City Council Work Session

/-\ L ——— Crest Hill, IL
September 28, 2026

M}{(w 6:30 PM

CITY OF NEIGHBORS

Council Chambers
20600 City Center Boulevard, Crest Hill, IL 60403

Agenda

MAYOR

EXECUTIVE SESSION:

1.

5 ILCS 120/2(c)(29): Discussion between internal or external auditors and the City's
audit committee, finance committee, or equivalent body concerning internal control
weaknesses, potential fraud risk areas, known or suspected fraud, and fraud interviews
conducted in accordance with generally accepted auditing standards.

5ILCS 120/2(c)(1): The appointment, employment, compensation, discipline,
performance, or dismissal of specific employees of the public body or legal counsel for
the public body, including hearing testimony on a complaint lodged against an
employee of the public body or against legal counsel for the public body to determine
its validity

CLERK

TREASURER

CITY ADMINISTRATOR
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N
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A Resolution for a Professional Services Agreement for Weber Road and City Center Area
Median and Parkway Landscaping By and Between the City of Crest Hill, Will County,
Illinois and RV I+ Planning and Landscaping in the Amount of $55,400.00

Crest Hill Commons Discussion on Park Plaza Modifications, Landscaping and Park
Elements.

Draft 2026 City of Crest Hill Employee Handbook Updates
Audio/Visual Project Status and Recommended Next Steps

Winter Lighted Decoration Discussion

ECONOMIC DEVELOPMENT DEPARTMENT

1

Plan Commission Recommendation for Preliminary and Final Plat of Subdivision,
Rezoning, Special Use Permit for a Contractor-Based Business Known as Reasonable




Tree Experts, and Requested Variation from the Crest Hill Zoning Ordinance with
Respect to Certain Real Property Located at 1618-1626 N. Broadway Street in Crest
Hill, Illinois (Application of Kurt Fife - Extreme 2017 LLC)

2. Approve Participation of the City of Crest Hill in the Fifth Cohort of the Metropolitan
Mayors Caucus EV Readiness Program.
3. Approve a Resolution Endorsing the Metropolitan Mayors Caucus’ Greenest Region

Compact.

ENGINEERING DEPARTMENT

1. Approve an Ordinance Amending Section 10-01-10-501-Size Restrictions Eastbound
McGilvray Drive

POLICE DEPARTMENT

PUBLIC WORKS DEPARTMENT

1. Approval of the purchase of a Dur-A-Lift DTAX2-39FP Insulated Aerial Bucket Truck
Mounted on a 2027 Ford F-600 4x4 Chassis with a Knapheide Steel Service Body from
Runnion Equipment Company in the Amount of $169,239.00

FINANCE DEPARTMENT

PUBLIC COMMENT(Limit 3 minutes per person)

ADJOURNMENT

The Agenda for each regular meeting and special meeting (except a meeting held in the event of a bona fide emergency, rescheduled regular meeting, or any
reconvened meeting) shall be posted at the City Hall and at the location where the meeting is to be held at least forty-eight (48) hours in advance of the holding of
the meeting. The City Council shall also post on its website the agenda for any regular or special meetings. The City Council may modify its agenda for any regular
or special meetings. The City Council may modify its agenda before or at the meeting for which public notice is given, provided that, in no event may the City
Council act upon any matters which are not posted on the agenda at least forty-eight (48) hours in advance of the time for the holding of the meeting.
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C:i 5%(” Crest Hill, IL

CITY OF NEIGHBORS

Meeting Date: | September 28, 2026

Submitter: Ronald J Wiedeman

Department: | Engineering

Agenda Item: | A Resolution for a Professional Services Agreement for Weber Road and City Center

Area Median and Parkway Landscaping By and Between the City of Crest Hill, Will
County, lllinois and RV I+ Planning and Landscaping in the Amount of $55,400.00

Summary: Engineering is presenting a proposal for consideration by council to approve an agreement
for professional engineering services to prepare median landscape concept plans for the following
locations.

Weber Rd from the Railroad Bridge to Crest Hill Drive-Median Landscaping

City Center Blvd from Weber Rd to Crest Hill Commons-Parkway Landscaping

Len Kubinski Dr from Caton Farm Rd to City Center Blvd-Parkway Landscaping and
Caton Farm Rd from Weber to Len Kubinski Dr. North Parkway only.

The work included in this proposal is for Task 1, 2, 3, 98 and 99, as outlined in the attached proposal.

The work under this takes includes the following.

Attendance a coordination and workshop meeting.

Review existing data.

Conduct field visits.

Summarize site development requirements per City Code.

Obtain a topographic survey of the areas highlighted in the attached exhibit.

Prepared preliminary schematic drawing to be present to council for comment and approval.
Update preliminary schematic drawing per comments received by City staff and Council.
Determined additional right of way needed to implement parkway landscaping along City
Center Blvd.

Prepare an estimate of cost for future budget and planning purposes.

Prepare and coordinate with Will County Highway Department for preliminary concurrence of
the work being proposed in the Will County for a Right of Way.

The landscaping concepts will be prepared based on the landscaping plan for the Crest Hill Commons
and what is currently installed at Weber and Renwick Rd with the goal to minimize maintenance of
these areas.
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Staff will come back to Council at a later date to discuss the approval of Task 4 once all costs are known
and there is a better understanding of the construction schedule and phasing.

Recommended Council Action:

A Resolution for a Professional Services Agreement for Weber Road and City Center
Area Median and Parkway Landscaping By and Between the City of Crest Hill, Will
County, lllinois and RVI+ Planning and Landscaping in the Amount of $55,400.00

Financial Impact:
Funding Source: Capital Fund
Budgeted Amount: $65,000.00
Cost: $55,400.00

Attachments:

Resolution-RVI

Exhibit A-RVI-PSA Design-City of Crest Hill-Crest Hill Center Park-6.26
Weber Rd Exhibit-North

Weber Rd Exhibit-South
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RESOLUTION NO.

A RESOLUTION FOR A PROFESSIONAL SERVICES AGREEMENT FOR WEBER
ROAD AND CITY CENTER AREA MEDIAN AND PARKWAY LANDSCAPING BY AND
BETWEEN THE CITY OF CREST HILL, WILL COUNTY, ILLINOIS AND RVI
PLANNING + LANDSCAPING IN THE AMOUNT OF $55,400.00

WHEREAS, the Corporate Authorities of the City of Crest Hill, Will County, Illinois, have
the authority to adopt resolutions and to promulgate rules and regulations that pertain to the City’s
government and affairs and protect the public health and, safety, and welfare of its citizens; and

WHEREAS, pursuant to Section 2-2-12 of the Illinois Municipal Code (65 ILCS 5/2-2-12),
the City Council possesses the authority to enter into contracts that serve the legitimate corporate
purposes of the City; and

WHEREAS, RVI Planning + Landscaping. (the “COMPANY™), is an entity that is in the
business of providing Professional Engineering Services, for the Weber Rd and City Cetner Area
Median and Parkway Landscaping (the “Services”); and

WHEREAS, the City Council desires to engage the Company to provide the Services and
the Company is ready, willing to perform the Services for the City; and

WHEREAS, City Staff have negotiated an Agreement for Weber Rd and City Center Area
Median and Parkway Landscaping (the “Agreement”) with the Company for the purposes of
engaging the Company to perform the Services ( a copy of the Agreement is attached hereto as
Exhibit A and fully incorporated herein); and

WHEREAS, the Staft and City Council has reviewed the Agreement and determined that the
conditions, terms, and provisions of the Agreement are fair, reasonable, and acceptable to the City;
and

WHEREAS, the City Council has determined that it is in the best interest of the City and its
citizens to enter into the Agreement with the Company.

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Crest Hill, Illinois,
pursuant to its statuary authority, as follows:

SECTION 1: PREAMBLE. The City Council hereby finds that all of the recitals contained in the
preamble to this Resolution are true, correct and complete and are hereby incorporated by reference
hereto and made part hereof.

SECTION 2: AGREEMENT APPROVED. The City Council hereby finds and declares that the
conditions, terms, and provisions of this Agreement (Exhibit A) in the amount of 55,400.00 are fair,
reasonable, and acceptable to the City and that the same is hereby approved in form and substance.
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Therefore, the City Council hereby authorizes and directs the Mayor to execute and deliver, and the
Clerk to attest, the Agreement, and further to take any and all other actions, including without
limitation the execution and delivery of any and all documents, necessary and appropriate to
effectuate the intent of this Resolution, which is to enter into the Agreement with the Company.

SECTION 3: SEVERABILITY. If any section, paragraph, clause or provisions of this Resolution is
held invalid, the invalidity of such section, paragraph, clause or provision shall not affect any other
provision of this Resolution.

SECTION 4: REPEALER. All ordinances, resolutions or orders, or parts thereof, which conflict
with the provisions of this Resolution, are to the extent of such conflict herby repealed.

SECTION 5: EFFECTIVE DATE. This Resolution shall be in full force and effect immediately
upon its passage and publication according to law.

[Intentionally Blank]
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PASSED THIS 5TH DAY OCTOBER, 2026.

Aye Nay Absent Abstain

Alderman Scott Dyke
Alderman Angelo Deserio
Alderwoman Claudia Gazal
Alderman Darrell Jefferson
Alderperson Tina Oberlin
Alderman Mark Cipiti
Alderman Nate Albert
Alderman Joe Kubal

Mayor Raymond R. Soliman

APPROVED THIS 5TH DAY OF OCTOBER, 2026.

Raymond R. Soliman, Mayor

ATTEST:

Christine Vershay-Hall, City Clerk
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MY

Exhibit A

Proposal for
Professional Services

Weber Road & City Center Area Median and Parkway Landscape

Prepared for: City of Crest Hill
By: Eric Hornig, Principal

o
C
w
r
0
o
r
>
0
m
n




RVi

PROPOSAL FOR PROFESSIONAL SERVICES
September 17, 2026

Ron Wiedeman, Director of Engineering
City of Crest Hill (“Client”)

20600 City Center Boulevard, Crest Hill, lllinois 60403
RVi Project Number: 26008246

RE: Weber Road & City Center Area Median and Parkway Landscape
(Crest Hill Drive to EJ&E Railway ROW | Weber Road to Len Kubinski Drive)

(Caton Farm Road from Weber Road to Len Kubinski Drive and Len Kubinski Drive from Caton Farm Road to City Center
Boulevard)

Dear Ron,

RVi Planning + Landscape Architecture (“Consultant”) is pleased to submit the attached proposal for professional services for the
Weber Road & City Center Area Median and Parkway Landscape in Crest Hill, lllinois (“Project”). We appreciate the opportunity to
continue our relationship with you and your team! Below is a summary of proposed services.

TASK 01 Preliminary Services
. Conduct project kickoff meeting and establish communication protocols.
. Review existing plans, records, and project requirements.
. Perform a preliminary site visit and existing conditions assessment.
+  Evaluate applicable codes, policies, and site development constraints.
e  Develop a project schedule with key milestones.
e  Obtain a topographic survey of the study area (included as performed by SpaceCo as a subconsultant)
TASK 02 Schematic Design Services
. Prepare schematic landscape design concepts for planting improvements.
e  Develop preliminary plan, section, and elevation graphics.
. Prepare an opinion of probable construction cost.
e  Conduct two virtual design review meetings with the Client.
e  Prepare for and attend (2) city workshop meetings
TASK 03 Regulatory Services

e  Prepare documentation to obtain preliminary concurrence from the Will County DOT for the Right-of-Way Alteration
Permit.

e  Coordinate with the Client's civil engineer to support the permitting process.
e Advance the project to preliminary regulatory concurrence prior to final design.
e  The actual permitting submittal will be completed and coordinated by the Client

The known relevant local governmental authorities (“RGA's”) having jurisdiction over the Project are: City of Crest Hill & Will County
DOT. Please review the attached scope of services and, if acceptable, provide your approval by signing Article 11. Thank you again
for the opportunity!

Sincerely,

—

Eric Hornig, Principal
Naperville, IL

RVi « 22 E Chicago Ave, Suite 200A, Naperville, IL 60540 « www.rviplanning.com
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PROFESSIONAL SERVICES AGREEMENT — DESIGN

Project Name: Weber Road & City Center Area Median and Parkway Landscape
RVi# 26008246

Client Name: City of Crest Hill

Client Address: 20600 City Center Blvd, Crest Hill, lllinois 60403

Based upon our understanding of project requirements and discussions with Client, we have developed the following scope of service.

ARTICLE 1.

BASIC SERVICES

The Consultant shall provide, for the Basic Fee plus reimbursable expenses, services described in the following phases.
(TASK 01) PRELIMINARY SERVICES

1.1

1.2

1.3

1.4

oM~ wbd=

Attend a Kickoff Meeting (virtual) to establish project program and communication protocols.
Obtain and review plans, maps, and records provided by the Client or other relevant third party.
Conduct a preliminary field visit.

Summarize site development requirements, code, and policy considerations.

Prepare a project schedule delineating each phase, major milestones, and any public meetings required if not already
provided by Client.

Obtain topographic survey for the study area (through sub-consultant SpaceCo). Survey will be drone-acquired with
field confirmation.

(TASK 02) SCHEMATIC DESIGN PHASE SERVICES

1.

Based on the Preliminary services, project parameters provided, and direction from the Client, Consultant will prepare
Schematic Design studies for the landscape components, as described below.

a. The Schematic Design may include initial plan, section and elevation drawings, illustrating the general scope,
scale and relationship of the landscape architectural components.

b.  The following site and landscape improvements will be considered in the Schematic Design (with a goal of aligning
with currently installed planting at Weber Road & Renwick Road): Exterior planting: trees, shrubs, groundcover
accent planting;

2. Prepare an opinion of probable cost for the construction based on the approved schematic design and other selections
made by Client.

3. Attend (2 virtual) Review Meetings to review Schematic Design Drawings and the opinion of probable construction cost
with the Client for approval and authorization to proceed.

4. Attend (2 in-person) City Workshop Meetings to review Schematic Design Drawings and the opinion of probable
construction cost with the Client for approval and authorization to proceed.

DELIVERABLES:

e Schematic Landscape Plans (24x36 format)

(TASK 03) PRELIMINARY REGULATORY SERVICES

1.

The following required permits are in effect on the date of this Agreement:
a.  Will County DOT Right of Way Alteration Permit — Preliminary Concurrence

Upon approval and authorization to proceed, prepare documents reasonably required for review by RGAs to comply
with permitting requirements. Client’s civil engineer will be solely responsible for preparing the official submittal and
application, for submitting it to the appropriate RGA, and for processing it through the administrative approval process.
Submittal fees shall be paid directly by the Client.

The goal of this phase is to obtain general concurrence with the design approach and does not include final plant
selection / final design.

City of Crest Hill | Weber Road & City Center Area Median and Parkway Landscape | 26008246

RVi Planning + Landscape Architecture « www.rviplanning.com
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1.5 (TASK 98) ADDITIONAL MEETINGS

1.

Consultant may be required to attend meetings or provide coordination services not specifically delineated in the Scope
herein. Meetings may include but are not limited to regular weekly or bi-weekly team meetings, Client meetings, City
presentations, meetings with third parties, public hearings and community outreach. In the event Consultant’s
attendance or participation in such a meeting or coordination activity is required or requested by Client, Consultant
shall bill it's time for such meeting under this Task on an hourly basis up to the estimated budgeted fee. As this is an
estimated fee, Consultant and Client will closely monitor total Task billed to determine if an amendment for additional
services is required.

ARTICLE 2. ADDITIONAL SERVICES

All services requested by the Client that are not listed in Article 1 of this Agreement are considered Additional Services. Additional
Services are not included in the Basic Fee and shall be paid for by the Client as set forth in Article 4.2 of this Agreement.

21 Additional Services include, without limitation, the following:

1.

Providing Bidding or Construction Phase Services

2. Providing services other than those set forth in Article 1 of this Agreement;

3.  Expert witness services performed in preparing for and serving in connection with public hearings, litigation, arbitration,
mediation, and/or negotiations;

4. Public or other presentations beyond those described in Basic Services;

Preparation of presentation materials for marketing or purposes other than in-progress approvals; construction of
presentation models; or preparation of finish quality renderings for the Project;

6. Revisions to drawings previously provided by Consultant due to changes in the Projects’ scope, budget or schedule;
instructions that are inconsistent with written approvals or instructions previously given; or enactment or revision of
codes, laws, or regulations subsequent to the preparation of such documents;

7. Services related to ADA/accessibility/compliance issues for existing site improvements which may be triggered by the
design services for new improvements contemplated by this Agreement;

8.  Any consultation, drawings, reports and other work products related to permits, approvals and ordinances; or, review
and processing of permits, approvals and ordinances with agencies or municipalities having regulatory controls over
the development not described in Basic Services;

9.  Providing work in connection with the services of a construction manager retained by the Client;

10. Preparing drawings, specifications, supporting data and providing other services in connection with change orders to
the extent that the adjustment in the basic compensation resulting from the adjusted construction costs is not
commensurate with the services required of the Consultant; providing such change orders are required by causes not
solely within the control of the Consultant;

11. Providing services made necessary by the default of the contractor, or by major defects or deficiencies in the work of
the contractor;

ARTICLE 3. INFORMATION TO BE PROVIDED BY CLIENT
3.1 Client shall provide, in a timely manner, all criteria and full information regarding Client’s requirements for, and limitations

on, the Project, including without limitation:

1.
2.

Legal description and to-scale boundary survey of the property;

All deed restrictions, environmental restrictions, covenants, and all existing or pending municipal, county, state, and

RVi Planning + Landscape Architecture | 2 of 9
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federal permits or approvals, and other pertinent information as required during the process;

3. Topographic survey including 1' contours (unless otherwise agreed by Consultant in writing), tree survey, drainage
and flood plain locations, overlay zones or districts, environmental and geotechnical data, utilities, easements, rights-
of-way and other existing or proposed physical improvements and impacts of the property. All files to be in AutoCAD
format;

4. Financial/economic information setting forth the budget limitations for the Project;

5. Designate a representative to serve as the point of contact for the project.

ARTICLE 4. COMPENSATION

4.1

4.2

BASIC SERVICES

The Client shall compensate the Consultant as follows:

Lump Sum: Consultant's compensation shall include the lump sum of $51,300 dollars for Basic Services (the “Basic Fee”), plus
the total for Additional Services performed on an hourly basis at the rates set forth in Section 4.4, plus reimbursable expenses as
set forth in Section 4.5. Consultant’s total compensation for Basic Services shall be allocated among the various phases of the
Project as set forth below and will be billed monthly based on percent of work completed for each phase of the Project, along
with Additional Services and reimbursable expenses incurred during the billing period. The amounts indicated do not include
amounts resulting from substantial change in the scope of the Project or services. The Client agrees to pay the Consultant the
following fees for the Basic Services:

Weber Road Caton Farm Total

City Center Road & Len
Boulevard Kubinski
Road
Task 01.1:  Preliminary Services $ 2,100.00 $ 2,100.00 $ 1,800.00 $ 6,000.00
Task 01.2:  Topographic Survey $ 5,600.00 $ 16,300.00 $ 6,900.00 $28,800.00
Task 02: Schematic Design Phase Services $ 5,000.00 $ 6,500.00 $ 5,000.00 $16,500.00
Task 04: Construction Documentation FUTURE TASK NOT CURRENTLY AUTHORIZED
Total Lump Sum Fee: $12,700.00 $24,900.00 $13,700.00 $51,300.00

Note: Individual street breakdowns are for reference only and may not split exactly if one segment is not advanced

Hourly: Consultant’'s compensation shall include the total for Basic Services (the “Basic Fee”) and Additional Services performed
on an hourly basis at the rates set forth in Section 4.4, plus reimbursable expenses as set forth in Section 4.5. Consultant’s
estimated compensation for Basic Services for each phase of the Project is set forth below. The amounts indicated do notinclude
amounts for Additional Services or resulting from substantial change in scope of the Project or services. The Client agrees to pay
the Consultant the following estimated fees for the Basic Services:

Weber Caton Farm Total
City Center Road Road & Len
Boulevard Kubinski
Road
Task 03: Regulatory Services $0.00 $ 3,500.00 $ 0.00 $ 3,500.00
Task 98: " ) Hourly as Hourly as Hourly as Hourly as
Additional Meetings Requested Requested Requested Requested
Task 99: Reimbursables $ 200.00 $ 200.00 $ 200.00 $ 600.00
Total Hourly Fee: $ 200.00 $ 3,700.00 $ 200.00 $ 4,100.00

Total Lump Sum & Hourly Fee: $ 12,900.00 $28,600.00 $ 13,900.00 $ 55,400.00

Note: Individual street breakdowns are for reference only and may not split exactly if one segment is not
advanced

ADDITIONAL SERVICES

The Client shall pay the Consultant for authorized Additional Services performed, including fees and reimbursable expenses.
Fees for Additional Services will be included as a separate item on the monthly billing statement.

RVi Planning + Landscape Architecture | 3 of 9
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4.3

44

4.5

INVOICING AND PAYMENT

Consultant will invoice Client monthly for Basic Services and Additional Services performed, and for reimbursable expenses
incurred in accordance with the Terms and Conditions of this Agreement. Amounts invoiced are due and payable ten (10) days
following the date of the invoice, at the office of RVi Planning + Landscape Architecture, PO Box 7412609, Chicago, lllinois
60674.. Amounts remaining unpaid sixty (60) days following the date of the invoice shall bear interest at the rate of 12.0% per
annum, or at the maximum legal rate allowable, which shall be calculated from the date of the invoice. In no event shall
Consultant’s failure to bill monthly constitute default under the Terms and Conditions of this Agreement. Consultant retains the
right to halt work pending receipt of any overdue payments, and the right to withhold delivery of final work product if Client does
not comply with the payment terms above. Client shall pay all costs and expenses, including without limitation, reasonable
attorney’s fees and expenses incurred by RVi in connection with the collection of overdue accounts of Client.

The Client’s billing contact information is outlined in the attached exhibit “Client’s Billing Contacts.”
HOURLY RATES

The following hourly rates shall apply to the fees described herein and any Additional Services requested of the Consultant. The
rates set forth below shall be adjusted in accordance with the normal salary review practices of the Consultant.

Principal $230.00 - $350.00
Associate Principal $200.00 - $275.00
Practice Director $165.00 - $275.00
Project Director $165.00 - $260.00
Project Manager $145.00 - $250.00
Landscape Architect (PLA)/Planner (AICP) $155.00 - $250.00
Designer/Planner/Intern $95.00 - $225.00
Technical, Administrative $90.00 - $200.00

REIMBURSABLE EXPENSES

Reimbursable expenses are in addition to compensation for Basic Services and Additional Services and include expenses
incurred by the Consultant in the interest of the Project. Reimbursable expenses include such items as telecommunications,
reprographics, computer plots/mapping, deliveries, photography, reproductions; postage; automobile transportation; expenses in
connection with out-of-town travel; special consultants; cost of maps, surveys, drawings and reports necessary to conduct the
work and not otherwise furnished by the Client; fees paid for securing approval of authorities having jurisdiction over the project;
expense of any additional insurance coverage or limits including professional liability insurance requested by the Client in excess
of that normally carried by the Consultant and the Consultant’s sub-consultants and third-party consultant charges. Reimbursable
expenses will be billed at 1.15 times direct cost to the Consultant.

ARTICLES5. CHANGES

5.1

5.2

Changes. The Consultant and the Client may make changes to the Agreement at any time, but only by written
amendment signed by both parties, or by Client’s oral request confirmed by Consultant in writing (or email) indicating its
acceptance. If such changes cause an increase or decrease in the Consultants’ cost of, or time required for, performance
of any services, Consultant shall be entitled to an equitable adjustment in compensation and/or completion time.

Regulatory Changes. In the event that there are modifications or additions to regulatory requirements relating to the
services to be performed under the Agreement after the date of execution of the Agreement, the increased or decreased
cost of performance of the services provided for in the Agreement and subsequent Proposals shall be reflected in an
appropriate written amendment to the Agreement.

ARTICLE 6. RESPONSIBILITIES OF THE PARTIES

6.1

6.2

6.3

6.4

Access. Client will provide Consultant with access to the Project site or to any other site as required by Consultant for
performance of the Services.

Client shall designate a single person to act with authority on Client’s behalf in respect to all aspects of the Project,
examine and respond promptly to Consultant’s submissions, and give prompt written notice to Consultant whenever it
observes or otherwise becomes aware of any defect in the work. If the Client retains a Construction Manager (“CM”) for
the Project, the Client shall clearly set forth the duties, responsibilities the CM has been assigned by the Client. The
Consultant shall be entitled to rely upon the CM’s decisions and directions.

Changed Conditions. Consultant shall have the authority to determine the continued adequacy of the Agreement in light
of conditions first discovered or information first provided to Consultant after the execution of the Agreement. Should
Consultant determine that the Agreement is no longer adequate in light of such conditions, the Consultant shall identify
the changed conditions necessitating renegotiation and the Consultant and the Client shall promptly and in good faith
enter into renegotiation of the Agreement. If the terms cannot be agreed to, the parties agree that either party has the right
to terminate the Agreement.

Permits. Client is responsible for obtaining and complying with all required permits or other approvals of, and for giving
any required notices to, all governmental and quasi-governmental authorities having jurisdiction over the Project. Before
Consultant performs the Services, Client will provide Consultant evidence satisfactory to Consultant that all required
permits or other approvals have been obtained and that all required notices have been given. Client will provide to

RVi Planning + Landscape Architecture | 4 of 9
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6.5

6.6

6.7

6.8

6.9

Iltem 1.

Consultant copies of any such permits or any such notices, together with any other relevant information that will alert
Consultant to the requirements of such permits, approvals, or notifications.

Other Information. Consultant may rely upon commonly used sources of data including but not limited to database
searches, publicly available topographic information, GPS coordinates, demographics, and other public information as
required. Consultant does not warrant the accuracy of the information obtained from those sources and has not been
requested to independently verify such information.

Site Visits. Unless otherwise specifically set forth in the Agreement or a fully executed written Amendment, Client-
requested site visits are on an as-requested fee basis for the purpose of visual observation only for general conformance
with the Landscape Construction Documents at the time of observation. Client has not retained the Consultant to make
inspections or to provide periodic, continuous or exhaustive Project review and observation services. Consultant’s site
visits do not include any obligation to identify or notify Client of any jobsite safety issues. Consultant is not obligated to
conduct any tests in connection with site visits. Consultant at all times reserves the right to make site visits solely for its
own collection of information relevant to, and for the benefit of, the performance of its Services.

Construction Exclusion. Consultant’s scope of work does not include, and Consultant shall have no authority or
responsibility for supervising, directing, performing or controlling any contractor’s work, or the means, methods,
techniques, sequences, safety measures, or procedures of construction selected by any contractor or subcontractor.
Accordingly, Consultant shall have no responsibility or liability for the acts or omissions of any contractor, subcontractor,
supplier or any other entity furnishing materials or performing any work on the Project, including, but not limited to,
compliance with any applicable law.

No Warranty. Consultant and Client acknowledge and agree that Consultant makes no warranties, express or implied,
regarding the Services provided in connection with the Project and that the Services provided by Consultant are in the
nature of professional services, the essence of which are the provision of advice, judgment, opinion and professional skill.

Estimates of Probable Costs. Client and Consultant agree that any construction cost estimates provided by Consultant
are solely for the purpose of providing information for use in revising the Instruments of Service, and that Consultant
makes no warranty, express or implied, that any estimates will not differ from bids received from contractors or the
negotiated cost of the work. Opinions of cost are based on the experience and judgment of Consultant and are merely
opinions. Consultant does not warrant that actual costs will not vary from those opinions because, among other things,
Consultant has no control over market conditions. If the fixed limit of construction cost is exceeded by the lowest bona fide
bid or negotiated proposal by more than 20%, Consultant will at the Client’s request, revise the Contract Documents to
comply with the project budget at no additional charge. In any event, Consultant’s modification of Instruments of Service
shall be its sole responsibility and Client’s sole remedy for any difference between Consultant’s construction cost
estimates and bids received or the negotiated cost of the work.

ARTICLE 7. TERMINATION

7.1

7.2

7.3

7.4

7.5

This Agreement may be terminated by either party, at any time prior to completion of Consultant’s services, upon not less
than seven days' written notice, should the other party fail substantially to perform in accordance with the terms of the
Agreement through no fault of the party initiating the termination; provided however, that such notice shall state the
reason(s) for termination, and such termination shall not be effective if the party to whom the notice is directed, within
such seven-day period, fully cures its failure to perform.

If the Client fails to make payments to the Consultant in accordance with the Agreement, such failure shall be considered
failure to substantially perform and cause for termination or, at the Consultant's option and upon not less than seven days
written notice, cause for suspension of performance of services without terminating the Agreement. In the event of a
suspension of services, the Consultant shall have no liability to the Client for delay, hindrance or damage caused the
Client because of such suspension of services. The Consultant shall be paid all sums due prior to suspension and any
expenses incurred in the interruption and resumption of the Consultant's services before having to resume services.

If the Project is suspended or the Consultant's services are suspended for more than 90 consecutive days, the Consultant
may terminate the Agreement by giving not less than seven days' written notice. Consultant shall be compensated for
services performed prior to notice of such suspension. When the Project is resumed, the Consultant shall be
compensated for any expenses incurred in the interruption and resumption of the Consultant's services. The Consultant's
fees for the remaining services and the time schedules shall be equitably adjusted.

This Agreement may be terminated by either party, without cause and for its convenience, at any time prior to completion
of Consultant’s services, upon not less than seven days' written notice to the other party. In the event that a termination
by Consultant for cause is later determined to have been wrongful, then the termination shall be deemed a termination for
convenience.

In the event of termination not the fault of the Consultant, the Client shall, within fifteen days following the termination, pay
Consultant for all services performed prior to termination, together with reimbursable and sub-consultant expenses
incurred before termination and all Termination Expenses. Termination Expenses are in addition to compensation for the
services of the Agreement and include expenses directly attributable to termination for which the Consultant is not
otherwise compensated, plus an amount for the Consultant's anticipated profit on the value of the services not performed
by the Consultant. Client waives any and all claims, causes of action and damages that it has or may have against
Consultant arising out of termination not the fault of the Consultant, including termination without cause.
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ARTICLE 8. LIMITATIONS OF LIABILITY

8.1

8.2

8.3

8.4

Limitation of Liability. Client and Consultant have considered the relative risks and benefits of the Project to both Client
and Consultant, and agree to allocate risks such that, to the fullest extent permitted by the law, the total liability of
Consultant, its directors, officers, partners, employees, subconsultants and subcontractors (the “Limited Parties”), to Client
for any and all injuries, claims, losses, expenses (including attorney’s fees and costs), or damages of any nature
whatsoever, shall be limited such that the total aggregate liability of the Limited Parties shall not exceed the Consultant’s
total compensation received for services rendered and reimbursable expenses incurred in connection with the Project.
This limitation shall apply to any and all liabilities and causes of action, however alleged or arising and regardless of the
nature of the fault, unless otherwise prohibited by law. To the extent that any portion of this limitation is prohibited by law,
such prohibited portion shall be deemed excluded from this provision, and the remainder shall remain in effect. Moreover,
Client further acknowledges and understands that accessibility standards, guidelines and requirements are subject to
varying interpretations, and as such, Client hereby expressly waives all claims, causes of action, liabilities and damages
arising out of or in any way related to non-compliance with any and all accessibility standards, guidelines and
requirements, including, without limitation, those promulgated through, by or under the Americans with Disabilities Act
(“ADA”), the Fair Housing Act (“FHA”), and any of their state counterparts.

Waiver of Special/Consequential Damages. Notwithstanding any other provision of this Agreement, Client and Consultant
agree that neither party, nor their respective directors, officers, employees shall in any event be liable to the other for any
punitive, special, incidental, or consequential damages, including, without limitation, damages incurred for lost business
opportunity or profits, arising out of or relating to the Agreement or the Project, the same being hereby expressly waived
by both parties. This waiver shall apply to any and all causes of action, however alleged or arising and regardless of the
nature of the fault or whether it was committed by the Client or by Consultant.

Delays. Consultant is not responsible for delays or hindrances caused by factors beyond Consultant’s reasonable control,
including but not limited to delays and hindrances resulting from strikes, lockouts, work slowdowns or stoppages,
accidents, acts of God, failure of any governmental or other regulatory authority to act in a timely manner, failure of the
Client to furnish timely information or approve or disapprove of Consultant’'s Services or work product or respond to
Consultant’s inquiries promptly, or delays caused by faulty performance by the Client or by contractors of any level. When
such delays occur, the Client agrees Consultant is not responsible for damages, nor shall Consultant be deemed to be in
default of the Agreement. To the extent necessary as caused by any delay, Consultant shall be entitled to an extension of
time equal to the delay and an equitable adjustment in compensation.

Project Enhancement. If, due to Consultant’s error or omission, any required item or component of the Project is omitted
from Consultant’s documents, Consultant shall not be responsible for paying the cost to add such item or component to
the extent that such item or component would have been otherwise necessary to the Project or otherwise adds value or
betterment to the Project. In no event will Consultant be responsible for any cost or expense that provides betterment,
upgrade, or enhancement of the Project.

ARTICLE 9. RELATIONSHIP OF PARTIES

9.1

9.2

9.3

9.4

Independent Contractor. It is understood that the relationship of Consultant to Client shall be that of an independent
contractor. Neither Consultant nor employees of Consultant shall be deemed to be employees of Client.

No Fiduciary Duty. Client recognizes that neither Consultant nor any of Consultant’s subconsultants or subcontractors
owes any fiduciary responsibility to Client.

Corporate Services. Client agrees that Consultant has entered the Agreement in its corporate capacity, and that all
services are provided by Consultant in its corporate capacity. Client agrees that it shall look solely to Consultant in its
corporate capacity and not to any of Consultant’s directors, officers, partners or employees in any individual capacity with
respect to obtaining any remedy.

No Third-Party Beneficiaries. Consultant’s work product, including without limitation all services and all Instruments of
Service that are provided in connection with the Project, are intended solely for the benefit and exclusive use of the other
party, and any benefits arising out of those obligations or any other services performed by Consultant in connection with
the Project that may accrue to third parties are entirely incidental. Nothing contained in this Agreement shall create a
contractual relationship with or a cause of action in favor of a third party. There are no intended third-party beneficiaries
to the Agreement.

ARTICLE 10. MISCELLANEOUS PROVISIONS

10.1

10.2

10.3

Merger. The Agreement, including any attachments, represents the entire and integrated agreement between the Client
and the Consultant. The Agreement supersedes all prior negotiations, representations or agreements, whether written or
oral, and the same shall have no force or effect. The Agreement may be amended only by written instrument signed by
both Client and authorized representative Consultant.

Execution. This Agreement may be executed in any number of multiple counterparts, all of which taken together shall
constitute one and the same agreement.

Lien Rights. Client grants to Consultant a contractual lien, in addition to all constitutional, statutory and equitable liens
that may exist, on the real property identified in the Agreement as the Project location, and on all improvements thereon,
to secure payment for all debts owed, now or in the future, to Consultant by Client, arising from services provided and
reimbursable expenses and sub-consultant costs incurred by Consultant in connection with the Project. Client grants
Consultant the authority and right to file a copy of the Agreement in the Deed Records of the county or counties where the
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10.4

10.5

10.6
10.7

10.8

10.9

10.10

10.11

10.12

Project is located to give notice of Consultant’s lien rights. If Client is not an owner of the real property or improvements
at the Project location, then Client hereby assigns to Consultant, to the extent of Consultant’s services on the Project,
Client’s lien rights under the relevant state law, including without limitation, Chapter 53 of the Texas Property Code.

Instruments of Service.

1. All designs, drawings, specifications, documents, calculations, and other work products, whether in hard copy or
electronic form, prepared by the Consultant are Instruments of Service, and such Instruments of Service, as well as
the concepts, designs, and ideas expressed in the Instruments of Service are for use solely with respect to the Project.
The Consultant is deemed the author and owner of the Instruments of Service, regardless of whether or not services
are completed, and Consultant shall retain all common law, statutory and other reserved rights, including copyrights.

2. Upon full payment by Client to Consultant under this Agreement Consultant grants to the Client a non-exclusive license
to reproduce and utilize the Consultant’s Instruments of Service: (i) to complete the development or construction of the
Project, as applicable; (ii) for reference in operating, maintaining and repairing the Project; and (iii) for reference in
undertaking any future alteration, improvement, addition or renovation of the Project. Absent full payment by Client
under this Agreement, Consultant grants no rights in Instruments of Service.

3. Reuse, change or alteration of Instruments of Service by the Client or by others acting through or on behalf of the
Client is not permitted without the written consent of Consultant. ANY SUCH REUSE, CHANGE OR ALTERATION BY
THE CLIENT OR THIRD PARTIES IS AT THEIR OWN RISK AND CLIENT AGREES TO HOLD HARMLESS AND
INDEMNIFY THE CONSULTANT, ITS OFFICERS, PARTNERS, EMPLOYEES, AND SUBCONSULTANTS FROM
ALL CLAIMS, DAMAGES, LOSSES, EXPENSES AND COSTS (INCLUDING ATTORNEYS’ FEES), INCLUDING, BUT
NOT LIMITED TO, CLAIMS FOR CONSULTANT’'S ALLEGED NEGLIGENCE, ARISING OUT OF OR RELATED TO
SUCH REUSE, CHANGE OR ALTERATION.

Attorney’s Fees Client shall pay Consultant, in addition to any other amounts found to be owing, all costs of collection
arising from unpaid invoices, including reasonable attorney’s fees.

Governing Law. The Agreement shall be governed by and construed in accordance with the laws of the State of Texas.

Venue. Consultant and Client agree that the venue of any action under the Agreement shall be exclusively in the
jurisdiction of the Consultant office in which the work was performed.

Severability. If any provision of the Agreement is held to be illegal, invalid or unenforceable under present or future laws,
such provision shall be fully severable, and the Agreement shall be construed and enforced as if such illegal, invalid or
unenforceable provision is not a party hereof, and the remaining provisions shall remain in full force and effect. In lieu of
any illegal, invalid or unenforceable provision, there shall be added automatically as a part of the Agreement, a provision
as similar in terms to such illegal, invalid or unenforceable provision as may be possible and be legal, valid and
enforceable.

Construction of Agreements. The parties acknowledge that each party and, if it so chooses, its counsel have reviewed
and revised the Agreement and that the normal rule of construction to the effect that any ambiguities are to be resolved
against the drafting party shall not be employed in the interpretation of the Agreement or any amendments or exhibits.

Successor and Assigns. Neither Client nor Consultant shall assign, sublet, or transfer this interest in the Agreement
without the written consent of the other. Client’s representative signing Agreement warrants that he or she has full
authority to bind Client to the Agreement. Nothing in this provision restricts Consultant’s ability to hire subcontractor(s) in
connection with the services to be provided.

Dispute Resolution. Other than a dispute arising from alleged non-payment, all claims, disputes or other matters in
question arising out of or related to the Agreement or the services provided thereunder (“Disputes”) shall be resolved in
accordance with the dispute resolution procedures set forth herein. Specifically, unless both parties agree to waive the
requirement in writing, all Disputes shall be subject to non-binding mediation as a condition precedent to the institution of
arbitration or any other legal proceedings by either party.

1. Mediation. The Client and Consultant shall endeavor to resolve all Disputes between them by mediation. The parties
shall share the mediator’s fee and any filing fees equally. The mediation shall be held in the county where the Project
is located, unless another location is mutually agreed upon. Agreements reached in mediation shall be enforceable
as settlements agreements in any court having jurisdiction thereof. If a Dispute relates to or is the subject of a lien
arising out of the Consultant’s services, the Consultant may proceed in accordance with applicable law to comply with
the lien notice or filing deadlines prior to resolution of the matter by mediation or other legal proceedings.

2. Arbitration. All claims, disputes and other matters in question arising out of or related to the Agreement or the services
provided thereunder and not resolved first through mediation shall be decided by binding arbitration which, unless the
parties mutually agree otherwise, shall be in accordance with the Construction Industry Arbitration Rules of the
American Arbitration Association currently in effect. The demand for arbitration shall be filed in writing with the other
party to the Agreement and with the American Arbitration Association. No arbitration arising out of or relating to the
Agreement shall include, by consolidation or joinder or in any other manner, an additional person or entity not a party
to the Agreement. The foregoing agreement to arbitration shall be specifically enforceable in accordance with
applicable law in any court having jurisdiction. The award rendered by the arbitrator or arbitrators shall be final, and
judgment may be entered upon it in accordance with applicable law in any court having jurisdiction.

Survival of Provisions. Termination of the Services for any reason whatsoever shall not affect (a) any right or obligation of
any party that is accrued or vested prior to such termination, and any provision of the Agreement relating to any such right
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or obligation shall be deemed to survive the termination of the Services or (b) any continuing obligation, liability or
responsibility of Consultant and of Client which would otherwise survive termination of the Services.

10.13 Texas Board of Architectural Examiners. To the extent that this Agreement includes landscape architectural services,
under Chapter 1052 of the Texas Occupations Code, the Texas Board of Architectural Examiners - 333 Guadalupe, Suite
2-350, Austin, Texas 78701-3945, telephone (512) 305-9000 - has jurisdiction over complaints regarding the professional
practices of persons registered as Landscape Architects in Texas.

10.14 For projects in North Carolina: Landscape architecture services in North Carolina are provided by Atwell of New York, Inc.
d/b/a RVi of NC under North Carolina Landscape Architecture Firm License No. C-743.

ARTICLE 11. APPROVED AND ACCEPTED

Client approves and accepts the Agreement and authorizes Consultant to commence work upon Consultant’s receipt of the properly
executed and signed Agreement and specific amendments. If the Agreement is not executed by Client within thirty (30) days of the
date tendered, it shall become invalid unless: (1) Consultant extends the time in writing; or (2) at the sole option of Consultant,
Consultant accepts Client’s oral, email or other written authorization to proceed with services, in which event the terms of the
authorization shall be deemed to include all the terms of this Agreement. Consultant’'s performance of the services under such
authorization shall be in reliance on the inclusion and incorporation of all the terms of the Agreement in the authorization.

RVi Planning + Landscape Architecture, Inc. City of Crest Hill
Signature: Signature:

V4 #
Printed Name: Eric Hornig Printed Name:
Title: Principal Title:
Date: September 17, 2026 Date:
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RVi

CLIENT’S BILLING CONTACTS

Monthly invoices will be sent by email per the information provided by the Client below:

Name:

Title:

Invoicing address:
Telephone Number:
Fax Number:

Email Address:

Due date for timely
processing of invoices:

If a special invoice is required, please attach a sample to the executed Professional Services Agreement.

RVi Planning + Landscape Architecture
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Crest Hill, IL

| —, Agenda Memo
—_—

Crest el

CITY OF

NEIGHBORS

Meeting Date:
Submitter:
Department:

Agenda Item:

September 28, 2026
Ronald J Wiedeman
Engineering

Crest Hill Commons Discussion on Park Plaza Modifications, Landscaping and Park
Elements.

Summary: Staff along with a representative from RVI Planning will be presenting modifications to
the Park Plaza and landscaped triangular shaped area between the playground and plaza from what was
previously presented to Council. Approval is needed to provide direction to staff on whether these
changes are to be included in the final construction plans that will be given to the contractor awarded

the Crest Hill C

ommons, Phase 1 project. We will also be presenting a proposed landscaping plan and

provide an overview of elements to the park that staff is looking to get general approval on so additional
and more detailed concepts can be brought to Council for approval at later dates or so additional effort
is not applied to these elements.

The final hard copy of the presentation will be provided at the workshop meeting.

The items being discussed are as follows:

1. Modified Plaza Layouts, Integrated Crest Hill Commons sign and additional seating area in the

triangle area located between the playground and plaza.

» Staff have worked with RVI Planning to provide more usable space and flexibility.

» The design being presented is updating the landscape triangle area that was landscaped
in previous presentations with a space that can now provide additional seating or space
that can be used for anything.

» The plaza area has been modified to avoid a conflict with existing underground utilities
while still providing an open plaza.

» An area for portable or permeant restroom facilities has now been defined. This topic
will discuss later in tonight’s presentation.

» As part of the new triangle designed area a sign for this public area has been
incorporated in the front of the triangle area.

Staff Recommendation

1. Staff would like to move forward with the construction of the modified triangle area
as presented at tonight's workshop meeting.
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2. Staff would like to move forward with the incorporation of a sign that says
Commons as presented at tonight's workshop meeting into the seat wall.

3. Staff would like to have a general agreement with the revisions to the layout of the
plaza as present at this meeting. This design will be used to further design of this
area.

2. General Park Bathroom Discussion
a. Staff initial plan as soon as the playground equipment is installed and the park is ready
to open to have a couple of ADA portable bathroom facilities on site
b. This initial plan will allow the City to monitor the use of these facilities and provide
additional time to address a more permeant solution while also provide more details to
Council on how permanent facilities will operate and be maintained.
i. Some operational items to be determined are hours (open/closed), how to
control access, security, cleaning schedule, private or city cleaning services, etc.
c. This bathroom discussion is for a normal day situation. Any event bathroom plan will
be discussed at a later date.

Staff Recommendation
Provide direction of staff plan with using portable ADA accessible bathrooms while
moving forward with a more permanent facility like the CSZ unit presented while also
coming up with a method to address all of the operational needs of a permanent
facility.

3. Plaza shelter concepts.
a. Based on examples provided what type of shelter should staff move forward with?
1. Staff suggest that these items be considered.
1. Shelter should have the ability to have temporary sides that can be
installed.
2. Provide power for monitors or event use.
3. Any other Council Requests.

Staff Recommendation
Provide direction to staff on the type of permanent shelter facility for the plaza so more
refined design can be brough back to Council for approval at a later date.

4. Playground shade concepts.
i. Based on examples provided should a shade structure be provided?
ii. If yes, what type staff should move forward with?
iii. Based on current playground layout and locations of benches staff would only
suggest one along the west side of the playground.
iv. A shade structure is not part of the phase 1 contract if required will be added to
a future contract.

Staff Recommendation
Provide direction to staff on if and what type of shade structures should be considered
as part of the Commons for families using the playground area so a more refined design
can be brough back to Council for approval at a later date.
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5. RVI will present a proposed decorative fencing and landscaping plan for discussion and
comment.

Staff Recommendation
Staff would like either approval of the landscaping design plans provided and direction
on if we can finalize the design and gets bids or to come back to Council for more
discussion.

Recommended Council Action: Provide direction to staff on how to proceed based on staff
recommendations above.

Financial Impact:
Funding Source: Capital Fund
Budgeted Amount: $2,000,000.00 (Construction)
Cost: TBD (Construction)

Attachments:
None
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A Memo — Administration Report
’ Crest Hill, IL

Crest Hill

CITY OF NEIGHBORS

Meeting Date: | September 28, 2026
Submitter: Ashley Monroe, Assistant City Administrator/HR Director

Department: Administration / Human Resources

Agenda Item: Draft 2026 City of Crest Hill Employee Handbook Updates

Summary: At the July 27th and August 24th Work Sessions, staff presented recommended legal updates and
preliminary conceptual changes to the Employee Handbook. The following memo and attached exhibits
comprehensively summarize the proposed amendments for the Employee Handbook in 2026.

Representation from our City labor attorney Melissa Wolf, of Storino, Ramello, & Durkin will also be present to
provide clarifications as needed, related to these requests for changes.

All minor cleanup and corrections proposed are now included in this summary and within the redline version of
the Handbook (Exhibit B).

Highlights: Included, you will find a “Handbook Updates Summary Chart” attached as Exhibit A.
Organized by section, this chart shows all current language, proposed language, and the reason for making
a change.

Beyond the legal recommendations shared in July, there are a few topics that Council directed be given
more attention or requested specific draft policy language. Here are the sections and page numbers that
address these questions:

1) Appointments (Section 3.9)
Resolving questions about conflicting policy and ordinances, the subsection now specifies that the
appointment of employees are made in accordance with the City’s Ordinances.

2) Recruitment and Employment (Section 3)
A temporary offsite work policy had been suggested at prior Work Sessions, but taking into
consideration feedback received from Council and staff, along with our current practice, no new
policy is recommended at this time. Based upon the updated Code of Conduct in Section 5.2,
sufficient policy is in place to address concern, should a potential violation of work conduct occur.

3) Work Day (Section 4.2)
Practice is not changed but language gives additional direction to supervisors and employees for
establishing break, meal and adjustments to work days. Additional provision specifies operational
expectations while allowing administrative discretion.

4) Compensation and Salary Increase (Section 4.3)
Adds an explanation of when personnel performance and merit evaluations occur for employees
hired or promoted prior to and after June 1, 2025.

Item 3.
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City Council Work Session 09/28/2026 Draft Employee Handbook Updates

5) Break and Meal Periods (Section 4.8)
Language is clarified so employees and supervisors have improved guidance and removes
conflicting language with subsection 4.2 Work Day.

6) Overtime Pay (Section 4.9)
Current practice has not changed but the updated language and charts provide clarification on how
overtime is paid.

7) Code of Conduct (Section 5.2)
Updates subsection to include behavior and conduct commonly included in employee manuals.

8) Confidentiality Policy (Section 5.7)
Adds provision that mirrors City Council Confidentiality policy adopted in summer 2026, for
employees attending closed meetings.

9) Insurance Opt-Out Policy — NEW (Section 7.12)

If the City moves forward with this program, it will allow employees that would otherwise be
eligible for City health insurance to get a monetary benefit for waiver of City insurance. This benefit
is shared between the employer and the employee, because even with a stipend for waiving
insurance, an opt-out program saves City insurance cost. The inclusion of the language does not
require the City to provide this benefit. If the City does move forward, the provision permits the
City to establish and follow a policy if such a benefit program is approved and budgeted. An
example of comparison communities & staff’s proposed benefit options are attached as Exhibit C.

10) Personal Use of Electric Devices — NEW (Section 9.9)

Includes new policy requiring employees to verify that use of personal electric devices and
appliances will be in alignment with building safety and utility capacity.

11) Artificial Intelligence Policy — NEW (Section 11.7)

Acrtificial intelligence continues to evolve rapidly, and municipalities are increasingly using these
tools in daily operations. Rather than prohibiting Al or allowing unrestricted use, this proposal
establishes a basic framework for responsible use.

12) Performance Evaluation Form (Section 16)

The previous version of the Handbook did not include the current evaluation tool.

Recommended Action

Discuss any final changes for this update to the Handbook, provide direction, and authorize staff to
prepare a resolution to incorporate and adopt changes recommended by staff and Council for the 2026
Handbook.

Budget Impact

No direct budgetary impact is anticipated with an update to the Employee Handbook. Matters that could
require changes to budgeted projects, programs or benefits, will follow City policy and procedures at the
time they are considered for implementation.

Attachments

Exhibit A — Handbook Updates Summary
Exhibit B — Redlined Crest Hill Employee Handbook
Exhibit C — Insurance Opt-Out Waiver Comparison and Examples
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Presented for consideration September 2

City of Crest Hill Employee Handbook — DRAFT Updates 2026

The following summarizes all proposed changes for the Employee Handbook. The following overview includes
recommended policy updates based on prior feedback from City Council Work Sessions and staff research.
The overview also includes language from City labor attorney Melissa Wolf, of Storino, Ramello, & Durkin, and
previous labor attorney John Kelly, related to changes in State and Federal laws which have been enacted or
amended since the most recent Handbook update in January 2025. All proposed cleanup, such as
capitalization, renumbering, or punctuation corrections have been included in this summary and incorporated in
the redline version of the Handbook update.

Changes to Section 1 — General Provisions

Revisions add a number (1.8) to the “Gender” subsection, and specify that City Ordinance prevails over a
conflict in language of the Handbook.

Section Current Text Proposed Text Reason for Update
1.4 The rules, regulations, The rules, regulations, policies, Affirms that City Ordinance and
Application | policies, and practices and practices contained herein collective bargaining agreements
of Rules contained herein shall apply shall apply to all employees of take precedent over Handbook
to all employees of the City the City unless otherwise policies, reducing question over
unless otherwise provided by | provided by State statutes, local possible conflicting policies.
State statutes, local Ordinance, or collective
Ordinance, or collective bargaining agreement and does
bargaining agreement and not apply to elected or appointed
does not apply to elected or officials. In the case of a conflict
appointed officials. In the between the language in the
case of a conflict between the | Employee Handbook and a
language in the Employee collective bargaining agreement
Handbook and a collective or City ordinance, the collective
bargaining agreement, the bargaining agreement or City
collective bargaining ordinance shall prevail.
agreement shall prevail.
1.8 Gender | GENDER 1.8 GENDER Adds number to section title.
Whenever the male gender is | Whenever the male gender is
used in this handbook, it shall | used in this handbook, it shall be
be construed to include both | construed to include both males
males and females equally. and females equally.

Changes to Section 2 - Definitions

Revisions include minor grammatical changes but adds some new definitions and removes duplicate content
that is either covered elsewhere with a definition, or is no longer needed. Basic cleanup, such as capitalization,
renumbering, and punctuation corrections are not included in this summary but are included in the redline
version of the Handbook update.
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Section Current Text Proposed Text Reason for Update
Section 2 Unless otherwise defined within this | Adds a preface to section.
Definitions Employee Handbook, the following
terms shall have the following
meanings:
Section 2 Appointment: The Appointment: The selection of a Removes duplicative
Definitions selection of a person to a person to a full-time or part-time language.
full-time or part-time position on a regular or temporary
position on a regular or basis in the City service whe-isreta
temporary basis in the City presentemployee-of the City.
service who is not a present
employee of the City.
Section 2 City Code: The City of Crest Hill, Adds definition/reference
Definitions [llinois Code of Ordinances, as to City Code and
amended from time to time. ordinances.
Section 2 Compensation Plan: A CompensationPlan:—Ascheduleof This term may be deleted
Definitions schedule of pay ranges in sovrangesinheekbivvecldand because it is never
hourly, bi-weekly and srmuplizedratesferenchclass referenced again within the
annualized rates for each vekthiathe e roopsies: Handbook.
class within the City service.[
Section 2 Demotion: The movement of | Bemetion—Themovementofan Defined specifically within
Definitions an employee from a position | empleyeefrom-apesitieninone the Handbook on page 33.
in one class to a position in classtoapositioninanotherclass
another class having a lower | havingalowersalaryrangebecause
salary range because of of disciplinaryreasonsincapacityto
disciplinary reasons, perform-work-inefficiencyor
incapacity to perform work, unsatisfactory-work-performance by
inefficiency or unsatisfactory | reguesteftheemployee-orare-
work performance, by organization:
request of the employee or a
re-organization.
Section 2 Department: The term Department: Fheterm Removes duplicative
Definitions “department”, means a “departmentseansaA major language.
major operating functional operating functional unit of the City
unit of the City government. | government.
Section 2 Department Head: The term | Department Headhead: The term Removes duplicative
Definitions “Department Head” means “ z language.
the officially appointed head | officially appointed head of any
of any department or an department or an employee
employee appointed as appointed as “acting” head of any
“acting” head of any department.
department.
Section 2 FLSA: The Fair Labor FLSA: The Fair Labor Standards Act Legal recommends
Definitions Standards Act is a Federal act | is a Federalact federal law that clarification.

that establishes minimum
wages, overtime and other
labor standards including
position classification as
‘exempt’ or ‘nonexempt’.

establishes fundamental
employment protections, including
minimum wages, overtime pay and
other labor standards ineluding
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“nenexempt—for both full-time and

part-time workers.

Section 2 Non-Exempt Position: A Non-exempt position or employee: Legal recommendation,
Definitions classification that is entitled A classification that is entitled to removes capitalized
to overtime payment as overtime payment as established definition.
established under the FLSA under the FLSA or State wage and
or State wage and hour laws. | hour laws. Nen-exemptemployees”
Non-exempt employees’ pay | pay-iscaleulated-onan-hourly-basis:
is calculated on an hourly
basis.
Section 2 Personnel Officer: The Director of | Adds definition of term
Definitions Human Resources or such other | found throughout
individual designated by the City | Handbook.
Administrator.
Section 2 Protected Category: Those actual or | Adds Definition for
Definitions perceived characteristics of a person | Protected Category.

for which a person may not be
discriminated against under Federal,
State, and Local law. These include,
but are not limited to, a person’s:
race, color, religion, sex and gender,
pregnancy status, sexual orientation,
gender identity and expression,
national origin, ancestry, citizenship
status, preferred language or
language fluency, age (over 40 years
old), physical or mental disability,
military status, unfavorable
discharge from military service,
veteran status, genetic information,
marital status, arrest record, order of
protection status, persons who make
legitimate complaints (e.g.
retaliation, whistleblowing),
association with a person with a
disability or  handicap, work
authorization status, parental status,
family responsibilities, reproductive
health decisions, credit history, and

criminal _history, or any other
characteristic protected by
applicable law.

Reference: lllinois Human
Rights Act, 775 5/2-101, et
seq.

Section 3 — Recruitment and Employment
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Changes recommended by Legal include newly added references to the Equal Pay Act, updates to Equal
Employment Opportunity statement, clarifies position appointments are made in accordance with City
ordinance, defines temporary employees. The Section also relocates the Dress Code policy and combines the

former “Non-Uniformed Employees” section to a general Dress Code and Appearance policy. Finally, updates

include minor formatting revisions to Sections 3.4 and 3.10 and renumbers Sections 3.10-3.19.

Section Current Text Proposed Text Reason for Update
3.1 General Appointments to all positions shall | Appointments to all positions shall be | Legal revision.
Policy be solely on the basis of the | solely on the basis of the applicant’s or | Reference from Equal
applicant’s or employee’s | employee’s qualifications to perform | Pay Act, 820 ILCS
qualifications to perform the | the essential functions of the position, | 112/10(b-25)
essential functions of the position, | with or without reasonable
with or without reasonable | accommodation. These selection
accommodation. These selection | procedures enable the City to review
procedures enable the City to | applicant qualifications and suitability
review applicant qualifications | in a systematic approach.
and suitability in a systematic
approach. The City will not discriminate in the
hiring process based upon any
Protected Category.
Where employment opportunities are
advertised to external applicants:
o The job posting will include the
position’s pay range as well as a
general description of benefits and
other compensation.
o The City will announce, post,
or otherwise share opportunities for
promotion with all current employees
within 14 days of the external
announcement.
Any evidence that an applicant,
whether an internal applicant or one
from outside the City, falsified
information, made fraudulent
statements, or failed to provide all of
the required information may be
subject to discharge and/or
disqualified from consideration for
employment.
3.2 Equal It is the policy of the City that | It is the policy of the City that | Legal
Employment employment in City government | employment in City government shall | recommendations.
Opportunity shall be based on merit and | be based on merit and individual
Statement individual qualifications. No | qualifications. No discrimination shall
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3.2 Equal
Employment
Opportunity
Statement
(cont.)

discrimination shall be exercised
in any manner by a City official or
employee against or in favor of
any applicant for City employment
or employee because of political
or religious opinions or affiliations,
race, color, sex, age, national
origin, marital status, military or
veteran status, order of protection
status, genetic information,
disability, sexual orientation, or
other  protected status or
characteristic as established by
law. An applicant or employee
shall be considered solely on the
basis of qualifications, abilities,
skills and knowledge, with or

without reasonable
accommodation. Just and
equitable incentives and

conditions of employment are to
be maintained to promote
efficiency and economy in the
operation of City government.

The policy of Equal Employment
Opportunity applies to all policies
and procedures relating to
recruitment and hiring,
compensation, promotion,
benefits, termination and all other
terms  and conditions  of
employment. The City complies
with Federal and State equal
employment opportunity laws and
strives to keep the workplace free
from all forms of illegal
harassment.

The Personnel Officer has overall
responsibility for this policy and
maintains reporting and
monitoring procedures.
Employees’ questions or concerns
regarding this policy or violation
thereof, should be referred to the
Personnel Officer. Complaints are
investigated immediately and
handled as confidentially as

be exercised in any manner by a City
official or employee against or in favor
of any applicant for City employment
or employee because of political or
religious opinions or affiliations or any
other Protected Category+ace,<celer

established-bytaw. An applicant or

employee shall be considered solely on
the basis of qualifications, abilities,
skills and knowledge, with or without
reasonable accommodation. Just and
equitable incentives and conditions of
employment are to be maintained to
promote efficiency and economy in the
operation of City government. No
employee shall be penalized or
discriminated against for making
truthful disclosures regarding any
unlawful employment practices. The
City shall take no action to prevent
employee concerted activity to deal
with work-related issues.

The policy of Equal Employment
Opportunity applies to all policies and
procedures relating to recruitment and
hiring, compensation, promotion,
benefits, termination and all other
terms and conditions of employment.
The City complies with Federal and
State equal employment opportunity
laws and strives to keep the workplace
free from all forms of illegal
harassment. Should the City be
notified by any federal agency of any
discrepancy regarding an employee’s
individual _ taxpayer identification
number or any other identifying
document, the City will take no action
based on this notification and will
notify the employee of the
communication.
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possible. The City ensures that
employees following this
complaint procedure are
protected against retaliation.

Appropriate disciplinary action
will  be taken against any
employee violating this policy.

The Personnel Officer has overall
responsibility for this policy and
maintains reporting and monitoring
procedures. Employees’ questions or
concerns regarding this policy or
violation thereof, should be referred to
the Personnel Officer. Complaints are
investigated immediately and handled
as confidentially as possible. The City
ensures that employees following this
complaint procedure are protected
against retaliation. Appropriate
disciplinary action will be taken against
any employee violating this policy.

3.9
Appointments

The City Council shall approve all

full-time employees as
recommended by the hiring
Department Head, with the

exception of employees subject to
the Civil Service Commission and
Department Head appointments
which are otherwise provided by
Ordinance. Appointments of
Department Heads shall be made
by the Mayor with the advice and
consent of the City Council.

Employees are appointed in
accordance with the City Code.

Simplifies language;
Section 1.4
(Application of Rules)
specifies that City
Code prevails over
other policies,
including the
Handbook. City
Ordinances describe
the manner and
method of
appointments.

31063.11
Employee
Categories

3463.11
Employee
Categories

For payroll purposes, the City
maintains the following employee
categories:

Regular Full-Time Employee: An
employee that is routinely
scheduled to work a forty (40)
hour work week in a designated
job or as designated by collective
bargaining agreement.

Regular Part-Time Employee: An
employee that is routinely
scheduled to work less than a forty
(40) hour work week in a
designated job.

Temporary or Seasonal Employee:
An employee whose employment
is established for a period not to

For payroll purposes, the City
maintains the following employee
categories:

Regular Full-Time Employee: An
employee that is routinely scheduled
to work a forty (40) hour work week in
a designated job or as designated by
collective bargaining agreement.

Regular Part-Time Employee: An
employee that is routinely scheduled
to work less than a forty (40) hour work
week in a designated job.

Temporary or Seasonal Employee: An
employee that is hired on a temporary
basis for a specific period of time, such
as summer months and peak periods.
Temporary or seasonal employees may

Section heading
renumbered.
Language clarifies
temporary/seasonal
employee definition.
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(cont.) exceed 90 days or continued to a | work on a part-time or full-time basis.
total of 180 days. While they receive all legally mandated
benefits, they are not eligible for the
City’s benefit programs, unless
specifically included in the benefit
description. Temporary or Seasonal
employees can be considered exempt
or non-exempt under the FLSA.
Collective bargaining agreements may
include additional regulation and shall
be referenced.
3423.13 Employees are required to provide | Employees are required to provide | Language clarification.
Changes in current information to the City | current information to the City
Personal including, but not limited to, home | including, but not limited to, residence
Information address, home and cellular phone | address, residence telephone number,
numbers, driver’s license, | secondary employment, nhumber and
emergency contact information, | names of dependents, individuals to be
and for benefit purposes, | contacted in the event of an
dependents and beneficiaries. | emergency, changes in marital status,
Upon hiring, the employee must | and changes in banking and direct
complete an Emergency Contact | deposit information. Employees must
Form with contact information | inform the €ity-Personnel Officer on a
and submit it to the Personnel | timely basis of changes in personal
Officer. Employees must inform | information as stated herein.
the City on a timely basis of
changes in personal information
as stated herein.
3.15 Nen- All staff members must wear clothing | The City expects that all employees, | Combines Section 3.13
UYniformed suitable for a business environment | uniformed and non-uniformed, will | into related content;
Employees and appear neat and well-groomed at | present a professional image at all times | adds a summary of 3.13
Dress Code all times. It is critical that employees | when performing job tasks. Employees are | to beginning of 3.15;
F present a professional image when | todressina clean and professional manner | replaces detailed
A_earance serving the.public. Unless required to | that is. s.a.f(.a, appropriate to their job | language abOL.thefNeIry
Appearance wear a uniform, or addressed by a | responsibilities. All staff members must | and tattoos with simpler
collective  bargaining agreement | wear clothing suitable for a business | language (#8).
(CBA), dress is business casual | environment and appear neat and well-
Monday through Thursday. Unripped | groomed at all times. It is critical that
denim and athletic shoes may be | employees present a professional image
worn on designated  Fridays. | when serving the public. Unless required
Employees are expected to exercise | to wear a uniform, or addressed by a
good judgment when dressing for | collective bargaining agreement (CBA),
3.15 Nen- work. If there is a question about | dress is business casual Monday through
Uniformed whether something looks appropriate | Thursday. Unripped denim and athletic
and complies with this policy or if you | shoes may be worn on designated Fridays.
Employees have need of an exception to this | Employees are expected to exercise good
Dress Code

policy for religious or medical

judgment when dressing for work. If there
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Appearance
(cont.)

