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THE CITY OF FAIRVIEW HEIGHTS 

OPERATIONS COMMITTEE MINUTES 
Wednesday, May 4, 2016- 7:00p.m. 

City Council Chambers 
10025 Bunkum Road, Fairview Heights, IL 

Committee Members in attendance- Dennis Baricevic, Roger Lowry, Denise Williams, Pat 
Baeske, Harry Zimmerman 

Committee Members absent- None 

Other Aldermen and Elected Officials in attendance - Patricia Peck, Brenda Wagner, City 
Treasurer Karen Kaufhold 

Staff in attendance: Public Services Director John Harty, City Attorney Katherine Ann Porter 

Recorder - Jill Huffman 

~-,/~, .,v 
\~-

Public Participation'L~ ~/ 1' 
~ -~ ~ 

None ;. '~ I \ 
'· ~2 ~ Approval of Minutes, Ma ~~"~6;1:l1·~ J7 

~ 'Wi, ~9~ 
Motion a~~econel~ftBJ?roveW~jp minutes were made by Aldermen Lowry/Baricevic. The 
motion ~ried by voice ~~ and i.f'~pt'· a imous. 

~- ~ ~ 
Personna ~~&-~mmittee ~ 
Alderman ired~ immermanJ hairman 

' ' ~#/ 
No items to discu ~ /P 

"~p/ 
Alderman Lowry ques ~ned contract status. Negotiations ongoing; an update with be provided. 

Public Services Committee 
Alderman Dennis Baricevic, Chairman 

FOX CREEK WALK PATHS 

An estimate for construction , including labor and material, of the Fox Creek Park sidewalk is 
$3,872.00 and of the Columbia/Toulon sidewalk is $2,684. At the Columbia!Toulon location, 
easement acquisition negotiation is not included in these costs, therefore, costs may increase. 
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Last week, the Director met with Dr. Brown, Pontiac William Holliday School, and determined 
that the Fox Creek Park sidewalk is the preferred area. 

The Director located all four property corners of the Park. There is more room on the west side 
(6.5 feet) of the Park to install sidewalk, therefore, the playground will not have to be moved. 
Four feet is needed for sidewalk installation. 

Chris McMahon, School Board President, District 105, relayed that the School District is willing 
to contribute 50 percent of the costs associated with the project, til ~ t~;e, the School District 
would contribute $1,936 to the project. . ' "·· 

.-;· 
Staff will compose a contract between the City and the Sc~ · ~"D1St'~t and forward to the City 
Attorney for review. ~ ' 

~\ ~ 
This project is not budgeted, however, material costs $S§El and the lab · ~ · I be absorbed in 
the general fund. ~ ' 

~ '\ ~ 
The project will be completed before the next school ~J ~"'-·, .;P' 

~f .. 
The ~chool Board will be meeting the,,_third Tuesda~ a: .~ and th~ third Tuesday of June. 
Staff 1s to forward the agreement to t~ ... & phool D1stnct ff~ . e th1rd Tuesday of May, the 
Operations Committee the first Wednes~~~ ne, and to Ct'-~ nei l the third Tuesday of 
June. ~ ~ ~ 

~?-~· T PERRIN ROAD PHASE II -: CONTRACT \ z#7 ~ 
. .L-. . ~f' r . . 

B1ds were opened A~.J.! ~9 , 2 :0~. m., w1th Hi~k's Excavatmg & Landscaping be1ng the low 
bidder at $707,757 .§!f~l)e enginl r's estimate ~s $714,000 and the City budgeted $800,000 
for the project. The Di re6f~ reco~ ends entering~l :S a contract with Hank's for the project. . ~,A"'-~~ .,.-. .~' . . 
Mot1on:lfland se~~Jddfm~, forwa~~~Resolu tort.f.Z %~1ty Counctl recommending that the Mayor enter 

oX!WP-'4)/.W_,rp /h!: '9L'WJ11 . into aiia . emem wi ,.~ank's ·, · y ating & Landscaping, Inc. to provide construction services 
forth~ ~" rin Road Ph~~ rojec ~ e mount of $707,757.65 by Aldermen Lowry/Baeske . . ~, ~ F 
Discussi "~ errin Road P (' I was:-constructed by OMS Contracting, Mascoutah. 

-~. I 
The Director ~~d that th1{e were seven proposals received by the City, however, four 
proposals were . ~ad d~l/o bid irregularities. There is a checklist of items that need to be 
returned with the bt~»l)£, . fhese items are not submitted, the bid is not read. The contractors 
were informed of the ff~fon their bid was not read. Each document that is to be returned with 
the bid is marked at t . ~ top of the page "Return With Bid" and also stated in the Instructions to 
Bidders. 

The motion carried by voice vote and was unanimous. 
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CITY HALL ROOF - CONTRACT 

Bids were opened April 19, 3:00p.m., for Re-Roof of City Hall. Five bids were submitted, but 
only one bid was read due to bid irregularities with four of the bidders not submitting the Project 
Labor Agreement. Language was contained in the Project Manual that the Project Labor 
Agreement must be returned with the bid. The only bid read was from Kehrer Brothers 
Construction, Albers, Illinois in the amount of $85,600 which is near the architect's estimate and 
less than what staff budgeted for the project. 

Motion and second to reject all bids for the City Hall Roof project a .- ~ o rebid the project by 
Aldermen Lowry/Baeske. • ; ~,.,,, 

&~ Discussion: Questioned about the other bidders bidding a s~ . ncf"f~~ knowing the successful 
bid was $85,600. The Director relayed that the succes§,;_ l bidd~~~alizes that the other 
companies know their bid . -~--- ~-., ' ,, ' ' 
The motion carried by voice vote and was unanimo . ..,__ ' _. 

. ~ ~ .~ 
LINCOLN TRAIL STREETSCAPE PHASE I- R.O. ~A · QUIStifiON CONTRAC 

Oates Associates proposed amount of 500 for right-o -~ acquisition is part of the original ~, ' 
project from last year for the design eng services of ' ~~~ Place, Phase I, CM~Q gr~nt 
from IL Rte 159 to DSW/Petco. It was should pr~,$.~th rough the Eng1neenng 
Design Studies and Project Developm lOOT be~e proceeding with right-of-
way. For right-of-way acquisition, the Oate .w Associates must utilize an 
appraiser to satisfy the requ ents of the c .v''"'''""'""' 

The original contract 
$112,600. Eighty n~:>~ I:"I~Anr 

, 100, therefore, their total contract would be 
,...,.,,_,.,..."" CMAQ grant. 

/; 

neil recommending that the Mayor enter 
right-of-way acquisition on Lincoln Trail 

to DSW/Petco in the amount of $30,500 by Aldermen 

ral Funding Agreement will be presented at the June 
which is associated with this contract and will require a 
ment will illustrate the breakdown of the CMAQ grant. 

The motion carried by ce vote and was unanimous. 

IL ROUTE 159 SIDEWALK -ITEP GRANT APPLICATION 

The Director stated that during the second week of April , the State invited potential applicants to 
submit applications for projects to the Illinois Transportation Enhancement Program. There has 
been discussion concerning pedestrian mobility in the IL Rte 159 corridor and a possible 
crosswalk at IL Rte 159 and Market Place. lOOT stated because this intersection has the 
largest Average Daily Traffic (ADT) in Southern Illinois, the City should not apply for funding for 
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a crosswalk at that location as it would not be approved for construction. As a result, to satisfy 
the pedestrian mobility between Fairview City Center, Market Place, The Shoppes and St. Clair 
Square, the City can apply for an ITEP grant. The sidewalk would begin west of Taco Bell, 
proceed south on IL Rte 159 to the entrance at Fairview City Center, and cross IL Rte 159 east 
to the entrance to The Shoppes and St. Clair Square. 

Oates' fee of $3,000 is to apply for the ITEP grant. Eighty percent of this grant pays for 
construction/engineering fees. Because the grant is being submitted directly to the State of 
Illinois, there is no application fee. ·-As a requirement of the ITEP grant, a Resolution of Support will be,.·. ·edeCJ·.from City Council. 

Discussed if there are other locations in the City where th~ ~~ld be utilized; perhaps 
~long U~ Highw~y 50. The Director stated the a_reas a!o & ~-US H1~b.Wj}' 50 to the west are 
Included 1n the Sidewalk Program through TIF. Dlscu&s~ the. area wt:'~f Bunkum Road on 
US Highway 50 and that this area has been prev_t W(y' a'iscussed, but~-~~ lanned, as the 
location is rough terrain. ,L ., ~ · 

~ -~ -The Director stated that submissions for application ~??ii IT . . rant close Jun 7. 
~' 

The Director stated that the applicatign fee will be c ~~.d to the Surveying/Engineering 
Services budget. ~ ' 

~~ ~~ 
Motion and second to forward a Resolutio~Jo • 1 ?}J,!jncil recom~riding that the Mayor enter 
into an agreement with Oates Associates ~ prep~~)Jiinois ifransportation Enhancement 
Program (ITEP) application for sidewalks a ~g" I nois ·:~ll.e/'159 from Market Place to the 

~ ;;l ;m. ~~-
entrance to The S~~ · e .. ~))1 St. Clai ~ the aretount of $3,000 by Aldermen 
Williams/Zimmerman;dl · e motr(f~·- arried by vofG_p vote and was unanimous. 

~ I ~-. 
Motion and s~cond to o~~d _a ~s?lu~i~n of S~f9ort to Ci~y <?ouncil recom_mending that the 
Mayor authonze on beha i~~~ /~~J,~~"'~0UP,~tfrt of t~e 1_111no1s Transportation Enhancement 
Program (IT~I?-)$j,t.~.!l!Jor srd~~A1~ const~ft ralong llhn01s Route 159 from Market Place to 
the entrai~ Tlf'@C'~~JJ2es of-~Ciair by Aldermen Williams/Zimmerman. The motion carried 
by voic;.J~te and was fi"Jt~, Jrnous .~ ;-
/~~ ~ ~ 

PUBLIC W~RKS DIRECTO~S REPlfRT- PROJECT UPDATES 

"'~ - ~ 
Director of Pu ~arks pre · ted his written report to the elected officials for their review. 

~ ~ 
The following items ~~~· ·scussed: 

9' 
• Lincoln Tra1f Sidewalks - Stutz Excavating will begin with traffic control tomorrow. 

Discussed that the construction of commercial entrances will be watched closely due 
to steep slopes. 

• Joseph Drive- A preconstruction meeting was held at lOOT on April 15 to discuss 
schedule, etc. The construction start date is May 25. 
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• Weinel Hills Asphalt Overlay - Project is complete. Streets were overlaid three and 
a half years after sewer installation. The remaining streets in the Weinel Hills areas 
will be, hopefully, addressed next year. 

• Library Roof- Advertisement for bids on May 15, mandatory prebid meeting on May 
20, and bid opening on June 2. Projected start date is mid-July and anticipate one 
month to complete. The Library will not be closed. 

The two roof projects, City Hall and Library, cannot be col!'bined as one bid as the 
City contracted with two architects. ~"-.,,, 

• Fox Creek Storm Water Improvements- The preco~5' ~£tion meeting was held this 
date. The contractor, Haier Plumbing, anticipate~VOj~Jgrt the week of May 11. 
The contractor will begin with the relief sewer on ~d Colli lf'(~J~ Road, work into the 
subdivision, and then to the detention stru .. 2 tf~fal1her ups' . Staff will notify 
residents of construction progression. ~ "'- ' 

. A \ . ~ fi 
• Kass1ng Avenue Improvements- Tt:) - ~~.,&tor me·~ 1th Ameren o ~ Efsday, who 

potholed five loc_ations. It was disco~erei¥'~t A~ ~n:!{> _gas u~ility wi not be in the 
way of construction. Hank's Excavating & La~~ p1ng w1ll begm sewer replacement 
in the next couple of per Caseyvifm ~_.g_wnship Sewer. Once sewer 
replacement begins, staff wi ·se for bids fo tlf~treet improvement. 

~ -~· 
In addition: 

It was questioned gld&..t~n1tr~~~Wands for road projects for which 
it is usually to .d~W::@l~~,... ..... nty period. This will be reviewed. 
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 CITY OF FAIRVIEW HEIGHTS 
 
 PERSONNEL CODE 
 
 
 DISCLAIMER STATEMENT FOR NON-CONTRACTUAL EMPLOYEES 
 
 
I have received a copy of the City of Fairview Heights' Personnel Code.  I will accept the 
responsibility for reading this Code to become familiar with the rules, regulations, and 
benefits of the City of Fairview Heights.  I understand that the employment relationship 
between myself and the City of Fairview Heights is not contractual in nature. 
 
I understand that the personnel policies of the City of Fairview Heights are presented in 
this Code and in summarized form.  For more information about any policy, I may 
consult my Supervisor, Department Head, or the Administrative Services Director.  
These policies are subject to change without prior notification, and I am subject to policy 
changes as they are made. 
 
Name:                                      
 
Date:                                      
 
Please return this page to the Department Head/Supervisor after you have signed it. 
 
Signed originals of these pages are to be kept in each employee’s personnel file in the 
Administrative Services Department. 
 
(Resolution No. 2753-2000) 
 
 
 
 
 
 



 

 



 

 

 
 
 
 
 
 
  
 
 

CITY OF FAIRVIEW HEIGHTS 
 
 PERSONNEL CODE 
 
 RESOLUTION NO. 925-'82 
 
 JUNE 1, 1982 
 
 UPDATED 2/2/93 

 
UPDATED 9/2/2014 (RESOLUTION NO. 3858-2014) 

 



 

 

 
 



 

 

 
 
 RESOLUTION NO. 925-'82 
 

A RESOLUTION REPEALING RESOLUTION NO. 746-'80, 
PASSED MAY 6, 1980 AND APPROVED MAY 7, 1980, 
RESOLUTION NO. 757-'80, PASSED JULY 1, 1980 AND 
APPROVED JULY 3, 1980, RESOLUTION NO. 834-'81, 
PASSED SEPTEMBER 1, 1981 AND APPROVED 
SEPTEMBER 2, 1981 AND; A RESOLUTION TO 
ESTABLISH A PERSONNEL CODE PROVIDING 
PERSONNEL RULES AND BENEFITS FOR THE 
EMPLOYEES OF THE CITY OF FAIRVIEW HEIGHTS, 
ILLINOIS. 
 
 

 NOW, THEREFORE, BE IT RESOLVED BY THE MAYOR AND THE CITY 

COUNCIL OF THE CITY OF FAIRVIEW HEIGHTS, ILLINOIS:   

SECTION 1. ESTABLISHMENT OF A CODE.  This Resolution, consisting of 

Section 1 through 27, shall be known as "The Personnel Code".  Any and all 

additions or amendments to such Personnel Code when passed in such form as 

to indicate the intention of the City Council to make the same apart thereof, shall 

be deemed to be incorporated in the Personnel Code. 

 Upon passage and approval, the City Clerk shall cause each City employee 

to receive a copy of the Personnel Code and the City Clerk shall have copies 

available for each new employee. 
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 SECTION 1.  INTRODUCTION 
 
Policies are defined as the basic rules which guide administrative action in 
accomplishing an organization's objectives. Comprehensive and clearly defined 
policies, which are consistently and fairly administered, are essential to the success of 
any organization. This manual contains those policies set forth for employees of the 
City of Fairview Heights. All personnel charged with the responsibility of administering 
policies must be thoroughly familiar with the contents of this manual. Furthermore, it is 
essential that these policies be administered in a systematic, fair, and impartial 
manner.  

It is the responsibility of each City employee to familiarize himself/herself with the 
policies contained in this manual and to comply with their administration. Employees 
should address questions of policy interpretation to their department head or other 
designated personnel pursuant to the City Chain of Command. All employees will 
receive a copy of the manual for their personal use. Employees will also be required to 
sign a statement acknowledging receipt of the manual and their responsibility to 
familiarize themselves with the policies contained in the manual and their obligation to 
return of the manual at the end of their employment.  
 
Undoubtedly, there will be situations which require administrative interpretations of the 
policies set forth in this manual. An effort must be made to ensure that such decisions 
are made as objectively and consistently as possible, keeping the general intent of the 
policy in mind.  

As conditions change within the City, it may be necessary to add, delete, or revise 
specific policies which have been affected by such change. Amended or 
supplementary policies as well as an updated amendment log documenting the 
amendment will be issued to all employees.  

The policies set forth in this manual supersede all previously written and unwritten 
City Personnel Policies. In the event there is a conflict between the policies set forth 
in this manual and any applicable law, the applicable law will prevail.  

The rules expressed in this personnel policy shall apply to all positions in all 
departments of the City, except for instances where a Collective Bargaining 
Agreement (CBA) has a specific provision that is in conflict with a specific provision of 
the City personnel policy. In these instances, the terms of the CBA will apply with 
respect to employees covered by the CBA.  

It is also understood that members of the Police Department also have policies and 
operating procedures as set forth by the Police Chief. The Chief of Police shall direct 
the administration and operation of the Police Department and in addition to policies 
transmitted by the Mayor, shall establish such policies, directives, rules and 
regulations for the administration and operation of the Department as he sees fit. 
Ordinance 190, Chapter 30,30-1-4(c). 
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SECTION 1.  INTRODUCTION - continued 
 
 
The policies outlined in this manual are presented as a matter of information only, and 
may be changed at any time by the City. This manual is not an expressed or implied 
employment contract. No representative of the City has the authority to enter into an 
agreement with any employee that is contrary to the foregoing.  
 

OBJECTIVES 

The City of Fairview Heights recognizes that a personnel system which recruits and 
retains competent, dependable personnel is indispensable to effective government 
operations.  

The policies and procedures set forth in this manual are designed to:  

A. Promote high morals and foster good working relationships among employees of 
the City by providing uniform personnel policies; 

B. Enhance the attractiveness of a career with the City and encourage each of its 
employees to give his/her best effort to the City and the public;  

C. Encourage courteous and dependable service to the public;  
D. Provide fair and equal opportunity for qualified persons to enter and progress 

through City service based on merit and fitness as determined through objective 
and practical personnel management methods; 

E. Ensure that all City operations are conducted in an ethical and legal manner so 
as to promote its reputation as an efficient and progressive body. 
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SECTION 2.   DEFINITIONS 
 
A. COVERED EMPLOYEES - All employees shall be covered by this Code except those 

employees specifically exempt in a given Section or Subsection and/or employees 
covered by provisions that are specifically set forth by Statute. 

 
B. EMPLOYEE GROUPS - Employees are classified in the following groups: 
  

1. FULL TIME EMPLOYEES - Those working the normal number of hours, usually 
40 hours per week, for which full time wages are paid. 

 
2.  PART TIME EMPLOYEES - Those employees scheduled to work less than 30 

hours per week on average per calendar year, except as listed below. Effective 
January 1, 2014, the City shall make determination of part time or full time status 
by averaging the hours worked per week over a twelve (12) month period, with 
the first twelve month period beginning July 1, 2013.  (Per Resolution No. 3858-
2014) 

 
 PART TIME EMPLOYEES/OTHER: 
 

a) TEMPORARY EMPLOYEES - Those who are engaged for a specific 
project or a limited period with a definite understanding that their employment is 
to terminate upon completion of the project or at the end of the period, and 
whose employment is expected to continue for more than three (3) weeks, but 
not more than a year.  All temporary employees shall be appointed by the Mayor, 
City Clerk and Treasurer with the approval of the Personnel Committee.  The 
Personnel Committee approval shall be obtained through a documented poll of 
the Committee if time constraints do not allow for approval otherwise.  (Res. No. 
2659-’99) 

 
b) EMERGENCY EMPLOYEES - Those employees authorized by the 
Mayor, City Clerk or City Treasurer to meet a specific one-time, unusual, 
emergency need of the City, who are engaged for a period of not more than 
twenty-two (22) days in any consecutive three (3) month period. (Per Resolution 
No. 1534-'88) 

 
  
3. MANAGEMENT EMPLOYEES - Those employees holding positions of 

Management Level I, II, III, IV or V.  It is the intention of City Council to afford 
salaries and flexibility of work schedules commensurate with the responsibility of 
our Management Level people; we specifically exclude said employees from the 
following benefits:  Overtime, compensatory time, minimum call out and holiday 
pay as defined in this Code.  (Per Resolution No. 1374-'87). 

 
C. OVERTIME - Hours worked at the Mayor or Department Head's request in excess of 

forty (40) hours worked at the regular rate in any calendar week shall be considered as 
overtime. 

 
Payment shall be made at one and one-half (1 1/2) times the base rate.  (Per Resolution 
No. 3761-2013) 
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SECTION 2.  DEFINITIONS – continued 
 

1. Hours worked at the Mayor's or Department Head's request in excess of the 
Police Department personnel’s' regularly scheduled work day, or in excess of the 
Police Department personnel’s' regularly scheduled work week, shall be 
considered as overtime. (Per Resolution No. 1356-'86). 

 
D. COMPENSATORY TIME - When a full time employee works overtime, the employee 

may elect to take any equivalent of one and one-half (1 1/2) times the number of 
overtime hours worked (excluding holidays) as time off with pay at the discretion of the 
employee's Department Head. 

 
E. HOLIDAY - Legal Holidays as listed in the Personnel Code or set by the City Council 

from time to time. 
 
F. HOLIDAY PAY - those non-management employees who are required to work on an 

official holiday shall be compensated at their regular monthly rate plus two and one-half 
(2 1/2) times their computed hourly rate for the number of hours worked. 

 
   EXAMPLE: Patrolman (Grade 9): 

Base Rate $1214 per month or 
            $ 607 pay period or 
            $   7 per hour 
 
     HOLIDAY PAY = 2 1/2 X 7.00 = $17.50  
     Per holiday hour worked plus regular 
     Bi-monthly pay. 
 

Non-management employees, hired after the effective date of the Code who are 
required to  work on an official Holiday, shall be compensated at their regular monthly 
rate plus one and one-half (1 ½) times their computed rate for the number of hours 
worked. 
 

G. VACATION LEAVE-Regularly scheduled leave computed by completed anniversary 
years worked for the City.  Temporary and emergency employees are denied this leave.  
Part time employees’ vacation will be pro-rated on the actual hours worked as compared 
to the normal full time work week. 
 

H. EXCLUDED PERSONNEL-All elected and part time appointed officials are excluded 
from this Code, unless specifically included in a given section or subsection of this Code.  
All contract employees shall be subject to the provisions of the contract in effect at that 
time.  (Per Resolution No. 1879-’92) 
 

I. NEW EMPLOYEES-New employees hired to fill a vacancy shall be allowed up to and 
including two (2) weeks on the job training at the discretion of the Department Head.  
(Per Resolution No. 971-’83) 
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SECTION 3.  EMPLOYMENT APPLICANT RECRUITMENT/HIRING POLICY 
 
A. CONTRACTUAL AGREEMENTS 
 
The filling of any vacancy covered by contractual agreement with an employee bargaining unit 
shall be subject to the position bidding provisions of the applicable contract before any further 
steps are taken toward filling the vacancy. 
 
B. VACANCY ANNOUNCEMENTS - PROCEDURE 
 
Upon the creation of an employee vacancy as a result of the resignation, discharge, retirement, 
prolonged leave of absence or other termination of an employee or upon the creation of a new 
position (subject to the approval of the City Council), the following procedure shall be followed 
by the appropriate Department Head/Supervisor in filling that vacancy: 
 
1.   Compliance with the provisions as set out in Paragraph A. (CONTRACTUAL 

AGREEMENTS) in this Section; 
 
2.   Announcement of the vacancy in writing to all Department Heads/Supervisors (with a 

request that same be posted in order to make all employees aware of the vacancy) and 
to all members of the City Council shall be made by the Department Head/Supervisor.  
The posting shall be for no less than five (5) and no more that 10 working days before 
any further steps toward filling the vacancy are taken. 

 
3.   Only full-time or permanent part-time employees as defined in Section 2 of this 

Personnel Code shall be entitled to apply for vacancies prior to their advertisement as 
stated in Paragraph 5.  Under VACANCY ANNOUNCEMENTS - PROCEDURE of this 
Section. 

  
4.   Department Heads/Supervisors may also exercise the option to consider applications 

kept on file that were previously submitted provided that such consideration is not in 
violation of Paragraph A. (CONTRACTUAL AGREEMENTS) of this Section. 

