Employee and Personnel

CHAPTER 13

EMPLOYMENT AND PERSONNEL

ARTICLE I - EQUAL EMPLOYMENT OPPORTUNITY


13-1-1
STATEMENT OF POLICY.  The City provides equal employment opportunities to each employee and applicant for employment without regard to race, color, religion, national origin, age, sex, handicap or disability, unfavorable discharge from military service or status in accordance with applicable law.  This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves or absence, compensation, and training.


13-1-2
PROHIBITION AGAINST UNLAWFUL HARASSMENT.  The City expressly prohibits any form of unlawful employee harassment based on race, color, religion, national origin, age, sex, handicap or disability, unfavorable discharge from military service or status.


13-1-3
DEFINITION OF HARASSMENT.  For these purposes, the term harassment includes, but is not limited to slurs, jokes, other verbal, graphic or physical conduct relating to an individual’s race, color, religion, national origin, age, sex, status, handicap or disability or unfavorable discharge from military service in accordance with applicable law.  Harassment includes sexual advances, request for sexual favors and other verbal, graphic or physical conduct of a sexual nature and harassment also includes making submission to or rejection of such conduct the basis of any employment-related decision and includes creating an intimidating, hostile or offensive working environment by such conduct.


Sexual harassment involves a man harassing a woman, a woman harassing a man or harassment between members of the same gender.


13-1-4
RESPONSIBILITY OF INDIVIDUAL EMPLOYEES.  Each employee shall receive a copy of this harassment policy and be familiar with it.  Each individual employee has the responsibility to refrain from harassment in the workplace or be subject to disciplinary action including immediate discharge.  The harassing employee will be subject to disciplinary action up to and including discharge.  The harassing employee may be subject to counseling as a condition of continued employment, such counseling to be at the employee’s expense.  Each employee shall cooperate with any harassment investigation.


13-1-5
RESPONSIBILITY OF SUPERVISORY PERSONNEL.


(A)

Each supervisor is responsible for maintaining the workplace free of harassment.  He shall deal with harassment as with all other forms of employee misconduct when he becomes aware of any harassment.


(B)

A supervisor must address an observed incident of harassment or a complaint, with seriousness, take prompt action to investigate it, report it and observe strict confidentiality.  Such action shall also be taken in cases where an employee tells the supervisor about behavior considered harassment but does not want to make a formal complaint.


(C)

A supervisor must ensure that no retaliation will result against an employee making a harassment complaint.


(D)

A supervisor must file a confidential report of his actions and investigation following an observed harassment incident or receipt of a harassment complaint with the Mayor.


(E)

A supervisor must inform his current employees and each new employee of this harassment policy and shall provide a copy of this policy to them.


13-1-6
RESPONSIBILITY OF ELECTED OFFICIALS.  Each elected office holder for the City of Red Bud shall receive a copy of and be familiar with this harassment policy.


13-1-7
PROCEDURES FOR FILING A COMPLAINT.


(A)

An employee who believes that he or she is the victim of harassment shall be encouraged to report the incident.


(B)

An employee who observes harassing behavior or believes that he or she has been harassed should directly and clearly express objection to the conduct to the offending employee and request that the offensive behavior stop.


(C)

The employee may also elect to pursue the following actions or may proceed to do so in lieu of directly confronting the offending employee.

(1)
Notify his supervisor; or

(2)
If the employee’s supervisor is the person alleged to have engaged in harassment, notify the Chairman of the City’s Personnel Committee who shall then investigate and report the alleged incident in the same manner as a supervisor does under the Code.


(D)

An employee who is seeking corrective action shall document the incident in a written report.


(E)

A supervisor receiving an oral or written report of harassment shall initiate a review of the allegations and respond as soon as possible, but not later than five (5) working days, by taking the following actions:




(1)
Discuss the allegations with the reporting employee.




(2)
Discuss the allegations with the charged employee.




(3)
Discuss the allegations with each witness, if any.




(4)
File a written report with the Mayor.


(F)

The Mayor, or his designee, shall review the supervisor’s written investigative report, conduct an additional investigation if he deems it to be necessary and take whatever action which he believes is warranted, such action to include disciplinary action up to and including immediate discharge of the harassing employee in the manner as provided in Section 1-2-47 of this Code.  The Mayor shall provide a written report of his action to the harassing and harassed parties.  The Mayor, or his designee, shall complete his responsibilities hereunder within ten (10) working days of the supervisor being informed of the alleged harassment.


(G)

Retaliatory action against anyone complaining in good faith of harassment is prohibited, even if the complaint is not substantiated.  No retaliatory action shall be taken against any reporting witness who acts in good faith.


13-1-8
FALSE OR FRIVOLOUS CHARGE.  An employee making a false or frivolous charge may be subject to disciplinary action.  False or frivolous charges refer to cases where the accuser is knowingly using a false harassment complaint to accomplish some other end than stopping harassment, but do not include charges made in good faith which cannot be substantiated.

(Ord. No. 773; 02-07-94)

ARTICLE II - CONTROLLED SUBSTANCES FOR CDL DRIVERS


13-2-1
POLICY ADOPTED.  The Controlled Substance Use and Alcohol Abuse and Controlled Substance and Alcohol Testing for CDL Drivers as attached hereto in Appendix “A-1” and incorporated herein is hereby adopted as a policy for the City of Red Bud.

(Ord. No. 840; 01-02-96 and 878; 05-05-97)

ARTICLE III - CONTROLLED SUBSTANCE POLICY


13-3-1
POLICY ADOPTED.  The Controlled Substance Use and Alcohol Abuse and Controlled Substance and Alcohol Testing as required by the Department of Transportation and Pipeline Safety Regulations as attached hereto in Appendix “A-2” and incorporated herein is hereby adopted as a policy for the City of Red Bud.

(Ord. No. 841; 01-02-96 and 877; 05-05-97)

ARTICLE IV - EMPLOYEE POLICY

13-4-1
PURPOSE.


(A)

Preamble.  The purpose of the Employee Policy is to implement and maintain a uniform system of employment within all departments of the City of Red Bud (hereinafter "City").  The Employee Policy is designed to provide employees and management with information pertaining to the employment policies and procedures applicable to all City employees.


All employees will be required to adhere to the policies and procedures as they are outlined in this Employee Policy (hereinafter "Policy") and/or in other City ordinances such as Chapter 30 of the City's Revised Code of Ordinances (hereinafter "Code") which provides specific additional rules for police officers.


Upon adoption by the City Council, this Employee Policy shall be the nonexclusive policy of all departments of the City concerning terms and/or conditions of employment.  The Employee Policy supersedes the City's prior general personnel policies and same are hereby terminated.


A Department Head may adopt a policy more restrictive that this Employee Policy, and may not be less restrictive, with approval of the City Council.


(B)

Not a Contract.  This Policy shall not be construed as and does not constitute a contract, express or implied, guaranteeing employment for any specific duration, and the City expressly reserves the right to terminate employment at any time consistent with the law.  This Policy is subject to review and change at the sole discretion of the City.  All City employees are employees at will, except those specifically exempted by specific contract and/or those appointed for a specific term, namely, Chief of Police, Police Officers, Administrative Assistant, and Superintendent of Streets and Utilities.


13-4-2
DEFINITIONS.


(A)

City Council.  The terms "City Council", as used in this Employee Policy, shall mean the elected public office holders of the City Council.


(B)

City's Revised Code or City's Code.  These terms refer to the City's Revised Code of Ordinances as amended from time to time.


(C)

Department.  The term "department", as used in this Employee Policy, shall mean the governmental unit for whom the employee is directly working for and rendering services.  (For example, streets, gas, water, administrative departments are all considered separate departments.)


(D)

Employer.  The term "Employer", as used in this Employee Policy, means the City of Red Bud.


(E)

Employee.  The term "Employee", as used in this Employee Policy, means a person working for remuneration for services rendered to the City of Red Bud.  For purposes of this Policy, an Elected Official is not an employee whose personal rights are affected by the policy.


(F)

Elected Official/Department Head.  The term "Elected Official/ Department Head", as mentioned in this Employee Policy, means the one person who supervises the operations of the department.  (For example, the Administrative Assistant or Superintendent of Utilities would each be considered a Department Head).  The term "Elected Official" includes City elected office holders such as City Clerk, Mayor, Treasurer and Aldermen.  The term "Elected Official/Department Head" applies to individuals who are responsible for the operations of a department and to City elected office holders unless specifically indicated otherwise in this Policy.  The Elected Official/Department Head may designate a representative as being responsible for carrying out the immediate functions as enumerated in this Policy, and that representative, upon designation, shall be considered the Elected Official/Department Head.


(G)

Full-Time Employee.  The term "Full-Time Employee" is any employee, other than a police officer, who is hired to fill a position for which it is required that the employee will work at least thirty (30) hours per week throughout the year.  A "Full-Time Police Officer" is defined in Chapter 30 of the City's Revised Code.


(H)

Immediate Supervisor.  The term "immediate supervisor", as used in this Employee Policy, shall mean the individual to whom the employee shall immediately report and be responsible for his work.  An immediate supervisor may be the Elected Official/Department Head.  The term "immediate supervisor" may refer to an Elected Official/Department Head and an employee.


(I)

Immediate Family.  Spouse, children, mother, father, step-child, step-parent, brother, sister, grandparent, grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, or any relative or person living in the employee's household for whom the employee has custodial responsibility or where such a person is financially and emotionally dependent on the employee and where the presence of the employee is needed.


(J)

Part-Time Employee.  The term "Part-Time Employee" is an employee who is hired to fill a position for which an employee is not required to work at least thirty (30) hours per week throughout the year.  A "Part-Time Police Officer" is defined in Chapter 30 of the City's Revised Code.

(K)

Policy.  This term refers to the City of Red Bud's Employee Policy as declared in this document.

(L)

Professionals.  The term "professionals" includes attorneys, certified public accountants and engineers.

(M)

He/She; His/Her.  The masculine, feminine and neuter forms of the pronouns shall be interchangeable within this document and also the singular shall mean the plural, all as the context dictates.


13-4-3
EQUAL EMPLOYMENT.  No person shall be discriminated against in any aspect of employment on the basis of race, color, religion, sex, national origin, age, handicap or disability, ancestry, marital status, political affiliation, or any prohibited 

form of discrimination under Federal or State law or government contract or grant regulations.


All employees shall adhere to this nondiscrimination policy as further stated in the City Code, Sections 13-1-1 through 13-1-8 per copy attached hereto as Appendix "A".

13-4-4
HIRING POLICY AND RESIDENCY.  


(A)

Requirements.  Employment is based on each applicant's qualifications as compared with the requirements of the available position.  Consideration is given to ability, experience, education, training and character.  All positions being filled will be advertised at City Hall, Utility Plant, Library, Police Department and newspaper(s) and/or magazine(s).  All newly hired utility and street department employees, upon successful completion of the required probationary period, shall be required to live within a distance of the City Utility Plat that will enable the employee to report to the Utility Plant within fifteen (15) minutes of notification whenever the employee is on call.  (Ord. No. 1111; 11-07-05)

(B)

Application Forms.  Applications for positions with the City must be filed on forms furnished by the City unless otherwise stated.  All successful applicants shall produce an original social security card.  The City may require certificates of competency, licenses, post-offer medical examinations, drug and alcohol tests, background investigations, references, police checks, motor vehicle reports/driving history, oral interviews, or other evidence of special qualifications.  The City may reject applications of persons who are found to lack any of the requirements established for the position.  Appointed personnel shall be made by the Mayor with the advice and consent of the Council.  See Appendix "I" for a list of appointed positions.  The Mayor shall hire, with the advice and consent of the Council, all other personnel.  Selection techniques used will be at the discretion of the Committee Chairman.  In considering applications of various individuals, length of service shall be used as a factor in the selection of applicants, but will not be considered the sole or even the predominant factor.  No employee will be hired and placed on the payroll or receive fringe benefits until all employment related forms, including but not limited to the employment application form, are filled out and forwarded to the City Administrative Assistant.


(C)

Medical Exam Guidelines and Requirements.  As part of the City's employment procedures, an applicant is required to undergo a post-offer, pre-employment medical examination and alcohol and drug screenings that are conducted by a physician designated by the City (hereinafter referred to as "City Health Officer").  Any offer of employment is contingent upon, among other things, satisfactory completion of this examination and screening and a determination by the physician that the applicant is physically, medically and mentally capable of performing the essential duties of the position that has been offered.


As a condition of continued employment, an employee may also be required to undergo periodic medical examinations and alcohol and drug screening at times 

specified by the City.  In connection with these examinations, an employee is required to provide the City with a) access to the employee's medical records, b) receive a full medical report from the employee's examining physician regarding the applicant's/employee's state of health.  All City required medical examination, alcohol and drug screening are paid for by the City.


Whenever an employee changes work assignments, the City may require the employee to undergo a medical examination to determine whether that employee is medically qualified for the new position.


Based on the finding of the medical examination, the City shall classify an applicant/employee in accordance with the standards defined in the following sections:


Class I - Acceptable for Immediate Employment.  An applicant/employee is placed in this classification when found to be in good health or without medical impairment which adversely affects job capacity.


Class II - Not Acceptable for Immediate Employment.  This classification is used for applicant/employees whose medical impairments adversely affect job capacity.  Applicants/employees are subject to disqualifications based on such impairments.


Applicants/employees whose impairments are correctable may be placed in Class I after correction and re-evaluation by the City Health Officer.  These applicants/employees with corrected impairments may be considered for the positions which they applied for if the position is still available.


(D)

Promotions.  Employees are encouraged to apply for job openings in higher classifications and will be considered for promotion for job openings upon written application.  All full-time employees shall be considered for promotions.  Probationary employees may apply, but do not have to be considered, depending upon the City's discretion.


When an employee is promoted, the employee will be on probation.  At the end of the probationary period, the employee's performance will be formally evaluated and one of the following actions shall be taken by the City based on the employee's performance and conduct:

(1)
The employee may assume the new position having successfully completed the probationary period.

(2)
The probationary period may be extended.

(3)
The employee may be demoted to a position commensurate with the employee's ability if the lower position is available.

(4)
The employee may be terminated due to substandard performance and/or conduct as determined solely by the City.


(E)

Probationary Period.  A minimum of six (6) months of employment will be designated as a probationary period for all employees.  To assure that new employees are aware of the expectations and functions of their job and to answer any questions the probationary employee may have, a formal evaluation will be made at the end of the probationary period by the employee's supervisor.  The probationary period is tolled during periods of approved leave of absences.


The probationary period also applies to employees who are rehired after previously terminating their employment with the City.  Completion of the probationary period is not to be construed as creating a contract of employment, guaranteeing employment for any specific duration, or as establishing a "just cause" standard of termination.  All employees are hired and/or appointed at the will of the City.


An employee may be dismissed at any time during the probationary period.  Probationary employees who are dismissed do not have redress through the grievance procedure except for discrimination and sexual harassment.  In the event that employment is terminated during the probationary period, any accrued benefits, leave time, etc., with the exception of vacation, will be lot.


(F)

Performance Review - Employment.  Each employee, upon completion of this probationary period, will have their performance reviewed, and thereafter their performance shall be reviewed at least on an annual basis.  This review will be completed in writing by the employee's Department Head.  It will be discussed with the employee and signed by the Department Head and the employee.  A copy of all reviews will be maintained in the employee's personnel file.


(G)

Employee Training and Development.  The purpose of this procedure is to provide proper control in the area of special employee training.  The City Council is responsible for this activity, as well as for setting policy on expenses that the City will cover for the employee's participation in the training.

(1)
In order to provide a systematic method of controlling the City's participation in special training sessions, approval for attendance must be obtained from the City Council.  No employee shall be scheduled to attend training courses of this kind without this approval.  Training sessions are usually referred to as workshops, seminars, manufacturer's training programs, institutes, etc.  The "Employee Special Training Request" form as attached in Appendix "B".
(2)
Employee Special Training Request.  The "Employee Special Training Request" form should be initiated by the person or persons who are to attend the training session.


The original should then be submitted to the appropriate Department Head for approval or disapproval.  If approved, the request should be forwarded to the respective Committee Chairman, for review and recommendation by his Committee and then forwarded to the City Council for final approval or disapproval.


A request to cover the cost of the program should accompany the "Employee Special Training Request" form and must likewise be approved by the City Council.


Documentation of this training will become a part of the individual's personnel record.  Employee's Department Head is responsible to forward this information to the Administrative Assistant's office for inclusion in personnel records.

(3)
Miscellaneous Expense Guidelines.
(a)
The employee's immediate Supervisor is responsible for making all arrangements and foreseeing that all arrangements, including costs to the City, are reasonable.

(b)
The City will reimburse employees for the cost of one (1) personal ten (10) minute (maximum) telephone call per day.

(c)
When two (2) or more employees are attending the same training program, it is expected that they will share facilities when possible to minimize costs to the City.  This particularly applies to lodging, housing, and transportation.

(d)
All employees attending training programs lasting longer than seven (7) consecutive days may claim and be reimbursed for a per diem expense of Two Dollars Fifty Cents ($2.50).  This reimbursement is to cover small miscellaneous expenses normally incurred when away from home such as laundry, dry cleaning, newspapers, etc.

(e)
Receipts are required for the reimbursement of all other than:

i.
Transportation charged directly to the City.

ii.
Mileage allowance for use of private automobile.

iii.
The Two Dollars Fifty Cents ($2.50) per diem allowance.

(f)
Exception to this procedure will only be made with the approval of the City Council.

(4)
Distribution of Expenses.  Expenses as described above, including registration fees or tuition fees and transportation, are to be distributed by the City Administrative Assistant's Office.


(H)

Vacancy Notification Program.

(1)
Position openings throughout the City will be posted on bulletin boards in City Hall, Library, Police Department, and the Utility Plant Office.  Forms indicating an employee's interest in an open position must be turned in by the deadline on the job notification sheet.  All job vacancies will be posted a minimum of ten (10) days.

(2)
A job posting notice will have the following information:

(a)
Job Title.

(b)
Department.

(c)
Status.

(d)
Work Schedule.

(e)
Shift.

(f)
Brief job description.

(g)
Pay Grade/Range/Rate.

(3)
The practice of posting openings increases the visibility of career opportunities.  In addition, it helps meet employees' needs by ensuring that their interest and capabilities are considered.


(I)

Promotions, Transfers, Demotions, and Lay-Offs.

(1)
Promotion.  Positions within the employment of the City shall be filled by promotion to the extent deemed appropriate by the City.

(2)
Transfers.  Transfers from one position to another may be made as deemed appropriate by the City.

(3)
Demotions.  Demotions may be made as deemed appropriate by the City.

(4)
Lay-Offs.  Lay-offs may be made as deemed appropriate by the City.

The City shall provide ten (10) days notice of lay-off or in lieu thereof ten (10) days pay.


(J)

Separation and Termination.

(1)
Voluntary Separation.  An employee desiring to terminate the employment relationship with the City is urged to notify the City at least two (2) weeks in advance of his/her intended termination.  Such notice should be given in writing to the employee's Department Head.  Proper notice allows the City sufficient time to calculate all accrued benefits and/or monies to which the employee may be entitled.

(2)
Retirement.  An employee who plans to retire is urged to provide the City with a minimum of six (6) months notice whenever possible.  This will allow ample time for the processing of appropriate pension forms to ensure that any retirement benefit to which an employee may be entitled commences in a timely manner.