3.15 Nen-
Uniformed

Employees

Dress Code

reasons, consult your supervisor,
Department Director, or Human
Resources. Employees are expected
to be well groomed and dressed in a
manner suitable for their
responsibilities and positions.
Employees whose clothing is deemed
unacceptable may be sent home to
change and will not be paid for the
time not working to change clothing.

Below is a list of acceptable and
unacceptable business casual attire
(not all-inclusive).

Acceptable:
1. Approved City logo wear
2. Collared dress shirts, polos,

knit shirts, blouses, sweaters, jackets,
vests, collared shirts

3. Dress pants, chinos, capri
pants, skirts, dresses

4, Non-athletic casual or dress
shoes

Unacceptable:

1. Athletic type shoes such as
sneakers (except designated Fridays),
Crocs, or Tevas, shoes that pose a
potential safety risk, house slippers,
open toed non-dress shoes

2. Jeans (except designated
Fridays).
3. Shorts, pajamas, miniskirts

or mini dresses.

4. Leggings or lycra/spandex
clothing that is unprofessionally worn
(i.e. not covered to mid-thigh or
longer).

5. Shirts referencing alcohol,
drugs, or potentially offensive
graphics, political messaging, crop
tops, spaghetti straps, off the
shoulder, or tight/revealing clothing.

is a question about whether something
looks appropriate and complies with this
policy or if you have need of an exception
to this policy for religious or medical
reasons, consult your  supervisor,
Department Director, or Human
Resources. Employees are expected to be
well groomed and dressed in a manner
suitable for their responsibilities and
positions. Employees whose clothing is
deemed unacceptable may be sent home
to change and will not be paid for the time
not working to change clothing.

Below is a list of acceptable and
unacceptable business casual attire (not
all-inclusive).

Acceptable:
1. Approved City logo wear

2. Collared dress shirts, polos, knit shirts,
blouses, sweaters, jackets, vests,
collared shirts

3. Dress pants, chinos, capri pants, skirts,
dresses

4. Non-athletic casual or dress shoes

Unacceptable:

1. Athletic type shoes such as sneakers
(except designated Fridays), Crocs, or
Tevas, shoes that pose a potential
safety risk, house slippers, open toed
non-dress shoes

2. Jeans (except designated Fridays).

3. Shorts, pajamas, miniskirts or mini
dresses.

4. Leggings or lycra/spandex clothing that
is unprofessionally worn (i.e. not covered
to mid-thigh or longer).

5. Shirts referencing alcohol, drugs, or
potentially offensive graphics, political
messaging, crop tops, spaghetti straps,
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Appearance
(cont.)

3.15 Nen-
Uniformed

Employees

Dress Code

6. Clothing which is wrinkled,
faded, torn or tattered, or otherwise
presents an unkempt or unclean
appearance.

7. Excessive or potentially
offensive  tattoos (acceptable if
covered).

8. Body odor and poor personal
hygiene.
9. Excessive perfume, cologne,

and/or after shave lotion.

10. Hats (except for religious or
medical purposes or provided by the

city).

Due to the scope of work for
particular positions (Inspectors, etc.),
certain exceptions to this policy may
apply. Employees may also be
required to wear City authorized
uniforms and/or City issued safety
clothing. Departments are
responsible for communicating these
guidelines to their employees.
Uniform allowances are addressed by
current CBAs and/or Departmental
regulations.

Employees shall not wear a City
uniform into any business
establishment where the primary
purpose of the business is the selling
or furnishing of alcoholic beverages,
cannabis, or cannabis related
products unless in the performance of
duty and in accordance with
published standards of conduct.

All City logo wear remains the
property of the City and must be
returned to the City at the time of
termination of employment.

APPEARANCE:

¢ Authorized uniforms provided by the
City must be worn at all times during
scheduled working hours unless
otherwise indicated by the
Department/Division directive.

off the shoulder, or tight/revealing
clothing.

. Clothing which is wrinkled, faded, torn

or tattered, or otherwise presents an
unkempt or unclean appearance.

. Excessive or potentially offensive

tattoos (acceptable if covered).

. Jewelry or attire that poses a safety

risk.

. Body odor and poor personal hygiene.

10.Excessive perfume, cologne, and/or

after shave lotion.

11.Hats (except for religious or medical

purposes or provided by the city).

e Authorized uniforms provided by
the City must be worn at all times
during scheduled working hours
unless otherwise indicated by the
Department/Division  directive.
Uniform allowances are
addressed by current CBAs and/or
Departmental regulations. In no
circumstance shall an employee
be paid any compensation for
uniform allowance unused at the
end of the year or at the end of
the employee’s employment
relationship  with the City
(regardless of the reason).

e Employees shall not wear a City
uniform into any business
establishment where the primary
purpose of the business is the
selling or furnishing of alcoholic
beverages, cannabis, or cannabis
related products unless in the
performance of duty and in
accordance  with published
standards of conduct.

e Like all other personnel policies in
the Handbook, the City
Administrator may periodically
issue clarifications or
determinations regarding
interpretation of appearance
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Appearance
(cont.)

3.15 Nen-
Uniformed

Employees

Dress Code

Uniform allowances are addressed
by current CBAs and/or
Departmental regulations. In no
circumstance shall an employee be
paid any compensation for uniform
allowance unused at the end of the
year or at the end of the employee’s
employment relationship with the
City (regardless of the reason).

o Employees shall not wear a
City uniform into any business
establishment where the primary
purpose of the business is the selling
or furnishing of alcoholic beverages,
cannabis, or cannabis related
products unless in the performance of
duty and in accordance with
published standards of conduct.

o Like all other personnel
policies in the Handbook, the City
Administrator may periodically issue
clarifications  or  determinations
regarding interpretation of
appearance standards to ensure all
employees present a proper image to
the citizens of the community for
unique events or business reasons.

o Modifications or revisions to
the appearance policy will be
recommended by the City
Administrator for consideration by
the City Council.

. The City Administrator may
designate office workdays in which
staff will be assigned to perform tasks
consisting of organizing or moving
files, etc. where the typical clothing
standards would be relaxed for the
activity and may apply only to specific
staff.

. Employees are expected to
project a professional appearance
and ready to work that presents the
professional nature of the service and
interactions  expected of the
residents.

Enforcement

standards to ensure all employees
present a proper image to the
citizens of the community for
unique events or business
reasons.

e Modifications or revisions to the
appearance policy will be
recommended by the City
Administrator for consideration
by the City Council.

e The City Administrator may
designate office workdays in
which staff will be assigned to
perform tasks consisting of
organizing or moving files, etc.
where the typical clothing
standards would be relaxed for
the activity and may apply only to
specific staff.

e Employees are expected to project a
professional appearance and ready
to work that presents the
professional nature of the service
and interactions expected of the
residents.

e Department Heads are responsible
for monitoring the appearance of
their respective employees,
including advising employees of
proper clothing choices for the work
environment. The determination as
to what is acceptable appearance
shall be made by the City
Administrator or designee and shall
be final. If it is determined that an
employee is not in compliance with
City standards for appropriate
workplace appearance or violating
any safety guidelines, the employee
may be sent home (without pay
unless an employee is permitted to
use accrued benefit time) to
change. Additional disciplinary
action may be taken for repeated
violation of the dress code
standards.

Jewelryand Fattoos

10
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Appearance
(cont.)

3.15 Nen-
Uniformed

Employees

Dress Code

o Department Heads are
responsible for monitoring the
appearance of their respective
employees, including advising
employees of proper clothing choices
for the work environment. The
determination as to what s
acceptable appearance shall be made
by the City Administrator or designee
and shall be final. If it is determined
that an employee is not in compliance
with City standards for appropriate
workplace appearance or violating
any safety guidelines, the employee
may be sent home (without pay
unless an employee is permitted to
use accrued benefit time) to change.
Additional disciplinary action may be
taken for repeated violation of the
dress code standards.

Jewelry and Tattoos

The City permits employees to wear
appropriate jewelry and to display
tattoos at the workplace.
Department Heads and the Personnel
Officer will determine if jewelry or
tattoos may pose a conflict with the
employee’s job or work environment
subject to the following conditions:

a) Personal safety of self or
others, or damage to company
property.

b) Productivity or performance
expectations.

c) Offensiveness to co-workers,
customers, vendors or others in the
workplace based on racial, sexual,
religious, ethnic, or other
characteristics or attributes of a
sensitive or legally protected nature.

d) Corporate or societal norms.
e) Customer complaints.

If it is determined an employee’s
jewelry or tattoos may present such a

conflict, the employee will be
required to identify appropriate

11
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an options such as removal of excess or
Appearance offensive jewelry, covering of tattoos
(cont.) or other reasonable means to resolve

including termination.

the conflict. Failure to do so will result
in disciplinary action up to and

Section 4 — Hours of Work and Overtime

Proposed changes include clarifications for how employees are paid during break periods, paid for longevity,
and for overtime. Updates add a clarification regarding the timing of the City’s practice for employee merit
evaluations and add a reference to the lllinois Wage Payment and Collection Act.

Section Current Text Proposed Text Reason for Update
4.2 Work Day | Full-time employees | Full-time employees generally will be scheduled | The addition of
generally will be scheduled | for an eight and one-half (8 %) hour day, up to a | “/break” period
for an eight and one-half (8 | sixty (60) minute meal/break period. Although | clarifies Section 4.8
%) hour day, including a sixty | exceptions to the hoursHtength of the work day | below, where the
(60) minute meal period. | and meal period can be made upon the | 60 minutesisa
Exceptions to the length of | recommendation of the Department Head and | maximum for
the work day and meal period | the approval of the Personnel Officer for specific | break period, for
can be made upon the | job-related reasons, each Department must | an unpaid lunch
recommendation of the | prioritize the ability to effectively receive calls, | and paid breaks.
Department Head and the | meetings, and members of the public by | Changes also
approval of the Personnel | maintaining sufficient staff during all operating | specify that
Officer for specific job related | hours. The timing of meal periods is subject to | maintaining City
reasons. The timing of meal | the approval of the employee’s assigned | operation during
periods is subject to the | supervisor. This section should not be | business hoursis
approval of the employee’s | construed as a guarantee or limitation on the | the top priority.
assigned supervisor.  This | number of hours of work offered to employees
section should not be | on a daily or weekly basis.
construed as a guarantee or
limitation on the number of | ***
hours of work offered to
employees on a daily or
weekly basis.
¥k kk
4.3 Non-union employees’ | Non-union employees’ compensation may be | Clarifies current
Compensation | compensation may be | increased annually at a rate determined by the | established
and Salary increased annually at a rate | city council. All salary increases are subject to | practice, as of May
Increase determined by the city | budget availability and city council approval. | 1, 2026.
council. All salary increases | Additionally, non-union employees may be
are subject to budget | eligible to receive merit-based salary increases
availability and city council | based on merit evaluations, and are subject to

12
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approval. Additionally, non-
union employees may be
eligible to receive merit-
based salary increases based
on merit evaluations and are
subject to availability of funds
dedicated for merit increases
as part of an annual budget.

availability of funds dedicated for merit
increases as part of an annual budget.
Evaluations for employees hired prior to June 1,
2025 are completed prior to May 1, and
employees hired or promoted after June 1, 2025
have evaluations annually conducted in
accordance with their anniversary of their
selection _and appointment to their position.
Reclassification or changes made to a position
that do not fundamentally change the duties of
a role does not constitute a promotion or new
hire.

4.4 Longevity | As an incentive for | As an incentive for continuous service, the City | Clarifies how
Incentive continuous service, the City | of Crest Hill shall award longevity payment to | employees are
of Crest Hill shall award | employees with at least six (6) continuous years | paid longevity pay.
longevity payment to | of service. Longevity payment shall be divided
employees with at least six | by the number of pay periods for the year and
(6) continuous years of | included in each paycheck for employees who
service. Longevity payment | have completed the required number of years.
shall be included in each
paycheck for employees who | ***
have completed the required
number of years.
k k%
4.5 Pay Day Employees are paid bi-weekly | Employees are paid bi-weekly on every other | lllinois Wage
and Direct on every other Thursday. | Thursday. Each paycheck will include earnings | Payment and
Deposit Each paycheck will include | for all work performed through the end of that | Collection Act, 820

earnings for all work
performed through the end

of that payroll period
(including overtime).
In the event a regularly

scheduled payday falls on a
day off (e.g.,, a holiday),
employees will receive pay
on the last day of work before
the regularly scheduled

payday.

Employees are offered to
participate in the City’s direct

deposit program. Upon
completing a registration
form, the employee’s

paychecks are automatically

payroll period (including overtime).

In the event a regularly scheduled payday falls
on a day off (e.g., a holiday), employees will
receive pay on the last day of work before the
regularly scheduled payday.

Each _employee on the payroll will receive a
payroll advice form (pay stub) electronically
stating their pay, deductions, and accrued leave
balances as of the end of the pay period. An
employee may request a copy of their prior
payroll advice maintained by the City by
submitting a written request to Human
Resources or the Finance Director.

Employees are offered to participate in the
City’s direct deposit program. Upon completing
a registration form, the employee’s paychecks

ILCS 115/10(d).

13
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deposited into (a)
specified account(s).

pre-

are automatically deposited into (a) pre-

specified account(s).

4.6

Timekeeping
Procedures for
Non-Exempt
Employees

* %%

Employees are prohibited
from performing any “off-
the-clock” work. “Off-the-
clock” work means work
performed but not reported
on the time card. Any
employee who fails to report
or inaccurately reports any
hours worked will be subject
to disciplinary action, up to
and including termination.

It is the employee’s
responsibility to sign their
time record to certify the
accuracy of all time recorded.
The Department Head will
review and then initial the

time record before
submitting it for payroll
processing. In addition, if

corrections or modifications
are made to the time record,
both the employee and the
Department Head must verify
the accuracy of the changes
by initialing the time record.

* %%

Employees are prohibited from performing any
“off-the-clock” work.  “Off-the-clock” work
means work performed but not reported enthe
time-card. Any employee who fails to report or
inaccurately reports any hours worked will be
subject to disciplinary action, up to and
including termination.

It is the employee’s responsibility to sign their
time record to certify the accuracy of all time
recorded. The Department Head will review
and thenr—initial—the—time—record confirm
employee time records before submitting it for
payroll processing. H-addition-if-corrections-or
the-employeeand-the DepartmentHeadmust

6, 4l ‘4 initiali
the timerecord:

Clarifies and
removes
duplicative
language.

4.8 Break and
Lunch Meal
Periods

Each Department Head shall
establish reasonable lunch
periods and two (2) break
periods of no more than
fifteen (15) minutes each
during the workday and shall
arrange them in the most

appropriate manner for
maintaining  departmental
operations. Upon approval

from the Department Head,
employees may combine
their break periods with their
lunch period. Employees

Each Department Head shall establish a
reasonable luneh meal period of approximately
to thirty minutes but no less than twenty (20)
minutes and two (2) break periods of no more
than fifteen (15) minutes each during the
workday and shall arrange them in the most
appropriate manner for maintaining
departmental operations. Upon approval from
the Department Head, employees may combine
their break periods with their laneh meal period.
Employees shall not shorten the workday by use
of break time or lunch period. The two (2)
fifteen (15) minute break times are considered
paid working time and employees are

Clarifies current
practice and
removes
conflicting
language.
Employees are
unpaid for one (1)
30 minute lunch
break and paid for
up to two (2) 15
minute break
periods.

14
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shall not shorten the workday
by use of break time or lunch
period.

The two (2) fifteen (15)
minute break times are
considered paid working time
and employees are

considered to be available for
any assignment during any
break period.

considered to be available for any assignment
during any break period.

4.9 Overtime

Payment

When operating
requirements or other needs
cannot be met during the
regular workday, employees
may be required to work

beyond their regularly
scheduled hours. A
reasonable amount of

overtime, as defined by the
City, is a condition of
employment.

Overtime work must be
approved by the employee’s
Department Head prior to
the commencement of work.

Non-exempt employees are
entitled to overtime
compensation at the rate of
one and one-half (1 %) times
their regular straight time
hourly rate of pay for all
hours worked over forty (40).
Overtime shall be paid in
fifteen (15) minute
increments to non-exempt
employees. An employee’s
work schedule may be
adjusted by the City during a
workweek to avoid overtime.
Any adjustments will be
made in accordance with
applicable collective
bargaining agreements.

When operating requirements or other needs
cannot be met during the_employee’s regular
workday, employees may be required to work
beyond their regularly scheduled hours or
workdays. Areasonable amount of overtime, as
defined by the City, is a condition of
employment.

Overtime work must be approved by the
employee’s Department Head prior to the
commencement of work.

Non-exempt employees are entitled to
overtime compensation at the rate of one and
one-half (1 7%) times their regular straight time
hourly rate of pay for all hours worked over
forty (40). Overtime shall be paid in fifteen (15)
minute increments to non-exempt employees.
An employee’s work schedule may be adjusted
by the City during a workweek to avoid
overtime. Any adjustments will be made in
accordance  with applicable  collective
bargaining agreements.

All paid leave time shall be considered as hours
worked for overtime purposes, including sick
leave.

The following are examples of how the overtime
policy will be administered. In each example, all
paid leave time—including vacation, personal,
and sick leave—is counted as hours worked in
determining whether the forty (40) hour
overtime threshold has been exceeded, and
overtime is paid in fifteen (15) minute
increments at one and one-half (1 %) times the

regular rate:

To improve clarity,
replaced and
updated the
language in
examples for how
overtime is paid
and added charts.
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All paid leave time shall be a) If an employee works thirty-nine
considered as hours worked (39) hours from Monday to
for  overtime  purposes, Thursday, then takes an eight (8)
including sick leave. hour vacation day on Friday, his or
her thirty-nine (39) worked hours
and eight (8) hours of vacation total
The following are examples of forty-seven (47) hours, all of which
how the policy will be count _toward the  overtime
administered threshold. The employee will be
paid forty (40) hours at his straight-
a) If an er_nployee time rate and seven (7) hours at one
works thirty-nine and one-half (1 %) times the
f\iz)ndha(;urs fro:; employee’s regular rate.
Thursd ay, then Example Overtime with a Vacation Day
takes an eight (8) P ) ) )
hour  vacation | fetim I —
day on Friday’ he Hours Paid ST 40 ST
will be paid forty et o
(40) hours at
straight time pay b) An employee works sixteen (16)
and seven (7) regular hours Monday and Tuesday,
hours of then has Wednesday through
overtime Friday scheduled as vacation, but is
b) If an employee called out on Thursday evening and
works forty-six works seven (7) hours. The
(46) hours from employee’s sixteen (16) worked
Monday to hours and twenty-four (24) hours of
Thursday, then scheduled vacation (Wednesday
takes a vacation through Friday) equal forty (40)
on Friday, he will hours; the seven (7) call-out hours
be paid forty worked Thursday evening are
(40) hours at therefore paid as overtime. The
straight time pay, employee will be paid forty (40)
and fourteen hours at his straight-time rate
(14) hours at (including vacation) and seven (7)
time and a half hours at one and one-half (1 %)
(1%) for the times his regular rate.
forty-six (46) T T R T T T
hours, and eight Hors Woked sl | 7L z
(8) hours of s s
regular pay for Hours Paid OT 7or
the vacation c) An employee works a combined
time. thirty-two (32) hours for Monday
c) An employee and Tuesday, but only works three
works sixteen (3) hours on Wednesday and uses
(16) regular personal time to leave for the
hours Monday remainder of the day (five (5)
and Tuesday, hours), then works a combined
sixteen (16) hours on Thursday and
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then has
Wednesday

through  Friday
scheduled as
vacation, but is
called out on

Thursday

evening and
works seven (7)
hours. The

employee will be
paid forty (40)
hours regular pay
(including

vacation) and
seven (7) hours

overtime.
An employee
works a

combined thirty-
two (32) hours
for Monday and
Tuesday, but only
works three (3)
hours on
Wednesday and
uses personal
time to leave for
the remainder of
the day (five (5)

hours), then
works a
combined

sixteen (16)
hours on
Thursday and
Friday. The

employee will be
paid forty (40)
hours regular pay
(including five (5)
hours personal
time) and sixteen
(16) hours
overtime.

Exempt employees are
not eligible for overtime.

Example

Friday. The employee's fifty-one
(51) worked hours and five (5)
hours of personal time total fifty-six
(56) hours. The employee will be
paid forty (40) hours at his straight-
time rate (including five (5) hours of
personal time) and sixteen (16)
hours at one and one-half (1 %)
times his regular rate.

Qvertime with a Vacation Day

Days of Week

Sun | Mon | Tues | Wed | Thurs. | Fri Sat | Total Hours

Hours Worked

16 16 3 8 8 51

Benefit Time

5 5

Total Hours Paid

56

Hours Paid ST

40 ST

Hours Paid OT

1601

Exempt employees are not eligible for overtime.
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Section 5 — Employee Conduct

Updates include additions to the Employee Code of Conduct (5.2), incorporates elements of a recently adopted
City Council policy applicable to City staff, into Confidentiality Policy (5.7). Changes also add a procedure for
external resource for harassment reporting in Section 5.4.

Section Current Text Proposed Text Reason for Update
5.2 Employee It is the policy of the City of Crest Hill | It is the policy of the City of Crest Hill | Provides clarity to list
Code of to conduct its business activities and | to conduct its business activities and | of violations that may
Conduct transactions with the highest level of | transactions with the highest level of | lead to discipline,

integrity and ethical standards and in
accordance with applicable laws and
regulations. All employees must
conduct themselves accordingly and
seek to avoid even the appearance
of improper behavior. Employees
are expected to treat their co-
workers as well as residents,
vendors, and visitors with respect
and dignity.

Certain actions are inappropriate in
the work setting. Listed below are
some of the behaviors that are not
appropriate. This is by no means an
all-inclusive list. This list s
illustrative rather than exhaustive
and management reserves the right
to decide upon appropriate
disciplinary action for breaches of
conduct. Violation of these
standards will result in disciplinary
action up to and including
termination of employment.

e Activities prohibited by State and
Federal statutes or City
Ordinances.

e Failure to meet prescribed
standards of work.

e Unapproved absenteeism or
tardiness.

integrity and ethical standards and in
accordance with applicable laws and
regulations. All employees must
conduct themselves accordingly and
seek to avoid even the appearance
of improper behavior. Employees
are expected to treat their co-
workers as well as residents,
vendors, and visitors with respect
and dignity.

Certain actions are inappropriate in
the work setting. Listed below are
some of the behaviors that are not
appropriate. This is by no means an
all-inclusive list. This list s
illustrative rather than exhaustive
and management reserves the right
to decide upon appropriate
disciplinary action for breaches of
conduct. Violation of these
standards will result in disciplinary
action up to and including
termination of employment.

° Activities prohibited by State
and Federal statutes or City

Ordinances.

° Failure to meet prescribed
standards of work.

. Unapproved absenteeism or
tardiness.

) Threatening, intimidating, or
coercing another employee or
member of the public.

adds conduct
examples typical for
inclusion in employee
handbooks. Including
these in writing
provides necessary
support for
addressing unwanted
conduct when or if it
occurs.

1
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e Threatening, intimidating, or

coercing another employee or e  Willful destruction or damage
member of the public. to City property or the
property of a fellow
o Willful destruction or damage to employee.
City property or the property of a
fellow e Dishonesty, including
employee. falsification of City records.

e Dishonesty, including falsification | ®  Insubordination or refusal to

of City records. follow a direct lawful order.
e Insubordination or refusal to e  Sleeping during work hours
follow a direct lawful order. (except during sleeping time
for employees on a 24-hour
o Sleeping during work hours or shift) or leaving work without
leaving work without permission. permission.

e Theft or unauthorized possession | ®  Theft or unauthorized

of City property, the property of a possession, use or removal of
fellow employee, or resident’s City property, the property of a
property. fellow employee, or resident’s
property, whether on or off
e Acceptance of any consideration duty and regardless of value.
from a third party intended to
inappropriately influence the e  Acceptance of any
employee in the performance of consideration from a third
his duties. party intended to
inappropriately influence the
e Use of official position for employee in the performance
personal advantage. of his duties.
e Intoxication during working e  Use of official position for
hours, or while on call, including personal advantage.

bringing intoxicating beverages,
marijuana, and illegal substances | ®  Possession, use, or distribution

on City property; the consuming of alcohol or drugs on City
of the same on City property or property or during working
any other violation of the City’s hours.

Substance Abuse Policy.
° Possession or use of illegal

e Violation of City safety rules. substances at any time,
whether on or off City
e Being found guilty of a crime that property.

brings discredit to the City or

hinders the employee’s ability to | ®  Reporting to work or working
satisfactorily perform the under the influence of alcohol

or drugs or any other violation

19
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essential duties and functions of
his position.

e Discussion of confidential City
business with unauthorized
persons.

e Misuse or illegal use of City
telephones, computer privileges,
or equipment.

o Refusal to cooperate in an
officially sanctioned
investigation.

e Violation of the City’s policies and
procedures as set forth in the
Employee Handbook.

Employees have a duty to report
behavior, misconduct, or activity
that may be inconsistent with
policies outlined in the Employee
Handbook, illegal, or perceived to be
inconsistent or illegal to their
supervisors, Department Head,
Personnel Officer, or City
Administrator. Employees should
exercise good judgement in
determining to whom misconduct
should be reported based on the
perceived seriousness of the alleged
behavior, misconduct, or activity.
Additionally, employees have a duty
to cooperate and comply with
internal and external investigations
regarding any violations of City
policy or the Employee Handbook.

of the City’s Substance Abuse
Policy.

Driving a City vehicle under the
influence of drugs or alcohol.

Violation of City safety rules or
policies.

Being found guilty of a crime
that brings discredit to the City
or hinders the employee’s
ability to satisfactorily perform
the essential duties and
functions of his position.

Gambling on City property.

Claiming sick or other leave
under false pretenses.

Overstaying scheduled rest or
lunch periods or taking
excessive breaks.

Failing to maintain satisfactory
or proper standards of dress,
grooming, and cleanliness.

Use of foul or inappropriate
language toward any employee

or the public.

Discussion of confidential City
business with unauthorized
persons.

Misuse or illegal use of City
telephones, computer
privileges, or equipment.

Sexually or otherwise harassing
another employee or member

of the public.

Discriminating against another
employee or member of the
public on the basis of a
Protected Category.
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° Being in unauthorized areas of
City facilities.

e  Refusal to cooperate in an
officially sanctioned
investigation.

e  Violation of the City’s policies
and procedures as set forth in
the Employee Handbook.

Employees have a duty to report
behavior, misconduct, or activity
that may be inconsistent with
policies outlined in the Employee
Handbook, illegal, or perceived to be
inconsistent or illegal to their
supervisors, Department Head,

Personnel Officer, or City
Administrator. Employees should
exercise good judgement in

determining to whom misconduct
should be reported based on the
perceived seriousness of the alleged
behavior, misconduct, or activity.
Additionally, employees have a duty
to cooperate and comply with
internal and external investigations
regarding any violations of City
policy or the Employee Handbook.

5.4
Harassment,
Discrimination,
Retaliation
Prevention
Policy

The City of Crest Hill prohibits
harassment,  discrimination, or
retaliation against claims of such in
its entirety.

%k %k %

An employee who is suddenly
transferred to a lower paying job or
passed over for a promotion after
filing a complaint with IDHR or EEQOC,
may file a retaliation charge with the
appropriate body (such retaliation
charges are due within 300 days of
the alleged retaliatory action).

The City of Crest Hill prohibits
harassment,  discrimination, or
retaliation against claims of such in
its entirety.

* %k ¥

An employee who is suddenly
transferred to a lower paying job or
passed over for a promotion after
filing a complaint with IDHR or EEQOC,
may file a retaliation charge with the
appropriate body {such—retatiation

I ithin_300 ‘
I | . ion).

%k %k x

Legal
recommendation
adds procedure for
external resource and
moves the 300 day
reporting period to
the added section.
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External Procedures for Filing a
Complaint  of Harassment or
Discrimination

The City hopes that any incident of
harassment, discrimination or
retaliation can be resolved through
the internal process outlined above.
All_employees, however, have the
right to file formal charges with the
lllinois Department of Human Rights
(IDHR) and/or the United States
Equal Employment  Opportunity
Commission (EEOC). A charge with
IDHR must be filed within 2 years of
the incident. A charge with the EEOC
must be filed within 300 days of the
incident.

The IDHR may be contacted as
follows:
CHICAGO (312) 814-6200

TTY (866) 740-3953

The EEOC can be contacted as
follows:

CHICAGO
1TY

(312) 872-9744
(800) 669-6820

5.7
Confidentiality
Policy

The public, employees, and other
parties with whom the City does
business entrust the City with
important information relating to
their businesses and personal
situations. It is the City’s policy that
all information considered
confidential will not be disclosed to
external parties except as pursuant
to judicial proceedings, legal
requirements, or the lllinois
Freedom of Information Act (FOIA).
Employees must not release or share
confidential information that may be
subject to Federal and State laws,
such as the Health Insurance
Portability and Accountability Act
(HIPAA) and the State of lllinois
Identity Protection Act that protects

The public, employees, and other
parties with whom the City does
business entrust the City with
important information relating to
their businesses and personal
situations. It is the City’s policy that
all information considered
confidential will not be disclosed to
external parties except as pursuant
to judicial proceedings, legal
requirements, or the lllinois
Freedom of Information Act (FOIA).
Employees must not release or share
confidential information that may be
subject to Federal and State laws,
such as the Health |Insurance
Portability and Accountability Act
(HIPAA) and the State of lllinois
Identity Protection Act that protects

Adds a provision
applicable to
employees that
attend closed session
meetings. The
provision closely
mirrors the
Confidentiality Policy
approved by City
Council in summer
2026.
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the wusage of Social Security
numbers.

This policy is intended to alert
employees to the need for discretion
at all times and is not intended to
inhibit normal business
communications. All inquiries from
the media must be referred to the
employee’s Department Head. If
there is a question of whether
certain information is considered
confidential, the employee should
first check with his immediate
supervisor. Questions related to the
FOIA should be addressed to the
City’s FOIA officer(s).

the wusage of Social Security
numbers.

This policy is intended to alert
employees to the need for discretion
at all times and is not intended to
inhibit normal business
communications. All inquiries from
the media must be referred to the
employee’s Department Head. If
there is a question of whether
certain information is considered
confidential, the employee should
first check with his immediate
supervisor. Questions related to the
FOIA should be addressed to the
City’s FOIA officer(s).

Employees who attend closed
session meetings of the City Council
must maintain the confidentiality of
all closed-session information and
may not disclose such information to
anyone outside the closed-session

meeting or beyond those elected

officials and staff included in

confidential communications,

including attorney-client

communications.

Section 7 — Insurance and Other Employee Benefits

Updates include revision of Employee Assistance Program (EAP) contact information (7.9). Changes also
include the addition of language related to the Illinois Transportation Benefits Program Act, 820 ILCS 63 (7.11), and

adds a provision referencing a “Health Insurance Opt-Out Incentive” program (7.12). The inclusion of the language does
not require the City to provide this benefit. If the City does move forward, the provision permits the City to establish and
follow a policy if such a benefit program is approved and budgeted.

7.9 Employee
Assistance
Program

The City of Crest Hill recognizes that
from time to time employees and
their dependents (including children
up to age 26) may need a little help
coping or figuring out what to do.
The City provides an assistance
program to help address life issues
such as:

The City of Crest Hill recognizes that
from time to time employees and their
dependents (including children up to
age 26) may need a little help coping or
figuring out what to do. The City
provides an assistance program to help
address life issues such as:

The City has
changed its
Employee
Assistance

Program provider

as part of our
benefits

cooperative. This
information has

been updated.
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a) Depression, grief, loss and
emotional well-being
b) Family, marital, and other
relationship issues
c) Life  improvement, goal
setting

d) Addictions including drug
and alcohol use
e) Stress or anxiety at work or
home

The Employee Assistance Program
(EAP) is available to employees and
their dependents 24 hours a day, 7
days a week, 365 days a year. Each
employee is entitled to 3 private
sessions (per event) with a licensed
counselor. There is no charge for
these services and sessions are
confidential. Employees can call

1-800-327-1833 or visit
www.workhealthlife.com/Standard3.
Employees are encouraged to speak
with the Personnel Officer for more
information.

a) Depression, grief, loss and
emotional well-being

b) Family, marital, and other
relationship issues

c) Life improvement, goal setting

d) Addictions including drug and
alcohol use

e) Stress or anxiety at work or
home

The Employee Assistance Program
(EAP) is available to employees and
their dependents 24 hours a day, 7 days
a_week, 365 days a year. Each
employee is entitled to several sessions
(per event) with a licensed counselor.
There is no charge for these services
and sessions __are _ confidential.
Employees can call 833.806.8722, visit
https://www.compsych.com/guidance-
resources/ or download the
“GuidanceNow” app. Employees are
encouraged to speak with the
Personnel Officer for more information.

Scan for more
resources E -H

7.11 lllinois

Transportation
Benefits

Account

No current language.

The City supports environmentally
friendly commuting options and the
well-being  of our employees. In
accordance with the lllinois
Transportation Benefits Program Act
(820 ILCS 63), the City offers employees
access to a pre-tax Transportation
Benefit Account to allow employees to
set aside up to $340 per month to pay
for transit passes on regional providers
such as Metra, Pace, and CTA. For more
information, employees should contact
Human Resources.

Added due to the
passage of the
lllinois
Transportation
Benefits Program
Act, 820 ILCS 63.
The amount of
$340 is dictated by
IRC Section 132 (f).
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7.12 Health

Insurance Opt
Out Policy

No current language.

In_accordance with the administrative
policy established by the City
Administrator, regular full-time
employees may be eligible to
participate _in _the City’s Health
Insurance Opt-Out Incentive, which
provides an annual incentive payment
to eligible employees who decline the
City’s health insurance plan and obtain
health insurance coverage through
another source. Employees should
speak with the Personnel Officer for
more information.

Although the
implementation of
this program is
subject to
approval, the
addition of this
language allows
the possibility of
such a program
and references the
established policy
for an employee
benefit opt-out
program.

Section 8 — Holidays, Vacation & Leaves of Absence

Changes include addition of provisions from a variety of State of lllinois Acts, including the lllinois Child
Extended Bereavement Leave Act, and Blood and Organ Donation Leave Act. Additionally, laws changed
related to the Pregnancy Discrimination Act amendment to Title VIl of the Civil Rights Act of 1964 and the
lllinois Pregnancy Discrimination Law, and these are reflected in the proposed changes. A substantial portion
of the laws cited in the Handbook’s existing language about Military Leave and Military Honors/Funeral Leave,
have been repealed by PA 100-1101 — ISERRA and by PA 100-1101, and the proposed language reflects
current law and procedures. Section 8 also reordered the listed holidays (8.1) and clarifies the issuance of sick
days for new employees (8.4).

8.1 Holidays

The following shall be general
holidays for City employees. Only
regular full-time employees shall be
entitled to paid holidays. Regular
part-time and temporary
employees shall only receive pay if
they are required to work on the
holiday.

%k %k

The following shall be general
holidays for City employees.
These holidays are subject to
change by action of the City
Council. Only regular full-time
employees shall be entitled to
paid holidays. Regular part-time
and temporary employees shall
only receive pay if they are
required to work on the holiday.

* k%

Added sentence related
to annual approval of an
observed holiday
schedule.

8.4 Sick Leave

Sick leave hours shall be credited
on the 1st of each month to all full-
time regular employees at the rate
of eight (8) hours per month
beginning on the first of full month
of employment. Personal time may
be used in place of sick time until it
is accrued. Sick hours may be
carried forward to the following

Sick leave hours shall be credited
on the 1st of each month to all
full-time regular employees at
the rate of eight (8) hours per
month. New full-time regular
employees are issued 8 hours of
sick leave beginning on the first
of the month, following their first

30 days. Personal leave hours

The language has been
revised to reduce
confusion by clearly
stating current practice.
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year up to a maximum of one
thousand one hundred twenty
(1,120). Accrued sick leave will
carry over if employees change
positions within the City as long as
there is no break in service longer
than thirty (30) days.

may be used in place of sick hours
until accrued. Sick hours may be
carried forward to the following
year up to a maximum of one
thousand one hundred twenty
(1,120). Accrued sick leave will
carry over if employees change
positions within the City as long
as there is no break in service
longer than thirty (30) days.

8.6 Emergency /
Bereavement

%k k%

Employers may require
documentation to verify the
necessity of the leave. Child

bereavement leave may not be
taken in addition to unpaid leave
permitted under the Family and
Medical Leave Act, 29 U.S.C. 2601
et seq. (FMLA), and may not exceed
unpaid leave time allowed under
that law (FMLA).

* k¥

Employers may require
documentation to verify the
necessity of the leave. Child
bereavement leave may not be
taken in addition to unpaid leave
permitted under the Family and
Medical Leave Act, 29 U.S.C.
2601 et seq. (FMLA), and may
not exceed unpaid leave time
allowed under that law (FMLA).

In_accordance with the lllinois
Child Extended Bereavement
Leave Act, full-time employees
are entitled to use a maximum of
6 _weeks of unpaid leave if the
employee experiences the loss of
a_child by suicide or homicide
(“CEBLA Leave”). CEBLA Leave
may be taken in a single
continuous period or
intermittently in _increments of
no less than 4 hours, but CEBLA
leave must be completed within
one year after the employee
notifies the City of the loss. An
employee may choose, but is not
required, to substitute any paid
leave time an employer provides
for time taken for CEBLA Leave.
Employees must provide
reasonable advance notice of the
employee's intention to take
leave, unless providing such
notice is not reasonable and
practicable. The City may require

Adds provision related to
the Illinois Child Extended
Bereavement Leave Act,
available to full time
employees. For
employers with 50-249
employees, the permitted
leave time is up to 6
weeks. (820 ILCS156)
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employees to submit reasonable
documentation supporting their
leave. This policy does not create
a right for an employee to take
unpaid leave that exceeds the
unpaid leave time allowed under,
or_is in addition to the unpaid
leave time permitted by, the
FMLA.

An_employee who uses CEBLA
Leave because of the death of
child may not take leave under
the Child Bereavement Leave Act
because of the death of the same
child.

8.10 Military
Leave

The following procedures and
guidelines will apply to employees
who serve in the United States
Uniformed Services and who are
absent due to active military
service or training. This
policy/procedure also clarifies the
continuation of benefits and
compensation during the period of
leave.

Uniformed Services Employment
and Reemployment Rights Act
(USERRA)

Military Leave of Absence will
conform to the Uniformed Services
Employment and Reemployment
Rights Act of 1994 (USERRA). All
employees who serve are covered
by the Uniformed Services
Employment and Reemployment
Act (USERRRA) whether full-time or
part-time.

An employee who is required to be
absent from work because of
service in the uniformed services of
the United States will be granted a
leave of absence. This includes
voluntary or involuntary active
duty, active duty training, inactive

City employees who are
members of the uniformed or
military services receive
extended employment rights as
set forth in the lllinois Services
Employment and Reemployment
Rights Act (ISERRA) (330 ILCS
61/1-1 et seq.), the Uniformed
Services Employment and
Reemployment Rights Act
(USERRA) (38 USCA 4301, et seq.)
and all other applicable state and
federal laws. This policy is not
intended to grant any rights or
impose any responsibilities in
excess of those contained in
state and federal law.

If an employee needs leave for
uniformed or military service, the
employee must provide notice to
their Department Head and
Human Resources, along with a
copy of their orders for service,
as soon as they become aware of
their need for leave. The City will
provide leave for uniformed or

military service in accordance

with the requirements of state

and federal law. An employee

may, but is not required to, use

accrued leave in conjunction with

A substantial portion of
the laws cited in existing
language has been
repealed by PA 100-1101
— ISERRA and by PA 100-
1101. Replacement
language follows current
laws and procedures.
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duty training, full-time National
Guard duty or absence for
examination to determine fitness
for these types of duty.

If an employee is called or
volunteers for such military service,
he will need to notify the Personnel
Officer as soon as possible prior to
commencement of the leave.

Military Leave by Type and
Corresponding Pay and Benefits:

Leave Due to Mobilization by
Presidential Order

In accordance with the Local
Government Employees Benefits
Continuation Act (50 ILCS 140/1),
full and part-time employees who
are members of any reserve
component of the United States
Armed Forces, including the lllinois
National Guard, are entitled to
leave and differential pay. This
becomes effective when the
employee is mobilized to active
duty by an order from the President
of the United States and only for
the duration of his active military
service.

1. Differential pay is defined
as the difference between an
employee’s pre-service regular pay
and the employee’s military base
pay when the regular pay is the
higher of the two. In cases where
the military base pay is higher than
the employee’s regular pay, no
differential will be paid.

2. Health insurance and any
other benefits that the employee
was receiving at the time of
mobilization will continue during
this leave period as well.

periods of paid and unpaid active
service.

During periods of uniformed or
military leave, the City's health-
plan benefits will continue in
accordance with state and
federal law. For periods of leave
for active duty, the City will
continue to pay the employer's
share of the full premium and
administrative costs related to
the continuation of health-plan
benefits.

During periods of military leave
for _annual training or orders in
lieu of annual training,
employees continue to receive
full concurrent compensation for
up to 30 calendar days per year.
Employees who have exhausted
concurrent _compensation  for
annual _training  may receive
differential _pay for annual
training, as set forth and limited

by law.

During periods of leave for active
service, employees receive
differential compensation,
meaning pay due when the
employee's rate of compensation
for military service is less than
their daily rate of compensation
as a public employee. In the case
of differential pay, the employee
will  receive  their  regular
compensation _as a  public
employee minus the amount of
base pay for active service.
Differential compensation is only
provided for paid active service
and excludes periods of unpaid
active service such as travel, rest
periods, and other service where
the employee does not receive
pay from the military. Employees
may elect, but are not required,
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3. Employees mobilized by
order of the President must submit
copies of the orders and
documentation of military base
salary prior to deployment, if
possible.

Leave Due to Annual Training

In accordance with the Military
Leave of Absence Act (5 ILCS
325/1), full-time employees who
are members of any reserve
component of the United States
Armed Forces or |lllinois State
Militia are entitled to leave and full
pay to attend annual training. The
employee’s seniority and other
benefits shall continue to accrue
during this leave period. Part-time
employees are provided leave but
will not receive pay.

Leave Due to Basic Training

Full-time employees who are
members of the aforementioned
Military Services are entitled to
leave and to differential pay to
attend basic training. The
employee’s seniority and other
benefits shall continue to accrue.
Part-time employees are granted
leave but no pay to attend basic
training.

Procedures for Differential Pay and
Benefit Continuation

Differential pay will be paid to the
employee in the form of a 1099.
Differential payments are not
subject to FUTA, FICA or income
taxes. In accordance with the
Public Employee Armed Services
Rights Act (5 ILCS 330/1), vacation
and sick time will continue to
accrue while the employee is on
leave. Any benefits the employee
had before taking leave are

to use accrued leave with pay in
lieu of differential compensation
during any period of military
leave.

Differential compensation for
voluntary active service is limited
to 60 workdays in a calendar
year. After an employee is absent
from  employment for a
consecutive 3-year period while
performing  voluntary active
service, the employee shall no
longer receive differential
compensation. Such an
employee must return to work
for more than 90 calendar days in
order to again be eligible

differential pay.
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preserved as well. Health
insurance premiums may be
deducted from the differential
payments. In the event there is no
deduction made for health
insurance premiums, the employee
is responsible for remitting
payment to the City for monthly
premiums.

Procedures for Reporting Back to
Work

In accordance with the Uniformed
Services Employment and
Reemployment Act (USERRA),
employees must adhere to the
following procedures in reporting
back to work after the military
assignment is completed:

Service of 1 - 30 days: The
employee must report to work on
the next scheduled work day
following completion of service,
safe travel home from the military
duty location, and an eight (8) hour
rest period.

Service of 31 — 180 days: The
employee must request
reinstatement no later than
fourteen (14) days after completion
of the military service.

Service of 181 or more days: The
employee must request
reinstatement no later than ninety
(90) days after completion of the
military service.

The City reserves the right to
request documentation for military
leaves of absence in excess of
thirty-one (31) days. If the
employee fails to report to work or
request reinstatement  Family
within the required time limits, he
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may be subject to the City's
unexcused absences procedure.

8.11 Family
Military Leave /
Funeral Honors
Leave

In accordance with the Military
Leave Act (820 ILCS 151/1), the City
will grant up to thirty (30) days of
unpaid leave to the spouse or
parents of a soldier called to active
military duty for more than thirty
(30) days. The City will require
certification from the proper
military  authority to  verify
employee eligibility for family
military leave.

Family military leave is unpaid.
Before taking unpaid family military
leave, employees must exhaust all
accrued vacation leave, personal
leave, compensatory leave, and any
other applicable leave, except sick
leave and disability. During unpaid
family military leave, employees
may continue their benefits at the
expense of the employee.

Employees who take family military
leave will be reinstated to the same
position or a position with the same
seniority, status, benefits, pay and
other terms and conditions of
employment.  The City is not
required to reinstate employees if
they are not reinstated because of
conditions that are not related to
taking family military leave.

The City will not interfere with,
restrain, or deny employees’ rights
to family military leave. The City
will not discipline, or in any manner
discriminate against employees
who take family military leave.

Employees must give the City at
least fourteen (14) days’ notice of
the date they intend to start taking
family military leave of five (5) or
more consecutive work days. To

In accordance with the Family
Military Leave Act (820 ILCS
151/1), the City will grant up to
thirty (30) days of unpaid leave to
the spouse or parents of a soldier
called to active military duty for
more than thirty (30) days. The
City will require certification
from the proper military
authority to verify employee
eligibility for family military
leave.

Family military leave is unpaid.
Before taking wunpaid family
military leave, employees must
exhaust all accrued vacation
leave, personal leave,
compensatory leave, and any
other applicable leave, except
sick leave and disability. During
unpaid family military leave,
employees may continue their
benefits at the expense of the
employee.

Employees who take family
military leave will be reinstated
to the same position or a position
with the same seniority, status,
benefits, pay and other terms
and conditions of employment.
The City is not required to
reinstate employees if they are
not reinstated because of
conditions that are not related to
taking family military leave.

The City will not interfere with,
restrain, or deny employees’
rights to family military leave.
The City will not discipline, or in
any manner discriminate against
employees who take family
military leave.

Updates language to

adopt current laws; adds

language related to

participation in military

funeral honors.
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the extent possible, employees
must consult with the City to
schedule the leave so as to not
unduly disrupt  the City’s
operations. Employees taking
family military leave of less than
five (5) consecutive days must give
the City as much advanced notice
as practicable.

Employees must give the City at
least fourteen (14) days’ notice of
the date they intend to start
taking family military leave of five
(5) or more consecutive work
days. To the extent possible,
employees must consult with the
City to schedule the leave so as to
not unduly disrupt the City’s
operations. Employees taking
family military leave of less than
five (5) consecutive days must
give the City as much advanced
notice as practicable.

The City shall grant at least eight
(8) hours of paid leave per month
up to a total of forty (40) hours in
a_calendar year to allow an
employee who is specifically
trained to participate in funeral
honors details for veterans to
participate in these details. This
leave shall not diminish or reduce
in_any way the employee’s
accrued  paid  leave. Any
employee requesting this leave
shall provide the City with
evidence of their training and
reasonable notice and
documentation for the need for
the leave.

8.12 Victims’
Economic
Security and
Safety Act
(VESSA)

In accordance with the lllinois
Victims’ Economic Security and
Safety Act (820 ILCS 180/1), known
as VESSA, an employee is entitled
to up to twelve (12) weeks of
unpaid leave per year, and/or
reasonable accommodation for one
of the following reasons:

%k %k

In accordance with the lllinois
Victims’ Economic Security and
Safety Act (820 ILCS 180/1),
known as VESSA, an employee is
entitled to up to twelve (12)
weeks of unpaid leave per year,
and/or reasonable
accommodation for one of the
following reasons:

* k¥

The City shall not discriminate
nor take any disciplinary action
against an employee who uses a
City-provided electronic devices,

Adds provision that
specifies no
discrimination or
discipline for an
employee that uses City
equipment to record
instances of violence.
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including laptops or cell phones,
to record instances of domestic,
sexual, or gender violence.

8.16 Blood
Donation Leave
Act

In accordance with the Employee
Blood Donation Leave Act (820 ILCS
149/1), employees may be granted
up to one (1) hour of paid leave
every fifty-six (56) days to donate
blood. The employee must have his
time off approved by his supervisor
in advance and provide verification
of the donation upon request.

Full-time employees may receive
up to one hour of paid leave
every 56 days to donate blood.

Full-time and part-time
employees may receive up to ten
days of paid leave in any 12-
month period to donate tissue
such as organs, skin, bone, etc. to
a_living donor. For part-time
employees, leave will be paid
based on the employee’s daily
average pay during the previous
two months of employment.

An employee must have been
employed by the City for at least
six months to receive leave under
this Section. Employees may
take leave only after obtaining
approval from their Department
Head. The City may require
employees to submit reasonable
documentation supporting their
leave.

Updates section in
accordance with the
Employee Blood Donation
Leave Act (820 ILCS
149/1) and specifies the
terms and approvals
required for employee
use of the policy.

8.17 Workers
Compensation

%k %k %

Transitional Duty

A Transitional Duty
program may be valuable
in the rehabilitation of
injured employees and may
potentially reduce workers’
compensation costs. The
purpose of establishing a
Transitional Duty program
is to provide temporary
work for employees who
are temporarily disabled
and cannot be assigned to
regular work duties but are
able to perform another
types of production work.
The duties to be performed

* %k ¥

Transitional (Light) Duty

A transitional or light duty
pregram—assignment may be

valuable in the rehabilitation of

injured employees and may
potentially reduce workers’
compensation  costs. The
purpose of establishing a
transitional duty sregrata
assighnment is to  provide

temporary work for employees
who_have been injured during
work and are temporarily
disabled and cannot be assigned
to regular work duties but are
able to perform another types of
production work. The duties to

Makes clarifications to
Transitional/Light Duty
provisions.
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by the employee will
consist of bona fide work
that will be limited in

duration and is intended
for employees who are
expected to return to full
duty in the near future.
The City is not obligated to
provide Transitional Duty
assignments.

be performed by the employee
will consist of bona fide work that
will be limited in duration and is
intended for employees who are
expected to return to full duty in
the near future. The City is not
obligated to provide transitional
duty assignments and employees
will only be assigned transitional
duty assignments when the City
Administrator determines that
the need exists, and only as long
as such need exists.

8.18 Pregnancy

None

8.18 PREGNANCY

Any employee who becomes
pregnant while employed with
the City shall immediately notify
the City of her condition. Upon
notice of pregnancy, the city shall
provide the pregnant employee
with options regarding the
employee’s duties with the City.
The City shall offer the employee
non-hazardous duty options, if
the employee performs
hazardous duties as a routine
part of her duties, in order to
enable the employee to avoid
any potential hazards. The
decision to accept non-
hazardous duty or remain on her
current duty shall be solely up to
the pregnant employee. The
pregnant employee will not lose
her job, nor will the pregnant
employee lose any pay, or
benefits should she accept non-
hazardous duty. The pregnant
employee will not lose any
seniority _or__eligibility _ for
promotion should she choose the
non-hazardous duty assighment.

Should the pregnant employee
choose to remain on her current
duty assignment, it shall be the
sole  responsibility of the

Adds provisions related to
pregnancy; cites the
Pregnancy Discrimination
Act amendment to Title
VIl of the Civil Rights Act
of 1964 and the Illinois
Pregnancy Discrimination
Law, 775 ILCS 5/2-102(l).
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employee to receive clearance
from her OB-GYN or physician to
continue  working _in__ such
capacity. The pregnant
employee shall present the City
with her OB-GYN'’s or physician’s
clearance immediately following
each scheduled examination with
her OB-GYN or physician. If at
any time the City Administrator
has reason to believe that the
pregnant employee’s condition
interferes _with her ability to
perform her duties and may
affect the safety of the pregnant
woman, other employees or the
members of the public, the City
Administrator shall immediately
place the pregnant employee on
non-hazardous duty.

The option for non-hazardous
duty shall be available to any
pregnant _employee during her
pregnancy and throughout the
period of breastfeeding if the
employee chooses to breastfeed
her newborn child. The City shall
hold the pregnant employee’s
job open for the same period of
time afforded to other sick or
disabled employees. The City
shall further provide leave for an
employee who is pregnant,
recovering from childbirth, or
caring  for a newborn in
accordance with the City’s
general leave policies.

The City shall take no actions
which discriminate against any
employee based on pregnancy or
any condition associated with
pregnancy as provided by
Federal or Illinois law, including
the lllinois Nursing Mothers in
the Workplace Act, 820 ILCS

260/1.
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The City shall provide to nursing
mothers paid break time to allow
the employee to express milk.
This _break time may coincide
with other break times. The City
may deny the use of break time
for this purpose if allowing the
employee to take the break will
place an undue hardship on City

operations.

The City shall provide up to
twenty (20) days of unpaid leave
to any employee to care for a
child who is a patient in a
neonatal intensive care unit
(NICU). This leave shall be in
addition to any available leave
under the Family and Medical
Leave Act (FMLA) and may be
used intermittently. This leave
may be granted in _minimum
blocks of two (2) hours.

Nothing in this policy shall violate
the Pregnancy Discrimination Act
amendment to Title VIl of the
Civil Rights Act of 1964 or the
lllinois Pregnancy Discrimination
Law, 775 ILCS 5/2-102(1).

8.19 Blood
Donation Leave

None

8.19  Blood Donation Leave

Full-time employees may receive
up to one hour of paid leave
every 56 days to donate blood.

Full-time and part-time
employees may receive up to ten
days of paid leave in any 12-
month period to donate tissue
such as organs, skin, bone, etc. to
a_living donor. For part-time
employees, leave will be paid
based on the employee’s daily
average pay during the previous
two months of employment.

An _employee must have been
employed by the City for at least

Adds provision related to
Blood and Organ
Donation Leave Act (820
ILCS 8 149)
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six months to receive leave under
this_Section. Employees may
take leave only after obtaining
approval from their Department
Head. The City may require
employees to submit reasonable
documentation supporting their
leave.

Section 9 — Safety & Equipment Use

Change clarifies definitions related to City property and storage of legal, concealed firearms in a locked
personal vehicle, based on the lllinois Firearm Concealed Carry Act. Subsection 9.9 (Personal Electric Devices
in the Workplace) has been added with the purpose of promoting employee safety and preventing building

damage.

9.6 Weapon
Free Workplace
Policy

%k %k %

“City property” is defined as all
City owned and leased buildings
and their contents and
surrounding areas such as
sidewalks and walkways under the
City’s ownership or control and
work sites where City employees
are engaged. This policy applies to
all City owned or leased vehicles.

* %k ¥

“City property” is defined as any
building or facility owned, leased
or_controlled by the City; any
vehicle or equipment owned,
leased or controlled by the City;
any public playground; or any area
that is associated with City

employment.

Clarifies definition. The
Illinois Firearm Concealed
Carry Act prohibits
employers (including
municipalities) from
prohibiting employees
from storing, legal
concealed firearms in
their personal, locked
vehicle.

9.9 Personal
Electric Devices
in the
Workplace

No current language.

If an_employee wishes to use a

personal  electric device or
appliance (microwave,
refrigerator, kettle, heater or

similar) within an office area of a
City facility, they must submit the
item _ specifications _to  their
Department Director, who will
direct the request for review to
City staff appropriately trained in
building and/or facilities. Prior to
installation or use, approval is
required to ensure the device is
compatible with the facility's
electrical systems and does not
create safety or operational
hazards.

Provision was added to
reflect current practice. It
is important for
employees who choose to
bring personal electric
devices to use in the
office first check with staff
knowledgeable about
building to avoid instances
of overloaded electric
capacity. Once capacity is
verified, staff is welcome
to use such device.

Section 10 — Training & Development
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Updates to Section 10 include the replacement of the per diem schedule with the rates established by the
General Services Administration (GSA) (10.3), and incorporates language that captures established practice
for travel and training approvals (10.2).

10.2
Seminar/Conference
Attendance

k%%

The following are general
eligibility guidelines that will be
considered by the Department
Head when reviewing requests

to attend seminars or
conferences:

1. The  seminar(s) or
conference(s) selected must be
directly related to the

employee’s present position, or
work that he may reasonably be
expected to perform for the City
in the future.

2. All seminar(s) or
conference(s) must be
approved by the Department
Head, in advance of
registration. Approval for

Department Heads must be

obtained by the City
Administrator. Decisions on
out-of-state  seminars and

conferences are made during
the annual budget process.

3. Eligible employees are
those employees who have a
satisfactory work record.

%k %k

The following are general
eligibility guidelines that will be
considered by the Department
Head when reviewing requests to
attend seminars or conferences:

1. The seminar(s) or
conference(s) selected must be
directly related to the

employee’s present position, or
work that he may reasonably be
expected to perform for the City
in the future.

2. All seminar(s) or
conference(s) must be approved
by the Department Head, in
advance of registration.
Approval for Department Heads
must be obtained by the City
Administrator. Decisions on out-
of-state seminars and
conferences are made during the
annual budget process. Travel
and _ training _expenses _ not
anticipated during the budget
process may be subject to
additional approvals.

3. Eligible employees are
those employees who have a

Reflects practice
established/agreed upon
at September 2026 Work
Session.

Expenses

Meals during the events that
are not made available as a part
of the registration fees are
reimbursable. Meals while
traveling, the day before or
following the day in which the
last official function is held may
be reimbursable with prior

Meals during the events that are
not made available as a part of
the registration fees are
reimbursable. Meals while
traveling, the day before or
following the day in which the
last official function is held may
be reimbursable with prior

ok satisfactory work record.
%k k%
10.3 Types of Meals Meals Removes the per diem

schedule and replaces it
with the standard
accounting for per diem
rates from GSA.gov.
Costs vary by location,
and the GSA rates reflect
a maximum per diem for
area of travel. Added
paragraph heading and
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approval. Employees are
encouraged to attend all
functions for which meals are
provided as a part of the
registration fee. Only meals
occurring during work or travel
time are eligible for per diem
reimbursement.

The per diem schedule for
breakfast, lunch and dinner is as
follows:

Breakfast $10
Lunch $15
Dinner $25

When travel is required to a part
of the country where the listed
per diem rates may not be
sufficient, the City
Administrator may grant
exception to this policy. Prior
approval is required and
receipts must be submitted
with Travel and Expense Report.
Failure to do so may result in
reimbursement ineligibility.

* k¥

Following an employee’s return
to work, the employee shall
itemize expenses as required on
the Travel and Expense Report.
Completed purchase orders and
Travel and Expense Reports
must be submitted to the
employee’s Department Head
within five (5) business days
after the employee’s return to
work. All receipts must be
submitted with the Travel and
Expense  Report including
documentary evidence for
expenses such as taxis and
parking. When two (2) or more
employees on City business

approval. Employees are
encouraged to attend all
functions for which meals are
provided as a part of the
registration fee. Only meals
occurring during work or travel
time are eligible for per diem
reimbursement.

Expenses for breakfast, lunch,
dinner and incidental amounts
will be reimbursed in accordance
with the meals and incidental
expenses (M&IE) breakdown
established by the GSA. (See
www.gsa.gov). Reimbursement
for expenses for meals shall not
exceed the per diem amounts set
forth _in the published GSA
Domestic Per Diem Rates. (See
www.gsa.gov/perdiem). The
M&IE rate will be paid based on
the destination location of
authorized travel.

When travel is required to a part
of the country where the listed
per diem rates may not be
sufficient, the City Administrator
may grant exception to this
policy. Prior approval is required
and receipts must be submitted
with Travel and Expense Report.
Failure to do so may result in
reimbursement ineligibility.

%k k

I[temization of Expenses

Following an employee’s return
to work, the employee shall
itemize expenses as required on
the Travel and Expense Report.
Completed purchase orders and
Travel and Expense Reports must
be submitted to the employee’s
Department Head within five (5)
business  days after the
employee’s return to work. All

the requirement to
follow lllinois State law.
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jointly incur expenses, each
participant, when practical, will
pay and report individual
expenses. Where this is not
practical, the employee
requesting reimbursement shall
list the names or identify the
group of other employees for
who expenses being reported
have been incurred. If certain
required receipts are not
available, a statement signed by
the employee documenting the
amounts paid may be
acceptable.

receipts must be submitted with
the Travel and Expense Report
including documentary evidence
for expenses such as taxis and
parking. When two (2) or more
employees on City business
jointly incur expenses, each
participant, when practical, will
pay and report individual
expenses. Where this is not
practical, the employee
requesting reimbursement shall
list the names or identify the
group of other employees for
who expenses being reported

have been incurred. If certain
required receipts are not
available, a statement signed by
the employee documenting the
amounts paid may be acceptable.
All _reimbursements will be in
compliance _with the Local
Governmental Travel Expense
Control Act (50 ILCS 150/1).

Section 11 — Communications

An Artificial Intelligence Use Policy has been added as 11.7 to Section 11 (Communications). As a result, the
subsections 11.8-11.10 have been renumbered. The full new policy has been included below:

11.7 USE OF GENERATIVE ARTIFICIAL INTELLIGENCE (Al)

Purpose: The purpose of this policy is to set forth requirements and guidance that the City users must adhere to when
acquiring and using solutions that meet the definition of generative artificial intelligence (Al). While Al is a broad and deep
topic, this policy is currently concerned with solutions that use a specific type of Al called generative Al. Examples include
ChatGPT, Claude, or Gemini and image/text generating applications. This policy also acknowledges that the boundaries
of such solutions can be complex to define, and the nature of the technology is changing at a high rate. In the event of
uncertainty about how any part of this policy applies, staff should first seek guidance from City leadership.

Acceptable Uses of Generative Al: Generative Al offers a wide range of applications, with new capabilities emerging
frequently. The following examples provide guidance for appropriate staff use:

o Letters e Emails e  Project Documentation

e Speaker Notes e Presentation Slides e Reports
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e  Procedures e Policies e  Web content
e Press releases e Job descriptions e  Requests for proposals (RFP) and similar
documents

***In each case, Al should only be used as a starting point on all work products; final product must be human-authored.

Other Acceptable Uses may include:

e  Suggesting writing improvements e Learning about and exploring topics

e Analyzing different types of data e Generating ideas

e Conducting research e Summarizing or querying an existing document by
copying it into a generative Al tool.

Requirements for Using Generative Al: All generative Al use for City purposes must follow these requirements:

+ Authorized Accounts Only — All tools must be accessed using an account explicitly designated for City use.
Personal accounts are prohibited for work-related activities.

» Public Records Compliance — All use is subject to applicable public records requests and must adhere to City data
retention requirements.

» Public Disclosure Standards — Only input content suitable for public disclosure may be provided to Al tools.

» Human Accountability — Staff are fully responsible for the content generated and its consequences. Accountability
cannot be deferred to the Al system.

» Fact Verification — All Al-generated content must be reviewed for factual accuracy. Staff must mitigate risks of "Al
hallucinations" (false or nonsensical outputs).

« Attribution — Generated content, including images, must be attributed when published.
» Usage Logging — All Al use should be logged for potential future reference.

