its overall Affirmative Action efforts pursuant to state and federal laws prohibiting discrimination based on age, race, color, religion, national origin, citizenship status, unfavorable discharge from the military, marital status disability and gender.

Each employee of the City of Assumption bears the responsibility to refrain from sexual harassment in the workplace.																						
An employee who either observes or believes himself/herself to be the object of sexual harassment should deal with the incident(s) as directly and firmly as possible by clearly communicating his/her position to the offending employee if appropriate, to the employee’s supervisor, and to the Mayor (EEO Officer).

SAFETY

The City intends to provide a safe work environment.  Individual employees are expected to exercise good judgment to ensure their own safety as well as the safety of others and property.

VACATION

Other than  agreements in effect at the time of the effective date of this document to the contrary, full time city employees will be granted annual paid vacation as follows:

Years of Employment:			Earned Vacation
After 1 year of service			       1 week
2-10 years					       2 weeks
11-14 years					       3 weeks
15 years and over				       4 weeks

All employees must schedule their vacation at a time mutually agreed upon with Mayor or immediate supervisor.

Vacation time must be used in the 12 months of its accrual.  Vacation time will not carry over to another period.

If a paid Holiday falls within an employee’s vacation period, an additional day of paid vacation will be granted.

Upon termination, unless, for cause, employees will be paid for any unused vacation days.



												
EXCUSED ABSENCES

Excused absences are those allowed without loss of pay for special circumstances providing coverage is available.  These include deaths in family, funerals, voting, jury duty, or service as a witness in court.

An absence due to the death of a member of the immediate family or of a relative living in the same household may be excused for three (3) days with no deduction in pay.

Immediate family is defined as:  Mother, Father, Husband, Wife, Brother, Sister, Grandchild, Son or Son-in Law, Daughter or Daughter-in-Law, Mother-in-Law, Father-in-Law.

Time off for funerals is not counted against vacation or sick leave.

One day’s permission may be granted without loss of pay to attend the funeral of the following:  Grandmother (employee or spouse), Grandfather (employee or spouse), Brother-in-Law, Sister-in-Law, Niece, Nephew, Aunt or Uncle.

Election Days:  Any person eligible to vote at a general or special election is entitled to be absent from work for a period of one hour between the opening and closing of the polls without loss of pay.  The employee must schedule the time in advance, with the Mayor or immediate supervisor.

Jury Duty:  Any full-time employee who has been employed for six (6) months or more and is called for jury service shall be paid full compensation for the period of jury service and may retain the jury warrants received, provided he or she returns to work when jury service is complete.

Service as Witness:  An employee subpoenaed to serve as a witness is to be paid for time lost, but must return to work when not needed in court.  The employee may keep any fee.  




											
SICK/PERSONAL LEAVE
Full time employees automatically get 12 sick/personal days upon their date of hire per year.   No more than 60 unused sick/personal days may be accumulated for pay, however, unused sick/personal days may be accumulated beyond 60 days toward IMRF at time of retirement. 


SALARY ADMINISTRATION

Salaries and salary increases will be considered annually by the Finance Committee and requires approval by the City Council.

Insurance:  Full-time Employees will receive an insurance reimbursement set by council to be paid quarterly after 30 days of employment.

Overtime Pay:  All full-time city employees will receive time and one-half overtime pay for any hours over forty (40) hours per week and/or 8 hour day.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        

Meeting Allowance:  Full time employees will receive the same pay for attending Committee Meetings as Aldermen which at present it $25.00 per meeting attended.


RETIREMENT
IMRF

DISCIPLINARY

The City intends to utilize an approach of progressive discipline when appropriate as set forth below.  Depending on the seriousness of a violation, the progressive approach may not be appropriate.  Serious violations may lead to immediate termination or other discipline.

	1.	Oral Warning.
	2.	Written Warning.
	3.	Suspension or termination depending on offense.
																											
All documentation relating to discipline is to be signed and dated by the employee and the Mayor and will be placed in the employee’s personnel file.  

TERMINATIONS

Policies:  

The last day the employee works is considered the termination date even though there may be additional payments for vacations, etc.

An employee terminating will normally receive his final check on the last day worked.

W-2 forms will be mailed at year-end to the terminated employees last known address.

In the event of voluntary resignation, if the employee has given five days (5) notice of quitting, he must be paid in full on the day he/she leaves.