(3)
Involuntary Separation.  Although the City hopes its relationship with each employee is long-term and mutually rewarding, the City reserves the right to terminate the employment at will.

(4)
Death of an Employee.  Upon the death of an employee, the City will pay all accrued salary and benefits to the employee's beneficiary per Section 13-4-8 of this policy.

(5)
Return of City Property.  An employee leaving the City's employment shall return all City property in the employee's possession, including uniforms, tools and equipment, pagers, and cellular phones.  In addition, all employee discounts will terminate the day of employee termination.

(6)
Compensation on Termination of Employment.
(a)
No severance pay of any kind shall be paid to any employee who is dismissed from employment for neglect of duty, failure to perform his/her duty adequately, dismissal for cause or if the employee voluntarily resigns to accept another job.
(b)
All accrued benefits shall be paid.
(c)
In case of involuntary termination of employment, where the termination is caused by the lack of work or the elimination of a job by the City, or upon retirement, the following table of compensation shall apply:

Employed on or before April 6, 1998:
Less than 2 years



None


For each 2 full years of service:
1 week's pay for each 2 years for a maximum of ten (10) weeks.

Employed on or after April 7, 1998:

No compensation





(Ord. No. 969; 10-02-00)

13-4-5
WAGES AND CLASSIFICATIONS.


(A)

Employment Classifications.  Employees are classified according to the following guidelines:


Salaried Exempt.  This classification includes all Elected Officials and Department Heads and may include professional personnel.  Salaried Exempt employees (excepting Police Officers) are exempt from overtime.  Salaried Exempt employees are paid at a fixed salary rate with the expectation that the workload will dictate the number of hours worked.


Full-Time.  Those employees scheduled to work full-time as defined above.  Full-time employees are eligible for overtime pay.


Part-Time.  Those employees scheduled to work part-time as defined above.  A part-time employee (excepting Police officers) is eligible for overtime pay and compensatory time when, in any workday, the employee works more than eight (8) hours.


Special Assignment.  Those employees hired for a specific project for a limited period and may include those hired to fill in summer vacations, illness and the like.  Such employees are hired with the understanding that their employment is to terminate upon completion of the project or at the end of the period.  Special Assignment may be either full-time or part-time as determined by the requirements of the job.  They are entitled to overtime, but not to benefits.


Volunteers.  Those individuals who accept, on an unpaid basis, or on a minimally paid basis such as members of the Planning Commission, various work assignments for the City.  These individuals receive no benefits.


(B)

Work Week.  The City's workweek begins on Wednesday and ends on Tuesday.


(C)

Pay Period and Paychecks.  Employees shall receive their paycheck on a bi-weekly basis.  The paycheck issued will be for the preceding pay period and will be issued on Friday for the previous pay period which ended on the previous Tuesday.  Time sheets will be approved by each Elected Official/Department Head and turned into the Assistant Administrator's office by Wednesday morning.  Each pay period shall run for fourteen (14) consecutive days, beginning on Wednesday.


(D)

Compensation.  The basic rate of pay shall be as approved by the City Council at the first meeting in May.


(E)

Overtime.  The City will pay overtime beyond scheduled hours of regular work in any day.  All time worked over scheduled hours in any one (1) day will be paid at the rate of time and one-half (1 1/2).  Employees will not be regularly scheduled to work overtime hours.  Except for emergency call-outs, all overtime hours worked as a necessity will be authorized in advance by the Supervisor of such Department.  If a man is called out he will receive a minimum of one (1) hour of pay.  If more than one (1) hour is needed, he shall be paid in fifteen (15) minute increments for the time worked.


(F)

On-Call Pay (Utility Department).  There will be one (1) man on standby every week in the Utility Department.  The standby workweek shall run concurrently with the regular pay period week (from Wednesday to Tuesday - seven (7) days).  The man on standby will be compensated as determined by the City Council.  If a man is called out he will receive a minimum of one (1) hour of pay.  If more than one (1) hour is needed, he shall be paid in fifteen (15) minute increments for the time worked.


(G)

Salary Increases.  Employees are eligible for a salary increase and/or cost of living increase after the completion of the probationary period.  Salary increases lie within the sole discretion of the City Council.


13-4-6
HOURS OF WORK.


(A)

Schedule.

(1)
Continuous Operation.  Each Elected Official/Department Head will determine the work schedule for their own department.  Each Elected Official/Department Head must allow for continuous operation of the department or office for the hours which the department or office is required to be in operation.

(2)
Work At Home.  No work shall be performed at home, without prior approval of the Elected Official/Department Head.

(3)
Early or Late Work.  Prior approval of the Elected Official/Department Head is necessary for any employee to work early or stay late to do work related activity.


(B)

Time and Attendance.

(1)
Attendance Record.  Each department shall maintain accurate daily attendance records.  An employee shall be at his/her place of work in accordance with the attendance rules.  Tardiness or other abuse of regular attendance will not be tolerated.  The attendance will indicate information in order to properly pay employees for actual work performed.  An employee shall have the right to review his attendance record on file in the department.

(2)
Sick Leave.  The City expects each employee to assume diligent responsibility for attendance and promptness.  Recognizing, however, that illness and injuries may occur, the City has established sick leave, including time off to secure necessary treatment for a disability.

(3)
Illness Notification.  Should an employee be unable to work for medical reasons, the employee shall notify the Department Head within reasonable time as determined by the Department Head/Elected Official at the beginning of his/her shift on each day of absence unless otherwise granted an authorized leave.  Failure to properly notify the City will be deemed an unexcused absence.

(4)
Physician's Statement.  If an employee is absent for more than three (3) consecutive workdays, a statement from a physician may be required before the employee will be permitted to return to work.  In such instances, the City also reserves the right to require the employee to submit to an examination by a physician at City expense designated by the City at its discretion.

(5)
Absenteeism.  Absenteeism or tardiness that is unexcused or excessive in the judgment of the City is grounds for disciplinary action, up to and including dismissal.

(6)
Inclement Weather.  When City offices and buildings are open, but inclement weather prevents employees from reaching the buildings, employees may account for such absences by using accrued time, such as vacation and compensatory time earned, or the employee may elect to be docked for time off.  Sick leave may not be used to cover absence due to inclement weather.


(C)

Holiday Pay.  All full-time and salaried exempt employees, except those in the Utility Department and Police Department who are required to work on the holiday or who are on call on the holiday, shall have time off with full salary payment on the day designated as a holiday by the City Council.

(1)
Salaried Exempt.  Salaried exempt employees shall receive holiday pay from the beginning of employment.

(2)
Full-Time Employees.  All full-time employees from the beginning of their employment, will be eligible for ten (10) holidays with pay each year.  These holidays are:  New Year's Day, Good Friday, Memorial Day, July 4th, Labor Day, Veteran’s Day (effective 11/07), Thanksgiving Day, Friday after Thanksgiving, Christmas Eve Day, and Christmas Day.  All full time employees will be eligible for three (3) personal days (twenty-four (24) hours), which shall be computed on January 1st of each year (effective January 1, 2008), and may be taken in increments of not less than one (1) hour.  Personal days for newly hired employees will be prorated.
(3)
Working on Holiday.  Any employee who is required to work on a holiday as his/her regularly scheduled work shall receive regular pay and holiday pay.

(4)
Eligibility for Holiday Pay.  To be eligible for holiday pay, the employee must work both the day before and the day after the holiday, unless absence on either or both workdays is for good cause and approved by the Elected Official/ Department Head (vacation time, training time or hospitalization).  Holiday pay is forfeited if the employee does not work the day before or after the holiday without the Department Head's approval.

(5)
Holiday Observance.  When a holiday falls on a Sunday, the following Monday shall be observed as that holiday.  When a holiday falls on a Saturday, the preceding Friday shall be observed as the holiday.

(Ord. No. 1164; 09-04-07)

13-4-7
LEAVE.  For all types of leave, the Elected Official/Department Head may require employees to use vacation, sick leave, or any other type of accumulated or accrued benefits before the employee is placed on leave without pay status.


(A)

Vacation.  Full-time and salaried exempt employees are entitled to annual vacation with pay.  Vacation, unless otherwise agreed by separate employment contract, begins to accrue on the first (1st) day of employment and continues to accrue through the employment anniversary date provided employment is continuous.  The twelve (12) month vacation year begins on the employee's date of employment, and on succeeding employment dates.

(1)
All full-time employees shall be entitled to the following vacations:





Less than 1 year



None





1 year but less than 2 years

40 hours





2 years but less than 5 years

80 hours





5 years but less than 10 years

96 hours





10 years but less than 15 years

120 hours





15 years but less than 20 years

136 hours


20 years and over
160 hours plus 4 hours each year completed over 20 years

(2)
All vacation time taken by employees must be scheduled in advance and submitted on a request form to the Department Head for approval, unless an emergency occurs which requires the use of that time without advance notice (see Appendix "C").


All vacation time taken by Department Heads must be scheduled in advance and submitted on a request form to the Mayor for approval, unless an emergency occurs which requires the use of that time without advance notice.

(3)
Accumulation.  Vacation cannot be accumulated and the use of vacation time shall be considered mandatory.  Vacation shall be granted at the discretion and approval of each Department Head and any vacation day not taken before the anniversary date of employment shall be forfeited.  On separation of employment, vacation shall be pro-rated according to months worked in current year.

(4)
Pay.  Employees shall be entitled to full pay at the regular rate of compensation during the vacation period.  No vacation pay shall be paid on the basis of overtime.

(5)
Termination.  All employees who resign, retire or are discharged, and who have unused earned vacation, will be paid in lieu of vacation as part of their final pay, based on their regular rate of pay at time of termination.

(6)
Posted.  Earned or accumulated vacation and unused vacation shall be posted to employee's record.


(B)

Sick Leave.  All full-time employees shall accumulate sick leave at the rate of four (4) hours per pay period, effective September 26, 2007.  Sick leave may be used for the employee’s illness, disability, injury, quarantine, appointments with doctors, dentist, or other professional healthcare practitioners, and in case of death, illness, disability or injury, of a member of an employee's immediate family, or appointments with a doctor, dentist or other professional healthcare practitioners of a member of an employee’s immediate family.

(1)
Immediate Family is defined as:

(a)
The employee’s spouse;

(b)
The employee’s children;

(c)
The employee’s mother;

(d)
The employee’s father;

(e)
The employee’s step-child;

(f)
Any dependent person living in the employee’s household for whom the employee has custodial responsibility and who needs the presence of the employee; or

(g)
Any dependent person living in the employee’s household who is financially and emotionally dependent on the employee and who needs the presence of the employee.
(2)
Payout of Sick Leave Accumulated Through September 25, 2007.  For Sick Leave accumulated through September 25, 2007, a payout shall be made to the employee at the rate of pay at the time of the payout in one of the following methods of payment as selected by the employee:

(a)
Equal annual installments over a maximum of three (3) years;

(b)
Equal bi-weekly payments added to the employee’s paycheck over a specified period not to exceed three (3) years; and

(c)
Lump sum payment.

The period during which payments are made shall be between December 15, 2007 and December 14, 2010.  Each employee shall make his or her choice of method of payout in writing, using the form substantially as set forth in Appendix “J”, attached hereto and incorporated by reference herein.  After a choice of payment has been selected, it cannot be changed.  An employee may use sick leave days which payout is not complete, if needed, and an amount equal to the number of hours which the employee needs for this purpose, multiplied by the rate of pay at the time of the payout shall be deducted from the payout.

If an employee terminates employment with the City before the payout is completed, the balance of the payout will be paid with the employee’s final paycheck.

(3)
Accumulation.  Effective September 26, 2007, all full time employees will earn sick leave at the rate of four (4) hours per pay period.  Sick leave may accumulate indefinitely.  On the first pay date in December of each year, the City will pay out to each employee at the rate of pay then in effect for that employee, the balance of any unused sick leave for the first forty (40) hours of sick leave earned but not used through the last full pay period of September of that year.  For example, if an employee used sixteen (16) hours of sick leave, he would be paid for twenty-four (24) hours and will accumulate any additional unused sick leave.  The remaining unused sick leave will be accumulated as unused sick leave and will be applied to the Illinois Municipal Retirement Fund pension as time of service, according to Illinois State Statute.
(Ord. No. 1164; 09-04-07)
(4)
Dismissal.  The obtaining of sick leave or the acceptance of sick leave benefits under false pretenses shall be grounds for immediate disciplinary action including dismissal from employment.  (Ord. No. 1179; 03-03-08)
(5)
Insurance.  Employees on extended illness or injury absence, who are being compensated under the City's insurance carrier beyond the date of expiration of compensated sick leave hereunder, will have his/her hospitalization and medical insurance paid for by the City for one (1), two (2), or three (3) months as follows:





Employees with net credit service of:





Less than two years




1 month





2 years but less than 10 years


2 months





Over 10 years




3 months

Thereafter, an employee may continue this insurance if he/she pays for it during the remainder of his/her sick leave.  (Ord. No. 1179; 03-03-08)
(6)
Illness or Injury at Work.  Any employee who is ill or injured on the job shall immediately notify the supervisor, who may require the employee to be transported to a hospital for examination by a physician or surgeon.  (Ord. No. 1179; 03-03-08)
(7)
Notification.  The employee shall state the nature of the illness or injury, location of confinement and the telephone number where the employee can be reached.  The employee must also state whether the absence is claimed to be from a previous injury sustained while on duty.  Department Heads are to be kept informed daily, whenever possible, of the employee's condition.  Upon return to work, employees will inform their Elected Official/Department Head as to the cause of illness and indicate whether a continuous impairment might have occurred.  (Ord. No. 1179; 03-03-08)
(8)
Military Service Connected Disability.  Visits of two (2) days per year to a Veteran's hospital for examination needed because of military service connected disability shall be in pay status without charge to sick leave.  (Ord. No. 1179; 03-03-08)
(9)
Advances.  Any employee with more than six (6) months continuous service may be advanced sick leave with pay for not more than ten (10) working days with the written approval of the Mayor and the consent of the City Council.  (Ord. No. 1179; 03-03-08)

(C)

Leave of Absence for Full-Time Employees.  The following regulations shall apply to full-time employees.  The following types of leave will be considered:

(1)
Jury Duty.  An employee shall be excused from work for days in which the employee serves on Jury Duty.  The employee shall receive his regular pay for jury service.  The employee must present proof of jury service and the amount of pay received is to be deposited in the City Treasury.  Upon completion of service, the official court check of remuneration shall be signed over to the City.  The employee will retain payment for mileage.  If an employee is given an early release from jury duty, the employee shall then report to his or her regular work assignment.  All benefits shall continue to accrue.

(2)
Witness.  An employee shall be excused from work when lawfully subpoenaed to serve as witness or for election duty (City, County, State and Federal) as a judge or clerk.  The employee must present written proof of the summons to testify to qualify for an excused absence.  Notice to employee's supervisor should be made in advance.  An employee's excused absence from work shall be on the same basis as jury duty.  All benefits shall continue to accrue.

(3)
Educational Leave.  The City Council may grant an employee an educational leave of absence for the purpose of engaging in a training course.  No educational leave may be granted unless in the judgment of the Elected Official/Department Head and the City Council that the training course would benefit the City by improving the employee's qualifications to perform the duties of the employee's position or by qualifying the employee for advancement in rank or grade to another position in the City service.  Employee shall not receive his regular pay during an educational leave of absence for training courses when so authorized by the Elected Official/Department Head.


Employees may request an educational leave without pay to seek further professional training in specialty fields.  Such leave may be up to ten (10) months in duration and requires the approval of the City Council.  An employee on education leave without pay does not accrue vacation or sick leave credit for the period of leave.  When ready to return to work, the employee will be offered the first available full-time position at the same job level the employee held prior to department on educational leave without pay.

(4)
Funeral Leave:  Absence Due to Death in Family.  Employee will be paid for three (3) days of funeral leave after death of immediate family member, if any additional days are needed sick or vacation days may be used.


Immediate Family.  Spouse, children, mother, father, step-child, step-parent, brother, sister, grandparent, grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, or any relative or person living in the employee's household for whom the employee has custodial responsibility or where such a person is financially and emotionally dependent on the employee and where the presence of the employee is needed.

(5)
Administrative Leave.  In cases where the City deems it is in the best interest of the City to remove an individual from his/her position, the employee will be placed on an administrative leave either with or without pay.  At the commencement of said leave, the employee will be advised as to whether or not the leave is with or without pay and benefits or, that while the employee will initially be removed from the payroll, the employee may be eligible for reinstatement with pay-back and benefits, or may have the leave converted to discipline up to and including termination, depending on the specific circumstances involved.

(6)
Military Leave of Absence.  Full-time and part-time employees entering or in the United States Military Service (Reserves of the Armed Forces, Illinois National Guard or the Illinois Naval Militia) will be granted Military Leave of Absence in accordance with the acceptable laws at the time of the request for leave.  Such employees are entitled to payment of vacation and holiday benefits accrued before military leaves begins.  Vacation and holiday benefits will not accrue during a military leave of absence.

(a)
Any permanent employee drafted into military service shall be allowed up to three (3) days leave with pay to take a physical examination required by such draft.  Upon request, the employee must provide the City with certification by a responsible authority that the period of the leave was actually used for such a purpose.


The employee will be reinstated to the same or a similar position upon his/her return in accordance with Federal Law.

(b)
Military Reserve Training.  An employee who is committed to annual training (two (2) weeks) shall be allowed annual leave with pay in accordance with the provisions of 5 ILCS 325/1 and 5 ILCS 330/5 as amended.  Such leave will be granted without loss of medical insurance and all other City benefits.

(c)
Emergency Call-Up.  In case of emergency call-up by the Governor, the leave shall be granted for the duration of said emergency with pay plus health insurance and other benefits he was receiving and accruing as authorized under 50 ILCS 140/3 as amended and 5 ILCS 330/1 and following as amended.

(d)
Eligibility.  To be eligible for military reserve leave or emergency call-up pay, the employee must provide the City with a certificate from the commanding officer of his/her unit that the leave taken was for either such purpose.




(7)
Personal Leave of Absence.  

(a)
Full-time and part-time employees are eligible for personal leaves of absence in emergency situations or under unusual circumstances after they have completed their probationary period.  Personal leaves of absence are normally granted for a period of thirty (30) days or less.  Benefits shall not accrue during the leave period.  Employees may be granted time off without pay for fourteen (14) calendar days or less for an excused absence.  This may be granted at the discretion of the employee's Elected Official/Department Head and must be in writing.  It is necessary to review each request individually, and any request over two (2) weeks must be approved in writing by the Mayor.

(b)
A written request submitted at least two (2) weeks in advance is required for consideration of personal leave of absence.  The only exception is where circumstances obviously prohibit, such as an acute illness.

(c)
An extension may be considered by the Elected Official/Department Head only upon written request giving specific reasons for such extension, and at least one (1) week before the employee is due back to work.  Employees who fail to request an extension of leave will be considered to have voluntarily resigned.  If an extension is granted, the length of service will be adjusted in time in excess of thirty (30) days.




(8)
Medical Leave of Absence.

(a)
In case of medical proven illness, or pregnancy, an unpaid medical leave of absence may be granted by the City Council to full-time and part-time employees for an initial period of up to three (3) months.  Medical leaves may be granted only after the employee has used accrued sick time, vacation and holiday time.