Where Usage of Generative Al is Not Acceptable: Al technology should not be used in the following situations:
» Using Al to create or disseminate harassing or otherwise inappropriate content.

» Decision-Making with Legal or Ethical Consequences — Al cannot be the sole decision— maker in matters affecting
individuals' rights, employment status, legal proceedings, or disciplinary actions.

* HR and Employment Decisions — In accordance with 775 ILCS and 5/2-101, 5/2-102, (e.g., the Al in Hiring Act), Al
cannot be used to sort through resumes or make employment decisions. This law mandates human intervention to
ensure fairness, transparency, and compliance with anti-discrimination policies in hiring processes.

» Impersonation & Misinformation — Al must not be used to impersonate individuals, generate deepfakes, or spread
misleading information that could harm individuals or public trust.

Procurement of Generative Al Solutions:

* Procurement must follow existing City’s hardware and software purchasing policies.

41

67




Item 3.

Presented for consideration September 2

* In order to maintain and follow required record compliance, Departments must report an intent to create and use a
City-designated Al account and the employee authorized to use such account(s). The Assistant City Administrator/
HR Director will maintain a list of employee users.

» Risk and impact assessments may extend procurement timelines.

This policy applies to all solution formats, including free-to-use, freemium, open-source, SaaS, and other platforms.

» Procurement approval is not required if the identical solution has been previously and formally approved.

The City may restrict or revoke Al tool use at any time if it is deemed to pose a compliance or legal risk.

Section 16 — Forms

The prior Handbook Update did not include the referenced Employee Evaluation Tool approved by City Council
in 2024 and the full packet has been attached (included as Exhibit C).
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Crest FHell

The City of Crest Hill is a suburban municipality located in the western portion of Will
County and 33 miles southwest of Chicago's Loop. Crest Hill is a civil service community
incorporated in 1960 with an Aldermanic form of government. The City is served by an elected
Mayor and 8 alderpersons from 4 wards. The City has 75 full-time and 4 part-time employees
housed in the City Administration, Finance, Police, Economic Development, Public Works and
Clerk's Departments. Crest Hill has 3 collective bargaining agreements and over half the workforce
is a member of either the Metropolitan Alliance of Police or the International Union of Operating
Engineers.

Nearly 21,000 citizens reside within the 9 square miles of Crest Hill's corporate boundaries.
City industry includes retail, manufacturing, and trade services. Amazon, Rich's Products, Frito Lay,
and Menards are notable employers in Crest Hill. CenterPoint Intermodal Center, America's
largest intermodal facility, is located just outside Crest Hill. The City’s main commercial corridors
are Weber Road, Plainfield Road (Route 30), and Broadway Street, part of the historic Route 66.
Crest Hill is a beautiful community with excellent schools, parks, walking trails, and forest
preserves.

More information can be found on the City's website: www.cresthill.gov

Item 3.
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City Mission Statement

The City of Crest Hill is committed to enhancing the quality of life for its residents and businesses
by providing essential infrastructure, public safety services, and thoughtful, planned development
that ensures fiscal responsibility and promotes ethical stewardship of the City's resources.

Our Core Values

The City of Crest Hill embraces the core values of customer service, both internal and external,
teamwork, integrity, respect and trust. We dedicate ourselves to these values with the goal of
providing outstanding customer service and programs to meet the needs of our community and
those within our organization. These values guide our actions and serve as the framework for
the decisions and contributions we make every day and at every level.
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1.1

1.2

1.3

SECTION 1
GENERAL PROVISIONS

PURPOSE

The Employee Handbook serves as a guide to employment and compensation
practices and to ensure all employees are treated fairly and equitably in order to
best serve the community.

a) The handbook does not create any contract rights or property rights
between the City and prospective, current employees, or another person.

b) The City, at its option, may add, change, delete, suspend or discontinue
any part or parts of the policies in the Employee Handbook at any time
without prior notice and without further approval of City Council as
business, employment legislation and/or economic conditions dictate. Any
such action shall apply to existing as well as to future employees.

c) No statement or promise by a Department Head, supervisor, or manager
past or present may be interpreted as a change in policy nor will it
constitute an agreement with an employee.

d) Should any provision in the Employee Handbook be found to be
unenforceable and invalid, such finding does not invalidate the entire
Employee Handbook, but only that particular provision.

e) The Employee Handbook supersedes any and all other or previous City
policies whether written or oral, unless otherwise indicated.

AT-WILL EMPLOYMENT

Employment with the City is at-will, subject to any applicable collective
bargaining agreements. This means that neither an employee nor the City has
entered into a contract regarding the duration of his employment. Employees
are free to terminate their employment with the City at any time, with or without
reason. Likewise, the City has the right to terminate an employee’s employment,
or otherwise discipline, transfer or demote an employee at any time, with or
without reason, at the discretion of the City.

SCOPE OF AUTHORITY

The Personnel Officer or his designee, is responsible and has authority for the
administration of the rules and regulations contained herein and may from time
to time issue administrative directives interpreting and implementing the terms
of these rules, and interpret or waive the application of these rules at any time
whenever it is in the best interest of the City.

1
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1.4

1.5

1.6

1.7

1.8

In their absence or at their option, employees in positions of authority or
responsibility may designate others to carry out the respective role, task or
functions that are attributed to them in the Employee Handbook. The designated
employee shall be known as a designee for the particular role, task or function
which is assigned to him by the person in the position of authority or
responsibility.

APPLICATION OF RULES

The rules, regulations, policies, and practices contained herein shall apply to all
employees of the City unless otherwise provided by State statutes, local
Ordinance, or collective bargaining agreement and does not apply to elected or
appointed officials. In the case of a conflict between the language in the
Employee Handbook and a collective bargaining agreement_or City ordinance,
the collective bargaining agreement or City ordinance shall prevail.

DEPARTMENT RULES

Consistent with the rules, regulations, policies and practices contained herein
and subject to the approval of the Personnel Officer, the various departments of
the City may promulgate rules and regulations to govern individual departmental
operations and procedures. The Employee Handbook supersedes any
inconsistent department rules.

AMENDMENTS

The Employee Handbook shall be reviewed and updated regularly by the
Personnel Officer with all substantive policy changes subject to City Council
approval. Employees will be notified of amendments to policies and provided
written updates of the Employee Handbook that reflect the changes made.

DISTRIBUTION AND ACKNOWLEDGEMENT

Each regular full-time, regular part-time, and temporary seasonal employee shall
receive a copy of the Employee Handbook when first issued or at the time of
employment and shall sign a statement acknowledging receipt. Employees will
be notified of amendments to policies as indicated in Section 1.6 and will again
sign a statement acknowledging receipt.

GENDER

Whenever the male gender is used in this handbook, it shall be construed to
include both males and females equally.
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SECTION 2
DEFINITIONS

Unless otherwise defined within this Employee Handbook, the following terms shall have
the following meanings:

Anniversary Date: The date an individual becomes a regular full-time or regular part-
time employee of the City.

Appointment: The selection of a person to a full-time or part-time position on a regular

or temporary basis in the City service-whe-ishetapresent-employee-of-the-City-

Base Ppay: Base pay or base salary is the hourly or weekly rate of pay received by an
employee excluding any additional, authorized compensation such as overtime, other
pay, allowances, reimbursements or benefits.

City Code: The City of Crest Hill, Illinois Code of Ordinances, as amended from time to
time.

Class or Classification: A position or group of positions that involves similar duties

performed, scope of discretion and responsibility, minimum requirements of training,
experience or skill and such other characteristics that the same title, tests of fithess and
range of compensation have been or may be applied to each position in the group.

COBRA: Consolidated Omnibus Budget Reconciliation Act, establishing Federal
continuation of coverage rules for group health plans.

Department: A major operating functional unit of the City government.

Department head: The officially appointed head of any department or an employee
appointed as “acting” head of any department.

Disciplinary action: An action taken against an employee which may range from a
verbal reprimand up to and including termination.

Employee: A person occupying an active position in the City service or a person who is
on authorized leave of absence. Employee categories are defined in Section 3.
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Exempt Position: A classification that is not entitled to overtime payment as established
by the City Council and under the Fair Labor Standards Act (FLSA) or State wage and
hour laws. Exempt employees’ pay is determined on a weekly basis.

FLSA: The Fair Labor Standards Act is a federal law that establishes fundamental
employment protections, including minimum wage, overtime pay and other labor
standards for both full-time and part-time workers.

Layoff: A separation of an employee from City service which has been made necessary
by lack of work, funds or other reasons not related to fault, delinquency or misconduct
on the part of an employee.

Non-exempt position or employee: A classification that is entitled to overtime payment
as established under the FLSA or State wage and hour laws.

Outside employment: Employment of any kind engaged in by a City employee for which
compensation is received from a source other than the City.

Pay adjustment: Change of an employee’s salary without change in duties or
responsibilities.

Pay (or Salary) range: The minimum and maximum rates of pay the City will
compensate an employee in a position.

Performance review: A process and format used to assess an employee’s performance
level. The City reserves the right to change from time to time the methods and tools
used in conducting employee assessments.

Personnel Officer: The Director of Human Resources or such other individual
designated by the City Administrator.

Position: A group of current duties and responsibilities budgeted for in a department
and assigned or delegated by competent authority, requiring the full or part-time service
of one employee.

Probationary period: A preliminary employment period during which time the
employee’s ability to perform the position is evaluated as defined in Section 3. And, in
cases of discipline, a period of time in which an employee is subject to sanctions and
additional evaluation.

Promotion: A change in employment status from a position in one classification to a
position in a higher classification involving an increase in responsibility and a higher
maximum pay rate.

Protected Category: Those actual or perceived characteristics of a person for which a
person may not be discriminated against under Federal, State, and Local law. These

4
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include, but are not limited to, a person’s: race, color, religion, sex and gender,
pregnancy status, sexual orientation, gender identity and expression, national origin,
ancestry, citizenship status, preferred language or language fluency, age (over 40 years
old), physical or mental disability, military status, unfavorable discharge from military
service, veteran status, genetic information, marital status, arrest record, order of
protection status, persons who make legitimate complaints (e.q. retaliation,
whistleblowing), association with a person with a disability or handicap, work
authorization status, parental status, family responsibilities, reproductive health
decisions, credit history, and criminal history, or any other characteristic protected by
applicable law.

Resignation in good standing: Any employee who leaves the City service and has
fulfilled all obligations and met all criteria of his employment. Such an employee would
have left under favorable conditions and preferably given two (2) weeks’ notice.

Resignation not in good standing: Any employee who fails to meet obligations and/or
criteria established in these rules. An employee that is discharged is deemed to have
left “not in good standing”.

Supervisor: An employee below the Department Head level in charge of a work unit or
other employees. Where no such level exists between an employee and the Department
Head, the Department Head also acts as the supervisor.

Suspension: The temporary removal with or without pay of an employee from his
designated position.

Termination: The end of employment on either a voluntary or involuntary basis.
Termination on an involuntary basis may also be called discharge.

Transfer: The movement of an employee from one job to another, when both jobs are
assigned to the same pay range. The employee is normally transferred at the same
rate of pay.

Note: This is not an all-inclusive list of definitions. Other definitions can be found in
applicable sections of the Employee handbook.
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3.1

3.2

SECTION 3
RECRUITMENT AND EMPLOYMENT

GENERAL POLICY

Appointments to all positions shall be solely on the basis of the applicant’s or
employee’s qualifications to perform the essential functions of the position, with
or without reasonable accommodation. These selection procedures enable the
City to review applicant qualifications and suitability in a systematic approach.

The City will not discriminate in the hiring process based upon any Protected
Category.

Where employment opportunities are advertised to external applicants:

e The job posting will include the position’s pay range as well as a general
description of benefits and other compensation.

e The City will announce, post, or otherwise share opportunities for
promotion with all current employees within 14 days of the external
announcement.

Any evidence that an applicant, whether an internal applicant or one from
outside the City, falsified information, made fraudulent statements, or failed
to provide all of the required information may be subject to discharge and/or
disqualified from consideration for employment.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

It is the policy of the City that employment in City government shall be based on
merit and individual qualifications. No discrimination shall be exercised in any
manner by a City official or employee against or in favor of any applicant for City
employment or employee because of political or religious opinions or affiliations

or _any other Protected Cateqorv Faee—eelei*,—sex,—age—natieﬁaFethm—maHtal

established-bytaw-—An applicant or employee shall be considered solely on the
basis of qualifications, abilities, skills and knowledge, with or without reasonable

accommodation. Just and equitable incentives and conditions of employment
are to be maintained to promote efficiency and economy in the operation of City
government. No employee shall be penalized or discriminated against for making
truthful disclosures regarding any unlawful employment practices. The City shall
take no action to prevent employee concerted activity to deal with work-related
issues.
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3.3

3.4

3.5

The policy of Equal Employment Opportunity applies to all policies and
procedures relating to recruitment and hiring, compensation, promotion,
benefits, termination and all other terms and conditions of employment. The
City complies with Federal and State equal employment opportunity laws and
strives to keep the workplace free from all forms of illegal harassment. Should
the City be notified by any federal agency of any discrepancy regarding an
employee’s individual taxpayer identification number or any other identifying
document, the City will take no action based on this notification and will notify
the employee of the communication.

The Personnel Officer has overall responsibility for this policy and maintains
reporting and monitoring procedures. Employees’ questions or concerns
regarding this policy or violation thereof, should be referred to the Personnel
Officer. Complaints are investigated immediately and handled as confidentially
as possible. The City ensures that employees following this complaint procedure
are protected against retaliation. Appropriate disciplinary action will be taken
against any employee violating this policy.

CIVIL SERVICE

The City is subject to the Civil Service pursuant to the Illinois Municipal Code, 65
ILCS 5/10-1-1, et seq. The Civil Service Commission is responsible for classifying
all offices and places of employment in the City where applicable. Civil Service
Commissioners are appointed by the Mayor.

APPLICATIONS

All applications for employment with the City shall be filed with the Personnel
Officer. The City shall, by examination or other appropriate means, evaluate the
qualifications of the various applicants (except those covered under Civil Service
rules). Examination may include written, oral, physical, psychological, or
performance tests, or any combination of these, as appropriate under relevant
legal authority and according to the requirements for each position. Applications
will be kept confidential to the extent possible and will be shared on a need-te
kaew need-to-know basis with others involved in the recruiting process.
Recruitment, including applications for employment for Civil Service positions,
including Police Officers, will be governed by the Civil Service Commission.

PHYSICAL STANDARDS

Applicants may be required to have a post offer, pre-employment physical
examination and/or drug screen, and must meet the physical standards
established as essential job functions for the position for which they apply as a
condition of employment with or without reasonable accommodation.
Prospective employees will not be subject to a pre-employment physical
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3.6

3.7

3.8

examination and/or drug screen until a conditional offer of employment has been
made by the City. The City will be responsible for the cost of the pre-employment
examination and/or drug screen. The confidential results of the post offer, pre-
employment physical and/or drug screen must be received by the City and the
employee must be cleared for the position before the applicant is allowed to
begin employment.

Positions which may require a Commercial Driver’s License (CDL) will also be
subject to the Department of Transportation’s CDL pre-employment, random and
other drug and alcohol testing requirements. Pre-employment physicals and
drug screening for all sworn Police personnel shall be conducted according the
rules and regulations established by the Civil Service Commission.

DRIVER'S LICENSE

An employee who will operate a City owned vehicle must possess a valid driver’s
license appropriate to the type of City vehicle(s) to be operated. Employees who
are required to drive a vehicle for City business are expected to possess a valid
driver’s license at all times. Employees who are required to possess a valid
driver's license as a job requirement must notify his Department Head
immediately should the employee’s license be suspended or revoked. Employees
who are required to possess a valid driver’s license and do not have one are
subject to disciplinary action up to and including termination.

ANTI-NEPOTISM

To avoid conflicts of interest and the appearance of favoritism or bias and to
enhance supervision, security and morale, the City prohibits the employment of
relatives in a direct supervisory relationship. In addition, this policy bars the
hiring or employment of an employee’s relatives in any position that would:

Have the potential for creating an adverse impact on work performance; or

Create either an actual conflict of interest or the appearance of a conflict of
interest, such as the relative having an auditing or control relationship to the
employee’s job.

“Relatives” (including blood/step/in-law) are defined as spouse, domestic
partner, mother, father, sister, brother, child, uncle, aunt, niece, nephew,
grandparent and grandchild.

BACKGROUND CHECKS

The City reserves the right to perform all necessary background checks on any
and all current employees and potential employment candidates, to include but
not limited to employment verification, reference checks, credit checks, criminal

8
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3.9

3.10

3.11

history checks, driving records, military records, and educational transcripts. The
City will comply with any applicable Federal and State laws regarding background
checks, including the Fair Credit Reporting Act, and will provide employees and
potential employees with written notice of their rights under those laws prior to
conducting a background check.

APPOINTMENTS

the—MayeHmHa—the—ad«ﬁee—aﬁd—eeﬁseﬁt—eHhe—GW—GeuﬁeH—Emplovees are

appointed in accordance with the City Code.

PROBATIONARY PERIOD
Employees are considered “Prebationary—Empleyees™probationary during the

period of 6 months from the first day of employment in a position or promotion
to a position. During this time period the employee’s aptitude for the position is
evaluated. An employee may be dismissed at any time with or without cause
during the probationary period.

EMPLOYEE CATEGORIES

For payroll purposes, the City maintains the following employee categories:

Regular Full-Time Employee: An employee that is routinely scheduled to work a
forty (40) hour work week in a designated job or as designated by collective
bargaining agreement.

Regular Part-Time Employee: An employee that is routinely scheduled to work
less than a forty (40) hour work week in a designated job.

Temporary or Seasonal Emponee An employee whese—empleyment—ts

days:-hired on a temporarv basis for a speC|f|c perlod of tlme such as summer

months and peak periods. Temporary or seasonal employees may work on a
part-time or full-time basis. While they receive all legally mandated benefits, they
are not eligible for the City’s benefit programs, unless specifically included in the
benefit description. Temporary or Seasonal employees can be considered exempt
or non-exempt under the FLSA.
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3.12

3.13

3.14

3.15

3.16

BENEFIT ELIGIBILITY

Benefits are provided to regular full-time employees according to the guidelines
set out in this handbook and pursuant to the individual plan documents, which
shall be the controlling documents in case of any conflict in terms with this
handbook. Part-time, temporary, and seasonal employees are not entitled to
employee benefits, except as required under law.

CHANGES IN PERSONAL INFORMATION

Employees are required to provide current information to the City including, but
not limited to, residence address, residence telephone number, secondary
employment, humber and names of dependents, individuals to be contacted in
the event of an emergency, changes in marital status, and changes in banking

and direct deposit information. heme-address, heme-and-cellularphone-nrumbers;

Officer- Employees must inform the Eity-Personnel Officer on a timely basis of
changes in personal information as stated herein.

UNIFORMED EMPLOYEES

Employees required to wear standardized uniforms in the Police and Public Works
departments shall follow the particular standards established in their respective
departments related to acceptable and required uniform attire including any
required safety related equipment and clothing. When permitted by department
policy, if a typically uniformed employee is allowed to wear non-uniform attire
when performing job tasks, he shall follow the Dress Code and Appearance

standards established fer-ren-unifermed-employees-below.
NON-UNIFORMED-EMPLOYEES-DRESS CODE AND APPEARANCE

The City expects that all employees, uniformed and non-uniformed, will present
a professional image at all times when performing job tasks. Employees are to
dress in a clean and professional manner that is safe, appropriate to their job
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responsibilities. All staff members must wear clothing suitable for a business
environment and appear neat and well-groomed at all times. It is critical that
employees present a professional image when serving the public. Unless
required to wear a uniform, or addressed by a collective bargaining agreement
(CBA), dress is business casual Monday through Thursday. Unripped denim and
athletic shoes may be worn on designated Fridays. Employees are expected to
exercise good judgment when dressing for work. If there is a question about
whether something looks appropriate and complies with this policy or if you
have need of an exception to this policy for religious or medical reasons, consult
your supervisor, Department Director, or Human Resources. Employees are
expected to be well groomed and dressed in a manner suitable for their
responsibilities and positions. Employees whose clothing is deemed
unacceptable may be sent home to change and will not be paid for the time not
working to change clothing.

Below is a list of acceptable and unacceptable business casual attire (not all-
inclusive).

Acceptable:

1. Approved City logo wear

2. Collared dress shirts, polos, knit shirts, blouses, sweaters, jackets,
vests, collared shirts

3. Dress pants, chinos, capri pants, skirts, dresses

4. Non-athletic casual or dress shoes

Unacceptable:

1. Athletic type shoes such as sneakers (except designated Fridays),
Crocs, or Tevas, shoes that pose a potential safety risk, house
slippers, open toed non-dress shoes

Jeans (except designated Fridays).

Shorts, pajamas, miniskirts or mini dresses.

4. Leggings or lycra/spandex clothing that is unprofessionally worn (i.e.
not covered to mid-thigh or longer).

5. Shirts referencing alcohol, drugs, or potentially offensive graphics,
political messaging, crop tops, spaghetti straps, off the shoulder, or
tight/revealing clothing.

6. Clothing which is wrinkled, faded, torn or tattered, or otherwise
presents an unkempt or unclean appearance.

7. Excessive or potentially offensive tattoos (acceptable if covered).

8- Jewelry-orattire that posesa-safeby+isk:

9. Body odor and poor personal hygiene.

10. Excessive perfume, cologne, and/or after shave lotion.

w N
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11.Hats (except for religious or medical purposes or provided by the
City).

Authorized uniforms provided by the City must be worn at all times during
scheduled working hours unless otherwise indicated by the
Department/Division directive. Uniform allowances are addressed by
current CBAs and/or Departmental regulations. In no circumstance shall
an employee be paid any compensation for uniform allowance unused at
the end of the year or at the end of the employee’s employment
relationship with the City (regardless of the reason).

Employees shall not wear a City uniform into any business establishment
where the primary purpose of the business is the selling or furnishing of
alcoholic beverages, cannabis, or cannabis related products unless in the
performance of duty and in accordance with published standards of
conduct.

Like all other personnel policies in the Handbook, the City Administrator
may periodically issue clarifications or determinations regarding
interpretation of appearance standards to ensure all employees present a
proper image to the citizens of the community for unique events or
business reasons.

Modifications or revisions to the appearance policy will be recommended
by the City Administrator for consideration by the City Council.

The City Administrator may designate office workdays in which staff will
be assigned to perform tasks consisting of organizing or moving files, etc.
where the typical clothing standards would be relaxed for the activity and
may apply only to specific staff.
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o Employees are expected to project a professional appearance and ready
to work that presents the professional nature of the service and
interactions expected of the residents.

Enforcement

e Department Heads are responsible for monitoring the appearance of their
respective employees, including advising employees of proper clothing
choices for the work environment. The determination as to what is
acceptable appearance shall be made by the City Administrator or
designee and shall be final. If it is determined that an employee is not in
compliance with City standards for appropriate workplace appearance or
violating any safety guidelines, the employee may be sent home (without
pay unless an employee is permitted to use accrued benefit time) to
change. Additional disciplinary action may be taken for repeated violation
of the dress code standards.

3.17 EMERGENCIES AFFECTING CITY OPERATIONS

The City is open for business during normal working hours; however, due to
weather or other emergencies, the City may be faced with temporary service

13

Item 3.

89




3.18

3.19

3.20

closure, or have limited operations. The Mayor or his designee is the only
individual authorized to close City operations.

During an emergency period the City may require essential employees to assist
with the emergency. Department Heads will notify employees if they are
required to report to duty.

CREATIVE WORKS

Many employees work in positions where innovations, improvements, inventions,
discoveries, copyrightable work, or new ideas may be developed or conceived in
the course of their employment. If these creative works are developed on City
time or created through the use of City equipment and facilities, the employee is
obligated to disclose these works and agree to assign all rights, title, and interest
to the City of Crest Hill, provided that they:

a) Relate directly to the business of the City; or
b) Result from the employee’s work with the City; or

c) Involve the use of City equipment, supplies, facilities, confidential
information or time.

The employee has no obligation to assign rights to creative works developed on
their own time, without the use of City equipment, supplies, facilities, confidential
information or time.

OBSERVANCE OF RELIGIOUS HOLIDAYS

The City will make every effort to allow employees time off from work to observe
religious holidays. Employees may use any accrued vacation, personal time, or
unpaid time to be off work for this purpose. In order to facilitate these requests
employees are encouraged to provide their supervisors with advanced
reasonable notice.

TOBACCO USE

The City is committed to providing a work environment that promotes the health,
hygiene, and well-being of its employees. The City recognizes that smoking in
the workplace can adversely affect employees. This includes the use of
Electronic Cigarettes also known as Electronic Nicotine Delivery Systems (ENDS),
e-cigarettes, and vaporizers. It also recognizes that chewing tobacco in the
workplace raises hygienic issues. Therefore, smoking and chewing tobacco is
prohibited inside all City facilities. This policy applies to all City employees and
visitors while on City premises. Tobacco use is only allowed during scheduled
breaks and in designated areas. In compliance with the Smoke Free Illinois Act
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of 2008, smoking within fifteen (15) feet of a City building entrance is strictly
prohibited. If employees choose to use tobacco or electronic cigarettes, they
need to check with their supervisors for the location of the nearest designated
area. Tobacco users have a special obligation to keep designated smoking areas
litter-free of tobacco products. Smoking or using electronic cigarettes in City
vehicles is strictly prohibited. Employees who violate the policy or Act may be
subject to disciplinary action up to and including termination.
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4.1

4.2

4.3

4.4

SECTION 4
HOURS OF WORK AND OVERTIME

WORK PERIODS

The standard work cycle for all employees will be from Sunday at 12:01 a.m.
through Saturday at Midnight. The City hereby specifically announces its
intentions to conform to all guidelines established under Section 207(k) of the
Federal Fair Labor Standards Act (FLSA).

WORK DAY

Full-time employees generally will be scheduled for an eight and one-half (8 12)
hour day, including up to a sixty (60) minute meal/break period. Although
exceptions to the hours-tergth of the work day and meal period can be made
upon the recommendation of the Department Head and the approval of the
Personnel Officer for specific job-related reasons, each Department must
prioritize the ability to effectively receive calls, meetings, and members of the
public by maintaining sufficient staff during all operating hours. The timing of
meal periods is subject to the approval of the employee’s assigned supervisor.
This section should not be construed as a guarantee or limitation on the number
of hours of work offered to employees on a daily or weekly basis.

Applicable collective bargaining agreements may provide exceptions to this
section. As stated in Section 1.4, Application of Rules, in the case of a conflict
between the language in the Employee Handbook and a collective bargaining
agreement, the collective bargaining agreement shall prevail.

COMPENSATION AND SALARY INCREASE

Non-union employees’ compensation may be increased annually at a rate
determined by the city council. All salary increases are subject to budget
availability and city council approval. Additionally, non-union employees may be
eligible to receive merit-based salary increases based on merit evaluations and
are subject to availability of funds dedicated for merit increases as part of an
annual budget. Evaluations for employees hired prior to June 1, 2025 are
completed prior to May 1, and employees hired or promoted after June 1, 2025
have evaluations annually conducted in accordance with their anniversary of their
selection and appointment to their position. Reclassification or changes made to
a_position that do not fundamentally change the duties of a role does not
constitute a promotion or new hire.

LONGEVITY INCENTIVE

As an incentive for continuous service, the City of Crest Hill shall award longevity
payment to employees with at least six (6) continuous years of service.
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4.4

4.5

Longevity payment shall be divided by the number of pay periods for the year
and included in each paycheck for employees who have completed the required
number of years.

YEARS OF SERVICE LONGEVITY PAY
At least 6 years, but less than 12 years, $350.00 per year
At least 12 years, but less than 18 years, $650.00 per year
Over 18 years $950.00 per year

PAY DAY AND DIRECT DEPOSIT

Employees are paid bi-weekly on every other Thursday. Each paycheck will
include earnings for all work performed through the end of that payroll period
(including overtime).

In the event a regularly scheduled payday falls on a day off (e.g., a holiday),
employees will receive pay on the last day of work before the regularly scheduled

payday.

Each employee on the payroll will receive a payroll advice form (pay stub)
electronically stating their pay, deductions, and accrued leave balances as of the
end of the pay period. An employee may request a copy of their prior payroll
advice maintained by the City by submitting a written request to Human
Resources. Upon separation, and prior to the end of the employee’s final pay
period, an employee will be offered a record of all of the employee’s payroll
advice from the year preceding the date of separation. Human Resources will
maintain a written record of the dates and responses, if any, to these offers.

Employees are offered to participate in the City’s direct deposit program. Upon
completing a registration form, the employee’s paychecks are automatically
deposited into (a) pre-specified account(s).

TIMEKEEPING PROCEDURES FOR NON-EXEMPT EMPLOYEES

Accurately recording time worked is the responsibility of every non-exempt
employee. Federal and State laws require the City to keep an accurate record
of time worked in order to calculate employee pay and benefits. Time worked is
all the time actually spent on the job performing assigned duties.
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Non-exempt employees are required to accurately record the time they begin
and end their work. They should also record the beginning and ending time of
any split shift or departure from work for personal reasons. Overtime work must
always be approved before it is performed.

Altering, falsifying, tampering with time records, or recording time on another
employee’s time record may result in disciplinary action, up to and including
termination of employment.

Employees are prohibited from performing any “off-the-clock” work. “Off-the-
clock” work means work performed but not reported. Any employee who fails
to report or inaccurately reports any hours worked will be subject to disciplinary
action, up to and including termination.

It is the employee’s responsibility to certify the accuracy of all time recorded.
The Department Head will review and confirm employee time records before
submitting it for payroll processing.

Clocking In and Out Procedures

The City of Crest Hill utilizes the “7-minute rule” for non-exempt employees for
payroll purposes only. Under the “7-minute rule” the clock in and clock out
times are rounded to the nearest quarter hour. If an employee is scheduled to
work at 7:00 a.m. and clocks in at 7:07 a.m., then the time is rounded to 7:00
a.m. If the employee clocks in at 7:08 a.m., the time is rounded to the next
quarter hour, 7:15 a.m. If an employee is scheduled to end his shift at 3:30
p.m. and clocks out at 3:37 p.m. then the time is rounded to 3:30 p.m. If the
employee clocks out at 3:38 p.m., then the time is rounded to the next quarter
hour, 3:45 p.m. This procedure does not diminish the requirement of scheduled
start and end work times. If an employee scheduled for a 7:00 a.m. start time,
he is expected to be present at work by 7:00 a.m.

Employees must not punch in more than seven (7) minutes before the start of
their scheduled shift or punch out seven (7) minutes after the end of their
scheduled shift. Punching in earlier than seven (7) minutes before their start
time or later the seven (7) minutes after the end of their scheduled shift will be
considered a policy violation, unless the employee has the prior approval of their
Department Head.

If time is not worked on a scheduled day, the Department Head will update the
time card with the appropriate time-off code (vacation, sick, personal, etc.).

Missed punches must be reported to the supervisor prior to the start of work the
day following the missed punch.
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4.6

4.7

4.8

REPORTING FOR WORK

Employees shall report promptly at their designated starting time, at their
designated working place, and shall devote their entire efforts during working
hours to assigned duties. In the event an employee is unable to report for work
as scheduled, the employee shall make his best effort to notify the supervisor by
telephone call at least sixty (60) minutes before the designated starting time if
an employee is unable to report for work or will be late. Failure to notify the
supervisor as provided herein may result in disciplinary action up to and including
termination.

BREAK & tUNEHMEAL PERIODS

Each Department Head shall establish a reasonable-tureh meal periedsperiod of
typically thirty minutes but no less than twenty (20) minutes and two (2) break
periods of no more than fifteen (15) minutes each during the workday and shall
arrange them in the most appropriate manner for maintaining departmental
operations. Upon approval from the Department Head, employees may combine
their break periods with their meal period. The two (2) fifteen (15) minute break
times are considered paid working time and employees must be available for any
assignment during any 15-minute break period. Employees shall not shorten the

workday by use of break time or lunch period.

OVERTIME PAYMENT

When operating requirements or other needs cannot be met during the
employee’s regular workday, employees may be required to work beyond their
regularly scheduled hours or workdays. A reasonable amount of overtime, as
defined by the City, is a condition of employment.

Overtime work must be approved by the employee’s Department Head prior to
the commencement of work.

Non-exempt employees are entitled to overtime compensation at the rate of one
and one-half (1 '2) times their regular straight time hourly rate of pay for all
hours worked over forty (40). Overtime shall be paid in fifteen (15) minute
increments to non-exempt employees. An employee’s work schedule may be
adjusted by the City during a workweek to avoid overtime. Any adjustments will
be made in accordance with applicable collective bargaining agreements.

All paid leave time shall be considered as hours worked for overtime purposes,
including sick leave.
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The following are examples of howthe-poliey—will-be—administeredthe overtime

policy will be administered.

In each example, all paid leave time—including

vacation, personal, and sick leave—is counted as hours worked in determining

whether the forty (40) hour overtime threshold has been exceeded, and overtime

is paid in fifteen (15) minute increments at one and one-half (1 %2) times the

regular rate:

a) If an employee works thirty-nine (39) hours from Monday to Thursday,

then takes an eight (8) hour vacation day on Friday, he-will-bepaid-forty
{40)-heursatstraight-time pay-and-seven{7-hoursof-overtime his or her

thirty-nine (39) worked hours and eight (8) hours of vacation total forty-

seven (47) hours, all of which count toward the overtime threshold. The

employee will be paid forty (40) hours at his straight-time rate and seven

(7) hours at one and one-half (1 ¥2) times the employee’s reqular rate.

Example Overtime with a Vacation Day

Days of Week sun | Mon |Tues [Wed [Thurs. [Fri [sat [TotalHours |
Hours Worked 10 10 10 9 39
Benefit Time 8
Total Hours Paid 47
Hours Paid ST 40 ST
Hours Paid OT 70T

b) An employee works sixteen (16) regular hours Monday and Tuesday, then
has Wednesday through Friday scheduled as vacation, but is called out on

Thursday evening and works seven (7) hours. Fhe-employee-will-bepaid

forty {40y hours—regularpay{including—vacation)and-seven{7)hours
overtime—The employee’s sixteen (16) worked hours and twenty-four

(24) hours of scheduled vacation (Wednesday through Friday) equal forty

(40) hours; the seven (7) call-out hours worked Thursday evening are

therefore paid as overtime. The employee will be paid forty (40) hours at

his straight-time rate (including vacation) and seven (7) hours at one and

one-half (1 1) times his reqular rate.
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4.9

Item 3.

Example Overtime with a Vacation Day

Days of Week Sun | Mon | Tues | Wed | Thurs. | Fri Sat | Total Hours
Hours Worked 8 8 7 23

Benefit Time 8 8 24

Total Hours Paid 47

Hours Paid ST 40 ST

Hours Paid OT 70T

ceyAn employee works a combined thirty-two (32) hours for Monday and
Tuesday, but only works three (3) hours on Wednesday and uses personal
time to leave for the remainder of the day (five (5) hours), then works a
comblned S|xteen (16) hours on Thursday and Frlday —'Fhe—emp!eyee—m#

Hme)—aﬁd—a*teen—&éé—he&rs—eveﬁme—The emplovees ﬂfw -one (51)

worked hours and five (5) hours of personal time total fifty-six (56) hours.

The employee will be paid forty (40) hours at his straight-time rate

(including five (5) hours of personal time) and sixteen (16) hours at one

and one-half (1 ¥2) times his reqular rate.

Example Overtime with a Vacation Day

Days of Week Sun | Mon | Tues | Wed | Thurs. | Fri Sat | Total Hours
Hours Worked 16 16 3 8 51

Benefit Time 5 5

Total Hours Paid 56

Hours Paid ST 40 ST

Hours Paid OT 16 OT

Exempt employees are not eligible for overtime.

COMPENSATORY TIME OFF

Subject to departmental procedures and approval, a non-exempt employee may
earn and take compensatory time off in lieu of overtime. Compensatory time off
is allowed provided all of the following conditions are met:

a) The employee receives one and one-half (1 2) time for all hours over

forty (40) hours worked in a work week.

b) The employee agrees to compensatory time in lieu of overtime pay.
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4.10

4.11

c) The employee must request and be granted approval by his supervisor
prior to taking compensatory time off. Compensatory time must be taken
in minimum increments of one (1) hour.

d) Employees may accumulate up to sixty (60) hours of compensatory time
during a fiscal year.

e) All compensatory time in excess of forty (40) hours must be taken or paid
out prior to the end of each fiscal year.

f) Employees shall be notified by the Department Head or his designee on a
quarterly basis of the total number of compensatory hours accumulated.

g) Payment of compensatory time will occur in January, April, July, and
October by check separate from employee’s regular payroll check.

h) Payment of compensatory time will be at the employee’s current rate of
pay.

i) Upon termination of employment the employee shall be paid out any
unused compensatory time.

Exempt employees are not eligible for compensatory time.

REQUIRED OVERTIME

Each Department Head shall have the right to require overtime work. Overtime
is considered a condition of employment, and refusal to accept it when
reasonable notice has been given is cause for discipline, up to and including
termination. At the Department Head’s discretion and with the consent of the
Personnel Officer, an employee’s work schedule may be adjusted during a
workweek to avoid overtime. Employees may not refuse overtime assignments.
All overtime must be authorized in advance by Department Heads or by a
designated supervisor. Employees are expected to respond to a call-out during
an emergency or when overtime is assigned.

CALL BACK

A call back is defined as an official assignment of work which does not
continuously follow an employee’s regularly scheduled working hours.
Employees reporting back to a work station, at a specific time, shall be
compensated according to the relevant collective bargaining agreement.
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4.12

4.13

4.14

POSITIONS INELIGIBLE FOR OVERTIME COMPENSATION

Positions that are classified as exempt, having fulfilled the FLSA Salaried Basis
and Job Duties Tests, are ineligible for overtime compensation.

POLICY ON EXEMPT PAY

In accordance with FLSA regulations, exempt employees who are required to be
paid on a salary basis may not have their pay reduced for variations in the
quantity or quality of work performed, except for those situations identified in
Section 4.13 Deductions from Exempt Employee Pay and certain deductions as
specified below.

Exempt employees normally must receive their full salary for any week in which
they perform any work, without regard to the number of days or hours worked.
However, exempt employees need not be paid for any workweek in which they
perform no work at all for the City. Time off using benefit time will be
compensated as such.

Deductions from pay cannot be made as a result of absences due to the
circumstances listed below. Such improper pay deductions are prohibited by the

City.
a) Jury duty.
b) Attendance as a witness.
c) Temporary military leave.
d) Absences caused by the City.
e) Partial day amounts other than those specifically discussed below.

This provision covers exempt employees who are subpoenaed to jury duty or to
testify in court in performance of a civic duty. Time that an employee spends in
a court as a party in his own case would not be covered and would be treated
like leave for personal reasons.

DEDUCTIONS FROM EXEMPT EMPLOYEE PAY

The few exceptions to the requirement to pay exempt employees on a salary
basis are listed below. In these cases, deductions may be permissible as long as
they are consistent with other City policies and practices.

a) Absences of one (1) or more full days for personal reasons other than
sickness or disability (partial days must be paid). Such situations may
occur when an employee has exhausted all applicable paid leave.
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b) Absences of one (1) or more full days due to sickness or disability. This
exception can apply when the employee is not yet eligible for
sickness/disability pay or has exhausted the paid leave benefits the City
provides.

c) Fees received by the employee for jury or witness duty or military leave
may be applied to offset the pay otherwise due to the employee for the
week.

d) Penalties imposed by infractions of safety rules of major significance.
(Note: a deduction from pay as a penalty for violations of major safety
rules can be made in any amount.)

e) Unpaid disciplinary suspensions of one (1) or more full days in accordance
with the City’s disciplinary policy. Such “workplace conduct” violations
should be of a serious nature, and does not apply to discipline for
performance or attendance issues.

f) Deductions for the first and last week of employment, when only part of
the week is worked by the employee, as long as this practice is
consistently applied to all exempt employees in the same circumstances.

g) Deductions for unpaid leave taken in accordance with legitimate absence
under the Family Medical Leave Act (FMLA).

4.15 TAXATION OF CLOTHING ALLOWANCES AND CLOTHING STIPENDS

The City follows IRS Publication 15-B for all taxable benefits. Employees who
receive benefits will be taxed according to IRS Publication 15-B for all taxable
benefits. Examples include, but are not limited to, clothing allowances made on
behalf of the City for City employees and clothing stipends paid. The respective
employee will be taxed through payroll when the taxable benefit occurs.
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5.1

5.2

SECTION 5
EMPLOYEE CONDUCT

ETHICS POLICY

Various laws regulate the conduct of City employees including Illinois Public Act
(5 ILCS 430 “State Officials and Employee Ethics Act”) and City Ordinance No.
1004 as amended. Employees are expected to exercise ethical conduct and
behaviors as outlined in these laws and the Employee Handbook.

CODE OF CONDUCT

It is the policy of the City of Crest Hill to conduct its business activities and
transactions with the highest level of integrity and ethical standards and in
accordance with applicable laws and regulations. All employees must conduct
themselves accordingly and seek to avoid even the appearance of improper
behavior. Employees are expected to treat their co-workers as well as residents,
vendors, and visitors with respect and dignity.

Certain actions are inappropriate in the work setting. Listed below are some of
the behaviors that are not appropriate. This is by no means an all-inclusive list.
This list is illustrative rather than exhaustive and management reserves the right
to decide upon appropriate disciplinary action for breaches of conduct. Violation
of these standards will result in disciplinary action up to and including termination
of employment.

e Activities prohibited by State and Federal statutes or City Ordinances.
e Failure to meet prescribed standards of work.
e Unapproved absenteeism or tardiness.

e Threatening, intimidating, or coercing another employee or member of
the public.

e Willful destruction or damage to City property or the property of a fellow
employee.

e Dishonesty, including falsification of City records.

Insubordination or refusal to follow a direct lawful order.

Sleeping during work hours (except during sleeping time for employees
on a 24-hour shift) or leaving work without permission.
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Theft or unauthorized possession, use or removal of City property, the
property of a fellow employee, or resident’s property, whether on or off
duty and regardless of value.

Acceptance of any consideration from a third party intended to
inappropriately influence the employee in the performance of his duties.

Use of official position for personal advantage.

Possession, use, or distribution of alcohol or drugs on City property or

during working hours.

Possession or use of illegal substances at any time, whether on or off City

property.

Reporting to work or working under the influence of alcohol or drugs or
any other violation of the City’s Substance Abuse Policy.

Driving a City vehicle under the influence of drugs or alcohol.

Violation of City safety rules or policies.

Being found guilty of a crime that brings discredit to the City or hinders
the employee’s ability to satisfactorily perform the essential duties and
functions of his position.

Gambling on City property.

Claiming sick or other leave under false pretenses.

Overstaying scheduled rest or lunch periods or taking excessive breaks.

Failing to maintain satisfactory or proper standards of dress, grooming,
and cleanliness.

Use of foul or inappropriate language toward any employee or the public.

Discussion of confidential City business with unauthorized persons.

Misuse or illegal use of City telephones, computer privileges, or
equipment.
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e Sexually or otherwise harassing another employee or member of the
public.

e Discriminating against another employee or member of the public on the
basis of a Protected Category.

e Being in unauthorized areas of City facilities.

e Refusal to cooperate in an officially sanctioned investigation.

¢ Violation of the Clocking In and Out Procedures set forth in Section 4.6 of
the Employee Handbook.

Violation of the-any City policyies or preeedures—procedure, including
thoseas-set forth in the Employee Handbook.

Employees have a duty to report behavior, misconduct, or activity that may be
inconsistent with policies outlined in the Employee Handbook, illegal, or perceived to be
inconsistent or illegal to their supervisors, Department Head, Personnel Officer, or City
Administrator. Employees should exercise good judgement in determining to whom
misconduct should be reported based on the perceived seriousness of the alleged
behavior, misconduct, or activity. Additionally, employees have a duty to cooperate
and comply with internal and external investigations regarding any violations of City
policy or the Employee Handbook.

5.3

ANTI-BULLYING

The City of Crest Hill promotes a healthy workplace culture where all employees
are able to work in an environment free of bullying behavior. Bullying, like other
disruptive or violent behaviors, is conduct that disrupts both an employee’s ability
to positively contribute to the organization on a day-to-day basis and the
organization’s ability to successfully run its business. Workplace bullying is
unacceptable and will not be tolerated under any circumstances. The City will
not knowingly permit retaliation or reprisal towards an employee who has
reported bullying.

Bullying is conduct that meets all three of the following criteria:
1. Is directed at one or more employees;

2. Substantially interferes with work/prevents work from being
accomplished; and
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5.4

3. Adversely affects the ability of an employee to contribute in a positive
manner in the workplace by placing the employee in reasonable fear of
physical harm and/or by causing emotional distress.

Bullying may be intentional or unintentional. Where an allegation of bullying is
made, the intention of the alleged bully is irrelevant, and will not be given
consideration when determining discipline.

All City employees are responsible to help ensure the City is a bullying-free
workplace. Any employee who feels they have experienced or witnessed bullying
should immediately notify the Personnel Director before the conduct becomes
severe or pervasive.

All complaints of bullying will be investigated promptly and thoroughly. To the
fullest extent practicable, the City will keep complaints and the terms of their
resolution confidential. If the investigation confirms that bullying has occurred,
the City will take corrective action, up to and including termination of
employment.

To the extent an individual feels he/she is experiencing bullying, he/she should
advise the offender that his or her behavior is unwelcome and request that such
behavior stop immediately.

HARASSMENT, DISCRIMINATION, RETALIATION PREVENTION POLICY

The City of Crest Hill prohibits harassment, discrimination, or retaliation against
claims of such in its entirety. All employees, volunteers, job applicants, elected
officials, and third parties (including but not limited to citizens, vendors, visitors,
and contractors) are expected to abide by this policy. This policy serves to
ensure a workplace free of harassment, discrimination, and retaliation based on
protected characteristics or perceived membership in a protected class including:
race, color, national origin, ancestry, disability, religion, age, gender/sex,
pregnancy, sexual orientation, veteran or military status, order of protection
status, marital status, genetic information, and any other characteristic protected
by applicable Federal, State, and local laws to provide for the prompt, thorough,
and effective investigation of harassment, discrimination, and retaliation reports,
as well as provide a process for eliminating all such conduct.

A violation of this policy may not necessarily violate the law. The City will not
tolerate any conduct inconsistent with this policy and will enforce this policy
regardless of whether the conduct itself constitutes a violation of applicable law.
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Prohibited Conduct

Harassment, discrimination, and retaliation of, or against, any employee, co-
worker, elected official, volunteer, or third party has no place in the work
environment and will not be tolerated. The Illinois Human Rights Act defines a
“working environment” not limited to the physical location where an employee
works. Accordingly, the City does not authorize and will not tolerate any form of
harassment, discrimination, or retaliation by employees, volunteers, elected
officials, or third parties including but not limited to citizens, vendors, visitors,
and contractors.

Prohibited conduct includes, but is not limited to, verbal, physical, or visual
comments of a derogatory nature and based on protected characteristics or
perceived membership in a protected class including: race, color, national origin,
ancestry, disability, religion, age, gender/sex, pregnancy, sexual orientation,
veteran or military status, order of protection status, marital status, genetic
information, and any other characteristic protected by applicable Federal, State,
and local laws. Examples of prohibited conduct include, but are not limited to:

a) Verbal Conduct such as epithets, derogatory jokes, innuendos or
comments, stereotyping, and slurs based on protected characteristics or
perceived membership in a protected class, as well as unwanted sexual
advances, stereotyping, invitations, or comments;

b) Visual Conduct such as derogatory posters, photography, cartoons,
calendars, emails, text messages, magazines, music, drawings, sexually
explicit materials, graffiti, computer internet sites, or gestures based on
protected characteristics or perceived membership in a protected class;

c) Physical or Other Conduct such as unwanted touching or physical contact,
assault, suggestive looks, leering, threats, blocking normal movement,
interfering with work, or assigning undesirable work to create adverse
working conditions for an individual because of that person’s protected
characteristics or perceived membership in a protected class; and

d) Retaliation such as threats, discipline, or any other adverse action taken
against any person who reported or stated an intent to report conduct
inconsistent with this policy, withessed any such conduct, or participated
in any investigation of such conduct.

Definition and Prohibition of Sexual Harassment

Sexual harassment is a form of sex discrimination that violates Title VII of the
Civil Rights Act of 1964. It is the unlawful harassment of employees, volunteers,
job applicants, elected officials, and third parties (including but not limited to
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citizens, vendors, visitors, and contractors) on account of that person’s sex.
Sexual harassment includes any unwelcome or unwanted sexual advances;
requests for sexual favors; or other verbal, physical, or visual conduct based on
sex or gender or that is otherwise of a sexual nature when (1) submission to the
conduct is an explicit or implicit term or condition of employment, (2) submission
to or rejection of the conduct is used as the basis for an employment decision
affecting the individual, or (3) the conduct has the purpose or effect of
unreasonably interfering with an individual’s work performance or creating an
intimidating, hostile, or offensive working environment.

Harassment also includes offensive conduct regarding a person’s sex. Both the
victim and the harasser can be either a woman or a man, and the victim and
harasser can be members of the same sex. The harasser can be the victim’s
supervisor, a supervisor in another area, a subordinate, a co-worker, a
contractor, a citizen, an elected official, or someone who is not an employee of
the City of Crest Hill. The victim does not have to be the person harassed and
could be anyone affected by the offensive conduct.

Harassment based on sex/gender is prohibited regardless of whether it rises to
the level of a legal violation. The following conduct represents some, but not all,
of the acts that are in violation of this policy:

a) Verbal Conduct such as epithets, derogatory jokes, innuendos or
comments, slurs, or unwanted sexual advances, stereotyping, invitations
or comments;

b) Visual Conduct such as derogatory posters, photography, cartoons,
calendars, emails, text messages, magazines, music, drawings, sexually
explicit materials, graffiti, computer internet sites or gestures based on
protected characteristics;

c) Physical Conduct such as assault, suggestive looks, leering, threats,
unwanted touching or physical contact, blocking normal movement, or
interfering with work because of any protected characteristics;

d) Threats and Demands to submit to sexual requests as a condition of
continued employment, or to avoid some other loss, and offers of
employment benefits in return for sexual conduct; and

e) Retaliation such as threats, discipline, or other adverse action taken
against any person who reported or stated an intent to report conduct
inconsistent with this policy, withessed such conduct, or participated in
any investigation of such conduct.
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The City of Crest Hill prohibits sexual harassment, discrimination based on sex
or gender, and/or retaliation against claims of such in its entirety. All employees,
volunteers, job applicants, elected officials, and third parties including but not
limited to citizens, vendors, visitors, and contractors are expected to abide by
this policy. Any behavior or conduct that could reasonably be interpreted as
prohibited under this policy has no place in the workplace. Employees are
encouraged to inform others in the workplace when their behavior in unwelcome,
offensive, inappropriate, or in poor taste. Employees are expected to come
forward promptly and report any violations of this policy.

Reporting Procedures

The City does not tolerate harassment, discrimination, and retaliation. If an
employee has reason to believe that he/she has experienced conduct
inconsistent with this policy, witnessed such conduct, or knows of any employee
who has been subjected to such conduct, he/she has a duty to promptly report
it, either verbally or in writing, to any of the following designated individuals:
The Personnel Officer, any supervisor, any Department Head, or the City
Administrator. These are the only designated individuals authorized by this
policy to receive and act upon complaints on behalf of the City.

If the person believed to be engaging in the conduct inconsistent with this policy
is @ member of the designated list, the employee may go to any other individual
designated above.

Department Heads and supervisors must promptly report conduct inconsistent
with this policy to the Personnel Officer. Department Heads and supervisors
have an affirmative obligation to report any of the following:

a) Any violation of this policy;
b) Any suspected violation of this policy; and

c) Any information or complaint of any type harassment even if the activity
does not appear, on its face, to be a violation.

To the extent an individual feels he/she is experiencing conduct inconsistent with
this policy, he/she should ask the person whose conduct is inconsistent with this
policy to stop the behavior.

Whistleblower Protection

Similar to the prohibition against retaliation contained herein, the State Officials
and Employees Ethics Act (5 ILCS 430/15-10) provides whistleblower protection
from any retaliatory action (such as reprimand, discharge, suspension, demotion,
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denial of promotion, or transfer) that occurs in retaliation against an employee
who does any of the following:

1. Discloses or threatens to disclose any activity, policy, or practice of any
person subject to this policy that the employee reasonably believes is in
violation of any law, rule, regulation, or this policy;

2. Provides information to or testifies before any public body conducting an
investigation, hearing, or inquiry into any violation of a law, rule,
regulation, or this policy; or

3. Assists or participates in any proceeding to enforce the provisions of the
State Officials and Employees Ethics Act.

Pursuant to the Whistleblower Act (740 ILCS 174/15(a)), this City may not
retaliate against any employee who discloses information in a court, an
administrative hearing, or before a legislative commission or committee, or in
any other proceeding, where the employee has reasonable cause to believe that
the information disclosed demonstrates the existence of a violation of any State
or federal law, rule, or regulation. In addition, the City may not retaliate against
any employee that discloses information to any government or law enforcement
agency, where the employee has reasonable cause to believe that the
information disclosed demonstrates a violation of any State or federal law, rule,
or regulation. (740 ILCS 174/15(b)).

According to the Illinois Human Rights Act (775 ILCS 5/6-101), it is a civil rights
violation for a person (or for two or more people, conspiring together), to
retaliate against any person because he/she has opposed that which he/she
reasonably and in good faith believes to be sexual harassment in employment,
because he/she has made a charge, filed a complaint, testified, assisted, or
participated in an investigation, proceeding, or hearing under the Illinois Human
Rights Act.

An employee who is suddenly transferred to a lower paying job or passed over
for a promotion after filing a complaint with IDHR or EEOC, may file a retaliation

charge with the appropriate body-{such—+retaliation—chargesare-duewithin 300
days-ef-thealleged-retaliatoryaction):

Confidentiality

The City will, to the extent feasible and appropriate under the circumstances,
maintain the confidentiality of all parties to any harassment reports and/or
complaints, and shall only involve other individuals on a need-to-know basis.
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Discipline and Consequences

If the City determines any conduct inconsistent with this policy has occurred,
prompt effective corrective action will be taken in accordance with the
circumstances involved. Anyone, regardless of position or title, who has engaged
in conduct that is inconsistent with this policy, will be subject to discipline, up to
and including immediate termination of employment. Violation of this policy, if
substantiated, may result in termination on the first offense. All employees are
expected to cooperate in investigations of complaints.

Additionally, anyone who knowingly or intentionally makes a false report of
sexual harassment, if substantiated, will be subject to discipline, up to and
including immediate termination of employment. False claims of sexual
harassment are considered to be equally egregious in nature and may also result
in termination on the first offense.

Any disciplinary action taken against any person for knowingly or intentionally
making a false report of sexual harassment shall be in addition to any and all
other civil and criminal remedies and penalties that are legally available to the
City and to any falsely-accused person or persons.

Retaliation is Strictly Prohibited

Retaliation is strictly prohibited. Retaliation can be, but is not limited to, actions
(such as verbal or physical threats) made or taken against any person who
reported or stated an intent to report conduct inconsistent with this policy,
witnessed such conduct, or participated in an investigation of such conduct. The
City prohibits any retaliation or reprisal against any person who makes or assists
with the making of any complaint pursuant to this policy, or who pursues any
such claim, or who cooperates in any investigation of such claim or claims.

If an employee has reason to believe that he/she has experienced retaliation or
witnessed such conduct or knows of any employee who has been subjected to
such conduct he/she should promptly report it, verbally or in writing, to any of
the following designated individuals: the Personnel Officer, any supervisor,
Department Head, or the City Administrator. These are the only designated
individuals authorized by this policy to receive and act upon complaints on behalf
of the City.

If the person believed to be engaging in the conduct inconsistent with this policy
is @ member of the designated list, the employee may go to any other individual
designated above.

Department Heads and supervisors must promptly report conduct inconsistent
with this policy to the Personnel Officer.
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5.5

Other Information

The City is committed to an environment free from harassment, discrimination
and retaliation and to preventing and quickly correcting conduct inconsistent with
this policy.

All employees have a duty and responsibility to conduct themselves appropriately
and in compliance with this policy.

External Procedures for Filing a Complaint of Harassment or Discrimination

The City hopes that any incident of harassment, discrimination or retaliation can
be resolved through the internal process outlined above. All employees, however,
have the right to file formal charges with the Illinois Department of Human Rights
(IDHR) and/or the United States Equal Employment Opportunity Commission
(EEQC). A charge with IDHR must be filed within 2 years of the incident. A charge
with the EEOC must be filed within 300 days of the incident.

The IDHR may be contacted as follows:
CHICAGO  (312) 814-6200 TTY (866) 740-3953
The EEOC can be contacted as follows:
CHICAGO  (312) 872-9744 TTY (800) 669-6820

PROGRESSIVE DISCIPLINE

Reasonable work rules of conduct, safety, courtesy, respect, and common sense,
generally result in a more harmonious and enjoyable work atmosphere. In order
to maintain a safe, efficient and harmonious organization, the guidelines listed
below have been established for City employees. The progressive discipline
process encourages employees to become more productive workers and adapt
their behavior to the City’s standards and expectations.

The City’s progressive discipline policy in no way limits or alters the at-will
employment relationship. Union employees may be subject to additional
guidelines regarding disciplinary action.

Progressive Discipline Procedures

The City has established a Code of Conduct to govern the conduct of its
employees. Disciplinary outcomes may vary depending upon the particular
situation. Each case will be evaluated on its own merits with due consideration
as to the nature of the offense, the cause, the background, likelihood of
repetition and the attitude of the offender. In addition, the employee’s work
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history, including performance reviews, previous disciplinary record, and length
of service may be taken into consideration, as well as other relevant factors, in
determining the level of discipline to be imposed.

The City reserves the right to determine the appropriate level of discipline for
any inappropriate conduct, including but not limited to verbal and written
warnings, suspension with or without pay, demotion and termination. Violations
of work rules, instances of unacceptable behavior or misconduct, or continued
poor performance will be subject to progressive discipline. This means that
employees will be assessed penalties that become increasingly severe each time
an offense is reported or a performance improvement is not forthcoming.
Repeated infractions or infractions of a more serious nature will result in a
demotion, suspension or termination. Some types of misconduct are so
egregious that they may be punished by suspension or termination at the first
occurrence.

Types of Disciplinary Action

In general, when an employee fails to abide by the rules and regulations set
forth in the Employee Handbook, does not abide by departmental regulations, or
is in violation of other expectations, the employee may be subject to progressive
discipline, subject to any collective bargaining agreements. This process typically
follows the following steps:

1. Verbal Warning: A verbal warning may be issued to an employee prior
to the issuance of a written warning at the supervisor’s discretion. Verbal
warnings will be placed in the employee’s personnel file and may be used
as support for further disciplinary action.

2. Written Warning: A written warning may be issued for behavior or
violations which a supervisor considers serious or where a verbal warning
has not helped to change unacceptable behavior. All written warnings will
be placed in the employee’s personnel file and a copy of the written
warning will be given to the employee and signed by that employee,
acknowledging receipt of the warning. An employee’s refusal to sign the
written warning does not preclude placement in the employee’s file.

3. Suspension: An employee may be suspended with or without pay for up
to thirty (30) days subject to FLSA limitations. A Department Head shall
file a written report with the Personnel Officer on the cause for suspension
of an employee prior to the effective date of such suspension. An
employee shall be given a written notice of suspension.

4. Demotion: A demotion is a change in employment status from a position
in one classification to a position in a lower classification involving a
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decrease in responsibility and a lower maximum pay rate. Demotions are
typically disciplinary or performance related, but can also be the result of
a reorganization and subsequent elimination of the existing position, or
an employee voluntarily vacating his present position and moving to an
existing or new position at a lower pay grade.

5. Termination: An employee may be terminated for a major conduct
violation, repetition of minor conduct violations, or for work performance
falling below the established standards. Before any action is taken to
terminate an employee, the employee’s Department Head must file a
written report and request a review by the Personnel Officer. Department
Heads may be terminated by the City Administrator, with the concurrence
of the Mayor.

6. Rehire: It is the policy of the City not to rehire a former employee who
was terminated for policy violations, poor work performance, or resigned
while charges were pending.

Suspension Pending Investigation

Employees who allegedly commit acts of violence or other egregious misconduct
or serious safety violations can be suspended immediately, and ordered from
City property or work site. Pending an investigation and review, this suspension
may be without pay. Employees who are cleared of charges pending against
them will be reinstated with full back pay and no loss of benefits or seniority.
Employees whose charges are upheld against them will be subject to discipline,
up to and including termination.

Suspension without Pay for Exempt Employees

Suspensions without pay for exempt employees generally must be in increments
of one week. Two circumstances exist in which exception to this policy is
appropriate:

1. Violations of safety rules of major significance.
2. Penalties for infractions of workplace conduct.

A deduction in pay as a penalty for violations of safety rules of major significance
can be made in any amount. Penalties for infractions of workplace conduct rules
may be in one (1) or more full days for exempt employees. Such “workplace
conduct” violations should be of a serious nature and does not apply to discipline
for performance or attendance issues. Workplace conduct infractions may
include but are not limited to sexual harassment, violence, drug or alcohol policy
violations, or violations of State or Federal laws.
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5.6

Employee Benefits During Suspension

The City will continue to pay its portion of the employee’s medical and dental
premium costs while an employee is suspended without pay for up to thirty (30)
days. The employee must abide by the terms and conditions of the insurance
benefits in order to maintain coverage during such periods, including making
arrangements to pay the employee’s portion of the premium cost. Employees
will not accrue benefit time or service credit while on an unpaid suspension.

Appeals

A regular employee (not including probationary, seasonal or temporary
employees) who has been disciplined and considers himself aggrieved may file a
grievance in accordance with Appeal/Grievance section of the Employee
Handbook.

APPEAL/GRIEVANCE PROCEDURES

It is the City’s policy to provide employees with an avenue to address problems
when they believe the City has violated, misinterpreted or misapplied any of the
provisions in the Employee Handbook. However, the policy itself cannot be the
subject of a grievance. A “grievance” is defined as a dispute or difference of
opinion raised by any employee who is not covered by a collective bargaining
agreement with the City. Except as noted below and elsewhere in the Employee
Handbook an aggrieved employee shall have the right to file an appeal on his
behalf.

The exclusive remedy for those employees who are covered by a collective
bargaining agreement is their collective bargaining agreement. As such, the
grievance procedure outlined here is not intended to apply in situations where a
collective bargaining agreement governs. Rather, this procedure is applicable to
employees who are not covered by a collective bargaining agreement, or in
situations that are not addressed in a collective bargaining agreement, or the
Rules and Regulations of the Civil Service Commission.

Appeal Process

Appeals of a termination or disciplinary action may be made by applying in writing
within five (5) working days to the Personnel Officer. The Personnel Officer shall
hold a hearing within five (5) working days or a mutually agreeable time after
such request for appeal has been made by the employee. The hearing will be of
an informal nature with the employee, the Department Head, and/or City
Administrator present. The Personnel Officer shall render his decision within ten
(10) working days after the hearing. The Personnel Officer may uphold, increase
or reduce the severity of punishment should this, in his judgment, be warranted.

37

Item 3.

113




5.7

5.8

5.9

Any appeal of the Personnel Officer’s decision shall be in the form of a request
for reconsideration addressed to the City Administrator within five (5) working
days of this decision. The City Administrator shall respond to such request within
five (5) working days. The City Administrator’s decision shall remain final.

CONFIDENTIALITY POLICY

The public, employees, and other parties with whom the City does business
entrust the City with important information relating to their businesses and
personal situations. It is the City’s policy that all information considered
confidential will not be disclosed to external parties except as pursuant to judicial
proceedings, legal requirements, or the Illinois Freedom of Information Act
(FOIA). Employees must not release or share confidential information that may
be subject to Federal and State laws, such as the Health Insurance Portability
and Accountability Act (HIPAA) and the State of Illinois Identity Protection Act
that protects the usage of Social Security numbers.

