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1.1 Welcome Statement

Welcome to employment with the City of Marion. The City of Marion relies upon its dedicated employees to provide
the highest level of service to the citizens of Marion.

This employee handbook contains many of the City of Marion’s policies. It is impossible to address every issue that
may occur at work in this manual. If an issue is not addressed in this employee handbook, please bring this issue to
the attention of your supervisor, the Mayor’s Chief of Staff, City Administrator or Human Resource Director. We
will do our best to resolve any questions or concerns.

To the extent that any policies contained within this handbook conflict with an applicable collective bargaining
agreement, the policies in the collective bargaining agreement will control.

1.2 At+-Will Employment

This employee handbook and the individual policies contained herein do not create any contractual rights.
Unless your employment is governed by a separate collective bargaining agreement or duly executed contract
stating otherwise, you are an at-will employee. That means that the employment relationship is for no definite or
determinable period of time, and regardless of salary, position or rate of pay may be terminated by either the City
of Marion or by the employee at any time with or without cause or notice. Nothing in this employee handbook
is meant to alter that relationship in any manner.

Furthermore, no supervisor or representative of the City of Marion has the authority to enter into any agreement or
contract for employment for any specified duration, or to make any agreement, promise, guarantee or commitment
that contradicts the above.

Any agreement that contradicts your at-will status must be approved by the City Council and will not be enforceable
unless it is in writing and signed by you and by City Council. The agreement must specifically state that the at-will
relationship between you and the City of Marion has changed and a new standard is to be applied.

Additionally, this employee handbook cannot address every circumstance that may occur while you are performing
your duties. It cannot list every act you are permitted or not permitted to do while employed or answer every
question you may have.

Therefore, consult your supervisor if you have a question that this employee handbook does not address. If
something is not addressed in this employee handbook, the City of Marion will act in its discretion and in accordance
with the law.

The City of Marion also reserves the right to modify, supplement, or rescind any provision of this employee
handbook without notice. Only the City Council can approve changes to this employee handbook and that those
changes must be in writing and signed by the City Council.

1.3 How to Use This Handbook

You should use this employee handbook as guide regarding the City of Marion’s policies. If you have any questions
regarding the policies, please direct your questions to your supervisor.

1.4 Worker Classifications and Employment

All employees contribute different skills and experience to the workplace. Duties and work schedules may vary by
employee.
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The City of Marion reserves the right to change this employee handbook, including the employee classifications listed
below, in its discretion and without notice.

Please also note that none of the classifications change the at-will relationship the City of Marion has with its

employees.
Classifications
The classifications are:

Full-Time Employees
Part-Time Employees
Seasonal Employees
Project Employees
Contract Employees
Temporary Employees
Volunteers

Non-Exempt or Exempt

Employees will also be classified as exempt or non-exempt.

Non-exempt employees are those employees that are eligible to receive overtime under state and federal law.

Exempt employees are employees that meet the criteria to be exempt from overtime under state and federal law.

The City of Marion recognizes the following positions as exempt:

City Clerk

Fire Chief

IT Director

Safety Director

Senior Citizens Director
Boyton Street Director
Mayor’s Chief of Staff
Pavilion Director

HUB exempt positions:
Aquatics Coordinator
Marketing Director
Maintenance Manager

Young Adult Coordinator

Residency Requirements

City Treasurer

Human Resource Director
Water Office Manager
Water Plant Superintendent
Street Dept Superintendent
City Administrator

Waste Water Superintendent
Office Manager (Codes)

Fitness Director
Child Care Lead
Membership Coordinator

Police Chief

Assistant Police Chief

911 Coordinator

Civic Center - Tech Director
Library Director

Assistant Treasurer
Cemetery Superintendent
Civic Center Director

General Manager
Lead Customer Service
Sports & Rec Coordinator

Full-time employees of the City of Marion shall live within 10 miles, straight line GPS, of City Hall of the City of
Marion, Illinois. Upon hiring, a new employee has eighteen (18) months to establish residence to satisfy this

requirement.

Part-Time/ Temporary employees do not have a residency requirement, however upon being employed full-time the
employee shall have eighteen (18) months to establish residency within the requirements.
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1.5 Wage and Salary Policy

Non-Exempt Employees

The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees in the United States receive
at least the federal minimum wage for all hours worked and receive overtime pay, or alternatively for public
employees, compensatory time off, at the rate of one and one-half hours for each hour worked over forty (40) in a
workweek. Note that law enforcement and fire protection employees may be entitled to overtime on the basis of a
different workweek. Employees who are subject to minimum wage and overtime laws are called “non-exempt.” If
you are eligible for overtime pay or compensatory time off (including pay due under our personnel policies or
pursuant to a collective bargaining agreement), you must maintain a record of the total hours you work each day.
These hours must be accurately recorded using our time-keeping system. You should not work any hours outside
of your scheduled work day unless your supervisor has authorized the unscheduled work in advance. Do not start
early, finish late, work during a meal break, or perform any extra work unless you are authorized to do so in advance,
and the time is reported on your time-keeping record. You are required to verify that the reported hours worked are
complete and accurate and that you have not worked any “off-the-clock” or unrecorded time. Your recorded hours
worked must accurately reflect all regular and overtime hours worked, any absences, early or late arrivals, early or
late departures and meal breaks. At the end of each workweek, you should submit your completed time record for
verification and approval. When you receive each paycheck, please verify immediately that you were paid correctly
for all regular and overtime hours worked.