(b)
The maximum duration of a medical leave of absence, including any extension is six (6) months.  Five (5) calendar days prior to the authorized or specified return to work date the employee is responsible for submitting to the City a physician's written release to return to work.  A "general release" is unacceptable.  The release must specify whether or not there are any medical restrictions on the employee's return to work.  If there are no restrictions, the release must so state.

(9)
Leave for Elected Office.  Any employee who is elected to a State office shall, upon request, be granted a leave of absence for the duration of the campaign, but not if elected.




(10)
General Conditions of Leave.

(a)
Assuming no change in employment status, the employee will be returned to the same or similar job, if available.  If the same or similar position is not available every effort will be made to locate a suitable position for the employee returning from leave of absence provided circumstances have not changed to the extent that it would be impossible or unreasonable to provide reinstatement. 

(b)
All leaves of absence must be authorized and approved in writing in advance.  Time spent on leave will not be considered as time worked for benefit eligibility or any other purpose.  The City retains the right to verify and validate the reason the employee was given the leave and to have the employee examined by a physician of its choosing in case of medical leave.

(c)
An employee who fails to return to work at the end of his/her established leave or who fails to properly request an extension in writing prior to the expiration of leave shall be deemed to have voluntarily resigned from employment.

(d)
Employees who are unable to report to work because of arrest or incarceration will be placed on a special personal leave of absence.  If the employee is unable to secure bail, the leave of absence will continue until final disposition of the charges.  If the employee is freed on bail, a decision whether to allow the resumption of active employment pending disposition of the charges will be made by the City Council which shall determine whether reinstatement would be consistent with the City's needs and requirements.

(e)
Leaves of absence for exempt employees are to be negotiated with the Mayor subject to the approval of the City Council.  In so far as reasonable and with respect for their position the general norms given in this policy should be applied.


(D)

Leave of Absence for Part-Time Employees.  The following regulations apply to part-time employees.  Part-time employees shall not be paid for sick leave if absent and none of his/her benefits shall accrue.

(1)
A part-time employee who must be absent due to illness, injury, pregnancy, funeral or military duty is to report immediately to his/her supervisor.

(2)
If the part-time employee has been absent for five (5) or more consecutive work days or seven (7) calendar days, a written release for return to work statement from the attending physician is required.  The release statement must indicate the nature of the illness and duration of illness, along with any special restrictions the physician deems necessary.  If there are no restrictions, the release must be so noted.  This statement must be submitted to the City who will notify the Department Head.


If the absence of a part-time employee due to illness, injury, (other than work related) or pregnancy, extends beyond fourteen (14) calendar days or two (2) weeks, the employee must request a Medical Leave of Absence.  Certification by the attending physician is necessary.


13-4-8
OTHER BENEFITS.


(A)

The City provides the following types of insurance for some or all of its employees:

(1)
Workmen's Compensation.  This insurance is provided for all employees pursuant to Illinois State Law.

(2)
Life Insurance.  A face value of Ten Thousand Dollars ($10,000.00) life insurance policy is paid by the City for all full-time employees.  An optional policy of Two Thousand Dollars ($2,000.00) for dependents is available to employee at his expense on employment.

(3)
Pension, Disability and Death Benefit.  The City provides pension, disability, and death benefits pursuant to the Illinois Municipal Retirement Fund.  IMRF presently requires one thousand (1,000) working hours per year to participate.  Eligibility to participate is based on IMRF's requirements as amended from time to time.

(4)
Hospital/Medical Insurance.  The City will continue to provide health coverage for the full-time employees and their dependents.  The City will also continue to reimburse employees for "out-of-pocket" health care expenses contingent upon a review in March of each year.

(a)
"Out-of-Pocket" Reimbursement.  The "out-of-pocket" health expenses are the deductible and/or the co-payment under any of the City's current employee health insurance plan(s).  The City will reimburse any payment made by the employee for the deductible amount, plus the twenty percent (20%) in the 80/20 percent amounts, or the co-payment (whichever is applicable) of the insurance plan.  When totaled, however; the amount shall not exceed Eight Hundred Dollars ($800.00) for single coverage and One Thousand Dollars ($1,000.00) for family coverage per year.

Reimbursement claims must be submitted by the employee to the City Clerk's office by September 1st of the calendar year following the insurance coverage period.  The employee must submit proper documentation.  The Personnel Committee will review the reimbursement claims and make a recommendation to the City Council.  Upon approval for payment by the City Council, the employee will be reimbursed accordingly.




(5)
Unemployment Compensation.

(a)
All employees may be eligible for unemployment compensation benefits if they are eligible per the rules and regulations established by the State of Illinois.

(b)
This policy will be administered as required by the Illinois Department of Employment Security or its successor.

(6)
Legal Defense and Liability Insurance.  In any claim or action instituted against an employee, or former employee, where such claim or action arises out of any act or omission, made in good faith, occurring within the scope of employment of the employee, or former employee, the City of Red Bud shall, upon written request of the employee or former employee, appear and defend the employee or former employee, against any such claim or action, including the process of appeal provided that and to the extent that same is covered by the City's insurance.  This Section excludes disciplinary proceedings or criminal proceedings.

(7)
Social Security and Medicare.  All classifications of employees will be covered by the provisions of Social Security and Medicare legislation, and salary deductions will be made in accordance with the law.

(8)
Retirement Medical Benefit.  All full-time employees hired prior to August 1, 1997, who have retired shall be entitled to medical insurance under the City's Health Plan as follows:

(a)
City pays percentage of retired employee's premium to age sixty-five (65) years based on three (3) times the number of completed years of full-time employment to the City, i.e. if employee worked twenty (20) years full-time, City would pay sixty percent (60%) of retired employee's medical insurance premium under the City's group plan.

(b)
Retired employee, to age sixty-five (65) years, pays balance of medical insurance premium, i.e. forty percent (40%) based on above example in paragraph (8)(a).

(c)
Retired employee pays all other medical insurance premiums for dependent(s) if a family policy is desired.

(d)
Coverage under City's medical insurance plan may continue after the retired employee reaches age sixty-five (65) if the employee pays all of the cost of the insurance coverage.  The City's participation in paying a portion of the premium ceases when the retired employee reaches age sixty-five (65).
(e)
City shall notify retired employee as to the medical insurance premium as follows:

(i)
Total premium cost based on plan selected by retired employee.

(ii)
Total premium for retired employee.

(iii)
Percentage of premium to be paid by City.

(iv)
Cost to be paid by City.

(v)
Percentage of premium to be paid by retired employee.

(vi)
Cost to be paid by retired employee for himself or herself.

(vii)
Cost to be paid by retired employee for dependent(s).

(viii)
Total amount to be paid by retired employee.

(ix)
Date(s) retired employee's share is to be paid to City.

(f)
Retired employee must send his or her share of the premium to the City Hall in a timely manner.  If any retired employee's payment is late more than two (2) times in any twelve (12) month period or if payment is not received by the next payment date, the City Council shall have the right to terminate the retired employee's benefits under this Section.


(B)

Training. 

(1)
Meetings and Seminars.  For meeting and seminars, employees may be granted leave with pay to attend meetings, seminars and conventions of professional and technical organizations, when such attendance would benefit the employee's ability to perform the job, and is approved in advance by the City Council.

(2)
Pay.  For any training program conducted after regular working hours, such training shall be voluntary unless arrangements for such training includes overtime pay for which the City Council has granted prior approval.  (Ord. No. 969; 10-02-00)
(3)
Transportation.  All employees will be reimbursed for mileage expenses incurred while attending assigned schools outside of Red Bud, Illinois.  Upon receipt of a notice to attend the training school, the employee will request the use of a department vehicle to transport those attending to and from school.  If a department vehicle is not available, reimbursement shall be made for the employee's use of his/her own personal vehicle.  When two (2) or more persons attend the same school at the same time only one (1) person will be eligible to receive reimbursement for travel.  The rate of reimbursement shall be established by the City Council.


(C)

Death Benefits.  Each employee shall fill out a designation of beneficiary form (Appendix "D").  Upon the death of a City employee, the designated beneficiary shall be entitled to receive the employee's unpaid compensation, such sums for any accrued vacation period to which the employee was entitled to at the time of death.  Such payment shall be computed by multiplying the employee's daily rate of pay by the number of days of accrued vacation at the time of death.


Family members of deceased employees should contact the Administrative Assistant for explanation of any further benefits the family members or the estate of the deceased employee may be entitled to.


(D)

Travel.

(1)
Vehicles.  Staff vehicles are to be used only for activities directly related to the conduct of business.  Unless otherwise stated the vehicles are not to be used for personal activities.  Reimbursement is provided for the use of employee's private vehicles for official business at the rate designated by the City Council for actual mileage traveled.  Private vehicles will only be used when City vehicles are not available and prior approval is given by the City Council.  Use of staff vehicles are restricted to employees who have a valid driver's license with current liability insurance and proof of same shall be given to the City.  Employees are not permitted to use City vehicles without the knowledge of their Elected Official/Department Head.  All employees using staff or private vehicles must record mileage on the expense log along with the destination and purpose of the trip.  The log is to be returned with the vehicle's keys.  Expense claims for private vehicle usage will be honored only if the listed trip is initialed by the immediate supervisor.  Any malfunctions or damages must be reported by the immediate supervisor.  Travel in any vehicle will always be by the most direct route unless otherwise approved by the Elected Official/ Department Head.

(2)
Plane or Train.  If the most economical means of travel available is by some type of transportation other than an automobile, the mode selected must be approved by the City Council before departure.  Travel by either airplane or train will be by coach class.  Reimbursements for first class accommodations may be permitted only when coach class is not available.


(E)

Reimbursement of Other Expenses.

(1)
Receipts.  An employee shall be allowed reimbursement for appropriate business expenses.  It is not necessary for the traveler to submit receipts when receiving per diem.  It is necessary to submit receipts when receiving reimbursement for individual meals.

(2)
Expense Report.  In order to be reimbursed for business expenses, the employee must submit an expense report.  This log must be signed by the employee submitting the expense claim and approved by the appropriate Elected Official/Department Head.  An expense report should be submitted to the Administrative Assistant and will be paid on the appropriate disbursement date.  Liable expenses include but are not limited to meals, conference fees, hotel and motel accommodations, taxi fares, parking and toll fees.  Personal expenses, such as excessive personal phone calls, in-room movies and bars, or other entertainment will not be reimbursed.  Receipts must accompany travel requests for reimbursements.

(3)
Non-Reimbursable Expenses.  Non-reimbursable expenses include, but are not limited to, alcoholic beverages, personal entertainment, valet service, magazines and newspapers.

(4)
Gratuities.  Gratuities shall be reimbursed to a maximum of fifteen percent (15%) except for those departments, programs, or projects which are prohibited by Federal or State rules or regulations from making reimbursements for gratuities.


13-4-9
REGULATIONS AND RESTRICTIONS.


(A)

Accident/Injuries.  Any time an employee is involved in a vehicle accident with a City vehicle or in a personal vehicle while on City business, the employee shall notify his or her Elected Official/Department Head immediately with all pertinent information, including whether personal injury is involved and whether any traffic citations were issued.  All Elected Officials/Department Heads shall, within twenty-four (24) hours, notify the Mayor of the accident.  The City employee is obligated to cooperate with the City and any of the City's legal and/or insurance representatives regarding the accident.  Additional policies regarding gas and CDL's must also be followed.


(B)

Appearance.

(1)
Neatness.  Neatness and good taste in dress as well as care toward personal hygiene, are expected of all employees.  For safety and hygienic purposes, employees may be required to comply with any appropriate dress code that is set forth by the Elected Official/Department Head during the performance of their duties.

(2)
Inappropriate Dress.  Employees may be requested to change inappropriate dress, and work lost while doing so will not be compensated by the department.  The Elected Official/Department Head is the only individual of each department who may make exceptions to the dress code.


(C)

Use of Department Property.

(1)
Replacement and Search of Property.  All department property and equipment entrusted to any employee will be used in accordance with the property's prescribed function.  All damage through recklessness, gross negligence, intentional act, deliberate misuse, or theft shall be replaced and paid for by the employee committing the violation.  Such replacement of property by the employee shall not be considered the exclusive remedy against the employee, and the employee may still be subject to discipline.  Each employee shall give his consent to have such personal areas searched by executing a consent to search from as shown in Appendix "E".  All department property, personal lockers, and personal offices and furniture are subject to search and seizure.  All department property shall be inspected by the employee's immediate supervisor prior to issuance of the property.

(2)
Use and Return of Property.  No department property, except Police Department property as stated in Section 30-2-9 of the City Code, shall be used for private and unauthorized purposes.  All employees are required to return all department property or equipment in their possession upon separation, promotion, and/or transfer.


(D)

Dissemination of Information.

(1)
Elected Officials and Department Heads.  Normally, the Elected Official/Department Head has the sole right to adopt and interpret the policies of the organization.  If in doubt, it is always preferable to consult the Elected Official/Department Head before making any statement that might possibly be misinterpreted or misconstrued by the general public or press.  The Elected Official/Department Head will make all news releases concerning the department.

(2)
Freedom of Information.  The City shall comply with the Illinois Freedom of Information Act, through designated employee(s).  No other employee is allowed to disseminate information.


(E)

Ethics.

(1)
Information and Records.  Employees, in the course of their work, may have access to information about employees or other individuals.  This may be medical, legal or job related information.  Such information is not to be repeated or discussed outside the department or with other personnel unless such information is a necessary part of the employee's assigned duty.

(2)
Conflict of Interest.  Employees shall inform the Elected Official/Department Head of any possible conflict of interest situations they may have.

(3)
Gifts and Consulting Fees.  Employees are prohibited from accepting gifts, gratuities, or any item of value for work performed on behalf of the department.


(F)

Other Employment.

(1)
Outside Employment.  Employees are prohibited from having conflicting employment while having a full-time position.  An employee may not be paid by another employer for the same period employee is being paid by the department.  If a full-time employee performs outside services or employment, such services or employment must be reported to the Elected Official/Department Head for prior approval, and advance notification must be given by the employee to the Personnel Committee.

(2)
Lecture Fees.  Fees earned by an employee for serving as an instructor for a class during other than normal working hours which is not sponsored by the department, may be retained by the employee.


Fees earned by an employee serving as an instructor for a class during other than normal working hours, jointly sponsored by the department in another community agency, will be dealt with as follows, the choice of which shall be made by the Elected Official/Department Head:

(a)
No overtime will be earned and the fee retained; or

(b)
Overtime will be earned and the fee surrendered to the City Treasury and recorded as a miscellaneous income.

(3)
Injured Employee.  Employees who are injured while engaging in other employment must notify in writing the Elected Official/Department Head and the Personnel Department within twenty-four (24) hours of the injury, stating when and where the injury occurred.  The Elected Official/Department Head will then forward this information to the Administrative Assistant.


(G)

Physical Examination.

(1)
Examination.  Each applicant for employment (full-time and part-time) will be required to successfully complete a post-offer physical examination by a doctor of the employer's choice, including a drug screen upon the request of the Personnel Committee.  At any time, employees may be required to submit to a physical examination.  As a condition of their employment, the employees of the department must authorize the release of medical testing information including drug screens to the City for City's use only.

(2)
Drug Screens.  Drug screens can be conducted on a random basis for any security personnel employed by the City, for any employee authorized to carry and use a gun while performing work related activities for the City and for any employee that is required to hold other than a Class A driver's license for work related purposes.  Those employees working in the City Gas Department are also subject to random drug testing.  A copy of any drug or alcohol test(s) results shall be kept in the employee's personnel file.  As applicable, the City's ordinances, "Controlled Substance Use and Alcohol Abuse and Controlled Substance and Alcohol Testing for CDL Drivers", and "Controlled Substance Use and Alcohol Abuse and Controlled Substance and Alcohol Testing as Required by the Department of Transportation and Pipeline Safety Regulations" will apply to each employee and if applicable, the employee shall comply with the additional policy(ies).

(a)
The term "drug screens", as used throughout this Employee Policy, shall be interpreted not to mean screens for alcohol.

(b)
Employees are encouraged to come forward and disclose to the Elected Official/Department Head, any drug problem that the employee may currently have.


(H)

Prescription Drug Use.  Any employee who is taking prescription or over-the-counter drugs or medication which may impact on abilities to perform work shall report the use of the drugs or medications to the immediate Elected Official/Department Head, along with the name and address of any medical doctors prescribing the medication.


(I)

Drug Free Workplace.  All employees, as a condition of employment, will comply with the City of Red Bud Drug Free Workplace Policy, attached to this Employee Policy as Appendix "F".  Each employee shall assign an acknowledgement stating that he has read and understands this policy, see Appendix "G".


13-4-10
RIGHTS OF EMPLOYEES.


(A)

Personnel File.  Employees are allowed to look at their own personnel files during normal business hours.  Persons wishing to view their own file shall file a written request with the Elected Official/Department Head or designated representative.  A copy of said request shall be placed in an employee's personnel file.  Nothing should be placed in an employee's personnel file nor shall anything be removed from the file without the consent of the Elected Official/Department Head.  Records of prior grievances and disciplinary action shall be maintained in the employee's personnel file.  The final decision to remove items lies within the discretion of the Elected Official/Department Head.


(B)

References.  Employees or former employees have the right to obtain references or recommendations.  Such references shall provide the applicable date of hire and the last date employed, and a general description of applicable job duties.  Additional comments concerning the employee or former employee's job performance lies with the sound discretion of the Elected Official/Department Head.  The employee authorizes comments when naming the City as a reference and hold the City free, harmless and indemnified when the City responds to a reference request.


(C)

Safety.  The Elected Official/Department Head shall implement any safety procedure adopted by the City, and employees shall comply with all of the safety procedures.

(1)
Hazardous Conditions.  All department employees are directed to report any hazardous condition to their supervisor immediately upon discovery.


13-4-11
RIGHTS OF EMPLOYER.


(A)

Direct Employee.  The employee recognizes that the City possesses the exclusive right to operate and direct the employees of the City in all legal aspects.


(B)

No Contractual Rights.  The employee further recognizes that this Policy is not a binding contract between the City and the employee.  Nothing contained in this Policy shall be construed as creating an employment agreement between the City and its employees from time to time.


(C)

Right to Amend.  The City has the right to unilaterally create new employment policies and regulations not mentioned in this Policy, and to change provisions of this Policy without prior notice, approval or consent of the employee of the City.  No change in this Policy shall apply retroactively unless so specified.


(D)

Name Supervisors.  The employer reserves the right to designate which employees shall be considered supervisors.


(E)

Management.  The employer has the ultimate responsibility for proper management including but not limited to responsibilities and the right to do following:

(1)
To maintain executive management and administrative control of the departments and its property, facilities and staff.

(2)
To hire all employees and to determine their qualifications and the condition for their continued employment or their dismissal or demotion.

(3)
To direct, supervise, promote, suspend, discipline, terminate, assign and schedule employees.

(4)
To relieve employees from duties because of a lack of work or funds, or under conditions where continued work would be insufficient or nonproductive or under conditions as may be deemed necessary or advisable by the department.

(5)
To determine services to be rendered, operations to be performed, utilization of technology and budgetary matters.

(6)
To determine the methods, processes, means, job classifications and personnel by which the operations of the department are to be conducted.

(7)
It is recognized that the employer normally exercises most of the powers, rights, authorities, duties and responsibilities through and with the cooperation of the administrative staff.


13-4-12
EMPLOYEE CONDUCT.