This policy is intended to alert employees to the need for discretion at all times
and is not intended to inhibit normal business communications. All inquiries from
the media must be referred to the employee’s Department Head. If there is a
question of whether certain information is considered confidential, the employee
should first check with his immediate supervisor. Questions related to the FOIA
should be addressed to the City’s FOIA officer(s).

Employees who attend closed session meetings of the City Council must maintain
the confidentiality of all closed-session information and may not disclose such
information to anyone outside the closed-session meeting or beyond those
elected officials and staff included in confidential communications, including
attorney-client communications.

POLITICAL ACTIVITY

In accordance with the State and Federal constitutions and with 65 ILCS 5/10-
1-27.1, City employees have a right to engage in political activity through
voluntary political contributions or voluntary political activities. However,
employees may not participate in political activities while at work or on duty.
This includes the display of political paraphernalia, merchandise, clothing,
buttons etc. in the workplace and/or on the employee. Additionally, no employee
may use or threaten to use the influence of their position to coerce or to persuade
any person to follow any course of political action or to contribute or lend
anything of value to a political organization or candidate for political office.

OUTSIDE EMPLOYMENT

Outside employment in addition to City employment is permitted if it does not
interfere with the employee’s performance, cause a conflict of interest or
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5.10

5.11

5.12

appearance of impropriety with his City duties and responsibilities, or reflect
adversely upon the City. Employees will not be permitted to engage in outside
work that involves the use or sale of information related to City operations.
Employees shall inform their Department Head, in writing, of any outside
employment. A copy of such notice will be placed in the employee’s personnel
file with the Department Head’s signature acknowledging notification and
consent to supplemental employment. No City vehicles, equipment, facilities or,
in cases of “uniformed” employees, uniforms shall be worn and used during such
outside employment except as approved by the appropriate Department Head.
In no event shall supplemental employment be permitted during the employee’s
regularly assigned working hours for the City or while on duty. This procedure
is applicable to employees who are not covered by a collective bargaining
agreement. The policy for outside employment for employees covered by a
collective bargaining agreement shall be defined in the terms of the respective
contract.

ATTENDANCE & PUNCTUALITY

To maintain a safe and productive work environment, the City expects employees
to be reliable and punctual in reporting for scheduled work. Absenteeism and
tardiness place a burden on other employees and on the City. In instances when
employees cannot avoid being late to work or are unable to work as scheduled,
they should notify their supervisor as soon as possible in advance of the
anticipated tardiness or absence. Poor attendance and excessive tardiness are
disruptive and violations of City policy. Either may lead to disciplinary action, up
to and including termination.

WAGE ATTACHMENTS

The City does not want to become involved in employees’ personal finances and
believes it is the employees’ responsibility to avoid collections by creditors. The
City must comply with any court ordered wage deduction. In the event the City
receives a garnishment notice from more than one source, the monies will be
paid (to the extent they are available) to each of the creditors in the order in
which notification was received and in accordance with law.

ACCEPTANCE OF GIFTS

The City of Crest Hill as a governmental entity will comply with all provisions of
the State “Gift Ban Act”. In compliance with the Act, the City adopted Ordinance
No. 1095.

No employee of the City of Crest Hill shall receive any gift, fee, meal, tip or favor
of any kind, or promise of future employment for the performance of his duties
or the supervision of others based upon any mutual understanding, explicit or
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implied, that the official actions, decisions or judgments of such employee would
be influenced thereby. “Gift” means any gratuity, discount, entertainment,
hospitality, loan, or other tangible or intangible item having monetary value
including, but not limited to, cash, food and drink, and honoraria for speaking
engagements related to or attributable to government employees.

Employees who are offered gifts or gratuities should either refuse them as
courteously as possible or donate them as allowed in the “Gift Ban Act”. Items
in the category of advertising novelties (i.e. pencils, calendars, coffee mugs)
having wide distribution or of a nominal value may be retained by employees.
Under no circumstances shall any cash or cash equivalents such as checks or gift
cards be accepted.

This policy should not be construed to preclude attendance by employees at
business or social functions as guests of another individual, so long as the costs
are reasonable for the type of function attended pursuant to the State “Gift Ban
Act”.
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6.1

6.2

6.3

6.4

SECTION 6
EMPLOYEE PERFORMANCE

PERFORMANCE REVIEW

The performance of all regular full-time and regular part-time employees shall
be evaluated not less than one time per year, or as often as there are alterations
in employment status, salary increase (other than cost of living), promotion,
demotion, transfer, termination, or any other change in reporting status, in
accordance with performance review factors as established by the City. Each
department may utilize interim reviews, depending on departmental needs,
provided the standard process is utilized as outlined in Section 16. However,
only annual or status change reviews will be used for salary and/or merit
consideration purposes.

INTERIM PERFORMANCE REVIEWS

There may be circumstances where a supervisor conducts an interim
performance review due to a decline in an employee’s performance into a “needs
improvement” level in an effort to document the counseling interaction with the
employee. Based on this interaction the employee will be expected to take
corrective actions prior to the next regularly scheduled formal review or interim
review.

SUBSTANDARD PERFORMANCE ON ANNUAL REVIEW

Employees performing at a “Needs Improvement” level at their annual review
will not receive an increase for that year. Employees determined to have
performed “Needs Improvement” ratings on their annual review will either be
assigned to a six (6) month evaluation period consisting of two (2) interim three
(3) month interval reviews or will be terminated, depending on the severity of
the “"Needs Improvement” performance, and/or prior interim review attempts to
improve performance. If performance is not raised to a “Consistently Meets
Expectations” levels upon the completion of the evaluation period, the employee
may be disciplined, up to and including termination.

PERFORMANCE IMPROVEMENT PLAN

When an employee’s performance is determined to be “Needs Improvement,” a
written Performance Improvement Plan (PIP) may be completed by the
supervisor and submitted with the employee’s Performance Review. The
purposes of the Performance Improvement Plan (PIP) are to document the
specific job-related functions or areas the employee needs to improve on,
indicate specific milestones that will be used to measure the employee’s progress
in those areas, and establish a time frame for achieving each listed goal. The
completed Performance Improvement Plan (PIP) shall be discussed by the

41

Item 3.

117




supervisor with the employee and reviewed by Human Resources and both the
employee and supervisor shall sign and date it. The employee will be given a
copy, and the original will be placed in the employee’s personnel file. The PIP
process is outlined in Section 16 and the creation of such a plan must follow the
standards outlined.
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7.1

7.2

7.3

SECTION 7
INSURANCE & OTHER EMPLOYEE BENEFITS

INSURANCE COVERAGES

The City provides medical, dental, vision, and life insurance for all regular full-
time employees and their dependents as prescribed within the terms and
conditions of the health care contracts in effect. Employees enrolled in the City
sponsored plan are eligible for coverage on the first day of hire. The percentage
paid by the City and employees may change from time to time. Employees are
required to provide proof of dependent eligibility at time of enrollment.
Documentation may include birth and marriage certificates, court documents and
other items deemed acceptable.

Group medical and dental insurance shall also be made available to eligible
retired or disabled employees who select to continue this option, as required by
the Illinois Pension Code, State insurance law, applicable collective bargaining
agreements, and subject to other provisions of the Employee Handbook.
Coverage available to eligible retired or disabled employees is that which they
have elected on their last day of employment prior to the first day of their
retirement or disability status. Retired or disabled employees are not permitted
to elect to change policies and their coverage cannot increase. For example, a
retired employee with single coverage cannot marry in retirement and then elect
family coverage. However, an employee who retirees with family coverage and
then qualifies for single coverage through death of a spouse, divorce, etc. will be
permitted to elect single coverage since he no longer qualifies for family or other
coverage. The City also provides Workers’ Compensation benefits pursuant to
the State statutes and will provide any coverage required by State
Unemployment Compensation laws.

The Employee Handbook does not change or otherwise interpret the terms of
the official benefit plan documents. Employee rights can be determined only by
referring to the full text of the official plan documents, which are available
through the office of the Personnel Officer. To the extent that any of the
information contained in the Employee Handbook is inconsistent with the official
plan documents, the provisions of the official documents will govern in all cases.

PREMIUM PAYMENTS

The City may require employees to participate in the cost of group health, dental,
vision and/or life insurance premiums, as it is determined from time to time.

QUALIFYING EVENTS

Within thirty (30) days of a qualifying event, employees or dependents must
notify the Personnel Officer in writing of any change in status which may affect
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7.4

7.5

the employee’s or dependent’s benefit plan coverage. Examples may include
marriage, civil union, birth, adoption, or placement for adoption of a child,
obtaining legal guardianship of a child; loss of eligibility for other coverage for
the employee or dependent, termination of employer contributions toward the
employee’s or dependent’s other coverage; divorce, legal separation, death or
children reaching the limiting age. Failure to notify the Personnel Officer in
writing on a timely basis of the qualifying event could result in the employee
being responsible for the payment of the premiums or claims paid for an ineligible
participant, or in denial of coverage by the insurance carrier or plan sponsor.
Additionally, notification of a qualifying event must be proceeded with
documentation that verifies dependent eligibility.

MARRIAGE AND INSURANCE BENEFITS

The Religious Freedom and Marriage Fairness Act (735 ILCS 5/1-101) provides
same-sex and different-sex couples and their children equal access to the status,
benefits, protections, rights, and responsibilities of civil marriage. In order to
become eligible for applicable insurance benefits, employees who get married
are required to complete a notarized affidavit or provide a copy of the marriage
license certificate to the Personnel Officer within thirty (30) days of the event
occurring.

COBRA (CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT)

City sponsored group health insurance coverage for covered employees expires
on the last day of employment, leave of absence, or other qualifying event. As
described in greater detail in the City’s COBRA notice provided to employees who
are covered under group health insurance at the time of a qualifying event,
employees, their spouses, and/or their dependents may continue health
coverage, at their own expense, at the group rates, unless they are disqualified
because of discharge for gross misconduct. Eligible employees may continue the
health insurance coverage for up to eighteen (18) months or longer, based on
COBRA regulations, from the date coverage would otherwise end. The spouse
and dependent children of a City employee may continue coverage following the
death, divorce or termination of the employee, in the event the employee
becomes covered by Medicare, or following another qualifying event, for up to
thirty-six (36) months from the date their coverage would otherwise end.
Dependent children of the employee may also be eligible to continue coverage
when they cease to be dependent children. Continuation of coverage ceases if
certain specific events occur.

Employees or dependents must notify the Personnel Officer in writing within sixty
(60) days after a qualifying event whether or not they wish to continue their
health coverage. If an employee does not choose to continue their group health
insurance, eligibility will end.
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7.6

7.7

7.8

If an employee is a participant in the Illinois Municipal Retirement Fund (IMRF),
and retires or becomes disabled, the employee may be able to continue his health
insurance under the Municipal Employee’s Continuance Privilege law (215 ILCS
5/367j).

ILLINOIS MUNICIPAL RETIREMENT FUND (IMRF)

The Illinois Municipal Retirement Fund provides employees of local governments
in Illinois with a sound and efficient system for the payment of retirement,
disability, and death benefits. Employees are required to participate in the IMRF
if employed in an IMRF qualified position and meet the 1,000 annual hourly
standard. Both the employee and the City contribute monies into the Fund.

Upon separation from employment, application may be made to IMRF for a
refund of employee contributions if the employee has not yet qualified for
retirement benefits. All employer contributions would be forfeited. Employees
should note that applicable tax laws will apply to this refund.

If an individual becomes employed by another municipality or agency under
IMRF, employee contributions are automatically transferred provided they were
not previously refunded. However, employees may “buy back” earned credit
that was previously refunded according to specific instructions provided by IMRF.

POLICE PENSION FUND

Sworn Police personnel participate in a pension fund for retirement, disability,
and death benefits. The Police Pension Board manages the fund in accordance
with the Illinois Compiled Statutes. The City contributes to the Fund based on
an annual actuarial analysis while participating Police personnel contribute
through payroll deductions. Information regarding application to participate in
the fund, portability rights, disability requirements, qualifications for pension
benefits, and the value of pension benefits is available from the Police Pension
Board.

457 RETIREMENT PLAN

The Section 457 Deferred Compensation plan allows employees to elect how
much salary they want to contribute and to direct the investment of their account
so they can tailor their own retirement package to meet their individual needs.

4

Contributions to the 457 plan are automatically deducted from employees
paychecks before Federal and State tax withholdings are calculated, thereby
saving tax dollars now by having the current taxable amount reduced. While the
amounts deducted generally will be taxed when they are finally distributed,
favorable tax rules typically apply to 457 distributions.
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7.9

7.10

Complete details of the Section 457 are described in the materials provided to
eligible employees. More information about employee benefit plans is available
through the office of the Personnel Officer.

EMPLOYEE ASSISTANCE PROGRAM

The City of Crest Hill recognizes that from time to time employees and their
dependents (including children up to age 26) may need a little help coping or
figuring out what to do. The City provides an assistance program to help address
life issues such as:

a) Depression, grief, loss and emotional well-being
b) Family, marital, and other relationship issues

c) Life improvement, goal setting

d) Addictions including drug and alcohol use

e) Stress or anxiety at work or home

The Employee Assistance Program (EAP) is available to employees and their
dependents 24 hours a day, 7 days a week, 365 days a year. Each employee is
entitled to several sessions (per event) with a licensed counselor. There is no
charge for these services and sessions are confidential. Employees can call
833.806.8722, visit  https://www.compsych.com/guidance-resources/  or
download the “GuidanceNow"” app. Employees are encouraged to speak with the
Personnel Officer for more information.

o

Scan for mare
resources

CREST HILL EMPLOYEE WELLNESS PROGRAM

The Crest Hill Employee Wellness Program (CHEW) exists to foster a workplace
environment that promotes physical and mental wellbeing, encourages employee
camaraderie, improves morale, and supports a healthy, balanced lifestyle.

The CHEW regularly provides programming, information, health screenings and
benefits fairs to employees and their families to inform them of the benefits
available to them through their employment with the City of Crest Hill and
encourage wellness.
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7.11

7.12

Employees who have insurance provided by the City are also eligible to
participate in the wellness rewards program. This program aims at reducing
health risk factors and rewards employees for engaging in wellness initiatives.
Employees with insurance provided by their union should consult their union for
additional benefits offered.

ILLINOIS TRANSPORTATION BENEFITS ACCOUNT

The City supports environmentally friendly commuting options and the well-being
of our employees. In accordance with the Illinois Transportation Benefits
Program Act (820 ILCS 63), the City offers employees access to a pre-tax
Transportation Benefit Account to allow employees to set aside up to $340 per
month to pay for transit passes on regional providers such as Metra, Pace, and
CTA. For more information, employees should contact Human Resources.

HEALTH INSURANCE OPT-OUT INCENTIVE

In accordance with the administrative policy established by the City
Administrator, regular full-time employees may be eligible to participate in the
City’s Health Insurance Opt-Out Incentive, which provides an annual incentive
payment to eligible employees who decline the City’s health insurance plan and
obtain health insurance coverage through another source. Employees should
speak with the Personnel Officer for more information.
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8.1

8.2

SECTION 8
HOLIDAYS, VACATION & LEAVES OF ABSENCE

HOLIDAYS

The following shall be general holidays for City employees. _These holidays are
subject to change by action of the City Council. Only regular full-time employees
shall be entitled to paid holidays. Regular part-time and temporary employees
shall only receive pay if they are required to work on the holiday.

New Year’s Day
Presidents’ Day
Good Friday
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve Day
Christmas Day

Employees will be required to work their regular scheduled day before and after
the holiday, unless other excused pay (jury, vacation, bereavement, personal,
etc.) has been pre-approved, in order to receive holiday pay.

Generally, whenever any of the above holidays fall on a Saturday, the preceding
Friday shall be observed as a holiday; and whenever any of the above holidays
fall on a Sunday; the following Monday shall be observed as a holiday.
Modifications to holiday observances for specific reasons may be made from time
to time upon direction from the City Administrator with appropriate advance
notice.

Work on Holidays

Hours worked by a non-exempt regular full-time employee during a regular shift
on a paid holiday shall be computed at one and one half (1 '2) times the
employee’s regular hourly rate of pay.

VACATION

The City provides full-time regular employees with paid vacation time as an
opportunity for rest, relaxation and recreation. The City believes that each
employee should have time off from work each year and should be given
maximum flexibility in scheduling vacation time, with consideration to the City’s
business needs.
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Vacation is allocated on January 1 each year and the amount of time employees
receive each year increases with the length of their employment as shown below.
Supervisors start with fifteen (15) days and continue to accrue after six years of
service. Days shall be prorated for the first year in which the employee is
employed with the City.

Years of Service Vacation

After one year of service Ten (10) Days

After five years of service Fifteen (15) Days
After six years of service Sixteen (16) Days
After seven years of service Seventeen (17) Days
After eight years of service Eighteen (18) Days
After nine years of service Nineteen (19) Days
After 10 years of service Twenty (20) Days
After 15 years of service and thereafter Twenty-five (25) Days
Part-Time and Seasonal Employees One (1) Day

All vacation for non-exempt employees shall be scheduled with approval and
consent of the Department Head. Scheduling preference shall be given to
employees on a seniority basis.

All earned vacation time not used by the employee by the end of the calendar
year shall be forfeited unless special dispensation is granted by the City
Administrator. Vacation time is paid at the employee’s base pay rate at the time
of vacation and does not include overtime or any other special forms of
compensation. In the event a holiday occurs during an employee’s scheduled
vacation period, time for such holiday shall not be charged as vacation time.
Vacation allowance is not permitted to be paid in lieu of time off.

The City reserves the right to restrict the dates on which an employee may take
vacation based on the City’s and/or specific departments’ needs. These may be
known as “blackout periods” and will be established by the Personnel Officer and
by the Department Head. Vacation is granted at the convenience of the City,
but in all cases the City and its management will attempt to accommodate the
needs of the employee. Employees are encouraged to schedule vacation so as
not to be put in a position to forfeit vacation due to business restrictions or last
minute business needs.

Upon termination of employment, the employee shall be paid for unused earned
vacation time for that year.
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8.3

PERSONAL DAYS

Regular full-time employees are eligible for twenty-four (24) hours of personal
time per year. The twenty-four (24) hours are granted on January 1 each year
subject to management or supervisory approval. Under no circumstances shall
personal hours be carried forward to the next calendar year.

Persons who begin employment mid-year will be granted twenty-four hours of
personal time that may be used following their first 30 days of employment. If
an employee resigns or is terminated within his first 30 days, the employee is
not entitled to compensation for this time.

Upon termination of employment, the employee shall be paid for unused earned
personal days for that year.

8.4

SICK LEAVE

Sick leave hours shall be credited on the 1%t of each month to all full-time regular
employees at the rate of eight (8) hours per month. New full-time regular
employees are issued 8 hours of sick leave beginning on the first of the month,
following their first 30 days. Personal leave hours may be used in place of sick
hours until accrued. Sick hours may be carried forward to the following year up
to a maximum of one thousand one hundred twenty (1,120). Accrued sick leave
will carry over if employees change positions within the City as long as there is
no break in service longer than thirty (30) days.

In accordance with the Illinois Employee Sick Leave Act (820 ILCS 191/1) sick
leave hours shall not be considered a privilege which an employee may use at
his discretion but shall be allowed only in the case of:

a) Necessity of actual sickness or disability of the employee.

b) Because of illness or birth in his immediate family.

c) To meet medical/dental appointments.

d) To take physical examinations or other sickness prevention measures.

Sick leave hours shall be denied for all other reasons unless otherwise approved
by the Department Head.

To receive compensation while absent on sick leave, the employee must notify
his immediate supervisor within a reasonable time under the circumstances, but
generally at least sixty (60) minutes before the employee’s shift would begin. If
sick leave notification is made via voicemail, the employee must include the date,
time and reason for the sick leave absence.
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Once an employee has exhausted his total sick time bank, the employee may
use accumulated vacation time, personal days, or compensatory time.

Any employee who is absent from work for sickness three (3) or more
consecutive days shall be required to provide a physician’s certificate indicating
the employee is able to resume normal work duties. Such physician certificate
shall be obtained at the employee’s expense. Employees who fail to produce a
physician’s certificate after being absent three (3) or more days shall not be
permitted to return to work until the physician’s certificate is obtained.

Excessive absenteeism is irregular attendance including, but not limited to the
following:

1. Chronic absenteeism or pattern of excessive sick leave usage.

2. Continued pattern of sick leave use coinciding with vacation, holiday or
regular time off.

3. Repeated failure to notify the supervisor of sick leave within sixty (60)
minutes of the start time.

4. Supervisor continuously unable to contact employee while employee is
using sick time.

5. Failure to provide physician’s certificates when applicable.

6. Employee engaging in other employment while on sick leave.

When a Department Head has reason to believe that excessive absenteeism has
occurred, the employee will be counseled and reminded of the burden
absenteeism places on the department and fellow co-workers. Additionally, an
employee who is absent from work for sickness immediately preceding or
following a scheduled vacation or holiday may not be compensated for the
absence if the supervisor has reason to believe the claim is false. Excessive
absenteeism and illness related absences abutting paid time off shall be reflected
in an employee’s performance review and shall be the basis for disciplinary action
up to and including termination. Falsely claiming sick leave or reporting sickness
as an excuse for absence may be grounds for immediate termination.

Upon termination of employment, the employee forfeits his total accumulation
of unused earned sick time.
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8.5

8.6

JURY DUTY/CIVIL LEAVE

A regular full-time employee may be granted leave when summoned to appear
as a witness before a court, grand jury, or other public body or commission,
when not appearing as a regular part of their normal work duties. An employee
may be granted Civil Leave to cover the time off.

A regular full-time employee may be granted leave with pay when required to be
absent from work for jury duty. Any compensation received by the employee for
such duty shall revert to the City during the time for which compensation was
paid to the employee under this section. Documentation of serving jury duty
must be provided by the employee to the employee’s supervisor.

To be eligible for this benefit, the employee must notify his supervisor promptly
upon receipt of a jury summons and provide a copy of the summons to his
Department Head. The employee must provide a copy of the check(s) received.
Pay will be computed at the employee’s current hourly rate or salary in effect at
the time of jury duty. The employee must maintain contact with his supervisor,
the frequency of which is determined by the Department Head. Time spent on
jury duty is not counted as hours worked for the purpose of computing overtime

pay.

An employee’s absence for jury duty is job protected and an employee may not
be disciplined or discharged for absences due to jury duty. Any employee who
is having any issues with regard to performance of jury duty service should report
those concerns to the Personnel Officer.

EMERGENCY/BEREAVEMENT

A regular full-time employee may be granted up to three (3) paid days to attend
to family emergencies or to attend the wake and/or funeral of an immediate
family member. Immediate family members include spouse, domestic partner,
mother, father, son, daughter, sister, brother, grandmother, grandfather,
grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, step-
father, step-mother, step child, half-brother, half-sister, grandparents of
employee’s spouse or grandchildren, legal guardian or members of the
employee’s immediate household. One (1) paid day off may be granted to attend
the funeral of an aunt or uncle. If more time is needed for long distance travel
or to wrap up the decedent’s affairs, additional paid or unpaid days may be
granted upon submission of a written request, recommendation of the
Department Head and approval by the Personnel Officer. Upon request
documentation of death must be provided by the employee to the Personnel
Officer.
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8.7

The Illinois Child Bereavement Leave Act permits an employee with at least 1,250
hours of service during the prior 12 month period to a maximum of 2 weeks (10
work days) of unpaid bereavement time following the death of a
child. Employees may be entitled to up to 6 weeks of bereavement time in the
event of the death of more than one child during a twelve-month period. The
leave must be completed within 60 days after the date employee receives notice
of the death of the child. Employers are entitled to 48 hours of notice before the
leave, unless it is not practicable. Employers may require documentation to
verify the necessity of the leave. Child bereavement leave may not be taken in
addition to unpaid leave permitted under the Family and Medical Leave Act, 29
U.S.C. 2601 et seq. (FMLA), and may not exceed unpaid leave time allowed
under that law (FMLA).

In accordance with the Illinois Child Extended Bereavement Leave Act, full time
employees are entitled to use a maximum of 6 weeks of unpaid leave if the
employee experiences the loss of a child by suicide or homicide ("CEBLA Leave").
CEBLA Leave may be taken in a single continuous period or intermittently in
increments of no less than 4 hours, but CEBLA leave must be completed within
one vear after the employee notifies the City of the loss. An employee may
choose, but is not required, to substitute any paid leave time an employer
provides for time taken for CEBLA Leave. Employees must provide reasonable
advance notice of the employee's intention to take leave, unless providing such
notice is not reasonable and practicable. The City may require employees to
submit reasonable documentation supporting their leave. This policy does not
create a right for an employee to take unpaid leave that exceeds the unpaid
leave time allowed under, or is in addition to the unpaid leave time permitted by,
the FMLA.

An employee who uses CEBLA Leave because of the death of child may not take
leave under the Child Bereavement Leave Act because of the death of the same
child.

LEAVES OF ABSENCE

At the City of Crest Hill, we realize there are times when family and medical
issues necessitate employees to take time away from work. The City will provide
employees with a leave based on their tenure with the City and their eligibility
under the Family Medical Leave Act (FMLA) or related State laws. Itis the intent
of this policy to comply with applicable Federal and State laws. Details of the
leave types may vary for employees represented by collective bargaining
agreements or employment contracts. The City prohibits discrimination or
retaliation against employees for requesting or taking a leave of absence.
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8.8

Using a leave of absence for any purpose other than its intended purpose may
result in corrective action up to and including termination. Moreover, accepting
employment or becoming self-employed while on leave is not permitted. Anyone
obtaining employment or becoming self-employed while on leave will
automatically be considered to have voluntarily resigned from employment with
the City.

Leave of absence requests will be considered for Family Medical Leave (FMLA),
Personal Leave of Absence, Military Duty, VESSA Leave (Victims of Economic
Security and Safety Act) and any other leaves of absence as dictated by
applicable law. Where applicable, leaves will run concurrently.

FAMILY AND MEDICAL LEAVE ACT (FMLA)

Guidelines

Up to a total of twelve (12) weeks of unpaid job-protected leave during any
rolling twelve (12) month period may be available for eligible qualifying events.
Employees are not required to use FMLA leave in a block of twelve (12) weeks.
Leave may be taken on an intermittent or reduced schedule basis if medically
necessary.

All FMLA leave will count towards the FMLA leave entitlement even though
employees may receive compensation such as paid time off, workers’
compensation, short-term disability, or any other type of salary continuance
during the FMLA leave.

Eligibility

City employees may be eligible for a leave of absence caused by certain family
or medical reasons. To be eligible for such a leave, employees must have
completed at least one (1) year of service and worked at least 1,250 hours during
the twelve (12) months preceding the leave of absence. Time spent on paid or
unpaid leave does not count as hours worked for purposes of determining the
1,250 hours eligibility requirement.

Qualifying Events

Under FMLA, employees may be eligible for a temporary unpaid leave of absence
from work for one of the following Qualifying Events:

1. Medical: Due to an employee’s own serious health condition;

2. Parental: Due to the birth of a child, or the adoption or foster care
placement of a child, within twelve (12) months of birth or placement;
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3.

Family Care: To care for an employee’s child, spouse or parent who
suffers from a serious health condition;

4. Any qualifying exigency leave for families of members of the National

5.

Guard or Reserves or of a regular component of the Armed Forces when
the covered military member is on covered active duty or called to covered
active duty or;

Military caregiver leave to care for an injured or ill service member or
veteran.

Definitions

12-month Period means a rolling twelve (12) month period measured backward
from the date an employee uses any FMLA leave in the FMLA year.

Serious Health Condition means an illness, injury, impairment, or physical or
mental condition that involves either:

1.

Inpatient care — (i.e., an overnight stay) in a hospital, hospice, or
residential medical-care facility, including any period of incapacity (i.e.,
inability to work or perform other regular daily activities); or

Continuing treatment by a health care provider, which includes:

a) A period of incapacity lasting more than three (3) consecutive, full
calendar days, and any subsequent treatment or period of incapacity
relating to the same condition that also includes:

i. Treatment two (2) or more times by or under the supervision of
a health care provider (i.e., in-person visits, the first seven (7)
days ;and both within days of the day of incapacity); or

ii. One (1) treatment by a health care provider with a continuing
regimen of treatment (i.e., prescription medication, physical
therapy); or

iii. Any period of incapacity related to a pregnancy or for prenatal
care. A visit to a health care provider is not necessary for each
absence; or

b) Any period of incapacity for a chronic serious health condition which

continues over an extended period of time, requires periodic visits (at
least twice per year) to a health care provider, and may involve
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occasional episodes of incapacity. A visit to a health care provider is
not necessary for each absence; or

c) A period of incapacity that is permanent or long term due to a condition
for which treatment may not be effective. Only supervision by a health
care provider is required, rather than active treatment; or

d) Any absences to receive multiple treatments for restorative surgery or
for a condition that would likely result in a period of incapacity of more
than three (3) days if not treated.

Child means an employee’s biological, adopted, foster, stepchild, legal ward, or
child for whom an employee has day to day responsibility to provide care and
financial support, so long as the child is under eighteen (18) years of age or
unable to take care of himself due to a disability. For purposes of Military Family
Need, or Military Family Care Leave, child will also include an employee’s adult
children.

Parent means an employee’s biological parent, step parent, foster, or the person
who had day to day responsibility to provide care and financial responsibility to
an employee as a child. Parent does not include parent-in-law.

Spouse does not include unmarried domestic partners. If both spouses work for
the City their leave in any twelve (12) month period may be limited to an
aggregate of twelve (12) weeks for certain types of FMLA leave.

Exigency Leave is leave taken by the employee whose spouse, son, daughter or
parent either has been notified of an impending call or order to covered active
military duty or who is already on covered active duty may take up to twelve
(12) weeks of leave for reasons related to or affected by the family member’s
call-up or service. The qualifying exigency must be one of the following: 1)
short-notice deployment, 2) military events and activities, 3) child care and
school activities, 4) financial and legal arrangements, 5) counseling, 6) rest and
recuperation, 7) post-deployment activities and 8) additional activities that arise
out of active duty, provided the employer and employee agree, including
agreement on timing and duration of the leave.

The City will require certification of the qualifying exigency for military family
leave. The employee must respond to such a request within fifteen (15) days of
the request or provide a reasonable explanation for the delay. Failure to provide
certification may result in a denial of continuation of leave. This certification will
be provided using the DOL Certification of Qualifying Exigency for Military Family
Leave.

Covered Active Duty means (a) in the case of a member of a regular component
of the Armed Forces, duty during the deployment of the member with the Armed
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Forces to a foreign country; and (b) in the case of a member of a reserve
component of the Armed Forces, duty during deployment of the member with
Armed Forces to a foreign country under a call or order to active duty under a
provision of law referred to in 101(a)(13)(B) of title 10, United States Code.

The leave may commence as soon as the individual receives the call-up notice.
(Son or daughter for this type of FMLA leave is defined the same as for child for
other types of FMLA leave except the person does not have to be a minor.) This
type of leave would be counted toward the employee’s twelve (12) week
maximum of FMLA leave in a twelve (12) month period.

Covered Service Member Leave also known as military caregiver leave is for an
employee whose spouse, son, daughter, parent, or next of kin is a covered
service member who may take up to twenty-six (26) weeks in a single twelve
(12) month period to take care of that service member.

Covered Service Member means (@) a 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 (b) a veteran who is undergoing medical treatment, recuperation, or therapy,
for a serious injury or illness and who was a member of the Armed Forces
(including a member of the National Guard or Reserves) at any time during the
period of five (5) years preceding the date on which the veteran undergoes that
medical treatment, recuperation, or therapy.

Serious Injury or Illness (a) in the case of a member of the Armed Forces
(including a member of the National Guard or Reserves), means an injury or
illness that was incurred by the member in the line of duty on active duty in the
Armed Forces (or existed before the beginning of the member’s active duty and
was aggravated by service in the line of duty) and that may render the member
medically unfit to perform the duties of the member’s office, grade, rank or
rating; and (b) in the case of a veteran who was a member of the Armed Forces
(including a member of the National Guard or Reserves) at any time during a
period when the person was a covered service member, means a qualifying (as
defined by the Secretary of Labor) injury or illness that was incurred by the
member in the line of duty while on active duty in the Armed Forces (or existed
before the beginning the member’s active duty and was aggravated by service
in line of duty in the Armed Forces) and manifested itself before or after the
member became a veteran.

The City will require certification for the serious injury or illness of the covered
service member. The employee must respond to such a request within fifteen
(15) days of the request or provide a reasonable explanation for the delay.
Failure to provide certification may result in a denial of continuation of leave.
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This certification must be provided using the DOL Certification for Serious Injury
or Iliness of Covered Service Member.

Notification

It is the responsibility of the employee to notify the City of a potential condition
that could qualify for a family medical leave. If the leave is foreseeable, the
employee must give sixty (60) days’ notice to the City of his intention to take
FMLA leave. Examples of foreseeable need are the birth/adoption of a child or
scheduled surgery. If the need for FMLA leave is unforeseeable, the employee
must give the City notice as soon as practicable, generally the same day or the
next day the employee learns of the need for leave. The notification shall be
made to the employee’s supervisor. The supervisor will in turn notify the
Personnel Officer.

Medical Certification

The City may require a written medical certification from a heath care provider
indicating that the employee is unable to perform the functions of the position
of the employee or that the employee is needed to care for a spouse, child or
parent of the employee before FMLA leave will be approved.

The certification form for use by a health care provider is available from the
Personnel Officer The employee shall provide a written medical certification from
a health care provider supporting the medical necessity of the leave request.
Unless otherwise impractical, the City shall allow the employee fifteen (15) days
after the employee’s request for FMLA leave to provide the written medical
certification. The City may require additional written medical certification if the
City has reason to question the appropriateness of the leave or its duration.
Completed forms should be returned to the Personnel Officer.

If an employee fails to satisfy the medical certification requirements, within
fifteen (15) calendar days, if practicable, the City may deny the requested FMLA
leave until the required certification is provided. A failure to provide requested
documentation of the reason for an absence from work may lead to disciplinary
action, up to and including termination.

During FMLA leave, the City may request the employee provide re-certification
of a serious health condition at intervals in accordance the FMLA.

All documentation related to the employee’s or the family member’s medical
condition will be held in strict confidence and maintained in the employee’s
medical records file.
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Additional Medical Information

If the City has reason to question the employee’s initial medical certification, the
City may: (a) request the employee provide additional information or clarification
in writing from his health care provider; (b) with the employee’s permission, have
a City designated health care provider contact the employee’s health care
provider in an effort to clarify or authenticate the initial certification; and/or (c)
require the employee to obtain a second opinion by an independent City
designated provider at the City’s expense. If the initial and second certifications
differ, the City may, at its expense, require the employee to obtain a third, final
and binding certification from a jointly selected health care provider.

Return to Work Medical Certification

As a condition of restoring an employee whose FMLA leave was occasioned by
the employee’s own serious health condition, the City requires a written
certification from a health care provider, in a form and manner acceptable to the
City, indicating that the employee is able to return to work.

Notification of Leave Status

The City may require the employee on FMLA leave to maintain weekly contact
with his supervisor concerning the employee’s status and intent to return to
work. If the employee clearly gives notice of intent not to return to work, the
obligation to maintain health benefits (except under COBRA) and to rehire the
employee ceases. In that case, the employee will be considered to have
voluntarily resigned.

Insurance Payments

While on FMLA leave, the employee and the City shall continue to pay for their
proportionate share of the City’s group health, dental, and vision coverage, if the
employee is enrolled in said plans at the time FMLA leave starts. Failure of the
employee to make his proportionate health insurance payments may result in
cessation of coverage for the employee.

While on paid leave, the City will continue to take payroll deductions to collect
the employee’s share of the premium. While on unpaid leave, the employee
must make this payment, either in person or by mail. The payment must be
received in the Treasurer’s Office by the 15th day of each month. If the payment
is more than thirty (30) days late, the employee’s health care coverage may be
dropped for the duration of the leave. The City will provide fifteen (15) days’
notification prior to employee’s loss of coverage.

If the employee chooses not to return to work for reasons other than a continued
serious health condition of the employee, or the employee’s family member, or
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a circumstance beyond the employee’s control, the City will require the employee
to reimburse the City the amount paid for the employee’s health, dental, and
vision insurance during any period of an unpaid leave. The City will require
written medical certification of the continued serious health condition that
prevents the employee’s return.

Use of Paid and Unpaid Time

Employees are required to use paid leave, including disability and worker’s
compensation leave, to the extent that it qualifies, concurrently with FMLA leave
and in a manner consistent with the City’ paid leave policies. If the employee
has accrued paid leave of less than twelve (12) weeks, the employee will use
paid leave first and take the remainder of the twelve (12) weeks unpaid.

If an employee uses leave because of a serious medical condition of an
immediate family member, the employee must use all vacation time, personal
time, then sick time, and will then be eligible for unpaid leave the remainder of
the twelve (12) weeks.

Accruals

During a Family Medical Leave, pension service may continue to accrue in certain
circumstances; however, no sick, vacation, personal or holiday leave benefits, or
seniority benefits will accrue for the employee during an unpaid leave.

Intermittent or Reduced Work Schedule

Intermittent leave is leave taken in separate blocks of time. A reduced work
schedule leave is a leave schedule that reduces an employee’s usual number of
hours per work week or hours per work day.

Leave because of an employee’s own serious health condition, or to care for an
employee’s spouse, child, or parent with a serious health condition may be taken
all at once, or where medically necessary, intermittently, or on a reduced work
schedule. Intermittent or a reduced schedule for a leave to care for a newborn
or for a newly placed child may only be granted for up to 120 days with the
Supervisor’s and the Personnel Officer’s consent.

The City may temporarily transfer an employee to an available alternative
position with equivalent pay and benefits if the alternative position would better
accommodate the intermittent or reduced schedule.

For part-time employees and those who work variable hours, the FMLA leave is
calculated on a pro-rata basis. A weekly average of hours worked over the
twelve (12) weeks prior to the beginning of the leave will be used for calculating
the employee’s normal work week.
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8.9

Employee Status after Leave

An employee who takes leave under this FMLA policy will be able to return to the
same position or a position with equivalent status, pay, benefits and other
employment terms. An employee is entitled to reinstatement only if he would
have continued to be an employee had FMLA leave not been taken. An employee
would not be entitled to reinstatement if, because of a layoff, reduction in force,
or other reason, the employee would not be employed at the time job restoration
is sought.

Key Employees

”

The City may exempt certain highly compensated employees, called “key
employees from this requirement and not return them to the same or similar
position. Under the FMLA, “key” employees, or employees who are salaried and
whose earnings place the employee in the top ten percent (10%) of those
employees of the City, may be denied the right to return to the same or
equivalent job if it would cause substantial and grievous economic injury to the

City.

Employees with questions regarding this policy are encouraged to consult with
the Personnel Officer.

PERSONAL LEAVE OF ABSENCE

In an effort to recognize the needs of employees who require time off and do
not meet the eligibility requirements for a leave under FMLA or any other type
of leave, employees may request a personal leave of absence. All full-time
regular employees that have a minimum of thirty (30) days of service may be
eligible for a medical or personal leave absence not to exceed ninety (90) days.
Job performance, absenteeism, and departmental requirements will all be taken
into consideration before a request is approved. Requests for personal leave
may be denied or granted by the City for any reason or no reason and are within
the sole discretion of the City. Personal leave requests will require the approval
of both the Department Head and Personnel Officer.

Procedure

In the event an eligible employee requires more than five (5) consecutive days
off, the employee needs to submit a request in writing to his immediate
supervisor and the Personnel Officer stating the reason for the leave and the
expected duration. The employee should be reasonable and understand that all
requests for personal leaves are not granted.

An employee, who has been on an approved personal leave for up to ninety (90)
days, will be reinstated into a comparable position upon his return from leave
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8.10

only if he would have continued to be an employee had personal leave not been
taken. An employee would not be entitled to reinstatement if, because of a
layoff, reduction in force or other reason, the employee would not be employed
at the time job restoration is sought.

In the event the personal leave is requested because of the employee’s own
medical needs, the employee must provide medical certification in support of the
request.

While on paid leave, the City will continue to take payroll deductions to collect
the employee’s share of the health care premium. While on unpaid leave, the
employee must make this payment, either in person, or by mail. The payment
must be received in the Treasurer’s Office by the 15th day of each month. If the
payment is more than thirty (30) days late, the employee’s health care coverage
may be dropped for the duration of the leave. The City will provide fifteen (15)
days notification prior to employee’s loss of coverage.

Employees are expected to be available for work by the end of their approved
leave time. If the employee is unable to return on the originally scheduled return
date, he must request an extension of the leave in writing. If the City does not
extend the leave, the employee must then return to work on the originally
scheduled return date or be considered to have voluntarily resigned. Extension
of leave will only be considered on a case-by-case basis.

Any employee on a Personal Leave of Absence for his own personal medical
condition must obtain certification from his health care provider prior to returning
to work. The certification must address when the employee can return to work
and perform his regular duties with or without a reasonable accommodation or
set forth the restriction(s) that prevent the employee from resuming his regular
duties.

MILITARY LEAVE

City employees who are members of the uniformed or military services receive
extended employment rights as set forth in the Illinois Services Employment and
Reemployment Rights Act (ISERRA) (330 ILCS 61/1-1 et seq.), the Uniformed
Services Employment and Reemployment Rights Act (USERRA) (38 USCA 4301,
et seq.) and all other applicable state and federal laws. This policy is not intended
to grant any rights or impose any responsibilities in excess of those contained in
state and federal law.

If an employee needs leave for uniformed or military service, the employee must
provide notice to their Department Head and Human Resources, along with a
copy of their orders for service, as soon as they become aware of their need for
leave. The City will provide leave for uniformed or military service in accordance
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with the requirements of state and federal law. An_employee may, but is not
required to, use accrued leave in conjunction with periods of paid and unpaid
active service.

During periods of uniformed or military leave, the City's health-plan benefits will
continue in accordance with state and federal law. For periods of leave for active
duty, the City will continue to pay the employer's share of the full premium and
administrative costs related to the continuation of health-plan benefits.

During periods of military leave for annual training or orders in lieu of annual
training, employees continue to receive full concurrent compensation for up to
30 calendar days per year. Employees who have exhausted concurrent
compensation for annual training may receive differential pay for annual training,
as set forth and limited by law.

During periods of leave for active service, employees receive differential
compensation, meaning pay due when the employee's rate of compensation for
military service is less than their daily rate of compensation as a public employee.
In the case of differential pay, the employee will receive their regular
compensation as a public employee minus the amount of base pay for active
service. Differential compensation is only provided for paid active service and
excludes periods of unpaid active service such as travel, rest periods, and other
service where the employee does not receive pay from the military. Employees
may elect, but are not required, to use accrued leave with pay in lieu of
differential compensation during any period of military leave.

Differential compensation for voluntary active service is limited to 60 workdays
in a calendar year. After an employee is absent from employment for a
consecutive 3-year period while performing voluntary active service, the
employee shall no longer receive differential compensation. Such an employee
must return to work for more than 90 calendar days in order to again be eligible
differential pay.
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8.11

FAMILY MILITARY LEAVE / FUNERAL HONORS LEAVE

In accordance with theFamily Military Leave Act (820 ILCS 151/1), the City will
grant up to thirty (30) days of unpaid leave to the spouse or parents of a soldier
called to active military duty for more than thirty (30) days. The City will require
certification from the proper military authority to verify employee eligibility for
family military leave.
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8.12

Family military leave is unpaid. Before taking unpaid family military leave,
employees must exhaust all accrued vacation leave, personal leave,
compensatory leave, and any other applicable leave, except sick leave and
disability. During unpaid family military leave, employees may continue their
benefits at the expense of the employee.

Employees who take family military leave will be reinstated to the same position
or a position with the same seniority, status, benefits, pay and other terms and
conditions of employment. The City is not required to reinstate employees if
they are not reinstated because of conditions that are not related to taking family
military leave.

The City will not interfere with, restrain, or deny employees’ rights to family
military leave. The City will not discipline, or in any manner discriminate against
employees who take family military leave.

Employees must give the City at least fourteen (14) days’ notice of the date they
intend to start taking family military leave of five (5) or more consecutive work
days. To the extent possible, employees must consult with the City to schedule
the leave so as to not unduly disrupt the City’s operations. Employees taking
family military leave of less than five (5) consecutive days must give the City as
much advanced notice as practicable.

The City shall grant at least eight (8) hours of paid leave per month up to a total
of forty (40) hours in a calendar year to allow an employee who is specifically
trained to participate in funeral honors details for veterans to participate in these
details. This leave shall not diminish or reduce in any way the employee’s accrued
paid leave. Any employee requesting this leave shall provide the City with
evidence of their training and reasonable notice and documentation for the need
for the leave.

VICTIMS’ ECONOMIC SECURITY AND SAFETY ACT (VESSA)

In accordance with the Illinois Victims’ Economic Security and Safety Act (820
ILCS 180/1), known as VESSA, an employee is entitled to up to twelve (12) weeks
of unpaid leave per year, and/or reasonable accommodation for one of the
following reasons:

. To seek medical attention for, or recovering from, physical or
psychological injuries caused by domestic, sexual, or gender violence to
the employee or an employee’s family or household member; or

. To obtain services from a victim services organization for the employee or
an employee’s family or household member; or
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. To obtain psychological or other counseling for the employee or an
employee’s family or household member; or

. To participate in safety planning, temporarily or permanently relocating
or taking other actions to increase the safety of the employee, or an
employee’s family or household member from future domestic or sexual
violence or to ensure economic security; or

. To seek legal assistance or remedies to ensure the health and safety of
the employee or an 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.

An eligible employee is entitled to up to twelve (12) work weeks of unpaid leave
during a rolling twelve (12) month period from the date of occurrence. Said
leave may be taken on an intermittent or reduced work schedule basis. VESSA
leave will run independent of any other applicable leave. For instance, leave
taken under VESSA which also qualifies under FMLA, will be exclusively
considered VESSA leave. Likewise, absences for which an employee receives
short term disability benefits for a purpose covered under VESSA will be
designated as VESSA leave.

Employees can substitute, or the City may require substitution of, available paid
vacation, sick, personal or similar leave for unpaid VESSA leave as is appropriate
for the employee’s situation. Such paid leave must be taken in accordance with
the terms of this manual. The substitution of paid leave for unpaid leave under
VESSA does not extend the twelve (12) week leave period. In the event there
is no deduction made for health insurance premiums, the employee is responsible
for remitting payment to the City for monthly premiums.

The employee is required to provide the City with at least forty-eight (48) hours
advanced notice, if possible, of his intention to take a VESSA leave. If employees
are unable to provide advanced notice, they must provide notice when they are
able to do so within a reasonable period of time. Failure to provide the required
notice may result in treatment of the absences as unexcused.

Employees are required to submit a certification that the employee or the
employee’s family or household member is a victim of domestic or sexual violence
and that a leave is needed for one of the listed VESSA purposes.

The City shall not discriminate nor take any disciplinary action against an
employee who uses a City-provided electronic devices, including laptops or cell
phones, to record instances of domestic, sexual, or gender violence.
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Definitions
Domestic Violence means domestic abuse, sexual assault, or stalking.

Gender Violence means acts or credible threats of violence or aggression that
are taken, even in part, based on an individual’s actual or perceived sex or
gender, and physical intrusions or invasions of a sexual nature under coercive
conditions, or credible threats of the same.

Family or Household Member, means a spouse, parent, son, daughter, other
person related by blood or by present or prior marriage, other person who shares
a relationship through a son or daughter, and persons jointly residing in the same
household.

Parent means the biological parent of an employee or an individual who stood in
loco parentis to an employee when the employee was a child.

Son or daughter means a biological, adopted, or foster child, a stepchild, a legal
ward, or a child of a person standing in loco parentis, who is under eighteen (18)
years of age, or is eighteen (18) years of age or older and incapable of self-care
because of a mental or physical disability.

VESSA Certification may be satisfied by a sworn statement from the employee
and other corroborating evidence (police or court record, documentation from a
victim service organization, attorney, clergy or medical professional), once
received by the employee.

Insurance Payments

While on VESSA leave, the employee and the City shall continue to pay for their
proportionate share of the City’s group health, dental, and vision coverage, if the
employee is enrolled in said plans at the time VESSA leave starts. Failure of the
employee to make his proportionate health and dental insurance payments may
result in cessation of coverage for the employee. The City can recover the cost
of any premiums paid on behalf of employees on VESSA leave who fail to return
to work after exhausting their leave, unless the continuation, recurrence or onset
of domestic or sexual violence or an event beyond the employee’s control
prevents their return.

Confidentiality

All information provided to the City shall be retained in the strictest confidence,
except to the extent that disclosure is requested or consented to in writing by
the employee or otherwise required by applicable Federal or State law.
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8.13

Accruals

During a VESSA leave, pension service will continue to accrue in certain
circumstances; however, no sick, vacation, personal, holiday leave benefits, or
seniority benefits will be accrued by the employee during an unpaid leave.
Employees remain entitled to their benefit time that accrued prior to the leave.

Employee Status After VESSA Leave

If an employee wishes to return to work at the expiration of his leave, the
employee is entitled to return to the same position or to an equivalent position
with equal pay, benefits, and other terms and conditions of employment. If an
employee takes leave because of his own medical condition, the employee is
required to provide medical certification that the employee is fit to resume work.

Reasonable Accommodations

The City supports the Victims’ Economic Security and Safety Act and will attempt
to provide reasonable accommodations for people who are entitled to protection
under this Act in a timely fashion, unless such accommodations would present
an undue hardship for the City.

Reasonable accommodation applies to applicants and employees who are
otherwise qualified individuals and may include adjustment to a job structure,
workplace facility, or work requirement, transfer, reassignment, or modified
schedule, leave, a changed telephone number or seating assignment, installation
of a lock, implementation of a safety procedure or assistance in documenting
domestic or sexual violence that occurs at the workplace or in work-related
settings, in response to actual or threatened domestic or sexual violence.

A qualified individual is an individual who, but for being a victim of domestic or
sexual violence or with a family or household member who is a victim of domestic
or sexual violence, can perform the essential functions of the employment
position that such individual holds or desires.

Should an employee or applicant wish to request a reasonable accommodation
pursuant to this policy, the person should contact the Personnel Officer in writing.

SCHOOL VISITATION LEAVE

An employee is eligible for an unpaid leave of up to eight (8) hours during any
school year and no more than four (4) hours on any given day to attend school
conferences, or classroom activities of their children in accordance with the
School Visitation Rights Act (820 ILCS 147/1, et seq.), after providing sufficient
notice to his supervisor.
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8.14

8.15

8.16

LOCAL GOVERNMENT DISASTER SERVICE VOLUNTEER ACT

In accordance with the Local Government Disaster Service Volunteer Act (50
ILCS 122), the City may grant leave to an eligible employee from his work with
pay for not more than twenty (20) working days in any twelve (12) month period
to participate in specialized disaster relief services for the American Red Cross or
for the Illinois Emergency Management Agency, as the case may be, upon
request of the American Red Cross or the Illinois Emergency Management
Agency for the services of that employee and upon the approval of the Personnel
Officer, without loss of seniority, pay, vacation time, personal days, sick time or
earned overtime accumulation. The City will compensate an employee granted
leave under this Section at his regular rate of pay for those regular work hours
during which the employee is absent from work (minus the amount of any pay
for disaster service work received from any other organization). Leave under
this Act shall not be unreasonably denied for services related to a disaster within
the United States or its territories.

VOTING LEAVE

In accordance with the Illinois Election Code (10 ILCS 5/17-15), an employee will
be permitted up to two (2) hours of paid leave for voting purposes during a
general or special election, unless the employee has time to vote before or after
work while the polls are open. Such leave will be granted only if the employee’s
normal work schedule begins less than two (2) hours after the opening of the
polls and ends less than two (2) hours before the closing of the polls. Employees
should notify their supervisors at least one (1) day in advance of the absence.
The supervisor may specify the hours during which the employee may be
excused with pay to vote.

BLOOD DONATION LEAVE

In accordance with the Employee Blood Donation Leave Act (820 ILCS 149/1),
employees may be granted up to one (1) hour of paid leave every fifty-six (56)

days to donate bIood ﬂa&e%pleye&must—hav&hrs—ﬂm&eﬁ—appreveekby—hﬁ
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Full-time employees may receive up to one hour of paid leave every 56 days to
donate blood.

Full-time and part-time employees may receive up to ten days of paid leave in
any 12-month period to donate tissue such as organs, skin, bone, etc. to a living
donor. For part-time employees, leave will be paid based on the employee’s daily
average pay during the previous two months of employment.

An employee must have been employed by the City for at least six months to
receive leave under this Section. Employees may take leave only after obtaining
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8.17

approval from their Department Head. The City may require employees to submit
reasonable documentation supporting their leave.

WORKERS’ COMPENSATION

Employees may be entitled to receive workers’ compensation disability benefits
when they lose time from work as a result of a work related injury or illness in
accordance with the Illinois Workers” Compensation and Workers’ Occupational
Diseases Act (820 ILCS 305) or the Public Employee Disability Act (5 ILCS 345),
as applicable and with the understanding that not all injuries are compensable
under said Acts. Established herein are the general guidelines to be used to
administer workers’ compensation disability benefits.

Reporting Requirements

Employees are required to promptly report any accident, injury, or illness that is
incurred or contracted at work to their immediate supervisor; on the day the
injury is incurred or the illness is contracted, in writing using an Employee
Incident Report (employee statement). This is mandatory regardless of whether
the injury results in lost work time or requires medical attention. Failure to
promptly report can result in a delay or denial of benefits.

Upon receipt of the Employee Incident Report, the supervisor shall conduct a
thorough investigation and complete and forward a Supervisor’s Injury Report
(supervisor’s report) and Employer’s First Report of Injury (Form 45) to the
Personnel Officer within three (3) working days of the injury.

Upon determining an employee will lose three (3) or more scheduled work days,
the Personnel Officer shall complete a Workers’ Compensation Wage Statement.

The Personnel Officer will forward the Wage Statement to the CCMSI for
calculation of the hourly temporary total disability (TTD) benefit amount.

Benefits
Regular Full-Time Law Enforcement Officers

a) The Public Employee Disability Act (PEDA) provides that regular full-time
law enforcement officers who suffer an injury in the line of duty continue
to be compensated at one hundred percent (100%) of their regular rate
of pay for up to one (1) year due to a compensable work related injury.
This compensation is subject to Police Pension contributions.
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b)

During the first twelve (12) months after a full-time law enforcement
officer suffers an injury in the line of duty, and is compensated at one
hundred percent (100%) of his regular rate of pay, the employee will
receive one hundred percent (100%) holiday pay. Sick leave and vacation
leave will continue to accrue during the first twelve (12) months while on
a duty related disability leave.

After twelve (12) months, if the employee does not supplement his pay,
when a holiday occurs the employee will receive workers’ compensation
payments. These payments will have the effect of paying the employee
for two-thirds (2/3) of any holiday that occurs during the pay period.
Further, by virtue of supplementing, the employee will receive the other
one-third (1/3) pay for any holiday that occurs during that pay period.

All Other Employees

a)

b)

The Workers’ Compensation Act provides that employees with a
compensable work related injury continue to be compensated at a rate of
pay equal to sixty-six and two-thirds percent (66-2/3%) of their gross
average weekly wage based on wages during the year before the injury.
Said compensation is paid only after the loss of three (3) scheduled work
days resulting from a work related injury.

The Workers’” Compensation Act does not require the City to pay Total
Temporary Disability (TTD) benefits for the first three (3) scheduled work
days lost (need not to be consecutive days) due to a work related injury
unless the work related injury continues for fourteen (14) or more
calendar days.

Employee Responsibilities

a)

b)

d)

All employees are expected to promptly report any accident, injury, or
illness that is incurred or contracted at work to their immediate supervisor;
on the day the injury is incurred or the illness is contracted and in writing
using an Employee Incident Report.

Maintain weekly verbal contact with their immediate supervisor and/or the
Personnel Officer while on work related injury leave and following every
medical exam.

Arrive promptly for all scheduled exam/therapy sessions and to schedule
all subsequent medical visits so as not to cause any unnecessary delay in
medical treatment/progress.

Provide the Personnel Officer with a phone number where he can be
reached during business hours and to promptly return calls.
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8.18

Transitional (Light) Duty

A Transitional—transitional or light Puty—duty pregram—assignment may be
valuable in the rehabilitation of injured employees and may potentially reduce

workers’ compensation costs. The purpose of establishing a T+ansitional
transitional Buty duty pregram—assignment is to provide temporary work for
employees who have been injured during work and are temporarily disabled and
cannot be assigned to regular work duties but are able to perform another types
of production work. The duties to be performed by the employee will consist of
bona fide work that will be limited in duration and is intended for employees who
are expected to return to full duty in the near future. The City is not obligated
to provide Fransitional-transitional Buty-duty assignments_and employees will
only be assigned transitional duty assignments when the City Administrator
determines that the need exists, and only as long as such need exists.

Medical Examinations

The City may require, at its expense, the employee be examined by a qualified
physician and/or another appropriate medical professional selected by the City
to determine an employee’s fitness for duty or fitness to return to duty following
a layoff, injury, or illness. The employee may be asked to attend such
appointments while he is on leave or while he is working a transitional duty
assignment. The foregoing requirement shall be in addition to any requirement
that an employee provides, at his own expense, a statement from his own
physician upon returning from sick leave, Family Medical Leave, a medically
related personal leave or from an on-the-job injury leave.

PREGNANCY

Any employee who becomes pregnant while employed with the City shall
immediately notify the City of her condition. Upon notice of pregnancy, the city
shall provide the pregnant employee with options regarding the employee’s
duties with the City. The City shall offer the employee non-hazardous duty
options, if the employee performs hazardous duties as a routine part of her
duties, in order to enable the employee to avoid any potential hazards. The
decision to accept non-hazardous duty or remain on her current duty shall be
solely up to the pregnant employee. The pregnant employee will not lose her
job, nor will the pregnant employee lose any pay, or benefits should she accept
non-hazardous duty. The pregnant employee will not lose any seniority or
eligibility for promotion should she choose the non-hazardous duty assignment.

Should the pregnant employee choose to remain on her current duty assignment,

it shall be the sole responsibility of the employee to receive clearance from her
OB-GYN or physician to continue working in such capacity. The pregnant
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employee shall present the City with her OB-GYN’s or physician’s clearance
immediately following each scheduled examination with her OB-GYN or
physician. If at any time the City Administrator has reason to believe that the
pregnant employee’s condition interferes with her ability to perform her duties
and may affect the safety of the pregnant woman, other employees or the
members of the public, the City Administrator shall immediately place the
pregnant employee on non-hazardous duty.

The option for non-hazardous duty shall be available to any pregnant employee
during her pregnancy and throughout the period of breastfeeding if the employee
chooses to breastfeed her newborn child. The City shall hold the pregnant
employee’s job open for the same period of time afforded to other sick or
disabled employees. The City shall further provide leave for an employee who
is pregnant, recovering from childbirth, or caring for a newborn in accordance
with the City’s general leave policies.

The City shall take no actions which discriminate against any employee based on
pregnancy or any condition associated with pregnancy as provided by Federal or
Illinois law, including the Illinois Nursing Mothers in the Workplace Act, 820 ILCS
260/1.

The City shall provide to nursing mothers paid break time to allow the employee
to express milk. This break time may coincide with other break times. The City
may deny the use of break time for this purpose if allowing the employee to take
the break will place an undue hardship on City operations.

The City shall provide up to twenty (20) days of unpaid leave to any employee
to care for a child who is a patient in a neonatal intensive care unit (NICU). This
leave shall be in addition to any available leave under the Family and Medical
Leave Act (FMLA) and may be used intermittently. This leave may be granted in
minimum blocks of two (2) hours.

Nothing in this policy shall violate the Pregnancy Discrimination Act amendment

to Title VII of the Civil Rights Act of 1964 or the Illinois Pregnancy Discrimination
Law, 775 ILCS 5/2-102(1).
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9.1

9.2

SECTION 9
SAFETY & EQUIPMENT USE

SAFETY

Employees shall abide by all safety directives contained within Department
Policies, and as issued orally or in writing by their supervisors. These directives
may pertain to the safe and proper method for operating vehicles and equipment,
utilizing City facilities and safety gear, and other safe work practices. Failure to
proceed or act in a safe manner, and thereby causing danger to oneself, other
employees, or City property shall be cause for disciplinary action up to and
including termination. Unsafe working conditions, injuries or damage to
equipment or property, regardless of cause, must be reported immediately by
employees in accordance with established procedures to their immediate
supervisor or Department Head.

CITY VEHICLES, EQUIPMENT & FACILITIES
On Duty

All vehicles, equipment, and facilities shall be utilized appropriately, safely, and
in @ manner that will not damage any particular item. Any willful negligence or
avoidable accident resulting in damage to City property may be cause for
disciplinary action. Vehicles, equipment, and facilities shall only be used for City
business and activities, or as authorized by the City Administrator, or by the
conditions of an individual City employment agreement. These shall not be used
for personal errands or other personal reasons. Only City employees shall ride
as passengers in City vehicles or use City equipment or facilities except as may
be necessary in carrying out City business or as specifically approved by the City
Administrator, or as authorized by the Department Head.

Off Duty

There shall be no use of City vehicles, equipment or facilities during off duty
hours. When a vehicle is in the possession of an employee during off duty hours,
it shall be used for City business when the need arises. It shall not be used for
personal errands or other activities. No other passengers besides the authorized
employee(s) shall use the vehicle during such hours.

Accidents

Any damage resulting to or caused by City vehicles, equipment, and/or facilities
shall be reported immediately, but in no event later than the end of the work
shift, to the employee’s supervisor who shall submit a written report to the
Personnel Officer. Damage to a City vehicle shall also be reported to the Police
Department.

75

Item 3.

151




9.3

9.4

9.5

PHYSICAL & PSYCHOLOGICAL FITNESS FOR DUTY

When the City has reasonable suspicion to believe an employee is unfit to
continue working in his assigned position, the City may require any employee to
undergo physical, medical and/or psychological examinations to be performed
by an independent medical examiner or psychologist to establish the fitness of
the individual to continue work within his assigned position, with said cost being
the City’s responsibility and in accordance with applicable law. Upon advice of
the independent medical examiner, the City may impose a health maintenance
program, as a condition of continued employment, with said cost being the
employee’s responsibility, to the extent not covered by his insurance.

SUBSTANCE ABUSE POLICIES

Substance abuse by City employees creates an unacceptably dangerous work
environment, results in unproductive work days, sick leave abuse, and generally
creates a risk to the safety and well-being of all employees and the residents the
City serves. The City also believes the residents of our community are entitled
to expect employees who serve them obey the law, are reasonably fit, healthy,
and free from the effects of substance abuse.

The City has established a Code of Conduct, Section 5.2 (I), regarding substance
abuse. Screening and treatment programs exist for employees and potential
employees of the City in addition to all Commercial Driver’s License (CDL) drug
and alcohol testing policy requirements.

WORKPLACE VIOLENCE

The City will make every reasonable effort to provide a safe working environment
for all employees and for all persons who conduct business with the City. Any
employee that has experienced or witnessed an act of violence, or a threat of
such, in a City workplace is to immediately advise his supervisor and/or the
Personnel Officer. Violence is defined as, but not limited to, the following:

a) Any physical behavior that involves pushing, fighting, spitting, kicking,
squeezing, pinching, scratching, twisting, biting, throwing objects or
intentional behavior that would injure another or attempt to injure
another.

b) Any gesture or verbal communication which involves threatening physical
harm, either directly or implicitly through direct threats, veiled threats,
conditional threats, or written, telephonic, or electronic threats.

C) Any physical or verbal behavior that would involve intimidation such as
stalking, surveillance, criminal damage to property or communicating an
endorsement of the inappropriate use of firearms or weapons.
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9.6

9.7

The City does not tolerate workplace violence. Threats, threatening language or
any other acts of aggression or violence made toward or by any City employee
will not be tolerated.

Employees who violate this policy will be disciplined according to the severity of
the incident. Discipline will be issued based on the need to effectively correct
the inappropriate conduct, up to and including termination.

The City’s prohibition against threats and acts of violence applies to all persons
involved in City operations, including but not limited to employees, volunteers,
contract workers, temporary workers and anyone else on City property.