 
5.   If the vacancy is not filled as a result of the above listed processes, the Department 

Head/Supervisor shall solicit applications through announcement in newspapers, trade 
publications (if applicable), placement services, local colleges and universities or other 
sources as applicable. (Res. No. 2663-’99) 

 
C.   VACANCY ANNOUNCEMENTS - CONTENT 
 
The vacancy announcement shall consist of: 
-Title of the vacant or new position and department 
-Hours to be scheduled, worked or anticipated 
-Rate of Pay at the time of the vacancy announcement 
-General statement of duties and responsibilities 
-General statement of necessary skills, experience and qualifications 
-Deadline for submission of applications 
-Where applications can be picked up 
-Where applications can be submitted 
-An Equal Employment Opportunity/Affirmative Action statement as contained in Paragraph H. 
of this Section 
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SECTION 3.EMPLOYMENT APPLICANT RECRUITMENT/HIRING POLICY- continued 
 
D. APPLICANT SCREENING 
 
Police records checks, tests of an applicant’s capabilities to perform the essential functions of 
the vacant position and requests for proof of education (transcripts) and training experience may 
be utilized in assessing the suitability of applicants for the vacant position. 
 
Applicants may be required to provide proof of identity, licenses, training certification 
information, references or other documentation related to the duties, responsibilities, skills and 
qualifications of the position they are being considered for should the Department 
Head/Supervisor deem it necessary. 
 
At any time between the initial announcement of the position vacancy announcement and the 
deadline for the submission of applications, a Department Head/Supervisor may consider 
applications kept on file that were submitted for previous vacancies provided that such 
consideration is not in violation of Paragraph A. of this Section. 
 
E. BOARD OF POLICE COMMISSIONERS 
 
Employees employed as full-time police officers are subject to rules and regulations established 
by the Board of Police Commissioners and the Illinois Compiled Statutes, as amended. If any 
provisions of this policy manual conflict with applicable regulations or statutes, the regulations or 
statutes shall control. 
 
F. REASONABLE ACCOMMODATION 
 
Applicants who require reasonable accommodation to perform the essential functions of a 
position shall not be disqualified from consideration from a vacant position or considered less 
qualified on the basis of the need for the reasonable accommodation in compliance with the 
Americans with Disabilities Act. 
 
Applicants requiring reasonable accommodation shall be expected to notify the Department 
Head/Supervisor of the need for a reasonable accommodation to perform the essential 
functions of the position. 
 
G.   APPLICATION PROCEDURE 
 
Applications will be available at the Administrative Services Department and distributed only to 
applicants for specific posted vacancies.  No applications will be distributed/accepted beyond 
the deadline as advertised for the acceptance of applications nor will any applications be 
distributed/accepted at times when there are no existing position vacancy announcements. 
 
Only applications distributed by the Administrative Services Department, completed in full and 
listing the specific position being applied for will be accepted.  No applications, resumes or other 
forms of information concerning the applicant will be accepted unless attached to an application 
distributed by the Administrative Services Department. 
 
The original application submitted by an applicant who is hired for any position, including full-
time, permanent part-time and temporary part-time, will be retained in that employee’s 
Personnel File.  Applications of individuals not hired will be kept on file in the Administrative  
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SECTION 3.EMPLOYMENT APPLICANT RECRUITMENT/HIRING POLICY- continued 
 
Services Department for a period of five years from the date of submission.  (Resolution No. 
2751-‘00) 
 
H. HIRING AUTHORITY 
 
For all Department Head/Supervisor vacancies, the Mayor shall have final approval authority 
regarding any individuals who are hired, subject to City Council approval as provided by the 
Revised Code of Ordinances of the City of Fairview Heights, Illinois.  For all other position 
vacancies (with the exception of the City Clerk’s and Treasurer’s Offices which are under the 
exclusive jurisdiction of the City Clerk and Treasurer respectively), the Department 
Head/Supervisor’s recommendation for filling a position vacancy shall be subject to the approval 
of the Mayor.  (Res. No. 2462-’98) 
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SECTION 4.  EQUAL EMPLOYMENT 
 
The City of Fairview Heights provides equal opportunity for all employees and applicants for 
employment without regard to political affiliation, color, race, creed, national origin, religion, 
gender, age, ancestry, disability, handicap, genetic information, marital status, status as a 
qualified disabled veteran, veteran status, or sexual orientation. References contained herein to 
masculine or feminine shall be construed to include both masculine and feminine. Employment 
opportunities are open to all qualified applicants on the basis of their experience, aptitude, and 
ability. This policy shall include all personnel practices related to the employment process, 
promotions, demotions, transfers, layoffs, termination, compensation, benefits, training, and 
general treatment of employees. To implement this equal employment opportunity policy, the 
following action plan has been adopted:  

1. Communication.  

a. All advertisements for employment shall contain the words "Equal 
Opportunity Employer." 
  

b. Employment applications shall contain the clause "Equal Opportunity 
Employer."  

 
2. Data Collection. All City employment applications shall contain a voluntary equal 
employment opportunity information sheet that will be confidentially reviewed by the 
EEO Officer. Said data will be tracked and maintained by the EEO for administrative 
purposes only. No hiring decision shall be made pursuant to the data collected.  

3. Management Responsibilities. The cooperation of every employee is important to 
achieve the objective of this action plan. Corrective action shall be taken against anyone 
deliberately obstructing the implementation of this plan.  

 
4. Appointment of Equal Employment Opportunity (EEO) Officer. The City Clerk has 
been appointed EEO Officer and has the following responsibilities:  

 
a. Work with the City Administrator to ensure that any and all reports of 

discrimination are fully investigated and resolved.  
 
b. Maintain a liaison with the EEOC (Equal Employment Opportunity 

Commission).  
 
c. File required reports with the EEOC.  
 
d. Confidentially review and monitor equal employment opportunity 

employment application data.  
 
e. Update and enforce the City of Fairview Heights Equal Employment 

Opportunity Plan.  
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SECTION 4.1.  MANAGEMENT RIGHTS 
 
The Employer has the statutory right and authority to administer the business of the City and, in 
addition to other functions and responsibilities which are required by law, the Employer has the 
full right and responsibility to direct the operation of City departments, to promulgate rules and 
regulations, and to otherwise exercise the prerogatives of management, which more particularly 
include but are not limited to the following:  
 
 
A.  To manage and direct City employees, including the right to hire, classify, promote, 
demote, assign, train, retrain, place on probation, evaluate, layoff, recall, enforce corrective 
actions, suspend, remove, and maintain order among employees;  
 
B.  To manage and determine the location, type and number of physical facilities, 
equipment, programs, and the work to be performed; 
  
C.  To determine each department's mission, goals, objectives, programs, and services and 
to utilize personnel in a manner designed to effectively meet these purposes;  
 
D.  To determine the size and composition of the workforce and the organizational structure;  
 
E.  To determine the hours of work and work schedules for individual employees;  
 
F.  To determine the necessity to schedule overtime and the amount required; 
  
G.  To determine when a position vacancy exists, the duties to be performed by job 
classifications, and the standards of quality and performance to be maintained;  
 
H.  To maintain the security of records and other important information; 
  
I.  To determine and implement necessary actions in emergency situations; 
  
J.  To establish and modify benefits and wages;  
 
K.  To set and amend budgets and to determine the utilization of technology, including the 
introduction of new or improved methods or facilities, or the changing of existing methods or 
facilities.  
 
SECTION 4.2.  COLLECTIVE BARGAINING AGREEMENT 

The rules expressed in this personnel policy manual shall apply to all positions in all 
departments of the City, except for instances where the provision of a Collective Bargaining 
Agreement (CBA) are in conflict with or supplement the City personnel policy. In these 
instances, the applicable rules for employees covered by the CBA shall be those expressed by 
the CBA. 
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SECTION 5. PROBATIONARY PERIOD 
 
 The first nine (9) months of employment will be designated as a probationary period for 
all employees with the exception of Sworn Police Department personnel, who are governed by 
local Ordinance No. 190, Chapter 30, Section 30.10 (B).  To assure new employees (full and 
permanent part-time) 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 
completion of each three (3) month period during probation by the Department Head, who shall 
submit a written report of the probationary employee's progress to the Mayor for review.  After 
successfully completing the probationary period, employees shall be given formal evaluations in 
compliance with Section 32 of this Code. 
 
 Probationary employees who fail to receive satisfactory evaluations during the 
probationary period may only be dismissed by the Department Head or Mayor, except 
probationary police officers, who may be dismissed by the Chief of Police or the Board of Fire 
and Police Commissioners. 
 
 The above stated probationary period also applies to employees (except Sworn Police 
personnel) who are rehired after previously terminating their employment with the City of 
Fairview Heights.  All employees who are rehired by the City are not eligible for benefits they 
may have earned during their previous employment with the City.  All benefits, such as 
longevity, sick time, vacation, will be based on the employee's most recent date of hire. 
 
 This Section does not apply to employees who transfer from one department of City 
employment to another, or from one position to another, providing they have previously 
successfully completed a probationary period. 
 
 All Sworn Police personnel must successfully complete an eighteen (18) month 
probationary period regardless of previous employment with the City. 
 
 All full time employees (except Sworn Police employees), and all appointed Directors, 
must successfully complete the above stated probationary period. 
 
 Upon successful completion of the probationary period the employee must be paid the 
salary authorized in the current Salary Ordinance and Force Level Resolution.  (Per Resolution 
No. 1534-'88) 
 
 Probationary Sworn Police personnel shall be paid at Grade 8, as outlined in the current 
City salary ordinance during their eighteen (18) month probationary period, after which they 
shall be elevated to Grade 9, as outlined in the current City salary ordinance. 
 
 Part time City employees who are elevated to permanent full time status are not subject 
to a probationary period, providing they have worked the equivalent of nine (9) months of full 
time employment (1,560 hours) with the City.  (Per Res. No. 1437-'87) 
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SECTION 6.  CLASS STANDARDS 
 
A. GENERAL STANDARDS 

Each Department Head shall prepare and submit to the Mayor for review, a job 
description for each position under his/her jurisdiction which sets forth the duties, 
responsibilities and desired qualifications for said position.  The Mayor shall have sole 
responsibility, subject to the approval of the City Council, for the determination of the 
appropriate class title to which the incumbent shall be placed and for the periodic review 
and updating of City class specifications. 

 
B. DRIVING STANDARDS 

City employees aged eighteen (18) years and older with proper driver’s license 
classification, shall be allowed to drive City vehicles, up to and including pickup trucks 
licensed for road use.  City employees must be at least twenty-one (21) years of age and 
properly licensed in order to drive City vehicles larger than pickup trucks and vans. (Per 
Res. No. 1195-'85) 

 
C. PHYSICAL EXAMINATION 
 

  1. A physical examination shall be required for any employee hired to work for the 
City.  All employees who shall work more than thirty (30) consecutive days, shall 
be required to undergo the physical examination. The City shall supply the 
physical examination form to be completed, designate the examining physician 
and shall pay for the cost of the physical.   

 
  2. Any employee specifically employed to drive vans or mini-buses which transport 

passengers, shall be required to undergo an annual physical examination at the 
City's expense.  The format of the physical examination form and the examining 
physician shall be as directed by the City. 

 
  3. The City shall pay for only the services of the examining physician to the extent 

they are needed to assess the employee's capability to perform the essential 
functions of the position hired for, with or without accommodation per the 
Americans with Disabilities Act.  Any other tests, examinations or consultations 
shall not be authorized for payment by the City. 

 
4.         A copy of the Physical Examination report is to be submitted to the City from the 

examining physician, indicating that the individual examined appears capable of 
performing intended job duties of position with the City. 

 
5.          Any employee giving any false information to the examining physician, shall be 

subject to disciplinary action or dismissal from employment.(Per Resolution No. 
1212-'85).  (Per Resolution No. 2698-‘00) 
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SECTION 7.  COMPENSATION 
 
A. BASE PAY 
 
The basic rate of pay shall be as set forth in the "Salary Ordinance" as adopted by the City Council from 
time to time. 
 
B. OVERTIME/COMPENSATORY TIME 
 

1. OVERTIME PROCEDURE - The Mayor or a Department Head may authorize reasonable 
periods of overtime work to meet the operational needs of the City.  Records of overtime 
of employees shall be prepared by each Department Head and submitted for payment or, 
in the event compensatory time is used, for recording. 

 
2. OVERTIME COMPENSATION - Non-management employees will be paid on the basis 

of one and one-half (1 1/2) times their regular rate for authorized time worked beyond the 
normally scheduled work week when authorized in accordance with paragraph (1) above.  
Such employees shall, at their discretion, be eligible for overtime or compensatory time 
off at the rate of one and one-half (1 1/2) times their regularly hourly wage rate.  After 
accrual of sixty (60) compensatory hours, (forty (40) regular hours), all other overtime 
hours shall be paid at the overtime rate.  Sixty (60) compensatory hours shall be the 
maximum to be accrued by any one employee.  Compensatory time shall be used for 
time off only at the discretion of the Department Head and will be paid in cash only at the 
time of termination or promotion to a management level position, paid within thirty (30) 
days of said promotion.  Only non-management employees shall be eligible for 
overtime/compensatory time compensation. 

 
3. TRAVEL TIME COMPENSATION - No compensatory time or overtime will be authorized 

for travel time to and from a Seminar or Convention.  Also, no compensatory time or 
overtime for Seminars conducted on weekends or Holidays. 

 
4. PART-TIME EMPLOYEE COMPENSATION - Part-time employees are not entitled to 

compensatory time. 
 
C. SHIFT PREMIUM 
 

A shift premium of fifteen cents (.15) per hour shall be paid to all full time employees (except 
those working 12 hour shifts), and part time dispatchers and part-time civilian police aides  who 
are regularly scheduled to work second shift, and thirty cents (.30) per hour for all employees 
regularly required to work third shift.  The shift premium shall be added to the employee's regular 
computed hourly rate when figuring wages for hours worked during second and third shift periods. 

 
Employees (except those working 12 hour shifts) will be compensated for hours worked, at the 
second shift premium if they are required to start their normal work schedule between the hours 
of 2:00 P.M. and 9:59 P.M. (effective May 1, 1998, for Police Telecommunicators only) or 3:00 
P.M. and 11:00 P.M. and at the third shift premium rate if they are required to start their normal 
schedule between the hours of 10:00 P.M. and 5:59 A.M. (effective May 1, 1998, for Police 
Telecommunicators only) or 11:00 P.M. and 7:00 A.M.  All other starting times shall be interpreted 
as first shift for which no premium will be paid.  (Res. No. 2312-'96) 

  
Shift premium shall be determined solely upon the required starting time of the employee.  An 
employee starting work in one shift and ending in another shall be compensated at the shift rate 
for which he started work. 
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SECTION 7.  COMPENSATION - continued 
Employees working 12 hour shifts that are required to start their normal work schedule between 
the hours of 4:00 A.M. and 4:00 P.M. shall not receive shift premium.  Those required to start 
their normal work schedule between the hours of 4:00 P.M. and 4:00 A.M. shall receive the third 
shift premium rate. 

 
An employee called out to work in addition to his normal work day shall be compensated at the 
overtime or holiday rate, and shift premium shall NOT apply.  (Per Resolution No. 2505-'98) 

 
D. MINIMUM CALL OUT 
 

A full-time, non-management level employee called out to work on employee's day off or after the 
completion of employees regular work day, shall be compensated for a minimum of two (2) hours 
figured at the overtime rate.  This benefit does not apply to regularly scheduled overtime, but was 
meant to include specific call outs.  For example, breathalyzer test, female prisoner search and 
court time in the Police Department, stray  animal calls, health nuisances and street related 
problems in the Planning and Public Works Departments.  Those employees who are called out 
on an official holiday, shall be compensated at the holiday pay rate. 

 
The part-time Animal Control/Code Enforcement Officer shall receive a minimum two (2) hours at 
the regular pay rate of emergency calls received after the completion of the employee's work 
schedule or on employee's day off.  (Per Resolution No. 1559-'88) 

 
The Animal Control Officer "on call" during a particular time shall be called out in the following 
situations: 

 
 a) Animal bite cases involving humans; 
 
 b) Injured or sick animals requiring attention and transport; 
 

c) Threatening animals which, in the opinion of the responding Police Officer, present a threat to 
human safety and/or jeopardize human life;   

 
d) Dead animals/animals carcasses on City right-of-way shall be the responsibility of the Public 
Works Department staff who shall be called out in such cases. 

 
In the event that a situation involving an animal presents an IMMEDIATE threat to human safety 
and/or human life, the responding Police Officer may react in whatever manner he feels is 
appropriate to relieve the threat but at no time shall a Police Officer transport an animal if an 
Animal Control Officer is available to be called out to the scene.  (Resolution No. 2505-’98) 

 
E. COMPENSATION FOR POLICE OFFICERS OF THE RANK OF LIEUTENANT, CAPTAIN OR 

CHIEF OF POLICE 
 
 1) Police Officers holding the rank of Lieutenant, Captain or Chief of Police shall be 

considered management employees of the City of Fairview Heights.  They shall not be 
entitled to longevity increases. 

 
 2) Police Officers holding the rank of Lieutenant shall be paid a salary that is $5,500 greater 

than the pay of a Sergeant at the final step in the sergeants’ longevity scale. 
 
 3) Police Officers holding the rank of Captain shall be paid a salary that is $3,000 greater 

that the pay of a Lieutenant. 
 
 4) Police Officers holding the rank of Chief of Police shall be paid a salary that is $5,000 

greater than the pay of a Captain. 
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SECTION 8.  LONGEVITY SALARY INCREASE 
 
A. ELIGIBILITY - Only full time employees with continuous employment with the City, and who are 

rated as satisfactory, shall be eligible for a longevity increase.    Police Officers holding the rank 
of Lieutenant, Captain or Chief of Police shall not be eligible to receive longevity increase. 

 
B. TIMING - Employees may become eligible at the completion of various years of employment with 

the City as indicated in the below listed chart.  Part time employees who later become full time 
employees while in continuous service with the City shall be eligible for longevity increases 
beginning with their first date of continuous employment.  (Resolution No. 2012-'93) 

 
C. WITHHOLDING AND APPEAL - It is the Department Head's obligation to insure that adequate 

personnel performance reviews are conducted and discussed with the employee.  In the event an 
employee is not performing at the expected level, the longevity increase will be withheld for one 
year.  An employee may appeal the withholding of a longevity increase through the provisions 
provided within the Code. 

 
D. PROMOTIONS - Promotions shall not affect the timing of longevity increase. 
 
E. LONGEVITY PAY – Full-time employees, hired on or before the passage of this resolution, 

whose job performance is rated as satisfactory or better shall be eligible for longevity increases 
upon completion of the following years of service and shall receive, in addition to base wages, the 
longevity pay the higher of:  1) the longevity pay they were receiving immediately prior to the 
effective date of this resolution or; 2) longevity pay as determined in accordance with the 
following:  

 
F. LONGEVITY INCREASES - For employees hired prior to May 1, 1980 the percent of base salary 

for approved longevity increases shall be as follows: 
 
AFTER COMPLETION OF YEARS OF SERVICE 
 
YEAR 
ELIGIBLE      1      2      3      4        5         7     10     15     20 
STEP  2      3      4      5        6         7        8        9     10 
% of BASE    2      4      6      8     10     12     14 16  18 
 
For employees hired on or after May 1, 1980 the percent of base salary for approved 
longevity increases shall be as follows: 
 
AFTER COMPLETION OF YEARS OF SERVICE 
 
YEAR 
ELIGIBLE      1 3 5   7 10 15 20 
STEP             2 3  4 5   6    7    8 
% of BASE     2      4      6      8      10     12     14 
 
(Per Res. No. 2795-2001) 
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SECTION 8.  LONGEVITY SALARY INCREASE - continued 
 
G. NEW HIRE PROBATIONARY WAGES – For employees hired on or after the 

date of passage of this Resolution, the probationary pay steps will be as follows:  
hire date thru 3 months – 85% of the base pay rate for the position hired;  3 
months thru 6 months – 90% of the base pay rate for the position hired;  6 
months thru 9 months – 95% of the base pay rate for the position hired;  and 
after 9 months the employee shall be paid 100% of the base pay rate for the 
position hired.  If the new employee meets the education and/or experience level 
for the position applied for he/she may (with the approval of the Mayor) be paid 
up to 100% of the base rate of pay on the date of hire.  (Per Resolution No. 
3813-2014) 
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SECTION 9.  EDUCATION INCENTIVES 
 
In addition to the existing salary schedule outlined in the Salary Ordinance (an 
Ordinance fixing salaries of City Officials, appointed Officials and Employees of the City 
of Fairview Heights, Illinois) full time employees, Grade 10 and below, shall be awarded 
as follows: 
 
A. Employees hired prior to May 1, 1976, shall be awarded a 10% salary increase, 

above base, for successfully completing one of the following: 
 
 1. An Associate Degree in the field directly related or connected to the job 

currently being performed in the City. 
 

2. A Bachelor's Degree in any field with at least twelve (12) hours in a field 
directly connected or related to the job currently being performed in the 
City. 

 
3. Police Officers must successfully complete one of the following: 

 
a. A Degree of Associates in Arts or General Studies in Law 

Enforcement. 
 

b. Police Science or Police Administration with a minimum grade 
average of "C" in sixty (60) semester hours or equivalent of work. 

 
c. A Degree of Associates in Arts or an Associates in General Studies 

in any field but with a minimum of twelve (12) semester hours in 
Law Enforcement subjects with a minimum grade of "C". 

 
d. A Degree of Bachelor of Arts, Science, Laws or in any other area of 

study with a minimum of twelve (12) semester hours in Law 
Enforcement with a minimum grade of "C". 

 
B. Employees hired May 1, 1976 or later, shall be awarded: 
 
 1. A 10% salary increase above base for successfully completing degrees 

labeled "2" or "3d" in paragraph "A" above. 
 

2. A 5% salary increase above base for successfully completing degrees 
labeled "1", "3a", "3b", or "3c" in paragraph "A" above. 

 
LIMITS - In no instance shall education advancement exceed 10%.  An employee 
receiving 5% for an Associate’s Degree, shall, upon receipt of a Bachelor's Degree be 
entitled only to an additional 5%. 
 
When the employee is awarded the education increase it does not affect the grade or  
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SECTION 10.  TUITION REIMBURSEMENT 
 
 The City will reimburse full time personnel for fees and tuition expenses incurred while 

attending College or Junior College.  To be eligible for such reimbursement, personnel must be 

enrolled in a Bachelor or Associates Program, in a field directly related to the work performed 

for the City.  All required and elective subjects will be eligible for reimbursement, provided a 

grade "C" or better is attained.  Also, reimbursement will be made for credit and non-credit 

undergraduate courses, with the approval of the Department Head, if directly job related to 

employee's work in the City.  Personnel choosing to attend a private college or university will 

only receive reimbursement in an amount not to exceed the per hour tuition rate at Southern 

Illinois University, Edwardsville, Illinois.  Any amount in excess of this would have to be paid by 

the employee.(Per Resolution No. 2270-'96) 

 The City reserves the right to demand from the employee repayment for said fees and 

tuition expenses paid by the City for past twelve (12) months if the employee voluntarily resigns 

their employment with the City within one (1) year after reimbursement.  All personnel attending 

classes must use the following procedure in submitting the claims: 

A. Prior to enrollment, submit to the Department Head for approval, a written list of 

courses you intend to take. 

B. Department Head will review and give written approval to employee if courses 

are job related and eligible for reimbursement, and the employee shall agree to 

sign a statement for repayment to City if employee resigns within one (1) year. 

C. Upon completion of classes with a grade of "C" or better, student will submit an 

expense voucher accompanied by a paid receipt or canceled check for the fees 

and tuition and a copy of the grade report to the Department Head. 

D. Department Head will forward same to the Treasurer attached to a purchase 
order for reimbursement to employee. 
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SECTION 10. TUITION REIMBURSEMENT - continued  
 
 The City will not pay for books, nor rental of books, or any supplies, as they are 

the property of the individual student.  Once the employee has obtained one (1) 

Bachelor's Degree, the employee is not eligible for any additional tuition and fee 

reimbursement. 