(A)

Statement of Principal.  Each employee is expected to accept certain responsibilities, adhere to acceptable principles in matters of personal conduct, and exhibit a high degree of personal integrity.  This not only involves sincere respect 

for the rights and feeling of others, but also demands that an employee refrain from any behavior that might be harmful to himself, his co-workers, the City, and its citizens.


(B)

Inappropriate Conduct.  Types of behavior and conduct that the City considers inappropriate include, but are not limited to, the following:

(1)
Falsifying employment or other City records;

(2)
Violating the City's nondiscrimination and/or sexual harassment policy;

(3)
Soliciting or accepting gratuities;

(4)
Absenteeism, tardiness or abuse of sick leave by misrepresentation of the leave request;

(5)
Unauthorized use of City supplies;

(6)
Reporting to work intoxicated or under the influence of nonprescription drugs, and illegal manufacturing, possession, use, sale, distribution or transportation of drugs;

(7)
Bringing or using alcoholic beverages on City property or using alcoholic beverages while engaged in City business off City premises, except where authorized;

(8)
Fighting or using obscene, abusive, or threatening language or gestures;

(9)
Violation of any federal or Illinois criminal law;

(10)
Unauthorized possession of firearm on City premises or while on City business;

(11)
Disregarding safety;

(12)
Insubordination;

(13)
Failing to maintain the confidentiality of City records or information;

(14)
Violation of any provision of this Code;

(15)
Violation of the Illinois Criminal Code;

(16)
Neglecting or failing to perform the job or doing the job inefficiently; and

(17)
Engaging in any conduct unbecoming of a City employee or that discredits the City.


[NOTE:  City police are also subject to their Code of Conduct as stated in Section 30-2-4 of the City Code.]


13-4-13
LENGTH OF SERVICE.  Length of service is defined as the length of continuous service of an employee since the employee's last date of hire with the City.


An employee's continuous service record shall be broken by voluntary resignation or discharge.


If such continuous service is broken due to curtailment of operation, said employee shall be considered on layoff.


13-4-14
DISCIPLINE.  The formal disciplinary process is a five (5) step procedure, but dismissal may occur at any step in the process.  The formal disciplinary process may begin at any step.  Elected Officials/Department Heads may use the Discipline Form attached as Appendix "H" for documentation purposes.  Under normal circumstances, these steps would be as follows:


(A)

Verbal Reprimand.  A verbal reprimand informs an employee of unsatisfactory conduct, attitude or performance, and acknowledges that such continued actions will result in more severe disciplinary actions.  The reprimand should be done in private by the Elected Official/Department Head and should be documented with the date and nature of the problem and placed in the employee's personnel file.


(B)

Written Reprimand.  A written reprimand, prepared by the Elected Official/Department Head, informs an employee of unsatisfactory conduct, attitude or performance.  Written reprimand is more severe than a verbal reprimand, but serves the same purpose to acknowledge that further unsatisfactory conduct, attitude or performance will result in more severe disciplinary action.  A copy of the written reprimand will be sent to the employee, the Elected Official/Department Head and put in the employee's personnel file.


(C)

Probation.  An employee may be placed on probation by the Mayor with the advice and consent of the City Council if the employee's performance is substandard and/or the employee's conduct and behavior are inappropriate and not condoned by management.  An employee may be placed on probation not to exceed six (6) months.  At the end of three (3) months, an informal evaluation of the employee's performance will be conducted.  At the end of the probationary period, the employee's performance will be formally evaluated.  Evaluations will determine if the employee should be retained.  If the employee violates the conditions of the probation, the employee may be subject to termination.  Removal from probationary status is based upon satisfactory completion of the probationary period, recommendation from the employee's immediate supervisor, and approval of the Elected Official/Department Head.


(D)

Suspension Without Pay.  Suspension of an employee is at the discretion of the Mayor pursuant to the procedures stated in Section 1-2-47 of the City Code.  The suspension will result in a loss of salary for the period of the suspension.  Upon return to work the suspended employee will be place on probationary status for a period not to exceed six (6) months.  If the employee violates the conditions of the probation, the employee may be subject to termination.  Removal from probationary status is based upon satisfactory completion of the probationary period, a recommendation from the employee's immediate supervisor, and the approval of an Elected Official/Department Head.  The period of suspension may be up to but not exceeding thirty (30) consecutive days without pay.  The suspension may include demotion.  Benefits shall continue to accrue.


[NOTE:  Notwithstanding the above, the Mayor, with the advice and consent of the City Council, may suspend an employee with pay when an employee is suspected of violating his/her duty owed to the City and an investigation must first be made and it is determined that it is in the best 

interests of the City that the employee should not perform his or her regular duties until the investigation is completed.]


(E)

Dismissal.  Dismissal should be used as a disciplinary action of last resort at the discretion of the Mayor.  All employees are subject to discharge by the Mayor (with advice and consent of the City Council, excepting appointed personnel) during any of the disciplinary steps and pursuant to the procedures stated in Section 1-2-47 of the City Code.


13-4-15
GRIEVANCE AND APPEAL PROCEDURE.


(A)

Purpose.  The purpose of a grievance procedure is to establish and maintain harmonious and cooperative working relationships between City and its employees, to assure equitable treatment of employees, and to provide expeditious means of resolving employee dissatisfaction over circumstances or conditions of employment.


(B)

Adherence to Procedure.  Strict adherence to the grievance procedures and time limits is mandatory, except that the time limits may be extended for good cause.


(C)

Grievance Defined.  A grievance is defined as a dispute, disagreement, complaint, or any matter concerning any term or condition of employment, or concerning the application of any departmental policy, or concerning any employee relationship, or work related issue, including appeal from a disciplinary action.


(D)

Discrimination or Harassment.  If the grievance involves an allegation by the employee of discrimination or harassment, the employee should follow the complaint procedures listed in Section 2-1-7 of the City's Discrimination and Harassment Policy of the City Code.


(E)

Day Defined.  As used in this Section, the term "day" shall mean working day.


(F)

Denial of Grievance.  At any step, if a written response is not provided to the grieving employee within the ten (10) day time frame, the grievance will be considered denied at that step, and the employee may proceed to the next step.


(G)

No Grievance Procedure.  If any employee is suspended or discharged by the Mayor pursuant to Section 1-2-47 of the City Code, the discipline and/or discharge shall constitute the final resolution of the matter and there shall be not access in this instance to the various steps of the grievance procedure.

(1)
Dispute Resolution Procedure.  To build effective working relationships with the City employees and to promote the efficient operation of the City, the following procedures are established for the resolution of disputes arising in the course of an employee's employment:

(a)
Step One.  Discussion of the problem with the Department Head within five (5) working days of the events giving rise to the dispute.

(b)
Step Two.  If the problem is not resolved after discussion with the Department Head or if the employee believes discussion with the Department Head is inappropriate, the employee may present the dispute in writing to the Mayor within ten (10) working days of the events giving rise to the dispute.  The Mayor will respond within ten (10) working days.

(c)
Step Three.  If an employee is not satisfied with the Mayor's decision, the employee may prepare a written summary and request that the matter be reviewed by the Personnel Committee.  A request to the Personnel Committee must be made in writing within five (5) working days of the Mayor's decision.  The Committee, after a full examination of the facts (which may include a review of the written summary of the employee's statement, discussion with all individuals concerned, and a further investigation if necessary) will render its decision within ten (10) working days of the date the employee filed his request for review.

(d)
Step Four.  An employee may appeal the decision of the Personnel Committee to the City Council within five (5) working days of receipt of the decision of the Personnel Committee.  The Council shall take such action as it deems appropriate.  The decision of the City Council shall be final and made within ten (10) working days of the date the appeal is filed.

(e)
All requests to review and all appeals shall be in writing and shall be filed with the City Administrative Assistant who shall write the date of filing on each request to review or appeal.


13-4-16
LAYOFFS.  In the event it becomes necessary to layoff employees for any reason, employees will be laid off based on the following criteria:  Employee's knowledge, skills, and abilities in relation to positions available, lack of work, lack of funds, the employee's length of service, the employee's work record including commendations as well as disciplinary action, the employee's attitude and relations with other employees as well as other agencies and change in duties of the department.  The employee shall receive two (2) weeks' notice.


13-4-17
RESIGNATION.  Sick leave, vacation, and retirement fund benefits cease at midnight on the date of termination.  Life and health insurance will cease at the end of the month of the termination.  Employees may elect to continue participation in the plan on a self-pay basis as provided by Federal and State statutes.  The employee will be paid for each day of accrued and unused compensatory time, sick leave and vacation time.  Monies accumulated in the employee's retirement account may be refundable, according to IMRF Rules.  Forms required to request this refund are available from the Assistant Administrator's office.

(Ord. No. 886; 07-07-97)

APPENDIX “A-1”

CITY OF RED BUD POLICY

ON

CONTROLLED SUBSTANCE USE AND ALCOHOL ABUSE

AND

CONTROLLED SUBSTANCE AND ALCOHOL TESTING

FOR

CDL DRIVERS

I.
PURPOSE.


The City of Red Bud has a standing commitment to maintain the highest standards for employee safety and health.  The use of controlled substances and the abuse of alcohol is contrary to these standards.  The purpose of this anti-drug abuse plan is to reduce accidents that result from the use of controlled substance and alcohol abuse, thereby reducing fatalities, injuries and property damage.  It is the further purpose of this policy to set forth the education/training program which addresses the use of controlled substances and the misuse of alcohol by drivers in safety sensitive positions, and to explain the City of Red Bud’s policy regarding referral to a Substance Abuse Professional for those drivers who fail either an alcohol or drug test.  This policy also explains the alcohol and drug testing procedures that will be followed in order to be in compliance with the Department of Transportation and Federal Highway Administration regulations.  (Effective Date: January 2, 1996)

II.
CITY REPRESENTATION.


The City of Red Bud representatives who are to receive the alcohol and drug testing results are: Mayor or Acting Mayor and the Superintendent of the City of Red Bud.


The following person is responsible for answering questions regarding this policy and the alcohol and drug testing procedures.  David J. Diewald.

III.
POLICY.


A.
The City of Red Bud, (hereinafter “City”) expects all employees to report to work in a condition to perform the duties of their job.  While the City does not normally intend to intrude into the private lives of its employees, the City recognizes that employees’ off-the-job, as well as on-the-job involvement with drugs and/or alcohol can have an impact on the workplace and on the City’s ability to accomplish its goal of a drug free environment.  Accordingly, the City has adapted the following policy.


B.
Employees will not be allowed to perform in a safety sensitive function under the following conditions:



1.
When a driver is in possession of a controlled substance.



2.
When a driver has tested positive for a controlled substance.



3.
When a driver is in possession of unmanifested alcohol.



4.
When a driver has an alcohol concentration of 0.04 or greater.

5.
When there is a determination, based upon reasonable suspicion, that a driver is under the influence of alcohol or controlled substance.


C.
It is the further policy of this City that no driver shall use alcohol while performing a safety sensitive function or be allowed to perform a safety sensitive function within four (4) hours after using alcohol.


D.
Any driver who refuses to submit to an alcohol or controlled substance test shall not be allowed to perform, or continue to perform a safety sensitive function.


E.
Any employee who violates any of the above provisions will be disciplined, up to, and including termination.  Disciplinary action is a matter of City policy under Section 1/2/47 of the Revised Code of Ordinances of the City (hereinafter referred to as “City Code”) and does not fall within the scope of the Federal Regulations.

IV.
DEFINITIONS.


A.
PROHIBITED DRUG means any of the following controlled substances: marijuana, cocaine, opiates (heroin/morphine), amphetamines, phencyclidine (PCP), or ecstasy.  (Ord. No. 1242; 11-01-10)

B.
ALCOHOL means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols, including methyl and isopropyl alcohol.


C.
ALCOHOL USE means the consumption of any beverage, mixture, or preparation, including any medication, containing alcohol.


D.
DRIVER means any person who operates a commercial motor vehicle, including: full time, regularly employed drivers; intermittent or occasional drivers; leased drivers and independent owner-operator contractors who are either directly employed by or under lease to City or who operate a commercial motor vehicle at the direction of or with the consent of City.  The term also includes any person applying for a position of driving a commercial motor vehicle.


E.
COMMERCIAL MOTOR VEHICLE means a motor vehicle or combination of motor vehicles used in commerce to transport passengers or property if the vehicle:

1.
Has a gross combination weight rating of 26,001 or more pounds (including a towed vehicle); or

2.
Is designed to transport sixteen (16) or more passengers including the driver; or

3.
Is of any size and is used in the transportation of materials found to be hazardous under the Hazardous materials Transportation Act, and which require the MV to be placarded.


F.
PERFORMING A SAFETY SENSITIVE FUNCTION means a driver is considered to be performing a safety sensitive function during any period in which he or she is actually performing, ready to perform, or immediately available to perform any safety sensitive function.


G.
REFUSE TO SUBMIT means; in an alcohol test, that a driver has failed to provide adequate breath for testing; and in a controlled substance test that the driver has failed to provide adequate urine for testing, in either case without a valid medical explanation after he/she has received notice of the requirement for testing in accordance with this rule.


H.
SUBSTANCE ABUSE PROFESSIONAL (SAP) means a licensed physician, or a licensed or certified psychologist, social worker, employee assistance professional, or addiction counselor (certified by the National Association of Alcoholism and Drug Abuse Counselors Certification Commission) with knowledge of and clinical experience in the diagnosis and treatment of alcohol and controlled substance related disorders.

V.
DRUG AND ALCOHOL TESTS.


A.
TESTS.  Drug and alcohol tests shall be classified as follows:  pre-employment; random; reasonable suspicion; post-accident; return-to-duty; and follow-up.  A driver shall not be allowed to perform a safety sensitive function if the MRO reports a positive result for a controlled substance test and unless he/she has an alcohol concentration of less than 0.02.  If the result of an alcohol test is 0.02 or greater, but less than 0.04, the driver will not be allowed to perform a safety sensitive function until the next scheduled duty period but not less than twenty-four (24) hours following the test.  If the result of an alcohol test is 0.04 or greater, the employee has failed the test.


B.
PRE-EMPLOYMENT.  Before being allowed to perform in a safety sensitive function for the first time, a driver must pass a controlled substance test.  PRE-EMPLOYMENT ALCOHOL TESTING IS NOT REQUIRED.


C.
RANDOM.  The City will select drivers for random testing at the following percentage rates:



1.
alcohol test



25%



2.
controlled substance testing

50%

a.
These percentage rates are based upon the average number of driver position.  The selection process shall be a valid method that assures that each driver shall have an equal chance of being tested each time selections are made.

b.
A sufficient number of drivers shall be randomly selected for alcohol testing each calendar year to equal the minimum annual percentage rate of 25% or as determined by the FHWA.

c.
A sufficient number of drivers shall be randomly selected for controlled substance testing each calendar year to equal the minimum annual percentage rate of 50%.
d.
All random tests to be conducted will be announced and the dates of testing spread reasonably throughout the calendar year.

e.
Each driver, when notified of being selected for either alcohol or controlled substance testing, shall immediately proceed to the testing site.  If the driver is performing a safety sensitive function at the time of notification, he/she will cease to perform that function and proceed to the testing site as soon as possible.

f.
A driver to be tested for alcohol shall only be tested just before, just after or while performing a safety sensitive function.


D.
POST-ACCIDENT.  As soon as practicable following an accident, each surviving driver who was performing a safety sensitive function shall be tested for controlled substance and alcohol if:



1.
The accident involved the loss of human life; or

2.
The driver received a traffic citation for a moving violation arising out of the accident.

a.
Any driver involved in an accident shall notify the City as soon as possible.  Any driver who is unable to comply with the controlled substance and alcohol testing requirements due to injuries sustained in the accident, shall provide authorization for obtaining hospital records that would indicate the presence, if any, of controlled substance or alcohol in his/her system.

b.
Except as necessary to obtain medical attention for any injured person, a driver subject to post-accident testing shall remain readily available for such testing or may be deemed to have refused to submit to testing.

c.
Any driver required to take a post-accident test, shall not use alcohol for eight (8) hours following the accident, or until an alcohol test has been administered, whichever occurs first.

d.
If a required alcohol test is not administered within two (2) hours following an accident, the City must make and keep on file a record stating the reasons the test was not promptly administered.

e.
If a required alcohol test is not administered within eight (8) hours following an accident, the City shall cease attempts to administer the test and will make and keep on file a record stating the reasons the test was not administered.

f.
If a controlled substance test is not administered within thirty-two (32) hours following an accident, the City shall cease attempts to administer the test and will make and keep a record stating the reasons the test was not administered promptly.


E.
REASONABLE SUSPICION.  A driver shall submit to an alcohol test where reasonable suspicion exists that the driver has violated any provision of this policy regarding the use of alcohol.  Determination for reasonable suspicion shall be made by a trained City representative and must be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors of the driver.  This determination shall be made just before the driver is to perform a safety sensitive function, while he/she is performing a safety sensitive function, or just after he/she has ceased performing a safety sensitive function.

1.
If an alcohol test based upon reasonable suspicion is not administered within two (2) hours after the determination is made, the City shall prepare and maintain on file a record stating the reasons the test was not administered.  If the test is not administered within eight (8) hours, the City shall cease attempts to administer the test and prepare and maintain on file a record stating the reasons the test was not administered.

2.
Even if an alcohol test based upon reasonable suspicion is not administered, the City shall not allow a driver to perform a safety sensitive function while the driver is under the influence of, or impaired by, alcohol as shown by his/her behavior, speech or other indications of alcohol misuse until either a test is administered and the alcohol concentration is under 0.02 or twenty-four (24) hours have elapsed following the reasonable suspicion determination.

3.
In the absence of an alcohol test, the City will take no other action against a driver based solely on the driver’s behavior and appearance.

4.
A driver shall submit to a controlled substance test where reasonable suspicion exists that the driver has violated any provisions of this policy regarding the use of controlled substance.  Determination for reasonable suspicion shall be made by a trained City representative and must be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech or body odors of the driver, and may 

include indications of the chronic and withdrawal effects of controlled substance.

The City representative making the determination for a reasonable suspicion test for controlled substance shall make a written record of his/her observations within twenty-four (24) hours of the observed behavior or before the test results are released, whichever is earlier.

VI.
RECORDS.


A.
RECORDS CONFIDENTIAL.  The City shall keep the records of its alcohol and controlled substance abuse prevention programs and tests results in a secure location with controlled access in order to maintain confidentiality.


B.
RECORDS RETAINED -- FIVE YEARS.  The following records shall be retained for a period of five (5) years.



1.
Alcohol test results indicating 0.02 concentration or greater.



2.
Controlled substance test results verified positive.



3.
Refusals to take required alcohol/controlled substance tests.



4.
Calibration documents.



5.
Driver evaluation and referrals.



6.
Calendar year summaries of all tests administered.


C.
RECORDS RETAINED -- TWO YEARS.  The following records shall be retained for a period of two (2) years.



1.
Records related to the collection process.



2.
Training records.


D.
RECORDS RETAINED - ONE YEAR.  The following records shall be retained for a period of one (1) year.



1.
Alcohol test results indicating less than 0.02 concentration.



2.
Controlled substance test with negative results.


E.
CONFIDENTIALITY.  The City shall not release any driver information maintained on file except that required by law or authorized by an individual driver.


F.
REQUEST FOR DISCLOSURE.  Upon written request, the City shall promptly provide a driver with copies of records pertaining to the driver’s use of alcohol or controlled substance including test records or forward the records to a subsequent employer.