Exempt Employees

Section 13(a)(1) of the FLSA, however, provides an exemption from both minimum wage and overtime pay for
employees employed as bona fide executive, administrative, professional and outside sales employees. Section
13(a)(1) and Section 13(a)(17) also exempt certain computer employees. Job titles do not determine exempt status.
In order for an employee to qualify as “exempt” from minimum wage and overtime, an employee’s specific job duties
and salary must meet all the requirements of the Department of Labor’s regulations. If you are classified as an
exempt, salaried employee, you will receive a salary which is intended to compensate you for all hours that you may
work for the city. This salary will be set at the time of hire or whenever you become classified as an exempt employee.
Your salary may be subject to review and modification from time to time, such as during salary review time.

Being paid on a “salary basis” means an employee regularly receives a predetermined amount of compensation on
a weekly, or less frequent, basis. The predetermined amount cannot be reduced because of variations in the quality
or quantity of work. Subject to exceptions listed below, an exempt employee must receive the full salary for any
workweek in which the employee performs any work, regardless of the number of days or hours worked. Exempt
employees do not need to be paid for any workweek in which they perform no work. If the employer makes
deductions from an employee’s predetermined salary, i.e., because of the operating requirements of the business,
that employee is not paid on a “salary basis.” If the employee is ready, willing and able to work, deductions may
not be made for time when work is not available.

Deductions from an exempt employee’s pay are permissible under the following circumstances:

e  When an exempt employee is absent from work for one or more full days for personal reasons other than
sickness or disability;

e For absences of one or more full days due to sickness or disability if the deductions is made in accordance
with a bona fide plan, policy or practice of providing compensation for salary lost due to illness;

e To offset amounts employees receive as jury or witness fees or for military pay in some cases;

e  Orfor unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace conduct
rule infractions;

e In the initial or terminal week of employment in the event you work less than a full week;

e  For penalties imposed in good faith for infractions of safety rules of major significance;

e  For weeks in which an exempt employee takes unpaid leave under the Family and Medical Leave Act.
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An exempt employee’s salary may also be reduced for certain types of deductions such as his or her portion of health,
dental or life insurance premiums, state, federal or local taxes, social security, IMRF, or contributions to a 401(k) plan.

Please note that you will be required to use accrued vacation, personal or other forms of paid time off for full or
partial day absences for personal reasons, sickness or disability. However, an exempt employee’s salary will not be

reduced for partial day absences if he or she does not have accrued paid time off.

Accurate Time-Keeping

It is a violation of this policy for any employee to falsify a time-keeping record or to alter another employee’s time-
keeping record. It is a violation of city policy for another employee, supervisor, elected or appointed official to
instruct another employee to incorrectly or falsely report hours worked or alter another employee’s time-keeping
record to over- or under-report hours worked. If any employee, supervisor, elected or appointed official instructs
you to violate this policy, do not do so. You are to report it immediately to the Mayor’s Chief of Staff, City
Administrator or Human Resource Director.

Prohibition of Improper Salary Deductions

It is our policy to comply with the salary basis requirements of the FLSA. Therefore, we prohibit any member of
management, elected or appointed official from making any improper deductions from the salaries of exempt
employees. We want employees to be aware of this policy and that the City does not allow deductions that violate
the FLSA.

Reporting Errors or Improper Deductions

We make every effort to ensure that all of our employees are paid correctly. Occasionally, however, an inadvertent
error can occur. Please review your paystub every pay period. If you find an error, please call it to our attention
immediately by reporting it to your immediate supervisor or to the Treasurer’s office.

If you believe that an improper deduction has been made from your salary, you should immediately report this to
your direct supervisor or to the Treasurer’s office.

Reports of errors or improper deductions will be promptly investigated. If it is determined that an error or improper
deductions has occurred, it will be promptly corrected, and you will be promptly reimbursed for any improper
deduction made.

No employee will be retaliated against for reporting violations of this policy or for cooperating in an investigation of
a reported violation.