 If fee and tuition expense is denied by the Department Head, the employee shall 

have the right of appeal as provided in this Code. 
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SECTION 11.  LEAVE 

-  Credited Continuous Service 
-  Holidays 
-  Vacation 
-  Sick Leave 
-  Funeral/Bereavement Leave 
-  VESSA Leave 
-  Military Leave 
-  Jury Duty (Civil Leave) 
-  Leave of Absence Without Pay 
-  Family and Medical Leave 
-  Temporary Transitional Duty 
-  School Visitation 
-  Election Day Leave 
 

CREDITED CONTINUOUS SERVICE 

The employee’s benefits under many of the City plans are based on length of 
time the employee had been employed as a regular full-time employee.  An 
employee’s service begins on the date the employee is hired.  During each 
successive calendar month in which the employee has earnings, the employee is 
credited with one (1) month of service, and the total of such service is defined as 
credited continuous service. 

 
 Twelve months of continuous service constitute one (1) year of credited 
 continuous service.  The following does not affect the employee’s continuity of 
 service: 
 
 A. Absence because of an injury, covered under workers’ compensation. 
 B. Authorized leave of absence. 
 C. Approved leave, as defined herein. 
 
 If an employee is separated from employment with the City either voluntarily or 
 involuntarily the employee’s service is broken.  However, if an employee is laid 
 off and subsequently reemployed within (12) months following said separation of 
 service, the employee’s past service will be reinstated; but the time the 
 previously laid off employee was absent from work on the layoff will not be added 
 to the employee’s length of service.  
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SECTION 11. LEAVE - continued 
 
HOLIDAYS 
 
 All full-time employees are entitled to the following holidays: 
 
 New Year’s Day  Labor Day 
 Martin Luther King Day Veterans Day 
 Presidents’ Day  Thanksgiving Day 
 Good Friday   Thanksgiving Friday 
 Memorial Day  Christmas Day 
 Independence Day 
 
 Except for employees regularly scheduled to work on shift basis, if a holiday falls 
 on Sunday, it will be observed on the following Monday; if it falls on Saturday, it 
 will be observed on the preceding Friday. 
 
 In observance of each authorized holiday, full-time employees will normally be 
 granted the day off from work.  Full-time employees shall receive straight time 
 pay for each authorized holiday.  Part-time hourly employees, temporary 
 employees, and/or seasonal employees are not eligible for compensation for 
 holidays. However, part-time police emergency dispatchers who work on a 
 holiday will be compensated at 1 ½ times their base rate for hours actually 
 worked. 
 
 In order to receive the holiday pay an employee must work his/her full scheduled 
 workday on the day immediately preceding the holiday and the full scheduled 
 workday on the day immediately following the holiday, unless he/she is absent 
 from work for authorized use of vacation, personal day, compensatory time, or 
 sick leave. 
 
  
 Employees on approved leave of absence for any reason at the time of the 
 holiday (including, but not limited to, personal leave of absence, workers’ 
 compensation leave, family medical leave) are not eligible for holiday pay for that 
 holiday.  
 
 Full-time employees who are required to perform work or to render services on 
 one of the holidays listed above shall be compensated at one and one half times 
 their regular rate of pay for all time worked on the holiday. 
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SECTION 11. LEAVE - continued 
 
VACATION 
 
 The following vacation policy applies to all full-time non-seasonal employees. 
 
 Vacation leave for new employees shall be calculated as follows: 
 
 Eight (8) hours of vacation for every full month of service will be earned from the 
 employee’s anniversary date of hire until December 31 of that year up to a 
 maximum of 40 hours.  Vacation time must be used at any time between the 
 employee’s first-year anniversary date and December 31st of the year following 
 hire, subject to the employee’s right of carryover as set forth below.  Thereafter, 
 calculations of vacation time shall be based on a calendar year. 
 
 Employees shall receive paid vacation for continuous employment to be used in 
 the following calendar year subject to the employee’s right of carryover in 
 accordance with the following eligibility guidelines. 
 
 After 1 year of continuous service  10 days of vacation (80 hours) 
 5-11 years of continuous service  15 days of vacation (120 hours) 
 12-20 years of continuous service  20 days of vacation (180 hours) 
 20 or more years of continuous service 25 days of vacation (200 hours), 
 provided at least one (1) week of vacation is taken during the months of January, 
 February, March, April, November, or December. 
 
A. Record Keeping: Each department head and the Finance Department shall keep 
records of vacation leave allowance and use. 
 
B. When Vacation Leave May be Taken and Carryover:  Vacation leave must be 
taken during the year following its accumulation.  However, an employee may carryover 
up to five (5) vacation days into the following year.  Directors may request in writing to 
the Mayor and City Administrator who shall approve or disapprove a request to carry-
over any amount of vacation into the following year.  When vacations cannot be granted 
during the anniversary year, pay in lieu thereof may be given if mutually agreeable.  
 
C. Vacation Scheduling:  Vacation requests are granted on a “first come, first serve” 
basis.  The decision to grant or deny a vacation request shall be made by the 
department head and shall be based upon operational concerns and considerations.  
The department head shall coordinate vacation schedules with employees.  If a 
scheduling conflict exists, the employee with the longest length of continuous service 
shall have preference.  
 
D. Vacation Pay, upon separation:  When an employee’s service with the City is 
terminated, he or she shall receive compensation for the balance of unused accrued 
vacation leave remaining at the time of separation.  
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E. Unauthorized Absence Charged as Vacation Leave and FMLA:  Absence due to 
sickness, injury, or disability in excess of leave benefits entitled hereinafter for such purpose 
may, at the request of the employee and within the discretion of the department head be 
charged against the employee’s accrued vacation leave.  If the employee is out on leave under 
the Family and Medical Leave Act, he or she shall be required to utilize all available paid leave 
at the beginning of the FMLA leave before continuing the FMLA leave on an unpaid basis. 
 
F. Part-time employees must have worked a minimum of seven hundred (700) hours before 
being eligible for prorated vacation leave (computed from anniversary date to anniversary date).  
Part-time employee vacation must be taken within 12 months of the date it was accrued.  
Vacation leave, based on the number of hours per week the employee is authorized to work per 
the existing Force Level Resolution, shall be computed as spelled out in paragraph 3 of this 
Section.  In the event a part-time employee is hired full-time, vacation leave will be computed 
based on part-time hours worked before full-time employment began.  This prorated vacation 
leave may be used anytime during the calendar year following his promotion to full-time. Per 
Resolution No. 1915-'92. 
 
G. Directors will receive two weeks of vacation upon completion of one year of service.  
Thereafter they shall receive four weeks of vacation after completion of two years of service and 
each January 1 thereafter. Following 20 years of service, they shall receive 5 weeks of vacation. 
 
SICK LEAVE 
 
1. Eligible Sick Leave Request:  An employee may request sick leave upon proper 

notice to his/her department head or other designated individual.    
 

a. Medical Documentation Required: A physician’s certificate stating the  nature 
of the illness from a licensed medical practitioner shall be required to  justify the use 
of sick leave if an employee is absent from employment for three  (3) or more 
consecutive days, in the case of a reported illness or injury.  Said  certificate 
shall be provided at the employee’s expense.  The City maintains the  right to 
investigate an employee’s absence, including the right to request that an employee 
obtain an absence excuse from a licensed medical practitioner.  altering or falsifying 
a written, signed excuse shall be grounds for corrective  action up to and including 
termination. 

 
b. Vacation Leave Substitution, Eligible:  Vacation leave may be used for  sick 
leave purposes, at the employee’s request and with the approval of the department 
head, after sick leave is exhausted.  Employees who have exhausted  all sick leave 
and vacation leave credits may, at the discretion of the City Administrator, be 
granted a personal leave of absence without pay for a period  not to exceed six (6) 
months.  

 
 c. Sick Leave Records:  The Finance Department shall keep written records 
 of sick leave accrued or credited, sick leave taken, and the balance of sick leave 
 for each employee.  The Finance Director will notify the department head if an 
 employee does not have enough sick leave to cover a period of absence. 
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 d. Donation of Accrued Sick Leave:  Any regular full-time employee may 
 voluntarily donate a portion of his or her earned and accumulated sick leave to 
 another sick leave eligible employee , who has expended all of their personally 
 accrued and earned sick leave under the following conditions: 
 

1. Donation of sick leave shall be approved only for serious surgeries 
and in cases of life threatening illnesses. Any such request to donate 
sick leave must be in writing. Said request shall be submitted to the 
Mayor and City Administrator not less than seven (7) working days 
prior to the next scheduled payday. 

 
2. Any donation of sick leave shall be made in increments of whole 
 hours only. 
 
3. To donate sick leave, such leave must already have been earned 
 and accrued to the benefit of the donating employee at the time the 
 request for the authority to donate is submitted. 
 
4. An employee shall not donate more than forty (40) hours to another 

employee without prior approval of the Mayor and City Administrator. 
  
5. The sick leave recipient shall not be entitled to receive, accept, and 
 have credited to his or her benefit more than the employee’s 
 maximum accumulated sick leave allowance, as established within 
 this policy. 
 
6. Under applicable law, the utilization of donated sick leave shall be 
 considered as income received by the employee at the recipient’s 
 rate of pay. 

 
 e. Upon retirement with twenty (20) years of service or more, all sworn police 
 personnel not eligible for Illinois Municipal Retirement Fund (IMRF) benefits, will 
 be reimbursed for accrued sick leave over one thousand (1,000) hours up to the 
 top of one thousand four hundred forty (1,440) hours.  Such hours will be 
 compensated at fifty (50%) percent of the final rate of pay. At the employer's  option, 
payment for reimbursement may be made in one payment upon  retirement, or in two 
equal installments on July 1 and January 1 immediately  following the date of retirement.  
Resolution No. 1882-'92. 
 

f. Under applicable law, the donation of sick leave shall be considered as sick 
leave used by the donating employee. 

 
g. Unused sick leave credit may be accumulated up to a maximum of 1,440 
hours. 
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FUNERAL/BEREAVEMENT LEAVE 
 
 A full-time employee shall be permitted a maximum of three (3) working days of 
 paid funeral leave due to the death of a family member.  For the purpose of this 
 policy, “family member” shall be defined as stepparent, brother, stepbrother, 
 sister, stepsister, mother-in-law, father-in-law, sister-in-law, brother-in-law, 
 grandparents, grandparents-in-law, grandchild and step grandchild. 
 
 A full-time employee shall be permitted a maximum of five (5) working days of 
 paid funeral leave due to the death of an immediate family member.  For the 
 purpose of this policy, “immediate family” shall be defined as spouse, daughter, 
 son, mother, father, stepdaughter, and stepson. 
 
 If the employee requires additional time off due to the death of any family 
 member or if the employee requires time off due to the death of a family member 
 that does not qualify for bereavement leave, he/she may request use of sick 
 leave in accordance with this Personnel Policy (not to exceed three (3) additional 
 days). 
 
 Paid funeral/bereavement leave shall not be considered hours for purposes of 
 calculating overtime. 
 
VICTIMS ECONOMIC SECURITY AND SAFETY ACT (VESSA) LEAVE 
 
 The Illinois Victims Economic Security and Safety Act (VESSA) allows 
 employees to take an unpaid leave of absence of up to 12 weeks during a 12 
 week period for the following events:  (1) seeking medical attention for, or 
 recovering from, physical or psychological injuries caused by domestic or sexual 
 violence to the employee or the employee’s family or household member; (2) 
 obtaining services from a victim services organization for the employee or the 
 employee’s family or household member; (3) obtaining psychological or other 
 counseling for the employee or the employee’s family or household member; (4) 
 participating in safety planning temporarily or permanently relocating, or taking 
 other actions to increase the safety of the employee or the employee’s family or 
 household member from future domestic or sexual violence or ensure economic 
 security; or (5) seeking legal assistance or remedies to ensure the health and 
 safety of the employee or the employee’s family or household member, including 
 preparing for or participating in any civil or criminal legal proceeding related to or 
 derived from domestic or sexual violence.  “Domestic or sexual violence” means 
 domestic, sexual assault, or stalking. 
 
 VESSA applies to all employees of The City of Fairview Heights.  The 12 month 
 period during which an employee may take up to 12 weeks of VESSA leave is 
 measured forward from the date any employee’s first VESSA leave begins.  No  
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 employee is entitled to take more than 12 weeks of VESSA leave during any 12 
 month period.  If the applicable leave is also covered under the FMLA, the leave 
 will be taken in conjunction with both Acts and no more than 12 weeks in a 12 
 month period is allowed. 
 
 VESSA leave can be taken in a single 12 week period or intermittently in 
 separate blocks of time.  Unless otherwise provided by law during VESSA leave, 
 employees are entitled to retain their medical benefits on the same terms and 
 conditions as though they were performing work for the City.  Upon returning 
 from VESSA leave, employees are entitled to be restored to the same or an 
 equivalent position as that held prior to the leave. 
 
 Employees may choose to use their accrued PTO whole on VESSA leave; 
 otherwise, leave will be unpaid. 
 
 Unless providing advance notice is not practicable, an employee wishing to take 
 VESSA leave must give notice to the Mayor and City Administrator at least 48 
 hours before the leave starts.  If providing advance notice is not practicable, an 
 employee must inform the Mayor and City Administrator as soon as practicable 
 about the situation and also provide certification as explained below. 
 
 All employees taking VESSA leave, regardless of when notice is given must 
 provide certification to the Mayor and City Administrator.  The exact type of 
 certification needed depends on the exact reason for the leave.  Accordingly, all 
 employees wishing to take VESSA leave must communicate with the City 
 Administrator regarding the needed certification.  Failure to obtain the proper 
 certification may result in the denial of the requested leave.  All certification 
 information and the fact that an employee has requested or obtained VESSA 
 leave will be kept confidential. 
 
 
MILITARY LEAVE 
 
 The Uniformed Services Employment and Reemployment Rights Act (USERRA) 
 protect the job rights of individuals who voluntarily or involuntarily leave 
 employment positions to undertake military service.  USERRA also prohibits 
 employers from discriminating against past and present members of the 
 uniformed services, and applicants to the uniformed services. 
 
 In general, any full-time regular City employee, after successfully completing the 
 probationary period with the City who voluntarily or involuntarily enters any of the 
 Armed Services of the United States shall be granted a military leave of absence 
 without pay.  If not accepted for active duty, the employee shall be eligible for 
 reemployment with the City and shall be reinstated to his/her former position, or a 
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similar position, without loss of seniority or status, or reduction in pay per the 
 USERRA guidelines. 
 
 An employee who completed his/her active duty is entitled to his/her previous 
 position with the City within thirty (30) days of his/her written request, provided 
 such request is submitted within ninety (90) days of discharge or release from 
 active duty.  If temporary physical disability precludes the employee’s performing 
 on the job, he/she shall be allowed up to one (1) year from the date of application 
 to overcome such disability and return to work. 
 
 An eligible employee who leaves employment with the City to perform military 
 service shall have the right to elect to continue the employee’s employer based 
 health insurance plan coverage for the employee and his/her dependents for up 
 to 24 months, while in the military. 
 
 An employee, who returns to a previous position in accordance with this policy, 
 shall receive credit for military service in areas affecting status, rank, rating, 
 qualifications, etc., as though they had continued their employment with the City. 
 

Employees shall receive a paid leave of absence not to exceed ten (10) working 
days annually, for participation in annual training in the National Guard or 
Reserve Armed Forces. A copy of official orders must accompany the 
employee’s written request.  For advanced training, the Mayor and City 
Administrator will request from the employee’s Commanding Officer the base 
rate of pay for the employee’s leave period.  The City will pay the difference 
between the military pay received and the employee’s regular rate of pay, if any, 
for the period of leave.  Military training leave will not be deducted from the 
employee’s vacation time. 

 
JURY DUTY (CIVIL LEAVE) 
 
 To encourage the fulfillment of one’s obligation as a citizen in jury service, the 
 City will pay the difference between the employee’s regular rate of pay and the 
 proceeds from jury duty service.  The employee must turn over to the City the 
 jury duty pay received and the employee will then be compensated at the 
 employee’s regular rate of pay.  In the application of this plan, the employee must 
 be absent from work for only that period reasonably required for attendance of 
 the jury and to work all or part of the employee’s scheduled time, if possible.  
 Payment will be made only for regularly scheduled days of work and will not 
 count towards overtime. 
 
 If an employee is required to appear in a court of law for personal reasons, that 
 employee shall be required to take either vacation leave, compensatory time, or 
 leave without pay, at the discretion and approval of the department head. 
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LEAVE OF ABSENCE WITHOUT PAY 
 
 The Mayor and City Administrator may, upon written request of an employee, 
 grant an employee a leave of absence without pay, as described below: 
 
 A. In order for an employee to be eligible for a leave of absence without pay, 
 he/she must be employed with the City for at least one (1) year and have at least 
 a “good” overall performance rating. 
 
 B. The maximum duration of leave of absence without pay shall not exceed 
 six (6) months. 
 
 C. The Authorization of leave of absence without pay is a matter of 
 administrative discretion, and each request shall be decided on a case-by-case 
 basis. 
 
 D. Said leave of absence shall not create an undue hardship for the City, in 
 the form of additional employment cost or otherwise. 
 
 E. The employee shall be required to exhaust all paid leave prior to 
 beginning the leave of absence without pay. 
 
When an employee who is able to perform the essential functions of his/her job without 
a reasonable accommodation fails to return to work upon the expiration of an authorized 
leave of absence without pay, he/she shall automatically be considered as having 
resigned his/her position with the City. Qualified employees who believe they can return 
to work with reasonable accommodations should notify the City of their requested 
accommodations prior to the expiration of leave if possible.  The City will evaluate each 
situation on a case-by-case basis. 
 
If it is determined that an employee is abusing the leave of absence and not actually 
using it for the purpose specified, the Mayor and City Administrator may cancel the 
leave and require the employee to report to work.  If the employee fails to report to work 
as required, he/she shall automatically be considered as having resigned his/her 
position with the City. 
 
FAMILY AND MEDICAL LEAVE 
 
 An eligible employee is one who has been employed by the City for at least 
 twelve (12) months (12 months need not be consecutive) and who has 
 completed as least one thousand two hundred fifty (1,250) hours of service 
 during the twelve (12) month period immediately preceding the commencement 
 of the leave and expresses an intent to return to the City after leave, shall be 
 eligible for Family and Medical Leave as provided in this policy.  Employees   
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returning from National Guard or Reserve Duties shall be credited for hours of 
 work that would have been performed but for the military service (based on 
 normal hours).  Employees must be actively employed – i.e. employees on layoff 
 status are not eligible for FMLA leave. 
 
 An eligible employee, with the appropriate medical authorization, shall be 
 permitted a total of up to twelve (12) work weeks of unpaid leave (basic leave 
 entitlement) or twenty-six (26) work weeks (military caregiver leave entitlement) 
 during any rolling twelve (12) month period without the loss of seniority or 
 benefits for any one, or more, of the following reasons: 
 
 A. Incapacity due to pregnancy, prenatal medical care, or child birth; or 
 
 B. To care for the employee’s child after the birth of the child; or 
 
 C. To care for a child after the child is placed with the employee for adoption 
 or foster care; or 
 
 D. To care for the employee’s spouse, child, or parent who has a serious 
 health condition; or 
 
 E. Because of a serious health condition that makes the employee unable to 
 perform the functions of the employee’s position; or  
 
 F. Due to a qualifying exigency arising out of the fact that the employee’s 
 spouse, son, daughter, or parent is a covered service member on active duty (or 
 has been notified of a call or order to active duty) in support of a contingency 
 operation.  Qualifying exigencies may include attending certain military events, 
 arranging for alternative childcare, addressing certain financial and legal 
 arrangements, attending certain counseling sessions, and attending post-
 deployment reintegration briefings. 
 
 For purposes of qualifying exigency leave, “covered service member” is defined 
 as: (1) a current member of the Armed Forces, including a member of the 
 National Guard or Reserves, who is undergoing medical treatment, recuperation 
 or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
 disability retired list, for a serious injury or illness; or (2) a veteran who was 
 discharged or released under conditions other than dishonorable at any time 
 during the five year period prior to the first date the eligible employee takes 
 FMLA leave to care for the covered veteran, and who is undergoing medical 
 treatment, recuperation, or therapy for a serious injury or illness. 
 
Employees meeting eligibility requirements are eligible for up to twenty-six (26)  weeks 
of leave in a single 12-month period to care for a current member of the Armed Forces.  
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Including a member of the National Guard or Reserves who is on the temporary 
disability retired list, who has a serious injury or illness incurred in the line of duty on 
active duty for which he or she is undergoing medical treatment, recuperation, or 
therapy, or otherwise is in outpatient status. 
 
If an employee qualifies for both types of FMLA leave, leave to care for a service 
member must be designated first.  
 
Leave may be taken on an “intermittent” or “reduced schedule” basis under certain 
circumstances.  The employee must state the reason why the intermittent-leave is 
medically necessary and the schedule of treatment.  The employee must submit 
certification from the health care provider stating the intermittent or reduced schedule 
medical leave is necessary.  The City may require an employee taking intermittent leave 
or reduced schedule leave to transfer temporarily to an alternative position for which the 
employee is qualified or may modify the employee’s current position to better 
accommodate the employee’s recurring periods of leave.  Employee’s must make 
reasonable efforts to schedule leave for planned medical treatment so as not to unduly 
disrupt the City’s operations.  An employee, who has a serious health condition that 
prevents them from returning to work after twelve (12) weeks of family and medical 
leave, may be placed on an unpaid leave of absence or employment may end at that 
time, depending upon all of the relevant circumstances, including, but not limited to, the 
likelihood of the employee being able to return to work in the near future. 
 
An eligible employee who expects or anticipates taking family and medical leave is 
required to provide the Mayor and City Administrator, or his/her designee, with at least 
thirty (30) days advance written notice of the employee’s intention to take Family and 
Medical Leave.  The only exception will be when unforeseen circumstances prevent the 
employee from providing the required notice.  In cases where the need for leave is 
foreseeable, an employee’s failure to provide thirty (30) days’ notice prior to taking leave 
may result in the denial or delay of leave.  An employee requesting leave under this 
policy shall submit a written request.  The request should set forth the reason, duration, 
and anticipated start date of leave.  If the employee is requesting intermittent leave the 
employee shall state the reason why the intermittent leave is necessary. 
 
The City will require the employee to provide medial certification from the employee’s 
health care provider in order to support a leave request to care for a spouse, child, or 
parent who has a serious health condition; or for leave due to serious health condition 
that makes the employee unable to perform the essential functions of the employee’s 
position.  Failure to provide such certification may result in a denial or delay of leave.  
The City reserves the right to require the employee to receive a second opinion from 
another health care provider (at the City’s expense) certifying the serious health 
condition of the employee or the employee’s family member.  If the initial certification 
indicates that the minimum duration of the leave is more than thirty (30) days, the City 
will not require recertification until the duration of the leave expires unless  
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circumstances described in the initial certification change significantly, in which case 
recertification may be required before the leave expires.  In other circumstances, the 
City may request recertification no more than every thirty (30) days.  In all cases 
(including, for example, a lifetime condition), the City may require recertification every 
six (6) months.  During the employee’s leave, the City may also periodically inquire as to 
the employee’s intent to return to work. 
 
The City will inform employees requesting leave whether they are eligible under FMLA 
within five (5) days of the employee’s request.  The notice will specify any additional 
information required as well as the employee’s rights and responsibilities.  The City will 
inform employee if the leave will be designated as FMLA-protected and the amount of 
leave counted against the employee’s leave entitlement within two (2) days following the 
City’s receipt of the appropriate medical certification form provided by the health care 
provider.  If the City determines that the leave is not FMLA-protected, the City will notify 
the employee.  
 
All family and medical leaves are without pay, after exhausting all accrued paid benefit 
leave time.  An employee on approved family and medical leave may continue group 
health coverage during the leave for both the employee and eligible dependents; 
however, the employee will remain personally responsible for paying the employee’s 
portion of the insurance premium.  Such payments may be deducted from the 
employee’s paycheck or made prior to the leave and must be submitted directly to the 
City Clerk’s Office.  Failure to pay premiums in a timely manner may result in a lapse of 
coverage.  Employees may also choose not to continue coverage during leave.  If 
coverage for an employee discontinues, the employee may be reinstated to the plan as 
long as the employee returns to work within the time period allowed by the FMLA based 
on the certification provided by the employee. 
 