G.
RECORDS--PREVIOUS EMPLOYMENT.  The City may, with a driver’s written consent, obtain from a previous employer records pertaining to alcohol and controlled substance testing that are required to be maintained.

1.
The City shall, with a driver’s written consent, obtain from a previous employer information on alcohol test results of 0.04 or greater and positive controlled substance test and refusals to be tested within the previous two (2) years.  If this information is not obtained prior to the driver performing a safety sensitive function for the first time, it must be obtained within fourteen (14) days after performing a safety sensitive function for the first time or the driver cannot be allowed to continue to drive.  If the driver discontinues in a safety sensitive function before the fourteen (14) days elapses, the City must still obtain the required information.

VII.
RECEIPT OF POLICY.


A.
ACKNOWLEDGMENT.  Each applicable employee, present and/or future, shall sign the acknowledgment written below either immediately following the adoption of this policy, immediately following his/her employment with the City, if applicable, or prior to doing any act which is covered by this policy.

I hereby acknowledge receiving a copy of the City of Red Bud’s policy on Controlled Substance Use and Alcohol Abuse.  I also acknowledge receiving information concerning the effects of alcohol and controlled substance use on an individual’s health, work and personal life; and a referral list of groups and individuals offering assistance to an individual with an alcohol or a controlled substance abuse problem.

Name/Printed

Signature

Date

VIII.
ALCOHOL TESTING PROCEDURES.


A.
The following procedures shall be followed in order to administer proper alcohol tests.

1.
Breath Alcohol Technician.  A Breath Alcohol Technician (BAT) shall perform the test.  A BAT shall be trained to proficiency in the operation and calibration of the specific EBT and he/she is using and in the alcohol testing procedures.

a.
A BAT-qualified supervisor shall not test an employee except if no other BAT is available to perform the test in a timely manner.

b.
Law enforcement officers who have been certified by a state or local government to conduct breath alcohol tests are qualified to act as BATs if the officer has been certified in the use of the specific EBT used for DOT testing.

2.
Evidential Breath Tester (EBT).  EBTs shall meet the following requirements.

a.
Be capable of independently providing a printed test result in triplicate, or three (3) consecutive identical copies of each breath test.

b.
Be capable of assigning a unique and sequential number to each test.  This number must be read by the BAT and the employee before each test and must also be printed on each copy of the test results.

c.
Be capable of printing out on each copy of the test results the manufacturer’s name for the device, the device’s serial number and the date and time of the test.

d.
Be capable of distinguishing alcohol from acetone at the 0.02 alcohol concentration level.

e.
Be capable of testing an air blank prior to each collection of breath.

f.
Be capable of performing an external calibration check.

i.
All confirmation tests will be conducted using the EBT that meets the above requirements.  If a screening test is done using an EBT that does not print out the results, the BAT must record the test results in a log book assigned to the specific EBT that is being used.

3.
Quality Assurance Plan (QAP).  The EBT being used under this plan and by this employer shall have a quality assurance plan developed by the manufacturer.  This plan shall fulfill the following requirements:

a.
Designate the method to be used to perform external calibration checks of the device using only calibration equipment approved by the NHTSA.

b.
Specify the minimum interval for performing calibration checks.

c.
Specify the tolerance on an external calibration check within which the EBT is regarded to be in proper calibration.

d.
Specify inspection, maintenance and calibration requirements and intervals for the device.

i.
This employer shall comply with the QAP for the EBT being used and shall insure that external calibration checks are performed as provided in the QAP.

ii.
If an external calibration check results in a reading outside the tolerances as set forth in the QAP, the EBT shall be removed from service until it has been calibrated and an external calibration check performed resulting in a reading within the specified tolerance.

iii.
All external calibration checks and calibrations shall be recorded in a log book designated for this purpose. 

iv.
When an EBT is not being used it shall be stored in a secure place.

4.
Location for Breath Alcohol Testing.  Alcohol testing shall be conducted in a location that affords visual and aural privacy to the individual being tested.  All necessary equipment, personnel and material for breath testing shall be provided at the location where testing is conducted.  All testing shall be performed as follows:

a.
No unauthorized person shall be allowed in the testing area at any time when testing is being conducted or when the EBT is unsecure.

b.
The BAT shall test only one (1) employee at a time and shall not leave the testing area while in the process of testing an individual.

c.
Under circumstances dictating that an alcohol test be conducted outdoors at the scene of an accident, the test may be carried out even though visual and aural privacy cannot be strictly observed.  In such case, visual and aural privacy shall be provided to the greatest extent practicable.

5.
Breath Alcohol Testing Form and Log Book.  Breath Alcohol Testing Forms shall comply with DOT requirements.

a.
The forms shall consist of three (3) identical copies:  Copy 1 (white) shall be given to the employer; Copy 2 (green) shall be given to the employee; and Copy 3 (blue) shall be retained by the BAT.

b.
A log book shall be used in conjunction with an EBT that meets the following requirements:

i.
Provide printed results in triplicate, or three (3) consecutive identical copies, of each breath test.

ii.
Provide for each test a unique and sequential number which is capable of being read by the BAT and the employee, and which is printed on each copy of the test results.

iii.
Print on each copy of the test results the manufacturer’s name for the EBT, the EBT’s serial number and the time of the test.

c.
Each EBT shall have a specific log book assigned to it when the log book is required.

6.
Procedures for Screening Tests.  All tests shall be screened as follows:

a.
An employee to be tested shall provide a photo ID, or be identified by an employer representative.  The BAT shall provide ID if requested by the employee.  The BAT shall explain the testing procedure to the employee.

b.
The BAT shall complete Step 1 on the Breath Alcohol Testing Form and the employee shall read and sign Step 2 of the form.  Refusal to sign the certification in Step 2 will constitute a refusal to take the test.

c.
The BAT shall open a sealed mouthpiece and attach it to the EBT as per the manufacturer’s instructions.

d.
The BAT shall instruct the employee to blow forcefully into the mouthpiece for at least six (6) seconds or until the EBT indicates that an adequate amount of breath has been collected.

e.
The BAT shall show the employee the results displayed on the EBT.

f.
The BAT shall then affix one (1) copy of the printout to each of the copies of the Breath Alcohol Testing Form with tamperproof tape.

g.
If the EBT does not provide a printed result, the BAT shall record the results in Step 3 of the testing form and in the log book designated for that EBT and have the employee initial the entry.

h.
An alcohol concentration of 0.019 is a negative test.  The BAT should sign Step 3 of the testing form and then have the employee sign Step 4.  The BAT shall then notify the City representative of the results.

i.
An alcohol concentration of 0.02 or greater requires a confirming test which must be administered not less than fifteen (15) 

minutes nor more than twenty (20) minutes after the screening test.

j.
While waiting for the fifteen (15) minute period to pass, the BAT shall advise the employee not to eat, drink or put anything in his mouth and not to belch if at all possible.  The BAT shall explain to the employee that this is to eliminate the possibility of mouth alcohol which would result in a false test concentration.

7.
Procedure for Conducting a Confirming Test.  Confirming tests shall be conducted as follows:

a.
A new mouthpiece shall be used for the confirmation test.

b.
The BAT shall ensure that the EBT registers an air blank prior to the test.

c.
The BAT shall then instruct the employee to take a deep breath and blow in to the EBT until told to stop.

d.
If the confirmation test result differs from the screening test result, the confirmation test result shall be deemed the final test result.

e.
The BAT shall show the employee the displayed result on the EBT.

f.
The BAT shall then affix one (1) copy of the printed result to each of the test forms using tamperproof tape.

g.
The BAT shall sign and date Step 3 of the form and have the employee sign and date Step 4.


h.
If the confirming test result is 0.02 or greater, the BAT shall immediately notify the City representative in a confidential manner.

i.
The BAT shall perform a calibration check immediately after a confirmation test.



8.
Invalid Test.  A breath alcohol test shall be invalid if:

a.
The BAT does not sign the testing form in Step 3 as required.

b.
The printed result does not match the displayed result on the EBT.

c.
The test number displayed on the EBT does not match the printed test number.

d.
The BAT does not observe the fifteen (15) minute waiting period between the screening and confirmation tests.

e.
An air blank does not result in a reading of 0.000 prior to the test.

f.
The BAT does not note the Remarks section of Step 3 that the employee failed or refused to sign the form in Step 4 following the completion of the test.

g.
If the EBT fails to print a confirmation test result.

h.
If a calibration check indicates that the EBT is not within the tolerances of the known test standard.

9.
Refusal to Test.  It shall be considered a refusal to test if the employee:

a.
Refuses to sign the Step 2 of the testing form.

b.
Refuses to provide a breath.

c.
Refuses or fails to provide an adequate amount of breath for testing.

d.
Refuses to cooperate with the testing process in a way that prevents the completion of the test.

e.
A refusal shall be noted in the Remarks section of the testing form, the testing process terminated and the City representative notified immediately.

10.
Inability to Provide Adequate Amount of Breath.  If an employee is unable, or alleges that he/she is unable to provide an adequate amount of breath for testing because of a medical condition, the BAT shall instruct the employee to attempt to provide an adequate amount of breath.  If the employee refuses, the BAT shall immediately notify the City representative.  If the employee attempts but fails to provide an adequate amount of breath , the BAT shall note this in the Remarks section of the testing form and immediately notify the City representative.

a.
In the case of an employee who attempts but fails to provide an adequate amount of breath, the employee shall refer the employee as soon as possible to a licensed physician for an evaluation.

b.
If the physician determines that there is a medical condition that has, or probably could have precluded the employee from providing an adequate amount of breath, the employee’s failure to provide an adequate amount of breath shall not be deemed a failure to take the test.  The physician shall provide a written statement of his opinion to the employer.

c.
If the physician is unable to determine that a medical condition could prevent the employee from providing an adequate amount of breath, the employee’s failure to provide an adequate amount of breath shall be regarded as a refusal to take the test.  The physician shall provide a written statement of his opinion to the employer.

IX.
SPECIMEN COLLECTION PROCEDURE FOR CONTROLLED SUBSTANCE TESTS.


A.
Controlled Substances.  Only the following controlled substances will be tested for:



1.
Marijuana



2.
Opiates (including Heroin and Morphine)


3.
Cocaine



4.
Amphetamines



5.
Phencyclidine (PCP)



6.
Ecstasy

(Ord. No. 1242; 11-01-10)


B.
Collection Site.  The collection site must meet the following conditions:

1.
The collection site shall have all necessary materials, equipment, facilities, and supervision to provide for the collection and temporary storage until shipped to a certified drug testing laboratory.

2.
The collection site shall provide a private toilet facility and a source of water for washing hands.

3.
If the toilet facility is available for use by other personnel, it must be secured during the collection procedure.

4.
No unauthorized personnel shall be permitted in the collection site when urine specimens are collected and the collection site shall have only one (1) donor under his/her supervision at any time.

5.
An observed collection may be done if there is reason to believe that the donor has altered or adulterated the specimen, or the donor tested positive previously under DOT regulations.  The observed collection must be agreed to by the City representative and must be done by the person of the same gender as the donor.

6.
In order to ensure that a specimen is not altered or adulterated the following steps shall be taken:

a.
The donor shall be positively identified;

b.
A bluing agent shall be put in the toilet tank and stool;

c.
The donor shall be asked to remove any outer garments such as jackets and will not be allowed to take any purses or briefcases into the restroom;

d.
The donor will be instructed to wash his/her hands;

e.
After washing, the donor shall remain in the presence of the collection site person and shall not have access to any water or other material which could be used to contaminate the specimen; and

f.
The collection container shall be unwrapped in the presence of the donor.


C.
Collection.  Collection of urine samples shall comply with the following rules and meet the following conditions:

1.
Prior to providing a urine specimen, the employee shall be requested to fill out and sign a consent form authorizing release of the test results to his/her employer's representative.

2.
The employee shall be instructed to provide 45ml of urine.

3.
After receiving the specimen from the employee in the collection cup, the collection site person shall measure the temperature of the specimen within four (4) minutes and inspect the specimen for evidence of contamination.

4.
Failure of the specimen to register a temperature constitutes reason to believe that the employee altered or substituted the specimen.  The employee may volunteer to have his/her temperatures taken by some means other than rectally.

5.
All specimens suspected of being altered or contaminated shall be shipped to the laboratory for testing.  A second, observed collection, shall be obtained by a collection site person of the same gender.

6.
After receiving a specimen, the collection site person shall pour 30ml of urine in the primary bottle and at least 15ml in the second, or split sample.

7.
If the employee does not provide the required amount of urine, the specimen shall be discarded.  The employee will then be directed to drink up to forty (40) ounces of liquid, distributed reasonable through a period of up to three (3) hours, or until the employee provides a specimen, whichever occurs first.  If the employee refuses to drink liquids 

or to provide a new specimen, the collection site person shall terminate the collection and provide written notification to the City that the employee has refused to submit to testing.  If the employee has not provided a sufficient specimen within three (3) hours of the first unsuccessful attempt to provide a specimen, the collection site person shall discontinue the collection and notify the employer.

8.
The City shall direct any employee who does not provide a sufficient urine specimen to obtain, as soon as possible after the attempted collection, an evaluation from a licensed physician who is acceptable to the City concerning the employee's ability to provide an adequate amount of urine.

9.
If the physician determines, in his/her reasonable medical judgment, that a medical condition has, or with a high degree of probability, could have precluded the employee from providing an adequate amount of urine, the employee's failure to provide an adequate amount of urine shall not be deemed a refusal to take a test.  For this purpose, a medical condition includes an ascertainable physiological condition (a urinary system dysfunction) or a documented pre-existing psychological disorder, but does not include unsupported assertions of "situational anxiety" or dehydration.

10.
If the physician, in his/her reasonable medical judgment, is unable to make a determination of the employee's ability to provide an adequate urine specimen, the employee's failure to provide an adequate amount of urine shall be regarded as a refusal to take a test.

11.
In either case outlined in paragraphs (9) and (10) above, the physician shall provide to the MRO a brief written statement setting forth his/her conclusion and the basis for it, which shall not include detailed information on the medical condition of the employee.  Upon receipt of this statement, the MRO shall report his/her conclusions to the City in writing.

12.
After the employee has provided an adequate urine specimen, the specimen shall not leave the sight of either the employee or the collection site person until the specimen is sealed, initialed by the employee, and placed in the shipping container which is sealed and initialed by the collection site person.  The designated Chain of Custody forms shall be placed in the shipping container for transport to the laboratory.

13.
Failure of the employee to cooperate with the collection process shall be documented on the drug testing form and the City representative notified.

14.
If the specimen is being collected as part of a post-accident test, medical attention needed by the employee shall not be delayed in order to collect the specimen.  (Ord. No. 877; 05-05-97)

D.
Laboratory Chain of Custody, Testing Procedures.  The following laboratory, chain of custody and testing procedures shall be followed:

1.
Collection kits are transported to CompuChem Laboratories, Research Triangle Park, N.C. via Roche Courier Network.

2.
Kits are taken directly to the limited access, restricted toxicology department.

3.
The kits are inspected for evidence of tampering.

4.
Kits are opened and evidence tape seals are inspected for evidence of tampering.

5.
Chain-of-custody form is verified as to having all areas of required information completed.  [NOTE:  In the event all of the above cannot be verified, the laboratory will reject the specimen and notify the MRO.]

6.
Each specimen is assigned an accession number with one (1) accession number label placed on the specimen bottle and an additional number label placed on the bottle cap.  This accession number will be reported as the specimen number on the result report.

7. 
An aliquot of the sample is withdrawn from the bottle and screened by immunoassay.

8.
In the event any specimen screens positive, an additional aliquot is withdrawn from the original bottle and screened by a second immunoassay of different methodology for verification.  [NOTE:  In the event a specimen screens positive on the original immunoassay and screens negative on the second immunoassay, CompuChem will report this specimen as negative.]

9.
After two (2) positive immunoassay screens, an additional aliquot is withdrawn from the original bottle for Gas Chromatography/Mass Spectrometry (GS/MS) confirmation.  [NOTE:  In the event the positive screen results cannot be confirmed by GS/MS, CompuChem will report this specimen as negative.]

10.
Toxicology technicians enter results into the toxicology department computer system and generate department result reports.

11.
Another technician verifies the accuracy of the results.

12.
After verification, the results are then transmitted to out computer main frame for generation to the Medical Review Officer (MRO).

13.
At this time, Dr. Paula Childs, or Dr. Francis Esposito, receives a copy of the results along with the testing data.

14.
Dr. Childs or Dr. Esposito, then certifies the results and sends, via US Mail, a signed copy of the chain-of-custody form to the MRO.  [NOTE:  All DOT specimens are processed separate from other toxicology specimens.  All processing procedures, as noted on the chain-of-custody form, are verified by the technician’s signature.]


E.
Blind Testing.  This company shall submit blind test specimens to the laboratory for the purpose of testing quality control procedures.  For each one hundred (100) employees’ specimens submitted, the company shall submit three (3) blind specimens.  All of these specimens shall be from individuals not on the random test list.


F.
Medical Review Officer (MRO).  A Medical Review Officer shall have the following duties and responsibilities:

1.
The MRO shall be responsible for reviewing the chain-of-custody to ensure that it is complete and correct and to review the results of the test.

2.
The responsibility of the MRO with respect to negative tests is strictly administrative, to notify the City representative of the negative results.

3.
In the case of a confirmed positive test the MRO's duty is to review and interpret the results.  The MRO shall examine alternate medical explanations for a positive test.  This may include a medical interview 

with the employee and a review of the employee's medical history.  The MRO shall review all medical records made available by the employee.  The MRO shall not consider the results of a positive urine test if the specimen was not obtained or processed in accordance with this collection procedure, which these procedures are described in Section IX, Part C, Subparts 1 through 14.

4.
In the case of a positive test, the MRO shall contact the employee directly, on a confidential basis to determine whether the employee wishes to discuss the test results.

5.
If after making reasonable efforts, the MRO is unable to contact the employee, the MRO shall contact the City representative who shall direct the employee to contact the MRO as soon as possible.  The City representative shall do this in a manner which maintained confidentiality.  If after making reasonable efforts, the City representative is unable to contact the employee, the City may place the employee on temporary medically unqualified status or medical leave.

6.
The MRO may verify a test as positive without talking to the employee in any one of the three circumstances:


(a)
The employee refuses to discuss the results with the MRO, or

(b)
Neither the MRO nor the City representative, after making all reasonable efforts, has been able to contact the employee within fourteen (14) days of the date on which the MRO receives the confirmed positive test result from the laboratory, or

(c)
The City representative has successfully made and documented contact with employee and instructed the employee to contact the MRO, and more than five (5) days have passed since the date the employee was successfully contacted by the City representative.

7.
The MRO shall declare the test as negative if the employee presents information verifying a medical reason for the positive test result.

8.
If a test is verified positive under the circumstances specified in paragraphs 6(b) or 6(3) above, the employee may present to the MRO information documenting that serious illness, injury, or other circumstances unavoidably prevented the employee from being contacted by the MRO or the City representative or from contacting the MRO within the time provided.  The MRO on the basis of such information, may reopen the verification, allowing the employee to present information concerning a legitimate explanation for confirmed positive test.  If the MRO concludes that there is a legitimate explanation, the MRO declares the test to be negative.