21 The City of Marion’s Policy against Discrimination, Harassment and Sexual Misconduct

L STATEMENT OF POLICY

It is the City of Marion’s policy that it will not tolerate or condone discrimination or harassment on the basis of race,
color, religion, creed, sex, gender-identity, gender-expression, sexual orientation, pregnancy, childbirth, medical or
common conditions relating to pregnancy and childbirth, genetic information, national origin, age, physical or
mental disability, ancestry, marital status, military status, arrest record, unfavorable discharge from military service,
order of protection status, citizenship status or any other classification protected under federal or state law. Sexual
misconduct is also prohibited. The City of Marion will neither tolerate nor condone discrimination, harassment or
sexual misconduct by employees, supervisors, elected officials, appointed officials, co-workers, or non-employees
with whom the City of Marion has a business, service, or professional relationship. “Employee,” for purposes of this
policy only, includes any individual performing work for the City of Marion, an apprentice, an applicant for
apprenticeship, or an unpaid intern.
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Retaliation against an employee who complains about or reports any act of discrimination, harassment or misconduct
in violation of this policy is prohibited. Retaliation against any employee who participates in an investigation
pursuant to this policy is likewise prohibited. The City of Marion is committed to ensuring and providing a work
place free of discrimination, harassment, sexual misconduct and retaliation. The City of Marion will take disciplinary
action, up to and including termination, against an employee who violates this policy.

As set forth above, sexual harassment and sexual misconductare prohibited. Sexual harassment includes unwelcome
sexual advances, requests for sexual favors, or any other visual, verbal or physical conduct of a sexual nature when:

1.

submission to or rejection of this conduct explicitly or implicitly affects a term or condition of
individual’s employment;

submission to or rejection of the conduct is used as the basis for an employment decision affecting
the harassed employee or;

the harassment has the purpose or effect of unreasonably interfering with the employee’s work
performance or creating an intimidating, hostile or offensive work environment because of the
persistent, severe or pervasive nature of the conduct.

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

e The employee as well as the harasser may be a woman or a man. The employee does not have
to be of the opposite sex.

e The harasser can be the employee’s supervisor, an agent of the employer, a supervisor in another
area, a co-worker, or a non-employee.

e The employee does not have to be the person harassed but could be anyone affected by the
offensive conduct.

o Unlawful sexual harassment may occur without economic injury to or discharge of the
employee.

e The harasser’s conduct must be unwelcome.

Each employee must exercise his or her own good judgment to avoid engaging in conduct that may be perceived by
others as sexual harassment or harassment based on any status protected by law. The following are illustrations of
actions that the City of Marion deems inappropriate and in violation of our policy:

1.
2.
3.

Z

Unwanted sexual advances.

Offering employment benefits in exchange for sexual favors.

Retaliating or threatening retaliation after a negative response to a sexual advance or after an
employee has made or threatened to make a harassment complaint.

Visual conduct such as leering, making sexual gestures, displaying sexually suggestive objects or
pictures, cartoons, calendars or posters.

Verbal conduct such as making derogatory comments, using epithets or slurs, making sexually
explicit jokes or suggestive comments about a person’s body or dress.

Written or electronic communications of a sexual nature or containing statements or images which
may be offensive to individuals in a particular protected group, such as racial or ethnic stereotypes
or stereotypes about disabled individuals.

Physical conduct such as unwanted touching, assaulting, impeding or blocking movements.

Sexual misconduct is strictly prohibited by the City of Marion and can include any inappropriate and/or illegal
conduct of a sexual nature including, but not limited to, sexual abuse, sexual exploitation, sexual intimidation, rape,
sexual assault, or ANY sexual contact or sexual communications with a minor (including, but not limited to, conduct
or communications which are written, electronic, verbal, visual, virtual or physical).
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II. RESPONSIBILITIES
A. Supervisors

Each supervisor shall be responsible for ensuring compliance with this policy, including the following:

1 Monitoring the workplace environment for signs of discrimination, harassment or sexual
misconduct;

2. Immediately notifying law enforcement where there is reasonable belief that the observed or
complained of conduct violates the criminal laws of the State of Illinois.

3. Immediately notifying the Department of Children and Family Services (DCFS) Hotline (1-800-25-
ABUSE or 1-800-252-2873) if the observed or complained of conduct involves the abuse of a minor.

4. Immediately stopping any observed acts of discrimination, harassment or sexual misconduct and

taking appropriate steps to intervene, whether or not the involved employees are within his/her line
of supervision;

5, Immediately reporting any complaint of harassment, discrimination or sexual misconduct to the
Mayor’s Chief of Staff, City Administrator or Human Resource Director, and:
6. Taking immediate action to limit the work contact between the individuals when there has been a

complaint of discrimination, harassment or sexual misconduct, pending investigation.

B. Employees

Each employee is responsible for assisting in the prevention of discrimination, harassment and sexual misconduct
through the following acts:

1. Refraining from participation in, or encouragement of, actions that could be perceived as
discrimination, harassment or sexual misconduct;
2, Immediately reporting any violations of this policy to a supervisor, the Mayor’s Chief of Staff, City

Administrator or Human Resource Director. Employees are obligated to report violations of this
policy as soon as they occur. An employee should not wait until the conduct becomes unbearable
before reporting the prohibited conduct. All employees are obligated to report instances of
prohibited conduct even if the conduct is merely observed and directed toward another individual
and even if the other person does not appear to be bothered or offended by the conduct. All
employees are obligated to report instances of prohibited conduct regardless of the identity of the
alleged offender (e.g. man, woman, supervisor, elected official, co-worker, volunteer, vendor,
member of public).