If a husband or wife who is both employed by the City requests leave due to the birth or 
placement with the employee of a child, the total number of work weeks of Family and 
Medical Leave to which both employees are entitled will be limited to twelve (12) work 
weeks during the twelve (12) month period.  
 
Employees who have accrued paid benefit leave time including, but not limited to, 
compensatory time shall be required to use all paid time leave benefits before being 
placed on unpaid leave status.  Paid leave time will run concurrently with unpaid leave 
time for the duration of the family medical leave. The entire leave period, paid or unpaid, 
will be counted toward the twelve (12) week or twenty-six (26) week maximum family 
and medical leave provided by the City.  All leave taken under this policy shall be 
counted against the employee’s leave entitlement. If the leave is related to the 
employee’s serious health condition, the employee shall exhaust all short-term disability 
pay before continuing such leave on an unpaid basis. 
 
It will not be considered a break in service when an employee takes leave in  
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accordance with this policy, provided the employee returns to work at the expiration of 
the approved leave period. 
 
Paid leave time benefits do not accrue during any unpaid portion of a family and 
medical leave.  An employee’s credit for length of service is protected, but the 
employee’s anniversary date may be adjusted to reflect the time away from work. 
Before returning to work, an employee who is on leave of absence as a result of his/her 
own serious health condition must submit a health care provider’s written certification 
that the employee may return to work.  Failure to provide such certification may result in 
the delay or denial of job restoration.  An eligible employee who takes leave in 
accordance with this policy shall, upon return from such leave, be restored to the 
position held by the employee when the leave commenced, or a substantially equivalent 
position with equivalent pay and benefits. 
 
If an employee is unable to return to work upon exhaustion of FMLA leave, the 
employee must notify the City of the anticipated date when the employee would be 
released to work, as well as any accommodations which the employee is requesting in 
order to return.  Decisions regarding the availability of accommodations and extension 
of leave will be made on a case-by-case basis, in accordance with the Americans With 
Disabilities Act. 
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SECTION 12.  VACATIONS 
 
A. Scheduling of vacations at any time during the vacation year should take into account 

both the service requirements as determined by the City and the preference of 
employees. 

 
B. Employees are scheduled on a seniority basis.  Employees with greater length of service 

will be given preference in choice of vacation time if selection is made by March 1st and 
as work schedule permits.  Each Department Head shall keep records of vacation leave 
allowance. 

 
C. ELIGIBILITY - Full and part time employees will be granted vacations within the 

calendar year for having performed service for the City within a calendar year, except 
upon dismissal for misconduct.  No distinction is to be made to differentiate years 
worked as a permanent part time employee if that employee becomes full time (i.e. when 
an employee works two years part time then is made full time and works another three 
years, he/she would be considered as having worked five years).  Vacation weeks are to 
be granted based upon the years of service as follows (Per Resolution No. 1879-'92): 

 
1. TWO WEEKS VACATION - Vacation after completion of twelve (12) months but 

could not complete five (5) years of service within the calendar year. 
 

2. THREE WEEKS VACATION - Vacation after completion of five (5) or more 
consecutive years of service within the calendar year. 

 
3. FOUR WEEKS VACATION - Vacation if employee could complete twelve (12)   
or more consecutive years of service within the calendar year. 

 
4. FIVE WEEKS VACATION - Vacation if employee could complete twenty (20) or 

more consecutive years of service within the calendar year, provided at least one 
(1) week of vacation is taken during the months of January, February, March, 
April, November or December. 

 
D. Absence on account of sickness, injury or disability in excess of that hereinafter 

authorized for such purpose may, at the request of the employee and within the 
discretion of the Department Head, be charged against vacation leave allowance. 

 
E. During the vacation herein provided for, the employee shall be entitled to full pay for 

such period at the regular rate of compensation.  No vacation shall be paid on the basis 
of overtime. 

 
F. Vacations earned on one (1) calendar year must be taken before December 31st of that 

calendar year or they will be forfeited, unless unforeseen circumstances prevent the 
employee from using vacation.  The unforeseen circumstances must be peculiar to 
employee's employment with the City, as determined by the Department Head, not as a 
convenience to the employee.  Then it will be up to the Department Head to make 
arrangements for the employee to take a vacation. 

 
 
  
 



 

35 
 

SECTION 12.  VACATIONS - continued 
 
G. Part time employees must have worked a minimum of seven hundred (700) hours before 

being eligible for pro-rated vacation leave (computed from anniversary date to 
anniversary date).  Part time employees' vacation must be taken within 12 months of the 
date it was accrued.  Vacation leave, based on the number of hours per week the 
employee is authorized to work per the existing Force Level Resolution, shall be 
computed as spelled out in paragraph 3 of this Section.  In the event a part time 
employee is hired full time, vacation leave will be computed based on part time hours 
worked before full time employment began.  This pro-rated vacation leave may be used 
any time during the calendar year following his promotion to full time. (Per Resolution 
No. 1915-'92) 

 
H. If a Holiday falls during employees' scheduled vacation, the employee shall be entitled to 

an additional day off with pay. 
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SECTION 13.  SAFTEY INCENTIVE 

All regular and full-time and part-time City employees, building inspector, electrical 
inspector, plumbing inspector and property maintenance inspector, who record no loss-
time accidents between January 1st and December 31st, will be entitled to a $50.00 gift 
award. The gift award will be given to the employee in January. 

All regular full-time and regular part-time City employees, building inspector, electrical 
inspector, who record no loss-time accident between November 1 through October 31 
will be entitled to a $40.00 gift certificate which may be used at a restaurant, grocery 
store or retail establishment within the City of Fairview Heights. 

The definition of loss-time accident: an injury that leaves an employee unable to report 
to work and perform his/her or her duties.  An injury that requires medical care and 
enables the employee to return to work will not be considered a loss-time accident. 

All gift certificates shall be awarded once a year during the month of December.  
Resolution No. 1939-92. 
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SECTION 14.  WORKERS’ COMPENSATION 

Any injury, however minor, may become serious.  Each employee who suffers an injury 
during the course of their employment must report the incident promptly to their 
supervisor.  The supervisor will arrange first aid or medical treatment as required.  The 
supervisor shall have the employee complete a first report of injury form.  The 
supervisor shall also investigate the incident and complete a supervisor’s report 
documenting his/her findings. The City Clerk’s Office should immediately be made 
aware of any serious injury or illness. 

Employees of the City are eligible for Workers’ Compensation for an injury or illness 
arising out of or in the course of their employment. When an employee is entitled to 
Workmen's Compensation, the employee may elect to draw from sick leave, 
compensatory time and vacation pay, not to exceed 100% of normal salary.  Sworn 
Police Personnel are governed by statutory provisions. The worker’s compensation 
benefits are determined by law and are available for your use provided the following 
conditions are met: 

A. The First Report of Injury Form (FROI) was completed within forty-five (45) days 
following an injury, as soon as practical after becoming aware of an illness. 

B. The department head or his/her designees will conduct a supervisor’s 
investigation of the injury and complete a supervisor’s report documenting their findings. 

C. The disability resulted from an injury or illness sustained directly in the 
performance of an employee’s work, as provided by the Illinois Workers’ Compensation 
and Workers’ Occupational Disease Act. 

D. The employee received treatment from a City-approved hospital or physician, 
family physician, or physician and/or hospital of the employee’s choice.  

E.. If the employee is incapacitated for his regular assignment, the employee may be 
assigned other duties, subject to the approval by the physician, during the period of 
recuperation.  Failure of an employee to accept a light-duty or transitional-duty 
assignment will make the employee ineligible for Total Temporary Disability (TTD) 
payments and may result in termination. 

F. The physician shall determine the physical ability of the employee to continue or 
return to work.  A certification signed by the physician shall be filed with the City Clerk’s 
Office and a copy with the City Administrator. 

G. The department head must be advised and continually updated if an employee 
continues to be absent due to a work-related injury. 

H. Employees are responsible for providing their department head with their 
expected date of return.  Department heads are expected to remain in frequent contact  
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SECTION 13.  WORKERS COMPENSATION- continued 
 

with the employee and the City Clerk’s Office. 

I. Employees who are injured in the line of work and must leave work before 
completing their work period shall be paid at their regular rate, for the balance of time 
left in their scheduled workday. 

When submitting information to the City Clerk’s Office, the Department Head/Supervisor 
must include: 

 1. The First Report of Injury Form; 

 2. The supervisor’s report; 

 3. Copies of the employee’s job description which specifies the essential
 functions of the position; 

 4. Any related medical documents/records; and 

 5. Any offer or reasonable accommodation. 

The City should provide the same information to any examining physician or other 
appropriate, licensed practitioner involved in the case. 
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SECTION 15.  LIFE, MEDICAL AND DENTAL CARE INSURANCE 
  
Beginning with the effective date of this Resolution, the employer will pay the premium cost of 
single employee coverage and dependent coverage for those employees electing to take such 
coverage, under the Employer’s group health and hospitalization plan.  The employer will pay 
100% of the applicable employee-only premium and the employee will be responsible for 25% 
of the premium to cover their spouse, child(ren) and/or family with the employer being 
responsible for the remaining 75% of the applicable premium. (Per Resolution No. 3798-2014) 
 
The employer will pay 100% of the applicable employee-only premium and the employee will be 
responsible for 25% of the premium to cover their spouse, child(ren) and/or family with the 
employer being responsible for the remaining 75% of the applicable premium for those full-time 
employees electing to take such coverage under the employer’s group dental insurance plan.  
(Per Resolution No. 3798-2014)  
 
Part time City employees, as defined in Section 2 are not eligible for health insurance coverage 
effective January 1, 2014.  (Per Resolution No. 3761-2013) 
 
All claims shall be handled in accordance with existing directives maintained in the City Clerk’s 
Office. 
 
Employees who have a spouse employed by the City of Fairview Heights and who are covered 
by the City’s Health Insurance shall not be required to contribute to the payment of Health 
Insurance Premiums.  (Per Resolution No.  2528-’98) 
 
Following passage of this Resolution, all non-union employees electing to take coverage under 
the City’s Group Health Insurance, the City agrees to be responsible for, and reimburse to 
employee, up to Three hundred and Seventy Five Dollars ($375.00) per employee per fiscal 
year towards the cost of prescription drug co-payments.  Employees may submit valid 
prescription drug receipts for reimbursement in April and October of each year.  (Per Resolution 
No.  3798-2014) 
 
 
  

 
 
 

 
 
 
 
 
  
 
 
 
 
 
 
 



 

40 
 

SECTION 16 ILLINOIS CONCEALED CARRY LAW 

In March of 2014, the State of Illinois passed the Firearm Conceal Carry Act which 
allows private citizens to carry weapons (handguns) on their person or their vehicles 
lawfully.  This may only be done after a permit is applied for and obtained by the citizen. 

Part of the Act prohibits citizens from carrying weapons in certain places.  The property 
of the City is a prohibited place.  In summary of 430 ILCS 66/55 subsection a, the 
following places are prohibited areas: 

 1. Any building under the control of the executive or legislative branch. 
 2. Any building designated for matters before court system. 
 3. Any building or portion of a building under the control of local Government 
(parking lots are excluded; employees should secure a concealed weapon in their 
personal vehicle (preferably locked in the truck or some other container prior to entering 
the building). 
 4. Any public playground or park. 
 5. Any public library. 
 6. Any building prohibited by Federal Law. 
 7. City-owned vehicles 
 
Accordingly, city hall, the police department, parks department, city garage, the library 
and all city parks are deemed prohibited areas.  Employees as well as the general 
public are not allowed to carrying a weapon in these places, except for duly sworn 
police officers. 

The City will post approved signage in appropriate places noting the restriction. 

The City will advise all users of City facilities of special events that require a permit 
and/or approval of this restriction. 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM 

Employees are expected to comply with the following Identity Theft Program: 

I.  OBJECTIVE 

The purpose of this Identity Theft Prevention Program (Program) is to protect customers 
of the City of Fairview Heights’ services from identity theft. The program is intended to 
establish reasonable policies and procedures to facilitate the detection, prevention and 
mitigation of identity theft in connection with the opening of new covered accounts and 
activity on existing covered accounts. 

II. SCOPE 

This program applies to the creation, modification, and access to identifying information 
of a customer of the utilities operated by the City or the City’s services by any and all 
personnel of the City, including management personnel. This program does not replace 
or repeal any previously existing policies or programs addressing some or all of the 
activities that are the subject of this program, but rather it is intended to supplement any 
such existing policies and programs. 

III. DEFINITIONS 

When used in this program, the following terms have the meanings set forth opposite 
their name, unless the context clearly requires that the term be given a different 
meaning: 

Covered Account: The term “covered account” means an account that the City of 
Fairview Heights offers or maintains, primarily for personal, family or household 
purposes that involves or is designed to permit multiple payments of transactions. 16 
CFR 681.2(b)(3)(i).  A utility account is a “covered account.”  The term “covered 
account” also includes other accounts offered or maintained by the City for which there 
is a reasonably foreseeable risk to customers the City or its customers from identity 
theft. 16 CFR 681.2(b)(3)(ii). 

Identity Theft: The term “identity theft'' means a fraud committed or attempted using the 
identifying information of another person without authority. 16 CFR §681.2(b)(8) and 16 
CFR §603.2(a). 

Identifying Information: The term “identifying information” means any name or number 
that may be used, alone or in conjunction with any other information, to identify a 
specific person, including any name, social security number, date of birth, official state 
or government issued-driver's license or identification number, alien registration 
number, government passport number, employer or taxpayer identification number. 
Additional examples of “identifying information” are set forth in 16 CFR §603.2(a). 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued 

Red Flag: The term “red flag” means a pattern, practice or specific activity that indicates 
the possible existence of identity theft. 

IV. IDENTIFICATION OF RED FLAGS 

In order to identify relevant red flags, the City considers the types of accounts that it 
offers and maintains, the methods it provides to open its accounts, the methods it 
provides to access its accounts, and its previous experiences with identity theft.  The 
City identifies the following red flags, in each of the listed categories: 

A. Notifications and Warnings from Credit Reporting Agencies 

  Red Flags 

      1. Report of fraud accompanying a credit report;  

      2. Notice or report from a credit agency of a credit freeze on a 
customer or applicant;  

3. Notice or report from a credit agency of an active duty alert for an 
applicant; and 

4. Indication from a credit report of activity that is inconsistent with a 
customer’s usual pattern or activity. 

B. Suspicious Documents 

  Red Flags 

  1. Identification document or card that appears to be forged, altered or 
inauthentic;  

2. Identification document or card on which a person’s photograph or 
physical description is not consistent with the person presenting the 
document;  

3. Other document with information that is not consistent with existing 
customer information (such as if a person’s signature on a check 
appears forged); and  

  4. Application for service that appears to have been altered or forged. 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued 

C. Suspicious Personal Identifying Information 

Red Flags 

 1. Identifying information presented that is inconsistent with other 
information the customer provides (example: inconsistent birth 
dates);  

2. Identifying information presented that is inconsistent with other 
sources of information (for instance, an address not matching an 
address on a credit report); 

3. Identifying information presented that is the same as information 
shown on other applications that were found to be fraudulent;  

4. Identifying information presented that is consistent with fraudulent 
activity (such as an invalid phone number or fictitious billing 
address);  

5. Social security number presented that is the same as one given by 
another customer;  

6. An address or phone number presented that is the same as that of 
another person;  

7. A person fails to provide complete personal identifying information 
on an application when reminded to do so; and 

8. A person’s identifying information is not consistent with the 
information that is on file for the customer. 

D. Suspicious Account Activity or Unusual Use of Account 

  Red Flags 

1. Change of address for an account followed by a request to change 
the account holder's name;  

  2. Payments stop on an otherwise consistently up-to-date account; 

  3. Account used in a way that is not consistent with prior use 
(example: very high activity);  

4. Mail sent to the account holder is repeatedly returned as 
undeliverable;   
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued 

5. Notice to the City that a customer is not receiving mail sent by the 
City;  

  6. Notice to the City that an account has unauthorized activity; 

  7. Breach in the City's computer system security; and 

  8. Unauthorized access to or use of customer account information. 

E. Alerts from Others 

  Red Flag 

1. Notice to the City from a customer, identity theft victim, law 
enforcement or other person that it has opened or is maintaining a 
fraudulent account for a person engaged in identity theft. 

V. DETECTING RED FLAGS. 

 A. New Accounts 

 In order to detect any of the red flags identified above associated with the 
 opening of a new account, City personnel will take the following steps to obtain 
 and verify the identity of the person opening the account: 

  Detect  

  1. Require certain identifying information such as name, date of birth, 
residential or business address, principal place of business for an 
entity, social  security number, driver's license or other 
identification;  

2. Verify the customer's identity (for instance, review a driver's license 
or other identification card);  

3. Review documentation showing the existence of a business entity; 
and 

  4. Independently contact the customer. 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued 

 B. Existing Accounts 

 In order to detect any of the red flags identified above for an existing account, 
 City personnel will take the following steps to monitor transactions with an 
 account: 

Detect 

  1. Verify the identification of customers if they request information (in 
person, via telephone, via facsimile, via email); 

  2. Verify the validity of requests to change billing addresses; and  

  3. Verify changes in banking information given for billing and payment  
   purposes. 

VI. PREVENTING AND MITIGATING IDENTITY THEFT 

In the event City personnel detect any identified red flags, such personnel shall take one 
or more of the following steps, depending on the degree of risk posed by the red flag: 

 Prevent and Mitigate 

 1. Continue to monitor an account for evidence of identity theft;  

 2. Contact the customer;  

 3. Change any passwords or other security devices that permit access to  
  accounts;  

 4. Not open a new account;  

 5. Close an existing account; 

 6. Notify the Program Administrator for determination of the appropriate  
  step(s) to take;  

 7. Notify law enforcement; or 

 8. Determine that no response is warranted under the particular   
  circumstances. 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued  

Protect customer-identifying information 

 In order to further prevent the likelihood of identity theft occurring with respect to 
 credit accounts, the City will take the following steps with respect to its internal 
 operating procedures to protect customer-identifying information: 

 1. Ensure that its website is secure or provide clear notice that the website is 
  not secure;  

 2. Ensure complete and secure destruction of paper documents and   
  computer files containing customer information;  

 3. Ensure that office computers are password protected and that computer  
  screens lock after a set period of time;  

 4. Keep offices clear of papers containing customer information; 

 5. Ensure computer virus protection is up to date; and 

 6. Require and keep only the kinds of customer information that are   
  necessary for collection purposes. 

VII. PROGRAM  UPDATES 

The Program Administrator will periodically review and update this Program to reflect 
changes in risks to customers and the soundness of the City from identity-theft.  In 
doing so, the Program Administrator will consider the City's experiences with identity 
theft situations, changes in identity-theft methods, changes in identity-theft detection 
and prevention methods, and changes in the City's business arrangements with other 
entities.  After considering these factors, the program administrator will determine 
whether changes to the program, including the listing of red flags, are warranted.  If 
warranted, the program administrator will update the program. 

VIII. PROGRAM ADMINISTRATION. 

 A.  Oversight 

 Responsibility for developing, implementing and updating this program lies with 
 an Identity-Theft Committee for the City.  The Committee is headed by a program 
 administrator who will be the City Administrator.  Two or more other individuals 
 appointed by the program administrator comprise the remainder of the committee 
 membership.  The program administrator will be responsible for the program 
 administration, for ensuring appropriate training of City staff on the program, for 
 reviewing any staff reports regarding the detection of red flags and the steps for 
 preventing and mitigating identity theft, determining which steps of prevention 
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SECTION 16.1.  IDENTITY THEFT PREVENTION PROGRAM - continued 

and mitigation should be taken in particular circumstances and considering 
 periodic changes to the program.   

 B.  Staff Training and Reports 

 City staff responsible for implementing the program shall be trained either by or 
 under the direction of the program administrator in the detection of red flags, and 
 the responsive steps to be taken when a red flag is detected. 

 C. Violation 

 The program administrator will be responsible for notifying the appropriate 
 individual of any failure of the employees in adhering to the provisions of this 
 program. All employees have been advised that violations of the policies set forth 
 herein may be grounds for disciplinary action or dismissal. 

 D.  Service Provider Arrangements 

 In the event the City engages a service provider to perform an activity in 
 connection with one or more accounts, the City will take the following steps to 
 ensure the service provider performs its activity in accordance with reasonable 
 policies and procedures designed to detect, prevent, and mitigate the risk of 
 identity theft.   

 1. Require, by contract, that service providers have such policies and 
 procedures in place; and  

 2. Require, by contract, that service providers review the City's program and 
 report any red flags to the program administrator.   
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SECTION 17.  PUBLIC RELATIONS 
 
A) EMPLOYEES  

 
The following procedure will be followed for sending flowers in case of death.  
Flowers will be sent to spouse, children, step-children, brother, sister, mother, 
father, step-mother and step-father of Elected Officials, Employees, Board or 
Commission members and City Attorney in case of death, and to other notables, 
including retired employees, or as requested by the Mayor.  If the family of the 
deceased individual requests that memorials be made in lieu of flowers, a 
donation may be made to the City Library in memory of the deceased individual.  
A card will be sent to the family and memorial plaque inscribed with the 
deceased individual's named to be displayed in the Library.  (Per Resolution No. 
2318-'96) 
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SECTION 18.  SERVICE AWARDS 
  

Service Awards will be presented to all full time and regular part time employees, 
according to date of hire, but only if these employees have continuous employment with 
the City of Fairview Heights.  Date of hire for regular part time employees applies to 
Service Awards only. 
 

These awards will be the employee's choice of either of a tie tac, lapel pin or 
charm, all in the form of the Municipal Complex building, manufactured of 14 karat 
antique gold into which a diamond will be set as listed below.  They are only to be 
presented to those employees who qualify.  They are not to be duplicated nor are they 
to be sold.  These are strictly Service Awards earned by the above designated 
employees only.  The Service Awards together with a recognition certificate shall be 
presented to the employee on their hiring anniversary date, either at the next City 
Council meeting after that date or to be picked up by the employee at the Mayor's 
Office. 

 
The Service Awards are awarded for years of employment as follows: 

 
Five (5) Years   - .01 diamond and Service Award Certificates 
 
Ten (10) Years   - .02 diamond and Service Award Certificates 
 
Fifteen (15) Years      - .03 diamond and Service Award Certificates 
 
Twenty (20) Years      - .04 diamond and Service Award Certificates 
 
Twenty-Five (25) Years   -  .05 diamond and Service Award Certificates  
 
(Per Resolution No. 2698-‘00)  
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SECTION 19.  AFFIRMATIVE ACTION PLAN   
 

AFFIRMATIVE ACTION PLAN 
FOR THE CITY OF FAIRVIEW HEIGHTS 

INTRODUCTION 
 
The City of Fairview Heights is an Equal Employment Opportunity Employer dedicated 
to attracting a diverse applicant pool and providing a harmonious workplace for all 
employees.  The following Affirmative Action Plan is presented to provide the City with a 
tool to achieve that objective, to encourage communication and understanding and to 
establish standards for all to follow. 
 

STATEMENT OF POLICY 
 
In recognition of the essential rights of all employees and applicants, it is the policy of 
the City of Fairview Heights to adhere to the laws and rules of non-discrimination and to 
promote fair hiring, promoting and recruiting practices in all job classifications in order to 
achieve fairness in employment.  The City’s policy includes the following commitments: 
 
 1. To continue to provide Equal Employment Opportunity to all qualified 
persons and to recruit, advertise for employment, hire, upgrade, transfer, promote, 
layoff, terminate, pay and select for training persons in all job classifications without 
regard to race, color, religion, age, sex, national origin, disability or status as a Veteran; 
 
 2. Identify and analyze all areas of employment so as to further the principles 
of Affirmative Action.  All employment decisions will be based accordingly, as follows: 
 
A. Selection - The recruitment and hiring of all personnel will be without 
discrimination against any individual with regard to race, color, religion, age, sex, 
national origin disability or status as a veteran; 
 
B. Promotion - In making promotion decisions, the supervisors directly involved and 
other appropriate City personnel will ensure that promotions are based on valid 
occupational qualifications, knowledge and other characteristics such as skills and 
abilities; 
 
C. Layoffs - Should reductions in the City’s workforce become necessary, they will 
be based on non-discriminatory policies.  The City of Fairview Heights will make every 
good faith effort to ensure that all employees are treated in a non-discriminatory manner  
with respect to layoffs and recalls. 
 