WEAPON FREE WORKPLACE POLICY

To ensure the City maintains a workplace safe and free of violence for all
employees, the City prohibits the possession or use of dangerous weapons on
City property or while conducting City business. The only exception to this policy
is weapons properly carried and appropriately used by sworn law enforcement
personnel and cutting instruments, i.e., knifes, etc., used by employees in the
normal course of business. Any employee in violation of this policy will be subject
to prompt disciplinary action, up to and including termination. All City employees
are subject to this provision, including volunteers, contract and temporary
employees.

“City property” is defined as any building or facility owned, leased or controlled

by the City; any vehicle or equipment owned, leased or controlled by the City;

“Dangerous weapons” include but are not limited to, firearms, explosives and
other weapons or devices that might be considered dangerous or that could
cause harm. Employees are responsible for making sure that any item possessed
by the employee is not prohibited by this policy.

SEARCH, INSPECTION, AND INVESTIGATION

It is the City’s policy, when deemed necessary by the Personnel Officer or
designee, for authorized persons to search and inspect both City property in use
by an employee (i.e., locker, work area and/or vehicle) and personal items,
including vehicles, brought onto City property. Refusal to cooperate in a search,
inspection, or investigation may result in disciplinary action up to and including
termination. The City will conduct searches, inspections and investigations
consistent with applicable laws. It is City policy that no employee has a
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9.8

reasonable expectation of privacy regarding the use of any City owned locker,
vehicle, or other work area.

CAMERAS/RECORDING DEVICES IN THE WORKPLACE

Purpose

City of Crest Hill prohibits employee use of audio and video recording in the
workplace, including camera-equipped phones, tablets and other devices,
personally worn cameras, or other device that could record either video and/or
audio as part of any interactions between employees or between employees and
the general public.

Restrictions on Employee Recording

Employees are prohibited from bringing audio and/or video recording devices
into work areas that could record either video and/or audio as part of any
interactions between employees or between employees and the general public
for the purpose of recording.

Employees are prohibited from bringing audio or video recording devices into
areas and/or meetings where there is any discussion regarding service delivery
options and the means to provide such service delivery options that could be
disclosed as part of such meeting.

Employees may record workplace activities that are not prohibited by law or do
not compromise confidential information as described above provided that the
parties that might be recorded have granted permission to be recorded.

Employees that are assigned recording devices to utilize as part of their required
uniform must follow the rules and regulations specified as part of their job duties.

Employer Monitoring
City of Crest Hill reserves the right to install security cameras in work areas for
specific business reasons, such as security, theft protection or protection of
proprietary information.

City of Crest Hill may find it necessary to monitor work areas with security
cameras when there is a specific job- or business-related reason to do so. The
City will do so only after first ensuring that such action is in compliance with state
and federal laws.

Employees should not have any expectation of privacy in work-related areas.
Employee privacy in nonwork areas will be respected to the extent possible. The
City’s reasonable suspicion of onsite drug use, physical abuse, theft or similar
circumstances would be possible exceptions. Legal advice will be sought in
advance in such rare cases where nonwork-area privacy might be compromised.
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9.9

Employees should contact their supervisor or the Human Resources (HR) if they
have questions about this policy.

Nothing in this policy is intended to, nor should be construed to limit or interfere
with employee rights as set forth under all applicable provisions of the National
Labor Relations Act and the Illinois Public Labor Relations Act, including Sections
7 and 8(a)(1) and Sections 10(a)(4) and 10(a)(8) rights to organize and engage
in protected, concerted activities regarding the terms and conditions of
employment.

The City has installed surveillance cameras inside and outside of all City facilities.
The surveillance cameras are intended for the internal use of the City, such as
security, theft protection or protection of proprietary information. The cameras
shall not be used to monitor the activities of bargaining unit members. The
cameras shall not be used to initiate an investigation for disciplinary purposes
and shall not be used as the sole purpose for discipline. A crime or serious code
of conduct violation viewed on the camera shall be cause for the City to initiate
a review of the information captured by any camera for disciplinary purposes.

PERSONAL ELECTRIC DEVICES IN THE WORKPLACE

If an employee wishes to use a personal electric device or appliance (microwave,
refrigerator, kettle, heater or similar) within an office area of a City facility, they
must submit the item specifications to their Department Director, who will direct
the request for review to City staff appropriately trained in building and/or
facilities. Prior to installation or use, approval is required to ensure the device is
compatible with the facility's electrical systems and does not create safety or
operational hazards.
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10.1

10.2

SECTION 10
TRAINING & DEVELOPMENT

TRAINING AND DEVELOPMENT

The City, in an effort to advance the skills and professionalism of its staff,
encourages employees to pursue both individual and professional development
opportunities. The City and various departments within the City, offer periodic
in-service training opportunities, as well as outside training. Employee growth
and development are key to the success of the City’s service delivery and is
expected of every employee. Furthermore, employees are encouraged to
enhance their job related knowledge and skills and to remain aware of best
practices in their respective fields by pursuing formal training opportunities and
by joining professional associations.

Funding for training and development is subject to annual budget amounts
established for such purposes. Bargaining unit employees should consult the
applicable union contract for more details on employee development
opportunities.

The City’s Employee Development Program may include:

a) certification exams, exam preparation courses, and related materials;
b) certificates and credentials;

C) courses offered by an accredited institution, including e-learning;

d) workshops, seminars, and conferences;

e) membership in professional organizations;

f) business journal subscriptions.

SEMINAR/CONFERENCE ATTENDANCE

The City may pay for expenses for attending a seminar/conference for regular
full-time employees. This permits attendance at certain job-related seminars
and conferences.

The following are general eligibility guidelines that will be considered by the
Department Head when reviewing requests to attend seminars or conferences:

1. The seminar(s) or conference(s) selected must be directly related to the
employee’s present position, or work that he may reasonably be expected
to perform for the City in the future.
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10.3

2. All seminar(s) or conference(s) must be approved by the Department
Head, in advance of registration. Approval for Department Heads must
be obtained by the City Administrator. Decisions on out-of-state seminars
and conferences are made during the annual budget process. Travel and
training expenses not anticipated during the budget process may be
subject to additional approvals.

3. Eligible employees are those employees who have a satisfactory work
record.

Prior to making any travel arrangements, an employee must complete and
submit to the Department Head the Request to Travel on City Business Form.
This form is used for both approval of the travel, as well as for advance payment
of certain expenses such as registration and lodging confirmation. All travel and
attendance at seminars and conferences must be approved by the City
Administrator and is subject to the availability of funds in the annual budget.

Registration and training fees will normally be paid directly by the City. Requests
should be submitted with sufficient documentation detailing the event and costs
involved with sufficient time to generate the required payment. Employees must
complete a City purchase order prior to the seminar/conference to estimate the
costs and request an advance. The completed purchase order should be
submitted to the Department Head for approval and forwarded to the Finance
Department.

The City will issue an advance for reasonable expenses set forth on the City
Purchase Order. After an employee returns from a seminar, conference, or other
training, he should complete the Travel and Expense Report and City Purchase
Order form to itemize the actual costs within five (5) business days. If the actual
expenses incurred for attendance at the seminar/conference exceed the
advance, the reasonable expenses will be reimbursed. If actual expenses are
less than the advance, the employee will return any unused portion of the
advance.

TYPES OF EXPENSES

Transportation

When practical, a City vehicle should be used as the first option for
transportation. Travel should be by the most economical mode available, with
consideration given to travel time, cost, and work requirements. The cost of
transportation to the site of the event and return is reimbursable if a personal
vehicle is used. Reimbursement for using personal vehicles shall be calculated
on a mileage basis as set forth by current IRS guidelines. If two (2) or more
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employees will be attending the same meeting, they are encouraged to minimize
expenditures by carpooling.

Accommodations/Lodging

Every effort must be made to obtain arrangements at a hotel/motel honoring the
‘government rate’ or honoring the ‘conference/seminar rate’. Employees must
be conservative when expending City funds by contacting a reasonable number
of hotels/motels to obtain the most economical rates.

Meals

Meals during the events that are not made available as a part of the registration
fees are reimbursable. Meals while traveling, the day before or following the day
in which the last official function is held may be reimbursable with prior approval.
Employees are encouraged to attend all functions for which meals are provided
as a part of the registration fee. Only meals occurring during work or travel time
are eligible for per diem reimbursement.

Expenses for breakfast, lunch, dinner and incidental amounts will be reimbursed
in_accordance with the meals and incidental expenses (M&IE) breakdown
established by the GSA. (See www.gsa.gov). Reimbursement for expenses for
meals shall not exceed the per diem amounts set forth in the published GSA
Domestic Per Diem Rates. (See www.gsa.gov/perdiem). The M&IE rate will be
paid based on the destination location of authorized travel.

Binrrer | $25

When travel is required to a part of the country where the listed-per diem rates
may not be sufficient, the City Administrator may grant exception to this policy.
Prior approval is required and receipts must be submitted with Travel and
Expense Report. Failure to do so may result in reimbursement ineligibility.

Miscellaneous Expenses

Reasonable miscellaneous expenses such as taxi fares, parking, tolls, tips, etc.
are generally reimbursable. Some expenses for the day immediately preceding
the first official function and the day following the day in which the last function
is held may be reimbursable with the approval of the Department Head.
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Non-reimbursable expenses

Some travel expenses are not reimbursable. Some examples of non-
reimbursable expenses include:

a) Alcoholic beverages
b) Entertainment

c) Early check-in or late check-out charges, unless appropriate circumstance
exist and are pre-approved by the Department Head.

d) Parking tickets or traffic tickets
e) Pay per view movies

f) Expenses incurred by a spouse, dependents and/or additional guests

g) Any non-work related charges

Itemization of Expenses

Following an employee’s return to work, the employee shall itemize expenses as
required on the Travel and Expense Report. Completed purchase orders and
Travel and Expense Reports must be submitted to the employee’s Department
Head within five (5) business days after the employee’s return to work. All
receipts must be submitted with the Travel and Expense Report including
documentary evidence for expenses such as taxis and parking. When two (2) or
more employees on City business jointly incur expenses, each participant, when
practical, will pay and report individual expenses. Where this is not practical, the
employee requesting reimbursement shall list the names or identify the group of
other employees for who expenses being reported have been incurred. If certain
required receipts are not available, a statement signed by the employee
documenting the amounts paid may be acceptable. All reimbursements will be in
compliance with the Local Governmental Travel Expense Control Act (50 ILCS

150/1).
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Item 3.

10.4 TUITION REIMBURSEMENT

The City supports employees who wish to continue their education in order to
secure increased responsibility and growth in their professional careers with the
City of Crest Hill. This growth can include continuing education courses,
certification programs, completion of a GED, and any professional and technical
education. In keeping with this philosophy, the City has established
reimbursement for educational expenses incurred through various approved
institutions of learning.

Any regular full-time employee who has been continuously employed for six (6)
months or more (unless directed by the City) who enrolls in a job related course
of study at an accredited junior college, college or university within the State of
Illinois (or through an accredited online college or university program, whether
in-state or out-of-state) may qualify to have the tuition and academic fees
(including books) reimbursed by the City. The employee does not need to be
registered in a degree program to be eligible for this benefit. Prior written
approval must be obtained from the employee’s Department Head and the
Personnel Officer for each such course or program of study. The Department
Head and the Personnel Officer have complete discretion in determining whether
the course(s) is sufficiently related to the employee’s work and would improve
his performance to justify the tuition reimbursement. The Department Head and
the Personnel Officer have the discretion to determine the number of courses
that will be taken during any given period. Employees should provide a list of
courses and estimated expenses during the preparation of the budget.

Because it is in the City’s interests to ensure the employee receives maximum
benefit from any such courses taken, tuition reimbursement will be paid at 100%
only if the employee receives a Grade “"A” or "B”. Grade “C” or a “Pass” grade in
a Pass/Fail course will be paid at 75%. The employee is responsible for paying
the educational expenses upfront. All reimbursements will be made upon proof
of payment and submission of the certified transcript of the grade. Any
reimbursement paid under this program will be offset by Federal/State financial
aid, scholarships, grants, etc. In addition, the employee must be actively
employed at the time of reimbursement.

Employees who voluntarily terminate employment, or are terminated for cause
will be required to refund the City the reimbursement they received on the
following basis:

a) Prior to one (1) year from the date of reimbursement, one hundred
percent (100%) of the amount reimbursed.

b) After one (1) year but prior to two (2) years from the date of
reimbursement, seventy-five (75%) of the amount reimbursed.
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C) After two (2) years but prior to three (3) years from the date of
reimbursement, fifty percent (50%) of the amount reimbursed.

d) After three (3) years from the date of reimbursement (zero percent) 0%
of the amount reimbursed.

Union employees will follow applicable provisions contained in the collective
bargaining agreements.
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11.1

11.2

11.3

SECTION 11
COMMUNICATIONS

OPEN DOOR POLICY

Open communication between management and employees is an important
philosophy of the City. The City believes employees should have a method to
express their concerns, ideas and suggestions and an avenue to receive
information on matters relating to their employment. When issues cannot be
resolved through discussions with the immediate supervisor, employees are
encouraged to speak to the next level of supervision or the Personnel Officer. If
at any time an employee feels that the situation has not been satisfactorily
resolved, the employee may contact the Personnel Officer.

SOLICITATION

Employees are prohibited from soliciting on behalf of for-profit organizations
anytime during the City’s hours of operation. Soliciting by employees for non-
profit organizations is prohibited during the working time of the employee who
is soliciting and employee being solicited in any work area. This shall include
canvassing, collection of funds, pledges, circulating petitions, solicitation of
members, or any similar type of activity. “Working time” means the time when
the employee actually is scheduled to work as opposed to his mealtime, breaks,
and before and after work.

Employees are prohibited from distributing hard copy and electronic literature,
including but not limited to handbills, leaflets, circulars and other similar matter
at any time in any work area. Solicitation and distribution is also prohibited in
any work area where the public has access for the purpose of transacting
business related to the City government, even if during non-working time.

Solicitation and distribution by non-employees are prohibited at all times on City
property not open to the public or only open to the public for the purposes of
conducting business with the City.

DONATIONS FOR CHARITABLE CAUSES AND ORGANIZATIONS

No employee shall be required or pressured to donate funds to any charitable
cause or charitable organization as a function of that person’s employment with
the City. Employees may voluntarily donate monies to charitable organizations
either directly or through the City as provided by State statute, law,
administrative determination, or by ruling of a court or tribunal of competent
jurisdiction.

Employees may solicit voluntary donations where a member of the family of a
fellow worker has passed away, milestone events, or for similar cause, provided
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11.4

11.5

such solicitation efforts are conducted indirectly (pass the envelope), and
provided such efforts are conducted in conformity with the provisions set forth
above concerning the time and place for solicitations or request for donations.
In general, voluntary collections as a tribute to a fellow worker or to a member
of the worker’s family should be limited to the death or serious injury or illness
of the employee or the employee’s spouse, child or other member of the
employee’s household.

BULLETIN BOARDS

The posting of written solicitations on City bulletin boards is restricted. These
bulletin boards display important information and employees should consult them
frequently for employee announcements, internal memoranda, and job
openings.

All proposed postings must be submitted and approved, in advance by the
Personnel Officer.

TECHNOLOGY RESOURCE POLICY

The City provides technology resources to its employees to assist them in
performing their duties. These resources are to be used properly and
professionally and include electronic networks and communication tools
including:

a) Desktop, laptop, and tablet computers
b) Servers, networks, and printers

c) Software

d) Telephone, cellular phone, and voicemail
e) Internet use and email

f) Facsimile machines, scanners, and photocopiers.

Use of the City’s technology resources is a privilege, and not a right. These
policies and procedures cover computer and network security, electronic mail
usage, Internet usage and the relationship of non-City owned computer
equipment to the use of and connection to the City’s system. Violations of the
Technology Resource Policy will result in disciplinary action up to and including
termination.
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11.6

Technology resources must never be used to threaten, intimidate or intentionally
embarrass another person. Employees may not send, receive, post or view
images which contain nudity or are of a suggestive nature. Technology resources
should not be used to disparage a person or group based on any protected status
of that group or in any matter which could reasonably be considered to harass
any individual or group. The City’s technology resources may not be used for any
personal commercial venture.

Employees should be aware that records of electronic communications on City
technology resources are City-owned, with a limited expectation of privacy, and
may be considered public information subject to disclosure under the Freedom
of Information Act (FOIA) including; telephone numbers called, length and date
of call, emails, text messages, voicemails, and any other digital files recorded
using City technology. Additionally, communications transacted on personal
devices pertaining to the transaction of public business may also be subject to
disclosure under FOIA.

SOCIAL MEDIA

The City recognizes employees have the right to express themselves online, and
this policy is not meant to create arbitrary rules for social media usage, or curtail
any rights to freedom of speech. As an employer, however, it is appropriate to
establish codes of conduct and reasonable expectations that should be applied
to such communication activities when those expressions may have
consequences to the City of Crest Hill, its employees and/or the community that
City of Crest Hill employees represent. Positions funded by taxpayer dollars are
subject to greater scrutiny, and therefore must be held to higher standards of
behavior, than those in private sector organizations. The global accessibility of
internet communication makes representations related to the City of Crest Hill
even more important to monitor and protect.

Social media is defined as: Blogs, other types of self-published online journals,
responses to online newspaper periodical articles and collaborative Web-based
discussion forums including, but not limited to, LinkedIn, Facebook, Snapchat,
Instagram, Twitter, and YouTube.

Rules and Guidelines

The following rules and guidelines apply to the use of social media, whether such
use is for the City of Crest Hill on City time, for personal use during non-work
time, outside the workplace or during working time while using City owned
equipment. These rules and guidelines apply to all employees.

1. Employees are prohibited from discussing confidential, work-
related matters through the use of social media. This includes
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residents’ home addresses and other personal information,
strategic planning, customer lists, financial information, business
contracts and other proprietary and/or nonpublic business
information.  This does not include discussions relating to
conditions of employment.

Employees cannot use social media to engage in conduct that
would violate the City’s Harassment, Discrimination and Retaliation
Prevention and EEO policies.

Employee cannot make statements which are slanderous or
detrimental to the City, its employees, residents, customers,
clients, vendors, elected officials, suppliers, any organizations
associated or doing business with the City, or any member of the
public, including website visitors who post comments. A statement
will be viewed as “detrimental” to the City of Crest Hill if that
statement interferes with or compromises the City’s ability to
conduct its business or brings the City’'s name or image into
disrepute.

Employees should abide by the City’s Technology Resource Policy
concerning personal use of the City’s computer system and related
equipment.

Employees who utilize social media and choose to identify
themselves as employees of the City of Crest Hill must make it clear
that they are not speaking on behalf of the City. Employees are
strongly encouraged to state explicitly, clearly and in a prominent
place on the site that their views are their own and not those of
the City of Crest Hill or of any person or organization affiliated or
doing business with the City of Crest Hill. Additionally, the City
responds to the news media only through designated
spokespersons.

Employees must respect copyright and other intellectual property
laws and show respect for laws governing copyright, fair use of
copyrighted material owned by others, trademarks and other
intellectual property.

Employees cannot post the City of Crest Hill's logo or any other
representation of the City of Crest Hill, such as uniforms,
equipment or badges without the express permission of the City
for commercial purposes.
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11.7

8. Employees cannot post photographs of work-related events,
accident scenes, crime scenes, or City employees engaged in the
City of Crest Hill's business, unless employees have received the
City's explicit permission from the Personnel Officer.

9. Employees cannot advertise or sell City owned products or services
through social media.

Employee Conduct

Employees should be aware that their private communications on any social
media site that are inconsistent with their obligations set forth in the Employee
Handbook, may be considered in any performance review or other employment
action. Employees should have no expectation of privacy while using City
equipment or technology resources and facilities for any purpose, including the
use of social media.

The City reserves the right to monitor and review the use of the City’s technology
resources and to block content that violates the City’s rules and guidelines. The
City also utilizes internet filtering software to regulate, track, and report internet
activity.

All City social media sites are subject to the Illinois Local Records Act, the
Freedom of Information Act and e-discovery laws and therefore, content must
be able to be managed, stored, and retrieved to comply with these laws.

The City will investigate and respond to all reports of violations of the City’s rules
and guidelines or related City policies. Employees are urged to report any
violations of this policy to the Personnel Officer. A violation of this policy may
result in disciplinary action up to and including termination.

USE OF GENERATIVE ARTIFICIAL INTELLIGENCE (AI)

Purpose: The purpose of this policy is to set forth requirements and guidance
that the City users must adhere to when acquiring and using solutions that meet
the definition of generative artificial intelligence (AI). While Al is a broad and
deep topic, this policy is currently concerned with solutions that use a specific
type of Al called generative Al. Examples include ChatGPT, Claude, or Gemini
and image/text generating applications. This policy also acknowledges that the
boundaries of such solutions can be complex to define, and the nature of the
technology is changing at a high rate. In the event of uncertainty about how any
part of this policy applies, staff should first seek guidance from City leadership.

Acceptable Uses of Generative AIl: Generative Al offers a wide range of
applications, with new capabilities emerging frequently. The following examples
provide guidance for appropriate staff use:

90

Item 3.

166




Letters e Emails e Project Documentation
Speaker Notes e Presentation e Reports
Slides
Procedures e Policies e Web content
Press releases e Job descriptions e Requests for proposals
(RFP) and similar
documents

***In each case, Al should only be used as a starting point on all work
products; final product must be human-authored.

Other Acceptable Uses may include:

Item 3.

Suggesting writing e Learning about and exploring topics

improvements

Analyzing different types of data e Generating ideas

Conducting research e Summarizing or querying an existing
document by copying it into a generative Al
tool.

Requirements for Using Generative AIL: All generative Al use for Gity purposes
must follow these requirements:

) Authorized Accounts Only — All tools must be accessed using an account
explicitly designated for City use. Personal accounts are prohibited for work-
related activities.

) Public Records Compliance — All use is subject to applicable public records
requests and must adhere to City data retention requirements.

) Public Disclosure Standards — Only input content suitable for public
disclosure may be provided to Al tools.

) Human Accountability — Staff are fully responsible for the content
generated and its consequences. Accountability cannot be deferred to the Al

system.
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o Fact Verification — All AI-generated content must be reviewed for factual
accuracy. Staff must mitigate risks of "AI hallucinations" (false or nonsensical

outputs).

) Attribution — Generated content, including images, must be attributed
when published.

o Usage Logging — All Al use should be logged for potential future reference.

Where Usage of Generative Al is Not Acceptable: AI technology should not be
used in the following situations:

° Using Al to create or disseminate harassing or otherwise inappropriate
content.
) Decision-Making with Legal or Ethical Consequences — Al cannot be the

sole decision maker in matters affecting individuals' rights, employment status,
legal proceedings, or disciplinary actions.

. HR and Employment Decisions — In accordance with 775 ILCS and 5/2-
101, 5/2-102, (e.g., the AI in Hiring Act), Al cannot be used to sort through
resumes or make employment decisions. This law mandates human intervention
to ensure fairness, transparency, and compliance with anti-discrimination policies
in_hiring processes.

) Impersonation & Misinformation — AI must not be used to impersonate
individuals, generate deepfakes, or spread misleading information that could
harm individuals or public trust.

Procurement of Generative Al Solutions:

) Procurement must follow existing City’s hardware and software
purchasing policies.

o In order to maintain and follow required record compliance, Departments
must report an intent to create and use a City-designated AI account and the
employee authorized to use such account(s). The Assistant City Administrator/
HR Director will maintain a list of employee users.

) Risk and impact assessments may extend procurement timelines.

) This policy applies to all solution formats, including free-to-use, freemium,
open-source, SaaS, and other platforms.
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11.8

11.9

° Procurement approval is not required if the identical solution has been
previously and formally approved.

° The City may restrict or revoke Al tool use at any time if it is deemed to
pose a compliance or legal risk.

TELEPHONE, CELLULAR PHONE, VOICEMAIL & FAX USAGE

Telephone systems and all information transmitted, received or stored in these
systems are the property of the City and are to be used for business purposes
only. Any personal use should be minimal.

Voicemail, fax and text messages are neither personal nor private
communications. The City reserves the right to monitor, log and listen to
voicemail or intercept and read fax or text messages. Voicemail, fax and text
messages should not be used to send any discriminatory, harassing, sexually
oriented or otherwise inappropriate messages. City policy prohibits
discrimination, harassment, and retaliation and this policy applies to voicemail,
fax, and text messages.

While personal phone calls are not prohibited, their frequency, duration and
volume should not interfere with the work environment or distract fellow
employees. Abuse of this privilege may lead to disciplinary action up to and
including termination.

CITY ISSUED EQUIPMENT

Where job or business needs demand, the City may issue cellular phones and
laptop computers to certain employees for work related communications and to
conduct business remotely. Employees in possession of City issued equipment
are expected to protect them from being lost, stolen, or damaged. Failure to do
so may result in discipline up to and including termination and payment to the
City for the cost of replacing the stolen, damaged, or lost item.

As with any equipment, it is important to keep safety in mind when using a
cellular telephone. Employees are expected to abide by State and local laws with
regard to using a cellular phone while operating a motor vehicle including the
use of Bluetooth technology or ‘hands free’ driving while talking on a cellular
telephone.

In addition, employees are prohibited from conducting or performing any of the
following actions (when the vehicle is in motion) while operating a City owned
or operating any vehicle on authorized City business:

a) Any form of texting (preparing, sending or reading)
b) E-mailing (preparing, sending or reading)
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11.10

c) Accessing and using the Internet

The City is not responsible for tickets received by employees who are not abiding
by State and local laws with regards to the use of cellular phones while operating
a motor vehicle.

MEDIA INQUIRIES

Employees shall obtain permission from their Department Head prior to filling
speaking engagements or publishing articles as an official representative of the
City. In addition, no employee shall act as a correspondent to a newspaper or
periodical, nor shall he discuss publicly or for publication matters pertaining to
departmental personnel procedures or policies without the prior approval of the
City Administrator.

94

Item 3.

170




12.1

12.2

12.3

12.4

12.5

SECTION 12
EMPLOYEE SEPARATION

GENERAL POLICY

Termination of employment with the City can arise from a variety of
circumstances involving certain action on the part of the employee, the City or
both. Therefore, termination of employment may be voluntary or involuntary.
Depending on the type of termination, procedures will vary.

SERVICE RETIREMENT

Service Retirement is voluntary termination after having satisfied the age and
length of employment requirements to immediately begin collecting a pension
under the Illinois Municipal Retirement Fund (IMRF) or the Police Pension Fund.

EMPLOYEE INITIATED RESIGNATION

An Employee Initiated Resignation is voluntary termination of employment for
any reason other than formal retirement. An employee wishing to leave the City
in good standing shall provide a written resignation to his immediate supervisor
at least fourteen (14) calendar days prior to the effective date of resignation
when possible. The resignation shall include the reason for leaving as well as
the proposed effective date. A two (2) week notice is understood to mean the
resigning employee will be available for work during this time to aid in the
training of his replacement. Failure to give a two (2) week notice may be
considered a resignation not in good standing.

DISABILITY RETIREMENT

Disability Retirement is voluntary termination necessitated by an injury or illness,
which renders the employee incapable of performing his usual job. Action may
be initiated by the employee, his legal representative, or the City, but in all cases
must be supported by medical evidence, acceptable to the Personnel Officer.
The City may require an examination at its expense and performed by a physician
of its choice. Police Officer disability shall be determined by the Crest Hill Police
Pension Board as defined by State statutes.

DISCHARGE

Discharge is termination of an employee by the City. Refer to Section 5.4 —
Progressive Discipline.
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12.6

12.7

12.8

12.9

12.10

LAYOFF

Layoff is termination of an employee by the City for lack of work, lack of funds
or other changes that have taken place. The Personnel Officer in determining
the layoff sequence shall take seniority and performance into consideration, but
seniority shall not be the sole governing factor. The layoff and recall of full-time
sworn Police Officers or full-time Local 150 employees will follow applicable
provisions contained in the respective collective bargaining agreements.

RECALL

Employees who are laid off shall be placed on a recall list for a period of one (1)
year. If there is a recall, employees who are still on the recall list shall be
recalled, in the order that best fulfills the City’s needs.

An employee on layoff must keep the City informed of the address and telephone
number where he can be contacted. If the City is unable to contact the employee
within seven (7) calendar days, the City’s obligation to recall the employee
ceases. The City shall have no obligation to recall the employee after he has
been on continuous layoff for a period which exceeds one (1) year. Should an
employee not return to work when recalled, the City shall have no further
obligation to recall the employee.

JOB ABANDONMENT

Employees who fail to report to work or contact their supervisor for three (3)
consecutive work days may be considered to have abandoned the job without
notice effective at the end of their normal shift on the third day. The Department
Head shall notify the Personnel Officer at the expiration of the third work day
and may initiate the paperwork to terminate the employee. Employees who are
separated due to job abandonment are ineligible for rehire.

RELEASE
Release is the end of temporary or seasonal employment.

FURLOUGH/REDUCTION IN PAY

The City may institute at its discretion a reduction in the amount of employee
work hours and/or pay which may typically, but is not limited to, occur as a
response to unfavorable economic conditions or as a result of a reorganization
of the work force.
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12.11 DEATH

All termination benefits or remuneration shall be paid to the named beneficiary,
deceased estate or other appropriate individual as provided by law.

12.12 EXIT INTERVIEW

An exit interview will be scheduled for the employee with the Personnel Officer
prior to the last day of employment. Temporary employees or employees who
are discharged do not participate in the exit interview process. The results of
the exit interview will be shared with the City Administrator and maintained in
the employee’s personnel file. Summaries of any areas of concern will be made
available to respective Department Heads.

During the exit interview, if applicable, COBRA, retirement benefits and the return of
City property will be discussed.
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13.1

13.2

SECTION 13
COMPLIANCE WITH THE LAW

HEALTH INSURANCE PORTABILITY & ACCOUNTABILITY ACT (HIPAA)

The City and its health plans subscribe to all HIPAA privacy and security laws.
Any concerns with HIPAA laws shall be directed to the Personnel Officer.

AMERICANS WITH DISABILITIES ACT (ADA)

The ADA requires employers to reasonably accommodate qualified individuals
with disabilities. It is the policy of the City to comply with all Federal and State
laws concerning the employment of persons with disabilities. It is the City’s
policy not to discriminate against qualified individuals with disabilities in regard
to application procedures, hiring, advancement, discharge, compensation,
training or other terms, conditions, and privileges of employment. The City will
reasonably accommodate qualified individuals with a disability so they can
perform the essential functions of a job. An accommodation is not reasonable if
it imposes an undue hardship. An individual who can be reasonably
accommodated for a job without undue hardship will be given the same
consideration for that position as any other applicant.

The City has an obligation to provide a safe work environment for all employees,
customers, and residents. Accordingly, all employees are required to comply
with safety standards. The City will take reasonable precautions to ensure that
an employee’s disability, or any attempted reasonable accommodation, does not
pose a direct threat to the health and/or safety of the employee with a disability
or to others.

Definitions

As used in this policy, the following terms have the indicated meaning and will
be adhered to in relation to the ADA policy.

1) “Disability” means a physical or mental impairment that
substantially limits one (1) or more major life activities of the
individual; a record of such an impairment; or being regarded as
having such an impairment. Major life activities include the
following:

a. In general, major life activities include, but are not limited
to, caring for oneself, performing manual tasks, seeing,
hearing, eating, sleeping, walking, standing, lifting, bending,
speaking, breathing, learning, reading, concentrating,
thinking, communicating, and working.
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b. Major bodily functions — A major life activity also includes
the operation of a major bodily function, including, but not
limited to, functions of the immune system, normal cell
growth, digestive, bowel, bladder, neurological, brain,
respiratory, circulatory, endocrine, and reproductive
functions.

2) “Direct threat” means a significant risk to the health or safety of
others that cannot be eliminated by reasonable accommodation.

3) “Qualified individual” means an individual, who, with or without
reasonable accommodation, can perform the essential functions of
the employment position that such individual holds or desires.

4) “Reasonable accommodation” may include making existing
facilities readily accessible to and usable by individuals with
disabilities, job restructuring, part-time or modifications of
equipment or devices, appropriate adjustment or modifications of
examination, training materials or policies, the provision of
qualified readers or interpreters, and other similar accommodations
for individuals with disabilities.

5) “Undue hardship” means an action requiring significant difficulty or
expense by the City.

6) “Essential functions of the job” refers to those job activities that
are determined by the City to be essential or core to performing
the job; these functions cannot be modified.

13.3 GENETIC INFORMATION NONDISCRIMINATION ACT OF 2008 (GINA)

The Federal law referred to as GINA prohibits employers and other entities
covered by GINA Title II from requesting or requiring genetic information of an
individual or family member of the individual, except as specifically allowed by
this law. To comply with this law, the City asks that employees and health care
providers not submit any genetic information when responding to a request for
medical information (e.g., to support an employee’s request for reasonable
accommodation under the ADA or a request for a leave of absence). “Genetic
information”, as defined by GINA, includes an individual’s family medical history,
the results of an individual’s or family member’s genetic tests, the fact that an
individual or an individual’s family member sought or received genetic services,
and genetic information of a fetus carried by an individual, or an individual’s
family member or an embryo lawfully held by an individual or family member
receiving assistive reproductive services.
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14.1

14.2

14.3

14.4

14.5

SECTION 14
EMPLOYEE INFORMATION AND RECORDS

GENERAL ACCESS TO EMPLOYEE INFORMATION

The personnel and medical files of all City employees are maintained by the
Personnel Officer. Only the Personnel Officer may have access to and use of an
employee’s personnel records. The Treasurer’s Office and other employees with
a valid work related reason may have access to and use of an employee’s
personnel records, in part, subject to the approval of the Personnel Officer.
Certain employment records of Police Officers are maintained within the Police
Department under the exclusive control of the Police Chief. Access to police
personnel records is regulated by the rules of the Police Department, any
applicable collective bargaining agreement and/or court order.

DISCLOSURE OF EMPLOYEE RECORDS OUTSIDE OF THE CITY

Records about an individual which identify him by name or in any other way shall
not be disclosed to people or organizations outside the City without the
individual’s written permission, except as pursuant to judicial proceedings, legal
requirements, or the Freedom of Information Act. All requests by outside parties
as to an employee’s work record must be directed to the Personnel Officer.

REFERENCE INQUIRIES

All inquiries made by outside parties (i.e., potential employers, investigative
agencies, etc.) with regard to employment history of former or present
employees, including but not limited to general reputation, character, personal
characteristics, performance, ability, attendance or salary circumstances should
be directed to the Personnel Officer for response. The Police Chief shall be
responsible for all inquiries regarding the employment status and reference
material of sworn police personnel.

CREDIT VERIFICATIONS

The usual reference and verifications of employment of present employees for
the purpose of establishing credit, bank loans, etc., should be released only by
the Personnel Officer.

EMPLOYEE ACCESS TO PERSONNEL FILES

All employees shall be permitted to review and copy their personnel records as
well as attach their own position statement to disputed materials in their files, in
accordance with the Illinois Personnel Record Review Act (820 ILCS 40/1 et seq.).
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14.6

Personnel records allowed to be viewed by an employee include all documents
and data intended to be used in determining the employee’s qualifications for
employment, promotion, transfer, additional compensation, discharge or other
disciplinary action. Access to personnel files by employees working under a
collective bargaining agreement will be subject to the provisions of that
agreement.

RECORDS INSPECTION

An employee shall be permitted inspection of his file two (2) times per calendar
year at reasonable intervals. The request to view the file must be put in writing.
Inspection of the record will be permitted within seven (7) working days of the
request and under the supervision of the Personnel Officer.

Records may not be removed from the place of inspection. The employee will
be permitted to request photocopies of his personnel records. If the employee
disagrees with any part of the record, the City and the employee may mutually
agree to remove or correct the information. This agreement should be in writing.
If an agreement cannot be reached and the employee desires to submit an
explanatory written statement, the statement will be attached to the disputed
record. Inclusion of the employee’s statement in the personnel file does not
mean that the City concurs with the employee’s statement.
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SECTION 15
ACKNOWLEDGMENT FORM

Employee Handbook Acknowledgement

I understand and acknowledge that the Employee Handbook describes important
information about the City of Crest Hill and that I should consult my supervisor or the
Personnel Officer about any questions not answered in this manual. I have entered
into my employment relationship with the City voluntarily and acknowledge that there
is no specific length of employment, unless I am covered by the terms of a collective
bargaining agreement or an individual contract that provides otherwise. Accordingly,
either I or the City can terminate the relationship at will, with or without cause, at any
time, so long as there is no violation of applicable Federal or State law.

I hereby acknowledge receiving the City of Crest Hill's Employee Handbook. By signing
this form, I also acknowledge that I understand the following:

This Employee Handbook is not a contract of employment or a legal document and the
City of Crest Hill makes no promises of any kind in this handbook.

Since the information, policies, and benefits described here are subject to change, 1
acknowledge that revisions to the Employee Handbook may occur, except to the City’s
policy of employment-at-will. All such changes will be communicated through official
notices, and I understand that revised information may supersede, modify, or eliminate
existing policies. I further acknowledge that this Employee Handbook supersedes all
prior versions that I have received.

By signing this acknowledgement form, I acknowledge that I have read, understand
and will abide by all of the policies and procedures contained within the Employee
Handbook and any revisions made to it.

Signature

Print Name

Date
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SECTION 16
FORMS

16.1 EMPLOYEE PERFORMANCE EVALUATION PROGRAM

The City of Crest Hill is committed to providing efficient and effective service to its
residents through thoughtful and reasonable performance in which the needs of the
citizens are considered first and foremost by the actions on display in the performance
of our work. In order to ensure there is a continuous reinforcement of this service
commitment city employees will be evaluated in their performance to define
expectations and responsibilities for improvement. Decisions regarding this commitment
will be reflected in the actions of all employees as they perform their work duties.

CORE Values:

Core values are the value statements that all employees utilize as part of their typical
performance and decision making in support of the service provided to the residents of
the city.

Honesty: Speaking and acting truthfully. Showing respect towards others and having
integrity and self-awareness.

Service: Commitment and dedication to helping others. Treat financial decisions as if
the funds under consideration were your own.

Professionalism: Conducting oneself with responsibility, integrity, accountability, and
excellence. Consistently achieving high standards both visibly and behind the scenes.

Integrity: Acting ethically and transparently in work situations, prioritizing doing the
right thing over personal gain. Being accountable and following through with decisions
made, even if no one is around to see it.

Leadership: Setting an example. The ability of an individual or a group of people to
influence and guide others within the organization or team.

Teamwork: Working together to successfully complete a task. Cohesiveness of a team
to create a positive working atmosphere that recognizes the strengths and skills that
each team member brings. Never saying “it's not my job” but instead “how can I help?”
Respect: Showing regard for someone’s abilities and worth that values their feelings
and their views, even when one does not necessarily agree with them. Accept others
on an equal basis and give them the same consideration one would expect for themself.

Transparency: Be open in communication and accountability.
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Empathy: Ability to emotionally understand what others feel to see things from their
point of view.

Employee Evaluation Process:

The evaluation process is a systemic and periodic process that assesses an individual
employee’s job performance and productivity in relation to established performance
criteria and organizational objectives. The process is interactive in which both employee
and supervisor are encouraged to openly and thoroughly discuss past and future
performance.

Considerations as Part of Employee Evaluations:

The following are guidelines to keep in mind when preparing for performance
evaluations. The performance evaluation process is continuous, and a supervisor has a
responsibility to be the communications conduit and be aware of ensuring employees
have clearly defined expectations and measurable goals and objectives. General
subjective statements about performance interactions are not meaningful in terms of
motivating and communicating to employees. Supervisors function as coaches in terms
of defining expectations for employees and assist in reaching those expectations.

Guidelines to Consider as Part of a Performance Evaluation:

e Employees generally like to know where they stand in terms of performance and
defining expectations as part of an evaluation process is a foundational
component of that interaction as a supervisor.

e Generally, the annual performance evaluation process should be a summary of
the performance interactions the supervisor has had and documented with the
employee throughout the year. The information shared and summarized on the
evaluation forms should not be a surprise to either the employee or supervisor.

e Typically, the annual evaluation is a summary of the coaching documents of
previous periodic discussions throughout the year. The annual evaluation should
not be a stand-alone document that is generated from memory. It is very difficult
to recall specific examples of performance in that manner and it is unfair to the
employee. As a supervisor it is your responsibility to coach the employee
throughout the year and documentation of these coaching events should be
retained to generate the annual review document.

e When considering a rating or ranking of performance make sure a supervisor can
articulate how the ranking was determined, or rating can be provided in a written
format. In addition, if the ranking allows for room for improvement make sure
the supervisor articulates the performance expected to improve the
ranking/rating.

e Avoid subjective statements and generalizations of performance. Provide as
many specific examples of performance as possible. If the performance meets
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expectations, describe why, if it does not explain why. This process is the
opportunity to set the expectations for the employee and they desire and deserve
as much direction and information as possible, just as you would if you were
being evaluated.

Determining goals/objectives for the coming year should be a collaborative effort
between the supervisor and the employee. This collaboration will allow for
improved "buy-in" and commitment from the employee. This collaboration also
allows for dialogue as to what is expected and what is achievable.
Goals/objectives should clearly be documented as objective items that are clearly
measurable with defined deadlines. Avoid statements or a goal/objective that
cannot be measured to determine success in achievement. If there are
milestones that illustrate progress toward an overall deadline, make sure those
milestones are included as achievement steps with appropriate dates for
achievement.

The performance evaluation process is not intended as negative interaction. It
should be considered as an opportunity to undertake a candid discussion with
your employee as a coach to help the employee build upon their skillset to be
more valuable to the organization.

As part of the evaluation process avoid the “halo” effect. This occurs when a
supervisor rates the employee high in a predominant number of categories and
bases the rating on subjective feelings that the employee is maintaining routine
work tasks without any future performance measurable goals/objectives.

A supervisor should be mindful of their ranking/ratings in especially high ratings
noting that the number of employees that reach that level consistently is
statistically less than 10 percent of a typical employee population.

As a supervisor you should also ask the employee what support they need from
you as a supervisor to assist in their success. Supervisors are ultimately
responsible for the success of the employee through defining expectations,
coaching and accountability.

Once the evaluation is completed the signature of the employee is solely for the
verification of the evaluation process and acknowledgement of the interaction.
The evaluation process should conclude with both the employee and supervisor
acknowledging the measurable improvements clearly defined.

In the rare instances in which the employee disagrees with a particular
rating/ranking allow them to provide written documentation outlining why they
feel the ranking/rating is not reflective of their performance. This written
documentation will be included as part of the overall performance evaluation
document when submitted as a complete record. The supervisor is not obligated
to change any rankings/ratings based on the employee’s written documentation.
The supervisor is encouraged to review the written documentation and add
additional information on the evaluation form as they see fit to balance the
employee comments with the supervisor’s rankings/ratings.
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Furthermore, if any additional comments are added to the evaluation documents
the employee must receive a final copy of the evaluation form along with any
attachments.

Human Resources personnel are readily available to assist you as supervisor to
create the best product possible. If in doubt, request the Human Resources
representative to review your evaluation form BEFORE you sit down with the
employee to ensure consistency and completeness to the process.

Components of an Employee Performance Evaluation:

Employee performance appraisal process is a year-round activity that culminates with
the annual review that summaries the progress recorded throughout the year. It is
critical that periodic written documentation is generated to measure progress towards
any goals, objectives, or professional development activities. This documentation should
match previously defined timeframes as to determination of progress. Written
documentation of performance progress is essential for new employees as part of the
probationary review period.

Below is a suggested timeframe for employee performance evaluations.

New Hires:

Action: Provide an outline of job responsibilities and expectations to the new
employee upon hire. Also, outline any critical path tasks and timeframes required
to demonstrate competencies.

o Due Date: Information provided within one week of start date.
Action: Check on progress of learning processes of critical job tasks as previously
outlined. Progress should be in written detail.

o Due Date: Check-ins should be no less than every 30 days of employment

during the first 4 months of employment.

Action: Review progress of development of job tasks and knowledge as it applies
to overall job performance. This progress should be in writing. If there are any
deficiencies, they should be discussed and documented with an action plan and
timeframe.

o Due Date: Should be completed at least 30 days prior to the 6-month

anniversary (end of probation).

Action: Supervisor and employee jointly discuss and create a summary document
(performance evaluation) detailing the progress of the employee’s training and
development related to performing required job tasks. The summary document
will also detail previously established goals and objectives and the progress
towards their completion. Any deficiencies must be documented and if
improvement plans are deemed necessary such plans must be in a written format
with specific timeframes. A recommendation must be made by the supervisor as
to whether the employee will be retained as a non-probationary employee, or
the probation period should be extended for additional development. A review
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of the summary document should be performed by Human Resources prior to
discussion with the employee.
o Due Date: Completion within 2 weeks prior to the end of the 6-month
probationary period.

Non-Probationary Employees:

Action: Supervisor and employee review progress towards completion of the
previously established goals and objectives along with any employee
development elements. This review should be every 3 months during the year to
ensure feedback and progress is tracked and if any deadlines need adjustment
such changes can be undertaken prior to the next review period.
o Due Date: Review of performance every 3 months during the year to track
progress in real time and allow for timeframe adjustments as necessary.
Action: Prior to completion of the annual review summary review document any
items that have previously been identified for additional effort through a
performance improvement plan (PIP), consult with Human Resources to ensure
any PIP is reasonable.
o Due Date: Review of PIPs at least 30 days prior to the due date of the
performance summary being discussed with the employee.
Action: Complete the performance summary based on the quarterly reviews that
were previously discussed with the employee over the past year. If the supervisor
would like a review of the proposed performance summary prior to discussion
with the employeeg, it should be submitted to Human Resources for review and
advice.
o Due Date: Submit the completed review after discussions with the
employee to Human Resources for processing and personnel file records.
The completed summary must be submitted by the established deadline.
Action: The completed performance summary must be discussed with the
employee before submitting it to Human Resources. The discussion with the
employee and the employee’s signature is required to verify that the discussion
took place with the employee. The discussion between the supervisor and
employee should be interactive to the extent that a collaborative set of goals and
objectives are established as part of the performance review summary. Employee
signature verifies the performance review was discussed with the employee and
does not signify that the employee agrees with the review. The employee may
submit additional documentation to be included as part of the review record. The
supervisor is not obligated to change any documentation or ratings/rankings
based on this additional documentation.

Union Employee Reviews:

Supervisors that direct union employees still must perform annual reviews on the
employee’s performance, including a probationary review, if applicable. The non-
supervisor form should be utilized for the review and all the other instructions should
be followed regarding the ranking/ratings. The difference is that as a union employee
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the employee either meets the standard or not, pass/fail. If the employee fails a
performance criterion it should be documented as outlined in the instructions and the
employee is provided an opportunity to “cure” or improve the performance within a
defined timeframe, i.e. Performance Improvement Plan (PIP). If after the timeframe
has expired and the employee’s performance still does not meet the standard,
progressive discipline could be considered.

Performance Ratings:

The performance ratings for the employee appraisal system have five levels of job
performance definitions. The terms “always” and “never” are used in specific definitions
for a number of factors to describe the highest and lowest levels of job performance.
Their use is not to be taken as so absolute that it is virtually impossible for either rating
to be used. Rather the ratings where exceptions are rare, and the preponderance of
the performance could support the consistent application of the defined terms.

Consistently Exceeds Expectations: Extraordinary performance, exemplary, flawless.
Statistically employees that are rated in this category account for no more than 5% of
the employee population of any organization. By using this performance category, the
employee would be demonstrating the following performance characteristics. The
employee does not have to demonstrate ALL the characteristics listed but should
demonstrate a performance level that is embodied in the majority of the characteristics
listed.

e Employee is recognized by all as a real expert in this job area.

e Employee demonstrates a knowledge that normally can be gained only through
long periods of experience in this particular type of work.

e This employee could be considered to be a prime candidate for promotion when
a higher-level position in this or related field becomes open.

e This employee’s actions show an understanding of work well beyond the
assigned area of responsibility. Outsiders seek the employee out because of
knowledge demonstrated through performance of the many facets of the
department’s work.

e This employee readily shares their knowledge with others and demonstrates a
desire to improve the organization through teamwork and collaborative actions.

¢ Employee shows unusual initiative and is a definite self-starter.

e Employee almost invariably takes the best approach to getting the job done.

Frequently Exceeds Expectations: Superior consistent performance, generally beyond
job requirements. The use of this performance category implies the following:

e This employee exceeds position requirements even on some of the most difficult
and complex tasks of the job. Employee takes the initiative in development and
in implementation of challenging work goals. Normally, this individual would be
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considered for possible promotion and willingly seeks to accept additional
responsibilities.

Employee consistently performs more tasks than typically outlined in the job
description and accomplishes tasks with little to no reworking necessary.
Employee is able to take on extra projects and tasks without neglecting other
assigned duties.

Employee is able and willing to accept each assignment will equal enthusiasm
and responsibility to see it through to completion.

Employee actively embraces and encourages teamwork and collaboration and
does not assume full credit for the accomplishments.

Employee does own advanced planning, anticipates problems and takes
appropriate action.

Employee seeks direction when appropriate and is comfortable working
independently and being reviewed based on the results.

Employee shows a good grasp of the “big picture” from a strategic sense. Thinks
beyond the details of the job and works towards the overall objectives of
organization/department.

Meets Expectations: Employee works diligently actively demonstrating job competence

and utilizing knowledge within the defined job duties. Steady work that is complete and
without errors or necessary of minimal review.

This employee is performing full, complete, and satisfactory work. Performance
is what is expected of a fully qualified and experienced person in their assigned
position.

Performance does not require significant improvement, but if improvement were
to occur it is a plus factor for the department’s effectiveness. If the improvement
does not occur, there is no reason to complain or consider work substandard in
any way.

If all employees met these standards the departmental performance would be
completely satisfactory and create a strong foundation for timely and accurate
completion of job tasks.

The work of this employee results in very few errors and infrequent complaints.
When such errors do occur, the employee makes a conscience effort to actively
participate in the development of corrective measures to minimize the future
occurrence of the same error.

This employee can demonstrate a sound balance between quality and quantity.
This employee does not spend undue time on unimportant items, neglecting
problems or projects that should have priority.

Employee requires normal supervision and follow-up and usually completes
regular work and projects on schedule.

This employee is considered a good, solid member of the team and supervisor
feels reasonably secure in directing any kind of assignment within the scope of
the job description and have confidence it will be completed correctly.
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Progressing in Expectations: Employee performance needs improvement in one or more
job task.

The employee’s performance meets only the minimum job requirements for the
position and has more to learn and understand to meet expectations.

Employee has had sufficient time that they should be fully competent and
effective in their assigned position.

Typically, this employee needs some pushing and follow through and performs
the job under close supervision. Job performance is such that the supervisor
does not have confidence that the work will be completed correctly on a
consistent basis.

The employee needs to acquire more know-how to be more effective in the
performance of their job duties.

Supervisor sometimes has to plan the employee’s programs or assignments step-
by-step. Once the directions are laid out the employee usually completes the
task. Contrast this effort to other employees that understand the directions and
can complete a task without the need to have step-by-step instructions.
Co-workers have to perform additional work to make up for the deficiencies of
this employee.

Needs Improvement: Employee performance is unacceptable and does not meet job

requirements.

Employee has been in the job long enough to have shown more comprehensive
performance at this point.

Employee is creating a morale problem with supervisor and co-workers by
creating additional work for not carrying their workload and impacting the ability
of others to complete their work.

Employee does not display a drive that translates into a commitment to the job
and the organization.

It is more likely that the employee probably recognizes that the job tasks are not
getting completed.

When mistakes are made the employee repeats them and does not undertake
the necessary corrective actions to avoid repeats.

Work is falling behind and tasks are not completed correctly or timely.

Others have commented on the employee’s work performance as sub-standard.

Performance Improvement Plan (PIP):

Employee performance that has been identified as needs improvement or unacceptable
must be addressed with the employee through appropriate documentation. Depending
on the performance and nature of the deficiencies the supervisor may undertake a
performance improvement plan (PIP). However, not every performance situation is
eligible for a PIP. Detrimental performance that is considered serious in nature,
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including but not limited to, insubordination, repeated inaccurate statements and work
product, disregard or disrespect of co-workers or residents, and refusal to accept
corrective action, may not be worthy of a PIP. Some actions are of such a nature that
the employee displays an attitude of unwillingness to change for the sake of
improvement as a behavioral choice and not a skill deficit may not be worthy of a PIP.

A PIP requires a written performance outline of expected performance within a specific
timeframe. A PIP also requires the employee and supervisor to meet periodically to
document the progress towards reaching the expected level of performance. These
meetings are summarized through written documentation. There may be multiple
components to a PIP that may include more than one expected performance level for
different tasks. A PIP must have written concurrence with the employee when created
to document the employee understands the requirements and is willing to correct the
targeted behavior within the set timeframe.

PIP programs could be considered “last chance” agreements to improve performance
before additional job action is considered up to and including termination. If an
employee improves their performance to meet the standards set through the PIP, the
PIP will include documentation that the performance improved within the timeframe
and standards outlined. If the performance was improved through a PIP becomes
unacceptable in the future the supervisor is expected to advise the employee of the
performance deficit. However, the supervisor is not obligated to create another PIP for
performance which was improved and then became unacceptable again. In instances
such as these circumstances disciplinary action, up to and including termination
recommendation might be warranted. The supervisor also has the flexibility to
recommend discipline for performance that could be pending and awaiting to be
imposed if the PIP is not completed as outlined initially.
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Item 3.

Crest Hill
Non-Supervisory Employee Performance Assessment Form

Employee Name:

Review Period:

Supervisor:

Department:

Instructions:

Supervisors are to complete the form and ranking the employee's performance in the categories provided below. Supervisors
are required to provide examples of performance justifying rankings. Both supervisor and employee are to collaborate on
determining goals/objectives with appropriate timeframes to be completed prior to the next rating period. Supervisor is
expected to provide comments to justify rating including specific examples of job tasks that could justify such ratings.
Employees should be offered the opportunity to provide comments on any rating area and may attached additional
documentation as they necessary to augment the evaluation form. Supervisors are not obligated to modify any ratings based on
the additional input from the employee.

Goals/Objectives must meet the following criteria:

Specific: Goals/objectives should be written clearly to define what the employee is going to do.

Goals/objectives must be measurable so that the employee and supervisor has tangible evidence that the
Measurable: goal/objective has been achieved. Usually, the entire goal/objective statement is a measure for the project,
but there are usually several short-term or smaller measurements or milestones that have to be built in.

Goals/objectives must be attainable, they should stretch the employee slightly so they feel challenged, but
defined well enough so that the employee can meet them. The employee must possess the appropriate

Attainable:
knowledge, skills, and abilities needed to attain the goal/objective or have a defined course of achievement to
obtain such skillset.
Relevant: Goals/objectives must measurable outcomes, not activities or routine job duties.
Goals/objectives must be linked to a timeframe that defines a sense of urgency. Without the urgency the
Time-Based: reality of time will not allow the goal/objective to be obtained and would not produce a relevant outcome

beneficial to the employee and organization.

Scoring - Ranking of employee's performance will use the following scale:

Consistently Exceeds Expectations:
Frequently Exceeds Expectations:
Consistently Meets Expectations:
Progressing in Expectations:

Needs Improvement:

O N W b~ O

Evaluation Forms Page 1 0f 5

188




Item 3.

Job Knowledge: The depth and breadth of know-how to perform essential duties and functions of the job. The level of
compliance with degree certification and training requirements. Understanding of how individual job performance furthers
organizational objectives. Willingness to update and expand skills knowledge and training.

Needs Improvement - Has not demonstrated the skills and knowledge to fulfill the essential functions of the
position. Has difficulty learning and applying most new skills. Fails to keep updated about current
developments and does not fully participate in training opportunities. Demonstrates a lack of understanding
of how job relates to others in organization; has negatively impacted others or performance due to lack of
understanding of relationship between job and others.

Progressing in Expectations - Improvement is needed in certain skills and job knowledge. Sometimes has
difficulty mastering and applying new skills. Should be more knowledgeable about current developments
relating to work. Results could be improved if impact of job on others was better understood and was
considered before acting.

Consistently Meets Expectations - Demonstrates competency in the basic skills and knowledge required for
the job. Regularly exhibits the ability to learn and apply new skills. Displays sufficient knowledge of current
developments in area of responsibility. Takes advantage of learning opportunities. Consistently displays an
understanding of how job relates to other jobs and impacts others.

Frequently Exceeds Expectations - Demonstrates a high level of competency in the skills and knowledge
required. Learns quickly and easily applies new skills and shares knowledge with others.. Does an excellent
job of keeping updated about current developments in area of responsibility and seeks out opportunities to
learn. Displays a better than usual understanding of how the job relates to other jobs and functions;
frequently adds value to organization through appropriate communication with others impacted by actions.

Consistently Exceeds Expectations - Demonstrates significant expertise and in-depth knowledge and skills.
Shows an exceptional ability to master and apply new skills and seeks opportunities to expand and apply
knowledge and skills. Independently reads and researches extensively staying on top of current
developments that might impact work; shares knowledge with others. Displays an extraordinary
understanding of how the job relates to the jobs of others; and anticipates consequences of action or events
on others and responds appropriately. Helps others understand relationships between jobs and functions.

Supervisor
Comments:

Evaluation Forms

Page 2 of 5

189




Item 3.

Problem Solving: The ability to predict recognize and define problems. Skill in generating, selecting and implementing timely
and meaningful solutions.

Needs Improvement - Has significant difficulties in recognizing and solving problems. Unable to generate
meaningful solutions. Tendency to postpone or avoid handling obstacles and negative situations impedes
work progress. Does not effectively implement remedies.

Progressing in Expectations - Has trouble predicting, recognizing and/or defining problems. Able to generate
solutions but may lack innovative thinking. May avoid decisions or all small obstacles to impair work
progress. May need to work on implementing timely solutions to ensure smooth operations.

Consistently Meets Expectations - Identifies most problems. Works to find solutions and ensure that
problems are solved timely. Usually maintains smooth operations.

Frequently Exceeds Expectations - Demonstrates strong ability to recognize and define problems.
Generates effective options and promptly acts to implement solutions. Predicts, foresees and eliminates
obstacles to ensure smooth operations.

Consistently Exceeds Expectations - Demonstrates exceptional ability to recognize and clearly define
problems. Considers full range of options and promptly acts to implement best possible solutions.
Proactively foresees and eliminates obstacles to ensure smooth operations. Frequently acts as a resource
and assists others with problems. Takes initiative in offering suggestions.

Supervisor
Comments:
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Item 3.

Communication: The ability to effectively converse and listen to others. The use of proper written and grammatical skills to
clearly and concisely convey a message including the meaningful application of computer technology [e-mail, Internet, etc.]
Preparation and delivery of effective presentations.

Needs Improvement - Communication skills are inadequate for the job. Immediate improvementis
necessary in one or more key areas [listening, speaking, writing, and/or using communication technology].

Frequently Exceeds Expectations - Communication skills are lacking in some areas. Verbal communication
skills of listening and speaking impede job performance. More effective use of communication technologies
is needed. Written documents do not convey information clearly.

Consistently Meets Expectations - Communication and listening skills are good. Effectively uses some
available communication technology. Written documents convey information appropriately.

Progressing in Expectations - Communication skills are excellent. Listening and interpersonal skills are
above average. Effectively uses most available communication technology. Written documents are usually
clear and concise.

Consistently Exceeds Expectations - Communication skills are superior. Listening and interpersonal
communication skills strengthen others. Effectively uses all available communication technology. Written
documents are clear, concise and well-constructed.

Supervisor
Comments:
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Item 3.

Cooperation & Teamwork: The degree to which the employee promotes collaborative cooperative and productive working
relationships. Cooperation and teamwork are demonstrated by supporting the work group’s or team’s efforts; respecting the
viewpoints of others; showing sensitivity to cultural diversity and feelings of others; carrying share of workload including
undesirable tasks; and keeping others informed.

Needs Improvement - When participating in a team often fails to support team’s efforts to meet goals is
disruptive or sabotages team’s efforts. Working relationships are unsatisfactory. Does not keep others
properly informed. Demonstrates a lack of respect for or sensitivity to others. Does not offer support or
assistance to co-workers and/or is resistant to assisting when directed to do so. Failure to carry share of work
negatively impacts others.

Progressing in Expectations - On occasion contribution to team does not support team’s efforts to meet
goals. Employee does not actively contribute to group activities. Informs others only when asked prompted
directed or reminded. Has occasional trouble listening to or accepting others' views especially from
particular individuals. Infrequently offers support or assistance or does so only when instructed to do so.
Has failed to exhibit respect or sensitivity to others.

Consistently Meets Expectations - When participating in a team supports team’s efforts to meet goals.
Establishes and maintains good working relationships. Ensures that others are keptinformed. Respects the
importance of cultural diversity and is sensitive to the feelings of others. Welcomes diverse viewpoints and
respects others and their opinions. Regularly assists and supports co-workers. Performs his or her share of
the workload including less desirable tasks.

Frequently Exceeds Expectations - Genuinely values others’ input and expertise and is willing to learn from
others. Encourages others to express views and opinions. Maintains the self-esteem and self-confidence of
others. Frequently offers assistance when needed. Actively contributes to the success of the team when
working in a group. Often takes extra measures to assure others are aware of necessary information.

Consistently Exceeds Expectations - Efforts to establish and maintain strong working relationships are
outstanding; is recognized by others as a group leader. |Is extremely proactive about keeping others well
informed. Consistently solicits the opinions and views of others always maintaining a high degree of
objectivity. Acts to promote and contribute to a welcoming productive climate with good morale and
cooperation. Is always quick to offer assistance to co-workers.

Supervisor
Comments:
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Item 3.

Customer Service :The degree to which customer service and professional rapport is demonstrated in the day-to-day
environment in working with internal and/or external customers.

Needs Improvement - Customer relations performance is unsatisfactory. Has failed to show sufficient
courtesy and sensitivity to customers. Has difficulty working with difficult or emotional customers.
Commitments are frequently delayed or remain unfulfilled. Responds too slowly when servicing customers.
Responds negatively to customer feedback. Customer complaints about curtness or lack of attentive service
are common.

Progressing in Expectations -Customer relations could improve. Needs to increase the level of courtesy and
sensitivity s/he displays to customers. Sometimes is too casual or appears uninterested in customer.
Sometimes takes too long to respond to customer. Not always successful managing difficult or emotional
customers. Sometimes forgets or is late in fulfilling commitments. Seldom asks for customer feedback or
uses feedback to improve service.

Consistently Meets Expectations - Interactions with customers are usually sensitive and courteous. Is able
to handle most difficult or emotional customer situations. Responds promptly when servicing customers.
Uses customer feedback to improve service. Generally follows through on commitments on a timely basis.

Frequently Exceeds Expectations - Often achieves positive results with difficult or emotional customers.
When interacting with customers is always sensitive and courteous. Often goes out of the way to make sure
commitments are met. Responds with a strong sense of urgency when servicing customers. Solicits and uses
customer feedback to deliver better service. Is always attentive, concerned and polite.

Consistently Exceeds Expectations - Well-refined customer relations skills are reflected in consistent
superior service; treats all customers with exceptional sensitivity courtesy and respect. When dealing with
emotional or difficult customers consistently achieves successful results. Regularly exceeds customer
expectations by making a special effort to fulfill commitments. Is extremely responsive to the needs of
customers. Proactively solicits customer input and applies feedback to improve the quality of service
delivery. Is a constant example to associates in performing customer service and handling difficult situations.

Supervisor
Comments:
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Item 3.

Reliability & Responsibility: The degree of follow-through on assignments. The degree to which the employee can be counted
on to complete assignments in a timely and competent manner. The degree to which the employee is self-directed, takes
initiative and is proactive.

Needs Improvement - Dependability is a significant problem. Follow-through or unwillingness to complete
tasks frequently leaves other staff members in adverse situations or requires other staff to take on additional
responsibilities. Absenteeism [excluding legally required leave] has impacted job performance.

Progressing in Expectations - Dependability is a problem. Lack of follow-through or unwillingness to
complete tasks occasionally leaves other staff members in adverse situations or requires other staff to take
on additional responsibilities. Absenteeism [excluding legally required leave] has impacted job performance.

Consistently Meets Expectations - Can usually be counted on to complete assignments correctly and in a
timely manner. A few exceptions may occur.