9.
In the case of a verified positive test the MRO shall notify the employee that he/she has seventy-two (72) hours to request reanalysis of the split-specimen.  If the employee requests a reanalysis of the split-specimen the MRO shall direct the laboratory to send the split-specimen to another DHS certified laboratory.  If the reanalysis fails to reconfirm the presence of drugs, or drug metabolite found in the primary specimen, or if the split-specimen is unavailable, inadequate for testing or untestable, the MRO shall cancel the test and report cancellation and the reasons for it to the DOT, the City and the employee.

10.
If the analysis of the split-specimen is confirmed by the second laboratory for the presence of the drug(s) or drug metabolite(s), the MRO shall notify the City and the employee of the results of the test.

11.
If the employee has not contacted the MRO within the specified seventy-two (72) hour period, the employee may present information documenting a valid reason why he/she could not do so.  If the MRO concludes there is a legitimate reason why the employee could not meet the seventy-two (72) hour requirement, the MRO shall direct that the analysis of the split-specimen be carried out.

12.
The MRO may not disclose to any third party medical information provided by the employee except the MRO may disclose such information to the City, a DOT agency or other Federal safety agency, or a physician responsible for determining the medical qualification of the employee under an applicable DOT agency regulation only if:

a.
A DOT regulation permits or requires such disclosure;

b.
In the MRO’s medical judgment the information could result in the employee being determined to be medically unqualified under an applicable DOT agency rule; or

c.
In the MRO’s medical judgment the information indicates that continued performance by the employee in his/her safety sensitive function could pose a significant safety risk.

13.
Before obtaining medical information from the employee as part of the verification process, the MRO shall inform the employee that the information provided by him/her may be disclosed to third parties, as provided by these regulations, and inform the employee of the identities of those parties.

14.
Any employee subject to a drug test as required shall, upon written request, have access to any records relating to his/her drug test and any records relating to the results of any relevant certification, review or revocation-of-certification proceedings.


G.
Consequences of a Positive Test.  If an employee tests positive, the following shall occur:

1.
If an employee’s alcohol concentration is 0.02 or more, but less than 0.039, the employee must be immediately removed from duty for at least twenty-four (24) hours.  If the employee’s alcohol concentration is 0.04 or more the employee has failed the test.  Then the employee must be immediately removed from performing any safety sensitive function.

2.
If any employee has a verified positive test for any prohibited controlled substance, the employee must be immediately removed from his/her safety sensitive function.

3.
An employee who fails either a drug test or an alcohol test shall be provided information on resources available for evaluating and resolving problems associated with the misuse of alcohol and use of controlled substances.

4.
No employee shall be allowed to return to performing a safety sensitive function until the SAP certifies the employee has properly followed any prescribed rehabilitation program and has passed a return-to-duty drug or alcohol test.

5.
The cost of a rehabilitation program and/or counseling by a SAP shall be paid for through the City’s insurance program if available.  Any part of the cost of rehabilitation and/or counseling not covered by insurance shall be paid for by the employee.


H.
Training.  The City Supervisor and employees shall receive the following training:

1.
Supervisors.  A supervisor designated by the City to make a determination to test for cause shall undergo at least sixty (60) minutes of training on alcohol misuse.  This training shall cover the following indicators or alcohol misuse:  physical, behavioral, speech, performance and odors.  The supervisor shall receive at least sixty (60) minutes of training on controlled substance use.  The training shall cover the physical, behavioral, and performance indicators of probable use of controlled substances.

2.
Employees.  Each employee who performs a safety sensitive function shall receive a copy of this policy.  Each employee who performs a safety sensitive function shall receive at least sixty (60) minutes of training on the effects of drug use on personal health, safety and work environment; and on the manifestations and behavioral cues indicating drug use.  Each employee shall also receive information about the effects of alcohol misuse on an individual’s health, work and personal life; and on the signs and symptoms of an alcohol problem.  Each employee shall sign a Certificate of Receipt upon receiving the above information.

X.
CONTROLLED SUBSTANCE TESTING.

A.
Collection Site


Heckman Healthcare, Inc.








677 W. Imboden








Decatur, IL  62521








(217) 428-1306


B.
Medical Review Officer

Dr. David Fletcher








1770 Lakeshore Dr., Suite 102








Decatur, IL  62521








(217 423-4300


C.
Testing Laboratory


CompuChem Laboratories, Inc.








3308 Chapel Hill/Nelson Highway








Research Triangle Park, NC  27709








(919) 549-8263

XI.
ALCOHOL TESTING.


A.
Collection Site


St. Clement Hospital








#1 St. Clement Blvd.








Red Bud, IL  62278



Medical Review Officer

Dr. Pamela Gronemeyer








St. Clement Hospital








#1 St. Clement Blvd.








Red Bud, IL  62278


B.
Collection Site


Dr. David Fletcher








Midwest Occupational Health Associates








1900 Lake Shore Drive








Decatur, IL  62521








(217) 423-4300



Medical Review Officer

Dr. David Fletcher








1770 Lakeshore Dr., Suite 102








Decatur, IL  62521








(217) 423-4300



Testing Laboratory


CompuChem Laboratories, Inc.








3308 Chapel Hill/Nelson Highway








Research Triangle Park, NC  27709








(919) 549-8263

(Ord. No. 843; 02-05-96)

XII.
ALCOHOL-DRUG INFORMATION RESOURCES & TREATMENT CENTERS.


A.
American Council on Alcoholism Helpline - 800-356-9996


B.
National Cocaine Hotline - 800-COCAINE or 800-662-HELP


C.
State of Illinois Cocaine Hotline - 800-445-COKE


D.
National Council of Alcoholism & Drug Dependence Hope Line - 800-NCA-CALL


E.
National Institute on Drug Abuse Hotline - 800-622-HELP


F.
Alcoholics Anonymous - 800-870-3795


G.
Narcotics Anonymous - See local directory


H.
Local United Way


I.
National Directory of Drub Abuse and Alcoholism Treatment and Prevent Programs.


J.
Directory published by the US Public Health Service, Rockville, MD  Phone 301-443-6500


K.
State and local alcohol and drug abuse agencies or social service agency

XIII.
INDICATORS OF DRUG AND/OR ALCOHOL ABUSE.


A.
The following indicators of a person’s appearance, behavior, speech or body odors can be used to signal an alcohol or controlled substance problem.  An employee observing a fellow employee exhibiting any of these indicators, and who believes the fellow employee does have an alcohol or controlled substance problem, should encourage the employee to seek assistance with the help of management or through a Substance Abuse Professional or other assistance program.



1.
Breath/clothes smell like alcohol.



2.
Breath/hair/hands/clothes smell like marijuana.



3.
Bodily odors masked by gum/mints/cologne, etc.



4.
Eyes bloodshot.



5.
Eyes glassy.



6.
Eyelids droopy.



7.
Eyes watery.



8.
Pupils dilated.



9.
Eyes don’t track movement smoothly.



10.
Face flushed.



11.
Face pale.



12.
Acts sleepy/asleep.



13.
Unusual sweating. 



14.
Speech slurred.



15.
Speech incoherent.



16.
Speech rambling.



17.
Won’t stop talking.



18.
Won’t talk.



19.
Voice unusually loud or soft.



20.
Stumbles, staggers or falls when walking.



21.
Sways, sags or leans on support when standing.



22.
Movements jerky or uncoordinated.



23.
Acts hyperactive.



24.
Moves very slowly.



25.
Sudden, marked mood swings.



26.
Sudden, marked changes in activity level.



27.
Unusually quarrelsome or irritable.



28.
Erratic or violent actions.



29.
Doesn’t seem to care about anything.



30.
Confused.



31.
Unusually anxious.



32.
Unusually hostile.

APPENDIX “A-2”

CITY OF RED BUD POLICY

ON

 CONTROLLED SUBSTANCE USE AND ALCOHOL ABUSE

AND

CONTROLLED SUBSTANCE AND ALCOHOL TESTING

I.
PURPOSE.


The City of Red Bud (hereinafter referred to as the “City”) has a standing commitment to maintain the highest standards for employee safety and health.  The use of controlled substances is contrary to these standards.  The purpose of this anti-drug/alcohol abuse plan is to reduce or prevent accidents that result from the use of controlled substance and alcohol abuse, thereby reducing or preventing fatalities, injuries and property damage.  It is the further purpose of this policy to set forth the education/training program which addresses the use of controlled substances and the misuse of alcohol by employees in safety sensitive positions, and to explain the City’s policy regarding referral to a Substance Abuse Professional for employees who fail either an alcohol or drug test.  This policy also explains the alcohol and drug testing procedures that will be followed in order to be in compliance with the Department of Transportation and Pipeline Safety Regulations.  (Effective Date:  January 2, 1996)

II.
CITY REPRESENTATION.


The City representative(s) who are to receive the alcohol and drug testing results are: Mayor, Acting Mayor and the City Superintendent of Utilities.


The following person is responsible for answering questions regarding this policy and the alcohol and drug testing procedures.  David J. Diewald.

III.
POLICY.


A.
The City of Red Bud, (hereinafter “City”) expects all employees to report to work in a condition to perform the duties of their job.  While the City does not normally intend to intrude into the private lives of its employees, the City recognizes that employees’ off-the-job, as well as on-the-job involvement with drugs and/or alcohol can have an impact on the workplace and on the City’s ability to accomplish its goal of a drug and alcohol free environment.  Accordingly, the City has adapted the following policy.


B.
Employees will not be allowed to perform in safety sensitive functions under the following conditions:



1.
When an employee is in possession of a controlled substance.



2.
When an employee has tested positive for a controlled substance.



3.
When an employee is in possession of alcohol.



4.
When an employee has an alcohol concentration of 0.04 or greater.

5.
When there is a determination, based upon reasonable suspicion, that an employee is under the influence of alcohol or controlled substance.


C.
It is the further policy of this City that no employee shall use alcohol while performing a safety sensitive function or be allowed to perform a safety sensitive function 

within four (4) hours after using alcohol.  In case of an emergency call to duty, no employee will use alcohol within the time period after being notified to report for duty.


D.
Any employee who refuses to submit to an alcohol or controlled substance test shall not be allowed to perform, or continue to perform a safety sensitive function.


E.
Any employee who violates any of the above provisions will be disciplined, up to, and including termination.  Disciplinary action is a matter of City policy pursuant to Section 1-2-47 of the City’s Revised Code of Ordinances and does not fall within the scope of the Federal Regulations.

IV.
DEFINITIONS.


A.
ACCIDENT.  An incident reportable under Part 191 involving gas pipeline facilities or LNG facilities or an accident reportable under Part 195 involving hazardous liquid pipeline facilities.

1.
191.3--An accident on a gas pipeline or LNG facility is defined as an “incident”, as follows:

a.
An event that involves a release of gas from a pipeline or of a liquefied natural gas or gas from an LNG facility and:

i.
A death, or personal injury necessitating inpatient hospitalization; or

ii.
Estimated property damage, including cost of gas lost, to the operator or other, or both, of Fifty Thousand Dollars ($50,000.00) or more.

2.
195.50--An accident report is required for each failure in a pipeline system in which there is a release of the hazardous liquid or carbon dioxide transported resulting in any of the following:

a.
Explosion or fire not intentionally set by the operator.

b.
Loss of fifty (50) or more barrels of hazardous liquid or carbon dioxide.

c.
Escape to the atmosphere of more than five (5) barrels a day of highly volatile liquids.

d.
Death of any person.

e.
Bodily harm to any person resulting in one (1) or more of the following:





i.
Loss of consciousness.





ii.
Necessity to carry person from scene.





iii.
Necessity for medical treatment.

iv.
Disability which prevents the discharge of normal duties or the pursuit of normal activities beyond the day of the accident.

f.
Estimated damage to the property of the operator or others, or both, exceeding Five Thousand Dollars ($5,000.00).

B.
COVERED EMPLOYEE means a person who performs on a pipeline or at an LNG facility an operation, maintenance, or emergency-response function regulated by Part 192, 193, or 195.  “Covered employee” and “individual” or “individual to be tested” have the same meaning for the purposes of this subpart.  The term “covered employee” does not include clerical, truck driving, accounting, or other functions not subject to Part 192, 193, or 195.  The 

person may be employed by the operator, or be a contractor engaged by the operator, or be employed by such contractor.


C.
COVERED FUNCTION (safety sensitive function) means an operation, maintenance, or emergency-response function that is performed on a pipeline or LNG facility and the function is regulated by Part 192, 193, or 195.


D.
PERFORMING A COVERED FUNCTION.  An employee is considered to be performing a covered function (safety sensitive function) during any period in which he or she is actually performing, ready to perform, or immediately available to perform such covered functions.


E.
REFUSAL TO SUBMIT TO A DRUG TEST means refusal by covered employee to provide a urine sample after receiving notice of the requirement to be tested in accordance with the City’s anti-drug program.


F.
REFUSAL TO SUBMIT TO AN ALCOHOL TEST means that a covered employee fails to provide adequate breath for testing without a valid medical explanation after he or she has received notice of the requirement to be tested in accordance with the provisions of the City’s alcohol abuse program, or engages in conduct that clearly obstructs the testing process.


G.
PROHIBITED DRUG means any of the following controlled substances: marijuana, cocaine, opiates (including heroin and morphine), amphetamines, phencyclidine (PCP), or ecstasy.  (Ord. No. 1242; 11-01-10)

H.
ALCOHOL means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols, including methyl and isopropyl alcohol.


I.
ALCOHOL USE means the consumption of any beverage, mixture, or preparation, including any medication, containing alcohol.


J.
SUBSTANCE ABUSE PROFESSIONAL (SAP) means a licensed physician, or a licensed or certified psychologist, social worker, employee assistance professional, or addiction counselor (certified by the National Association of Alcoholism and Drug Abuse Counselors Certification Commission) with knowledge of and clinical experience in the diagnosis and treatment of alcohol and controlled substance related disorders.

V.
DRUG TESTS.


A.
DRUG TESTS.  Drug tests are required under the following classifications:

1.
Pre-employment.  A drug test must be conducted before an individual is hired or contracted and when an individual is transferred/promoted from a non-covered to a covered position.  This also applies to employees returning from a leave of absence who have not been participating in the anti-drug plan and subject to the random selection process.  A negative test result is required prior to performing covered functions.

2.
Post-accident.  The City shall promptly determine if the employee’s performance contributed to the “accident” or cannot be completely discounted as a contributing factor to the accident.  Each of these employees shall be drug tested as soon as possible but no later than thirty-two (32) hours after the accident.  The City must take all reasonable steps to obtain a urine specimen from an employee after an accident but any injury should be treated first.

3.
Random.  The City shall administer drug tests at an annual rate of fifty percent (50%) of those employees in covered positions.  Selection shall be done using a random number table comprised of covered employees.  Random tests shall be unannounced and conducted at various times during the year.  Employees selected for random testing shall be notified after reporting for duty the day of the tests.  Employees shall report immediately to the collection site.  Random selection means that all employees have an equal chance at being selected for testing each and every time testing is conducted.

4.
Reasonable Cause.  The City shall drug test each employee when there is reasonable cause to believe the employee is using a prohibited drug.  The decision to test must be based on a reasonable and articulable belief that the employee is using a prohibited drug on the basis of specific, contemporaneous physical, behavioral or performance indicators of probable drug use.  The decision to test for cause shall be made by a supervisor trained in detecting possible drug use.  The decision to test must be documented within twenty-four (24) hours of the observed behavior or before the test results are released, whichever is earlier.


B.
RETURN TO DUTY.  An employee who refuses to take or does not pass a drug test may not return to duty until the employee passes a drug test administered under this part and the Medical Review Officer has determined that the employee may return to duty.


C.
FOLLOW-UP.  An employee who returns to duty shall be subject to a reasonable program of follow-up drug testing without prior notice for not more than sixty (60) months after his/her return to duty.

VI.
RECORDKEEPING FOR DRUGS.


A.
RECORDS CONFIDENTIAL.  The City shall maintain the drug testing records for the periods specified.  Information regarding an individual’s drug testing results or rehabilitation are confidential and may be released only with the written consent of the individual, except that such information must be released regardless of consent to the Administrator, or representative, of a state agency upon request as part of an accident investigation.  Records shall be kept as follows:

1.
Negative drug tests results shall be kept for one (1) year.

2.
Records relating to the collection process and records relating to supervisor and employee training shall be kept for three (3) years.

3.
Records showing the number of employees tested, categorize by type of test, records of positive drug tests, categorize by type of test, employee’s function, and the particular drug(s) confirmed positive, records showing disposition of employees who tested positive, or refused drug tests and records of employee rehabilitation shall be kept for five (5) years.

VII.
ALCOHOL TESTS.


A.
ALCOHOL TESTS.  Alcohol tests are required under the following classifications:

1.
Post-Accident.  As soon as practicable following an accident, the City shall test each surviving covered employee for alcohol if that employee’s performance of a covered function either contributed to the accident or cannot be completely discounted as a contributing factor to the accident.  

The decision not to administer a test under this section shall be based on the City’s determination, using the best available information at the time of the determination, that the covered employee’s performance could not have contributed to the accident.

a.
If a post-accident test is not administered within two (2) hours following the accident, the City shall prepare and maintain on file a record stating the reasons the test was not promptly administered.  If the test is not administered within eight (8) hours following the accident, the City shall cease attempts to administer an alcohol test and shall state in the record the reasons for not administering the test.

b.
A covered employee who is subject to post-accident testing who fails to remain readily available for such testing, including notifying the City or City representative of his/her location if he/she leaves the scene of the accident prior to submission to such test, may be deemed by the City to have refused to submit to testing.  Nothing in this section shall be construed to require the delay of necessary medical attention for injured people following an accident or to prohibit a covered employee from leaving the scene of an accident for the period necessary to obtain assistance in the responding to the accident or to obtain necessary emergency medical care.


B.
REASONABLE SUSPICION.  The City shall require a covered employee to submit to an alcohol test when a supervisor has reasonable suspicion to believe that the employee has violated the prohibitions of this policy.  The supervisor’s determination that reasonable suspicion exists shall be based on specific, contemporaneous, articulable observations concerning the appearance, behavior, speech, or body odors of the employee.  The supervisor making the determination shall have training in detecting the symptoms of alcohol misuse.  The supervisor making this determination shall not conduct the breath alcohol test on the employee.

1.
Reasonable Suspicion testing shall be done only if the required observations are made during, just proceeding, or just after the period of the work day that the employee is required to be in compliance.  An employee may be direct to undergo reasonable suspicion testing for alcohol only while the employee is performing covered functions, just before performing covered functions, or just after the employee has ceased performing covered functions.

2.
If a reasonable suspicion test is not administered within two (2) hours following the determination to test, the City shall prepare and maintain a record stating the reasons the test was not promptly administered.  If the test is not administered within eight (8) hours following determination to test, the City shall cease attempts to administer the test and shall maintain a record of the reasons the test was not administered.

3.
Notwithstanding the absence of a reasonable suspicion alcohol test, the City shall not permit a covered employee to report for duty or remain on duty requiring the performance of covered functions while the employee is under the influence of or impaired by alcohol, as shown by the behavioral, speech, or performance indicators of alcohol misuse.  Nor shall the City permit the employee to perform or continue to perform 

covered functions until an alcohol test is administered and the results are less than 0.02; or the start of the employee’s next regularly scheduled duty period, but not less than eight (8) hours following the determination that there is reasonable suspicion to believe that the employee has violated the provisions of this plan.

4.
Except as provided above, the City shall not take any action against an employee based solely on the employee’s behavior and appearance in the absence of an alcohol test.  This does not prohibit the City, with authority independent of this section, from taking any action otherwise consistent with law.