D. Harmonious Workplace - Each employee is a vital component of the City staff 
and, as such, should be treated with respect and encouraged to pursue personal and 
professional growth. 
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SECTION 19.  AFFIRMATIVE ACTION PLAN-continued 
 
In an effort to create a positive atmosphere in the workplace and to encourage 
employee productivity, prejudicial remarks, gestures and behavior based upon race, 
color, religion, age, sex, national origin, disability or status as a Veteran directed toward 
any employee, official or visitor shall be prohibited and considered a violation of this 
policy.  Prohibited remarks also include general remarks of a prejudicial nature not 
necessarily directed at any specific individual or individuals. 
 
Employees or officials who are witness to such remarks, gestures and behavior are 
encouraged to report such incidents to the Mayor, their supervisor or Department Head, 
Affirmative Action Officer or City Attorney. 
 
Discipline of employees violating this policy shall be as outlined in Section 25A of the 
Personnel Code or the appropriate and applicable employee labor contract.  
 
 DISSEMINATION OF POLICY 
 
 INTERNAL DISSEMINATION 
 

 The City of Fairview Heights will make its Affirmative Action Policy known internally by: 
 
 1. Including the policy in the Personnel Code, all labor contracts and the 

Revised Code of Ordinances. 
 
 2. Conducting Affirmative Action meetings on an annual basis with 

executives, management and supervisory personnel to explain the intent 
of the policy and individual responsibilities for effective implementation; 

 
 3. Conducting annual meetings with all non-management employees to 

discuss the policy and explain individual employee responsibilities; 
 
 4. Explaining the policy and its benefits thoroughly as part of all employee 

orientation and management training programs; 
 
 5. Posting the policy on City bulletin boards. 
 
 EXTERNAL DISSEMINATION 
 
The City of Fairview Heights will disseminate its policy externally by: 
 
 1. Informing all recruiting sources of the Affirmative Action policy, stipulating 

that these sources are to actively seek minorities and women for all 
positions listed; 
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SECTION 19.  AFFIRMATIVE ACTION PLAN - continued  
  
 2. Informing prospective employees of the existence of City’s Affirmative 

Action program; 
 3. Sending written notification of the City’s Affirmative Action policy to all 

covered subcontractors, vendors and suppliers encouraging them to 
practice Equal Opportunity Employment. 

  
RESPONSIBILITY FOR IMPLEMENTATION 

 
CITY COUNCIL AND THE MAYOR 

 
The Fairview Heights City Council shall establish an Affirmative Action Committee.  This 
Committee shall serve in an advisory capacity in the implementation of the Affirmative 
Action Plan. 
 
The Mayor, with Council approval, upon recommendation of the Committee, Shall select 
and appoint the Affirmative Action Coordinator, charged with the duties, responsibilities 
and accountability as outlined in this plan.  The Committee and Elected Officials shall 
receive reports pertinent to the Committee and an annual report with recommendations 
from the Affirmative Action Coordinator.  The City Council shall ensure that the City’s 
personnel policies are free of any discriminatory practices or procedures.  Final 
approval, decision, authority and responsibility for the implementation of the Affirmative 
Action Plan shall be that of the City Council to ensure equal opportunity for all.  The City 
Council shall require an annual evaluation of the effectiveness of the Affirmative Action 
Plan from the Affirmative Action Committee. 
 
  

AFFIRMATIVE ACTION COMMITTEE 
 
The role of the Affirmative Action Committee is to: 
 
 -  Provide the City Council with progress reports on a regular schedule of the 

monitoring and evaluation of the City’s efforts to implement the Affirmative Action 
Plan; 

 
 - Identify specific problems to be resolved within a short and long range time 

frame. 
 
 - Develop and recommend to the City Council specific goals and objectives that 

would promote fairness in employment within City Departments. 
 
 - Be involved in the screening, selection and appointment of the Affirmative 

Action Coordinator. 
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SECTION 19.  AFFIRMATIVE ACTION PLAN - continued 
  
 AFFIRMATIVE ACTION COORDINATOR 
 
The following criteria should be followed in the selection of the Affirmative Action 
Coordinator: 
 
 - Capable of administering and promoting an active end result oriented program 

of  Affirmative Action, and  
 
 - Ability to prepare and submit reports which are vital components in a successful 

Affirmative Action Plan. 
 
In addition to the general responsibility of monitoring the Affirmative Action Plan, the 
role of the Affirmative Action Officer will be: 
 
 - To provide staff and technical assistance to the Affirmative Action Committee, 

the City Council and the Mayor as the City implements the Affirmative Action 
Plan; 

 
 - To design and implement, with the input of the Affirmative Action Committee, 

auditing and reporting systems that: 
 

A. Measure  the effectiveness of the City’s Equal Employment Opportunity 
Programs; 

 
 B. Indicate any need to remedial action; 
 

C. Assist the Affirmative Action Committee in determining the degree to 
which the City’s goals and objectives are being met; 

 
 - To make periodic audits of the City’s hiring practices, promotional patterns and 

recruitment methods, reporting to the Affirmative Action Committee on the results 
and recommendations of these audits; 

 
- Identify specific problems to be resolved within a short and long range time 
frame. 

 
 - Receive, investigate and attempt conciliation of complaints received from 

applicants or employees in regard to alleged discriminatory practices with 
assistance from the Affirmative Action Committee.  If conciliation attempts fail, a 
written report concerning all pertinent data of the investigation should be 
developed and made available to the Affirmative Action Committee; 
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SECTION 19.  AFFIRMATIVE ACTION PLAN - continued 
  
 - Ensure that all employees of the City and the public are fully aware of this 

Affirmative Action Program. 
 

GRIEVANCE PROCEDURE 
 
The purpose of this grievance procedure is to establish and maintain harmonious and 
cooperative working relationships between the City of Fairview Heights and its 
employees and applicants for employment to ensure equitable treatment of employees 
and applicants for employment and to provide an expeditious means of resolving 
employee or applicant for employment dissatisfaction over circumstances or conditions 
for employment that the employee or applicant feels are motivated on the basis of race, 
color, religion, age, sex, national origin, disability or status as a veteran. 
 
The grievance must be submitted to one or more of the following: The immediate 
supervisor, elected official, Department Head or the Affirmative Action Coordinator and 
then to the Affirmative Action Committee within the time limits hereinafter set forth. 
 
A grieving employee or applicant for employment shall have all grievances handled and 
decided under the provisions set forth in Section 25 of the Personnel Code. 
 
 MEMBERSHIP OF THE 
 
 AFFIRMATIVE ACTION COMMITTEE 
 
 NUMBER OF MEMBERS AND ELIGIBILITY 
 
There shall be nine members of the Affirmative Action Committee.  Only permanent full-
time and permanent part-time employees who have at least six months tenure with the 
City of Fairview Heights shall be eligible for membership. 
 

DURATION OF MEMBERSHIP 
 

Duration of membership shall be two years.  Members may serve additional terms if 
selected or appointed through the selection procedure as outlined below. 
 

SELECTION OF MEMBERS 
 
The committee shall consist of five members appointed by the Mayor with City Council 
approval, three of those five to be elected officials (one of whom is to be appointed by 
the Mayor as Chairman), and four members elected by a majority vote of City 
Employees.  The four elected members shall include one female minority, one female 
non-minority, one male minority and one male non-minority, if possible. 
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SECTION 19.  AFFIRMATIVE ACTION PLAN-continued 
 

VACANCY 
 
If any vacancy occurs on the Affirmative Action Committee, the Mayor shall appoint with 
Council approval a replacement to fill the unexpired term.  Vacancies shall be filled 
within two months. 
 
 MEETINGS 
 
Meetings shall be scheduled at least quarterly by the committee chairman once the 
Affirmative Action Committee has been established. 
 

ELECTION PROCEDURES 
RESPONSIBILITY 

 
The Affirmative Action Coordinator shall be responsible for conducting all elections and 
maintaining all ballots, results and records related to elections. 
 

TIME 
 
Elections shall be held in December of each odd-numbered year after the establishment 
of the Affirmative Action Committee. 
 

VOTING ELIGIBILITY 
 
All permanent full-time and permanent part-time employees are eligible to vote for each 
nominee in every election. 
 

HIRING REPORT 
 
Based on information collected from the directors, department heads, supervisors 
and/or other individuals responsible for hiring new employees, the Affirmative Action 
Coordinator shall also provide the Affirmative Action Committee with a report, at each of 
its regularly scheduled meetings, indicating the following characteristics of the 
individual(s) hired since the committee’s previous meeting: race/ethnicity/national origin, 
gender, age range and whether or not a disability exists.  This report shall also include 
information indicating what form(s) of soliciting applicants was/were utilized. 
 

INFORMATION RETENTION 
 
All forms and reports related to this article shall be filed and maintained by the 
Affirmative Action Coordinator for a length time consistent with the State of Illinois’ 
Records Retention Regulations. (Resolution No. 2870-2001) 
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SECTION 20.  RETIREMENT FUND 

 Employees who are under the age of 60 and are hired for positions normally 
requiring 1,000 or more hours per year are required to participate in the Illinois 
Municipal Retirement Fund.  The Illinois Municipal Retirement Fund is created by Illinois 
Law under Article 7 of the Illinois Pension Code (Illinois Compiled Statutes, 40 ILCS 5/1-
101).  Payroll deductions for retirement and Social Security are made  
 
in accordance with the provisions of this act.  (Res. No. 3763-2013) 
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SECTION 21.  EMPLOYMENT SEPARATION 

-  Retirement 
- Resignation 
- Reduction in Force 
- Termination 
- Return of City Property 
 
RETIREMENT 

All full-time employees are eligible for retirement benefits at the age and length of 
service requirements specified by the retirement plan in which they are enrolled.  Notice 
of retirement shall be in the same manner as for resignations. 

RESIGNATION 

A full-time employee who accepts other employment will be considered to have 
voluntarily resigned his or her employment with the City if the other employment 
prevents or prohibits him/her from performing any and all of his/her assigned duties or 
responsibilities associated with his or her employment with the City of Fairview Heights. 

Absence for three (3) consecutive days without notice shall be considered as a voluntary 
resignation from the City service. 

Employees who plan to resign voluntarily must notify their department head, in writing, at 
least two (2) weeks in advance of the effective date of resignation.  

Failure to provide proper notification may result in ineligibility for re-employment. 

Upon resignation, an employee will be requested to complete an exit interview 
questionnaire, and to discuss the questionnaire with his/her department head, or 
designee.  The exit interview is an opportunity for the employee to offer constructive 
criticism and insights to the City regarding its operations.  Cooperation by the separating 
employee is appreciated and encouraged. 

The separating employee shall be required to turn in all City equipment, including but not 
limited to: City-issued identification card, City credit card(s), City keys, and City-issued 
mobile telephone. 

TERMINATION 

 Employees who leave the services of the City for any reason shall receive all pay 
 outlined in this section which may be due them with the following qualifications: 

A. Employees shall be paid for their remaining unused accrued vacation time and 
compensatory time balances. Such reimbursement shall be paid on the 
employee’s last workday, if feasible, but in no circumstances later than the next 
regular pay period. 
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SECTION 21.  EMPLOYMENT SEPARATION - continued 

B. An employee who owes any money to the City at the time of the  employee’s 
separation shall have his/her final pay applied against debt and shall be given a receipt 
for the money credited.  The amount deducted from the employee’s final pay shall not 
exceed 15% of the net pay, and the City will provide the employee with an opportunity to 
dispute the debt prior to deduction.  Partial settlement of a debt by application of final 
pay shall not release an employee from any balance remaining due, and the City will 
take appropriate action, up to and including legal action, if necessary to recover the 
remaining balance of this debt. 

 C. Reimbursement for educational fees and tuition paid as per City policy. 

 D. All City-owned equipment or property in the possession of any employee  must 
be accounted for and returned undamaged, except for the ordinary wear  experienced, 
or part 2 of this Section shall apply. 

 E. In case of death of an employee, his estate shall be paid for accrued 
 vacation, compensatory time and regular pay then accrued. 

F. Severance Pay. A full-time employee, who is dismissed or not reappointed, may 
be given two-weeks severance pay.  In the event of unusual circumstances, the Mayor 
may authorize, with Council approval, up to one (1)  month severance pay. 

An employee may be discharged for the good of City service or other reason. However, 
termination of an employee covered by a collective bargaining  agreement shall not 
be final until terms therein are satisfied. 

Salary Continuation – If a Director or City Administrator (hereinafter referred to as  
“appointed official”), is not re-appointed, or the position is eliminated  or he/she is 
removed from the position other than for a conviction of a disqualifying crime, then the 
appointed official shall receive one (1) Month of Salary Continuation Benefit (Salary and 
benefits including health, life, vision and dental coverage) for an employment term of 
less than 36 months of employment for the City of Fairview Heights; and said Appointed 
Official shall receive two (2) Months of Salary Continuation Benefit (Salary and benefits 
including health, life, vision and dental coverage) for an employment term of more than 
36 months for the City of Fairview Heights.  Contemporaneously with the delivery of the 
severance pay set forth in this provision, Appointed Official/Employee shall execute and 
deliver a release to the Employer of all claims that Appointed Official/Employee may 
have against Employer up to and including the date of separation from the City of 
Fairview Heights.  The entitlement to severance pay as set forth herein is conditioned 
upon Appointed Official’s execution of said release. 

RETURN OF CITY PROPERTY 

All employees separated from employment with the City for any reason shall return all City-
owned property and equipment issued to the employee within three (3) days of employment 
termination. 
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SECTION 22A.  USE OF CITY VEHICLES 
 
A. When available, City owned vehicles shall be used by elected officials, 

employees and bona fide Police Department volunteers for transportation 
necessary to conduct City business.  The Department Head to whom these 
vehicles are assigned shall devise, plan and schedule their use in order to 
maximize their use.  Department Heads shall work together to share available 
vehicles whenever possible with employees from all departments.  (Per 
Resolution No. 3786-2013) 

 
B. The Mayor shall appoint employees designated to drive City vehicles to their 

homes overnight and shall designate which vehicles may be used in this manner.  
Such use of said vehicles shall be approved only in cases where the employee 
will be needing the vehicle to conduct City business of some sort before returning 
to the City Hall to report for work.  Personal use of said vehicle is prohibited.  
When it is determined by the employer or Department Head that it is necessary 
for an employee to use a vehicle in order to facilitate the completion of his/her 
assigned duties, the employee will maintain a log on the vehicle indicating his/her 
name, the date (s) the vehicle was used and the mileage used during said use. 
(Resolution No. 2978-2002) 

 
C. In the event that an employee attends a seminar, school, meeting, convention or 

other event at a location which would require overnight lodging, a City vehicle 
may be used to provide transportation to that location provided that: 

 
1. It is within 300 miles or less of the City; or 
2. The employee, with Department Head approval, has determined it 

would be less expensive to use a City vehicle than to travel by 
other means and has provided documentation of same to the 
Department Head; and 

3. The employee will be using the City vehicle solely for City business 
with the exception of stopping for meals, comfort breaks, lodging 
and gasoline; 

4. The employee fulfill the requirements set down in Section 22B. 
 
D. ANNUAL REPORT:  Each Department Head shall prepare a report on each of 

the vehicles assigned to the department's inventory.  Said report shall specify 
dates vehicle was taken to an employee's home and the name of the employee.  
Vehicles not taken home by an employee through the course of the year shall be 
included in this report with "NO PERSONAL USE" recorded next to the vehicle 
identification.  This report shall be submitted to the City Treasurer no later than 
ten (10) working days after the end of the calendar year.  (Per Resolution No. 
1879-'92) 
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SECTION 22A.  USE OF CITY VEHICLES - continued 
 
E. MOTOR VEHICLE RECORD (MVR): It shall be the responsibility of each 
employee to comply with this policy and the purpose of the policy shall be to ensure the 
safety of those individuals who drive company vehicles or personal vehicles on 
company business and their passengers.  (Per Resolution No. 3686-2012) 
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SECTION 22B.  TRAVEL & EXPENSE POLICY 
 
The City, in order to advance the training and professionalism of its employees, may 
authorize attendance at appropriate training sessions and conferences.  Employee will 
be reimbursed for authorized expenses incurred in travel on City business.  In order to 
best utilize the resources available to the City, employees are expected to use sound 
judgment and proper regard for economy to minimize the costs of necessary business 
travel.  This policy is not applicable to an employee’s voluntary attendance in a course 
of formal education instruction, or instruction that may generally lead to improved or 
upgraded job skills.   
 
Any official overnight travel requires prior approval from the employee’s department 
head or City Administrator. A “Travel Authorization/Expense Reimbursement Form” is 
required for approval prior to the trip, and for expense reporting following the trip. A 
guest may accompany an employee on an official trip, if it will not interfere with the 
purpose of the trip.  However, no expenses attributable to a guest/spouse will be paid 
and/or reimbursed by the City.  
 
It is intended that all reasonable costs incurred as a result of authorized travel shall be 
reimbursed in accordance with the following guidelines: 
 
 A. Transportation and Parking:  
  
  a. Driving - The least expensive, but most direct mode of 

transportation shall be used when traveling out of the area for 
official business.  City staff cars shall be used whenever possible.  
Reimbursement for use of personal vehicle, when authorized, while 
on authorized business outside of the City, at the most current rate 
per mile as established by the standard federal mileage rate as 
published by the Internal Revenue Service (IRS).  Such payment is 
considered to be total reimbursement for all vehicle-related 
expenses (i.e., gas, oil, depreciation, etc.).  Charges incurred for 
parking at the destination and other highway tolls are reimbursable 
at the actual amount (receipt required).  No reimbursement shall be 
granted for damage, repairs, or towing of personal vehicles used for 
City business.  Auto rentals and/or the use of taxi cabs are 
permitted, if alternate modes of local transportation are not 
available.  Receipts must be obtained. 

 
  b. Other - The City will pay the actual costs of “coach” or “economy” 

fares for transportation by air, train, or bus.  Travel arrangements 
should be made as far in advance as possible to take advantage of 
the most economical rate.  Every effort should be made to take 
advantage of the excursion fares.  If there are penalties associated 
with changing reservations, the City will pay for these, provided the 
City required the change or the change was beyond the control of 
the employee.  Penalties or cancellation charges incurred for any 
other reason will be the responsibility of the employee.   
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SECTION 22B.  TRAVEL & EXPENSE POLICY – continued 
 
 B. Meals:  Expenses incurred for meals will be reimbursed at an amount not 

to exceed the IRS per diem rate. Reimbursement shall extend through a 
normal meal period. Charges incurred for meals are reimbursed at the 
actual amount. Itemized receipts are required.  Expenses for alcoholic 
beverages are not reimbursable.  Banquets and/or other meals, which are 
included within the official program or agenda, are fully reimbursable. 

 
 C. Lodging:  Expenses covering the cost of a motel or hotel room will be 

reimbursed when travel requires an overnight stay(s).  (Receipts are 
required.)  Overnight lodging will only be reimbursed when the required 
travel extends beyond sixty (60) miles from the City of Fairview Heights.  
Employees shall make every effort to get the discounted conference or 
convention rate, when applicable.  If not applicable, the employee shall 
stay at the government discount rate. 

 
 D. Registration Fees:  Expenses incurred for authorized employees to attend 

conferences, meetings, and/or seminars that can be directly or indirectly 
beneficial to the City of Fairview Heights are reimbursable. 

 
 E. Other Expenses:  Reasonable expenses incurred for taxi services, 

baggage storage, internet connection, telephone calls, rental of 
equipment, recording fees, and copying fees may be reimbursed upon 
presentation of a receipt. 

 
 F. Travel and Expense Claim:  Any reimbursement due to an employee must 

be requested on a travel and expense claim form. 
 
 G. Periodic Review:  The City Administration shall periodically review and 

adjust travel reimbursement amounts throughout the calendar year. 
 
 H. Non-reimbursable Expenses:  The following travel expenses shall not be 

reimbursed: 
 
 a. Costs incurred by a spouse or other relative accompanying an employee. 
 
 b. Personal expenditures such as valet service, unless no other form of 

parking is made available at the lodging facility, laundry and cleaning, 
entertainment, unless it is included with the conference registration, or 
side trips. 

 
 c. Purchase of alcoholic beverages. 
 
 I. Exceptions to the Policy: In a situation where extraordinary travel 

expenses are to be incurred, or where this policy does not cover a 
particular situation or places a particular hardship on an employee, if 
strictly enforced, the Mayor may authorize exceptions. 
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SECTION 22B.  TRAVEL & EXPENSE POLICY – continued 
 
 J. City-Owned Credit Cards: The City may, on occasion, grant to                       

employees the right to use a City-owned credit card to be used for the 
payment of the employee’s travel expenditures and/or other City business.  
Expenses paid with a City credit card should be evidenced by appropriate 
itemized receipts. Furthermore, expenses paid by City credit card will be 
subject to all the reimbursement rates and rules provided in this policy. 
Misuse of a City-owned credit card for personal expenses shall be 
considered theft and will be prosecuted to the fullest extent of the law. 
Unauthorized use of a City credit card is grounds for corrective action up 
to and including termination of employment. 
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SECTION 23.  JOB DESCRIPTIONS  
 
1) All employees as indicated below shall fulfill the duties of their respective 

positions by performing all functions in their job descriptions as needed and 
directed.  Job descriptions for all full-time, permanent part-time, temporary part-
time and appointed positions working under the supervision of a department 
head, director or elected official shall not be construed to be either all inclusive or 
restrictive only to those duties listed, with additionally assigned tasks not to 
exceed the limitations and restrictions of this section. 

 
2) Directors, department heads, supervisors, the Mayor, City Clerk and Treasurer 

have the authority to direct employees under their supervision to perform tasks 
not delineated in their respective job descriptions provided that the employee is 
minimally qualified and capable of completing said tasks and that those tasks 
meet one or both of the below criteria: 

 
–An extreme shortage of personnel has created a need to address high priority 
functions with readily available staff; 

 
–An emergency situation has occurred which warrants immediate attention by 
personnel at the location or locations where the emergency has occurred. 

 
3) The Mayor shall have the authority to direct an employee as indicated above in 

the absence of the employee’s director, department head or supervisor with the 
exception of employees working under the jurisdiction of the City Clerk or 
Treasurer. 

 
4) Employees will be prohibited from performing tasks not listed in their job 

descriptions without direction as stated above unless there is valid justification in 
the form an emergency situation. 

 
5) An employee shall be prohibited from performing tasks related to the functions of 

a department in which he or she is not listed as working unless: 
 

–the time for the performance of such tasks and the specific tasks to be 
performed are agreed upon and authorized by the consent of both department 
heads, directors or supervisors of the applicable departments and within the 
reasonable scope of qualifications required for the tasks to be performed while 
not compromising the terms of any existing bargaining unit contractual 
agreement; or 

 
–if the tasks to be performed for another department are already indicated in the 
employee’s job description. (Resolution No. 2929-2002) 
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SECTION 24.  ETHICS 
 

1.  All City employees are expected to maintain the highest possible ethical and 
moral standards and to perform their duties within the laws of the State of Illinois, 
and rules, codes of ethics and standard procedures as may be set forth by the 
City. Conduct that interferes with normal operations, brings discredit to the City, 
is illegal, or is offensive to the public or fellow employees will not be tolerated. 
Such conduct shall include, but not be limited to:  

 
A. Engagement in any transaction, business, or any other interest which is in 

conflict with the proper discharge of official City duties;  

 
B. Disclosure of confidential information, without proper authorization, 

regarding the property, government, or affairs of the City;  

 
C. Use of confidential information or influence of official City position to 

advance personal, financial, or other private interests;  

 
D. Acceptance of any gift during any calendar year, in the form of service, 

loan, item, or promise from any person, firm, or organization having an 
accumulated  total in excess of $100.00, except where given for the use 
and benefit of the City,  that may tend to influence a City employee in 
the proper discharge of official City duties to which any purchase order or 
contract might be awarded; acceptance of  any food or refreshments 
in excess of $75.00 per person in one setting. One-time seasonal gifts 
delivered unsolicited to the City Offices for mutual use by the City Staff are 
permissible.  