3. Encouraging any employee who confides that he/she is the victim of conduct in violation of this
policy to report these acts to a supervisor.

Failure to take action to stop known discrimination, harassment or sexual misconduct may be grounds for discipline.

There is a clear line most cases between a mutual attraction and a consensual exchange and unwelcome behavior or
pressure for an intimate relationship. A friendly interaction between two persons who are receptive to one another
is not considered unwelcome or harassment. Employees are free to form social relationships of their own choosing.

However, when one employee is pursuing or forcing a relationship upon another who does not like or want i,
regardless of friendly intentions, the behavior is unwelcome sexual behavior. An employee confronted with these
actions is encouraged to inform the harasser that such behavior is offensive and must stop. You should assume that
sexual comments are unwelcome unless you have clear unequivocal indications to the contrary. In other words,
another person does not have to tell you to stop for your conduct to be harassment and unwelcome. Sexual
communications and sexual contact with a minor are ALWAYS prohibited.

If you are advised by another person that your behavior is offensive, you must immediately stop the behavior,
regardless of whether you agree with the person’s perceptions of your intentions.
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The City of Marion does not consider conduct in violation of this policy to be within the course and scope of
employment and does not sanction such conduct on the part of any employee, including supervisory and
management employees.

III. APPLICABLE PROCEDURES

The City of Marion takes allegations of discrimination, harassment and sexual misconduct very seriously. It will
actively investigate all complaints.

It is helpful for the employee to directly inform the offending individual that the conduct is unwelcome and must
stop. The employee should use the City of Marion’s complaint procedure to advise the City of Marion of any
perceived violation of this policy as soon as it occurs.

A. Bringing a Complaint

Any employee of the City of Marion who believes that there has been a violation of this policy may bring the matter
to the attention of the City of Marion by advising his or her supervisor, the Mayor’s Chief of Staff, City Administrator
or Human Resource Director for the City of Marion.

The complaint should be presented as promptly as possible after the alleged violation of this policy occurs.
The City of Marion will take steps to ensure that complaints made are kept confidential to the extent permissible
under the law. Individuals who are involved in an investigation under this policy are required to keep the matter

confidential to the fullest extent permitted under the law.

B. Resolution of a Complaint

Promptly after a complaint is submitted, the City of Marion will undertake such investigation, corrective and
preventive actions as are appropriate. In general, the procedure in resolving any complaints can (but will not
necessarily) include any of the following items:

1. A meeting between the employee making the complaint and an individual designated by the City of
Marion to investigate such complaints. Important data to be provided by the complaining employee
includes the following:

a. A description of the specific offensive conduct;
b. Identification of all person(s) who engaged in the conduct;
(ol The location where the conduct occurred;
d. The time when the conduct occurred;
e Whether there were any witnesses to the conduct;
f. Whether conduct of a similar nature has occurred on prior occasions;
g Whether there are any documents which would support the complaining employee’s
allegations;
h. What impact the conduct had on the complaining employee.
2. While not required, the City of Marion encourages anyone who makes a complaint under this policy
to provide a written statement setting forth the above details and attaching any pertinent records.
3. After a complaint is submitted by the employee, the alleged offending individual should be

contacted by a designated representative of the City of Marion. The alleged offending individual
should be advised of the charges brought against him or her and may be provided with a copy of
the written statement of complaint made by the complaining employee (if applicable). The alleged
offending individual should have an opportunity to fully explain his or her side of the circumstances,
and may also submit a written statement, if desired.

4. After the alleged offending individual is interviewed, any witnesses identified by either the
complaining employee or the alleged offending individual may be interviewed separately.
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5. Once this investigation is completed, the City of Marion will take such action as is appropriate based
upon the information obtained in the investigation. In the event that the City of Marion finds merit
in the charges made by the complaining employee, disciplinary action will be taken against the
offending employee. This disciplinary action may, but need not necessarily, include:

a. Verbal or written reprimand;
b. Placing the offending employee on a corrective action plan for a period of time to be
identified;
. Delay in pay increases or promotions;
d. Suspending the offending employee from work without pay;
e. Demotion;
f. Immediate termination.
6. Upon completion of the investigation, the City of Marion will advise the complaining employee of

the results of the investigation.
When investigating alleged violations of this policy, the City of Marion looks at the whole record including, but not
limited to, the nature of the allegations, the context in which the alleged incidents occurred, and the statements of

the parties and witnesses. A determination on the allegations is made from the facts on a case-by-case basis.

Non-Retaliation

Under no circumstances will there be any retaliation against any employee making a complaint of discrimination,
harassment or sexual misconduct. Any act of retaliation by any party directed against a complaining employee, an
accused employee, witnesses, or participants in the process will be treated as a separate and distinct complaint and
will be similarly investigated. Complaints of retaliation should be addressed to the Mayor’s Chief of Staff, City
Administrator or Human Resource Director. Illinois law provides protections to whistleblowers as set forth in the
Whistleblower Act, 740 ILCS 174/15 and the Illinois Human Rights Act, 775 ILCS 5/6-101.