C.
RETURN TO DUTY.  The City shall ensure that before a covered employee returns to performing in a covered function after engaging in conduct prohibited by this policy, the employee shall undergo an alcohol test with a result indicating an alcohol concentration of less than 0.02. 


D.
FOLLOW-UP.  An employee who has passed a Return-to-Duty alcohol test and has returned to a covered position shall be subject to unannounced follow-up alcohol testing as directed by a substance abuse professional.  Follow-up testing shall be conducted when the covered employee is performing a covered function, just before the employee performs a covered function, or just after the employee has ceased performing a covered function.

1.
A substance abuse professional shall determine the number and frequency of follow-up tests.  The follow-up test must consist of at least six (6) tests in the first twelve (12) months following the employee’s return to duty, but shall not exceed sixty (60) months.  The SAP may discontinue testing after the first six (6) tests if testing is no longer necessary.


E.
RE-TESTING OF COVERED EMPLOYEES.  If the City chooses to permit an employee to perform a covered function within eight (8) hours following the administration of an alcohol test indicating an alcohol concentration of 0.02 or greater but less than 0.04, the employee must have an alcohol test resulting in an alcohol concentration of 0.019 or less.

VIII.
RECORDKEEPING FOR ALCOHOL.


A.
RECORDS CONFIDENTIAL.  The City shall maintain alcohol testing records for the period specified.  Information regarding an individual’s alcohol test results or rehabilitation are confidential and may be released only with the written consent of the individual.

1.
Records of all test results below 0.02 shall be kept for one (1) year.

2.
Records related to the collection process (except calibration of EBTs and records related to training shall be kept for two (2) years.

3.
Records of alcohol tests with results of 0.02 or greater, documentation of refusals to take a required alcohol test, records of calibration documentation, records of employee evaluation and referrals and MIS annual reports shall be kept for three (3) years.

IX.
RECEIPT OF POLICY.


A.
ACKNOWLEDGMENT.  Each applicable employee, present and/or future, shall sign the acknowledgment written below either immediately following the adoption of this policy, immediately following his/her employment with the City, if applicable, or prior to doing any act which is covered by this policy.

I hereby acknowledge receiving a copy of the City of Red Bud’s policy on Controlled Substance Use and Alcohol Abuse.  I also acknowledge receiving information concerning the effects of alcohol and controlled substance use on an individual’s health, work and personal life; and a referral list of groups and individuals offering assistance to an individual with an alcohol or a controlled substance abuse problem.

Name/Printed

Signature

Date

X.
ALCOHOL TESTING PROCEDURES.


A.
The following procedures shall be followed in order to administer proper alcohol tests.

1.
Breath Alcohol Technician.  A Breath Alcohol Technician (BAT) shall perform the test.  A BAT shall be trained to proficiency in the operation and calibration of the specific EBT and he/she is using and in the alcohol testing procedures.

a.
A BAT-qualified supervisor shall not test an employee except if no other BAT is available to perform the test in a timely manner.

b.
Law enforcement officers who have been certified by a state or local government to conduct breath alcohol tests are qualified to act as BATs if the officer has been certified in the use of the specific EBT used for DOT testing.

2.
Evidential Breath Tester (EBT).  EBTs shall meet the following requirements.

a.
Be capable of independently providing a printed test result in triplicate, or three (3) consecutive identical copies of each breath test.

b.
Be capable of assigning a unique and sequential number to each test.  This number must be read by the BAT and the employee before each test and must also be printed on each copy of the test results.

c.
Be capable of printing out on each copy of the test results the manufacturer’s name for the device, the device’s serial number and the date and time of the test.

d.
Be capable of distinguishing alcohol from acetone at the 0.02 alcohol concentration level.

e.
Be capable of testing an air blank prior to each collection of breath.

f.
Be capable of performing an external calibration check.

i.
All confirmation tests will be conducted using the EBT that meets the above requirements.  If a screening test is done using an EBT that does not print out the results, the BAT must record the test results in a log book assigned to the specific EBT that is being used.

3.
Quality Assurance Plan (QAP).  The EBT being used under this plan and by this employer shall have a quality assurance plan developed by the manufacturer.  This plan shall fulfill the following requirements:

a.
Designate the method to be used to perform external calibration checks of the device using only calibration equipment approved by the NHTSA.

b.
Specify the minimum interval for performing calibration checks.

c.
Specify the tolerance on an external calibration check within which the EBT is regarded to be in proper calibration.

d.
Specify inspection, maintenance and calibration requirements and intervals for the device.

i.
This employer shall comply with the QAP for the EBT being used and shall insure that external calibration checks are performed as provided in the QAP.

ii.
If an external calibration check results in a reading outside the tolerances as set forth in the QAP, the EBT shall be removed from service until it has been calibrated and an external calibration check performed resulting in a reading within the specified tolerance.

iii.
All external calibration checks and calibrations shall be recorded in a log book designated for this purpose. 

iv.
When an EBT is not being used it shall be stored in a secure place.

4.
Location for Breath Alcohol Testing.  Alcohol testing shall be conducted in a location that affords visual and aural privacy to the individual being tested.  All necessary equipment, personnel and material for breath testing shall be provided at the location where testing is conducted.  All testing shall be performed as follows:

a.
No unauthorized person shall be allowed in the testing area at any time when testing is being conducted or when the EBT is unsecure.

b.
The BAT shall test only one (1) employee at a time and shall not leave the testing area while in the process of testing an individual.

c.
Under circumstances dictating that an alcohol test be conducted outdoors at the scene of an accident, the test may be carried out even though visual and aural privacy cannot be strictly observed.  In such case, visual and aural privacy shall be provided to the greatest extent practicable.

5.
Breath Alcohol Testing Form and Log Book.  Breath Alcohol Testing Forms shall comply with DOT requirements.

a.
The forms shall consist of three (3) identical copies:  Copy 1 (white) shall be given to the employer; Copy 2 (green) shall be 

given to the employee; and Copy 3 (blue) shall be retained by the BAT.

b.
A log book shall be used in conjunction with an EBT that meets the following requirements:

i.
Provide printed results in triplicate, or three (3) consecutive identical copies, of each breath test.

ii.
Provide for each test a unique and sequential number which is capable of being read by the BAT and the employee, and which is printed on each copy of the test results.

iii.
Print on each copy of the test results the manufacturer’s name for the EBT, the EBT’s serial number and the time of the test.

c.
Each EBT shall have a specific log book assigned to it when the log book is required.

6.
Procedures for Screening Tests.  All tests shall be screened as follows:

a.
An employee to be tested shall provide a photo ID, or be identified by an employer representative.  The BAT shall provide ID if requested by the employee.  The BAT shall explain the testing procedure to the employee.

b.
The BAT shall complete Step 1 on the Breath Alcohol Testing Form and the employee shall read and sign Step 2 of the form.  Refusal to sign the certification in Step 2 will constitute a refusal to take the test.

c.
The BAT shall open a sealed mouthpiece and attach it to the EBT as per the manufacturer’s instructions.

d.
The BAT shall instruct the employee to blow forcefully into the mouthpiece for at least six (6) seconds or until the EBT indicates that an adequate amount of breath has been collected.

e.
The BAT shall show the employee the results displayed on the EBT.

f.
The BAT shall then affix one (1) copy of the printout to each of the copies of the Breath Alcohol Testing Form with tamperproof tape.

g.
If the EBT does not provide a printed result, the BAT shall record the results in Step 3 of the testing form and in the log book designated for that EBT and have the employee initial the entry.

h.
An alcohol concentration of 0.019 is a negative test.  The BAT should sign Step 3 of the testing form and then have the employee sign Step 4.  The BAT shall then notify the City representative of the results.

i.
An alcohol concentration of 0.02 or greater requires a confirming test which must be administered not less than fifteen (15) minutes nor more than twenty (20) minutes after the screening test.

j.
While waiting for the fifteen (15) minute period to pass, the BAT shall advise the employee not to eat, drink or put anything in his mouth and not to belch if at all possible.  The BAT shall explain to the employee that this is to eliminate the possibility of mouth alcohol which would result in a false test concentration.

7.
Procedure for Conducting a Confirming Test.  Confirming tests shall be conducted as follows:

a.
A new mouthpiece shall be used for the confirmation test.

b.
The BAT shall ensure that the EBT registers an air blank prior to the test.

c.
The BAT shall then instruct the employee to take a deep breath and blow in to the EBT until told to stop.

d.
If the confirmation test result differs from the screening test result, the confirmation test result shall be deemed the final test result.

e.
The BAT shall show the employee the displayed result on the EBT.

f.
The BAT shall then affix one (1) copy of the printed result to each of the test forms using tamperproof tape.

g.
The BAT shall sign and date Step 3 of the form and have the employee sign and date Step 4.


h.
If the confirming test result is 0.02 or greater, the BAT shall immediately notify the City representative in a confidential manner.

i.
The BAT shall perform a calibration check immediately after a confirmation test.



8.
Invalid Test.  A breath alcohol test shall be invalid if:

a.
The BAT does not sign the testing form in Step 3 as required.

b.
The printed result does not match the displayed result on the EBT.

c.
The test number displayed on the EBT does not match the printed test number.

d.
The BAT does not observe the fifteen (15) minute waiting period between the screening and confirmation tests.

e.
An air blank does not result in a reading of 0.000 prior to the test.

f.
The BAT does not note the Remarks section of Step 3 that the employee failed or refused to sign the form in Step 4 following the completion of the test.

g.
If the EBT fails to print a confirmation test result.

h.
If a calibration check indicates that the EBT is not within the tolerances of the known test standard.

9.
Refusal to Test.  It shall be considered a refusal to test if the employee:

a.
Refuses to sign the Step 2 of the testing form.

b.
Refuses to provide a breath.

c.
Refuses or fails to provide an adequate amount of breath for testing.

d.
Refuses to cooperate with the testing process in a way that prevents the completion of the test.

e.
A refusal shall be noted in the Remarks section of the testing form, the testing process terminated and the City representative notified immediately.

10.
Inability to Provide Adequate Amount of Breath.  If an employee is unable, or alleges that he/she is unable to provide an adequate amount of breath for testing because of a medical condition, the BAT shall instruct the employee to attempt to provide an adequate amount of breath.  If the employee refuses, the BAT shall immediately notify the City representative.  If the employee attempts but fails to provide an adequate amount of breath , the BAT shall note this in the Remarks section of the testing form and immediately notify the City representative.

a.
In the case of an employee who attempts but fails to provide an adequate amount of breath, the employee shall refer the employee as soon as possible to a licensed physician for an evaluation.

b.
If the physician determines that there is a medical condition that has, or probably could have precluded the employee from providing an adequate amount of breath, the employee’s failure to provide an adequate amount of breath shall not be deemed a failure to take the test.  The physician shall provide a written statement of his opinion to the employer.

c.
If the physician is unable to determine that a medical condition could prevent the employee from providing an adequate amount of breath, the employee’s failure to provide an adequate amount of breath shall be regarded as a refusal to take the test.  The physician shall provide a written statement of his opinion to the employer.

XI.
SPECIMEN COLLECTION PROCEDURE FOR CONTROLLED SUBSTANCE TESTS.


A.
Controlled Substances.  Only the following controlled substances will be tested for:



1.
Marijuana



2.
Opiates (including Heroin and Morphine)


3.
Cocaine



4.
Amphetamines



5.
Phencyclidine (PCP)


6.
Ecstasy
(Ord. No. 1242; 11-01-10)

B.
Collection Site.  The collection site must meet the following conditions:

1.
The collection site shall have all necessary materials, equipment, facilities, and supervision to provide for the collection and temporary storage until shipped to a certified drug testing laboratory.

2.
The collection site shall provide a private toilet facility and a source of water for washing hands.

3.
If the toilet facility is available for use by other personnel, it must be secured during the collection procedure.

4.
No unauthorized personnel shall be permitted in the collection site when urine specimens are collected and the collection site shall have only one (1) donor under his/her supervision at any time.

5.
An observed collection may be done if there is reason to believe that the donor has altered or adulterated the specimen, or the donor tested positive previously under DOT regulations.  The observed collection must be agreed to by the City representative and must be done by the person of the same gender as the donor.

6.
In order to ensure that a specimen is not altered or adulterated the following steps shall be taken:

a.
The donor shall be positively identified;

b.
A bluing agent shall be put in the toilet tank and stool;

c.
The donor shall be asked to remove any outer garments such as jackets and will not be allowed to take any purses or briefcases into the restroom;

d.
The donor will be instructed to wash his/her hands;

e.
After washing, the donor shall remain in the presence of the collection site person and shall not have access to any water or other material which could be used to contaminate the specimen; and

f.
The collection container shall be unwrapped in the presence of the donor.


C.
Collection.  Collection of urine samples shall comply with the following rules and meet the following conditions:

1.
Prior to providing a urine specimen, the employee shall be requested to sign a consent form authorizing release of the test results to his/her employer's representative.

2.
The City may opt to choose either the single specimen or split-specimen collection procedure.  Under the single specimen collection the employee will be instructed to provide at least 30ml of urine.  If the split-specimen procedure is chosen, the employee will be instructed to provide at least 45 ml of urine.

3.
After receiving the specimen from the employee in the collection cup, the collection site person shall measure the temperature of the specimen within four (4) minutes and inspect the specimen for evidence of contamination.

4.
Failure of the specimen to register a temperature constitutes reason to believe that the employee altered or substituted the specimen.  The employee may volunteer to have his/her temperature taken by some means other than rectally.

5.
All specimens suspected of being altered or contaminated shall be shipped to the laboratory for testing.  A second, observed collection, shall be obtained by a collection site person of the same gender.

6.
After receiving a specimen, the collection site person shall pour 30ml of urine in the primary bottle if using the single specimen procedure.  If using the split-specimen procedure, 30 ml of urine will be poured into the primary bottle and 15ml in the second bottle.

7.
If the employee does not provide the required amount of urine, the specimen shall be discarded.  The employee will then be directed to drink up to forty (40) ounces of liquid, distributed reasonable through a period of up to three (3) hours, or until the employee provides a specimen, whichever occurs first.  If the employee refuses to drink liquids or to provide a new specimen, the collection site person shall terminate the collection and provide written notification to the City that the employee has refused to submit to testing.  If the employee has not provided a sufficient specimen within three (3) hours of the first unsuccessful attempt to provide a specimen, the collection site person shall discontinue the collection and notify the employer.

8.
The City shall direct any employee who does not provide a sufficient urine specimen, to obtain, as soon as possible after the attempted collection, an evaluation from a licensed physician who is acceptable to the City concerning the employee's ability to provide an adequate amount of urine.

9.
If the physician determines, in his/her reasonable medical judgment, that a medical condition has, or with a high degree of probability, could have precluded the employee from providing an adequate amount of urine, the employee's failure to provide an adequate amount of urine shall not be deemed a refusal to take a test.  For this purpose, a medical condition includes an ascertainable physiological condition (a urinary system dysfunction) or a documented pre-existing psychological disorder, but does not include unsupported assertions of "situational anxiety" or dehydration.

10.
If the physician, in his/her reasonable medical judgment, is unable to make a determination of the employee's ability to provide an adequate urine specimen, the employee's failure to provide an adequate amount of urine shall be regarded as a refusal to take a test.

11.
In either case outlined in paragraphs (9) and (10) above, the physician shall provide to the MRO a brief written statement setting forth his/her conclusion and the basis for it, which shall not include detailed information on the medical condition of the employee.  Upon receipt of this statement, the MRO shall report his/her conclusions to the employer in writing.

12.
After the employee has provided an adequate urine specimen, the specimen shall not leave the sight of either the employee or the collection site person until the specimen is sealed, initialed by the employee, and placed in the shipping container which is sealed and initialed by the collection site person.  The designated Chain of Custody forms shall be placed in the shipping container for transport to the laboratory.

13.
Failure of the employee to cooperate with the collection process shall be documented on the drug testing form and the City representative notified.

12.
If the specimen is being collected as part of a post-accident test, any medical attention needed by the employee, shall not be delayed in order to collect the specimen.  (Ord. No. 878; 05-05-97)


D.
Laboratory Chain of Custody, Testing Procedures.  The following laboratory, chain of custody and testing procedures shall be followed:

1.
Collection kits are transported to CompuChem Laboratories, Research Triangle Park, N.C. via Roche Courier Network.

2.
Kits are taken directly to the limited access, restricted toxicology department.

3.
The kits are inspected for evidence of tampering.

4.
Kits are opened and evidence tape seals are inspected for evidence of tampering.

5.
Sequential numbers on bottles and chain-of-custody form are verified to be the same.

6.
Chain-of-custody form is verified as to having all areas of required information completed.  [NOTE:  In the event all of the above cannot be verified, the laboratory will reject the specimen and notify the MRO.]

7.
Each specimen is assigned an accession number with one (1) accession number label placed on the specimen bottle and an additional number label placed on the bottle cap.  This accession number will be reported as the specimen number on the result report.

8. 
An aliquot of the sample is withdrawn from the bottle and screened by immunoassay.

9.
In the event any specimen screens positive, an additional aliquot is withdrawn from the original bottle and screened by a second immunoassay of different methodology for verification.  [NOTE:  In the event a specimen screens positive on the original immunoassay and screens negative on the second immunoassay, CompuChem will report this specimen as negative.]

10.
After two (2) positive immunoassay screens, an additional aliquot is withdrawn from the original bottle for Gas Chromatography/Mass Spectrometry (GS/MS) confirmation.  [NOTE:  In the event the positive screen results cannot be confirmed by GS/MS, CompuChem will report this specimen as negative.]

11.
Toxicology technicians enter results into the toxicology department computer system and generate department result reports.

12.
Another technician verifies the accuracy of the results.

13.
After verification, the results are then transmitted to out computer main frame for generation to the Medical Review Officer (MRO).

14.
At this time, Dr. Paula Childs, or Dr. Francis Esposito, receives a copy of the results along with the testing data.

15.
Dr. Childs or Dr. Esposito, then certifies the results and sends, via US Mail, a signed copy of the chain-of-custody form to the MRO.  [NOTE:  All DOT specimens are processed separate from other toxicology specimens.  All processing procedures, as noted on the chain-of-custody form, are verified by the technician’s signature.]


E.
Blind Testing.  This company shall submit blind test specimens to the laboratory for the purpose of testing quality control procedures.  For each one hundred (100) employees’ specimens submitted, the company shall submit three (3) blind specimens.  All of these specimens shall be from individuals not on the random test list.


F.
Medical Review Officer (MRO).  A Medical Review Officer shall have the following duties and responsibilities:

1.
The MRO shall be responsible for reviewing the chain-of-custody to ensure that it is complete and correct and to review the results of the test.

2.
The responsibility of the MRO with respect to negative tests is strictly administrative, to notify the City representative of the negative results.

3.
In the case of a confirmed positive test the MRO's duty is to review and interpret the results.  The MRO shall examine alternate medical explanations for a positive test.  This may include a medical interview with the employee and a review of the employee's medical history.  The MRO shall review all medical records made available by the employee.  The MRO shall not consider the results of a positive urine test if the specimen was not obtained or processed in accordance with this collection procedure.

4.
In the case of a positive test, the MRO shall contact the employee directly, on a confidential basis to determine whether the employee wishes to discuss the test results.