Frequently Exceeds Expectations - Can be counted on to complete assignments in a timely and thorough
manner. Consistently meets or exceeds expectations.

Consistently Exceeds Expectations - Always completes assignments timely and thoroughly. Frequently
works beyond expectations demonstrating exceptional initiative.

Supervisor
Comments:

Professionalism: The degree to which the employee demonstrates and conveys a favorable image when representing the city.
The level of honesty, integrity and confidentiality along with proper standards of professional dress and deportment.

Needs Improvement - The level of conduct, behavior and/or dress is a concern. Improvement must occur to
meet the city minimum standards of performance in the area of professionalism. Trustworthiness, behavior,
speech and/or appearance are significant concerns. The city's image is threatened by a lack of
professionalism.

Progressing in Expectations - Trustworthiness, behavior, speech and/or appearance do not always meet city
standards. Lack of professionalism may reflect poorly on the city.

Consistently Meets Expectations - Follows the guidelines of the city in behavior and dress. Regarded as one
who can be trusted to represent the organization well.

Frequently Exceeds Expectations - Regarded as an extremely effective ambassador for the city. Above
reproach in matters of honesty and integrity. Always careful to represent the city in a manner that reflects a
high level of professionalism.

Consistently Exceeds Expectations - Represents the city with the highest standards of professionalism.
Exceptional in terms of honesty, integrity, confidentiality, deportment and dress.

Supervisor
Comments:
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Item 3.

Adaptability: The degree to which one demonstrates openness to change and new ideas. Ability to adjust to changing work
requirements and respond to new situations.

Needs Improvement - Negative toward change. Reluctant or unable to adapt to new situations. Frequently
resists change causing problems and delays.

Progressing in Expectations - Demonstrates a general resistance to change. Can adapt to new situations.

Consistently Meets Expectations - Generally not resistant to change. Can adapt to many situations requiring
a detour from established procedures if given reasonable time to adapt.

Frequently Exceeds Expectations - Adjusts well to most situations or changes. Supportive and proactive in
effecting changes and improving processes.

Consistently Exceeds Expectations - Fits well into virtually any assignment. Utilizes new ideas to improve
operations. Seeks to effectively assimilate change into productive processes.

Supervisor
Comments:

Safety/Policy Compliance: The degree to which the employee has a knowledge of and complies with organizational policies.

Needs Improvement - Has failed to follow significant organizational/safety guidelines and policies. May be
unaware of established policies. Immediate and significant improvement is required.

Progressing in Expectations - Compliance is inconsistent. May not be fully aware of established guidelines
and policies. Failure to comply has resulted in problems or potential problems. Desire to comply is
inconsistent.

Consistently Meets Expectations - Has a good understanding of and usually complies with
organizational/safety policies and guidelines. Very few exceptions occur and with little consequence. Desire
to comply is evident.

Frequently Exceeds Expectations - Has a strong understanding of organizational/safety policies and
guidelines. Complies willingly and without complaint.

Consistently Exceeds Expectations - Demonstrates an excellent understanding of organizational/safety
policies and guidelines. Complies very willingly and without exception. Acts as an example to other
employees. Takes initiative to improve compliance practices.

Supervisor
Comments:
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Item 3.

Quality of Work: The level of ability to perform work assignments free from mistakes or errors.

Needs Improvement - Quality is consistently below accepted standards. Errors and mistakes are excessive.
No commitment to quality or excellence is evident.

Progressing in Expectations - Quality occasionally falls below accepted standards. Effortis demonstrated
but mistakes are excessive. Commitment to quality is inconsistent.

Consistently Meets Expectations - Quality is consistently within accepted standards. Errors and mistakes
may occur occasionally but they are not excessive and are corrected in a timely manner. A desire to produce
quality work is demonstrated.

Frequently Exceeds Expectations - Quality exceeds standards and normal expectations. Is always
conscience of final product.

Consistently Exceeds Expectations - Consistent outstanding work quality. Makes no mistakes or errors of
any consequence. Demonstrates commitment to excellence at all times.

Supervisor
Comments:

Dependability: The degree of follow-through on assignments. The degree to which the employee can be counted on to
complete assignments in a timely and competent manner. The degree to which the employee is self-directed, takes initiative

and is proactive.

Needs Improvement - Dependability is a significant problem. Follow-through or unwillingness to complete
tasks frequently leaves other staff members in adverse situations or requires other staff to take on additional
responsibilities. Absenteeism [excluding legally required leave] has impacted job performance.

Progressing in Expectations - Dependability is a problem. Lack of follow-through or unwillingness to
complete tasks occasionally leaves other staff members in adverse situations or requires other staff to take
on additional responsibilities. Absenteeism [excluding legally required leave] has impacted job performance.

Consistently Meets Expectations - Can usually be counted on to complete assignments correctly and in a
timely manner. A few exceptions may occur.

Frequently Exceeds Expectations - Can be counted on to complete assignments in a timely and thorough
manner. Consistently meets or exceeds expectations.

Consistently Exceeds Expectations - Always completes assignments timely and thoroughly. Frequently
works beyond expectations demonstrating exceptional initiative.

Supervisor
Comments:
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Item 3.

SUMMARY - Number of Competencies in Each Category/Scoring

# Of Categories Category Score  Multiplier Total Per Category
Consistently Exceeds Expectations 5 X
Frequently Exceeds Expectations 4 X
Consistently Meets Expectations 3 X
Progressing in Expectations 2 X
Needs Improvement 0 X

Total Score

Supervisor Comments:

Employee Comments:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:

Review Period:
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Item 3.

Goals/Objectives Worksheet

Employee Name:

Supervisor Name:

Review Period:

Goals/Objectives to be Achieved:

Instructions: Goals/Objectives MUST be specific, measurable, achievable, relevant and time-bound. Supervisor is required to
meet periodically with the employee to determine progress towards a goal/objective. If the timeframe for achievement changes
it must be noted on the form. Documentation of completion or progress MUST be provided on this form as a tracking
mechanism. Documentation of completion or progress MUST be included on the performance evaluation for the next rating
period. This section is not intended to address performance deficiencies, if such items are identified they are to be addressed
through a Performance Improvement Plan (PIP).

Date to

Goal/Objective: Measurement: Complete:

Accomplishments:

Evaluation Forms Page 11 0of 5
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Item 3.

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:

Evaluation Forms
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Item 3.

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:
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Performance Improvement Plan (PIP)

Item 3.

Action Step:

Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:

Employee Name/Signature:
Supervisor Name/Signature:
City Administrator Signature:

Date:
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Item 3.

Crest Hill
Supervisory Employee Performance Assessment Form

Employee Name:

Review Period:

Supervisor:

Department:

Instructions:

Supervisors are to complete the form and ranking the employee's performance in the categories provided below. Supervisors
are required to provide examples of performance justifying rankings. Both supervisor and employee are to collaborate on
determining goals/objectives with appropriate timeframes to be completed prior to the next rating period. Supervisor is
expected to provide comments to justify rating including specific examples of job tasks that could justify such ratings.
Employees should be offered the opportunity to provide comments on any rating area and may attached additional
documentation as they necessary to augment the evaluation form. Supervisors are not obligated to modify any ratings based
on the additional input from the employee.

Goals/Objectives must meet the following criteria:

Specific: Goals/objectives should be written clearly to define what the employee is going to do.

Goals/objectives must be measurable so that the employee and supervisor has tangible evidence that the
goal/objective has been achieved. Usually, the entire goal/objective statement is a measure for the
project, but there are usually several short-term or smaller measurements or milestones that have to be
builtin.

Measurable:

Goals/objectives must be attainable, they should stretch the employee slightly so they feel challenged,
but defined well enough so that the employee can meet them. The employee must possess the
appropriate knowledge, skills, and abilities needed to attain the goal/objective or have a defined course of
achievement to obtain such skillset.

Attainable:

Relevant: Goals/objectives must measurable outcomes, not activities or routine job duties.

Goals/objectives must be linked to a timeframe that defines a sense of urgency. Without the urgency the
Time-Based: reality of time will not allow the goal/objective to be obtained and would not produce a relevant outcome
beneficial to the employee and organization.

Scoring - Ranking of employee's performance will use the following scale:

Consistently Exceeds Expectations:
Frequently Exceeds Expectations:
Consistently Meets Expectations:
Progressing in Expectations:

Needs Improvement:

O N W b O
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Item 3.

Job Knowledge: The depth and breadth of know-how to perform essential duties and functions of the job. The level of
compliance with degree certification and training requirements. Understanding of how individual job performance furthers
organizational objectives. Willingness to update and expand skills knowledge and training.

Needs Improvement - Has not demonstrated the skills and knowledge to fulfill the essential functions of
the position. Has difficulty learning and applying most new skills. Fails to keep updated about current
developments and does not fully participate in training opportunities. Demonstrates a lack of
understanding of how job relates to others in organization; has negatively impacted others or performance
due to lack of understanding of relationship between job and others.

Progressing in Expectations - Improvement is needed in certain skills and job knowledge. Sometimes has
difficulty mastering and applying new skills. Should be more knowledgeable about current developments
relating to work. Results could be improved if impact of job on others was better understood and was
considered before acting.

Consistently Meets Expectations - Demonstrates competency in the basic skills and knowledge required
for the job. Regularly exhibits the ability to learn and apply new skills. Displays sufficient knowledge of
current developments in area of responsibility. Takes advantage of learning opportunities. Consistently
displays an understanding of how job relates to other jobs and impacts others.

Frequently Exceeds Expectations - Demonstrates a high level of competency in the skills and knowledge
required. Learns quickly and easily applies new skills and shares knowledge with others.. Does an
excellent job of keeping updated about current developments in area of responsibility and seeks out
opportunities to learn. Displays a better than usual understanding of how the job relates to other jobs and
functions; frequently adds value to organization through appropriate communication with others impacted
by actions.

Consistently Exceeds Expectations - Demonstrates significant expertise and in-depth knowledge and
skills. Shows an exceptional ability to master and apply new skills and seeks opportunities to expand and
apply knowledge and skills. Independently reads and researches extensively staying on top of current
developments that might impact work; shares knowledge with others. Displays an extraordinary
understanding of how the job relates to the jobs of others; and anticipates consequences of action or
events on others and responds appropriately. Helps others understand relationships between jobs and
functions.

Supervisor
Comments:
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Item 3.

Problem Solving: The ability to predict recognize and define problems. Skill in generating, selecting and implementing timely
and meaningful solutions.

Needs Improvement - Has significant difficulties in recognizing and solving problems. Unable to generate
meaningful solutions. Tendency to postpone or avoid handling obstacles and negative situations impedes
work progress. Does not effectively implement remedies.

Progressing in Expectations - Has trouble predicting, recognizing and/or defining problems. Able to
generate solutions but may lack innovative thinking. May avoid decisions or all small obstacles to impair
work progress. May need to work on implementing timely solutions to ensure smooth operations.

Consistently Meets Expectations - Identifies most problems. Works to find solutions and ensure that
problems are solved timely. Usually maintains smooth operations.

Frequently Exceeds Expectations - Demonstrates strong ability to recognize and define problems.
Generates effective options and promptly acts to implement solutions. Predicts, foresees and eliminates
obstacles to ensure smooth operations.

Consistently Exceeds Expectations - Demonstrates exceptional ability to recognize and clearly define
problems. Considers full range of options and promptly acts to implement best possible solutions.
Proactively foresees and eliminates obstacles to ensure smooth operations. Frequently acts as a resource
and assists others with problems. Takes initiative in offering suggestions.

Supervisor
Comments:

Evaluation Forms

Page 17 of 5

204




Item 3.

Communication: The ability to effectively converse and listen to others. The use of proper written and grammatical skills to
clearly and concisely convey a message including the meaningful application of computer technology [e-mail, Internet, etc.]
Preparation and delivery of effective presentations.

Needs Improvement - Communication skills are inadequate for the job. Immediate improvement is
necessary in one or more key areas [listening, speaking, writing, and/or using communication technology].

Frequently Exceeds Expectations - Communication skills are lacking in some areas. Verbal
communication skills of listening and speaking impede job performance. More effective use of
communication technologies is needed. Written documents do not convey information clearly.

Consistently Meets Expectations - Communication and listening skills are good. Effectively uses some
available communication technology. Written documents convey information appropriately.

Progressing in Expectations - Communication skills are excellent. Listening and interpersonal skills are
above average. Effectively uses most available communication technology. Written documents are
usually clear and concise.

Consistently Exceeds Expectations - Communication skills are superior. Listening and interpersonal
communication skills strengthen others. Effectively uses all available communication technology.
Written documents are clear, concise and well-constructed.

Supervisor
Comments:
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Item 3.

Cooperation & Teamwork: The degree to which the employee promotes collaborative cooperative and productive working
relationships. Cooperation and teamwork are demonstrated by supporting the work group’s or team’s efforts; respecting the
viewpoints of others; showing sensitivity to cultural diversity and feelings of others; carrying share of workload including
undesirable tasks; and keeping others informed.

Needs Improvement - When participating in a team often fails to support team’s efforts to meet goals is
disruptive or sabotages team’s efforts. Working relationships are unsatisfactory. Does not keep others

properly informed. Demonstrates a lack of respect for or sensitivity to others. Does not offer support or

assistance to co-workers and/or is resistant to assisting when directed to do so. Failure to carry share of
work negatively impacts others.

Progressing in Expectations - On occasion contribution to team does not support team’s efforts to meet
goals. Employee does not actively contribute to group activities. Informs others only when asked
prompted directed or reminded. Has occasional trouble listening to or accepting others' views especially
from particular individuals. Infrequently offers support or assistance or does so only when instructed to do
s0. Has failed to exhibit respect or sensitivity to others.

Consistently Meets Expectations - When participating in a team supports team’s efforts to meet goals.
Establishes and maintains good working relationships. Ensures that others are kept informed. Respects
the importance of cultural diversity and is sensitive to the feelings of others. Welcomes diverse viewpoints
and respects others and their opinions. Regularly assists and supports co-workers. Performs his or her
share of the workload including less desirable tasks.

Frequently Exceeds Expectations - Genuinely values others’ input and expertise and is willing to learn
from others. Encourages others to express views and opinions. Maintains the self-esteem and self-
confidence of others. Frequently offers assistance when needed. Actively contributes to the success of
the team when working in a group. Often takes extra measures to assure others are aware of necessary
information.

Consistently Exceeds Expectations - Efforts to establish and maintain strong working relationships are
outstanding; is recognized by others as a group leader. Is extremely proactive about keeping others well
informed. Consistently solicits the opinions and views of others always maintaining a high degree of
objectivity. Acts to promote and contribute to a welcoming productive climate with good morale and
cooperation. Is always quick to offer assistance to co-workers.

Supervisor
Comments:
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Item 3.

Customer Service :The degree to which customer service and professional rapport is demonstrated in the day-to-day
environment in working with internal and/or external customers.

Needs Improvement - Customer relations performance is unsatisfactory. Has failed to show sufficient
courtesy and sensitivity to customers. Has difficulty working with difficult or emotional customers.
Commitments are frequently delayed or remain unfulfilled. Responds too slowly when servicing
customers. Responds negatively to customer feedback. Customer complaints about curtness or lack of
attentive service are common.

Progressing in Expectations -Customer relations could improve. Needs to increase the level of courtesy
and sensitivity s/he displays to customers. Sometimes is too casual or appears uninterested in customer.
Sometimes takes too long to respond to customer. Not always successful managing difficult or emotional
customers. Sometimes forgets or is late in fulfilling commitments. Seldom asks for customer feedback or
uses feedback to improve service.

Consistently Meets Expectations - Interactions with customers are usually sensitive and courteous. Is
able to handle most difficult or emotional customer situations. Responds promptly when servicing
customers. Uses customer feedback to improve service. Generally follows through on commitments on a
timely basis.

Frequently Exceeds Expectations - Often achieves positive results with difficult or emotional customers.
When interacting with customers is always sensitive and courteous. Often goes out of the way to make
sure commitments are met. Responds with a strong sense of urgency when servicing customers. Solicits
and uses customer feedback to deliver better service. Is always attentive, concerned and polite.

Consistently Exceeds Expectations - Well-refined customer relations skills are reflected in consistent
superior service; treats all customers with exceptional sensitivity courtesy and respect. When dealing with
emotional or difficult customers consistently achieves successful results. Regularly exceeds customer
expectations by making a special effort to fulfill commitments. Is extremely responsive to the needs of
customers. Proactively solicits customer input and applies feedback to improve the quality of service
delivery. Is a constant example to associates in performing customer service and handling difficult
situations.

Supervisor
Comments:
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Item 3.

Accountability: The degree to which one is answerable and responsible for actions and performance either individually or on a

team.

Needs Improvement -Does not demonstrate follow-through. Frequently makes excuses or does not
accept responsibility for one's own actions.

Progressing in Expectations - Occasionally shirks responsibility or is not accountable for actions. Doesn't
always meet deadlines. Improvementis needed in recognizing areas of responsibility.

Consistently Meets Expectations - Generally is accountable for actions of self or team. Usually assumes
responsibility for assignments and timelines.

Frequently Exceeds Expectations - Frequently is conscientious about being answerable and accountable
for the actions of self or team. Can be counted on to meet responsibilities and timelines.

Consistently Exceeds Expectations - Always is totally accountable for the performance and actions of
self or team. Completely understands job requirements and works in accordance with expectations.
Assumes full responsibility for duties.

Supervisor
Comments:

Professionalism: The degree to which the employee demonstrates and conveys a favorable image when representing the city.
The level of honesty, integrity and confidentiality along with proper standards of professional dress and deportment.

Needs Improvement - The level of conduct, behavior and/or dress is a concern. Improvement must occur
to meet the city minimum standards of performance in the area of professionalism. Trustworthiness,
behavior, speech and/or appearance are significant concerns. The city's image is threatened by a lack of
professionalism.

Progressing in Expectations - Trustworthiness, behavior, speech and/or appearance do not always meet
city standards. Lack of professionalism may reflect poorly on the city.

Consistently Meets Expectations - Follows the guidelines of the city in behavior and dress. Regarded as
one who can be trusted to represent the organization well.

Frequently Exceeds Expectations - Regarded as an extremely effective ambassador for the city. Above
reproach in matters of honesty and integrity. Always careful to represent the city in a manner that reflects
a high level of professionalism.

Consistently Exceeds Expectations - Represents the city with the highest standards of professionalism.
Exceptional in terms of honesty, integrity, confidentiality, deportment and dress.

Supervisor
Comments:
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Item 3.

Adaptability: The degree to which one demonstrates openness to change and new ideas. Ability to adjust to changing work
requirements and respond to new situations.

Needs Improvement - Negative toward change. Reluctant or unable to adapt to new situations.
Frequently resists change causing problems and delays.

Progressing in Expectations - Demonstrates a general resistance to change. Can adapt to new situations.

Consistently Meets Expectations - Generally not resistant to change. Can adapt to many situations
requiring a detour from established procedures if given reasonable time to adapt.

Frequently Exceeds Expectations - Adjusts well to most situations or changes. Supportive and proactive
in effecting changes and improving processes.

Consistently Exceeds Expectations - Fits well into virtually any assignment. Utilizes new ideas to improve
operations. Seeks to effectively assimilate change into productive processes.

Supervisor
Comments:

Attitude - The degree to which one is positive, constructive and supportive toward customers employees and the city. The level
of enthusiasm and commitment demonstrated in job performance.

Needs Improvement - Almost always displays a poor attitude toward customers, employees or the city.
Negative behavior demoralizes others and adversely impacts the city. Immediate change is necessary.

Progressing in Expectations - Frequently demonstrates a poor attitude toward customers, employees or
the city. Negative impact on others is noticeable.

Consistently Meets Expectations - Demonstrates constructive and supportive behavior in most
situations. Performs job duties with adequate commitment.

Frequently Exceeds Expectations - Sustains a constructive, supportive attitude in most situations. Job
commitment and enthusiasm motivate others.

Consistently Exceeds Expectations - Always demonstrates positive, constructive, and supportive
behavior. Projects enthusiasm and commitment in all aspects of job performance. Consistently
motivates others.

Supervisor
Comments:
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Item 3.

Conflict Resolution: The ability to successfully resolve conflicts through open communication and negotiation.

Needs Improvement - Fails to encourage open communication as a way to solve problems. Avoids
difficult situations rather than deal with conflict directly. Loses objectivity when conflicts arise. Often
expresses emotions in counterproductive manner. Does not resolved conflicts through negotiation.

Progressing in Expectations - Does not place enough on open communication in problem solving.
Tendency to avoid conflicts. Needs to work on negotiation skills to become more effective at resolving
conflicts. Occasionally loses control of emotions in stressful situations. Sometimes loses objectivity
when dealing with conflicts.

Consistently Meets Expectations - Encourages open communication as a means to problem solve.
Willing to confront difficult situations. Demonstrates objectivity in difficult situations. Maintains control of
emotions in stressful situations and uses negotiation skills to attempt to resolve conflicts.

Frequently Exceeds Expectations - Promotes open communication as a means for problem solving. Does
not hesitate to address difficult situations and maintains objectivity. Stays calm and controls emotions in
a stressful situation. Good negotiation skills have helped resolve conflicts.

Consistently Exceeds Expectations - Actively encourages others to freely discuss problems and
facilitates open communication and others respond by discussing problems. Confronts even the most
difficult situations promptly and in a positive problem solving manner. Sets a positive example by
remaining fair and impartial in conflict situations. Maintains control of emotions even in the most stressful
situations and skillfully applies negotiation and mediation techniques to resolve conflicts.

Supervisor
Comments:
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Item 3.

Integrity & Commitment: The degree to which one demonstrates behavior in support of the organization and its values. Deals
fairly with people; communicates with consistency; ensures open access to information; honors commitments; builds trust
through actions; is honest reliable and accountable; and adheres to the Ethics Guidelines for City Employees as presented in
the Employee Handbook.

Needs Improvement - Behavior reflects a disregard for organization’s mission values and goals. Performs
inconsistently in situations which require ethical responses. Fails to accept responsibility for or attempts
to cover up mistakes. Demonstrates behavior that is counter to openness inclusiveness and honesty.
Behavior is counterproductive to a work environment that supports continuous improvement and mutual
respect. Violations of the City’s ethics policy have occurred or misconduct relative to ethical situations is
deemed serious.

Progressing in Expectations - A greater understanding and support for organization’s mission values and
goals needs to be developed. Could gain greater trust by being more open with other employees.
Uncertain when to stand up for principles and beliefs. Needs to accept responsibility for mistakes. Can be
ambivalent in some situations. Some concerns about lack of confidentiality poor judgment or uncertainty
regarding ethics have been observed and need to be addressed to prevent further problems. Errorsin
judgment may have occurred due to a lack of understanding.

Consistently Meets Expectations - Behavior reflects understanding and support for organization’s
mission values and goals. Demonstrates mutual trust respect and confidence. Behaves in a fair and
ethical manner towards others. Is considered consistent and responsible in words and actions. Is a
trusted and honest employee who understands the City’s ethical standards and strives to abide by
established guidelines. Can be relied upon to maintain confidentiality

Frequently Exceeds Expectations - Behavior consistently reflects high level of understanding and support
for organization’s mission values and goals. Establishes mutual trust through consistency in actions.
Respects others and their opinions. Encourages others to be equally open and honest. Demonstrates
high level of ethics in dealing with both internal and external customers. Is honest and trustworthy in all
circumstances and confidentiality is consistently demonstrated.

Consistently Exceeds Expectations - Employee’s understanding and support of the organization’s
mission values and goals inspires others. Demonstrates personal courage by standing up for what is right
even when difficult. Assumes responsibility for mistakes. Consistently demonstrates openness and
honesty even in difficult negotiations. Is a role model for ethical standards of performance and
consistently honors commitments. Honesty trust and ethical behavior are exceptional in all business
relationships.

Supervisor
Comments:
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Item 3.

Organizational Relations: The degree to which the employee collaboratively works with other internal departments, agencies
and/or outside organizations. The level of response to customer requests both internally and externally. Anticipation and

control of obstacles.

Needs Improvement - Rarely goes beyond defined responsibilities. Lack of cooperation with outside
parties erodes productivity.

Progressing in Expectations - Occasionally takes initiative to improve problem situations but often
reflects a negative attitude while doing so. Rarely goes beyond defined job responsibilities or is slow to
respond to situations that require attention. Interactions with outside parties are not productive.

Consistently Meets Expectations - Employee is responsive in solving problems when they are observed
and has a good attitude while doing so. Works to build cooperative relationships with others.

Frequently Exceeds Expectations - Responsiveness, collaboration and cooperation are very good.
Continually looks for situations that could be improved and takes initiative to reach solutions. Effectively
helps others to solve problems to the benefit of all involved parties.

Consistently Exceeds Expectations - Responsiveness, collaboration and cooperation are exceptional.
Always has a very positive attitude in helping others and working toward mutually beneficial solutions to
problems.

Supervisor
Comments:

Leadership: The ability to effectively lead others in achieving stated duties and assignments. The level at which the manager is
able to motivate people and demonstrates a positive example in leading staff toward achievement of organizational goals and

mission.

Needs Improvement - Completely lacks ability to guide others due to lack of effort desire vision or positive
attitude. Leadership skills are inconsistent with city values.

Progressing in Expectations - Ability to guide others is limited due to lack of effort desire vision or positive
attitude. Leadership skills are inconsistent with city values.

Consistently Meets Expectations - Focus and direction is good and usually consistent with desired
results. Leadership skills are adequate but further development may be needed. Generally shares city
values and demonstrates a positive attitude toward organizational objectives.

Frequently Exceeds Expectations - Shares and promotes city values and goals through effective
leadership. Encourages and mentors others as needed.

Consistently Exceeds Expectations - Seen as an exemplary role model contributor and leader. Holds self
and others accountable to high standards. Inspires associates to higher levels of performance.

Supervisor
Comments:
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Item 3.

Resource Management: Demonstrated ability to identify needs and to allocate resources [staff, budget dollars, equipment
supplies, etc.] to ensure effective operating results and cost management. The ability to balance priorities and resource
allocations while maintaining high service levels to customers both internal and external.

Needs Improvement - Resource allocation and cost controls are unacceptable. Resource management
skills are not demonstrated.

Progressing in Expectations - May have difficulty with identifying needs resources and priorities.
Performance is lacking in balancing service levels and controlling costs.

Consistently Meets Expectations - Demonstrates ability to identify needs and allocate resources to
accomplish responsibilities and assignments. Proven ability to balance priorities and resources to meet
demands of the job.

Frequently Exceeds Expectations - Demonstrates an above average aptitude in managing allocated
resources and identifying needs while still effectively meeting goals, priorities and budgets.

Consistently Exceeds Expectations - Excellent abilities in managing resources and identifying needs
related to area of responsibility. Extremely conscientious in balancing priorities and resources while
meeting all service level expectations and cost constraints.

Supervisor
Comments:

Training Performance: The ability to use effective teaching methods in training personnel in respective job responsibilities,
technical skills, city operations, applicable regulations, department procedures and all assigned programs.

Needs Improvement - Training performance does not meet expectations because of lack of commitment,
teaching skills, job knowledge or employee support. Improvement is required.

Progressing in Expectations - Training skills are less than satisfactory on occasion. Greater attention to
employee needs, job knowledge and training processes is needed.

Consistently Meets Expectations - Demonstrates sufficient training skills to be effective in teaching and
mentoring personnel to perform the duties of their jobs. Uses varied teaching techniques.

Frequently Exceeds Expectations - Very skilled in training others to perform their jobs. Employees are
well prepared and able to successfully perform job duties. Training strategies are interesting and designed
to meet the needs of different employee groups.

Consistently Exceeds Expectations - Possesses superior training skills that result in thoroughly prepared
employees. Demonstrates a high level of job knowledge, mentoring and coaching skills. Teaching
techniques are stimulating, well developed, varied and specifically designed for different employee groups
[management, technical, administrative, etc.].

Supervisor
Comments:
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Item 3.

SUMMARY - Number of Competencies in Each Category/Scoring

# Of Categories Category

Score  Multiplier Total Per Category

Consistently Exceeds Expectations 5 X
Frequently Exceeds Expectations
Consistently Meets Expectations

Progressing in Expectations
Needs Improvement

O N W b

X
X
X
X

Total Score

Supervisor Comments:

Employee Comments:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:

Review Period:
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Item 3.

Goals/Objectives Worksheet

Employee Name:

Supervisor Name:

Review Period:

Goals/Objectives to be Achieved:

Instructions: Goals/Objectives MUST be specific, measurable, achievable, relevant and time-bound. Supervisor is required to
meet periodically with the employee to determine progress towards a goal/objective. If the timeframe for achievement changes
it must be noted on the form. Documentation of completion or progress MUST be provided on this form as a tracking
mechanism. Documentation of completion or progress MUST be included on the performance evaluation for the next rating
period. This section is not intended to address performance deficiencies, if such items are identified they are to be addressed
through a Performance Improvement Plan (PIP).

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:
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Item 3.

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:
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Item 3.

Goal/Objective:

Accomplishments:

Measurement:

Date to

Complete:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:
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Item 3.

Performance Improvement Plan (PIP)

Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Employee Name/Signature:
Supervisor Name/Signature:
City Administrator Signature:
Date:

Evaluation Forms
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Item 3.

Crest Hill
Department Director/Management Employee Performance Assessment Form

Employee Name:

Review Period:

Supetrvisor:

Department:

Instructions:

Supervisors are to complete the form and ranking the employee's performance in the categories provided below. Supervisors
are required to provide examples of performance justifying rankings. Both supervisor and employee are to collaborate on
determining goals/objectives with appropriate timeframes to be completed prior to the next rating period. Supervisor is
expected to provide comments to justify rating including specific examples of job tasks that could justify such ratings.
Employees should be offered the opportunity to provide comments on any rating area and may attached additional
documentation as they necessary to augment the evaluation form. Supervisors are not obligated to modify any ratings based
on the additional input from the employee.

Goals/Objectives must meet the following criteria:

Specific: Goals/objectives should be written clearly to define what the employee is going to do.

Goals/objectives must be measurable so that the employee and supervisor has tangible evidence that the
goal/objective has been achieved. Usually, the entire goal/objective statement is a measure for the
project, but there are usually several short-term or smaller measurements or milestones that have to be
builtin.

Measurable:

Goals/objectives must be attainable, they should stretch the employee slightly so they feel challenged,
but defined well enough so that the employee can meet them. The employee must possess the
appropriate knowledge, skills, and abilities needed to attain the goal/objective or have a defined course of
achievement to obtain such skillset.

Attainable:

Relevant: Goals/objectives must measurable outcomes, not activities or routine job duties.

Goals/objectives must be linked to a timeframe that defines a sense of urgency. Without the urgency the
Time-Based: reality of time will not allow the goal/objective to be obtained and would not produce a relevant outcome
beneficial to the employee and organization.

Scoring - Ranking of employee's performance will use the following scale:

Consistently Exceeds Expectations:
Frequently Exceeds Expectations:
Consistently Meets Expectations:
Progressing in Expectations:

Needs Improvement:

O N W b~ o
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Item 3.

Job Knowledge: The depth and breadth of know-how to perform essential duties and functions of the job. The level of
compliance with degree certification and training requirements. Understanding of how individual job performance furthers
organizational objectives. Willingness to update and expand skills knowledge and training.

Needs Improvement - Has not demonstrated the skills and knowledge to fulfill the essential functions of
the position. Has difficulty learning and applying most new skills. Fails to keep updated about current
developments and does not fully participate in training opportunities. Demonstrates a lack of
understanding of how job relates to others in organization; has negatively impacted others or performance
due to lack of understanding of relationship between job and others.

Progressing in Expectations - Improvement is needed in certain skills and job knowledge. Sometimes has
difficulty mastering and applying new skills. Should be more knowledgeable about current developments
relating to work. Results could be improved if impact of job on others was better understood and was
considered before acting.

Consistently Meets Expectations - Demonstrates competency in the basic skills and knowledge required
for the job. Regularly exhibits the ability to learn and apply new skills. Displays sufficient knowledge of
current developments in area of responsibility. Takes advantage of learning opportunities. Consistently
displays an understanding of how job relates to other jobs and impacts others.

Frequently Exceeds Expectations - Demonstrates a high level of competency in the skills and knowledge
required. Learns quickly and easily applies new skills and shares knowledge with others.. Does an
excellent job of keeping updated about current developments in area of responsibility and seeks out
opportunities to learn. Displays a better than usual understanding of how the job relates to other jobs and
functions; frequently adds value to organization through appropriate communication with others impacted
by actions.

Consistently Exceeds Expectations - Demonstrates significant expertise and in-depth knowledge and
skills. Shows an exceptional ability to master and apply new skills and seeks opportunities to expand and
apply knowledge and skills. Independently reads and researches extensively staying on top of current
developments that mightimpact work; shares knowledge with others. Displays an extraordinary
understanding of how the job relates to the jobs of others; and anticipates consequences of action or
events on others and responds appropriately. Helps others understand relationships between jobs and
functions.

Supervisor
Comments:
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Item 3.

Problem Solving: The ability to predict recognize and define problems. Skill in generating, selecting and implementing
timely and meaningful solutions.

Needs Improvement - Has significant difficulties in recognizing and solving problems. Unable to generate
meaningful solutions. Tendency to postpone or avoid handling obstacles and negative situations impedes
work progress. Does not effectively implement remedies.

Progressing in Expectations - Has trouble predicting, recognizing and/or defining problems. Able to
generate solutions but may lack innovative thinking. May avoid decisions or all small obstacles to impair
work progress. May need to work on implementing timely solutions to ensure smooth operations.

Consistently Meets Expectations - Identifies most problems. Works to find solutions and ensure that
problems are solved timely. Usually maintains smooth operations.

Frequently Exceeds Expectations - Demonstrates strong ability to recognize and define problems.
Generates effective options and promptly acts to implement solutions. Predicts, foresees and eliminates
obstacles to ensure smooth operations.

Consistently Exceeds Expectations - Demonstrates exceptional ability to recognize and clearly define
problems. Considers full range of options and promptly acts to implement best possible solutions.
Proactively foresees and eliminates obstacles to ensure smooth operations. Frequently acts as a resource
and assists others with problems. Takes initiative in offering suggestions.

Supervisor
Comments:
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Item 3.

Communication: The ability to effectively converse and listen to others. The use of proper written and grammatical skills to
clearly and concisely convey a message including the meaningful application of computer technology [e-mail, Internet, etc.]
Preparation and delivery of effective presentations.

Needs Improvement - Communication skills are inadequate for the job. Immediate improvementis
necessary in one or more key areas [listening, speaking, writing, and/or using communication technology].

Frequently Exceeds Expectations - Communication skills are lacking in some areas. Verbal
communication skills of listening and speaking impede job performance. More effective use of
communication technologies is needed. Written documents do not convey information clearly.

Consistently Meets Expectations - Communication and listening skills are good. Effectively uses some
available communication technology. Written documents convey information appropriately.

Progressing in Expectations - Communication skills are excellent. Listening and interpersonal skills are
above average. Effectively uses most available communication technology. Written documents are
usually clear and concise.

Consistently Exceeds Expectations - Communication skills are superior. Listening and interpersonal
communication skills strengthen others. Effectively uses all available communication technology.
Written documents are clear, concise and well-constructed.

Supervisor
Comments:
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Item 3.

Cooperation & Teamwork: The degree to which the employee promotes collaborative cooperative and productive working
relationships. Cooperation and teamwork are demonstrated by supporting the work group’s or team’s efforts; respecting the
viewpoints of others; showing sensitivity to cultural diversity and feelings of others; carrying share of workload including
undesirable tasks; and keeping others informed.

Needs Improvement - When participating in a team often fails to support team’s efforts to meet goals is
disruptive or sabotages team’s efforts. Working relationships are unsatisfactory. Does not keep others

properly informed. Demonstrates a lack of respect for or sensitivity to others. Does not offer support or

assistance to co-workers and/or is resistant to assisting when directed to do so. Failure to carry share of
work negatively impacts others.

Progressing in Expectations - On occasion contribution to team does not support team’s efforts to meet
goals. Employee does not actively contribute to group activities. Informs others only when asked
prompted directed or reminded. Has occasional trouble listening to or accepting others' views especially
from particular individuals. Infrequently offers support or assistance or does so only when instructed to do
s0. Has failed to exhibit respect or sensitivity to others.

Consistently Meets Expectations - When participating in a team supports team’s efforts to meet goals.
Establishes and maintains good working relationships. Ensures that others are kept informed. Respects
the importance of cultural diversity and is sensitive to the feelings of others. Welcomes diverse viewpoints
and respects others and their opinions. Regularly assists and supports co-workers. Performs his or her
share of the workload including less desirable tasks.

Frequently Exceeds Expectations - Genuinely values others’ input and expertise and is willing to learn
from others. Encourages others to express views and opinions. Maintains the self-esteem and self-
confidence of others. Frequently offers assistance when needed. Actively contributes to the success of
the team when working in a group. Often takes extra measures to assure others are aware of necessary
information.

Consistently Exceeds Expectations - Efforts to establish and maintain strong working relationships are
outstanding; is recognized by others as a group leader. Is extremely proactive about keeping others well
informed. Consistently solicits the opinions and views of others always maintaining a high degree of
objectivity. Acts to promote and contribute to a welcoming productive climate with good morale and
cooperation. Is always quick to offer assistance to co-workers.

Supervisor
Comments:
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Item 3.

Customer Service :The degree to which customer service and professional rapport is demonstrated in the day-to-day
environment in working with internal and/or external customers.

Needs Improvement - Customer relations performance is unsatisfactory. Has failed to show sufficient
courtesy and sensitivity to customers. Has difficulty working with difficult or emotional customers.
Commitments are frequently delayed or remain unfulfilled. Responds too slowly when servicing
customers. Responds negatively to customer feedback. Customer complaints about curtness or lack of
attentive service are common.

Progressing in Expectations -Customer relations could improve. Needs to increase the level of courtesy
and sensitivity s/he displays to customers. Sometimes is too casual or appears uninterested in customer.
Sometimes takes too long to respond to customer. Not always successful managing difficult or emotional
customers. Sometimes forgets or is late in fulfilling commitments. Seldom asks for customer feedback or
uses feedback to improve service.

Consistently Meets Expectations - Interactions with customers are usually sensitive and courteous. Is
able to handle most difficult or emotional customer situations. Responds promptly when servicing
customers. Uses customer feedback to improve service. Generally follows through on commitments on a
timely basis.

Frequently Exceeds Expectations - Often achieves positive results with difficult or emotional customers.
When interacting with customers is always sensitive and courteous. Often goes out of the way to make
sure commitments are met. Responds with a strong sense of urgency when servicing customers. Solicits
and uses customer feedback to deliver better service. Is always attentive, concerned and polite.

Consistently Exceeds Expectations - Well-refined customer relations skills are reflected in consistent
superior service; treats all customers with exceptional sensitivity courtesy and respect. When dealing with
emotional or difficult customers consistently achieves successful results. Regularly exceeds customer
expectations by making a special effort to fulfill commitments. |s extremely responsive to the needs of
customers. Proactively solicits customer input and applies feedback to improve the quality of service
delivery. Is a constant example to associates in performing customer service and handling difficult
situations.

Supervisor
Comments:
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Item 3.

Accountability: The degree to which one is answerable and responsible for actions and performance either individually or on

ateam.

Needs Improvement -Does not demonstrate follow-through. Frequently makes excuses or does not
accept responsibility for one's own actions.

Progressing in Expectations - Occasionally shirks responsibility or is not accountable for actions. Doesn't
always meet deadlines. Improvement is needed in recognizing areas of responsibility.

Consistently Meets Expectations - Generally is accountable for actions of self or team. Usually assumes
responsibility for assignments and timelines.

Frequently Exceeds Expectations - Frequently is conscientious about being answerable and accountable
for the actions of self or team. Can be counted on to meet responsibilities and timelines.

Consistently Exceeds Expectations - Always is totally accountable for the performance and actions of
self orteam. Completely understands job requirements and works in accordance with expectations.
Assumes full responsibility for duties.

Supervisor
Comments:

Professionalism:

The degree to which the employee demonstrates and conveys a favorable image when representing the

city. The level of honesty, integrity and confidentiality along with proper standards of professional dress and deportment.

Needs Improvement - The level of conduct, behavior and/or dress is a concern. Improvement must occur
to meet the city minimum standards of performance in the area of professionalism. Trustworthiness,
behavior, speech and/or appearance are significant concerns. The city's image is threatened by a lack of
professionalism.

Progressing in Expectations - Trustworthiness, behavior, speech and/or appearance do not always meet
city standards. Lack of professionalism may reflect poorly on the city.

Consistently Meets Expectations - Follows the guidelines of the city in behavior and dress. Regarded as
one who can be trusted to represent the organization well.

Frequently Exceeds Expectations - Regarded as an extremely effective ambassador for the city. Above
reproach in matters of honesty and integrity. Always careful to represent the city in a manner that reflects
a high level of professionalism.

Consistently Exceeds Expectations - Represents the city with the highest standards of professionalism.
Exceptional in terms of honesty, integrity, confidentiality, deportment and dress.

Supervisor
Comments:

Evaluation Forms

Page 38 of 5

225




Item 3.

Adaptability: The degree to which one demonstrates openness to change and new ideas. Ability to adjust to changing work
requirements and respond to new situations.

Needs Improvement - Negative toward change. Reluctant or unable to adapt to new situations.
Frequently resists change causing problems and delays.

Progressing in Expectations - Demonstrates a general resistance to change. Can adapt to new situations.

Consistently Meets Expectations - Generally not resistant to change. Can adapt to many situations
requiring a detour from established procedures if given reasonable time to adapt.

Frequently Exceeds Expectations - Adjusts well to most situations or changes. Supportive and proactive
in effecting changes and improving processes.

Consistently Exceeds Expectations - Fits well into virtually any assignment. Utilizes new ideas to improve
operations. Seeks to effectively assimilate change into productive processes.

Supervisor
Comments:

Attitude - The degree to which one is positive, constructive and supportive toward customers employees and the city. The
level of enthusiasm and commitment demonstrated in job performance.

Needs Improvement - Almost always displays a poor attitude toward customers, employees or the city.
Negative behavior demoralizes others and adversely impacts the city. Immediate change is necessary.

Progressing in Expectations - Frequently demonstrates a poor attitude toward customers, employees or
the city. Negative impact on others is noticeable.

Consistently Meets Expectations - Demonstrates constructive and supportive behavior in most
situations. Performs job duties with adequate commitment.

Frequently Exceeds Expectations - Sustains a constructive, supportive attitude in most situations. Job
commitment and enthusiasm motivate others.

Consistently Exceeds Expectations - Always demonstrates positive, constructive, and supportive
behavior. Projects enthusiasm and commitmentin all aspects of job performance. Consistently
motivates others.

Supervisor
Comments:
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Item 3.

Conflict Resolution: The ability to successfully resolve conflicts through open communication and negotiation.

Needs Improvement - Fails to encourage open communication as a way to solve problems. Avoids
difficult situations rather than deal with conflict directly. Loses objectivity when conflicts arise. Often
expresses emotions in counterproductive manner. Does not resolved conflicts through negotiation.

Progressing in Expectations - Does not place enough on open communication in problem solving.
Tendency to avoid conflicts. Needs to work on negotiation skills to become more effective at resolving
conflicts. Occasionally loses control of emotions in stressful situations. Sometimes loses objectivity
when dealing with conflicts.

Consistently Meets Expectations - Encourages open communication as a means to problem solve.
Willing to confront difficult situations. Demonstrates objectivity in difficult situations. Maintains control of
emotions in stressful situations and uses negotiation skills to attempt to resolve conflicts.

Frequently Exceeds Expectations - Promotes open communication as a means for problem solving. Does
not hesitate to address difficult situations and maintains objectivity. Stays calm and controls emotions in
a stressful situation. Good negotiation skills have helped resolve conflicts.

Consistently Exceeds Expectations - Actively encourages others to freely discuss problems and
facilitates open communication and others respond by discussing problems. Confronts even the most
difficult situations promptly and in a positive problem solving manner. Sets a positive example by
remaining fair and impartial in conflict situations. Maintains control of emotions even in the most stressful
situations and skillfully applies negotiation and mediation techniques to resolve conflicts.

Supervisor
Comments:
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Item 3.

Integrity & Commitment: The degree to which one demonstrates behavior in support of the organization and its values.
Deals fairly with people; communicates with consistency; ensures open access to information; honors commitments; builds
trust through actions; is honest reliable and accountable; and adheres to the Ethics Guidelines for City Employees as
presented in the Employee Handbook.

Needs Improvement - Behavior reflects a disregard for organization’s mission values and goals. Performs
inconsistently in situations which require ethical responses. Fails to accept responsibility for or attempts
to cover up mistakes. Demonstrates behavior that is counter to openness inclusiveness and honesty.
Behavior is counterproductive to a work environment that supports continuous improvement and mutual
respect. Violations of the City’s ethics policy have occurred or misconduct relative to ethical situations is
deemed serious.

Progressing in Expectations - A greater understanding and support for organization’s mission values and
goals needs to be developed. Could gain greater trust by being more open with other employees.
Uncertain when to stand up for principles and beliefs. Needs to accept responsibility for mistakes. Can be
ambivalent in some situations. Some concerns about lack of confidentiality poor judgment or uncertainty
regarding ethics have been observed and need to be addressed to prevent further problems. Errorsin
judgment may have occurred due to a lack of understanding.

Consistently Meets Expectations - Behavior reflects understanding and support for organization’s
mission values and goals. Demonstrates mutual trust respect and confidence. Behaves in a fair and
ethical manner towards others. Is considered consistent and responsible in words and actions. Is a
trusted and honest employee who understands the City’s ethical standards and strives to abide by
established guidelines. Can be relied upon to maintain confidentiality

Frequently Exceeds Expectations - Behavior consistently reflects high level of understanding and support
for organization’s mission values and goals. Establishes mutual trust through consistency in actions.
Respects others and their opinions. Encourages others to be equally open and honest. Demonstrates
high level of ethics in dealing with both internal and external customers. Is honest and trustworthy in all
circumstances and confidentiality is consistently demonstrated.

Consistently Exceeds Expectations - Employee’s understanding and support of the organization’s
mission values and goals inspires others. Demonstrates personal courage by standing up for what is right
even when difficult. Assumes responsibility for mistakes. Consistently demonstrates openness and
honesty even in difficult negotiations. |Is a role model for ethical standards of performance and
consistently honors commitments. Honesty trust and ethical behavior are exceptional in all business
relationships.

Supervisor
Comments:
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Item 3.

Organizational Relations: The degree to which the employee collaboratively works with other internal departments,
agencies and/or outside organizations. The level of response to customer requests both internally and externally.
Anticipation and control of obstacles.

Needs Improvement - Rarely goes beyond defined responsibilities. Lack of cooperation with outside
parties erodes productivity.

Progressing in Expectations - Occasionally takes initiative to improve problem situations but often
reflects a negative attitude while doing so. Rarely goes beyond defined job responsibilities or is slow to
respond to situations that require attention. Interactions with outside parties are not productive.

Consistently Meets Expectations - Employee is responsive in solving problems when they are observed
and has a good attitude while doing so. Works to build cooperative relationships with others.

Frequently Exceeds Expectations - Responsiveness, collaboration and cooperation are very good.
Continually looks for situations that could be improved and takes initiative to reach solutions. Effectively
helps others to solve problems to the benefit of all involved parties.

Consistently Exceeds Expectations - Responsiveness, collaboration and cooperation are exceptional.
Always has a very positive attitude in helping others and working toward mutually beneficial solutions to
problems.

Supervisor
Comments:

Leadership: The ability to effectively lead others in achieving stated duties and assignments. The level at which the manager
is able to motivate people and demonstrates a positive example in leading staff toward achievement of organizational goals

and mission.

Needs Improvement - Completely lacks ability to guide others due to lack of effort desire vision or positive
attitude. Leadership skills are inconsistent with city values.

Progressing in Expectations - Ability to guide others is limited due to lack of effort desire vision or positive
attitude. Leadership skills are inconsistent with city values.

Consistently Meets Expectations - Focus and direction is good and usually consistent with desired
results. Leadership skills are adequate but further development may be needed. Generally shares city
values and demonstrates a positive attitude toward organizational objectives.

Frequently Exceeds Expectations - Shares and promotes city values and goals through effective
leadership. Encourages and mentors others as needed.

Consistently Exceeds Expectations - Seen as an exemplary role model contributor and leader. Holds self
and others accountable to high standards. Inspires associates to higher levels of performance.

Supervisor
Comments:
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Item 3.

Resource Management: Demonstrated ability to identify needs and to allocate resources [staff, budget dollars, equipment
supplies, etc.] to ensure effective operating results and cost management. The ability to balance priorities and resource
allocations while maintaining high service levels to customers both internal and external.

Needs Improvement - Resource allocation and cost controls are unacceptable. Resource management
skills are not demonstrated.

Progressing in Expectations - May have difficulty with identifying needs resources and priorities.
Performance is lacking in balancing service levels and controlling costs.

Consistently Meets Expectations - Demonstrates ability to identify needs and allocate resources to
accomplish responsibilities and assignments. Proven ability to balance priorities and resources to meet
demands of the job.

Frequently Exceeds Expectations - Demonstrates an above average aptitude in managing allocated
resources and identifying needs while still effectively meeting goals, priorities and budgets.

Consistently Exceeds Expectations - Excellent abilities in managing resources and identifying needs
related to area of responsibility. Extremely conscientious in balancing priorities and resources while
meeting all service level expectations and cost constraints.

Supervisor
Comments:

Training Performance: The ability to use effective teaching methods in training personnel in respective job responsibilities,
technical skills, city operations, applicable regulations, department procedures and all assigned programs.

Needs Improvement - Training performance does not meet expectations because of lack of commitment,
teaching skills, job knowledge or employee support. Improvementis required.

Progressing in Expectations - Training skills are less than satisfactory on occasion. Greater attention to
employee needs, job knowledge and training processes is needed.

Consistently Meets Expectations - Demonstrates sufficient training skills to be effective in teaching and
mentoring personnel to perform the duties of their jobs. Uses varied teaching techniques.

Frequently Exceeds Expectations - Very skilled in training others to perform their jobs. Employees are
well prepared and able to successfully perform job duties. Training strategies are interesting and designed
to meet the needs of different employee groups.

Consistently Exceeds Expectations - Possesses superior training skills that result in thoroughly prepared
employees. Demonstrates a high level of job knowledge, mentoring and coaching skills. Teaching
techniques are stimulating, well developed, varied and specifically designed for different employee groups
[management, technical, administrative, etc.].

Supervisor
Comments:
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Item 3.

Budget Development & Control: The degree to which the individual projects develops and meets budgets in accordance
with city financial guidelines and controls.

Needs Improvement - Budget projection development and compliance are extremely poor. Lack of
budget controls and inattention to company guidelines creates financial problems.

Progressing in Expectations - Budget projections are inaccurate and/or compliance is repeatedly not met.
Monitoring of budget controls and city guidelines is lax.

Consistently Meets Expectations - Budget projection development and control are within city guidelines.
Budget goals are met with few exceptions.

Frequently Exceeds Expectations - Budget projection development and control are sound and accurate.
Budget goals are consistently met with minor exceptions.

Consistently Exceeds Expectations - Demonstrates exceptional skill in projecting, developing, controlling
and meeting budgets. Budget exceptions are non-existent or occur only with full management approval.

Supervisor
Comments:

Written Communication: Ability to write memos, letters, agendas, e-mails, proposals and documents that communicate
ideas clearly, accurately and with proper grammar. The level at which written documents support effective operations and
reflect the City's professional image.

Needs Improvement - Written materials are unclear, inaccurate and/or poorly organized. Rules of
grammar are not followed. Written communication reflects poorly on the department and the
organization.

Progressing in Expectations - Written communication does not convey meaning clearly. Documents may
be disorganized and difficult to understand. Grammatical errors may be present.

Consistently Meets Expectations - Written communication is good. Writing is usually well organized and
clear. Written documents contribute to smooth area operations. Rules of grammar are usually followed.

Frequently Exceeds Expectations - Written communication is very good. Documents communicate
information accurately and timely and ideas are well organized. Written communication is used effectively
to support area operations. Rules of grammar are followed.

Consistently Exceeds Expectations - Written communication is of the highest quality. Documents are
exceptionally clear concise timely and well organized. ldeas are supported by logical conclusions and

appropriate recommendations. Written communication is effectively used to enhance area operations
and reflect the City's professional image. Rules of grammar are followed precisely.

Supervisor
Comments:
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Item 3.

Self Management & Initiative: The degree to which an employee performs job responsibilities independently and
responsibly; proactively completes tasks anticipates issues and solves problems; demonstrates dependability; and
complies with attendance and punctuality expectations.

Needs Improvement - The quantity of work produced for employee's position and experience is not
acceptable. Problems often escalated because of failure to address them promptly. Easily distracted and
frequently disrupts co-workers’ ability to meet deadlines. Resists taking on assigned job responsibilities.
Inability to remain focused and energized negatively impacts others. Rejects suggestions for
improvement; setbacks have resulted in ongoing performance issues. Attendance and/or punctuality
issues occur on a regular basis.

Progressing in Expectations - Quantity of work produced for position and experience needs to be
increased. Requires frequent supervisor intervention to meet objectives and occasionally misses
deadlines. Problems should be brought to the attention of a supervisor with suggestions for resolution.
Should become more skilled at anticipating issues. Needs to exhibit greater willingness to accept
responsibilities not related to a subject of the employee's particular interest. Frequently loses energy and
focus. Not fully accepting of suggestions for improvement and has difficulty recovering from setbacks.
Improvement in attendance and/or punctuality is needed.

Consistently Meets Expectations - Produces the anticipated quantity of work for position and experience,
and willingly accepts additional tasks. Understands when to seek supervisor input and/or to involve others
and takes independent action when appropriate. Displays ability to anticipate issues; gathers and
analyzes information appropriately to solve problems. Organizes tasks and manages workload to meet
deadlines consistently. Occasionally suggests useful ideas for improving own work. Demonstrates ability
to remain focused and energized. Effectively responds to constructive criticism and recovers from
setbacks. Attendance and punctuality meet expectations, and any absences or late arrivals are reported
promptly to supervisor.

Frequently Exceeds Expectations - Regularly produces quantity of work beyond that expected for position
and experience; displays thoughtful prioritization of work. Frequently takes independent actions with
positive results. Regularly seeks opportunities to improve efficiency in own work. Requires little
supervision to meet objectives and deadlines. Actively seeks additional responsibilities. Remains
focused and energized despite stressful conditions. Fully accepts suggestions forimprovement and
recovers quickly from setbacks. No attendance and/or punctuality issues have been noted.

Consistently Exceeds Expectations - Routinely produces a quantity of work well beyond that expected for
position and experience. Demonstrates initiative in anticipating issues that may impact work and takes
action before they become critical. Consistently meets objectives and deadlines without supervisor
intervention through effective prioritization. When it comes to seeking increased responsibilities, is not
limited by the scope of the position. Remains highly focused and energized, even in the most stressful
situations. Seeks out suggestions forimprovement and shows exceptional resilience in recovering from
setbacks. Excellent attendance and punctuality record; employee use of sick leave is minimal.

Supervisor
Comments:
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Item 3.

Responsiveness: The degree to which the employee responds to needs and issues of customers and departments to
achieve optimal results for the organization. The ability to fulfill customer requests both internally and externally in a timely
manner and anticipate and control obstacles.

Needs Improvement - Unable to respond to customer needs. Often reflects a negative attitude. Rarely
goes beyond defined responsibilities.

Progressing in Expectations - May occasionally respond to customer needs but often reflects a negative
attitude while doing so. Rarely goes beyond defined job responsibilities.

Consistently Meets Expectations - Employee is responsive in solving problems and meeting customer
needs. Has a good attitude and acts in a timely manner.

Frequently Exceeds Expectations - Shows good initiative in recognizing and meeting the needs of internal
and external customers. Responds timely and cheerfully and minimizes obstacles.

Consistently Exceeds Expectations - Responsiveness is consistently at a high level. Effectively
anticipates and meets the needs of internal and external customers always with a positive attitude.

Supervisor
Comments:
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Item 3.

Research Skills: The ability to use approved research techniques to gather and analyze critical information from a variety of
sources, analyze data and factors affecting a situation, and come to an appropriate conclusion. The ability to communicate
with organizations or personnel who may be sources of research material. The ability to compile, organize, and effectively
present findings via written summary or oral presentation.

Needs Improvement - Significant problems have occurred as a result of faulty, incomplete research and
conclusions. Research techniques are inconsistent, poorly demonstrated, and not in accordance with
organizational standards and procedures. Poor communication with sources of information has negatively
impacted research projects. Reports and presentations of findings are unacceptable.

Progressing in Expectations - Research skills are in need of improvement. Materials gathered are often
incomplete sometimes leading to inaccurate conclusions. Research techniques may not conform to
organizational standards and procedures. Shows deficiencies in communicating effectively with sources
of information. Written or oral presentations of findings are often late, incomplete, poorly organized, or
poorly presented.

Consistently Meets Expectations - Successfully gathers applicable, related information, analyzes
components affecting a situation or problem, and draws appropriate conclusions. Research techniques
conform to organizational standards and procedures. Communicates with sources of research material.
Able to provide good written or oral summaries of research results.

Frequently Exceeds Expectations - Shows significant skill in gathering applicable, related information,
analyzing the components affecting a situation or problem, and reaching an appropriate conclusion based
on the research. Effectively uses research techniques according to organizational standards and
procedures. Effectively communicates with sources of research material. Presentations or written
summaries of research are complete, accurate, and helpful to management.

Consistently Exceeds Expectations - Demonstrates a high degree of skill in gathering applicable, related
information, analyzing all the components affecting a situation or problem, and reaching an appropriate
conclusion based on the research. Always uses approved research techniques according to organizational
standards and procedures. Extremely effective in communicating with organizations, personnel, or other
sources of research material. Presentations or written summaries of research are effectively organized,
well-presented and thought out, and clearly explained.

Supervisor
Comments:
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Item 3.

Management Effectiveness: The overall ability to supervise and direct work projects and/or resources to meet department
goals. The level at which one is able to prioritize unit operations, respond to changing conditions and manage costs

effectively.

Needs Improvement - Management skills are poor. Established department goals standards and
objectives are frequently unmet. Significant problems exist in motivating people planning effectively
responding to problems and/or managing costs.

Progressing in Expectations - Marginal management skills impair the ability to consistently meet
department goals standards and objectives. Exhibits some problems with motivating people managing
materials planning effectively responding to problems and/or meeting budget constraints.

Consistently Meets Expectations - Demonstrates proficient management skills. Usually meets
established goals standards and objectives. Attends well to people planning problem solving and cost
management.

Frequently Exceeds Expectations - Demonstrates strong management proficiency. Frequently exceeds
established goals and objectives. Possesses solid “people skills” planning abilities problem solving and
budget competence.

Consistently Exceeds Expectations - Exemplary in every aspect of management. Consistently exceeds
established goals and objectives. Possesses exceptional “people skills” planning abilities responsiveness
problem solving and budget competence. Seeks and achieves innovative solutions and improvement.

Supervisor
Comments:

Innovation: The a

bility to adapt to fast-changing environments. Willingness to take risks and to consider new approaches to

improve the organization's competitive position.

Needs Improvement - Innovative efforts are without depth or merit. No impact is made on improving city
processes, methods or products.

Progressing in Expectations - Innovative efforts demonstrate some effectiveness but better development
is needed. Some ideas lack depth or completeness.

Consistently Meets Expectations - Demonstrates not only an aptitude for creativity but contributions have
some proven results. Generally produces good ideas.

Frequently Exceeds Expectations - Frequently comes up with new and better ways of improving
processes, methods and products.

Consistently Exceeds Expectations - Demonstrates exceptional talents in creating new and effective
processes, methods and products.

Supervisor
Comments:
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Item 3.

Decision Making & Judgment: The ability to make prudent decisions that are timely, well researched and reflect awareness

of impact.

Needs Improvement - Unable to either make necessary decisions to fulfill job requirements or makes
decisions hastily. Does not exercise sound judgment. Lack of decisiveness creates adverse
consequences for city operations.

Progressing in Expectations - Frequently fails to either make necessary decisions to fulfill job
requirements or makes decisions hastily. Does not always exercise sound judgment. Indecisiveness
impacts operations negatively.

Consistently Meets Expectations - Makes decisions and exercises proper judgment to fulfill job
requirements. Infrequent indecisiveness may occur but is of minor consequence.

Frequently Exceeds Expectations - Makes decisions and exercises proper judgment to fulfill job
requirements. Infrequent indecisiveness may occur but is of minor consequence.

Consistently Exceeds Expectations - Decision making is systematic and sound covering related
contingencies, consequences and alternatives. Has earned a high level of trust among co-workers.

Supervisor
Comments:

Oral Communications: The ability to communicate meaningfully through both formal and informal oral presentations. The
use of effective verbal communication skills including voice quality, speech clarity, active listening and proper grammar.

Needs Improvement - Oral communication is poor. Information presented is inaccurate unclear and/or
redundant. Voice quality, speech clarity and/or grammar skills are very poor.

Progressing in Expectations - Oral communication is not effective. Information presented is often
unclear. Voice quality speech clarity and/or grammar skills are poor.

Consistently Meets Expectations - Oral communication is good. Information is conveyed appropriately
and accurately. Voice quality speech clarity and grammar skills are adequate.

Frequently Exceeds Expectations - Oral communication is effective. Both formal and informal
presentations provide useful and accurate information. Voice quality, speech clarity and grammar skills
are very good.

Consistently Exceeds Expectations - Oral communication is exceptional. Both formal and informal
presentations are well organized and clear. Voice quality speech clarity and grammar skills are excellent.
Verbal communication effectively inspires, motivates, informs and directs recipients to achieve desired
outcomes.

Supervisor
Comments:
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Item 3.

Presentation Skills: The ability to effectively prepare and present a variety of information to diverse groups.

Needs Improvement - Significant problems have occurred with presentation preparation, organization
and/or delivery. Is unable to handle different formats well. Audience perception and connection are poor.
Presentations do not achieve desired results.

Progressing in Expectations - Presentations may be lacking in preparation, organization and/or delivery.
May not be flexible with different formats. Audience perception and connection are inadequate. Does not
consistently achieve desired results.

Consistently Meets Expectations - Effectively organizes, prepares and presents most information.
Presentation skills are appropriate for nearly all settings. Usually achieves desired results and is well-
received by audiences.

Frequently Exceeds Expectations - Demonstrates strong ability to organize, prepare and present
information. Possesses depth of knowledge and is flexible with presentation formats. Well-received by
audiences. Presentations are excellent and consistently achieve desired results.

Consistently Exceeds Expectations - Demonstrates exceptional ability to organize, prepare and present
information. Possesses significant depth of knowledge and is flexible with presentation formats. Exhibits
strong audience perception, connection and charisma. Presentations are very engaging and effective and
consistently achieve desired results.

Supervisor
Comments:
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Item 3.

SUMMARY - Number of Competencies in Each Category/Scoring

# Of Categories Category Score  Multiplier Total Per Category

Consistently Exceeds Expectations 5 X
Frequently Exceeds Expectations
Consistently Meets Expectations

Progressing in Expectations
Needs Improvement

oON W A~
X X X X

Total Score

Supervisor Comments:

Employee Comments:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:

Review Period:
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Item 3.

Goals/Objectives Worksheet

Employee Name:

Supervisor Name:

Review Period:

Goals/Objectives to be Achieved:

Instructions: Goals/Objectives MUST be specific, measurable, achievable, relevant and time-bound. Supervisor is required
to meet periodically with the employee to determine progress towards a goal/objective. If the timeframe for achievement
changes it must be noted on the form. Documentation of completion or progress MUST be provided on this form as a tracking
mechanism. Documentation of completion or progress MUST be included on the performance evaluation for the next rating
period. This section is not intended to address performance deficiencies, if such items are identified they are to be
addressed through a Performance Improvement Plan (PIP).

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:
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Item 3.

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:

Evaluation Forms
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Item 3.

Date to
Goal/Objective: Measurement: Complete:
Accomplishments:

Date to
Goal/Objective: Measurement: Complete:

Accomplishments:

Employee Name:

Employee Signature:

Supervisor Name:

Supervisor Signature:

City Administrator
Name/Signature:
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Item 3.