 
E. Engaging in any matter which represents a conflict of interest with the 

City, or undermines the integrity of the City as defined within the Codified 
Ordinances of  this City or this policy manual; and  

 
F. Failure to impartially perform one's duties, enforce the law, or to provide 

service to the public.  

 
2. Disclosure policy:  

 
All elected or appointed officials, as well as employees of a political subdivision, 
must comply with the Illinois Compiled Statutes, as amended, on conflicts of 
interest as well as any other state law governing official conduct.  

 
 
 



 

66 
 

 
SECTION 25A.  DISCIPLINE 
 
When for the orderly and efficient accomplishment of work for the City, it becomes 
necessary for a Department Head to discipline an employee, the following procedures 
shall be employed: 
 
A. For minor first offenses verbal notification of the infraction, accompanied by oral 

reprimand and notification of penalty for further infraction shall be effected.  The 
Department Head shall make note of the occurrence lest later infraction require 
further action. 

 
B. Repeated minor offenses shall be documented and the employee shall be given 

written disciplinary warning notice identifying the nature of the infraction, with 
reference to prior verbal reprimand(s), corrective behavior required and the 
consequences of disregarding the warning. 

 
C. For more serious infractions or reoccurrences of infraction following written 

disciplinary warning, suspension without pay for no less than one half and no 
more than three days shall be imposed, at the discretion of the Department Head 
and recorded in the employee's personnel file. 

 
D. In the event that the aforementioned actions fail to correct the behavior, dismissal 

from City employment may ensue.  A record of infractions and warnings shall be 
sent to all Personnel Committee members and placed in the employee's 
Personnel File. 

 
E. Engaging in any unlawful conduct on City property, while engaged in City 

business, or engaging in any unlawful conduct at any time that negatively 
impacts or negatively reflects on the City or which affects the employee’s 
relationship to his or her job or his or her fellow employees.  Employees who are 
charged with criminal conduct will be placed on a non-paid leave of absence 
pending the final resolution of the charge(s) and will only retain their employment 
if and when they are fully exonerated. (Resolution No. 3650-2012) 

 
 Nothing in this Section shall prevent the Department Head from immediately 

discharging an employee for extremely serious offenses including but not limited 
to: 

 
  1. Fighting 
  2. Insubordination 
  3. Stealing 
  4. Negligence in the use of or willful and wanton abuse of City  

Property. 
  5. Sleeping on the job 
  6. Drinking on the job 
  7. Being under the influence of alcohol or drugs while on the job 
  8. No Harassment (see Section 26) 
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SECTION 25A. DISCIPLINE-continued 
   
  9. Code of Ethics Violation (see Section 24). 
   (Per Resolution No. 2318-'96) 
 
Employees who are not otherwise subject to alternative remedies as stated in 
bargaining unit contracts may appeal any disciplinary action through the provisions of 
the Grievance Procedure as found in Section 30 of this Personnel Code. (Resolution 
No. 2225-'95) 
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SECTION 25B. WORKPLACE DRUG TESTING POLICY 

 
1. Purpose 

 
The safety and security of personnel, vendors, and visitors as well as property 
of the City is of vital importance to the City of Fairview Heights (the “City”).  
The purpose of this policy is to create and maintain a drug and alcohol free 
work environment by identifying existing employees and potential employees, 
who use or abuse illicit drugs and/or abuse prescribed medications. 

 
2. Policy Statement 

 
It is the policy of this organization to provide a safe environment in order to 
conduct the mission of the City of Fairview Heights in the most effective 
manner possible.  A safe environment will be attained by appropriate 
employee screening, employee education and training, surveillance of the 
work area, and the effective management of situations involving drugs and 
alcohol regarding individuals who fall under the purview of  municipal 
authority (i.e., this would include individuals operating equipment on or off of 
City property).  It is the intent of the City of Fairview Heights through its policy, 
procedures, and practices to reduce the potential for: 

 
A. The manufacture, possession, use, sale, distribution, dispensation, 

receipt, or transportation of illegal substances while on City property or 
while otherwise engaged in any City-related business. 

 
B. Being under the influence of substances while on City property or while 

otherwise engaged in any City-related business or during employment. 
 
C. Performing duties while under the Influence of substances whether on or 

off City property. 
 

3. Definitions 
 

A. Possession:  To have on one’s person, in one’s personal effects, in one’s 
vehicle or otherwise under one’s care, custody, or control. 

 
B. Substance:  Any alcohol, drugs, other substances whether ingested, 

inhaled, injected (subcutaneously, or otherwise) that have known mind 
altering or function-altering effects upon the human body or that impair 
one’s ability to safely perform his or her work, specifically including, but 
not limited to, prescriptions drugs and over-the-counter medications; 
alcohol, drugs, and other substances made illegal under federal or state 
law; “synthetic or designer” drugs: illegal inhalants; “look-alike” drugs; 
amphetamines, cannabinoids  
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SECTION 25B. WORKPLACE DRUG TESTING POLICY-continued 

 
(marijuana and hashish), cocaine, phencyclinidine (PCP), and opiates; 
and any drugs or other substances references in Schedule I through V of 
21 C.F.R. Part 1308 (whether or not such drugs or other substances are 
narcotics).   

 
C. Premises:  For the purpose of this policy all property, facilities, buildings, 

structures, parks, grounds, installations, work locations, work areas, or 
vehicles owned, operated, leased, or under the control of the City entity to 
which such premises or property pertains.  Private vehicles parked on City 
premises or properties are also included under this definition. 

 
D. Under the Influence:  The condition wherein any of the body’s sensory, 

cognitive, or motor functions or capabilities is altered, impaired, 
diminished, or affected due to substances.  This also means the 
detectable presence of substances within the body, regardless of when or 
where they may have been consumed, having an alcohol test result of 
0.08 or greater alcohol concentration of blood or breath, and/or having a 
positive test for other substances. 

 
E. Prescription:  A valid prescription issued to the employee by a licensed 

health care provider authorized to issue such prescription and used for its 
intended purpose as prescribed before any expiration date. 

 
4. Applicability: This policy and companion procedures apply to all City 

facilities and property, to all personnel, vendors, and visitors to the City.  All 
employees are responsible to be familiar with and comply with this policy and 
companion procedures. 

 
5. Policy Provisions 

 
A. It is a violation of the law to manufacture, possess, use, sell, distribute, 

receive, or transport illicit drugs on government property in the State of 
Illinois. The City of Fairview Heights is a government property. The illegal 
possession, distribution, or use of drugs by employees, personnel, 
vendors, customers, visitors, guests, or other any other such individuals 
on City property will not be tolerated and may subject violators to 
discipline, up to and including termination of employment pursuant to the 
applicable City policies and procedures, or collective bargaining 
procedures. Any individual engaging in prohibited conduct under this 
policy is also subject to legal action. 

 
B. Legal Compliance:  The provisions of this policy are subject to any federal, 

state, or local laws that may prohibit or restrict their applicability, and 
testing for substances shall be conducted in accordance with and limited 
by such laws notwithstanding any terms of this policy to the contrary. 
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SECTION 25B. WORKPLACE DRUG TESTING POLICY-continued 
 

C. Pre-Employment Substance Testing:  Individuals to whom a contingent 
offer is made an offer of employment are contingent upon the results. 
Substance test of breath, saliva, urine, blood, and/or hair in accordance 
with this policy.  Individuals who test positive on a drug screen (except 
with respect to prescription drugs and over-the-counter medications), will 
be ineligible for employment and offers of employment will be revoked. 
Such individuals will be charged for the cost of the drug screening.  

 
D. Other Substance Tests: The City may periodically conduct substance tests 

based on breath, saliva, urine, blood, and/or hair samples under any of the 
circumstances noted below.  Any employee subjected to any substance 
test will be required to sign a Substance Test Consent Form.  Refusal to 
sign the form or leaving the work area prior to the substance test without 
permission of the supervisor, or refusal to cooperate in any way with the 
testing process, shall be grounds for immediate termination of 
employment.  In the event, an employee consents to a substance test but 
fails to sign a Substance Test Consent Form, his/her failure will not 
invalidate the consent for the testing. 

 
An employee, who appears to be Under the Influence of Substance(s), is 
the sole discretion of the City, should be removed from the work area and 
provided with transportation to the place of testing.  The City should call 
the emergency contact indicated by the employee or, if unavailable, 
arrange for a cab or other means to transport the employee home 
following the test. 

 
At the discretion of the City, employees suspected of violating this policy 
may be placed on administrative leave with pay pending test results.  If 
test results are negative; the employee will be reimbursed for any salary 
lost during administrative leave.  

 
E. Post-Accident Testing:  If the City has reasonable cause to believe an 

employee has caused an on-the-job injury that is considered recordable 
under OSHA guidelines (i.e., requiring medical treatment) as a result of 
being Under the Influence, the supervisor may require the injured 
employee to undergo a post-accident substance test.  

 
Further, if the City has reasonable cause to believe an employee has 
caused damage to equipment, vehicle, structure, facility, or property of 
any kind, as a result of being Under the Influence, the supervisor may 
require the injured employee to undergo a post-accident substance test. 
Refusal to submit to the substance test shall be grounds for immediate 
termination of employment.   
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SECTION 25B. WORKPLACE DRUG TESTING POLICY-continued 

 
F. Fitness for Duty:  Employees suspected to be unfit for duty as a result of 

the use or reasonably suspected use of substances will be subject to 
substance testing.  Refusal to submit to substance test will be grounds for 
immediate termination of employment. 

 
G. Reasonable Suspicion:  The City may require an employee to submit to a 

substance test if the employee’s supervisor and another individual in a 
management position has a reasonable belief that the employee is using, 
is Under the Influence of, or is in the possession of substance or has 
otherwise violated this policy’s prohibition on the use of substances.  
Refusal to submit to a substance test will be grounds for immediate 
termination of employment. 

 
H. Random Selection Testing:  All employees are subject to random testing 

for substances.  Where random testing is prohibited or restricted by 
applicable state or local statute or regulation, or other legally-binding 
agreement, the City will conform to all applicable laws, regulations, and 
agreements notwithstanding the provisions of this policy. 

 
I. Alteration of Sample:  Specimens reported by the testing laboratory as 

adulterated or substituted will be considered a refusal to test, and 
therefore grounds for immediate termination of employment or ineligibility 
for hire. 

 
J. Workplace Searches:  Management may conduct searches of City 

property, including lockers, desks, vehicles, storage, and an employee’s 
personal property such as a vehicle in cases where there is reasonable 
cause to suspect a violation of this policy.  While no search will be 
conducted without an employee’s consent, consent to a search is a 
condition of continued employment with the facility.  An employee who 
refuses to cooperate in the conducting of such searches will be subject to 
disciplinary action up to and including termination of employment. 

 
K. Collection of Samples:  Testing samples will be collected by a qualified 

individual only, whether such individuals are employees of an outside 
testing laboratory.  Collection of samples will be performed under 
reasonable and sanitary conditions.  The chain of custody of the sample 
will be recorded, and this record should be retained. 

 
L. Off-Premise Use:  The City reserves the right to suspend any employee 

who has been arrested for criminal offenses related to the manufacture, 
possession, sale, use, distribution, dispensation, receipt, or transport of 
any illegal substance pending resolution of the charges to the City’s 
satisfaction. 
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SECTION 25B. WORKPLACE DRUG TESTING POLICY-continued 
 

Employees who are convicted of any substance related violation under 
state or federal law or who plead guilty or nolo contend ere (i.e., no 
contest) to such charges must inform the City in writing within five (5) days 
of the conviction or plea.  Failure to do so will result in disciplinary action, 
up to and including termination.  In the event of an employee’s conviction 
or plea to charges relating to the manufacture, possession, sale, use, 
distribution, dispensation, receipt, or transportation of any substance, the 
facility will determine whether disciplinary action will be taken, including 
the appropriateness of continued employment. 
 

M. Confidentiality of Test Results:  All test results will be handled on a 
confidential basis and will be available only to the City personnel who 
have a need to know such results.  The City Administrator, the Directors, 
or his/her designated representative will determine who will have access 
to these records for the purposes of human resource management.  

 
6. The City will make counseling, direction, training, and education regarding 

drug testing available to managers and employees. 
 

7. City officials with primary responsibility to implement and achieve the goals of 
this policy include. 

 
A. Mayor & City Council 
B. City Clerk 
C. Treasurer 
D. City Administrator 
E. Department Directors 
F. Any and All Management Positions 

Attachments 
     

1. Substance Test Consent Form 
2. Statement of a Drug-Free Workplace 
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THE CITY OF FAIRVIEW HEIGHTS, ILLINOIS 

CONFIDENTIAL DRUG TESTING CONSENT FORM 
Employee/Applicant’s 

 
Name (Print Name) ___________________________________________ 

 
1. I understand that I am being asked to provide a blood, urine, or hair sample for 

testing to determine the presence of alcohol, drugs, or controlled substances in my 
system.  I understand that I do not have to provide such a specimen if I choose not 
to do so, but that my refusal will result in termination of my employment at the City of 
Fairview Heights or revocation of any offer of employment. 
 

2. I hereby give consent to and authorize the City of Fairview Heights and its agents, 
servants, employees and/or physician chosen by the City to take blood, urine, or hair 
specimen and to use such specimen in any manner that the facility and its agents, 
servants, employees, and physicians deem appropriate, including, but not limited to, 
releasing such specimen to a testing laboratory, hospital, other person or service for 
testing.  I hereby give consent to and authorize the facility and its agents, servants, 
employees, and/or physicians chosen by the facility and any such testing laboratory, 
hospital, person or service to conduct drug tests and to release the results of the 
tests or other information concerning the specimen to the City Administrator or to 
any person or firm designated by the City. 

 
3. I hereby release the City of Fairview Heights, Memorial Hospital and Midwest 

Occupational Medicine of Belleville, Illinois, any of their officers, agents, servants, 
employees and physicians, any laboratory, hospital, person or facility responsible for 
testing from any and all claims, causes of action, damages or liability relating to the 
testing or use and dissemination of test results, including, but not limited to, all 
claims for injuries or damages arising out of our relating to the collection of 
specimens, procedures, the release of information or results concerning such 
testing, or any action taken regarding any employability or continued employment as 
a result of such testing and/or test results. 

 
______ I consent to provide a blood, urine, or hair specimen for use in the manner 

described herein. 
 

_______ I refuse to provide a blood, urine, or hair specimen.  I understand that my 
refusal constitute grounds for immediate termination or disqualification 
from employment consideration. 

________________________________________________________________ 
Employee/Applicant’s Signature (Print and Sign)          Date 
 
Witness’s Signature (Print and Sign)            Date 
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CITY OF FAIRVIEW HEIGHTS, ILLINOIS 
STATEMENT OF A DRUG-FREE WORKPLACE 

 
 
      1. The City of Fairview Heights is committed to maintaining a drug-free workplace in 

compliance with applicable state and federal laws.  The unlawful possession, 
use, distribution, dispensation, sale, or manufacture of controlled substances is 
prohibited on City property.  Violation of this policy may result in the imposition of 
employment discipline as defined for specific employee categories by existing 
City policies, statutes, rules, regulations, employment contracts, and appropriate 
collective bargaining agreements.  Any employee convicted of a drug offense 
involving the workplace shall be subject to employee discipline and/or required 
satisfactory completion of a drug rehabilitation program as a condition of 
continued employment. 

 
 

2. The illegal use of controlled substances can seriously injure the health of 
employees, adversely impair the performance of their responsibilities and 
endanger the safety and well being of fellow employees, contract vendors, and 
members of the general public.  Therefore, the City strongly encourages 
employees who have a problem with the use of illegal controlled substances or 
abuse prescribed medications to seek professional treatment.  A list of sources 
for drug counseling, rehabilitation, and assistance programs may be obtained 
from the City Administrator, City Clerk, or the Employment Assistance Service.  
Employees may obtain this information anonymously either through self-referral, 
direction of his/her supervisor or the City Administrator.  Employees who are 
engaged in work under a federal contract may be required to submit to drug test 
for use of illegal controlled substances as provided by the law or regulations of 
the contracting agency. 

 
3. The requirements outlined in this statement are in accordance with the provisions 

of the Drug-Free Workplace Act of 1988 and will be applied in accordance with 
the law, rules and regulations pursuant the act. 

 
 

I acknowledge that I have read and understand the City of Fairview Heights, Illinois 
Statement of a Drug-Free Workplace 
 
_______________________________________________________                    
Employee/Applicant Signature      (Print Name, Sign & Date)   
 
______________________________________________________                     

 Supervisor Signature       (Print Name, Sign & Date)   
 
(Resolution No. 3687-2012) 
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SECTION 26.  HARASSMENT 
 
The City of Fairview Heights does not tolerate harassment of our job applicant’s or 
employees.  Any form of harassment related to an employee’s race, color, sex, gender, 
religion, national origin, age, citizenship status, disability, handicap, sexual orientation, 
or genetic information is a violation of this policy and will be investigated and if founded 
result in a corrective action up to and including termination. 
 
For the purposes of this policy, the term harassment includes, but not limited to slurs, 
jokes, and other verbal, graphic, or physical conduct relating to an individual’s race, 
color, sex, gender, religion, national origin, age, citizenship status, disability, handicap, 
sexual orientation, or genetic information.  A violation of this harassment policy shall 
result in corrective action, up to an including termination. 
 

A. Sexual Harassment:  Sexual Harassment is a form of misconduct which 
undermines the integrity of the employment relationship.  Examples of conditions 
which constitute harassment on the basis of sex include: 

 
i. Submission to or rejection of such conduct is made either explicitly   

or implicitly a term or condition of an individual’s employment; 
 

  ii. Submission to or rejection of such conduct by an individual is used 
as the basis of any employment related decisions affecting the 
individual: or  

 
 iii. Such conduct has the purpose of effect or substantially interfering 

with an individual’s work performance or creating an intimidating, 
hostile, or offensive  work environment. 

 
Such conduct is illegal. 
 
Because of differences in values and backgrounds, some individuals may find it difficult 
to recognize their own behavior as sexual harassment.  Unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct or jokes of a sexual 
nature are considered sexual harassment, including: 
 
 a. Sex-oriented verbal abuse. 
 
 b. Subtle pressure for sexual activity. 
 
 c. Physical contact as patting, pinching, or constant brushing against the  
  body of another. 
 

d. Demands for sexual favors accompanied by implied or overt promises of 
preferential treatment or threats concerning an individual’s employment 
status. 
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SECTION 26.  HARASSMENT - continued 
 
 e. Sexual names, pornographic material, or other similar demeaning or  
  insulting behavior based on sex. 
  
 f. Unauthorized touching of a sexual nature. 
 
All such acts are prohibited and will result in corrective action up to and including 
termination.  An employee who feels he/she has been the victim of sexual harassment 
by another employee should notify their department head, or the City Administrator, as 
quickly as possible.  If the complaint involves the employee’s department head, the 
employee should notify the next level of the chain of command.  The matter will be 
investigated, and where appropriate, corrective action will be taken.  If the employee is 
not satisfied with the way his or her report has been handled, he or she should arrange 
a conference with the City Administrator to discuss his or her complaint.  Do not assume 
the City is aware of the harassment. It is the employee’s responsibility to report 
incidents he or she knows about.  
 
 
 B. Harassment:  If an employee believed he or she is being harassed upon 
 his race, color, sex, gender, religion, national origin, age, citizenship status, 
 disability, handicap, sexual orientation, or genetic information, he or she report 
 the harassment to their department head, or the City Administrator, as quickly as 
 possible. If the complaint involves the employee’s department head, the 
 employee should notify the next level of the chain of command.  The matter will 
 be investigated, and where appropriate, corrective action will be taken.  If the 
 employee is not satisfied with the way his or her report has been handled, he or 
 she should arrange for a conference with the City Administrator to discuss his or 
 her complaint.  Do not assume the City is aware of the harassment.  Any 
 employee who becomes aware of potential harassment of another employee it to 
 immediately report it to his or her supervisor.  It is the employee’s responsibility 
 to report incidents he or she knows about. 
 
 C. Variations of Harassment:  The harassment of a City resident by a City 
 employee, a co-worker by another non-supervisory co-worker, or a City 
 employee in connection with their work by non-City employees will not be 
 tolerated, shall be investigated, and will also result in corrective action up to and 
 including termination.  Any employee who becomes aware of such harassment 
 shall report such harassment to their department head.  Appropriate action will 
 be taken with respect to a violation of this policy by a non-City employee. 
 
 D. Reprisal/Retaliation:  The City will insure that any employee that reports 
 any form of harassment in good faith or who participates in a harassment-related 
 investigation will be protected from any employment-related reprisal.  In addition, 
 employees who are investigated for a violation of the harassment policy shall be 
 notified by the investigating City official that they are not to retaliate against the 
 employee who has generated the complaint or any other employee that has 
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SECTION 26.  HARASSMENT - continued 
 

participated within the investigation.  Employees who file a complaint with the 
 Human Rights Department or Human Rights Commission will not be retaliated 
 against based on such complaint.  Retaliation will be considered a violation of 
 this policy and shall result in corrective action up to and including termination. 
 
 E. Resources:  Employees who believe they are being harassed may contact 
 the Illinois Department of Human Rights at (217) 785-5100 or the Illinois Human 
 Rights Commission at (217) 785-4350.  Remedies available through the Human 
 Rights Department and Human Rights Commission in case of a valid substantial 
 complaint may include, but are not limited to: 
 
  a) Cease and desist orders. 
 
  b) Hiring, reinstatement, promotion, back pay and employee benefits. 
 
  c) Actual damages. 
  
  d) Attorney’s fees and costs. 
 
  e) Compliance reports. 
 
  f) Posting of compliance notices. 
 
  g) Loss of public contracts. 
 
 F. Annual Training:  The City will provide annual harassment training for all 
 employees.  Training attendance will be documented with a sign-in sheet 
 indicating the date, time, location, and the presenter of the training. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

78 
 

SECTION 27.  ELECTRONIC COMMUNICATON DEVICES 
 
The City recognizes that use of the Internet has many benefits for the City and its 
employees.  The Internet and e-mail makes communication more efficient and effective.  
Therefore, employees are encouraged to use the Internet appropriately.  Unacceptable 
usage of the Internet can place the City and others at risk. 
 
 

a. The following guidelines have been established for using the Internet and 
e-mail in an appropriate, ethical and professional manner. 

 
1.  The City Internet and e-mail access may not be used for transmitting, 
retrieving or storing of any communications of a defamatory, 
discriminatory or  harassing nature or materials that are obscene, 
pornographic, or X-rated.  No  messages with derogatory or 
inflammatory remarks about an individual's race,  age, disability, 
religion, national origin, physical attributes or sexual preference  shall 
be transmitted.  Harassment of any kind is prohibited. 

 
2.  Disparaging, abusive, profane, or offensive language; materials that 
would adversely or negatively reflect upon the City or be contrary to the 
City's  best interests; and any illegal activities - including piracy, extortion, 
blackmail,  copyright infringement, and unauthorized access to any 
computers on the  Internet or e-mail - are forbidden. 

 
3.  Do not use the system in a way that disrupts its use by others.  This 
includes excessive usage, sending or receiving many large files and 
"spamming"  (sending e-mail messages to thousands of users.) 

 
4.  The Internet is full of useful programs that can be downloaded, but 
some of them may contain computer viruses that can extensively damage 
our computers.  Be sure to virus-check downloaded files immediately.  
Also, many  browser add-on packages (called "plug-ins") are available to 
download.  There is no guarantee that such “plug-ins” will be compatible 
with other programs on the network and such “plugins” may cause 
problems; therefore, please refrain from  downloading such plug-ins. 

 
5.  Each employee is responsible for the context of all text, audio or 
images that he/she places or sends over the City's Internet and e-mail 
system.  No e-mail or other electronic communications may be sent which 
hides the identity of the sender or represents the sender as someone else.   