5.
If after making reasonable efforts, the MRO is unable to contact the employee, the MRO shall contact the City representative who shall direct the employee to contact the MRO as soon as possible.  The City representative shall do this in a manner which maintained confidentiality.  If after making reasonable efforts, the City representative is unable to contact the employee, the City may place the employee on temporary medically unqualified status or medical leave.

6.
The MRO may verify a test as positive without talking to the employee in any one of the three circumstances:


(a)
The employee refuses to discuss the results with the MRO, or

(b)
Neither the MRO nor the City representative, after making all reasonable efforts, has been able to contact the employee within fourteen (14) days of the date on which the MRO receives the confirmed positive test result from the laboratory, or

(c)
The City representative has successfully made and documented contact with employee and instructed the employee to contact the MRO, and more than five (5) days have passed since the date the employee was successfully contacted by the City representative.

7.
The MRO shall declare the test as negative if the employee presents information verifying a medical reason for the positive test result.

8.
If a test is verified positive under the circumstances specified in paragraphs 6(b) or 6(3) above, the employee may present to the MRO information documenting that serious illness, injury, or other circumstances unavoidably prevented the employee from being contacted by the MRO or the City representative or from contacting the MRO within the time provided.  The MRO on the basis of such information, may reopen the verification, allowing the employee to present information concerning a legitimate explanation for confirmed positive test.  If the MRO concludes that there is a legitimate explanation, the MRO declares the test to be negative.

9.
In the case of a verified positive test the MRO shall notify the employee that he/she has seventy-two (72) hours to request reanalysis of the split-specimen.  If the employee requests a reanalysis of the split-

specimen the MRO shall direct the laboratory to send the split-specimen to another DHS certified laboratory.  If the reanalysis fails to reconfirm the presence of drugs, or drug metabolite found in the primary specimen, or if the split-specimen is unavailable, inadequate for testing or untestable, the MRO shall cancel the test and report cancellation and the reasons for it to the DOT, the City and the employee.

10.
If the analysis of the split-specimen is confirmed by the second laboratory for the presence of the drug(s) or drug metabolite(s), the MRO shall notify the City and the employee of the results of the test.

11.
If the employee has not contacted the MRO within the specified seventy-two (72) hour period, the employee may present information documenting a valid reason why he/she could not do so.  If the MRO concludes there is a legitimate reason why the employee could not meet the seventy-two (72) hour requirement, the MRO shall direct that the analysis of the split-specimen be carried out.

12.
The MRO may not disclose to any third party medical information provided by the employee except the MRO may disclose such information to the City, a DOT agency or other Federal safety agency, or a physician responsible for determining the medical qualification of the employee under an applicable DOT agency regulation only if:

a.
A DOT regulation permits or requires such disclosure;

b.
In the MRO’s medical judgment the information could result in the employee being determined to be medically unqualified under an applicable DOT agency rule; or

c.
In the MRO’s medical judgment the information indicates that continued performance by the employee in his/her safety sensitive function could pose a significant safety risk.

13.
Before obtaining medical information from the employee as part of the verification process, the MRO shall inform the employee that the information provided by him/her may be disclosed to third parties, as provided by these regulations, and inform the employee of the identities of those parties.

14.
Any employee subject to a drug test as required shall, upon written request, have access to any records relating to his/her drug test and any records relating to the results of any relevant certification, review or revocation-of-certification proceedings.  (Ord. No. 878; 05-05-97)


G.
Consequences of a Positive Test.  If an employee tests positive, the following shall occur:

1.
If an employee’s alcohol concentration is 0.02 or more, but less than 0.039, the employee must be immediately removed from duty for at least twenty-four (24) hours.  If the employee’s alcohol concentration is 0.04 or more the employee has failed the test.  Then the employee must be immediately removed from performing any safety sensitive function.

2.
If any employee has a verified positive test for any prohibited controlled substance, the employee must be immediately removed from his/her safety sensitive function.

3.
An employee who fails either a drug test or an alcohol test shall be provided information on resources available for evaluating and resolving 

problems associated with the misuse of alcohol and use of controlled substances.

4.
No employee shall be allowed to return to performing a safety sensitive function until the SAP certifies the employee has properly followed any prescribed rehabilitation program and has passed a return-to-duty drug or alcohol test.

5.
The cost of a rehabilitation program and/or counseling by a SAP shall be paid for through the City’s insurance program if available.  Any part of the cost of rehabilitation and/or counseling not covered by insurance shall be paid for by the employee.


H.
Training.  The City Supervisor and employees shall receive the following training:

1.
Supervisors.  A supervisor designated by the City to make a determination to test for cause shall undergo at least sixty (60) minutes of training on alcohol misuse.  This training shall cover the following indicators or alcohol misuse:  physical, behavioral, speech, performance and odors.  The supervisor shall receive at least sixty (60) minutes of training on controlled substance use.  The training shall cover the physical, behavioral, and performance indicators of probable use of controlled substances.

2.
Employees.  Each employee who performs a safety sensitive function shall receive a copy of this policy.  Each employee who performs a safety sensitive function shall receive at least sixty (60) minutes of training on the effects of drug use on personal health, safety and work environment; and on the manifestations and behavioral cues indicating drug use.  Each employee shall also receive information about the effects of alcohol misuse on an individual’s health, work and personal life; and on the signs and symptoms of an alcohol problem.  Each employee shall sign a Certificate of Receipt upon receiving the above information.

XII.
CONTROLLED SUBSTANCE TESTING.

A.
Collection Site


Heckman Healthcare, Inc.








677 W. Imboden








Decatur, IL  62521








(217) 428-1306


B.
Medical Review Officer

Dr. David Fletcher








Midwest Occupational Health Associates








1900 Lake Shore Drive









Decatur, IL  62521








(217) 423-4300


C.
Testing Laboratory


CompuChem Laboratories, Inc.








3308 Chapel Hill/Nelson Highway








Research Triangle Park, NC  27709








(919) 549-8263

XIII.
ALCOHOL TESTING.


A.
Collection Site


St. Clement Hospital








#1 St. Clement Blvd.








Red Bud, IL  62278


B.
Medical Review Officer

Dr. Pamela Gronemeyer








St. Clement Hospital








#1 St. Clement Blvd.








Red Bud, IL  62278

XIV.
ALCOHOL-DRUG INFORMATION RESOURCES & TREATMENT CENTERS.


A.
American Council on Alcoholism Helpline - 800-356-9996


B.
National Cocaine Hotline - 800-COCAINE or 800-662-HELP


C.
State of Illinois Cocaine Hotline - 800-445-COKE


D.
National Council of Alcoholism & Drug Dependence Hope Line - 800-NCA-CALL


E.
National Institute on Drug Abuse Hotline - 800-622-HELP


F.
Alcoholics Anonymous - 800-870-3795


G.
Narcotics Anonymous - See local directory


H.
Local United Way


I.
National Directory of Drub Abuse and Alcoholism Treatment and Prevent Programs.


J.
Directory published by the US Public Health Service, Rockville, MD  Phone 301-443-6500


K.
State and local alcohol and drug abuse agencies or social service agency

XV.
INDICATORS OF DRUG AND/OR ALCOHOL ABUSE.


A.
The following indicators of a person’s appearance, behavior, speech or body odors can be used to signal an alcohol or controlled substance problem.  An employee observing a fellow employee exhibiting any of these indicators, and who believes the fellow employee does have an alcohol or controlled substance problem, should encourage the employee to seek assistance with the help of management or through a Substance Abuse Professional or other assistance program.



1.
Breath/clothes smell like alcohol.



2.
Breath/hair/hands/clothes smell like marijuana.



3.
Bodily odors masked by gum/mints/cologne, etc.



4.
Eyes bloodshot.



5.
Eyes glassy.



6.
Eyelids droopy.



7.
Eyes watery.

8.
Pupils dilated.



9.
Eyes don’t track movement smoothly.



10.
Face flushed.



11.
Face pale.



12.
Acts sleepy/asleep.



13.
Unusual sweating. 



14.
Speech slurred.



15.
Speech incoherent.



16.
Speech rambling.



17.
Won’t stop talking.



18.
Won’t talk.



19.
Voice unusually loud or soft.



20.
Stumbles, staggers or falls when walking.



21.
Sways, sags or leans on support when standing.



22.
Movements jerky or uncoordinated.



23.
Acts hyperactive.



24.
Moves very slowly.



25.
Sudden, marked mood swings.



26.
Sudden, marked changes in activity level.



27.
Unusually quarrelsome or irritable.



28.
Erratic or violent actions.



29.
Doesn’t seem to care about anything.



30.
Confused.



31.
Unusually anxious.



32.
Unusually hostile.

APPENDIX “A”

EQUAL EMPLOYMENT OPPORTUNITY


2-1-1

STATEMENT OF POLICY.  The City provides equal employment opportunities to each employee and applicant for employment without regard to race, color, religion, national origin, age, sex, handicap or disability, unfavorable discharge from military service or status in accordance with applicable law.  This policy applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.

2-1-2

PROHIBITION AGAINST UNLAWFUL HARASSMENT.  The City expressly prohibits any form of unlawful employee harassment based on race, color, religion, national origin, age, sex, handicap or disability, unfavorable discharge from military service or status.


2-1-3

DEFINITION OF HARASSMENT.  For these purposes, the term harassment includes, but is not limited to slurs, jokes, other verbal, graphic or physical conduct relating to an individual’s race, color, religion, national origin, age, sex, status, handicap or disability or unfavorable discharge from military service in accordance with applicable law.  Harassment includes sexual advances, request for sexual favors and other verbal, graphic or physical conduct of a sexual nature and harassment also includes making submission to or rejection of such conduct the basis of any employment-related decision and includes creating an intimidating, hostile or offensive working environment by such conduct.


Sexual harassment involves a man harassing a woman, a woman harassing a man or harassment between members of the same gender.


2-1-4

RESPONSIBILITY OF INDIVIDUAL EMPLOYEES.  Each employee shall receive a copy of this harassment policy and be familiar with it.  Each individual employee has the responsibility to refrain from harassment in the workplace or be subject to disciplinary action including immediate discharge.  The harassing employee will be subject to disciplinary action up to and including discharge.  The harassing employee will be subject to disciplinary action up to and including discharge.  The harassing employee may be subject to counseling as a condition of continued employment, such counseling to be at the employee’s expense.  Each employee shall cooperate with any harassment investigation.


2-1-5

RESPONSIBILITY OF SUPERVISORY PERSONNEL.

(A)

Each supervisor is responsible for maintaining the workplace free of harassment.  He shall deal with harassment as with all other forms of employee misconduct when he becomes aware of any harassment.


(B)

A supervisor must address an observed incident of harassment or a complaint, with seriousness, take prompt action to investigate it, report it and observe strict confidentiality.  Such action shall also be taken in cases where an employee tells the supervisor about behavior considered harassment but does not want to make a formal complaint.


(C)

A supervisor must ensure that no retaliation will result against an employee making a harassment complaint.


(D)

A supervisor must file a confidential report of his actions and investigation following an observed harassment incident or receipt of a harassment complaint with the Mayor.


(E)

A supervisor must inform his current employees and each new employee of this harassment policy and shall provide a copy of this policy to them.


2-1-6

RESPONSIBILITY OF ELECTED OFFICIALS.  Each elected office holder for the City shall receive a copy of and be familiar with this harassment policy.


2-1-7

PROCEDURES FOR FILING A COMPLAINT.

(A)

An employee who believes that he or she is the victim of harassment shall be encouraged to report the incident.

(B)

An employee who observes harassing behavior or believes that he or she has been harassed should directly and clearly express objection to the conduct to the offending employee and request that the offensive behavior stop.


(C)

The employee may also elect to pursue the following actions or may proceed to do so in lieu of directly confronting the offending employee.

(1)
Notify his supervisor; or

(2)
If the employee’s supervisor is the person alleged to have engaged in harassment, notify the Chairman of the City’s Personnel Committee who shall then investigate and report the alleged incident in the same manner as a supervisor does under the Code.


(D)

An employee who is seeking corrective action shall document the incident in a written report.


(E)

A supervisor receiving an oral or written report of harassment shall initiate a review of the allegations and respond as soon as possible, but not later than five (5) working days, by taking the following actions:

(1)
Discuss the allegations with the reporting employee.

(2)
Discuss the allegations with the charged employee.

(3)
Discuss the allegations with each witness, if any.

(4)
File a written report with the Mayor.


(F)

The Mayor, or his designee, shall review the supervisor’s written investigative report, conduct an additional investigation if he deems it to be necessary and take whatever action which he believes is warranted, such action to include disciplinary action up to and including immediate discharge of the harassing employee in the manner as provided in Section 1-2-47 of this Code.  The Mayor shall provide a written report of his actions to the harassing and harassed parties.  The Mayor, or his designee, shall complete his responsibilities hereunder within ten (10) working days of the supervisor being informed of the alleged harassment.


(G)

Retaliatory action against anyone complaining in good faith of harassment is prohibited, even if the complaint is not substantiated.  No retaliatory action shall be taken against any reporting witness who acts in good faith.


2-1-8

FALSE OR FRIVOLOUS CHARGE.  An employee making a false or frivolous charge may be subject to disciplinary action.  False or frivolous charges refer to cases where the accuser is knowingly using a false harassment complaint to accomplish some other end than stopping harassment, but do not include charges made in good faith which cannot be substantiated.

(Ord. No. 773; 02-07-94)
APPENDIX “B”

CITY OF RED BUD

EMPLOYEE SPECIAL TRAINING REQUEST

Name 






Employment Date 





Job Title 





Social Security No. 





Department 





Location 






Title of Training 












Description and expected values to be received from training 





Location of Training 











Dates of Training 












Number of Days 




Registration Fee 





Has employee attended previously? 


If Yes, When? 




Is this training regularly used by this department? 







Remarks (list anticipated expenses and include travel advance amount, if needed) 


Department Head







Date

Department Head Recommendation:
Yes 

No 

Date 



Committee Recommendation:

Yes 

No 

Date 




Council Approval:



Yes 

No 

Date 




Date Posted to Personnel File 










APPENDIX “C”

CITY OF RED BUD

VACATION REQUEST FORM

Employee's Name 






Date Submitted 






(please print)

Number of Hours Requested: 









From: 






Through: 






Employee can be reached at (if needed): 








Remarks: 













Employee's Signature: 




Date: 








Approved



Disapproved (Give Reason)

Elected Official/Department Head Signature



Date

APPENDIX “D”

CITY OF RED BUD

DESIGNATION OF BENEFICIARY

Employee's Name 












Address: 













Phone: 













Social Security Number: 











Date of Hire: 












Who to contact in case of emergency: 









Phone Number: 












The beneficiary(ies) entitled to receive employee's unpaid compensation, such sums for any accrued vacation period or any other monies to which the employee was entitled to at the time of death.

Beneficiary(ies): 















Last Name


First Name



MI

Relationship: 












Social Security Number: 











Signature of Employee






Date

APPENDIX “E”
CITY OF RED BUD

CONSENT TO SEARCH AND SEIZE

Employee's Name: 















(please print)

I grant to the City of Red Bud, its Police Department and my Department Head the right to search all department property, and/or my locker, office or furniture assigned to me and to seize all contraband therefrom.

This consent is granted knowingly and voluntarily without use of force or coercion.  Further, I acknowledge that I have been informed that I do not have a right to expect privacy in any department property and/or locker, office or furniture assigned to me by the City or member(s) of its staff.  I further state and acknowledge that I agree that, based on the City's policy, I have no right to expect privacy in those areas.

Employee's Signature







Date

APPENDIX “F”

CITY OF RED BUD

DRUG FREE WORKPLACE POLICY

PHILOSOPHY


Drug abuse affects all aspects of our lives - it threatens the workplace as well as the home, the school, and the community.  The City of Red Bud must take a firm stance against illicit drug use.  The use of drugs is unacceptable since it can adversely affect health, safety, and productivity, as well as public confidence and trust.  When drug use and/or involvement interferes with an employee's efficient and safe performance of work responsibilities and/or reduces the employee's dependability and accountability, it creates a problem for the whole organization.


Drug abuse inflicts notable human expense.  Personal tragedies, feelings of anxiety and depression, and diminishing coping skills are reflected on an individual level.  Dysfunctional and strained relationships mark the heavy burden felt by the families of the drug abuser.


The cost of drug abuse, both on a personal and organizational level, is unacceptable.  The rising incidence in substance abuse makes it imperative that the City of Red Bud combat this issue by implementing a "zero tolerance" policy of drug use in the workplace.

DRUG FREE WORKPLACE STATEMENT


The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance, including cannabis, is prohibited in the workplace.  "Controlled substance" means a controlled substance as defined in the Illinois Controlled Substances Act (720 ILCS 570/101 and following as amended) or cannabis as defined in the Cannabis Control Act (720 ILCS 550/1 and following, as amended).  Disciplinary action, up to and including dismissal can be taken against employees for drug violations.


All employees will, as a condition of employment:

1. Agree not to manufacture, distribute, dispense, or possess controlled substances or alcohol in the workplace.

2. Notify their respective Elected Official/Department Head of any arrest for/or conviction of any local, state or federal criminal drug statute no later than twenty-four (24) hours after the employee is arrested or convicted of such violation.

3. Abide by the conditions set forth in this statement.

APPENDIX “G”

CITY OF RED BUD

EMPLOYEE NOTIFICATION OF EMPLOYEE POLICY

AND DRUG FREE WORKPLACE POLICY AND 

DISCLAIMER OF EMPLOYMENT


The Employee Policy of the City of Red Bud is not intended to create any employment relationship with any employee that is contractual in nature.  All employees of the City are employed at the will of the City of Red Bud and employees can be terminated at will.  All employment policies of the City of Red Bud are subject to change without notice and/or approval of any employee.  Any and all discipline and/or discharge procedures contained in the Employee Policy are illustrative in nature, and only provide examples of the manner in which employees may be disciplined or terminated.  Any an all such procedures are not meant to be the sole or exclusive way in which discipline discharge could occur.


By signing this disclaimer, the employee understands that the employment relationship between the employee and the City is NOT contractual in nature; that employment can be terminated at the will of the City, that all employment policies are subject to change without notice and/or approval of the employee; and that any and all discipline and/or discharge procedures contained in the Employee Policy are merely illustrative in nature, and are not meant to be the sole or exclusive manner in which discipline and/or discharge could occur.


I have been given a copy of the City of Red Bud Employee Policy adopted July 7, 1997, and have read same.


I understand that contained within the Employee Policy is the City of Red Bud Drug Free Workplace Policy.  I have read and understand the City of Red Bud Drug Free Workplace Policy and agree to abide by its terms and conditions.

Name: 













Date: 














This form is to be retained in the Employee's Personnel File.

APPENDIX “H”

CITY OF RED BUD

EMPLOYEE POLICY DISCIPLINE FORM

Date: 














Employee Name: 












Employee's Job Position: 











City Department: 












Department Head: 












Type of Discipline (Check One):



Verbal Reprimand



Written Reprimand



Probation



Suspension



Dismissal

State the Section of Employee Policy violated:

Section 



Subsection 



Page Number 

State any Code of Conduct violation, listing the Code of Conduct Subparagraph Number:

State the facts which support the violation: 








Date: 






















Elected Official/Department Head

Date: 






















Signature of Employee

APPENDIX “I”

CITY OF RED BUD

ANNUALLY APPOINTED

EMPLOYEE POSITIONS

POSITION

City Administrative Assistant

City Superintendent

Police Chief

Policemen
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