Performance Improvement Plan (PIP)

Action Step:

Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:
Action Step:
Date to
Goal/lmprovement Objective: Measurement: Complete:
Notes:

Employee Name/Signature:
Supervisor Name/Signature:
City Administrator Signature:

Date:
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Presented Sept 28, 2026 Work Sess

Item 3.

Comparison/Examples - Insurance Opt Out Benefit
Payment

Municipality Offering (All Employee +1, Not Family Plan Frequency
Insurance Opt Out and/or Family) (ifknown/specified)  |(if specified)
Algonquin $ 2,400 26
Beech Park $ 2,000
Bloomingdale $ 2,600 26
Carpentersville $ 5,000 | $ 1,500 26
DeKalb $ 5,000 | $ 2,500 26
Des Plaines $ 4,000 | $ 2,000 26
Evergreen Park $ 3,600 | $ 1,800 12
Glencoe $ 4,000 | $ 2,000 26
Glenview $ 4,800 | $ 1,200 26
Lake in the Hills $ 2,000
McHenry $ 2,500 [ $ 1,000 12
Park Forest $ 2,000 2
Plainfield $ 1,200
Riverside $ 4500 | $ 2,600 26
Rolling Meadows $ 6,000 | $ 2,400 12
Romeoville $ 2,000 | $ 1,000
Schaumburg $ 7,000 | $ 3,500 24
Streamwood $ 5,000 | $ 3,000
West Chicago $ 1,800 | $ 1,800 26
Westmont $ 5,200 26
Crest Hill Recommended Employee +Family $ 3,500 26
Annual Opt-Out Incentive* |Employee+1/Children | $ 3,000 26

Employee Only $ 2,500 26

*Requires annual form approval & proof of alternative insurance
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Insurance Plan Opt-Out Incentive Example 1

TS City LLAILL (T2 # Employees A City Annual Cost | City Annual Cost | Employer Annual el (G147
LTS LT LIl ol Opting Out | Annual (2027 Plan) (Opt-Out) Savings / Employee .
Premium Cost Incentive pting Incentive P 9 ploy Savings

0 -

Employee Only $113 $642 $208 $2,500 $7,704 - $7,704
Employee + Spouse $226 $1,283 $250 0 $3,000 $15,396 - $15,396 -
Employee + Child(ren) $215 $1,219 $250 0 $3,000 $14,628 - $14,628 -
Family $320 $1,814 $292 0 $3,500 $21,768 - $21,768 -
Total / All HMO Plans 0 - -
Employee Only $116 $1,046 $167 0 $2,500 $12,552 - $12,552 -
Employee + Spouse $232 $2,092 $250 1 $3,000 $25,104 $3,000 $22,104 $22,104
Employee + Child(ren) $221 $1,988 $250 0 $3,000 $23,856 - $23,856 -
Family $329 $2,958 $333 0 $3,500 $35,496 - $35,496 -
Total / All PPO Plans 1 $3,000 $22,104
Totals for Employee Participation in Insurance Opt-Out (Example) 1 $22,104

Insurance Plan Opt-Out Incentive Example 2

TS City LLAILL (T2 # Employees A City Annual Cost | City Annual Cost | Employer Annual el (G147
LTS LT LIl ol Opting Out | Annual (2027 Plan) (Opt-Out) Savings / Employee .
Premium Cost Incentive pting Incentive P 9 ploy Savings
$113 $642 $208 0 $2,500 -

Employee Only $7,704 - $7,704
Employee + Spouse $226 $1,283 $250 0 $3,000 $15,396 - $15,396 -
Employee + Child(ren) $215 $1,219 $250 0 $3,000 $14,628 - $14,628 -
Family $320 $1,814 $292 1 $3,500 $21,768 $3,500 $18,268 $18,268
Total / All HMO Plans 1 $3,500 $18,268
Employee Only $116 $1,046 $167 1 $2,500 $12,552 $2,500 $10,052 $10,052
Employee + Spouse $232 $2,092 $250 1 $3,000 $25,104 $3,000 $22,104 $22,104
Employee + Child(ren) $221 $1,988 $250 0 $3,000 $23,856 - $23,856 -
Family $329 $2,958 $333 1 $3,500 $35,496 $3,500 $31,996 $31,996
Total / All PPO Plans 3 $9,000 $64,152
Totals for Employee Participation in Insurance Opt-Out (Example) 4 $12,500 $82,420

Item 3.
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Item 3.

A

Crest Hell

CITY OF NEIGHBORS

2027 Health and Vision Insurance Waiver

Employee Name: Department :

| certify that | have read, understand and agree to comply with the Waiver Incentive Program provisions as
outlined in the Employee Handbook: Section 7.12 Insurance Opt-Out Incentive. | agree to reimburse the City
a pro-rated amount of the waiver incentive payment that | received for the Plan Year 2027, effective with
the date of re-enrollment in a City health plan or separation date of employment, and hereby authorize
the City to make the appropriate payroll deduction.

| further certify that:

O | have health insurance coverage through another health insurance carrier, and waive my right to coverage
under the City of Crest Hill's group health insurance plan, January 1, 2027 through December 31,
2027. 1 understand that if | waive my right to health insurance coverage through the City of Crest Hill, |
can only re-enroll in the City’s plans during the open enrollment period or if my eligibility or coverage in
my current health insurance plan ceases.

By signing this docume sted'below, | will receive a
payment for the waiveé December 31, 2027, based
upon the level of eligibleli ill be : eekly paychecks.

Employee’s Signature

Human Resources Director Date

City Administrator Date

ok ok ok ok ok sk o ok K ok ok ok ok o ok ok ok ok ok ok ok ok ok ok ok 3k o ok oK ok ok 3k ok o oK oK ok 3k 3k o K oK ok 3k ok ok ok oK ok ok 3k ok ok ok oK ok ok 3k ok ok oK oK ok ok 3k ok oK oK ok ok ok ok ok K oK ok sk sk ok K K K ok

Please complete the following for your current health insurance coverage.

Insurance Carrier Name: Policy No:

Insurance Carrier Address:

Name of Insured: Effective Date:

Employer Name Where Insured Has Coverage:

Person who can verify coverage: Phone Number:

ATTACH A COPY OF YOUR HEALTH INSURANCE CARD OR LETTER VERIFYING COVERAGE, IF APPLICABLE, TO THIS FORM

AND RETURN TO THE HUMAN RESOURCES OFFICE.

City of Crest Hill | 20600 City Center Blvd | Crest Hill, IL 60403 | (815) 741-5100
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/-\ Memo — Administration Report
’ Crest Hill, IL

Crest Hill

CITY OF NEIGHBORS

Meeting Date: | September 28, 2026

Submitter: Ashley Monroe, Assistant City Administrator/HR Director
Blaine Wing, City Administrator

Department: Administration

Agenda Item: Audio/Visual Project Status and Recommended Next Steps

Summary: In September 2026, the City issued a Request for Proposals (RFP) seeking a qualified vendor to
provide a complete AV solution, including system design, equipment procurement, installation, testing,
integration, training, and support.

The RFP was distributed to twelve (12) firms based on recommendations and prior experience with a due date
of September 14", Staff has not moved forward with a vendor because firms either declined to submit or they
responded and advised staff that there was not enough design information available to develop a proposal.

Following the RFP, staff met independently with three of the qualified AV firms to review the City’s goals and
learn the information needed to successfully get a vendor to implement this project. Through those meetings, it
became apparent that the project is more complex than originally anticipated. Several of our systems have been
installed in recent years by different vendors, with varying levels of documentation available regarding
connections and setup. Additionally, the City has a mix of old and current hardware, with many components
having exceeded their useful life years ago.

All three firms relayed that it is common practice to first obtain an engineered system design before moving into
integration. This is an approach similar to what the City does for engineered infrastructure projects.

We learned that based on our current configuration and need, a design-build approach is well suited for a project
of this type because it requires consideration of installation requirements, equipment compatibility, cost, and
projected long-term support services during the design process. It also inserts a layer of accountability on the
part of the design engineer, to ensure that the system will work effectively and timely, especially if they could be
the agency responsible for integrating and maintaining the equipment. Alternatively, getting a firm to design the
system, create a scope, and then help evaluate proposals, is another option that will be considered.

Next Actions: Staff are in the process of obtaining proposals to evaluate our systems and design a scope of
work for the AV system. (Note, some of the potential vendors may submit a design, build, and support, while
others may propose a system design separately, that could then be used to get implementation proposals.) If the
design, build and support option is chosen, the City would be able to use the selected firm for installation,
training, and ongoing service if it is determined to be in the City's best interest, or we can seek proposals from
any responding firm to complete the installation and provide services following another’s design.

Using a separate engineering consultant remains an option; however, that approach would require an additional
professional services contract and may extend the project schedule.
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The timeframe to receive proposals would be approximately two weeks, with a selection and approval process
in late October. Following review of the proposals, staff will return with a recommendation for Council
consideration and requests direction to proceed with issuing the revised solicitation.

Budget Impact: Not yet known.
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CITY OF NEIGHBORS

Meeting Date:
Submitter:
Department:

Agenda Item:

September 28, 2026
Blaine Wing, City Administrator
Administration

Winter Lighted Decoration Discussion

Summary: At the IML event, there were at least three (3) holiday vendors. Some specialized in banners, lighted
decorations, etc. Attached is a vendor that is offering a discount for IML attendee organizations.

Next Actions: The request to City Council is to select three (3) of the snowflakes designs and order four (4) of
each, for a total of 12 snowflakes. Additionally, the plan would be use donations that are and will be coming in
to the City’s Winter Fest event, to be the primary funding source. (Note, the Events Committee will be sharing a
draft 2026 Winter Fest budget at the City Council’s October 121 work session meeting.)

Budget Impact: $7,972.75

Attachment: Lighting Sheets

Item 5.
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QUOTE

Company Address PO Box 4365
Bethlehem, Pennsylv.
United States

Prepared By Robb Tweedy

(630) 851-3988 "
riweedy@holidayoutdoordecor.com

Phone

Email

Ergen Mompnts 1o Mg 2 g d
American Czaﬁsmmshipt‘iﬁme

Bill to Phone

HOLIDAY )

Luldoor decst

Claudia Gazal
630-915-7449 %

Email cgazal@cityofcresthill.com

Address Confirmation Required: Please verify all information below.

Account Name Crest Hill, City of (IL)

Bill To Name Claudia Gazal

Bill To 20600 City Center Blvd
Crest Hill, lllinois 60403
United States

Deposit Information

Ship To Name Claudia Gazal

Ship To Phone 630-915-7449 %,

Ship To 20600 City Center Blvd
Crest Hill, Illincis 60403
United States

Item 5.

If products are made to order, a deposit is required upon acceptance of this quote. The deposit percentage is listed below. Note: Sales tax (if
applicable) is excluded from the deposit invoice and will be billed with the final product shipment.

Deposit NIA

Product Code Product

Product Line Description

Line ltem

bt Price Quantit
Description ¥

L

5' Sil Presidential Snowflake
PM-SLB-PSF60-WW  Pole Mount with 84 C7 in

i Warm White LED

5" Sil Spiral Snowflake Pole
PM-SLB-SPSF60-WW | Mount 120 C7 Lamps in
Warm White LED

5' Sil Winterfest Snowflake

Total
Price

400 $2,325.00

4.00 l $2,325.00

PM-SLB-WFS60-WW Pole Mount with 78 C7

Lamps in Warm White LED | Warm White LED. Weighs 25 lbs.

SHIPPING | SHIPPING !

® Applicable Sales Tax will be added to Final Invoice
® All shipping is estimated at time of order. Actual shipping
costs may vary.

Account Terms DUE UPON RECEIPT

® 20% Restocking fee and shipping on all returns
® No returns without proper authorization

5' Sil Presidential Snowflake Pole Price before :
Mount. Measures 5'x5' with 84 C7 in discount = $581.25
Warm White LED. Weighs 30 ibs. $775.00
{ 5' Sil Spiral Snowflake Pole Mount. Price before
Measures 5' x 5' with 120 C7 Lamps in | discount = $581.25
Warm White LED. Weighs 30 Ibs. $775.00
5' Sil Winterfest Snowflake Pole Mount.  Price before l
Measures 5'x5' with 78 C7 Lamps in discount = $581.25
$775.00
; | i
; I $997.75 I 1.00
Subtotal $7,972.75
Total Price $7,972.75
Grand Total $7,972.75
QUOTE ACCEPTANCE INFORMATION
Signature:
Name:
Title:

® 4% Credit Card payments fee

® Custom ltems are NOT returnable

® After Account Terms due date, a monthly interest charge of
1.5% will be added on past due accounts (18% APR)

* Please refer to our Terms and Conditions, here or
at hitps /holidayoutdoordecor.com/terms-conditions/

4.00 $2,325.00

$997.75
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QUOTE

® Invoices will be sent out as soon a
This includes, both direct to custo
warehouse prior to installation. HO hxl dg{a{z

® Trade Tariff Surcharge: A flat rate
applied to this order to offset incre
tariffs. This rate has been standar
volatility. This surcharge is subject
federal policy updates.

Froee Moments 10 Memonet,
American Craftsmanship in Every Space

Account Terms DUE UPON RECEIPT

Item 5.

QUOTE ACCEPTANCE INFORMATION

Signature:
® 20% Restocking fee and shipping on all returns
® No returns without proper autharization Name:
® 4% Credit Card payments fee

Title:

® Custom I[tems are NOT returnable
® After Account Terms due date, a monthly interest charge of
1.5% wilt be added on past due accounts (18% APR)

® Please refer to our Terms and Conditions, here or
at https/holidayoutdoordecor.com/terms-conditions/
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Elevate your holiday décor with snowflake pole mounts that make an instant impression. Each
snowflake is produced with machine-cut accuracy for a perfect match across your entire

streetscape.

From bold geometric silhouettes to intricate multi-point designs, Holiday Outdoor Decor delivers
stunning, consistent quality and a cohesive, professional look your community will love.

’{{z@- ALL SNDVYFMKES AVAFLABLE WITH COOL WHITE OR WARM WHITE LED BULBS

s

1
i N1

B

W

E W 2 ‘/a,: -
¥
=

= §,a“‘$:.<
s
/
V.2

Silhouette Star Snowflake

Presidential Snowflake
Lamps 4B C-7 | PM-. SLB-SS536

Lamps 66 C-7 | PM-SLB-PSF36 |
=yl B
# 80" | Lamps 72 C-7

72

pM-sLs-psm | 3845




Lamps 60 C-7 | PM-SLB-EDFS
Lamps 84 C-7 | PM-SLB-EDFS60

Lamps 132 C-7 | PM-SLB-EDFS72

Festive Star Snowflake
tamps 48 C-9 | PM-SLB-5548
Lamps 66 C-9 | PM-SLB-5S60
Lamps72C-9 | PM-SLB-8572

Spiral Snowflake Side Spade
24" | Lamps 30 C-7 | PM-SPLB-DSSF24 | $445

Spiral Snowflake
Lamps 60 C-7 | PM-SEB-SPSF36 | $600

Garland Signature Snowflake
48" | Lamps36C-9 | PM-SLB-GSF48 | $501

‘I
DISPLAYS | TRADITIONAL SERILS

DISPLAYS | SNOWFLAKES

Lamps 90 C-7 [ PM-SLB-PCSG0

72* | Lomps96C-7 | PM-SLB-PCS72

Silhouette Snowflake
Lamps 48 C-7 | PM-SLB-SSF36
Lamps 66C-7 | PM-SLB-SSF48
Lamps72C-7 | PM-SLB-SSF60 | $675

Prairie Crystai Snowflake
PM-SLB-PCS48
Telford, PA

holidayoutdoordecor.com | Call today 1 877.444 8888 ‘ .




Work Session Memo

9 o 5 %cw Crest Hill, IL

CITY OF NEIGHBORS

Meeting Date: September 28, 2026

Submitter:  Atefa Ghaznawi, AICP, LEED AP, City Planner
Daniel Ritter, AICP, Community Development Director

Department: Community Development

Agenda Item: Plan Commission recommendation on application of Kurt Fife - Extreme 2017
LLC for Preliminary and Final Plat of Subdivision, Rezoning 1618-1620 N Broadway St. from
B-2 (General Business District) to B-3 (Business Service District), a Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and a Variation Request from the
Crest Hill Zoning Ordinance with Respect to Real Property Located at 1618-1626 N Broadway
Street in Crest Hill, Illinois

Summary:

Kurt Fife - Extreme 2017 LLC (the Applicant) is the owner of Reasonable Tree Experts and the Subject
Property located at 1618-1626 N Broadway Street, Crest Hill. The Applicant is proposing to operate a
landscaping contractor-based business on the property that will include outdoor storage and an above-
ground fuel tank for fueling the business vehicles on site. The applicant is proposing to redevelop the
property and improve it to more closely meet the city’s current standards for development and meet
screening and landscaping requirements. Reasonable Tree Experts was founded in 1976, and the
business specificizes in difficult tree removal, tree trimming, stump grinding and removal, consultation,
and lot clearing for municipalities residential and commercial properties with certified arborists. The
proposal includes Preliminary and Final Plat of Subdivision to consolidate five (5) parcels into one (1)
parcel and dedicate utility and sidewalk easement; rezone 1618-1620 N Broadway St from B-2 to B-3;
Special Use for a Contractor-Based Business known as Reasonable Tree Experts; and a Variation
request from Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance to decrease the required
front yard setback for a drive aisle adjacent to an existing building. The existing legal non-confirming
physical attributes of the Subject Property will remain unchanged. Additionally, the applicant will
discontinue and seal the existing septic and water wells on the property and connect to the City’s water
and sewer, and will install sidewalk and landscaping improvements along Broadway Street as part of
this project.

Overall, the proposed Contractor-Based Business for the commercially zoned Subject Property is
consistent with other existing automotive and commercial activities on the Broadway Street commercial
corridor. The proposed Special Use permitted by the proposed rezoning is appropriate for a Contractor-
Based Business, given the functional characteristics of the area and the nature of the operations.
Contractor-Based Businesses typically involve limited on-site customer traffic, with activity primarily
consisting of administrative functions, equipment storage, and dispatching of vehicles to off-site job
locations. Additionally, Contractor-Based Businesses often serve the local community, providing

Page | 1
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Work Session Meeting September 28, 2026
1618-1626 N Broadway St - Rezoning, Plat, Special Use and Variation

essential services that benefit nearby residential and commercial properties. Given these factors, the
proposed rezoning and Special Use will allow for a use that aligns with the existing and planned
character of the neighborhood, while maintaining compatibility with surrounding land uses and
supporting economic activity. The requested Variation to decrease the required front yard setback for a
drive aisle adjacent to an existing building will help address the operational needs of a Contractor-Based
Business, such as adequate space for vehicle maneuvering and internal circulation, which require a site
layout that is often constrained by strict setback requirements. The requested Variation is necessary to
enable a reasonable and functional use of the property for a Contractor-Based Business, consistent with
its physical characteristics and intended purpose.

11
=11

oD
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The Plan Commission conducted the required public hearing for this application at its September
10, 2026, meeting and recommended unanimous approval of the requested Preliminary and Final
Plat of Subdivision, a Special Use Permit for a Contractor-Based Business known as Reasonable
Tree Experts, and Variation Request from the Crest Hill Zoning Ordinance, subject to the nine (9)
conditions referenced in the Staff Report. A copy of the draft approval Ordinance is included with
the agenda backup materials for this item.

Council Action Requested: Direction to include the draft approval Ordinance for Preliminary and
Final Plat of Subdivision, a Special Use Permit for a Contractor-Based Business known as Reasonable
Tree Experts, and Variation Request from the Crest Hill Zoning Ordinance with respect to real property
located at 1618-1626 N Broadway Street in Crest Hill, on the October 5, 2026, Regular City Council
Agenda for final consideration.

Attachments:
e Attachment A — September 10, 2026, Draft Plan Commission Meeting Minutes
e Attachment B — An Ordinance Approving Plat of Subdivision, Rezoning, a Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and a Variation Request from the Crest
Hill Zoning Ordinance with respect to real property located at 1618-1626 N Broadway Street in Crest
Hill, llinois - Application of Kurt Fife - Extreme 2017 LLC (with associated Exhibits)

Page | 2
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MINUTES OF THE
CREST HILL PLAN COMMISSION

The September 10, 2026, Plan Commission meeting was called to order by Chairman Bill Thomas,
at 7:00 p.m. in the Council Chambers of the City Center, 20600 City Center Boulevard, Crest Hill,
Will County, Illinois.

The Pledge of Allegiance was recited in unison.

Roll call indicated the following present: Chairman Bill Thomas, Commissioner Ken Carroll,
Commissioner Jeff Peterson, Commissioner Marty Flynn, and Commissioner John Stanton.

Also present were: Community Development Director Dan Ritter, and City Planner Atefa
Ghaznawi.

Absent were: Commissioner Slabozeski.

Chairman Thomas noted that Commissioner Slabozeski had informed the Commission of her
inability to attend. He further announced that Commissioner Gordon Butler submitted his
resignation effective September 3, 2026, having relocated outside the City of Crest Hill and
therefore no longer eligible to serve. Chairman Thomas extended the Commission’s gratitude for
Commissioner Butler’s more than eleven years of service and offered best wishes to Gordon and
Judy Butler as they begin the next chapter of their lives.

APPROVAL OF MINUTES: Chairman Thomas asked for a motion to approve the minutes from
the Plan Commission meeting held on August 13, 2026, for Commission approval.

(#1) Motion by Commissioner Peterson seconded by Commissioner Carroll, to approve the
minutes from the Plan Commission meeting held on August 13, 2026.

On roll call, the vote was:

AYES: Commissioners Peterson, Carroll, Flynn, Chairman Thomas.

NAYES: None.

ABSTAIN: Commissioner Stanton.

ABSENT: Commissioner Slabozeski.

There being four (4) affirmative votes, the MOTION CARRIED.

NEW BUSINESS: Chairman Thomas advised that the order of agenda items would be modified:
the original Item 2 (1618-1626 N. Broadway St, Reasonable Tree Experts) would be heard last,
with Items 3 (1700 Plainfield Road) and 4 (2350 Plainfield Road) elevated to second and third,
respectively.

Chairman Bill Thomas presented the Public Hearing and Consideration of petition SU-26-9-9-2,
a request of Jawal Hamayel - First Global Trading LLC, seeking approval of a Special Use permit
for an Automobile Sales and/or Leasing business known as High Bridge Auto Sales located on the
approximately 1.46 Acre, B-2 General Business District zoned property at 1700 Plainfield Road,
Crest Hill.
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Chairman Thomas asked for a Motion to Open the Public Hearing for Case SU-26-9-9-2.

(#2) Motion by Commissioner Flynn seconded by Commissioner Peterson, to open the public
hearing for Case SU-26-9-9-2.

On roll call, the vote was:

AYES: Commissioners Flynn, Peterson, Carroll, Stanton, Chairman Thomas.

NAYES: None.

ABSTAIN: None.

ABSENT: Commissioner Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The Public Hearing was opened at 7:04 p.m.

Chairman Bill Thomas asked if the paperwork was in order. City Planner Atefa Ghaznawi stated
that the necessary paperwork is not in order. City Planner Ghaznawi reported that the required
public notice publication was not published on time, rendering the necessary paperwork
insufficient to proceed. Accordingly, staff recommended continuing the hearing to the October §,
2026, Plan Commission meeting.

Chairman Thomas confirmed that no members of the public were present to speak to this case.
Chairman Thomas stated that the public hearing for this case will be continued on October 8, 2026,
and asked for a motion to continue the public hearing for Case SU-26-9-9-2

(#3) Motion by Commissioner Carroll seconded by Commissioner Peterson, to continue the public
hearing for Case SU-26-9-9-2 to the October 8, 2026, Plan Commission meeting.

On roll call, the vote was:

AYES: Commissioners Carroll, Peterson, Flynn, Stanton, Chairman Thomas.

NAYES: None.

ABSTAIN: None.

ABSENT: Commissioner Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

Chairman Thomas stated that the public hearing for Case SU-26-9-9-2 is now continued until the
October 8, 2026, Plan Commission meeting.

Chairman Bill Thomas presented the Public Hearing and Consideration of petitions SU-26-10-9-
3 and V-26-8-9-2, a request of Ahmed Mosin - 2350 Property LLC (D/B/A Shell) seeking the
Crest Hill Zoning Ordinance and Code of Ordinances approvals for a Special Use permit for
redevelopment of an existing fueling station; multiple Variations from the Crest Hill Zoning
Ordinance Table 2 Zoning Districts and Standards, Nonresidential Districts, Section 11.5 Parking
Setbacks, and Section 11.6 Design, Development, and Maintenance; and a Variation from Section
15.12.060 of Chapter 15.12 Crest Hill Sign Code, located on the approximately 0.85 Acre, B-2
General Business District zoned property located at 2350 Plainfield Road, Crest Hill.
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Chairman Thomas asked for a Motion to open the Public Hearing for Cases SU-26-10-9-3 and V-
26-8-9-2.

(#4) Motion by Commissioner Peterson seconded by Commissioner Stanton, to open the public
hearing for Case SU-26-10-9-3- and V-26-8-9-2.

On roll call, the vote was:

AYES: Commissioners Peterson, Stanton, Carroll, Flynn, Chairman Thomas.

NAYES: None.

ABSTAIN: None.

ABSENT: Commissioner Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The Public Hearing was opened at 7:07 p.m.

Chairman Bill Thomas asked if the paperwork was in order. Community Development Director
Dan Ritter reported that while the required notice was published in the newspaper and mailed to
surrounding residents, the mailings were sent approximately two to three days later than required
by the Zoning Ordinance. Staff recommended continuing the hearing to October 8, 2026, and
indicated that a secondary round of notices would be sent to ensure residents were properly
informed of the continuance. Director Ritter noted that a few residents were present who had come
specifically for this item and recommended that the Commission allow them to speak, with their
comments entered into the public record and carried forward to the next hearing.

Chairman Thomas invited anyone wishing to comment to sign in at the podium and be sworn in,
noting that while not all questions might be answerable that evening, responses would be provided
by the October 8, 2026, Plan Commission meeting. Two residents came forward. Residents were
sworn in by Chairman Thomas.

Randy Massey, a resident living directly behind the subject property, raised several concerns. He
asked whether the existing building would be demolished and relocated. Director Ritter confirmed
that the current building would be demolished and a new structure would be constructed further
away from the residential properties, closer to Plainfield Road, and it would be bigger than the
current footprint. Mr. Massey expressed concern that this arrangement would move parking, noise,
and vehicle traffic closer to residences, and he preferred the parking remain toward the street side
with the rear used only for access. Director Ritter clarified that there would in fact be more green
space between the homes and the drive aisle under the new plan, and that the overall amount of
impervious surface on the site would be reduced, not increased.

Mr. Massey raised concerns about drainage, noting that what had historically been a grassy
drainage area in the rear appeared, based on the plans, to be paved over, and if all the runoff would
go onto his property. Director Ritter clarified that no new paving would be added to that area, and
that impervious surface would be reduced overall, posing no additional drainage risk to
neighboring properties. Director Ritter offered to meet with Mr. Massey after the meeting to
review the site plan in more detail.
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Mr. Massey also raised concerns about the placement of the dumpster enclosure, noting it appeared
to be moving closer to residential properties. He described significant noise disturbance from late-
night garbage collection at the current dumpster location, estimating that pickup operations could
last approximately thirty minutes beginning as early as 2:00 a.m. Director Ritter acknowledged
that late-night commercial refuse collection in proximity to residential areas has been addressed in
other parts of the city, and committed to raising the scheduling issue directly with the property
owners, noting that noise ordinance violations could apply. Director Ritter further noted that under
the new proposal, the dumpster enclosure would be fully enclosed in masonry matching the
building’s brick and stone exterior.

On the subject of exterior improvements, Director Ritter explained that the canopy columns,
building facade, and dumpster enclosure would all feature coordinated brick and stone
construction. Mr. Massey expressed concern about the exterior lighting that will be on 24/7 and if
any measures will be taken. Director Ritter explained that all site lighting would be replaced with
new full-cutoff, downcast LED fixtures designed to prevent light spillage onto adjacent properties.
Mr. Massey noted that the current operator had previously improved the situation by tilting the
lights downward, and welcomed the formal upgrade.

Mr. Massey expressed concern about the condition of the existing perimeter fence, noting that it
was substantially deteriorated and that he had personally installed supports on his side of the
property to prevent it from collapsing. Director Ritter acknowledged that staff had observed poor
conditions during a site visit and committed to raising with the applicant the possibility of replacing
the entire fence rather than making spot repairs. Director Ritter also noted that the ordinance
permits fencing up to eight feet in height, and that he would explore whether an upgrade from the
current six-foot fence would be feasible. Mr. Massey indicated a preference for an eight-foot fence,
citing occasional incidents of individuals sheltering behind the property overnight.

Regarding landscaping, Mr. Massey noted that AT&T had removed portions of the rear screening
vegetation during utility work the prior fall. Director Ritter acknowledged that this was new
information and committed to having the applicant reassess the landscaping buffer with the current
condition in mind.

Director Ritter confirmed that the originally proposed drive-through element had been eliminated
early in the design process, as it was not feasible given the site’s constrained dimensions and the
City’s concerns. The revised proposal calls for a convenience store with a to-go restaurant
component, currently planned to include a Wetzel’s Pretzels tenant, with no fast food drive-
through and no truck fueling. There will be no change to the layout and location of the existing
gas pumps.

Kristi Flores, a resident of Greengold Street, which runs behind the gas station property, stated that
she had previously spoken with Director Ritter regarding her concerns. She described an increase
in pedestrian foot traffic on Greengold Street since the station began operating twenty-four hours
a day this year, noting that the absence of a sidewalk on Plainfield Road causes pedestrians to use
the residential street at all hours. She also raised safety concerns regarding the rear driveway access
onto Sycamore Street, noting limited sight lines and the absence of a stop sign, which she
characterized as an accident waiting to happen, particularly given that Greengold Street is used as
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a detour route when accidents occur at the nearby Gaylord/Route 30 intersection. Ms. Flores stated
she had personally experienced near misses in the area in recent months, and she preferred the rear
driveway to be moved away from the residences and closer to Plainfield Road. Director Ritter
confirmed that a stop sign would be added at that location and that staff would work to clear
vegetation to improve sight lines. He explained that the existing rear driveway position could not
be relocated closer to the Plainfield Road intersection, as this would create additional safety
hazards from an engineering and safety standpoint and would not be permitted by the City or
IDOT.

Ms. Flores asked whether the twenty-four-hour operation hours could be conditioned as part of the
approval. Director Ritter explained that the current zoning code does not restrict hours of operation
for gas stations, and that the existing property has no such limitations in place. He noted that staff
could inquire with the applicant about their intended hours, but acknowledged that hours of
operation are generally not restricted through the zoning process for this type of use. Ms. Flores
expressed concern that a twenty-four-hour convenience restaurant use would compound the issues
already associated with the twenty-four-hour fueling operation.

Director Ritter reiterated that staff had worked to improve the project as much as possible given
the existing conditions, acknowledging that a gas station in such close proximity to residential uses
is not an ideal land use arrangement, but noting that the infrastructure is established and that this
redevelopment represents a meaningful improvement over the status quo.

Chairman Thomas thanked the speakers and confirmed that all comments would be entered into
the public record and addressed at the October 8%, 2026, Plan Commission meeting.

Chairman Thomas stated that the public hearing for this case will be continued on October 8, 2026,
and asked for a motion to continue the public hearing for Case SU-26-10-9-3 & V-26-8-9-2.

(#5) Motion by Commissioner Carroll seconded by Commissioner Flynn, to continue the public
hearing for Case SU-26-10-9-3 & V-26-8-9-2 to the October 8, 2026, Plan Commission meeting.
On roll call, the vote was:

AYES: Commissioners Carroll, Flynn, Peterson, Stanton, Chairman Thomas.

NAYES: None.

ABSTAIN: None.

ABSENT: Commissioner Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The Public Hearing was continued to the October 8, 2026, meeting at 7:28 p.m.

Chairman Bill Thomas presented the Public Hearing and Consideration of petitions for Preliminary
and Final Plat of Subdivision, RZ-26-2-9-1, SU-26-8-9-1, and V-26-7-9-1, a request of Kurt Fife
- Extreme 2017 LLC seeking the Crest Hill Zoning Ordinance and Code of Ordinances approvals
to rezone 1618-1620 N Broadway St from B-2 to B-3; consolidate five (5) parcels into one (1)
parcel, and dedicate Utility and Sidewalk Easement; Special Use for a Contractor-Based Business
known as Reasonable Tree Experts; and a Variation request from Section 11.5 Parking Setbacks
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of the Crest Hill Zoning Ordinance, located on the approximately 0.95 Acre, B-2 General Business
District and B-3 Business Service District zoned property located at 1618-1626 N Broadway
Street, Crest Hill.

Chairman Bill Thomas asked if the paperwork was in order. City Planner Atefa Ghaznawi stated
that the necessary paperwork was in order.

Chairman Thomas asked for a Motion to Open the Public Hearing and Consideration of petitions
Preliminary and Final Plat of Subdivision, RZ-26-2-9-1, SU-26-8-9-1, and V-26-7-9-1, a request
of Kurt Fife - Extreme 2017 LLC seeking the Crest Hill Zoning Ordinance and Code of Ordinances
approvals to rezone 1618-1620 N Broadway St from B-2 to B-3; consolidate five (5) parcels into
one (1) parcel, and dedicate Utility and Sidewalk Easement; Special Use for a Contractor-Based
Business known as Reasonable Tree Experts; and a Variation request from Section 11.5 Parking
Setbacks of the Crest Hill Zoning Ordinance, located on the approximately 0.95 Acre, B-2 General
Business District and B-3 Business Service District zoned property located at 1618-1626 N
Broadway Street, Crest Hill.

(#6) Motion by Commissioner Peterson seconded by Commissioner Stanton, to open a public
hearing for Case Numbers RZ-26-2-9-1, SU-26-8-9-1, and V-26-7-9-1.

On roll call, the vote was:

AYES: Commissioners Peterson, Stanton, Carroll, Flynn, Chairman Thomas.

NAYES: None.

ABSENT: Commissioners Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The Public Hearing was opened at 7:30 p.m.

Chairman Thomas stated that the subject of the hearing is to discuss the three requests of Kurt Fife
— Extreme 2017 LLC seeking changes to the Crest Hill Zoning Ordinance and Code of Ordinances
for his contractor-based business known as Reasonable Tree Experts located at 1618-1626 North
Broadway Street in Crest Hill. Chairman Thomas asked City Planner Atefa Ghaznawi to present
the specifics of the case.

City Planner Atefa Ghaznawi presented the details of the application. The subject property is
located at 1618-1626 North Broadway Street and consists of five parcels under common
ownership: three to the north, which are already zoned B-3, and two to the south, which were
recently acquired and are currently zoned B-2. The applicant demolished a dilapidated house on
the two southern parcels to enable expansion of the business. The applicant, who also owns the
business, has operated Reasonable Tree Experts in various locations since 1976 and has been
operating at this Broadway Street location for a few years.

The requests before the Commission are: (1) a rezoning of the two southern B-2 parcels to B-3 to
create a uniform zoning classification across the consolidated site; (2) a preliminary and final plat
of subdivision to consolidate all five parcels into one and to dedicate a ten-foot utility and sidewalk
easement along Broadway Street in conjunction with the City’s planned water main extension to
the east side of Broadway; (3) a special use permit for a contractor-based business known as
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Reasonable Tree Experts; and (4) a variation from Section 11.5 of the Zoning Ordinance to reduce
the required ten-foot parking setback to five feet along a drive aisle needed to access an existing
overhead door on the existing Broadway-facing building.

City Planner Atefa Ghaznawi explained that the existing structures on the property are
nonconforming with respect to certain setbacks, and that those conditions would be retained as
existing legal nonconformities. Any future demolition or new construction would require a return
to the City and the Plan Commission for approval, at which time the property would be brought
into full compliance with the City requirements.

With respect to site improvements, City Planner Ghaznawi described a significant upgrade to the
Broadway Street frontage. The current condition features nearly continuous pavement across the
full width of the property, with two existing buildings served by multiple curb cuts. Under the
proposal, all excess pavement would be removed and replaced with landscaping and a new public
sidewalk. Only two access driveways would be retained. The rear of the property would be paved
in asphalt to accommodate outdoor storage of vehicles, equipment, and landscaping materials. A
six-foot screening fence with gates facing Broadway Street would be installed, along with fencing
on the north and south sides of the property, to properly screen outdoor storage from the public
right-of-way. ADA-accessible parking would be provided. Trees would be planted along the rear
(eastern) property boundary to buffer against adjacent unincorporated Will County properties. A
dumpster enclosure and designated material storage areas would also be established. Additionally,
the applicant proposes to install an above-ground fuel tank on the northern portion of the property
for on-site fueling of company vehicles.

Staff concluded that the rezoning and special use requests are consistent with the auto-oriented,
light industrial, and commercial character of the Broadway Street corridor, and that the
improvements would meaningfully enhance the property and contribute to the economic vitality
of the area. Staff did not oppose the requested variation, finding it reasonable given the nature of
the business and existing site conditions. Staff recommended approval subject to nine conditions
of approval as referenced in the September 10, 2026, staff report.

Kurt Fife, owner of Extreme 2017 LLC, was sworn in by Chairman Thomas.

Kurt Fife, owner of Extreme 2017 LLC and operator of Reasonable Tree Experts, provided
background on the business, noting that he has been in the tree service industry for fifty years,
having begun working in the field in 1970s. He described Reasonable Tree Experts as a family
business, with his son Derek—a certified arborist—having been involved in the business for
seventeen to eighteen years. Mr. Fife noted that he is seventy-two years old and is working toward
retirement, with the intention that his son will continue the operation. Mr. Fife and his wife Cynthia
reside in Crest Hill.

Mr. Fife described the business as serving municipal, commercial, and residential clients with tree
removal, tree trimming, stump removal, and lot clearing services. He noted that the business has
worked for both the City of Crest Hill and the City of Joliet, and clarified that the business is not
open to the public for retail sales of trees or plants. He also reflected on the company’s
contributions to the community, including banner installation for the City’s 50th anniversary
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celebration, mulch donations for City entrances and Lidice Park, and the provision of a brush and
wood waste recycling facility that had been particularly valued by the community following storm
events.

Mr. Fife described the survey and plat work as having been conducted by Tom Carroll of Geotech.
He noted that the City had offered to waive connection fees for sewer and water, in recognition of
the significant investment the applicant would be making in site improvements.

Chairman Thomas asked about the customer parking referenced in the staff presentation, noting
that the business is not open to the public. Mr. Fife clarified that the parking spaces would be used
primarily by employees rather than members of the public.

Chairman Thomas also sought confirmation regarding the above-ground fuel tank, noting that
bollards had been discussed as a required protective measure. City Planner Ghaznawi confirmed
that Condition No. 9 of the approval conditions requires compliance with IFC and NFPA standards
as well as approval by the Lockport Township Fire District, the building official, and the state fire
marshal. Condition No. 7 further provides that as part of the final engineering for the building
permits more details will be provided for the proposed above-ground fuel tank. Mr. Fife explained
that the business previously operated two above-ground fuel tanks at its prior location and is
familiar with the regulatory requirements. He noted that the state fire marshal’s permit
requirements include a shutoff switch located one hundred feet from the fuel, physical protection
barriers, and a double-walled tank. Cooper Oil is the company’s established fuel supplier. Mr. Fife
indicated that he had already selected an electrician and that the permitting process was underway.
Director Ritter clarified that final engineering details, including fire and building code compliance,
would be addressed at the building permit stage and were not expected to be fully resolved at the
zoning stage.

Chairman Thomas stated that Mr. Fife is waiting on the City for the water/sewer hook-up, but
asked Mr. Fife for his timing for his business. Mr. Fife stated that he wanted to get started soon.
He stated that he has to bring the crane and log loader into gas stations for fuel, which is dangerous,
expensive and thus not a wise thing to be doing. They need the ability to be able to fuel up at their
property, and they are getting closer to be able to do that.

Commissioner Stanton asked about fencing along the eastern boundary of the property. Mr. Fife
explained that the eastern edge features a significant grade drop into unincorporated Will County
and that there are no adjacent uses requiring separation. City Planner Ghaznawi and Director Ritter
noted that a fence in that location would be of limited practical value given the topography, and
that tree plantings along the rear boundary would serve as a more effective and appropriate buffer.

Commissioner Peterson, who had visited the site earlier in the day, spoke positively about the
project, describing it as exactly the type of development needed on Broadway Street and likening
it to momentum that had already begun in the 1800 block of Broadway with a prior commercial
project approved by the Plan Commission and the City Council. He urged the Commission not to
let the opportunity pass.
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Director Ritter offered broader context, noting that Broadway Street has long been the subject of
discussion regarding its future character and development potential. He described the Reasonable
Tree Experts project as a model for what the City hopes to achieve: a well-screened, landscaped,
code-compliant business occupying a consolidated parcel with a clean frontage, sidewalk, and
green space. Director Ritter expressed hope that this project, along with other emerging
developments on Broadway, will help establish a positive pattern of incremental improvement.

Director Ritter clarified for the record that the connection fee waiver mentioned by Mr. Fife would
need to be formally requested and approved by the City Council as a separate matter, independent
of this zoning application. The City is planning to extend the water main along the east side of
Broadway and install tap connections without requiring a recapture from individual property
owners, which Director Ritter noted would not be economically feasible given the property values
on that corridor.

Chairman Thomas, echoing Commissioner Peterson’s sentiments, expressed enthusiasm for the
project and acknowledged the challenge of developing the historically narrow and irregularly
configured parcels along Broadway Street. He thanked Mr. Fife for his long-standing loyalty to
Crest Hill as a business owner and resident.

Chairman Thomas confirmed for the public record that Mr. Fife had reviewed and agreed to all
nine conditions of approval. Mr. Fife confirmed this.

The Conditions of Approval are as follows: The plans submitted for building permits shall be in
substantial compliance with the plans approved by the City Council and identified below, unless
otherwise noted in the remaining conditions:

1. A 10-foot-wide public sidewalk and utility easement shall be dedicated along the entire
west property line facing Broadway Street, and contiguous parcels under the same
ownership shall be consolidated. A Plat of Subdivision shall be prepared by a licensed
surveyor. The signed and stamped Plat(s) shall be submitted by the property owner in the
required form within 60 days following approval of the Special Use permit and recorded
prior to any exterior storage occurring on-site.

2. Curbed turf area, landscaping, and trees shall be provided along Broadway Street frontage
as part of the proposed site development per the approved plans. This shall encompass the
parkway, subject to IDOT approval, and a minimum of 10 feet inside of the lot frontage.

3. A 5-foot-wide sidewalk shall be installed along Broadway Street frontage. The property
owner shall work with the City to coordinate the sidewalk and landscaping improvements
with the City Water Main Installation. An IDOT permit shall be obtained for any work
within the public right-of-way. Please refer to the IDOT website for more information
regarding the IDOT permit requirements.

4. The property owner shall discontinue and seal the existing septic(s) and water well(s) on
the property and connect to the City’s sewer and water within 6 months following
completion of the City’s water main installation on the property. This requirement may be
extended up to an additional 6 months with approval of the Director of Engineering for
weather, technical, or other delays not caused by the property owner. A permit shall be
obtained from the Will County Public Health Department, in addition to the City of Crest
Hill, to discontinue and seal the existing septic and water wells.
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5. The applicant shall apply for a building permit for the proposed exterior improvements
within ninety (90) days following the approval of the Special Use permit. This requirement
may be extended up to an additional ninety (90) days with approval of the Community
Development Director for weather, technical, or other delays not caused by the property
owner.

6. All required final engineering plans showing a full topographic survey, proposed geometry
and grading, and related supporting project information shall be submitted for final
engineering review and approval in conjunction with the formal building permit application
submitted with this project.

7. All required final engineering and building plans showing location/relocation of the
proposed fuel tank, landscaping details along the Broadway Street frontage and the east
property line, final location of outdoor storage enclosure and dumpster enclosure, and
related supporting project information shall be submitted for final review and approval in
conjunction with the formal building permit application submitted with this project.

8. Proposed outdoor storage enclosure and dumpster enclosure shall maintain a minimum 10
ft setback from the rear and side property lines.

0. The proposed fuel tank location shall be in compliance with the IFC, NFPA, and other
adopted regulations or requirements as directed by the Building Official, Lockport
Township Fire Protection District, and State Fire Marshal.

No members of the public came forward to comment.
Chairman Thomas asked for a Motion to Close the Public Hearing.

(#7) Motion by Commissioner Peterson seconded by Commissioner Flynn, to close the Public
Hearing on case numbers RZ-26-2-9-1, SU-26-8-9-1, and V-26-7-9-1.

On roll call, the vote was:

AYES: Commissioners Peterson, Flynn, Carroll, Stanton, Chairman Thomas.

NAYES: None.

ABSENT: Commissioners Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The Public Hearing was closed at 7:55 p.m.

Chairman Bill Thomas asked for a motion to approve the three requests of Kurt Fife — Extreme
2017 LLC, seeking changes to the Crest Hill Zoning Ordinance and Code of Ordinances for his
contractor-based business known as Reasonable Tree Experts, located at 1618—1626 North
Broadway Street, Crest Hill, based on conformance to the nine conditions referenced in the
September 10, 2026, Plan Commission Staff Report.

(#8) Motion by Commissioner Peterson seconded by Commissioner Stanton, to recommend to the
City Council the conditional Approval of the petitions Preliminary and Final Plat of Subdivision,
RZ-26-2-9-1, SU-26-8-9-1, and V-26-7-9-1.

On roll call, the vote was:

AYES: Commissioners Peterson, Stanton, Carroll, Flynn, Chairman Thomas.

NAYES: None.
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ABSENT: Commissioners Slabozeski.
There being five (5) affirmative votes, the MOTION CARRIED.

The Plan Commission unanimously recommends City Council’s conditional approval of the
Preliminary and Final Plat of Subdivision; the Rezoning of 1618—1620 North Broadway Street
from B-2 to B-3; the Special Use for a contractor-based business known as Reasonable Tree
Experts; and the Variation from Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance
to decrease the required front yard setback for a drive aisle, subject to the project being
implemented in substantial conformance with the nine (9) conditions for approval and application
documents referenced in the September 10, 2026, Plan Commission Staff Report, for Petition Case
# RZ-26-2-9-1, Case # SU-26-8-9-1, and Case # V-26-7-9-1.

This recommendation will be forwarded to the City Council;, keep in mind that the Plan
Commission is a recommendation body only. The City Council will tentatively hear this case at
the September 28, 2026, Workshop and the October 5, 2026, City Council meeting for final
consideration.

OTHER BUSINESS: There was no other business.

PUBLIC COMMENTS: There were no public comments.

STAFF UPDATES:

Community Development Director Dan Ritter provided the following updates:

Comprehensive Plan Update: The first draft of the comprehensive plan update was received from
the consultant (Houseal Lavigne) and will undergo internal staff review. Public engagement
activities, including a community open house and Plan Commission review sessions, are
anticipated in late September and October, with a formal recommendation and City Council
adoption to follow.

Seasons of Crest Hill: A groundbreaking ceremony scheduled for September 9th was rained out
and is expected to be rescheduled for October. Construction is underway, with the developer
having obtained permits and begun on-site work. The development will bring high-end apartments
with a road network, open space, clubhouse, and pool to Crest Hill.

Quick Trip / Former Village Hall Demolition: The electrical disconnection of the former City Hall
building was completed, clearing the way for a demolition permit to be obtained. The developer’s
goal is to demolish the former city hall before the end of September. Staff noted plans to salvage
bricks or other sentimental materials from the structure prior to demolition.

Sign Code: The updated signage code was adopted by the City Council and is now in effect,
covering ground signs, wall signs, and temporary signs. Director Ritter recognized City Planner
Atefa Ghaznawi for her substantial work on the update and noted that further code modernization
efforts would continue.

Crest Hill Commons (City Center Park): Zoning for the Crest Hill Commons adjacent to City Hall
was approved by the City Council, and the Phase 1 work has been bid out. Phase 1 will include
playground installation, walkways, entrance features, retaining walls, and a parking lot. Stakes are
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already visible on site. The space is expected to become usable during 2027, with completion of
full buildout anticipated in subsequent phases.

There being no further business before the Commission, a motion for adjournment was in order.

(#9) Motion by Commissioner Peterson seconded by Commissioner Carroll, to adjourn the
September 10, 2026, Plan Commission meeting.

On roll call, the vote was:

AYES: Commissioners Peterson, Carroll, Flynn, Stanton, Chairman Thomas.

NAYES: None.

ABSENT: Commissioners Slabozeski.

There being five (5) affirmative votes, the MOTION CARRIED.

The meeting was adjourned at 8:04 p.m.

As approved this day of . 2026.
As presented
As amended

BILL THOMAS, COMMISSION CHAIRMAN
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ORDINANCE NO.

AN ORDINANCE APPROVING FINAL PLAT OF SUBDIVISION, REZONING, AND
SPECIAL USE PERMIT FOR A CONTRACTOR-BASED BUSINESS KNOWN AS
REASONABLE TREE EXPERTS, AND REQUESTED VARIATION FROM THE
CREST HILL ZONING ORDINANCE WITH RESPECT TO CERTAIN REAL
PROPERTY LOCATED AT 1618-1626 N. BROADWAY STREET IN CREST HILL,
ILLINOIS (APPLICATION OF KURT FIFE - EXTREME 2017 LLC)

WHEREAS, the Illinois Municipal Code, 65 ILCS 5/11-13-5 (the “Code”) authorizes the
corporate authorities to vary the application of its local zoning requirements “in harmony with
their general purpose and intent and in accordance with general or specific rules therein contained
in cases where there are practical difficulties or particular hardship in the way of carrying out the
strict letter of any of those regulations relating to the use, construction, or alteration of buildings
or structures or the use of land;” and

WHEREAS, the Code states that Plat of Subdivision, Rezoning, Special Use, and
Variation requests shall be permitted only upon making certain findings pursuant to requirements
listed in the Code; and

WHEREAS, the City of Crest Hill (“City”) has enacted procedures, requirements, and
standards for Zoning Map Amendment (Rezoning) in Section 12.8-5 of the Crest Hill Zoning
Ordinance; and

WHEREAS, the City has enacted procedures, requirements, and standards for Special Use
in Section 12.7-6 of the Crest Hill Zoning Ordinance; and

WHEREAS, the City of Crest Hill (“City”) has enacted procedures, requirements, and
standards for Variations from its zoning requirements in Section 12.6-2 of the Crest Hill Zoning
Ordinance; and

WHEREAS, the City has enacted procedures, requirements, and standards for Plats of
Subdivision in Chapter 15.32 Subdivision Regulations of the Crest Hill Code of Ordinances; and

WHEREAS, Kurt Fife - Extreme 2017 LLC (the “Applicant”) is the owner of the real
property located at 1618-1626 N Broadway Street in the City of Crest Hill, Illinois, bearing PINs
11-04-33-412-034-0000; 11-04-33-412-033-0000; 11-04-33-412-032-0000; 11-04-33-412-045-
0000; and 11-04-33-412-029-0000, which is legally described in Exhibit A-1 attached hereto (the
“Property”); and

WHEREAS, the Applicant has filed an application requesting approval of Preliminary and
Final Plat of Subdivision, Rezoning of the Property from B-2 to B-3, a Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and a Parking Setback Variation
from the Crest Hill Zoning Ordinance (the “Application); and

Iltem 1.

267




WHEREAS, the Crest Hill Plan Commission, after proper notice thereof given, conducted
a public hearing on the Application on September 10, 2026; and

WHEREAS, based on the evidence presented at the public hearing and upon making the
following findings, which are more fully detailed in the Findings and Decision attached hereto as
Exhibit A, the Plan Commission on September 10, 2026 recommended conditional approval of the
requested Preliminary and Final Plat of Subdivision, Rezoning, Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and requested Parking Setback
Variation outlined in Exhibit A-2, and as follows:

A. The Preliminary and Final Plat of Subdivision, Rezoning, Special Use Permit, and
requested Variation are in harmony with the general purpose and intent of the Zoning
Ordinance; and

B. The establishment, maintenance, or operation of the Special Use will not be detrimental
to or endanger the public health, safety, or general welfare, and the special use will not
be injurious to the use and enjoyment of other property in the immediate vicinity for
the purposes already permitted, nor substantially diminish and impair property values
within the neighborhood; and

C. The plight of the Applicant is due to unique circumstances and thus strict enforcement
of the Crest Hill Zoning Ordinance would result in practical difficulties or impose
exceptional hardships due to the special and unusual conditions that are not generally
found on other properties in the same zoning district; and

D. The Property cannot yield a reasonable return for the proposed commercial uses if
permitted to be used only under the conditions allowed by the Zoning Ordinance; and

E. The Preliminary and Final Plat of Subdivision, Rezoning, Special Use Permit, and
requested Variation, if granted, will not alter the essential character of the locality and
will not be a substantial detriment to adjacent properties; and

WHEREAS, the Plan Commission’s recommendation to approve the Preliminary and
Final Plat of Subdivision, Rezoning the Property from B-2 to B-3, a Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and requested Parking Setback
Variation, as listed in Exhibit A-2 was made subject to the project being implemented in substantial
conformance with the nine (9) conditions for approval and the application documents referenced
in the September 10, 2026, Community Development Department Staff Report attached hereto as
Exhibit A-3 (the “Staff Report™); and

WHEREAS, the City Council has examined the September 10, 2026, Findings and
Decision of the Plan Commission and has considered the presentations and arguments of the
Applicant at a regularly scheduled open meeting; and

WHEREAS, the City Council finds that it is in the best interests of the City that the
recommendation of the Plan Commission be adopted and that the Application be granted subject
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to the project being implemented in substantial conformance with the nine (9) conditions for
approval and application documents referenced in the Staff Report; and

NOW, THEREFORE, BE IT ORDAINED by the City Council of the City of Crest
Hill, Will County, Illinois, as follows:

SECTION 1: The Preambles of this Ordinance are incorporated herein by reference.

SECTION 2:That the City Council hereby adopts and ratifies the Findings and Decision of the
Plan Commission, attached hereto and incorporated by reference herein as Exhibit
A, as the findings and decision of the City Council in relation to the Application.

SECTION 3: The Preliminary and Final Plat of Subdivision, Rezoning the Property from B-2 to
B-3, a Special Use Permit for a Contractor-Based Business known as Reasonable
Tree Experts, and a Parking Setback Variation request listed in Exhibit A-2 are
hereby granted and approved subject to the project being implemented in
substantial conformance with the following nine (9) conditions for approval and
application documents referenced in the September 10, 2026, Community
Development Staff Report for the petitions Preliminary and Final Plat of
Subdivision, Case #RZ-26-2-9-1, Case #SU-26-8-9-1, and Case #V-26-7-9-1:

1. A 10-foot-wide public sidewalk and utility easement shall be dedicated along
the entire west property line facing Broadway Street, and contiguous parcels
under the same ownership shall be consolidated. A Plat of Subdivision shall be
prepared by a licensed surveyor. The signed and stamped Plat(s) shall be
submitted by the property owner in the required form within 60 days following
approval of the Special Use permit and recorded prior to any exterior storage
occurring on-site.

2. Curbed turf area, landscaping, and trees shall be provided along Broadway
Street frontage as part of the proposed site development per the approved plans.
This shall encompass the parkway, subject to IDOT approval, and a minimum
of 10 feet inside of the lot frontage.

3. A 5-foot-wide sidewalk shall be installed along Broadway Street frontage. The
property owner shall work with the City to coordinate the sidewalk and
landscaping improvements with the City Water Main Installation. An IDOT
permit shall be obtained for any work within the public right-of-way. Please
refer to the IDOT website for more information regarding the IDOT permit
requirements.

4. The property owner shall discontinue and seal the existing septic(s) and water
well(s) on the property and connect to the City’s sewer and water within 6
months following completion of the City’s water main installation on the
property. This requirement may be extended up to an additional 6 months with
approval of the Director of Engineering for weather, technical, or other delays
not caused by the property owner. A permit shall be obtained from the Will
County Public Health Department, in addition to the City of Crest Hill, to
discontinue and seal the existing septic and water wells.
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SECTION 4:

SECTION 5:

The applicant shall apply for a building permit for the proposed exterior
improvements within ninety (90) days following the approval of the Special
Use permit. This requirement may be extended up to an additional ninety (90)
days with approval of the Community Development Director for weather,
technical, or other delays not caused by the property owner.

. All required final engineering plans showing a full topographic survey,

proposed geometry and grading, and related supporting project information
shall be submitted for final engineering review and approval in conjunction with
the formal building permit application submitted with this project.

. All required final engineering and building plans showing location/relocation

of the proposed fuel tank, landscaping details along the Broadway Street
frontage and the east property line, final location of outdoor storage enclosure
and dumpster enclosure, and related supporting project information shall be
submitted for final review and approval in conjunction with the formal building
permit application submitted with this project.

. Proposed outdoor storage enclosure and dumpster enclosure shall maintain a

minimum 10 ft setback from the rear and side property lines.

The proposed fuel tank location shall be in compliance with the IFC, NFPA,
and other adopted regulations or requirements as directed by the Building
Official, Lockport Township Fire Protection District, and State Fire Marshal.

This Ordinance shall become effective only upon the Applicant executing and
submitting to the City the Unconditional Agreement and Consent attached hereto
as Exhibit A-4, within 60 days of the passage of this Ordinance. If the
Unconditional Agreement and Consent is not executed within 60 days, this
Ordinance shall have no force and effect and shall be subject to repeal by the City
Council without further notice or hearing due to the Applicant.

The City Clerk is hereby authorized and directed to record a copy of this Ordinance
against the Subject Property, and further to annotate the Rezoning and Special Use
Permit granted hereby on the Crest Hill Official Zoning Map.

SECTION 6: This Ordinance shall take effect upon its passage according to law.

[Left Intentionally Blank]
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PASSED THIS 5™ DAY OF OCTOBER, 2026

Aye Nay Absent Abstain
Alderman Scott Dyke

Iltem 1.

Alderman Angelo Deserio

Alderwoman Claudia Gazal

Alderman Darrell Jefferson

Alderperson Tina Oberlin

Alderman Mark Cipiti

Alderman Nate Albert

Alderman Joe Kubal

Mayor Raymond R. Soliman

Christine Vershay-Hall, City Clerk

APPROVED THIS 5™ DAY OF OCTOBER, 2026.

Raymond R Soliman, Mayor

ATTEST:

Christine Vershay-Hall, City Clerk
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EXHIBIT A

FINDINGS AND DECISION OF THE
PLAN COMMISSION AS TO PETITIONS PRELIMINARY AND FINAL PLAT OF
SUBDIVISION, CASE NO. RZ-26-2-9-1, CASE NO. SU-26-8-9-1, AND CASE NO. V-26-7-9-1
APPLICATION OF KURT FIFE - EXTREME 2017 LLC FOR PRELIMINARY AND FINAL
PLAT OF SUBDIVISION, REZONING, SPECIAL USE PERMIT FOR A CONTRACTOR-
BASED BUSINESS KNOWN AS REASONABLE TREE EXPERTS, AND A PARKING
SETBACK VARIATION FROM THE CREST HILL ZONING ORDINANCE ON PROPERTY
LOCATED AT 1616-1626 N. BROADWAY STREET IN THE CITY OF CREST HILL,
ILLINOIS.

THIS APPLICATION, coming before the Plan Commission for hearing and decision, and the Plan
Commission having heard the evidence in support and opposition to the application at a regularly scheduled
meeting held on September 10, 2026, being fully advised on the premises, THE COMMISSION HEREBY
MAKES THE FOLLOWING FINDINGS:

A. That the applicant, Kurt Fife - Extreme 2017 LLC is the owner of the real property located
at 1618-1626 N. Broadway Street in the City of Crest Hill, Illinois, bearing PINs 11-04-33-412-034-0000;
11-04-33-412-033-0000; 11-04-33-412-032-0000; 11-04-33-412-045-0000; and 11-04-33-412-029-0000;

B. That the Application seeks approval of Preliminary and Final Plat of Subdivision, Rezoning
1618-1620 N Broadway St. from B-2 to B-3, a Special Use Permit for a Contractor-Based Business known
as Reasonable Tree Experts, and a Parking Setback Variation from the Crest Hill Zoning Ordinance for the
property described in the application, commonly known as 1618-1626 N. Broadway Street in Crest Hill,
[linois (the “Property”), with PINs 11-04-33-412-034-0000; 11-04-33-412-033-0000; 11-04-33-412-032-
0000; 11-04-33-412-045-0000; and 11-04-33-412-029-0000, which is legally described in Exhibit A-1,
attached hereto and incorporated herein by reference;

C. That the Application seeks approval of a Variation from Section 11.5 Parking Setbacks of
the Crest Hill Zoning Ordinance to decrease the required front yard setback for a drive aisle adjacent to an
existing building;

D. That the Property is zoned B-2 and B-3;

E. That the Application was properly submitted and notice of the Application and the public
hearing were properly made;

F. That no interested parties filed their written appearance herein;

G. That the public hearing was opened and called to order on September 10, 2026, and the
applicant presented evidence and arguments in support of its application on September 10, 2026;

H. That the rules adopted by the Plan Commission for the conduct of public hearings by the
Plan Commission were duly followed and observed,
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L. That the proposed Preliminary and Final Plat of Subdivision, Rezoning, a Special Use
Permit for a Contractor-Based Business known as Reasonable Tree Experts, and Parking Setback Variation
requested, as considered under Sections 12.8-5, 12.7-6, and 12.6-2 of the Zoning Ordinance meet the
thirteen (13) standards for Rezoning, the six (6) standards for Special Use , and the three (3) standards for
the granting of a Variation as well as the supplemental considerations set forth in subsections 12.6-2(1)-(8)
of the Zoning Ordinance;

THEREFORE, IT IS THE DECISION OF THE PLAN COMMISSION OF THE CITY OF
CREST HILL, ILLINOIS, BASED UPON THE EVIDENCE HEARD BY SAME AND
ARGUMENTS AND SUGGESTIONS HEARD AT THE PUBLIC HEARING, AND HAVING
DULY CONSIDERED THE MANDATES AND STANDARDS AS SET FORTH IN THE CITY OF
CREST HILL, ILLINOIS ZONING ORDINANCE FOR THE GRANTING OF PRELIMINARY
AND FINAL PLAT OF SUBDIVISION, REZONING, SPECIAL USE PERMIT, AND VARIATION
AS FOLLOWS:

1. That the approval of the application of Kurt Fife - Extreme 2017 LLC for Preliminary and Final
Plat of Subdivision, Rezoning 1618-1620 N Broadway St. from B-2 to B-3, a Special Use Permit for a
Contractor-Based Business known as Reasonable Tree Experts, and a Parking Setback Variation as listed
in the attached Exhibit A-2 for the Property located at 1618-1626 N Broadway Street in Crest Hill, Illinois
with PINs 11-04-33-412-034-0000; 11-04-33-412-033-0000; 11-04-33-412-032-0000; 11-04-33-412-045-
0000; and 11-04-33-412-029-0000 is supported by the evidence adduced;

2. Itis therefore the recommendation of the City of Crest Hill Plan Commission that the application
for Preliminary and Final Plat of Subdivision, Rezoning, a Special Use Permit for a Contractor-Based
Business known as Reasonable Tree Experts, and requested Parking Setback Variation be granted subject
to the project being implemented in substantial conformance with the following nine (9) conditions for
approval and application documents referenced in the September 10, 2026, Community Development Staff
Report for this request, as follows:

1. A 10-foot-wide public sidewalk and utility easement shall be dedicated along the entire
west property line facing Broadway Street, and contiguous parcels under the same
ownership shall be consolidated. A Plat of Subdivision shall be prepared by a licensed
surveyor. The signed and stamped Plat(s) shall be submitted by the property owner in the
required form within 60 days following approval of the Special Use permit and recorded
prior to any exterior storage occurring on-site.

2. Curbed turf area, landscaping, and trees shall be provided along Broadway Street frontage
as part of the proposed site development per the approved plans. This shall encompass the
parkway, subject to IDOT approval, and a minimum of 10 feet inside of the lot frontage.