 
6.  E-mail is not guaranteed to be private or confidential.  All electronic 
communications are City property.  Therefore, the City reserves the right 
to examine, monitor and regulate e-mail messages, directories and files, 
as well as Internet usage.  Also, the Internet is not secure so don't assume 
that others cannot read or possibly alter your messages. 
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SECTION 27.  ELECTRONIC COMMUNICATON DEVICES - continued 
 

7.  Internet and external e-mail messages are considered business 
records and may be subject to the Illinois Sunshine Laws and discovery in 
the event of litigation.  Be aware of this possibility when sending e-mail.  

 
 
 b. City’s Right to Monitor and Consequences: 
 

1. All City-supplied technology, including computer systems and City-
related work records, belong to the City and not the employee.  The City 
reserves the right to routinely monitor usage patterns for its e-mail and 
Internet communications. Although encouraged to explore the vast 
resources available  on the Internet, employees should use discretion in 
the sites that are accessed. 

 
2. Since all the computer systems and software, as well as the e-mail 
and Internet connection, are City-owned, all City policies are in effect at all 
times.  Any employee, who abuses the privilege of the Internet, may be 
denied access to  the Internet and, if appropriate, be subject to 
corrective action up to and including  termination. 

 
 c. Computer Network: 
 

1. The computer network is the property of the City and is intended for 
legitimate business purposes.  Staff is provided access to the computer 
network to assist them in the performance of their jobs.  All staff has a 
responsibility to use the City's computer resources and the Internet in a 
professional, lawful, and ethical manner.  Improper use of the computer 
network will result in corrective action for staff and the termination of 
employment relationships with independent contractors and consultants. 

  
 d. Personal Use: 
 

1. An employee's occasional personal use of the City's computer 
resources is permitted if it is confined to non-work times such as rest 
breaks, lunch periods or before/after work and it does not: 

 
i. Interfere with the employee's or any other employee's job 

performance. 

 
ii. Have an undue effect on the computer or the network's 

performance. 

 
iii. Involve the installation of software or a download for 

personal use not purchased by the City of Fairview Heights. 
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SECTION 27.  ELECTRONIC COMMUNICATON DEVICES - continued 
 

iv. Violate any policies or procedures established by the City. 

 
  2. An employee's personal use of the computer system is a privilege  
   that may be revoked at any time.   
  
 e. Social Media Guidelines for Employees: 
 

1. Employees whose affiliation with the City is evident, should mention 
that the remarks made on the web only reflect his or her own views 
and not necessarily the views of the City or other employees. 

2. Employees shall remember that their conduct may reflect upon the 
City and they are encouraged to exercise good judgment in their 
web communications. 

3.  Employees should be cautioned that they may be subject to 
corrective action, up to and including termination, for making 
defamatory statements regarding the City or its employees; 
statements which violate the City’s Anti-Harassment and /or EEO 
policy; or statements which improperly disclose confidential 
information. 

4. Employees shall not provide any confidential, proprietary, or private 
information about the City or its employees. 

5. The City logo and/or the City motto may not be used on the web 
without prior written permission from the city. 

 
City employees may consult with their appropriate supervisor with any 
questions about the City's views with respect to these guidelines for web 
communications and the City's legitimate business interest. 
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SECTION 28.  TELEPHONE USE POLICY  
 
A. APPLICABILITY 
 
For the purpose of this section, employees shall mean any permanent part-time, 
permanent full-time, emergency, temporary or relief employees and elected officials of 
the City of Fairview Heights.  Police Department employees are excluded from this 
policy and covered by Police Department policy. 
 
Unless otherwise stated, the following shall apply to both stationery telephones within 
property owned by the City of Fairview Heights and to cell phones provided to 
employees for City-related business use. 
 
B. PERSONAL USE 
 
Employees shall not use telephones for personal, non-work related purposes unless 
such use is clearly not interfering with the employee’s official duties and responsibilities, 
is of a reasonable frequency and duration and could not be completed during non-work 
time. 
 
C. LONG DISTANCE 
 
Long distance telephone calls that are not related to work duties and responsibilities 
shall not be made by employees unless the employee pays for such calls upon receipt 
of the long distance telephone bill. 
 
Each employee shall keep a log of all long distance telephone calls upon which shall be 
recorded the date, time, number called, who was called and the reason for the call, if 
long distance, or noted as “Personal” if applicable. 
 
Should any long distance telephone calls that are not justified as necessary due to 
being related to the business of the City remain unexplained and/or not accounted for, 
efforts shall be made by the appropriate Department Head or Mayor, in the case of 
Department Heads, to determine where the call was made, who it was made to and why 
in an effort to determine  who may have made the call. 
 
D.  CELL PHONES 
Cell phones provided to City employees for usage in connection with their duties and 
responsibilities shall be used only if the employee cannot be contacted or cannot 
convey his/her message by other means such as radio, in person or a conventional 
stationery telephone or because of the confidential nature of the message. 
 
Employees using cell phones shall be responsible for any personal calls made from 
their cell phones that are in excess of 15 minutes cumulative total per month or any 
single personal calls that are in excess of 5 minutes duration.  Employees with cell 
phones shall maintain a log of all personal calls and all long distance call along with 
being subject to the same monitoring process as stated under “Long Distance” in this 
section. 
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SECTION 28. TELEPHONE POLICY - continued 
 
E. RESPONSIBILITY 
 
Should a telephone or cell phone utilized by a specific employee or group of employees 
be lost or stolen, a report shall be made by the employee or employees to the Police 
Department and the appropriate Department Head as applicable. 
 
F. TELEPHONE ETIQUETTE 
 
All incoming calls to stationery or cell phones shall be responded to in a professional 
and courteous manner at all times.  Employees answering telephones shall make an 
immediate attempt to determine who the call shall be forwarded to, if applicable, then to 
transfer the call within a minimum amount of time. 
 
Callers who are irate or display other signs of emotional distress should be treated with 
the same level of courtesy and professionalism as all others.  The employee responding 
to such calls should stay calm, adhere to the factual aspects of the call, lower his/her 
voice in order to require the caller to focus more on listening, attempt to take control of 
the conversation and avoid, in all cases, hanging up before the end of the conversation. 
 
E. DISCIPLINE 
 
Employees found to be in violation of this section shall be subject to the provision of 
Section 25A.  DISCIPLINE of this Personnel Code. 
 
F. OTHER 
 
The use of City of Fairview Heights fax machines shall also be covered by the 
provisions contained herein as applicable to personal use and long distance messages.  
(Resolution No. 2874-2002) 
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SECTION 29. SAFETY EQUIPMENT 
 
A.  PRESCRIPTION SAFETY GLASSES 
 
Employees needing prescription safety glasses in connection with their duties and 
responsibilities shall be provided with said glasses at the expense of the City of Fairview 
Heights.  Replacement of said glasses, in their entirety or any part of thereof, if 
damaged as a result of work-related duties, shall also be provided at the expense of the 
City of Fairview Heights, subject to the approval of the City Council Personnel 
Committee. 
 
B. SAFETY BOOTS/SHOES 
 
Employees needing safety boots/shoes in connection with their duties and 
responsibilities shall be provided with said boots/shoes at the expense of the City of 
Fairview heights provided that they are purchased within the corporate limits of the City 
and billed directly to the City.  Should the cost per each pair exceed $140, the employee 
shall be responsible for any amount over that total.  The purchase of such safety 
boots/shoes shall be limited to one pair each fiscal year.  (Resolution No. 2874-2001) 
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SECTION 30.  GRIEVANCE PROCEDURE 
 
To encourage job satisfaction for the employees of the City, the Personnel Committee is 
at the disposal of any one employee or groups of employees to air complaints about their 
job with the City, supervision, working conditions, pay or any related matters.  
Employees may also go to the Personnel Committee to appeal any disciplinary action 
taken against them. 
 
Should any employee believe any provision of these Personnel Rules has been violated, 
or that the employee has been treated unjustly in terms of discipline, said employee may 
submit in writing, to his/her Department Head, a grievance within five (5) working days of 
the first event giving rise to the grievance. 
 
The Department Head shall respond in writing to the Grievant within three (3) working 
days.  If within five (5) working days following the Department Head's response, the 
Grievant wishes to pursue a further resolution of the grievance, the Grievant may submit 
a written appeal, date stamped and distributed by the City Clerk, to the Personnel 
Committee. 
 
The Grievant must state in this letter of appeal that he/she requests the Personnel 
Committee to schedule a meeting to discuss the grievance.  All such appeals shall be 
submitted to the City Clerk in a sealed envelope marked "Grievance".  The City Clerk 
shall date stamp this envelope and personally notify the Chairman of the Personnel 
Committee and Mayor upon receipt of this envelope.   
The Personnel Committee shall schedule a meeting to hear the grievance/appeal within 
ten (10) working days after the receipt of the appeal.  In the event that the Chairman of 
the Personnel Committee is not available to schedule this meeting, the other members of 
the Committee shall be notified by the City Clerk and schedule said meeting. 
 
It shall be the duty of the City Clerk to send written notice of the time, date and place of 
such meetings to the Mayor, Department Head and Grievant at least three (3) working 
days in advance of the meeting. 
 
In the event that more than one complaint/grievance is received within the same ten (10) 
day working period, the ten (10) working day requirement for the Personnel Committee 
may be waived to not more than forty-five (45) working days. 
 
Any employee who submits a grievance pursuant to this procedure has the right to be 
represented by legal counsel and to call upon witnesses and other parties involved in the 
grievance. 
 
Within fifteen (15) working days following the appeal meeting/hearing, a decision by the 
Personnel Committee shall be submitted in writing to the grievant, the Mayor and 
Department Head.  The decision of the Personnel Committee is final.  All appeal 
hearings shall be closed to the public and held within the Municipal Complex. 
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SECTION 30.  GRIEVANCE PROCEDURE - continued 
 
The Personnel Committee may reinstate discharged employees to the status the 
employee held immediately prior to the filing of the grievance. 
 
Any contractual or statutory provisions applicable to any employees which are in conflict 
with this procedure shall supersede this procedure.  (Resolution No. 2225-'95) 
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SECTION 31. RESPONSIBILITY FOR INTERPRETATION OF PERSONNEL CODE 
 
The Mayor or his/her Designee shall be charged with the primary responsibility for 

implementing and interpreting these personnel rules. The City Council shall be 

responsible for seeing to the implementation, and/or interpretation of these rules which 

shall be final and binding. 
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SECTION 32.  EMPLOYEE EVALUATION FORM  
  
A written performance evaluation provides the employer with an effective mechanism to 
measure and communicate levels of job performance to employees. It provides the 
employee with documented, constructive feedback concerning his/her current job 
performance. Documented performance evaluation serves as a basis for management 
decisions regarding training needs, job assignments, promotion, and retention of 
employees. The work performance of employees shall be evaluated in accordance with 
established procedures. 

  
Each city employee shall be evaluated annually. Special evaluations may be conducted 
if deemed appropriate by the department head. Probationary employees shall be 
evaluated both at the midpoint of their probationary period and immediately prior to its 
completion if still employed at these time points. 

  
Each department head or their designee who reviews or conducts an evaluation shall 
be responsible for its quality, consistency, equity, and timeliness.  

 
Each employee shall be provided a copy of his/her performance evaluation. The 
supervisor shall discuss the evaluation with the employee and shall counsel the 
employee regarding any improvement in performance which appears desirable or 
necessary. 
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SECTION 33.  REPEAL 
 
 Repeal of Resolution No. 746-'80 passed May 6, 1980, approved May 7, 1980, 

Resolution No. 757-'80, passed July 1, 1980 and approved July 1, 1980, Resolution No. 

834-'81, passed September 1, 1981, and approved September 2, 1981, are hereby 

repealed. 

SECTION 34. PASSAGE 

 This Resolution shall become effective June 1, 1982 after its passage and 

approval as provided by law. 

PASSED:  August 17, 1982 

APPROVED:  August 23, 1982 

 

 

       s/s GEORGE A. LANXON 
       Mayor, City of Fairview Heights 
 

       ROLL CALL OF ALDERMEN VOTING "YEA": 
 

JACOB JOHNSON 
      JOSEPH HUDSON 
      CHARLES BARICEVIC 
      CATHERINE MCKENNA 
      GENE ELLERBUSCH 
      LAWRENCE WILLIAMS 
ATTEST:     LYDIA CRUEZ 
      ALDERMAN RICHARD UTZ WAS  ABSENT. 
 
 
s/s HARVEY S. NOUBARIAN 
CITY CLERK 
 
SPONSORED BY:  PERSONNEL COMMITTEE 



AGREEMENT 

This AGREEMENT is entered into by and between the Pontiac William F. Holliday School 
District 105, hereinafter referred to as DISTRICT, and The City of Fairview Heights, herein 
referred to as CITY. 

WITNESSETH 

WHEREAS, the Parties hereto, in order to facilitate the free flow of pedestrian traffic through 
Fox Creek Park connecting Columbia Drive and Traubel Drive; and 

WHEREAS, it has been determined to be in the best interest of the public to construct a sidewalk 
to facilitate the safe and convenient travel for students attending schools in the District; and 

WHEREAS, the Parties hereto are desirous of said sidewalk construction in that the same will be 
of immediate benefit to the area and permanent in nature. 

THEREFORE, In consideration of the mutual covenants contained herein, the Parties agree as 
follows: 

l. It is mutually agreed that the sidewalk will be designed, constructed, and further 
maintained by the City. 

2. It is mutually agreed that a reasonable cost representing the construction labor and 
materials associated with the sidewalk construction is Three Thousand Eight Hundred 
and Seventy-Two dollars. ($3,872.00). 

3. It is mutually agreed that the District will be financially responsible for half of the 
reasonable cost and; therefore, shall remit payment of One Thousand, Nine Hundred, and 
Thirty-Six dollars ($1,936.00) to the City upon completion of the sidewalk construction. 

4. This agreement shall be binding and inure to the benefits of the parties, their successors 
and assigns. 

FOR THE CITY OF FAIRVIEW HEIGHTS 

This ___ day of ___ ----J 20 
By _______________ ___ 

Mark T. Kupsky, Mayor 

FOR PONTIAC WILLIAM HOLLIDAY SCHOOL DISTRICT 105 

::i·q;it~Af.t~ 
Julie Brown, Ed. D., Superintendent of Schools 
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BID RESULTS 
ROOF REPLACEMENT, PUBLIC LIBRARY 

BIDS DUE: 2:00P.M., JUNE 2, 2016 BIDS OPENED: 2:00P.M., JUNE 2, 2016 

Bid Bond/ Project Labor ApprenticefT raining Addendum Proposal Alternate 

Name Check (.f) Agreement (.f) Program Certification (.f) No. 1 (.f) Amount($) Bid($) 

D.E. Martin Roofing Co., Inc., Lebanon, IL / / / / $46,606.00 $~.753.00 

Shay Roofing, Inc., Millstadt, IL / / / / $70,510.00 $20,130.00 



BID RESULTS 
RE-ROOF FAIRVIEW HEIGHTS MUNICIPAL BUILDING 

BIDS DUE: 3:00P.M., JUNE 2, 2016 BIDS OPENED: 3:00P.M., JUNE 2, 2016 

Bid Bond/ Project Labor Addendum Addendum Unit Price Proposal 

Name Check(") Agreement ( ") No. 1 (") No.2(") Add'l Deck ($) Amount($) 

Kehrer Brothers Construction Inc., Albers, IL ../ ../ ../ ../ $4.75 $83,250.00 

Q.E. Martin Roofir:tg Co., Inc .• Lebanon. IL v' ./ ../ .; $3.50 $79,316.00 

Shay Roofing, Inc., Millstadt, IL ../ ../ ../ Not Read Not Read 



RESOLUTION NO. 3978-2016 

A RESOLUTION AMENDING RESOLUTION NO. 3073-
2003, PASSED DECEMBER 2, 2003 AND APPROVED 
DECEMBER 3, 2003; A RESOLUTION ADOPTING A 
CAPITAL IMPROVEMENT PRIORITY LIST. 

WHEREAS, the City of Fairview Heights passed Resolution No. 3073-2003, 

establishing a Capital Improvement Priority List. 

WHEREAS, the recommended Capital Improvement Priority List requires 

amending to make changes by Public Works Committee pertinent to the two year 

review. 

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY 

OF FAIRVIEW HEIGHTS, ILLINOIS: 

The Capital Improvement Priority List be amended as follows: 

MAJOR PROJECTS: 

1) Municipal Complex 
2) Parks and Recreation 
3) Storm Drainage Program 
4) Sidewalks Program 
5) South Ruby Lane (Longacre Drive to Garage site) 
6) Pleasant Ridge Road (Bunkum Road to Pleasant Ridge Park) 
7) Lincoln Highway (IL 159 to Old Collinsville Road) 
8) To Be Determined 
9) To Be Determined 
10) To Be Determined 

MINOR PROJECTS: 

1) 
2) 
3) 
4) 
5) 
6) 
7) 

Perrin Road II 
Kassing Avenue 
Wilshire Drive 
Bonita Boulevard 
Mark!Cari Drive 
Stites/Cary Drive 
Pearson Drive 

8) Kadlec Drive 
9) Wedgewood Drive (East) 
1 0) Mt. Vernon Drive 
11) Judy Lane 



JOINT PROJECTS: 

1) Joseph Drive Overlay 
2) St. Clair Avenue Sidewalk 
3) Olinda Drive Reconstruction 
4) Bike Trails 
5) Old Collinsville Road and Lincoln Highway Intersection 
6) Longacre Drive and Union Hill Road, Traffic Signals at Intersection 
7) Second Avenue 
8) agth Street 
9) Lexington Park 

The Capital Improvement Project List is attached hereto, made a part hereof and 

marked "EXHIBIT A." 

This Resolution shall be in full force and effect from and after its passage and 

approval as provided by law. 

PASSED: January 19, 2016 

APPROVED: , January 21, 2016 

~~ ~~ 
ARK T. Y- MAYOR 

CITY OF FAIRVIEW HEIGHTS 
ATTEST: 

Roll call of Aldermen voting "Yea" 
Dennis Baricevic Pat Baeske 
Brenda Wagner Harry Zimmerman 
Pat Peck Roger Lowry 
Justin Gough Denise Williams 
Bill Poletti Frank Menn 



"EXHIBIT A" 

CAPITAL IMPROVEMENT PRIORITY LIST 

MAJOR PROJECTS: 

1) Municipal Complex 
2) Parks and Recreation 
3) Storm Drainage Program 
4) Sidewalks Program 
5) South Ruby Lane (Longacre Drive to Garage site) 
6) Pleasant Ridge Road (Bunkum Road to Pleasant Ridge Park) 
7) Lincoln Highway (IL 159 to Old Collinsville Road) 
8) To Be Determined 
9) To Be Determined 
10) To Be Determined 

MINOR PROJECTS: 

1) 
2) 
3) 
4) 
5) 
6) 
7) 

Perrin Road II 
Kassing Avenue 
Wilshire Drive 
Bonita Boulevard 
Mark/Cari Drive 
Stites/Cory Drive 
Pearson Drive 

JOINT PROJECTS: 

1) Joseph Drive Overlay 
2) St. Clair Avenue Sidewalk 
3) Olinda Drive Reconstruction 
4) Bike Trails 

8) Kadlec Drive 
9) Wedgewood Drive (East) 
1 0) Mt. Vernon Drive 
11) Judy Lane 

5) Old Collinsville Road and Lincoln Highway Intersection 
6) Longacre Drive and Union Hill Road, Traffic Signals at Intersection 
7) Second Avenue 
8) 89th Street 
9) Lexington Park 





New Truck Proposal 
Tandem Axle Dump Truck Specifications 
State of lflinois Solicitation 11227888- Contract II PSD4018132 

Frank Bollmer 
CONTACT NAME 

City of Fairview Heights 
BUYER INFORMATION 

1025 Bunkum Road 
ADDRESS 

Fairview Heights, IL 62208 
CITY/ STATE/ ZIP 

618-397-0616 bollmerf@cofh.org 

PHONE/ FAX/ EMAIL 

FEIN il / TAX EXEMPT II /COUNTY 

2017 INTERNATIONAL 7400 SFA 6x4 / 177" WHEELBASE/ 102" CAB TO AXLE 

120,000 PSI/ 2,654,000 RBM single frame rail w/ 20" front frame extension 
N10 310HP/ 1050# TORQUE w/ GRID HEATER 
3000RDS Allison Six (6) speed trans. w/ T-Handle & External Trans. Cooler 

Extended Life Oil Pan/ Transmission TCM mounted inside cab 
Transmission temp. gauge/ Hour meu~r/ Plow light Switch 
Warning Lights & Alarm for Low Coolant, Low Oil PSI, Engine Temp. 
"Winter/Summer" Air Cleaner w/ In-Dash Filter Minder 
Horton Two-Speed Fan Drive/ Front Engine PTO/ Block Heater 

DATE: 05/17/16 

Contact: Kevin Burdell 

Municipal Fleet Sales 

401 South Dirksen Pkwy Springfield, IL 62703 

Ofc: 217-718-2312 

Email: BurdeiiK@rushenterprises.com 

Please Circle Cab Color: 

Red-2303 I IDOT Orange I Omaha Orange 

School Bus Yellow I Blue I Blue Met-6E12 

Green-6047 I White I Black 

Sales price $81,312.00 

Options $3,719.00 

Body price $43,571.00 

Freight $250.00 

Sub-total $128,852.00 

Trade ($10,000.00) 
16,00011 Front axle & suspension with 2000# Aux I HD shocks I Fender extensions 

40,000# Rear axle w/ Hendrickson HMX 400-52 susp. & HD shocks/ SPL drive lines 
Air Brakes w/ 13.2 compressor/ Bendix air dryer/ DV2 Heated drain valve 
Automatic slack adjusters/ Oil bath wheel seals/ Stationary front grille License/ Title ..:::S..:;1::.03::.;· ·..::0.:.0 __________ _ 

Trailer brake package w/ 7-way ABS trailer plug/ Bodybuilder wires@ BOC 
Tilt & Telescoping steering I Leece-Neville 190 amp alternator/ Delco starter 
100 gallon 26" diameter alum fuel tank (driver side) w/ fuel water seperator 

9.5 gallon DEF Tank mounted driver side 
Three (3) Batteries @ 1950 CCA w/ battery box mounted right side BOC 
Horizontal muffler mounted under cab w/ vert. exhaust pipe & 36" turn out 

Air horn/ Jump start stud/ L.E.D. cab marker lights/ Air ride cab 
AM/FM/Weatherband radio/ Air conditioning/ Cigar lighter 
Black heated mirrors w/ Black heated fender mounted convex mirrors 
Air ride driver seat with arm rest/ Fixed passenger seat/ Daytime lights 
315/80R22.5 Continental (20PLY) steer tires w/ Gray powder coat wheels 
11R22.5 Continental (14PLY) drive tires w/ Gray powder coat wheels 

PLEASE CIRCLE DESIRED GEAR RATIO: 

6.14 (67 mph) I 6.43 (64 mph) I 6.83 (60 mph) I 7.11 (57 mph) 

Please include copy of tax exempt form w/ your order. 
/\II prices are F.O.B. 401 S. Dirksen Pkwy. Springfield, Illinois 
Payment in full is due at time of delivery. 

Kevin Burdell- Municipal Fleet Sales Representative 

Signature of Buyer Purchase Order Number (if applicable) 

Total $118,955.00 

Omit Front PTO Adaptor Plate 
Trans Dipstick- move to right side 
Heated Windshield 
Cowl tray cover 
6 pack upfitter switches 
Locking Diffin Rear-Rear Axle 
Stainless Steel Fuel Tank Straps 
Air Ride Passenger Seat w/ armrest 

Front Tow Hooks 
Bright Finish Power Mirrors 
Belly Bar Support 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

$ 
$ 

(141) 
49 

505 
162 
460 

1,037 
209 
208 

59 
311 
860 



May 11, 2016 

City of Fairview Heights Illinois 

We have figured the fol lowing under Illinois State Contract# 4018237 

1 New 2016 Ford F250 4x4 Regular Cab 8' Bed 

N1 Blue Jeans Exterior I Vinyl 40/20/40 Seating 

LT 245/75RX17E AT Tires 

E-Locking Rear Axle, Snow Plow Prep 

Full Length Cab Steps, Cruise/Tilt 

Auxiliary Rear Suspension, Skid Plates 

Up-Fitter Switches, H.D. 200 AMP Alternator 

Daytime Running Lights, 1-Extra Key 

4-Corner LED Whelen Vertex 

Whelen LED Mini Bar, Acari Mount 

Back Up Alarm 

New "M" License/Title 

All other standard equipment 

Total $25,969.00 

Let me know if you have any questions. Thank you. 