Discipline, Fines and Penalties

In addition to any and all other discipline that may be applicable pursuant to the City of Marion’s policies,
employment agreements, procedures, employee handbooks and/or collective bargaining agreement, any person
who violates this policy or the Prohibition on Sexual Harassment contained in 5 ILCS 430/5-65, may be subject to
penalties per 5 ILCS 430/50-5, applicable discipline or discharge by the City of Marion and any applicable fines and
penalties established pursuant to local ordinance, state law or federal law. Each violation may constitute a separate
offense. Any discipline imposed by the City of Marion shall be separate and distinct from any penalty imposed by
an ethics commission and any fines or penalties imposed by a court of law or a state or federal agency.

False Reports Prohibited

Itis a violation of this policy for an employee to knowingly make a false report of discrimination, harassment, sexual
misconduct, or retaliation. An employee who is found to have knowingly made a false report is subject to
disciplinary action, as set forth in Section III.B.5, above.

Additional Resources

If you have any questions concerning the City of Marion’s policies on this matter, please see your supervisor, the
Mayor’s Chief of Staff, City Administrator or Human Resource Director. Further information may also be obtained
from the Illinois Department of Human Rights, 312-814-6200 or the Equal Employment Opportunity Commission
(EEOC), 800-669-4000. Confidential reports of harassment or discrimination may also be filed with these state
agencies. For matters involving the abuse of minors the Illinois Department of Children and Family Services (DCFS)
may be contacted by dialing 800-25-ABUSE.

Please acknowledge receipt and review of this policy by completing the acknowledgment form at the end of this
handbook and returning it to your supervisor.
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2.2 Requests for Accommodation

It is the intent of the City of Marion to provide equal opportunity in its workplace for applicants and employees.
Circumstances may arise where a reasonable accommodation for an applicant or employee is necessary to meet this
objective.

Accommodations for Disability

The City of Marion will provide reasonable accommodation to any qualified individual with a disability as required
under federal, state or local law.

Nursing Mother Policy and Accommodations

The City of Marion will provide reasonable paid break time each work day to an employee who needs to express
breast milk for her infant child for up to one year after the child’s birth unless doing so would result in an undue
hardship. Break time may run concurrently with any break time already provided to the employee. A private room
will be made available to the employee to use for this purpose.

Other Accommodations

In addition to providing reasonable accommodation to persons with a disability, the City of Marion will provide
reasonable accommodation for medical or common conditions related to pregnancy or childbirth as required by the
Illinois Pregnancy Accommodation Act and for employees needing a religious accommodation as required under
federal, state or local law.

To Make an Accommodation Request

Direct your accommodation request in person or in writing to your supervisor. All requests for accommodation will
be evaluated on a case-by-case basis taking into consideration all known circumstances.

2.3 Employment of Relatives
The City of Marion allows the employment of relatives under limited circumstances.
Relatives under this policy include:

Spouse/Partner, including common law spouse or civil union partner
Parent

Sibling

Child

Grandchild

Grandparent

In-laws including parent, brother and sister in-laws
Uncle/ Aunt

Nephews/Nieces

First cousins

Fiancé

Under no circumstance will one relative be allowed to hire or supervise another or be in a position to influence the
other’s terms and conditions of employment.

Under no circumstance are relatives allowed to work in the same department.
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24 Personal Relationships with Other Employees

Working relationships can sometimes evolve into personal relationships. When employees are engaged in a personal
relationship, a conflict of interest may arise in certain instances. In order to avoid conflicts of interest the City of
Marion has implemented the following policy.

For purposes of this policy personal relationship includes dating; engagement to be married; cohabitation within the
same household and living in a romantic partnership (excludes platonic roommates sharing living expenses); having
a romantic or sexual relationship.

An employee may not supervise or hire a person with whom he or she is having a personal relationship. An
employee may not work in a position where he or she has influence over the terms and conditions of the employment
of a person with whom he or she has a personal relationship.

Under no circumstance are employees engaged in a personal relationship allowed to work in the same department.
Disclosure

Employees that are in a personal relationship must immediately report the relationship to their supervisor if either
employee supervises the other, is in a position to hire the other, or has any influence over the other employee’s terms
and conditions of employment.

Employees who work in the same department are required to report the personal relationship to their supervisor.
Failure to comply with this policy can lead to discipline, including termination.
25 Outside Employment or Work

Employees are prohibited from holding outside employment if that employment poses a conflict of interest with the
employee’s work for the City of Marion or if the job duties or hours of the other position hinder the employee’s ability
to perform to the best of his or her ability in his or her position with the City of Marion.

Employees are expected to notify their supervisor of any outside employment.