Where no notice or less than five (5) days notice is given, the employee will be paid in full on the next regular pay day.


Residence:  See ordinance (7-1-3D).

Legal Guidelines:

Illinois labor law:  Every employee must have at least 24 consecutive hours of rest in every calendar week.

Scheduled rest:  No employee will be required to work on the day of scheduled rest.

Lunch Period:  Any employee required to work for 7 ½ continuous hours or longer must have a 20-minute lunch period between the 3rd. & 5th hours of the work period.	
Job Description of Superintendent of Streets and Alleys:
	(As outlined in City Code)

A. APPOINTMENT: The superintendent of streets and alleys shall be subject to the supervision of the committee on streets and alleys. He shall be appointed by the mayor, by and with the consent of the city council and shall hold his office until his successor shall be appointed and qualified.

B. SALARY: He shall receive such salary as may be provided by the annual appropriation ordinance of the city council. He will receive the same compensation for attending meetings as aldermen receive for attending committee meetings.

C. DUTIES: It shall be the duty of the superintendent to manage and control all aspects of the streets, alleys department and parks.  Maintain systems to the highest standards, assist the Water Superintendent in emergency situations, and comply with all state and local regulations. Must have General Standards License first before getting valid pesticide licenses for right away, mosquito, and aquatics and comply with the EPA and IEPA standards and practices.  

 
D. RESIDENCE: The superintendent of streets and alleys must live within the city limits or must obtain a residence within the city limits within one year of appointment.

E. HEALTH AND SAFETY: The superintendent of streets and alleys must pass a physical examination and drug testing at the time of hiring and at any time the mayor and city council may request during his employment (Ord. 587, 10-4-2006)

F. CALL OUTS: The employee will be paid for a “Call Out” when the occasion arises. The time is to be logged as to when arrived on scene and when finished at the scene with a minimum of 1 ½ hours. City Employees will be compensated their hourly rate from the time they get called, get back to Assumption until the job is completed for a call back. What constitutes a “Call Out” is a situation that cannot be covered by coverage employees or extreme circumstances.  


Excavation Permit Application: Any person desiring to lay, lower, change, repair, remove any pipes or to make connections therewith, or to make any change, improvement, fill, excavation or alteration within or  upon any street or sidewalk, public square or alley shall apply to the Superintendent of Streets for a permit to do so. Applicants shall describe the portion of the street, sidewalk, public square or alley where such work is to be done and the nature and character of the work to be done (RC 1982 §33-4-1)

Issuance of Permit: Upon application being made and the filing of such bond, the Superintendent of Streets, after having been directed by the City Council to do so, shall issue a permit to the applicant stating therein all the privileges thereby granted (RC 1982 §33-4-7)

Inspection; Supervision: The Superintendent of Streets shall, from time to time, inspect all excavations and tunnels being made in or under any public street, alley or other public place in the City to see to the enforcement of the provisions of City Codes in Title 7 Chapter 3. Notice shall be given to him at least ten (10) hours before the work of refilling any such excavation or tunnel commences (RC 1982 §33-4-8)
											

Annual Bond: Every applicant, including public utility companies, may be required by the Superintendent of Streets to post a bond to the City in the sum of five hundred dollars ($500.00) wherein the applicant shall be liable unto the City for the payment of five hundred dollars $500.00) the condition of the bond being that if the applicant repairs and restores the surface of the public street to the same condition as it was prior to the time of excavation, tunnel or ditch was made, then the bond shall be void, otherwise to remain in full force and effect. The Superintendent of Streets shall determine whether or not such bond is required from the several applicants, based upon Section 7-3-6 of the City Code. (RC 1982 §33-4-9)

PAID HOLIDAYS

Full time Employees:  
     New Year’s Day					Thanksgiving			 
     Memorial Day					½ day for Christmas Eve	
     July 4th 							Christmas Day
     Labor Day                       			 ½ day for New Year’s Eve
     Veterans Day						One “Floating” Holiday
								
A full time employee’s “Floating” Holiday must be approved by the immediate supervisor or mayor.

You must work or have an excused absence the day before and the day after a holiday in order to receive holiday pay.						


REVIEW OF POLICY MANUAL

This Personnel Policy procedure for the City of Assumption is subject to annual review by a committee designated by the Mayor.  Any changes therein must be approved by the City Council.
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