Richie Morrow Wellenkamp 

Fleet Manager/Vice President 

Morrow Brothers Ford, Inc. 



'') "' ~·;:., ~ ... r r 
STATE CONTRACT# 4017635 

17 ,621•00 + 
175·00 + 
289·00 + 

90•00 + 
20·00 + 

18,1 95•CO * 
Call Steve Decker (800) 798-9912 

Email steve.decker@landmarkauto,com 

STANDARD PACKAGE 

6 SPEED AUTOMATIC 
4-WHEEL DISC BRAKES 

ELECTRIC POWER ASSISTED STEERING 
AUTOMATIC HALOGEN PROJECTOR 

HEADLAMPS WIPER-ACTIVATED 
3.5L TI-VCT V6 FFV 

LED TAILLAMPS 
SOLAR TINTED GLASS 

1 T PAINTED ALUMINUM WHEELS 
TIRES P235/60R17 ALL. SEASON 

AIR CONDITIONING 
CONSOLE FRONT CENTER w/ARMREST 

9 CUP HOLDERS 
FRONT & REAR FLOOR MATS 

CRUISE CONTROL 
CRUVE CONTROL 

TILT/TELESCOPiNG STEERING WHEEL 
w/SPEED CONTROLS/AUDIO CONTROLS 

6-WAYPOWER DRIVER & PASSENGER 
SEAT 

ADVANCE TRAC (ESC) 
KEYLESS ENTRY SYSTEM 

SLIDING SUN VISORS 
POWER WINDOWS 

KEYLESS-ENTRY KEYPAD 
AM/FM STEREO/SINGLE-CD/M P3 

6 SPEAKERS 
AUDIO INPUT JACK 

CAPLESS FUEL -FI/_LER 
MESSAGE CENTER 

MYFORD 4.2" CENTER STACK SCREEN 
3 POWER POif\JTS 12V 

REAR WINDOW DEFROSTER 
TORQUE VECTORING CONTROl_ 

WIPERS-FRONT SPEED-SENSITIVE 
INTERMITIENT 

POWER MIRRORS 
REMOTE PERIMETER LIGHTING 

ORDER CUT OFF DATE????? 

Taurus SF·: [lagc I 



. . 

ADDITIONAL OPTIONS AND ORDER FORM 

Ullllfill' 

c 
Check desireg_ options 

I 2 OL EcoBoost 1-4 
I -

Deliver One Unit 

l J Deliver Multi~~- ~~-. _Ljn.its. ; acl1 

1.XJ License, Tl~ __ §< F~_f)_s M J.?late 

1 , License , Title. Transfer & Fees 

1 _§ngin~ Blo~k He;;J1~-
I _/_Undercoat On_ly 

_ _j lgni~_?~Qverri~_ 
Dr·ivers Ed Brake Installed 

tL,_ 

Caribou Metallic 

, M§9_0~tic __ 

[ _jJ31ue Jeans 

PLEASE ENTER THE FOLLOWING 

FORD FLEET NUMBER 

CONTACT NAME _______________ _ 

PHONE NUMBER 

PURCHASE ORDER NUMBER 

STATE TAX EXEMPT NUMBER 

- Ch~ck desi_ie_s! ~tions __ _ 
999 $990.00 _ 1 Rustp~oof & _hjnderg_oat _____ _ 

I ~~~Q~~~~~~-~~~~~;s~l~ ---- tt~ - -

$28~ 00. 
$5Q.OO 
$90 00 

$275.00 
- $225 00 ,. 

$175 DO -- Smokers Pacl<age 97P 595.00 

$190.00 
41 H $30_QQ_ 

$1£8.00 
$289 00 
$712.00 

l 

G1 

H5 

J7 

Ca_!:g_~~ aniz~ __ _ 97C __1155.00 j 
CD Rom Service Manual $245.00 
Sirius Radio 62S S185 00 --- ------
Extr~ _ !S_f'lY No Remote S20 00 
Remote Starter $664. 00 - ----· - -- ----- - _, 

1+---
=-1 -
[ [_ 

--.--·~· n·-- ---i 

HN ' 

Ingot Silver Metallic__ UX 

Bronze Fire M. etalliclextra cost _Jj_9 _

1 
RLibY B~2}11et~llic;/extra ~ost __!3R 

I j White Platinum Metallic/extra cost 
N1 L UG __ __ __ . 

Interior Colors 
70 1 

_ I 
PLE SE PAY N DEliVERY 

Taurus Sf·: Page 2 



~ 
17,621•00 + 

175•00 + 
289•00 + 

90•00 + 
20·00 + 

18,195•00 * r s 
STATE CONTRACT# 4017635 

Call Steve Decker (800) 798-9912 

Email steve.decker@landmarkauto.com 

STANDARD PACKAGE 

6 SPEED AUTOMATIC 
4-WHE.EL DISC BRAKES 

ELECTRIC POWER ASSISTED STEERING 
AUTOMATIC HALOGEN PROJECTOR 

HEADLAMPS WIPER-ACTIVATED 
3.5L. TI-VCT V6 FFV 

I_ED TAILLAMPS 
SOLAR TINTED GLASS 

17" PAINTED ALUMINUM WHEELS 
TIRES P235/60R17 ALL SEASON 

AIR CONDITIONING 
CONSOLE FRONT CENTER w/ARMREST 

9 CUP HOLDERS 
FRONT & REAR FLOOR MATS 

CRUISE CONTROL 
CRUVE CONTROL 

TILT/TELESCOPING STEERING WHEEL 
w/SPEED CONTROLS/AUDIO CONTROLS 

6-WAYPOWER DRIVER & PASSENGER 
SEAT 

ADVANCE TRAC (ESC) 
KEYLESS ENTRY SYSTEM 

SLIDING SUN VISORS 
POWER WINDOWS 

KEYLESS-ENTRY KEYPAD 
AM/FM STEREO/SINGLE-CD/MP3 

6 SPEAKERS 
AUDIO INPUT JACK 

CAPLESS FUEL - FII_LER 
MESSAGE CENTER 

MYFORD 4.2" CENTER STACK SCREEN 
3 POWER POINTS 12V 

REAR WINDOW DEFROSTER 
TORQUE VECTORING CONTROL 

WIPERS -FRONT SPEED-SENSITIVE 
INTERMITI'ENT 

POWER MIRRORS 
REMOTE PERIMETER LIGHTING 

ORDER CUT OFF DATE ????? 

Taunts SF I' age 1 



CITY OF FAIRVIEW HEIGHTS 
10025 Bunkum Road • Fairview Heights, Illinois 62208 • Phone: (618) 489-2040 • www.cofh.org 

2016-2017 Capital Purchase 

Parks Dept. 

IL Assoc. of County Board Members_14-04-00777-A 

A. John Deere 4066R Compact Utility Tractor (52 PTO hp) 

B. Frontier FM1012 Flex Wing Mower (12ft pull behind) 

C. John Deere H180 Loader 

Less Trade (Ford 2910 w/84" Land Pride 3 pt hitch mount finish mower) 

Total: 

CIP Budget 2016-2017: Tractor-

Mower Deck-

Total Additional Requested: 

$34,066.06 

$16,865.49 

$5,457.92 

$56,389.57 

-$2500.00 

$53,889.57 

-$45,000.00 

-$6,000.00 

$2889.57 



City of Fairview Heights 

10025 Bunkum Road . 

Fairview Heights, IL 62208 

General: 
The following fee proposal is based upon EWR 
Associates providing design services for the 
referenced project, as generally prescribed by the 
terms of AlA 8101 Owner-Architect Agreement and 
as modified herein. 

Project Description: Prepare plans and 
Specs and administer bidding and 

Construction of tuckpointing of the north 

Wing of the municipal building. 

Scope of Services: 
The work shall consist of Design Services as 
marked (X) below only. 

Pre-Desi n: 

EJ 

Soil Testing 
As-Built Conditions/Survey 
Topographic Survey 
Site Master Planning 
Feasibility Analysis 
Zoning Assistance 
Programming 

n Services : 
Schematic Design 
Architectural Design Development 
Construction Documents 
Bidding Services 
Construction Services 

Shop Drawings 
Regular Observation 
Pay Request Review 
Final Punch List 
Change Order Preparation 
As-Built Drawings 

Interior Design 

Consulting ----------

General Services Included: 

Cost Estimating 
Outline Specifications 
Complete Specifications 
Rendering(s) 

AGREEMENT FOR PROVIDING LIMITED PROFESSIONAL SERVICES 
BETWEEN EWR ARCHITECTS, INC., (EWR) AND THE CLIENT 

Disci lines Included: 
Civil Engineering 
Architectural 
Structural 
HVAC/PLMG/FP Engineering 
Electrical Engineering 

Fees: 

Food Service Planning 
Interior Design 
Surveying 

Retainer: 

Com ensation shall be as follows: 
x Fixed Fee $ 9,800.00 

Hourly (see rates below) 
Cost Plus a Fee of$ ____ _ 
Hourly w/ a max. of$ ____ _ 

Payment Terms: 
Due upon receipt of monthly invoice. 

Reimbursable Costs: 
All printing, photographs, renderings & 
deliveries shall be extra costs at EWR 
standard billing rates. (See attached 
sheet.) 

Billing rates for construction administration 
services and other agreed upon additional 
services will be at the following rates: 

Principal $ 185.00 
Sr. Architect 124.00 
Project Manager 98.00 
Sr. Project Architect 94.00 
Project Architect 90.00 
Staff Architect I 85.00 
Architectural Grad. II 72.00 
Architectural Grad. I 65.00 
Jr. Technician 60.00 
Sr. Technician 76.00 
Sr. Designer 90.00 
Designer 65.00 
Secretary 55.00 
Administrative 90.00 

EWR invoices monthly based on work 
completed. 
This proposal is subject to renegotiation if 
not accepted within 60 days, or if all work 
is not completed within 12 months. 

Project Name: 
Municipal Building Tuckpoint North 
Project No.: 
Location: 
10025 Bunkum Rd, Fairview Heights. 
Illinois 
Date: 6-2-2016 

Limits of Liability: 
The Client agrees to limit the Design 
Professional's liability to the Owner and 
to all construction contractors and 
subcontractors on the project due to the 
Design Professional's negligent acts, 
errors, or omissions, such that the total 
aggregate liability of the Design 
Professional to all those named shall not 
exceed One Hundred Thousand Dollars 
($100,000.00) or the Design 
Professional's total fee for services 
rendered on this project, whichever is 
greater. 

Notice to Proceed: 
We are prepared to commence 
immediately upon return receipt of this 
Agreement & Receipt of Retainer. 

If you are in agreement with this 
proposal, please sign and return one 
copy for our file. 

Submitted by: 

E. William Reichert Ill, A.I.A. 
President, EWR Architects, Inc. 

Accepted by: 

Signature 

Name 

Title 

Date 

The Terms & Conditions on the reverse 
of this form are incorporated as a part of 
this agreement. 



TERMS and CONDITIONS 

Access to Site: 

Unless otherwise stated, EWR (the Firm) will have access to the site for activities necessary for the performance of the 
services. The Firm will take precautions to minimize damage due to these activities, but has not included in the fee the 
cost of restoration of any resulting damage. 

Dispute Resolution: 

Any claims or disputes made during design, construction or post-construction between the Client and the Firm shall be 
submitted to non-binding mediation. Client and Firm agree to include a similar mediation agreement with all contractors, 
subcontractors, sub-consultants, suppliers and fabricators, thereby providing for mediation as the primary method for 
dispute resolution between all parties. 

Billings/Payments: 

Invoices for the Firm's services shall be submitted, at the Firm's option, either upon completion of such services or on a 
monthly basis. Invoices shall be payable upon receipt of invoice. If the invoice is not paid within 15 days, the Firm may, 
without waiving any claim or right against the Client, and without liability whatsoever to the Client, terminate the 
performance of the service. Retainers shall be credited on the final invoice. 

Late Payments: 

Accounts unpaid 60 days after the invoice date may be subject to a monthly service charge of 1.5% (or the legal rate) on 
the then unpaid balance. In the event any portion or all of an account remains unpaid 60 days after billing, the Client shall 
pay all cost of collection, including reasonable attorney's fee. 

Indemnification: 

The Client shall, to the fullest extent permitted by law, indemnify and hold harmless the Firm, his or her officers, directors, 
employees, agents and sub-consultants from the against all damage, liability and cost, including reasonable attorney's 
fees and defense costs, arising out of or in any way connected with the performance by any of the parties above named of 
the services under this agreement, excepting only those damages, liabilities or costs attributable to the sole negligence or 
willful misconduct of the Firm. 

Certifications, Guarantees and Warrantie~: 

The Firm shall not be required to execute any document that would result in its certifying, guaranteeing or warranting the 
existence of conditions whose existence the Firm cannot ascertain. 

Termination of Services: 

This agreement may be terminated by the Client or the Firm should the other fail to perform its obligations hereunder. In 
the event of termination, the Client shall pay the Firm for all services rendered to the date of termination all reimbursable 
expenses and reasonable termination expenses. 

Ownership of Documents: 

All documents produced by the Firm under this agreement shall remain the property of the Firm and may not be used by 
the Client for any other endeavor without the written consent of the Firm. 

It is agreed the above terms and conditions are incorporated into and made a part of the Agreement on the 
reverse side of this sheet. 



City of Fairview Heights 

1 0025 Bunkum Road 

Fairview Heights, IL 62208 

General: 
The following fee proposal is based upon EWR 
Associates providing design services for the 
referenced project, as generally prescribed by the 
terms of AlA 8101 Owner-Architect Agreement and 
as modified herein. 

Project Description: Prepare plans and 
Specs and administer bidding and 

Construction of tre-roofing of the north 

Wing of the municipal building. 

Scope of Services: 
The work shall consist of Design Services as 
marked (X) below only. 

Pre-Desi n: 

B 

Soil Testing 
As-Built Conditions/Survey 
Topographic Survey 
Site Master Planning 
Feasibility Analysis 
Zoning Assistance 
Programming 

n Services: 
Schematic Design 
Architectural Design Development 
Construction Documents 
Bidding Services 
Construction Services 

Shop Drawings 
Regular Observation 
Pay Request Review 
Final Punch List 
Change Order Preparation 
As-Built Drawings 

Interior Design 

Consulting ----------

General Services Included: 

Cost Estimating 
Outline Specifications 
Complete Specifications 
Rendering(s) 

AGREEMENT FOR PROVIDING LIMITED PROFESSIONAL SERVICES 
BETWEEN EWR ARCHITECTS, INC., (EWR) AND THE CLIENT 

Disci lines Included: 
Civil Engineering 
Architectural 
Structural 
HVAC/PLMG/FP Engineering 
Electrical Engineering 

Fees: 

Food Service Planning 
Interior Design 
Surveying 

Retainer: 

Com ensation shall be as follows: 
x Fixed Fee $ 5,800.00 

Hourly (see rates below) 
Cost Plus a Fee of$ ____ _ 
Hourly w/ a max. of$ ____ _ 

Payment Terms: 
Due upon receipt of monthly invoice. 

Reimbursable Costs: 
All printing, photographs, renderings & 
deliveries shall be extra costs at EWR 
standard billing rates. (See attached 
sheet.) 

Billing rates for construction administration 
services and other agreed upon additional 
services will be at the following rates: 

Principal $ 185.00 
Sr. Architect 124.00 
Project Manager 98.00 
Sr. Project Architect 94.00 
Project Architect 90.00 
Staff Architect I 85.00 
Architectural Grad. II 72.00 
Architectural Grad. I 65.00 
Jr. Technician 60.00 
Sr. Technician 76.00 
Sr. Designer 90.00 
Designer 65.00 
Secretary 55.00 
Administrative 90.00 

EWR invoices monthly based on work 
completed. 
This proposal is subject to renegotiation if 
not accepted within 60 days, or if all work 
is not completed within 12 months. 

Project Name: 
Municipal Building North Re Roof 
Project No. : 
Location: 
10025 Bunkum Rd, Fairview Heights. 
Illinois 
Date: 6-2-2016 

Limits of Liability: 
The Client agrees to limit the Design 
Professional's liability to the Owner and 
to all construction contractors and 
subcontractors on the project due to the 
Design Professional's negligent acts, 
errors, or omissions, such that the total 
aggregate liability of the Design 
Professional to all those named shall not 
exceed One Hundred Thousand Dollars 
($100,000.00) or the Design 
Professional's total fee for services 
rendered on this project, whichever is 
greater. 

Notice to Proceed: 
We are prepared to commence 
immediately upon return receipt of this 
Agreement & Receipt of Retainer. 

If you are in agreement with this 
proposal, please sign and return one 
copy for our file. 

Submitted by: 

E. William Reichert Ill, A.I.A. 
President, EWR Architects, Inc. 

Accepted by: 

Signature 

Name 

Title 

Date 

The Terms & Conditions on the reverse 
of this form are incorporated as a part of 
this agreement. 



TERMS and CONDITIONS 

Access to Site: 

Unless otherwise stated, EWR (the Firm) will have access to the site for activities necessary for the performance of the 
services. The Firm will take precautions to minimize damage due to these activities, but has not included in the fee the 
cost of restoration of any resulting damage. 

Dispute Resolution: 

Any claims or disputes made during design, construction or post-construction between the Client and the Firm shall be 
submitted to non-binding mediation. Client and Firm agree to include a similar mediation agreement with all contractors, 
subcontractors, sub-consultants, suppliers and fabricators, thereby providing for mediation as the primary method for 
dispute resolution between all parties. 

Billings/Payments: 

Invoices for the Firm's services shall be submitted, at the Firm's option, either upon completion of such services or on a 
monthly basis. Invoices shall be payable upon receipt of invoice. If the invoice is not paid within 15 days, the Firm may, 
without waiving any claim or right against the Client, and without liability whatsoever to the Client, terminate the 
performance of the service. Retainers shall be credited on the final invoice. 

Late Payments: 

Accounts unpaid 60 days after the invoice date may be subject to a monthly service charge of 1.5% (or the legal rate) on 
the then unpaid balance. In the event any portion or all of an account remains unpaid 60 days after billing, the Client shall 
pay all cost of collection, including reasonable attorney's fee . 

Indemnification: 

The Client shall, to the fullest extent permitted by law, indemnify and hold harmless the Firm, his or her officers, directors, 
employees, agents and sub-consultants from the against all damage, liability and cost, including reasonable attorney's 
fees and defense costs, arising out of or in any way connected with the performance by any of the parties above named of 
the services under this agreement, excepting only those damages, liabilities or costs attributable to the sole negligence or 
willful misconduct of the Firm. 

Certifications, Guarantees and Warranties: 

The Firm shall not be required to execute any document that would result in its certifying, guaranteeing or warranting the 
existence of conditions whose existence the Firm cannot ascertain. 

Termination of Services: 

This agreement may be terminated by the Client or the Firm should the other fail to perform its obligations hereunder. In 
the event of termination, the Client shall pay the Firm for all services rendered to the date of termination all reimbursable 
expenses and reasonable termination expenses. 

Ownership of Documents: 

All documents produced by the Firm under this agreement shall remain the property of the Firm and may not be used by 
the Client for any other endeavor without the written consent of the Firm. 

It is agreed the above terms and conditions are incorporated into and made a part of the Agreement on the 
reverse side of this sheet. 



Memo 
To: 

From: 

CC: 

Date: 

Re: 

Elected Officials 

John Harty-Director of Public Works 

City Administrator, Directors 

June 6, 2016 

Public Services Committee Agenda Overview 

Fox Creek Walk Paths 
(Agenda Item 1) 
As directed by the Committee at the May meeting, I have prepared an 
agreement to be executed by the City and Pontiac William Holliday School 
District 105 for the installation of a concrete walk path through Fox Creek Park 
connecting Columbia and Traubel Drives (see attached). The contract depicts 
the funding responsibilities associated with each entity as half of the 
construction and labor costs. 

The School Board approved the contract and Dr. Brown has executed the 
Agreement. A Resolution through Committee is requested so that the Mayor 
can sign on behalf of the City. 

Library Roof- Contract 
(Agenda Item 2) 
A bid opening was held at City Hall on June 2 at 2:00 pm for the work 
associated with replacing the roof at the Library building. Two bids were 
received with D.E. Martin Roofing Co., Inc. from Lebanon, IL read as the 
successful bidder with a proposal of $46,606.00 for the base work and 
$5,753.00 for the alternate. 

Martin roofing is an established, reputable contractor and is highly 
recommended for the project. Their proposal is approximately half of what 
was budgeted for this work. 



City Hall Roof - Contract 
(Agenda Item 3) 
Bids for the replacement of the City Hall roof were opened and read at 3:00 
pm on June 2 with D.E. Martin Roofing Co., Inc. again found to be the 
successful bidder. Their proposal for the associated work is $79,316.00 which 
is well within budget. 

I strongly recommend entering into contract with Martin Roofing for the 
replacement of the City Hall roof. 

Old Lincoln Trail - CIP Priority List 
(Agenda Item 4) 
There has long been some concern with the condition, and more particularly, 
of pedestrian mobility associated with Old Lincoln Trail. As there is a vacancy 
in the Major Project portion of the CIP Priority List, I felt adding Old Lincoln 
Trail to the Priority List was worthy of discussion. 

Public Works Vehicle/Equipment Purchases 
(Agenda Item 5) 
Through the Item PW-01 Vehicle/Equipment Replacement Program of the 
Capital Spending Plan the Department is interested in the following 
purchases: (Please see attached summaries.) 

VEHICLE COST BUDGETED 

Tandem w/plow $118,955.00 $130,000.00 
Pick-up Truck (PW) $25,969.00 $25,000.00 
Ford Taurus (LUD) $18,195.00 $25,000.00 
John Deere Tractor w/attach (PA) $53,889.57 $51,000.00 

Total $$217,008.57 $231,000.00 

Although individually, the PW pick-up truck and the John Deere tractor are 
over budget, the sum total of the vehicles to be purchased are within budget. 

The Department is also interested in soliciting bids for a track-type skid loader 
to replace the eighteen year old machine currently in use. There is $70,000.00 
budgeted for this piece of equipment. 

City Hall North Wing Roof/Tuck-pointing -Architectural Services 
(Agenda Item 6) 
Included in the current budget Municipal Complex CIP is the replacement of 
the North Wing roof and the necessary tuck-pointing work. Attached are 
proposals for architectural services to design and prepare plans for the roof 
replacement and the associated tuck-pointing. 

2 



EWR provided the architectural services for the main City Hall roof 
replacement and tuck-pointing and is recommended for the North Wing as the 
tuck-pointing project went extremely well with no appreciable cost overruns. 

The two proposals are as follows: 

Tuck-pointing $9,800.00 
Roof Replacement $5.800.00 

Total $15,600.00 

The fees for the main City Hall roof replacement were $13,500.00. The North 
Wing portion of the Municipal Complex has a significantly more amount of 
tuck-pointing involved as the parapet walls are seven feet in height and both 
the interior and exterior of the walls will require work so the increase in fees is 
justifiable. 

Public Works Director's Report- Project Updates 
(Agenda Item 7) 

Lincoln Trail Sidewalks - Stutz Excavating is making relatively good 
progress on the project thus far. Infrastructure is complete between South 
Ruby and the west side of Canty Lane which represents approximately twenty 
percent of the project. 

Joseph Drive - Efforts to reconstruct Joseph Drive began on Wednesday, 
May 25. The contractor has removed the concrete curb and sidewalk sections 
specific to the contract and is in the process of replacing those sections. 

Fox Creek Storm Water Improvements - Haier Plumbing, to date, has 
installed the vast majority of the relief storm sewer. They started adjacent to 
Old Collinsville Road and are currently working in the Northwestern Drive 
vicinity. Upon completion of the new storm sewer at Northwestern they will 
concentrate their efforts on the intermediate basin and new structure. 

Kassing Avenue Improvements - Hanks's Excavating is working to finish 
the necessary sewer replacement on Kassing and should be done in the next 
couple of days. This project will be advertised on Sunday, June 19 with a bid 
opening prior to the July Public Works Committee meeting and construction 
start up in early August. 
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