2.6 Disclosure of Confidential Information

In the course of your employment, you may have access to information, including but not limited to, private or
personal information about other employees or citizens of the City of Marion that is confidential. Confidential
information generally includes information that is exempt from disclosure under the Freedom of Information Act
including but not limited to social security numbers, driver’s license numbers, biometric identifiers, personal
financial information, medical records, home and personal telephone numbers, personal email addresses, home
addresses, personal license plate numbers, other information where the disclosure would constitute a clearly
unwarranted invasion of privacy or information which is specifically exempted or prohibited from disclosure by law.
The disclosure of confidential information is strictly prohibited.

Any questions regarding whether information is confidential should be referred to your supervisor, the Mayor’s
Chief of Staff, City Administrator or Human Resource Director.

2.7 Safety

Safety is a priority at the City of Marion and the City of Marion is committed to providing a safe workplace for its
employees and all visitors to the workplace.
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Employees are required to do their part including wearing reasonably necessary safety equipment, following safety
protocols, following manufacturer instructions for equipment and machinery, and using common sense.

Reporting Safety Incidents and Concerns

Employees should report safety incidents and concerns, including any injury, near injury or unsafe condition, to
supervisor, Safety Director, Mayor’s Chief of Staff, City Administrator or Human Resource Director immediately.

2.8 Preventing and Reporting Workplace Violence

The City of Marion prohibits violence in the workplace. Violent behavior is strictly prohibited on the City of Marion
property, on adjacent property, while working at any location on behalf of the City of Marion, in the City of Marion
vehicles or during events sponsored by the City of Marion. This prohibition includes not only actual acts of violence,
but also direct or implied threats of violence. Employees who exhibit or threaten violent behavior will be subject to
criminal prosecution and disciplinary action up to and including termination. The City of Marion takes all reports
of violent behavior seriously and will take appropriate action to investigate complaints and/ or report complaints of
violent behavior to law enforcement as appropriate.

Any employee who becomes aware of violent behavior or the threat of violent behavior (whether by another
employee or by any other person) is directed to inform his or her supervisor immediately. Supervisors are directed
to report all reports of violent behavior or threats of violent behavior immediately to the Mayor’s Chief of Staff, City
Administrator or Human Resource Director who will conduct a prompt and thorough investigation. In the case of
an imminent danger, an emergency situation, or actual or suspected criminal conduct, employees and supervisors
are directed to immediately contact law enforcement.

The following is a non-exhaustive list of violent behavior that is prohibited by this policy:

e Fighting

e Physical restraint or confinement
e Assault

o Battery

¢ Horseplay

e Stalking

e Intentionally endangering the safety of another person
e Violent destruction of property
¢ Any other act that a reasonable person would perceive as a violent act.

2.9 Policy Prohibiting Concealed Firearms in the Workplace

Purpose: The City of Marion seeks to protect the safety of employees, visitors and citizens of the City of Marion. In
recognition of the Illinois Firearm Concealed Carry Act (430 ILCS 66), the City of Marion adopts the following policy.

Definition: Employee, for purposes of this policy, shall mean all persons performing work for the City of Marion in
any job classification, including but not limited to, full-time employees, part-time employees, temporary employees,
seasonal employees, probationary employees, contractual employees, elected or appointed officials, elected or
appointed members of any committee or commission, volunteers working on behalf of the City of Marion or
volunteers working on behalf of any elected or appointed official.

This definition shall not include, for purposes of this policy, law enforcement officers who are specifically authorized

by law to carry a firearm or any other employee specifically authorized by law, other than pursuant to the Illinois
Firearm Concealed Carry Act, to carry a firearm.
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Prohibited Conduct:

L

1L

Pursuant to this policy, employees of the City of Marion are prohibited from carrying or possessing firearms
in any of the following areas, regardless of any license or permit that an individual may have which would
otherwise authorize the individual to carry firearms and may be subject to discipline up to and including
immediate termination for violating this policy.

Employees are prohibited from carrying on their person or otherwise possessing firearms:

HON® e

=

G.
H.

In any building, portion of a building or real property controlled by the City of Marion;

At any work location controlled by the City of Marion;

At any job site controlled by the City of Marion;

In any vehicle owned, leased or under the control of the City of Marion;

At any time or in any area other than the employee’s residence that is associated with the employee’s
work with the City of Marion;

At any time, other than when the employee is working from home while the employee is acting within
the scope and course of his/her employment with the City of Marion.

In any area prohibited by state law;

In any area where firearms are prohibited under federal law.

Employees are also prohibited from carrying a firearm on or into one of the prohibited areas defined by the
Illinois Firearm Concealed Carry Act while acting within the course and scope of his or her employment and
may be subject to disciplinary action up to and including termination for violating this policy. Prohibited
areas are defined by the Illinois Firearm Concealed Carry Act as:

A.

B.

Any building, real property, and parking area under the control of a public or private elementary or
secondary school;

Any building, real property, and parking area under the control of a pre-school or child care facility,
including any room or portion of a building under the control of a pre-school or child care facility.
Nothing in this paragraph shall prevent the operator of a child care facility in a family home from owning
or possessing a firearm in the home or license under this Act, if no child under child care at the home is
present in the home or the firearm in the home is stored in a locked container when a child under child
care at the home is present in the home.

Any building, parking area, or portion of a building under the control of any officer of the executive or
legislative branch of government, providing that nothing in this paragraph shall prohibit a licensee from
carrying a concealed firearm onto the real property, bikeway, or trail in a park regulated by the
Department of Natural Resources or any other designated public hunting area or building where firearm
possession is permitted as established by the Department of Natural Resources under Section 1.8 of the
Wildlife Code.

Any building designated for matters before a circuit court, appellate court, or the Supreme Court, or any
building or portion of a building under the control of the Supreme Court.

Any building or portion of a building under the control of a unit of local government.

Any building, real property, and parking area under the control of an adult or juvenile detention or
correctional institution, prison, or jail.

Any building, real property, and parking area under the control of a public or private hospital or hospital
affiliate, mental health facility, or nursing home.

Any bus, train or form of transportation paid for in whole or in part with public funds, and any building,
real property and parking area under the control of a public transportation facility paid for in whole or
in part with public funds.

Any building, real property, and parking area under the control of any establishment that serves alcohol
on its premises, if more than 50% of the establishment’s gross receipts within the prior 3 months is from
the sale of alcohol. The owner of an establishment who knowingly fails to prohibit concealed firearms
on its premises as provided in this paragraph or who knowingly makes a false statement or record to
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avoid the prohibition on concealed firearms under this paragraph is subject to the penalty under
subsection (c-5) of Section 10-1 of the Liquor Control Act of 1934.

J. Any public gathering or special event conducted on property open to the public that requires the
issuance of a permit from the unit of local government, provided this prohibition shall not apply to a
licensee who must walk through a public gathering in order to access his or her residence, place of
business or vehicle.

K. Any building or real property that has been issued a Special Event Retailer’s license as defined in Section

1-3.17.1 of the Liquor Control Act during the time designated for the sale of alcohol by the Special Event

Retailer’s license, or a Special use permit license as defined in subsection (q) of Section 5-1 of the Liquor

Control Act during the time designated for the sale of alcohol by the Special use permit license.

Any public playground.

Any public park, athletic area, or athletic facility under the control of a municipality or park district,

provided nothing in this Section shall prohibit a licensee from carrying a concealed firearm while on a

trail or bikeway if only a portion of the trail or bikeway includes a public park.

N. Any building, classroom, laboratory, medical clinic, hospital, artistic venue, athletic venue,
entertainment venue, officially recognized university-related organization, property, whether owned or
leased, any real property, including parking areas, sidewalks, and common areas under the control of a
public or private community college, college or university.

O. Any building, real property, or parking area under the control of a gaming facility licensed under the

Riverboat Gambling Act or the Illinois Horse Racing Act of 1975, including an inter-track wagering

location licensee.

Any stadium, arena, or the real property or parking area under the control of a stadium, arena, or any

collegiate or professional sporting event.

Any building, real property, or parking area under the control of a public library.

Any building, real property, or parking area under the control of an airport.

Any building, real property, or parking area under the control of an amusement park.

Any building, real property, or parking area under the control of a zoo or museum.

Any street, driveway, parking area, property, building, or facility, owned, leased, controlled, or used by

a nuclear energy, storage, weapons, or development site or facility regulated by the federal Nuclear

Regulatory Commission. The licensee shall not under any circumstance store a firearm or ammunition

in his or her vehicle or in any compartment or container within a vehicle located anywhere in or on the

street, driveway, parking area, property, building, or facility described in this paragraph.

V. Any area where firearms are prohibited under federal law.

2
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Firearm Storage: Any employee who does not possess a valid license to carry a concealed firearm is prohibited from
bringing a firearm onto a parking lot owned, leased or under the control of the City of Marion.

An employee of the City of Marion with a valid license to carry a concealed weapon who chooses to carry a concealed
weapon while driving to and from work and park in a parking lot owned, leased or under the control of the City of
Marion must store his or her firearm or ammunition concealed in a case within a locked vehicle or locked container
out of plain view within the vehicle in the parking area. The Illinois Firearm Concealed Carry Act defines “case” to
include a glove compartment or console that completely encloses the concealed firearm and ammunition, the trunk
of the vehicle, or a firearm carrying box, shipping box or other container. An employee with a valid license to carry
a concealed weapon may carry a concealed weapon within a prohibited parking lot area only for the limited purpose
of storing or retrieving a firearm within the vehicle’s trunk, provided the licensee ensures the concealed firearm is
unloaded prior to exiting the vehicle. An employee with a valid license to carry a concealed firearm must make
certain that the firearm is properly stored in accordance with this policy and Illinois law prior to acting in the course
and scope of his or her employment.

Policy Violations: Any employee who violates this policy is subject to discipline up to and including termination of
employment and shall be considered as acting outside the scope and course of his or her duties and/or employment.

The City of Marion will not defend or indemnify any employee for an act or omission in violation of this policy.
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210  Drug and Alcohol Use/Abuse Policy

Intent: The City of Marion is concerned about the ultimate effects of the use of illegal drugs and the use of alcohol
upon the health and safety of its employees and the public. We recognize that studies show that alcohol abuse and
the illegal use of drugs leads to increased accidents and medical claims. Employees who abuse drugs and alcohol
present a danger to themselves, their fellow employees, the City of Marion and the public. In addition, the increased
medical costs incurred by employees who use/abuse drugs and/or alcohol and the associated decreased
productivity of these individuals, because of accidents, absenteeism and turnover adversely affect achievement of
the City of Marion’s mission and goals.

The City of Marion will not penalize an employee or applicant solely for his/her status as a registered qualifying
patient or registered designated caregiver under the Compassionate Use of Medical Cannabis Pilot Program Act,
unless failing to do so would put the City of Marion in violation of federal law or unless failing to do so would cause
it to lose a monetary or licensing-related benefit under federal law or rules. The City of Marion prohibits the use and
storage of medical cannabis on its property, at all workplaces and in any employer-owned vehicles.

No part of this policy, nor any of the procedures hereunder, guarantees employment, continued employment, or
terms or conditions of employment or limits in any way the City of Marion’s rights to manage its workplace or
discipline employees.

Definitions: For purposes of this policy, the following terms shall have the following meanings:

A. ‘Premises’ shall include all work sites, work areas, property owned or leased by the City of Marion, or
vehicles owned, operated, leased, or under the control of the City of Marion. Privately-owned vehicles
parked or operated on property owned, leased or managed by the City of Marion is also included under the
definition.

B. ‘The City of Marion time’ shall include all times during which an employee is on The City of Marion
premises, meal and break times on or off The City of Marion premises, or performing work off the premises
for the benefit of the City of Marion, as a representative of The City of Marion.

C. ‘Legal drug’ means any substance the possession or sale of which is not prohibited by federal law, including

prescription drugs that have been prescribed for the employee and over-the-counter drugs.

‘Illegal drug’ means any controlled substance the possession or sale of which is prohibited by federal law.

“Under the influence’ means 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 substance(s) within the body, regardless of when or where it (they) may have been consumed,
having an alcohol concentration within the violation range specified by the laws of the State of Illinois,
and/or having a positive test for any other substance(s). With respect to employees subject to the Federal

Motor Carrier Safety Administration (FMCSA) regulations, U.S. Department of Transportation regulations,

or performing safety-sensitive functions including those employees who drive commercial motor vehicles,

operate heavy or large mobile equipment, police officers, firefighters, under the influence is defined in
accordance with FMCSA regulations as having an alcohol concentration of 0.04 or greater.

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

G. ‘Traceable in the employee’s system’ means that the results of a laboratory’s analysis of the employee’s urine
or blood specimen is positive for the tested substance.

H. ‘Reasonable suspicion’ of impairment means that the City of Marion’s representatives have observed and
can describe specific symptoms of an employee while working that decrease or lessen his or her performance
of the duties or tasks of the employee’s job position, including symptoms of the employee’s speech, breath,

Mg
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physical dexterity, agility, coordination, demeanor, irrational or unusual behavior, negligence or
carelessness in operating equipment or machinery, disregard for the safety of the employee or others, or
involvement in an accident that results in serious damage to equipment or property, disruption of a
production or manufacturing process, or carelessness that results in any injury to the employee or others, or
detection of a prohibited substance in the area where an employee has/had been working. A registered
qualifying user of medical cannabis under the Compassionate Use of Medical Cannabis Pilot Program Act
must first be given a reasonable opportunity to contest the basis of the suspected impairment before being
subject to discipline based on a reasonable suspicion of impairment.

‘Safety sensitive function’ includes any job function fraught with the risk of injury to others such that even a
momentary lapse of attention can have disastrous consequences as well as any function described as safety
sensitive by applicable FMCSA or other applicable regulations.

‘Work related cause’ means the employee has: incurred a work-related injury requiring medical attention at
a medical facility; caused the injury of another person on the City of Marion premises or during the City of
Marion time; caused damage to any the City of Marion owned or leased property; or commits repeated
and/ or flagrant violations of safety standards.

Applicability:

A,

Policy:

This policy applies to all employees and volunteers of the City of Marion as well as candidates for
employment with the City of Marion who have been given conditional offers of employment. Such persons
are responsible to be familiar with and comply with this policy.

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 and in accordance with and limited by such laws,
notwithstanding any terms of this policy to the contrary.

Alcohol or Illegal Drugs or Substances: The possession, sale, purchase, use, distribution, delivery or
transfer of alcohol or an illegal drug or substance while on the City of Marion’s premises or while on the City
of Marion’s time is prohibited. In addition, employees may not report to work or be on the City of Marion
premises or the City of Marion time under the influence of alcohol or with any traceable federal illegal drug
or substance in their system. Employees who drive commercial motor vehicles, operate heavy or large
mobile equipment or perform other safety-sensitive functions in addition to the prohibitions above must not
consume alcohol for four hours prior to duty time and up to eight hours following an accident or until the
employee undergoes a post-accident test, whichever comes first. Individuals who are registere