3. A 5-foot-wide sidewalk shall be installed along Broadway Street frontage. The property
owner shall work with the City to coordinate the sidewalk and landscaping improvements
with the City Water Main Installation. An IDOT permit shall be obtained for any work
within the public right-of-way. Please refer to the IDOT website for more information
regarding the IDOT permit requirements.

4. The property owner shall discontinue and seal the existing septic(s) and water well(s) on
the property and connect to the City’s sewer and water within 6 months following
completion of the City’s water main installation on the property. This requirement may be
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extended up to an additional 6 months with approval of the Director of Engineering for
weather, technical, or other delays not caused by the property owner. A permit shall be
obtained from the Will County Public Health Department, in addition to the City of Crest
Hill, to discontinue and seal the existing septic and water wells.

The applicant shall apply for a building permit for the proposed exterior improvements
within ninety (90) days following the approval of the Special Use permit. This requirement
may be extended up to an additional ninety (90) days with approval of the Community
Development Director for weather, technical, or other delays not caused by the property
owner.

All required final engineering plans showing a full topographic survey, proposed geometry
and grading, and related supporting project information shall be submitted for final
engineering review and approval in conjunction with the formal building permit application
submitted with this project.

All required final engineering and building plans showing location/relocation of the
proposed fuel tank, landscaping details along the Broadway Street frontage and the east
property line, final location of outdoor storage enclosure and dumpster enclosure, and
related supporting project information shall be submitted for final review and approval in
conjunction with the formal building permit application submitted with this project.
Proposed outdoor storage enclosure and dumpster enclosure shall maintain a minimum 10
ft setback from the rear and side property lines.

The proposed fuel tank location shall be in compliance with the IFC, NFPA, and other
adopted regulations or requirements as directed by the Building Official, Lockport
Township Fire Protection District, and State Fire Marshal.

[Left Intentionally Blank]
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Adopted by the Plan Commission of the City of Crest Hill, Illinois, this 10th Day of September,

2026 upon the following voice vote:

Commissioner Bill Thomas
Commissioner Ken Carroll
Commissioner Cheryl Slabozeski
Commissioner Marty Flynn
Commissioner Jeff Peterson
Commissioner John Stanton

Approved:

Iltem 1.

Aye Nay Absent Abstain
_ X
_ X
X
_ X
_ X
X

Bill Thomas, Chairman

Attest:

Christine Vershay-Hall, City Clerk
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EXHIBIT A-1
LEGAL DESCRIPTION

PROPERTY ADDRESS: 1618-1626 N BROADWAY STREET, CREST HILL, IL, 60403

PERMANENT INDEX NOs: 11-04-33-412-034-0000; 11-04-33-412-033-0000; 11-04-33-412-
032-0000; 11-04-33-412-045-0000; and 11-04-33-412-029-0000

LEGAL DESCRIPTION:

REASONABLE TREE SUBDIVISION, THAT PART OF THE WEST HALF OF THE
SOUTHWEST QUARTER OF SECTION 33, TOWNSHIP 36 NORTH, RANGE 10 EAST OF
THE THIRD PRINCIPAL MERIDIAN, IN WILL COUNTY, ILLINOIS.
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EXHIBIT A-2
1618-1626 N BROADWAY ST — LIST OF REQUESTED VARIATION

Crest Hill Zoning Ordinance, Section 11.5 Parking Setbacks:

(1) Minimum required front yard setback for parking and drive aisle is 10 feet in B-3 Zoning
District. Proposed front yard setback for a drive aisle is 5 feet.
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EXHIBIT A-3

September 10, 2026 Community Development Department Staff Report
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EXHIBIT A-4
UNCONDITIONAL AGREEMENT AND CONSENT

TO: The City of Crest Hill, Illinois (" City"):

WHEREAS, KURT FIFE - EXTREME 2017 LLC is the owner of the real property located
at 1618-1626 N. Broadway Street in the City of Crest Hill, Illinois, bearing PINs 11-04-33-412-
034-0000; 11-04-33-412-033-0000; 11-04-33-412-032-0000; 11-04-33-412-045-0000; and 11-04-
33-412-029-0000 (the “Subject Property”) and has applied for and been granted Preliminary and
Final Plat of Subdivision, Rezoning 1618-1620 N Broadway Street from B-2 to B-3, a Special Use
Permit for a Contractor-Based Business known as Reasonable Tree Experts, and requested Parking
Setback Variation from the City of Crest Hill Zoning Ordinance; and

WHEREAS, Ordinance No. , approved and passed by the Crest Hill City
Council on October 5, 2026, ("the Ordinance"), approved Preliminary and Final Plat of
Subdivision, Rezoning 1618-1620 N Broadway Street from B-2 to B-3, a Special Use Permit for
a Contractor-Based Business known as Reasonable Tree Experts, and requested Parking Setback
Variation from the City of Crest Hill Zoning Ordinance, subject to nine (9) conditions; and

WHEREAS, Section 4 of the Ordinance provides, among other things, that the Ordinance
shall not take effect, and subject to repeal unless and until KURT FIFE - EXTREME 2017 LLC
has executed, within 60 days following the passage of the Ordinance, this Unconditional
Agreement and Consent to accept and abide by all the terms, conditions, and limitations set forth
in the Ordinance.

NOW, THEREFORE, KURT FIFE - EXTREME 2017 LLC hereby agrees, warrants, and
covenants as follows:

1. That KURT FIFE - EXTREME 2017 LLC is the legal owner of the Subject Property and
that KURT FIFE has the authority to execute this Unconditional Agreement and Consent on
behalf of EXTREME 2017 LLC.

2. That the Owner hereby unconditionally agrees to, accepts, consents to, and will abide by
all terms, conditions, limitations, restrictions, and provisions of the Ordinance.

3. That the Owner acknowledges that all required public notices and hearings have been
properly given and held with respect to the application process and passage of the Ordinance,
understands and has considered the possibility of revocation or repeal of the Ordinance as a result
of violation of its terms or failure to abide by the conditions set forth in the Ordinance, and agrees,
covenants and warrants that it will not challenge any such revocation on the basis of any procedural
infirmity or a denial of any procedural right, provided that the City will provide the Owner with
written notice of the City’s intent to Repeal or Revoke the Ordinance.

4. That the Owner acknowledges and agrees that the City shall not be in any way liable for
any damages or injuries that may be sustained as a result of the City's granting of the Preliminary
and Final Plat of Subdivision, Rezoning, Special Use Permit, and Variation, or its passage of the
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Ordinance, and that the City's approvals do not, and will not, in any way be deemed to insure it
against damage or injury of any kind at any time.

5. That the Owner hereby agrees to release, defend, indemnify, and hold harmless the City of
Crest Hill, its corporate authorities, elected and appointed officials, officers, employees, agents,
representatives, and attorneys from any and all claims that may, at any time, be asserted against
them in connection with (a) the City's review and approval of the Preliminary and Final Plat of
Subdivision, Rezoning, Special Use Permit, and Parking Setback Variation, and any plans and
issuance of any other permits, (b) the City's passage of the Ordinance, and (c) the maintenance and
use of the Property as authorized by the Ordinance.

6. The undersigned is an authorized representative of the Owner duly authorized and
empowered to execute this Unconditional Agreement and Consent on behalf of the Owner.

[Signature page to follow]
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OWNER: KURT FIFE - EXTREME 2017 LLC

By:

Its:

SUBSCRIBED and SWORN to before me

this day of

Notary Public

, 2026.
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Crest el

CITY OF NEIGHBORS

To: Plan Commission
From: Atefa Ghaznawi, AICP, LEED AP, City Planner
Daniel Ritter, AICP, Community Development Director
Date: September 10, 2026
Re: 1618-1626 N Broadway Street, Plat of Subdivision, Rezone 1618-1620 N Broadway St

from B-2 to B-3 (Case # RZ-26-2-9-1); Special Use for a Contractor-Based Business
known as Reasonable Tree Experts (Case # SU-26-8-9-1); and a Variation request
from Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance to Decrease the
Required Front Yard Setback for a Drive Aisle (Case # V-26-7-9-1)

Project Details

Iltem 1.

Project:

Preliminary and Final Plat of Subdivision to Consolidate Five (5) Parcels into
One (1) Parcel and Dedicate Utility and Sidewalk Easement; Rezone 1618-
1620 N Broadway St from B-2 to B-3; Special Use for a Contractor-Based
Business known as Reasonable Tree Experts; and a Variation Request from
Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance to
Decrease the Required Front Yard Setback for a Drive Aisle.

Applicant: Kurt Fife - Extreme 2017 LLC

Requests: Special approvals from the City of Crest Hill Zoning Ordinance and Code of
Ordinances for Preliminary and Final Plat of Subdivision to Consolidate Five
(5) Parcels into One (1) Parcel and Dedicate Utility and Sidewalk Easement;
Rezone 1618-1620 N Broadway St from B-2 to B-3; Special Use for a
Contractor-Based Business known as Reasonable Tree Experts; and a
Variation Request from Section 11.5 Parking Setbacks of the Crest Hill Zoning
Ordinance to Decrease the Required Front Yard Setback for a Drive Aisle.

Location: 1618-1626 N Broadway Street (the “Subject Property”)

Site Details

Lot Size: Approximately 0.92 Acre

Existing Zoning:

Existing
Improvements:

B-2 General Business District & B-3 Business Service District

Approx. 2,400 SF & 960 SF two existing one-story commercial buildings,
and existing pavement and driveways
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1618-1626 N Broadway St - Plan Commission Staff Report September 10, 2026

Surrounding Zoning and Land Use Summary
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Land Use Comp Plan Zoning
Subject Parcels Commercial, Landscaplng Mixed-Use/Flex B-2, B-3
Contractor-Based Business
North HVAC Contractor-Based Mixed-Use/Flex B-2
Business
South Auto Repair Mixed-Use/Flex, B-2
Heavy Industrial
East Industrial, Truck Parking and . Unincorporated, Will
. Heavy Industrial
Repair County
West HVAC Contractor-Based Local Commercial, B-1, B-3, R-1
Business, Car Dealership, Mixed-Use/Flex

Auto Repair, Single-Family

Detached Residence

Exhibits
Application documents submitted by Applicant include:

Exhibit D — Application for Development 2026-07-31

Exhibit E — Legal Description 2026-08-03

Exhibit F — List of Requested Variations 2026-08-03

Exhibit G — Project Narrative 2026-08-03

Exhibit H — Response to Standards for Variation

Exhibit | — Response to Standards for Special Use

Exhibit J — Response to Standards for Rezoning

Exhibit K — Proposed Site Plan prepared by Geotech Inc. last revised 2026-08-20
Exhibit L — Plat of Subdivision prepared by Geotech Inc. last revised 2026-08-20

©CoOoNOORWN >

Application Background and Project Summary

Kurt Fife - Extreme 2017 LLC (the Applicant) is the owner of Reasonable Tree Experts and the
Subject Property located at 1618-1626 N Broadway Street, Crest Hill. The Applicant is proposing
to operate a landscaping contractor-based business on the property that will include outdoor
storage and an above-ground fuel tank for fueling the business vehicles on site. The applicant is
proposing to redevelop the property and improve it to more closely meet the city’s current
standards for development and meet screening and landscaping requirements. Reasonable Tree
Experts was founded in 1976, and the business specializes in difficult tree removal, tree trimming,
stump grinding and removal, consultation, and lot clearing for municipal, residential and
commercial properties with certified arborists. The proposed hours of operation are Monday —
Friday 7:00 AM — 7:00 PM, Saturday 7:00 AM — 2:00 PM, and Sunday Closed.

The proposal includes Preliminary and Final Plat of Subdivision to consolidate five (5) parcels into
one (1) parcel and dedicate utility and sidewalk easement; rezone 1618-1620 N Broadway St
from B-2 to B-3; Special Use for a Contractor-Based Business known as Reasonable Tree
Experts; and a Variation request from Section 11.5 Parking Setbacks of the Crest Hill Zoning
Ordinance to decrease the required front yard setback for a drive aisle adjacent to an existing
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building. The existing legal non-confirming physical attributes of the Subject Property will remain
unchanged. Additionally, the applicant will discontinue and seal the existing septic and water wells
on the property and connect to the City’s water and sewer, and install sidewalk and landscaping
improvements along Broadway Street as part of this project.

Figure 1: Location Map of 1618-1626 N Broadway Street (the Subject Property)
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Proposed Exterior Improvements

e Construct new driveways and rear parking lot; install new gates facing Broadway Street;
install fencing along the west, north and south of the Subject Property; install an above-
ground fuel tank for fueling the business vehicles on site; discontinue and seal the existing
septic and water wells on the property and connect to the City’s water and sewer, after
the City work is completed to extend the water main; and install sidewalk and landscaping
improvements along Broadway Street.

Summary of Requested Petitions
The Applicant is seeking approval for the following petitions:

(i)  Preliminary and Final Plat of Subdivision to consolidate five (5) parcels into one (1)
parcel and dedicate 10 feet Utility and Sidewalk Easement

(i) Rezone 1618-1620 N Broadway St from B-2 (General Business District) to B-3 (Business
Service District)

(i)  Special Use for a Contractor-Based Business

(iv) A Variation from Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance to
Decrease the Required Front Yard Setback for a Drive Aisle
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Staff Analysis

Overall, the proposed Contractor-Based Business for the commercially zoned Subject Property
is consistent with other existing automotive and commercial activities on the Broadway Street
commercial corridor. The proposed Special Use permitted by the proposed rezoning is
appropriate for a Contractor-Based Business, given the functional characteristics of the area and
the nature of the operations. Contractor-Based Businesses typically involve limited on-site
customer traffic, with activity primarily consisting of administrative functions, equipment storage,
and dispatching of vehicles to off-site job locations. As such, Contractor-Based Businesses are
generally compatible with areas that accommodate light industrial, service commercial, or
transitional land uses.

The Subject Property is located on the Broadway Street commercial corridor, which
accommodates a mix of uses that range from service commercial, warehouse, light industrial, and
residential uses. A Contractor-Based Business is consistent with this pattern and represents a
low- to moderate-intensity use that can coexist with other permitted and existing uses on
Broadway Street. The nature of the operation—primarily involving office functions, storage, and
dispatching—does not preclude or conflict with future development opportunities on adjacent
properties. Additionally, Contractor-Based Businesses often serve the local community, providing
essential services that benefit nearby residential and commercial properties. Given these factors,
the proposed rezoning and Special Use will allow for a use that aligns with the existing and
planned character of the neighborhood, while maintaining compatibility with surrounding land
uses and supporting economic activity.

With respect to the public services, the anticipated demand is expected to be minimal and well
within the capacity of existing infrastructure and municipal service providers. Services such as fire
protection, utilities, and roadway networks are already in place to serve similar commercial or light
industrial uses in the area. The Subject Property will benefit from the City’s water main extension
to the east side of Broadway Street, by dedicating utility and sidewalk easements on the property,
sealing the existing septic and water wells, and connecting to the City’s water and sewer utilities.
In addition, the productive reuse of the existing commercial property will contribute to the overall
stability and attractiveness of the area, supporting continued reinvestment and improvement
along Broadway Street. Accordingly, the proposed rezoning and Special Use will not interfere
with, but rather support, the planned and anticipated development of the surrounding area.

The Variation request to decrease the required front yard setback for a drive aisle adjacent to an
existing building if granted, will not alter the essential character of the neighborhood. The
operational needs of a Contractor-Based Business for maneuvering and accessing the existing
commercial building will require a site layout that is often constrained by strict front yard setback
requirements. Under the current regulations, the developable area will be significantly reduced,
limiting the ability to develop the site in a manner that can support efficient operations. As a result,
the property will be restricted to a layout that is impractical or economically unfeasible for a
Contractor-Based Business, thereby diminishing its utility and marketability. The inability to
reasonably accommodate necessary improvements and operational features will prevent the
property from achieving a viable return under the existing zoning regulations in the B-3 Zoning
District. Accordingly, relief from the required front yard setback for a drive aisle is necessary to
enable a reasonable and functional use of the property for a Contractor-Based Business,
consistent with its physical characteristics and intended purpose.
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Staff feedback on specific aspects of the requested approvals

¢ Crest Hill Zoning Ordinance, Section 11.5 Parking Setbacks

(i) Minimum required front yard setback for parking and drive aisle is 10 feet in B-3 Zoning
District. Proposed front yard setback for a drive aisle is 5 feet.

Staff reviewed the proposed project with respect to the applicable City regulations. The Crest Hill
Zoning Ordinance classifies Contractor-Based Businesses as Special Use in the B-3 Business
Service District. To operate the proposed Contractor-Based Business, 1618-1620 N Broadway St
must be rezoned from B-2 General Business District to B-3 Business Service District, and a
Special Use permit and the above-mentioned Variation request be granted.

Variation Approval Standards and Findings

Section 12.6-2 of the Zoning Ordinance states the Plan Commission shall recommend, and the
City Council shall grant a Variation only when it shall have been determined, and recorded in
writing, that all of the following standards are complied with. Staff has drafted the following findings
of fact identified in bold italic font. These drafted findings can be modified or changed as the Plan
Commission deems fit and based on the specific findings from the public hearing.

1. That the property in question cannot yield a reasonable return if permitted to be used only
under the conditions allowed by the regulations in that zone.
The property in question cannot yield a reasonable return if limited to compliance
with the front yard setback regulations for parking and drive aisles in the B-3 Zoning
District as currently applied to a Contractor-Based Business. The operational needs
of a Contractor-Based Business for maneuvering and accessing the existing
commercial building and established setbacks will require a site layout that is often
constrained by strict setback requirements. Under the current regulations, the
developable area will be significantly reduced, limiting the ability to redevelop the
site in a manner that can support efficient operations.

As a result, the property will be restricted to a layout that is impractical and
economically unfeasible for a Contractor-Based Business, thereby diminishing its
utility and marketability. The inability to reasonably accommodate necessary
improvements and operational features will prevent the property from achieving a
viable return under the existing zoning constraints. Accordingly, relief from the
front yard setback regulations for a drive aisle is necessary to enable a reasonable
and functional use of the property for a Contractor-Based Business, consistent with
its physical characteristics and intended purpose.

2. That the plight of the owner is due to unique circumstances.

The plight of the owner is due to unique circumstances related to the physical
characteristics of the property and the operational requirements of a Contractor-
Based Business, rather than any conditions created by the owner. The Subject
Property will be constrained by factors such as the location of the existing building,
limited lot depth, and the location of the existing and proposed utility infrastructure,
all of which can significantly restrict the developable area under the standard
setback requirements for parking and drive aisle in the B-3 Zoning District. These
constraints will make it difficult to configure the site in a manner that
accommodates the functional needs of a Contractor-Based Business, including
vehicle maneuvering and internal circulation.
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When combined with strict setback limitations, these requirements can create
conditions that are not reasonably adaptable to the standard development patterns.
Accordingly, the hardship experienced by the property owner arises from these
unique physical and regulatory circumstances, which limit the practical use of the
Subject Property for an otherwise appropriate and permitted type of business,
rather than from any self-created conditions.

3. That the variation, if granted, will not alter the essential character of the locality.

The requested Variation, if granted, will not alter the essential character of the
locality. The relief sought is limited to an adjustment in front yard setback
requirements for a drive aisle to accommodate a Contractor-Based Business, a use
that is generally low- to moderate-intensity in nature. The primary functions of such
a business—office operations, vehicle parking, and equipment storage—will be
designed and operated in a manner that is consistent with the surrounding
development patterns. The Variation requested will not introduce a new or more
intensive use to the area than already exists, nor is the development inconsistent
with the existing character of the Broadway Street Commercial Corridor and the
nearby properties. Any potential visual or operational impacts associated with the
proposed Contractor-Based Business will be effectively mitigated through site
design measures such as improved landscaping, fencing, screening, and organized
outdoor storage.

Furthermore, the surrounding area along Broadway Street includes a mix of
residential, commercial, service-oriented and light industrial uses, where similar
flexibility in site design is often necessary to accommodate practical development
needs. The proposed Variation will allow the property to function efficiently while
maintaining compatibility with the adjacent properties. Accordingly, the approval of
the Variation from front yard setback requirements for a drive aisle will not change
the essential character of the locality, but will instead allow the property to be
developed in a manner that is both functional and consistent with the surrounding
area.

In addition, Section 12.6-2 Standards for Variations, Section 12.7-6 Standards for Special Use,
and 12.8-5 Standards for Rezoning/Map Amendments of the Zoning Ordinance further suggest
that the Plan Commission supplement the above standards by taking into consideration the extent
to which the facts listed on Exhibit A, Exhibit B, and Exhibit C have been established by the
evidence presented during the public hearing process and further support the approval of the
Applicant’s requests. Please refer to Exhibit H for the response to Standards for Variations, Exhibit
| for the response to Standards for Special Use, and Exhibit J for the response to Standards for
Rezoning.

Conditions of Approval

The plans submitted for building permits shall be in substantial compliance with the plans
approved by the City Council and identified below, unless otherwise noted in the remaining
conditions:

1. A 10-foot-wide public sidewalk and utility easement shall be dedicated along the entire
west property line facing Broadway Street, and contiguous parcels under the same
ownership shall be consolidated. A Plat of Subdivision shall be prepared by a licensed
surveyor. The signed and stamped Plat(s) shall be submitted by the property owner in the
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required form within 60 days following approval of the Special Use permit and recorded
prior to any exterior storage occurring on-site.

2. Curbed turf area, landscaping, and trees shall be provided along Broadway Street frontage
as part of the proposed site development per the approved plans. This shall encompass
the parkway, subject to IDOT approval, and a minimum of 10 feet inside of the lot frontage.

3. A 5-foot-wide sidewalk shall be installed along Broadway Street frontage. The property
owner shall work with the City to coordinate the sidewalk and landscaping improvements
with the City Water Main Installation. An IDOT permit shall be obtained for any work within
the public right-of-way. Please refer to the IDOT website for more information regarding
the IDOT permit requirements.

4. The property owner shall discontinue and seal the existing septic(s) and water well(s) on
the property and connect to the City’s sewer and water within 6 months following
completion of the City’s water main installation on the property. This requirement may be
extended up to an additional 6 months with approval of the Director of Engineering for
weather, technical, or other delays not caused by the property owner. A permit shall be
obtained from the Will County Public Health Department, in addition to the City of Crest
Hill, to discontinue and seal the existing septic and water wells.

5. The applicant shall apply for a building permit for the proposed exterior improvements
within ninety (90) days following the approval of the Special Use permit. This requirement
may be extended up to an additional ninety (90) days with approval of the Community
Development Director for weather, technical, or other delays not caused by the property
owner.

6. All required final engineering plans showing a full topographic survey, proposed geometry
and grading, and related supporting project information shall be submitted for final
engineering review and approval in conjunction with the formal building permit application
submitted with this project.

7. All required final engineering and building plans showing location/relocation of the
proposed fuel tank, landscaping details along the Broadway Street frontage and the east
property line, final location of outdoor storage enclosure and dumpster enclosure, and
related supporting project information shall be submitted for final review and approval in
conjunction with the formal building permit application submitted with this project.

8. Proposed outdoor storage enclosure and dumpster enclosure shall maintain a minimum
10 ft setback from the rear and side property lines.

9. The proposed fuel tank location shall be in compliance with the IFC, NFPA, and other
adopted regulations or requirements as directed by the Building Official, Lockport
Township Fire Protection District, and State Fire Marshal.
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Staff Recommendation

Based on the drafted findings reflected in this staff report, Staff recommends the following motion
to provide a recommendation to the City Council. This motion may be amended by any Plan
Commission member making the motion based upon the findings of the public hearing. Staff
recommends that any motion be made in the positive form to correspond with the applicant’s
request to avoid confusion.

The Plan Commission recommends City Council conditional approval of Preliminary and
Final Plat of Subdivision; Rezone 1618-1620 N Broadway St from B-2 to B-3; Special Use
for a Contractor-Based Business known as Reasonable Tree Experts; and a Variation
request from Section 11.5 Parking Setbacks of the Crest Hill Zoning Ordinance to decrease
the required front yard setback for a drive aisle, subject to the project being implemented
in substantial conformance with the nine (9) conditions for approval and application
documents referenced in the September 10, 2026, Plan Commission Staff Report for
petitions Preliminary and Final Plat of Subdivision, Case # RZ-26-2-9-1, Case # SU-26-8-9-
1, and Case # V-26-7-9-1.
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EXHIBIT A

Supplemental Variation Approval Facts to Consider Per Zoning Ordinance Section 12.6-2

1.

That the particular physical surroundings, shape, or topographical condition of the specific
property involved will result in a particular hardship upon the owner, as distinguished from
a mere inconvenience, if the strict letter of the regulations were carried out.

. The conditions upon which the petition for a variation is based are unique to the property

owner for which the variation is sought and are not applicable, generally, to the other
property within the same zoning classification.

. That the alleged difficulty or hardship is caused by the Ordinance and has not been created

by any person presently having an interest in the property.

. That the proposed variation will not impair an adequate supply of light and air to adjacent

property or substantially increase congestion in the public streets or increase the danger
of fire, or endanger the public safety, or substantially diminish or impair property values
within the adjacent neighborhood.

. That the variation does not permit a use otherwise excluded from the particular zone except

for uses authorized by the Plan Commission, subject to the approval of the City Council,
as “similar and compatible uses.”

. That the variation granted is the minimum adjustment necessary for the reasonable use of

the land.

. That the granting of any variation is in harmony with the general purposes and intent of the

Zoning Ordinance, and will not be injurious to the neighborhood, be detrimental to the public
welfare, alter the essential character of the locality, or be in conflict with the Comprehensive
Plan for development of the City.

. That, for reasons fully set forth in the recommendations of the Plan Commission, and the

report of the City Council, the aforesaid circumstances or conditions are such that the strict
application of the provisions of the Zoning Ordinance deprives the applicant of any
reasonable use of his land. Mere loss in value shall not justify a variation; there must be a
deprivation of beneficial use of land.
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EXHIBIT B

Supplemental Special Use Approval Facts to Consider Per Zoning Ordinance Section

12.7-6

1.

That the establishment, maintenance, or operation of the special use will not be
detrimental to or endanger the public health, safety, or general welfare.

That the special use will not be injurious to the use and enjoyment of other property in the
immediate vicinity for the purposes already permitted, nor substantially diminish and
impair property values within the neighborhood.

That the establishment of the special use will not impede the normal and orderly
development and improvement of surrounding property for uses permitted in the district.

That adequate utilities, access roads, drainage, and/or other necessary facilities have
been or are being provided.

That adequate measures have been or will be taken to provide ingress and egress so
designed as to minimize traffic congestion in the public streets.

That special use shall in all other respects conform to the applicable regulations of this
Ordinance and other applicable City regulations, except as such regulations may in each
instance be modified by the City Council pursuant to the recommendation of the Plan
Commission.

Page | 10

Iltem 1.

201




1618-1626 N Broadway St - Plan Commission Staff Report September 10, 2026

EXHIBIT C

Supplemental Rezoning/Map Amendments Approval Facts to Consider Per Zoning
Ordinance Section 12.8-5

1.

10.

11.

12.

13.

Whether the uses permitted by the proposed amendment would be appropriate in the
area concerned.

Whether adequate public school facilities and other public services exist or can be
created to serve the needs of any additional dwelling units likely to be constructed as a
result of such change.

Whether the proposed change is in accord with any existing or proposed plans for
providing public water supply and sanitary sewers in the vicinity.

Whether the proposed amendment is likely to result in an increase or decrease in the
total zoned residential capacity of the City and the probable effect of such change on the
cost of providing public services.

The amount of vacant land which is currently zoned for similar development in the City
or in contiguous areas, and particularly in the vicinity of the area included in the
proposed amendment, and any special circumstances which may make part of such
vacant land unavailable for development.

The recent rate at which land is being developed in the proposed district of the City, and
particularly in the vicinity of the area included in the proposed amendment.

The effect of the proposed amendment upon the growth of existing neighborhoods as
envisaged by the Crest Hill Comprehensive Plan.

Whether other areas designated for similar development are likely to be so developed if
the proposed amendment is adopted, and whether the designation for such future
development should be withdrawn from such areas by further amendment of this
Ordinance.

If the proposed amendment involves a change from a residential to a non-residential
designation, whether more non-residential land is needed in the proposed location to
provide commercial services or employment for the residents of the City.

Existing uses and zoning within the general area of the property in question.

The extent to which property values are diminished by particular zoning restrictions.

The extent to which the restriction of property values of the petitioner promotes the
health, safety, morals, or general welfare of the public.

Whether the proposed amendment is the minimum adjustment necessary to allow the
reasonable use of the property.

Page | 11

Iltem 1.

292




Iltem 1.
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CITY OF NEIGHBORS
EXHIBIT D

Application for Development

R2~26-2~9 -

For Office Use Only: Case Number: SU~2€ -8 -9 -] ,vV-2¢-F-9|~]

Project Name: Reé oA 5‘\\9} € (TOE( J;/(PW‘TS

Owner: K‘»-ft‘} '3:';‘55& Correspondence To: Qay IJ I«?@W AN oa
Street add ress:&' @ (o o’ U  Street address:

city, st. zio: e Sy Hl 11 éwo%ity, st., Zip:

Property Address: { § [ ¥~ (C2¢& Property Information: {
Street address:M 3Ceq o Ly Lot Width: 27 4

|
City, St., Zip:_(re &} ,'/"// T loeYo 7 Lot Depth: [ 56

PiN: [] ~04 -3'5 —t-!)'z_ -OQ_C(, 0"5-6'32_ Total Area: "//‘,?70 5'6' “F%

-0 -33-HlL -032, 03
*Sul'l:rllitgn\{electrc?nic ve7r?ion of; t%e‘fegal gescription only in a Word document to:

buildingdepartment@cityofcresthill.com

Existing Zoning: 6 3 ” 85{ Existing Land Use:

Requested Zoning: 33 SU Proposed Land Use: ( cnbech 4 {..&.-J ( Cﬁft gV D;\fx‘

Adjoining Properties Zoning and Uses:

North of Property: Cowmmertial ~ Hvac (’-(f«;(' (_B?:)

South of Property: (s MM UG\ f\,% Q_j

East of Property:_ L ia o <u S NOia | - Pa rk\'ma;f Regalr ﬁvthv)Ll"V(
West of Property: (e MM(L1d [ ~ Car Saloswan (6 3)

Purpose Statement (intended use and approval sought):
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Development Request: Please check all that apply and describe:

X Rezoning: 18- 12N K m‘dw“ﬁj 'ero""‘ B-2 to B-3
pq Special Use: m Ca /\“‘(“V—L r L‘af‘JS C-&L@ EV\S "“fo
P Variance: Seedion K°5 -PQV‘}GV;Q‘)_ S(’Sff’b"i(fks C‘t@j" Hill 'anu‘% Othee

st Consolidote § é’ar”ce( int 1 paccc] 9 deckonye
P Utility ¢ STdewa ik eosementd

R .

Contact Information - If not yet Known, please indichte as s¥BD. Check those partles in which ¢ copies of
all correspondences should be forwarded.

T Civil Engineer:% 7" M Larce //Phone:

Company: éz@°+€"&’\ Email:
[ ]Contractor: Phone:
Company: Email:
[ 1Architect: Phone:
Company: Email:
[ ]Builder: Phone:
Company: Email:

| agree to be present {in person or by counsel) when the Plan Commission and City Council hear this

development reguest.
I #3226

Signature of the Applicant Date

If you (the applicant) are not the owner of record, please provide the owner’s signature.

Signature of the Owner Date
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EXHIBIT E
1618-1626 N BROADWAY STREET - LEGAL DESCRIPTION

PROPERTY ADDRESS: 1618-1626 N BROADWAY STREET, CREST HILL, IL, 60403

PERMANENT INDEX NOs: 11-04-33-412-034-0000; 11-04-33-412-033-0000; 11-04-33-412-032-0000; 11-
04-33-412-045-0000; and 11-04-33-412-029-0000

LEGAL DESCRIPTION:

REASONABLE TREE SUBDIVISION, THAT PART OF THE WEST HALF OF THE SOUTHWEST QUARTER OF
SECTION 33, TOWNSHIP 36 NORTH, RANGE 10 EAST OF THE THIRD PRINCIPAL MERIDIAN, IN WILL COUNTY,
ILLINOIS.

Iltem 1.
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EXHIBIT F
1618-1626 N BROADWAY ST - LIST OF REQUESTED VARIATIONS

Crest Hill Zoning Ordinance, Section 11.5 Parking Setbacks:

(i) Minimum required front yard setback for parking and drive aisle is 10 feet in B-3 Zoning
District. Proposed front yard setback for a drive aisle is 5 feet.

Page | 1
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EXHIBIT G

REASONABLE TREE EXPERTS

Reasonable Tree Experts started in 1976. We incorporated March 1993 (C Corp) under T.R.D.A.
Wood Products, Inc. dba Reasonable Tree Experts.

At present: We do tree removal, tree trimming, stump removal, and lot clearing for Residential,
Municipalities, and Commercial with Certified Arborists.

Past Business: Along with the tree business, we owned and operated Chicagoland Wholesale Mulch
in Crest Hill under the same Corporation from 1995-- - 2025. Along with mulch manufacturing, we
did wood recycling. We also did site-development clearing for construction from 1985 - 1996.

Hours of operation: M - F = 7:00am to 7:00pm
Sat = 7:00am to 2:00pm
Sunday Closed

Number of employees: Between 5 and 12
*Varies due to demand and seasonal work

Services Offered: Difficult tree removal - Tree trimming - Stump grinding - Consultation
OVERALL SITE IMPROVEMENTS

Demolition of house at 1620 N. Broadway

Consolidate 5 lots to 1 parcel and re-zone

Fence the property with 2 gates and 2 entrances

Pavement, sidewalk, and curbs as outlined on plans via Geotech and approved with Crest Hill
Install fuel tank per regulations by State Fire Marshall and City of Crest Hill, to be completed August
5-6,2026.

Hook-up to city water and sewer - when available

Specific parking marked for trucks, employees, trailers, and handicapped space

Storage area for wood chips

Wall signs on buildings - 2

Possibly a future electric or digital sign

Storage for tools, miscellaneous attachments, saws, etc. for business needs - Repair and service
equipment, air compressor, etc.

Office areas: 3 workstations

At present there are 4 exterior motion-censored lights and 8 security cameras inside and outside.
Would like to add 2 exterior lights for the outside wall-mounted signs

Future add on: Truck port cover at rear of building (similar to a carport) to be out of the weather

Iltem 1.
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EXHIBIT H: City of Crest Hill Standards for Variations

12.6-2 STANDARDS FOR VARIATIONS, CREST HILL ZONING ORDINANCE

The Plan Commission shall recommend, and the City Council shall grant a variation only when it shall

have been determined, and recorded in writing, that all of the following standards are complied with:

1.

That the property in question cannot yield a reasonable return if permitted to be used only
under the conditions allowed by the regulations in that zone;

The property in question cannot yield a reasonable return if limited to compliance with the front
yard setback regulations for parking and drive aisles in the B-3 Zoning District as currently applied
to a Contractor-Based Business. The operational needs of a Contractor-Based Business for
maneuvering and accessing the existing commercial building will require a site layout that is often
constrained by strict setback requirements. Under the current regulations, the developable area
will be significantly reduced, limiting the ability to develop the site in a manner that can support
efficient operations.

As a result, the property will be restricted to a layout that is impractical and economically
unfeasible for a Contractor-Based Business, thereby diminishing its utility and marketability. The
inability to reasonably accommodate necessary improvements and operational features will
prevent the property from achieving a viable return under the existing zoning constraints.
Accordingly, relief from the front yard setback regulations for a drive aisle is necessary to enable
a reasonable and functional use of the property for a Contractor-Based Business, consistent with
its physical characteristics and intended purpose.

That the plight of the owner is due to unique circumstances;

The plight of the owner is due to unique circumstances related to the physical characteristics of
the property and the operational requirements of a Contractor-Based Business, rather than any
conditions created by the owner. The Subject Property will be constrained by factors such as the
location of the existing building, limited lot depth, and the location of the existing and proposed
utility infrastructure, all of which can significantly restrict the developable area under the standard
setback requirements for parking and drive aisle in the B-3 Zoning District. These constraints will
make it difficult to configure the site in a manner that accommodates the functional needs of a
Contractor-Based Business, including vehicle maneuvering and internal circulation.

In addition, Contractor-Based Businesses often require more flexible site layouts than
conventional commercial uses due to the need for outdoor operational space and access for larger
vehicles and equipment. When combined with strict setback limitations, these requirements can
create conditions that are not reasonably adaptable to the standard development patterns.
Accordingly, the hardship experienced by the property owner arises from these unique physical
and regulatory circumstances, which limit the practical use of the Subject Property for an
otherwise appropriate and permitted type of business, rather than from any self-created
conditions.

That the Variation, if granted, will not alter the essential character of the locality.

The requested Variation, if granted, will not alter the essential character of the locality. The relief
sought is limited to adjustment in front yard setback requirements for a drive aisle to
accommodate a Contractor-Based Business, a use that is generally low- to moderate-intensity in

Iltem 1.
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nature. The primary functions of such a business—office operations, vehicle parking, and
equipment storage—will be designed and operated in a manner that is consistent with the
surrounding development patterns. The Variation requested will not introduce a new or more
intensive use to the area than already exists, nor is the development inconsistent with the existing
character of the Broadway Street Commercial Corridor and the nearby properties. Any potential
visual or operational impacts associated with the proposed Contractor-Based Business will be
effectively mitigated through site design measures such as improved landscaping, fencing,
screening, and organized outdoor storage.

Furthermore, the surrounding locality typically includes a mix of residential, commercial, service-
oriented and light industrial uses, where similar flexibility in site design is often necessary to
accommodate practical development needs. The proposed Variation will allow the property to
function efficiently while maintaining compatibility with the adjacent properties. Accordingly, the
approval of the Variation from front yard setback requirements for a drive aisle will not change
the essential character of the locality, but will instead allow the property to be developed in a
manner that is both functional and consistent with the surrounding area.

For the purpose of supplementing the above standards, the Plan Commission, in _making the

determination, whenever there are particular hardships, shall also take into consideration the extent to

which the following facts, favorable to the applicant, have been established by the evidence:

1.

That the particular physical surroundings, shape, or topographical condition of the specific
property involved would result in a particular hardship upon the owner, as distinguished from
a mere inconvenience, if the strict letter of the regulations were carried out.

The particular physical surroundings, shape, and site conditions of the Subject Property will result
in a particular hardship upon the owner, as distinguished from a mere inconvenience, if the strict
application of the zoning regulations governing front yard setbacks were enforced for the
proposed Contractor-Based Business. The Subject Property will be constrained by the unique
physical characteristics such as strict location of the existing buildings, and nonconforming lot
configuration that reduce the amount of developable area. These conditions, when combined with
the functional requirements of a Contractor-Based Business—such as building area, employee and
fleet parking, equipment storage, and safe vehicle maneuvering—significantly limit the ability to
utilize the Subject Property in a practical and efficient manner under the strict zoning
requirements in the B-3 Zoning District.

Strict adherence to the current front yard setback requirements in the B-3 Zoning District will
result in an inefficient site layout that restricts the usable portion of the property to an extent that
impairs reasonable development. This condition is not generally experienced by other properties
within the same zoning district that may have more conventional dimensions or fewer physical
constraints. Accordingly, the hardship arises from the unique physical characteristics of the
property itself, rather than any action by the owner, and creates a limitation on the reasonable
use and development of the Subject Property for a Contractor-Based Business under the strict
application of the Zoning Ordinance.

The conditions upon which the petition for a variation is based are unique to the property owner
for which the variation is sought and are not applicable, generally, to the other property within
the same zoning classification.

The conditions upon which the Variation request is based are unique to the Subject Property and
the specific operational requirements of the proposed Contractor-Based Business, and are not
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generally applicable to other properties within the B-3 Zoning District. The Subject Property is
distinguished by physical limitations such as strict location of the existing buildings, lot coverage
limits, and nonconforming lot configuration that reduce flexibility in meeting strict front yard
setback requirements. These conditions are inherent to the property itself and are not typically
present across other similarly zoned parcels, which may have more conventional shapes, sizes,
and development opportunities.

In addition, the nature of the proposed Contractor-Based Business requires functional site
planning for vehicle parking, equipment storage, and operational circulation. When combined
with the site’s unique physical constraints, these requirements create a need for flexibility that is
specific to this property and its intended use, rather than a condition experienced broadly by other
properties in the B-3 Zoning District. Accordingly, the basis for the requested variation arises from
unique, site-specific circumstances affecting the Subject Property and is not a general condition
applicable to other properties within the same zoning classification.

3. That the alleged difficulty or hardship is caused by the Ordinance and has not been created by
any person presently having an interest in the property
The alleged difficulty or hardship is caused by the strict application of the Zoning Ordinance
requirements governing front yard setbacks for parking and drive aisles, and is not self-created by
any person presently having an interest in the property. The existing ordinance standards, when
applied to the subject property, limit the amount of developable area available for a contractor-
based business and restrict the placement and configuration of necessary site improvements such
as existing buildings, parking areas, vehicle maneuvering space, and outdoor storage. These
requirements, while generally applicable across the B-3 zoning district, create practical limitations
when applied to a property with site-specific constraints.

The condition prompting the request for relief is not the result of any action by the current
property owner, including subdivision, construction, or use decisions. Rather, the hardship arises
from the interaction between the Zoning Ordinance requirements and the existing physical
characteristics of the site, which together restrict reasonable development of the property for its
intended use. Accordingly, the difficulty experienced is attributable to the regulatory framework
as applied to the property, rather than any self-imposed condition, and justifies consideration of
the requested Variation for the proposed Contractor-Based Business.

4. That the proposed variation will not impair an adequate supply of light and air to adjacent

property or substantially increase congestion in the public streets or increase the danger of fire,
or endanger the public safety, or substantially diminish or impair property values within the
adjacent neighborhood.
The proposed Variation from front yard setback requirements will not impair an adequate supply
of light and air to adjacent properties, nor will it substantially increase street congestion, create
fire hazards, endanger public safety, or diminish surrounding property values. The requested
Variation is intended solely to allow a more functional site layout for the proposed Contractor-
Based Business, including appropriately configured parking and site circulation, and limited
outdoor storage of vehicles, equipment and material.

Any potential impacts to adjacent properties will be mitigated through site design measures such
as buffering and screening which will help preserve light, air, and visual compatibility with the
adjacent properties. The scale and nature of the proposed Contractor-Based Business typically do
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not generate high levels of pedestrian or customer traffic, and vehicular activity can be
accommodated on-site, thereby minimizing any effect on the surrounding streets. Furthermore,
with proper ingress and egress design, traffic circulation will not be significantly impacted, and
emergency access will be maintained in accordance with all applicable regulations. The proposed
Contractor-Based Business is not expected to introduce conditions that would increase fire risk or
otherwise compromise public safety. Accordingly, the Variation will allow reasonable use of the
property for The proposed Contractor-Based Business without adversely affecting adjacent
properties or the surrounding neighborhood.

5. That the variation does not permit a use otherwise excluded from the particular zone except for

uses authorized by the Plan Commission, subject to the approval of the City Council, as “similar
and compatible uses.
The requested Variation does not permit a use otherwise excluded from the B-3 Zoning District,
except as may be authorized through the established review and approval process for “similar and
compatible uses” by the Plan Commission, subject to approval by the City Council. The relief
sought is limited to adjustments in front yard setback requirements for a drive aisle to
accommodate the proposed Contractor-Based Business, which is consistent with the type of low-
to moderate-intensity service and light industrial uses in the Broadway Street Commercial
Corridor. The Variation does not introduce a fundamentally new or unrelated use, nor does it
expand permitted uses beyond those that are reviewed and approved through the City’s existing
zoning procedures.

6. That the variation granted is the minimum adjustment necessary for the reasonable use of the
land.
The requested Variation represents the minimum adjustment necessary to permit the reasonable
use of the Subject Property for the proposed Contractor-Based Business. The relief sought is
narrowly tailored to address specific constraints related to front yard setback requirements for a
drive aisle that limits the ability to utilize the site in a functional and efficient manner. This
adjustment is intended solely to accommodate essential components of the Contractor-Based
operation, including required parking, vehicle circulation, and limited outdoor storage.

The Variation request does not seek broad or unnecessary deviations from the Crest Hill Zoning
Ordinance, but rather only one modification required to allow the property to be used in a
practical and viable manner consistent with its intended purpose. All other applicable zoning
standards, including those related to safety, access, buffering, and screening will remain in full
effect. Accordingly, the Variation request is the minimum relief necessary to enable reasonable
development and use of the property for the proposed Contractor-Based Business while
maintaining compliance with the intent and purpose of the Crest Hill Zoning Ordinance.
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7. That the granting of any variation is in harmony with the general purposes and intent of the

Zoning Ordinance, and will not be injurious to the neighborhood, be detrimental to the public
welfare, alter the essential character of the locality, or be in conflict with the Comprehensive
Plan for development of the City.
The granting of the requested Variation is in harmony with the general purposes and intent of the
Crest Hill Zoning Ordinance and supports its objective of promoting reasonable and appropriate
land use while protecting the public health, safety, and welfare. The relief sought from front yard
setback requirements for a drive aisle is limited in scope and is intended solely to allow the
efficient and practical development of the proposed Contractor-Based Business. The proposed use
is generally low- to moderate-intensity in nature and will be operated in a manner that is
compatible with surrounding properties through appropriate site planning, buffering, and
compliance with applicable development standards.

The Variation request will not be injurious to the neighborhood or detrimental to the public
welfare. Any potential impacts related to traffic, noise, or outdoor activity will be effectively
mitigated through standard regulatory controls and site design measures. The essential character
of the locality will remain unchanged, as the proposed use is consistent with the existing
transitional land use patterns on the Broadway Street Commercial Corridor. Furthermore, the
Variation request is not in conflict with the City’s Comprehensive Plan for development. Rather, it
supports the Comprehensive Plan’s broader goals of encouraging compatible land use transitions,
promoting economic development, and allowing for the efficient use of the land within
appropriate areas. Accordingly, the granting of the Variation request for front yard setback
requirements for a drive aisle is consistent with the Crest Hill Zoning Ordinance and
Comprehensive Plan and will not adversely affect the surrounding area or the overall community
welfare.

8. That, for reasons fully set forth in the recommendations of the Plan Commission, and the report

of the City Council, the aforesaid circumstances or conditions are such that the strict application
of the provisions of the Zoning Ordinance would deprive the applicant of any reasonable use of
his land. Mere loss in value shall not justify a variation; there must be a deprivation of beneficial
use of land.
The circumstances and conditions affecting the Subject Property are such that strict application of
the Zoning Ordinance provisions governing front yard setbacks requirements will substantially
limit the ability of the property owner to make a reasonable and beneficial use of the Subject
Property for the proposed Contractor-Based Business. The combined effect of these requirements,
when applied to the site’s physical constraints and the operational needs of the proposed
Contractor-Based Business, significantly reduces the developable area available for existing
buildings, parking, vehicle maneuvering, and equipment storage. This results in a site
configuration that will not be practical or functional for the intended use, thereby limiting the
property’s ability to be reasonably utilized in a manner consistent with similar properties and
permitted development expectations. While mere loss in value is not, by itself, sufficient to justify
the Variation request, the conditions here go beyond a simple reduction in value. The strict
application of the Zoning Ordinance will effectively deprive the property owner of a reasonable
and viable use of the Subject Property for the proposed Contractor-Based Business, given the
functional requirements of the use and the constraints imposed by the existing regulations.
Accordingly, the requested Variation is necessary to allow a reasonable and beneficial use of the
Subject Property consistent with the intent of the Zoning Ordinance and the operational
requirements of the proposed Contractor-Based Business.
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EXHIBIT I: City of Crest Hill Standards for Special Uses

SECTION 12.7-6 STANDARDS FOR SPECIAL USES, CREST HILL ZONING ORDINANCE

No special use, including Planned Unit Developments, shall be recommended by the Plan Commission
unless said Commission shall find:

1. That the establishment, maintenance, or operation of the special use will not be detrimental to
or endanger the public health, safety, or general welfare.
The establishment, maintenance, and operation of the proposed Contractor-Based Business will
not be detrimental to or endanger the public health, safety, or general welfare. Contractor-Based
Businesses are generally low-intensity in nature, with the majority of work occurring off-site and
limited on-site activity related to office functions, equipment storage, and dispatching. As such,
the use is not expected to generate significant noise, traffic, or environmental impacts beyond
those typically associated with permitted commercial and light industrial uses on the Broadway
Street Commercial Corridor.

Potential impacts to public health and safety—such as vehicle movements, outdoor storage, and
operational activities—will be effectively managed through compliance with the applicable zoning
regulations, building codes, and performance standards. Measures such as designated parking and
loading areas, proper screening and buffering, adherence to hours of operation, and safe ingress
and egress will ensure that the proposed Contractor-Based Business operates in a controlled and
orderly manner. In addition, the property will be subject to oversight by local authorities, including
fire, police, and code enforcement, further ensuring that all activities are conducted safely and in
accordance with the applicable regulations. Accordingly, with appropriate site design and
regulatory compliance, the proposed Contractor-Based Business will not pose a risk to public
health, safety, or general welfare and is compatible with the surrounding area.

2. That the special use will not be injurious to the use and enjoyment of other property in the

immediate vicinity for the purposes already permitted, nor substantially diminish and impair
property values within the neighborhood.
The proposed Contractor-Based Business will not be injurious to the use and enjoyment of other
properties in the immediate vicinity for permitted purposes, nor will it substantially diminish or
impair property values within the neighborhood. Contractor-Based Businesses are typically
characterized by limited on-site activity, with most operations occurring off-site. As a result,
impacts such as noise, traffic, and customer activity are generally minimal and comparable to
other low-intensity commercial or light industrial uses in the Broadway Street Commercial
Corridor. Any potential external effects—such as vehicle storage, equipment, and materials—will
be effectively mitigated through appropriate site design, including screening, fencing, landscaping,
and designated storage areas.

In addition, adherence to the zoning regulations governing hours of operation, screening, and
access, will ensure that the use remains compatible with surrounding properties. Proper ingress
and egress design will minimize traffic disruptions, and buffering measures will protect nearby
residential and commercial uses. Given these considerations, the operation of the proposed
Contractor-Based Business at the Subject Property is not expected to interfere with the reasonable
use and enjoyment of neighboring properties. On the contrary, maintaining and utilizing the
Subject Property in a productive manner may contribute positively to the Broadway Street
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Commercial Corridor by reducing vacancy and underutilization. Therefore, the proposed Special
Use will not adversely affect nearby property values or the overall character of the neighborhood.

3. That the establishment of the special use will not impede the normal and orderly development
and improvement of surrounding property for uses permitted in the district.
The establishment of the proposed Contractor-Based Business will not impede the normal and
orderly development and improvement of surrounding properties for uses permitted in the
existing Zoning Districts. The Subject Property is located on the Broadway Street Commercial
Corridor which accommodates a mix of uses that is transitioning toward commercial or light
industrial activities. The proposed Contractor-Based Business is consistent with this pattern and
represents a low- to moderate-intensity use that can coexist with the other permitted uses in the
on the Broadway Street Commercial Corridor. The nature of the operation—primarily involving
office functions, storage, and dispatching—does not preclude or conflict with the future
development opportunities on the adjacent properties.

Furthermore, the proposed Contractor-Based Business will be subject to applicable zoning
regulations and performance standards, ensuring that site design, access, screening, and
operational characteristics remain compatible with the surrounding properties. These measures
will help maintain an orderly development pattern and prevent adverse impacts that could
otherwise hinder neighboring investment or redevelopment. In addition, the productive use of
the existing commercial property will contribute to the overall stability and attractiveness of the
Broadway Street Commercial Corridor, supporting continued reinvestment and improvement.
Accordingly, the proposed Special Use will not interfere with, but rather align with, the planned
and anticipated development of the Broadway Street Commercial Corridor and the surrounding
area.

4. That adequate utilities, access roads, drainage, and/or other necessary facilities have been or
are being provided.
Adequate utilities, access roads, drainage, and other necessary facilities are in place to support
the proposed Contractor-Based Business. The Subject Property will benefit from City’s water main
extension to the east side of Broadway Street, by dedicating utility and sidewalk easement on the
property, sealing the existing septic and water wells, and connecting to the City’s water and sewer
infrastructure. The anticipated demand associated with the proposed Contractor-Based Business
is relatively modest and can be accommodated within the capacity of the existing infrastructure.
Any required service connections or upgrades will be completed in accordance with applicable
engineering standards and the City requirements.

The site has direct access to the Broadway Street Commercial Corridor that is sufficient to
accommodate the type and volume of traffic generated by contractor operations, including
employee vehicles and work trucks. Ingress and egress will be designed to ensure safe and efficient
traffic flow, minimizing congestion and maintaining compatibility with the surrounding uses. Based
on these factors, the necessary infrastructure and public facilities are in place to adequately
support the proposed Contractor-Based Business.
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5. That adequate measures have been or will be taken to provide ingress and egress so designed
as to minimize traffic congestion in the public streets.
Adequate measures will be taken to provide ingress and egress designed to minimize traffic
congestion on public streets for the proposed Contractor-Based Business. The nature of a
Contractor-Based Business typically results in limited and predictable traffic patterns, with most
vehicle trips occurring during standard business hours and consisting primarily of employee
vehicles and work trucks. Customer traffic is generally minimal. The site will be designed to
accommodate these patterns through clearly defined access points that provide safe and efficient
entry and exit.

The proposed internal circulation will allow for the orderly movement of vehicles, including
sufficient space for maneuvering and staging, thereby preventing queuing or congestion on the
adjacent Broadway Street. Additionally, on-site parking and loading areas will be provided in
accordance with zoning requirements to ensure that all business-related vehicles are
accommodated on the property. Based on these considerations, the proposed ingress and egress
design will effectively minimize traffic congestion and ensure safe and efficient access to and from
the site.

6. That special use shall in all other respects conform to the applicable regulations of this

Ordinance and other applicable City regulations, except as such regulations may in each instance
be modified by the City Council pursuant to the recommendation of the Plan Commission.
The proposed Contractor-Based Business will conform to the applicable regulations of the Crest
Hill Zoning Ordinance and applicable City requirements. The site is designed in accordance with
applicable landscaping, screening, and fencing regulations to ensure compatibility with the
surrounding properties. In addition, the proposed Contractor-Based Business will adhere to all
building, fire, and life safety codes, as well as any applicable licensing or operational requirements.
Accordingly, the proposed Special Use will be developed and operated in full compliance with the
Crest Hill Zoning Ordinance and all other applicable City regulations.
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EXHIBIT J: City of Crest Hill Standards for Rezoning/Map Amendments

12.8-5 STANDARDS FOR REZONING/MAP AMENDMENTS CREST HILL ZONING ORDINANCE

The Plan Commission shall recommend, and the City Council shall grant a Rezoning/Map Amendment only

when it shall have been determined, and recorded in writing, that all of the following standards are

complied with:

1.

Whether the uses permitted by the proposed amendment would be appropriate in the area
concerned.

The proposed use permitted by the proposed rezoning will be appropriate for a Contractor-Based
Business given the functional characteristics of the Broadway Street Commercial Corridor and the
nature of the operations. Contractor-Based Businesses typically involve limited on-site customer
traffic, with activities primarily consisting of administrative functions, equipment storage, and
dispatching of vehicles to off-site job locations. As such, a Contractor-Based Business is generally
compatible with the Broadway Street Commercial Corridor that accommodates light industrial,
service commercial, or transitional land uses.

The Subject Property appears capable of supporting such operations without creating undue
impacts on surrounding properties. Potential concerns such as noise, traffic, and outdoor storage
will be effectively mitigated through compliance with zoning performance standards and the
Conditions of Approval. Additionally, Contractor-Based Businesses often serve the local
community, providing essential services that benefit nearby residential and commercial
properties. Given these factors, the proposed rezoning will allow for a use that aligns with the
existing and planned character of the area, while maintaining compatibility with surrounding land
uses and supporting economic activity.

Whether adequate public school facilities and other public services exist or can be created to
serve the needs of any additional dwelling units likely to be constructed as a result of such
change.

The proposed rezoning to allow a Contractor-Based Business is not anticipated to generate
additional dwelling units; therefore, it will not place a direct impact on public school capacity.
Contractor-Based Businesses are typically non-residential in nature, involving office, storage, and
dispatch functions rather than housing, and accordingly do not contribute to increased student
enrollment.

With respect to other public services, the anticipated demand is expected to be minimal and well
within the capacity of existing infrastructure and municipal service providers. Services such as fire
protection, utilities, and roadway networks are already in place to serve similar commercial or
light industrial uses in the area. The Subject Property will benefit from City’s water main extension
to the east side of Broadway Street, by dedicating utility and sidewalk easement on the property,
sealing the existing septic and water wells, and connecting to the City’s water and sewer
infrastructure.

Whether the proposed change is in accord with any existing or proposed plans for providing
public water supply and sanitary sewers in the vicinity.

The proposed rezoning for a Contractor-Based Business is in accordance with existing and planned
public water supply and sanitary sewer service for the area. The Subject Property is located within
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an area that is already served, and planned to be served, by municipal water and sewer
infrastructure consistent with adopted utility plans and capital improvement programs.

Contractor-Based Businesses typically have relatively modest water usage and wastewater
generation compared to more intensive commercial or industrial uses. Any site-specific
connections or improvements will be completed in compliance with applicable engineering
standards and municipal regulations. Accordingly, the proposed rezoning aligns with the
community’s infrastructure planning, and adequate sanitary sewer services are available, and
public water services can be readily provided, to support the intended use.

4. Whether the proposed amendment is likely to result in an increase or decrease in the total

zoned residential capacity of the City and the probable effect of such change on the cost of
providing public services.
The proposed rezoning to allow a Contractor-Based Business is not expected to result in an
increase/decrease in the City’s total zoned residential capacity. The proposed rezoning will
reclassify two parcels on the Subject Property from B-2 General Business District to B-3 Business
Service District which will not materially affect the overall housing supply within the City.

With respect to public service costs, Contractor-Based Businesses generally place a lower demand
on municipal services compared to residential uses. They do not generate school enrollment and
typically require fewer ongoing services such as parks, libraries, and residential waste collection.
While there may be minor demands on services such as police, fire protection, and roadway
maintenance due to business operations and vehicle trips, these impacts are generally modest
and comparable to other low-intensity commercial and light industrial uses in the Broadway Street
Commercial Corridor.

5. The amount of vacant land which is currently zoned for similar development in the City or in

contiguous areas, and particularly in the vicinity of the area included in the proposed
amendment, and any special circumstances which may make part of such vacant land
unavailable for development.
There is a limited amount of vacant land within the City and in contiguous areas that is currently
zoned for similar Contractor-Based Business development, particularly in locations that provide
the necessary access, visibility, and compatibility with surrounding uses. While some parcels are
zoned for commercial or light industrial purposes, not all are readily developable for a Contractor-
Based Business due to site-specific constraints.

In the vicinity of the Subject Property, vacant land appropriately zoned for a Contractor-Based
Business are constrained by factors such as inadequate lot size or configuration, lack of direct
access to arterial or collector roadways, limited availability of utilities, environmental conditions
(e.g., floodplain or drainage issues), or proximity to residential properties that will make contractor
operations less suitable. Additionally, some vacant parcels are held for future development,
encumbered by ownership or market limitations, or otherwise not available for immediate use.
Given these considerations, the amount of vacant, suitable, and available land for Contractor-
Based Businesses is effectively limited. The proposed rezoning will help address this gap by reusing
an existing commercial property that is functional, appropriately located, and capable of
accommodating the operational needs of such a business without adverse impacts on surrounding
properties.
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6. The recent rate at which land is being developed in the proposed district of the City, and
particularly in the vicinity of the area included in the proposed amendment.
The recent rate of development within the City—particularly in and around the area of the
proposed rezoning—indicates a steady and ongoing pattern of growth across residential,
commercial, and industrial sectors.

Within the vicinity of the Subject Property, development patterns are characterized by
incremental infill, redevelopment of underutilized existing commercial properties, and continued
expansion of commercial and light industrial uses. These trends support the conclusion that the
area is actively transitioning and accommodating new development consistent with the market
demand. Based on these factors, the recent rate of land development on the Broadway Street
Commercial Corridor and the surrounding area can be characterized as steady and increasing,
reflecting an active development climate. The proposed rezoning to allow a Contractor-Based
Business is consistent with this pattern and represents a logical continuation of the ongoing
development trends in the area.

7. The effect of the proposed amendment upon the growth of existing neighborhoods as envisaged
by the Crest Hill Comprehensive Plan.
The proposed rezoning to allow a Contractor-Based Business is consistent with the growth and
development patterns envisioned by the Crest Hill Comprehensive Plan and is not expected to
adversely affect existing neighborhoods. The Comprehensive Plan generally promotes the orderly
transition between land uses, encouraging appropriate buffers and compatibility between
residential areas and non-residential uses. Contractor-Based Businesses, which are typically low-
intensity in nature with limited customer traffic, can function effectively in transitional areas
between residential neighborhoods and commercial and light industrial uses. When properly
regulated, such uses do not generate the level of activity typically associated with more intensive
commercial operations.

The Subject Property is located on the Broadway Street Commercial Corridor where there are a
mix of uses and a transition in land use. Allowing a Contractor-Based Business at this location
supports the Crest Hill Comprehensive Plan’s objectives by facilitating adaptive reuse and
productive use of an existing commercial property while maintaining compatibility with the
surrounding development. Any potential impacts related to noise, traffic, or outdoor storage will
be mitigated through compliance with zoning standards, buffering, screening, and operational
limitations. Accordingly, the proposed rezoning will not hinder the growth of the existing
neighborhoods but rather support the Comprehensive Plan’s vision of balanced development,
appropriate land use transitions, and the efficient use of land resources.

8. Whether other areas designated for similar development are likely to be so developed if the

proposed amendment is adopted, and whether the designation for such future development
should be withdrawn from such areas by further amendment of this Ordinance.
The adoption of the proposed rezoning to allow a Contractor-Based Business is not expected to
negatively affect the likelihood that other areas designated for similar development will be
developed. Market demand, site characteristics, access to transportation, and availability of
utilities remain the primary factors influencing whether such areas are developed, and those
factors will continue to guide investment decisions irrespective of the proposed rezoning.
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In many cases, Contractor-Based Businesses require specific site conditions—such as adequate lot
size, outdoor storage capability, and convenient access to arterial roadways—that are not
uniformly present across all designated areas. As a result, the Subject Property is particularly well-
suited for this use, while other designated areas may develop over time with similar or alternative
permitted uses consistent with their individual characteristics and market conditions.

Furthermore, the approval of the proposed rezoning does not indicate an oversupply of land for
Contractor-Based Businesses, nor does it undermine the long-term viability of other designated
areas. Rather, it provides an additional opportunity to accommodate a use that may otherwise be
difficult to site. Accordingly, there is no compelling basis to conclude that the designation for
similar future development should be withdrawn from other areas. Existing zoning designations
should remain in place to preserve flexibility and allow the market to determine the most
appropriate timing and location for such development, consistent with the City’s planning
objectives.

If the proposed amendment involves a change from a residential to a non-residential
designation, whether more non-residential land is needed in the proposed location to provide
commercial services or employment for the residents of the City.

The proposed rezoning does not involve a change from a residential to a non-residential
designation. The rezoning of land to accommodate a Contractor-Based Business will serve a
functional need by expanding opportunities for local employment and service provision within the
City. Contractor-Based Businesses provide essential services to residents and other businesses,
including construction, maintenance, and repair activities. These uses generate employment
opportunities across a range of skill levels and support the local economy. The availability of
appropriately located sites for such businesses is often limited due to operational needs such as
outdoor storage, vehicle access, and buffering from residential uses. As a result, rezoning of two
parcels on the Subject Property from B-2 General Business District to B-3 Business Service District
will help meet this demand.

The Subject Property offers characteristics that are conducive to this type of use, such as direct
access to the Broadway Street Commercial Corridor and compatibility with the nearby non-
residential and transitional land uses. The proposed rezoning will support the City’s goal of
maintaining a balanced land use pattern by providing employment-generating uses while still
preserving the overall supply of residential land. Accordingly, the proposed rezoning will help
address the need for commercial land in an appropriate location, enhancing the City’s ability to
provide commercial services and employment opportunities for its residents without adversely
impacting the broader residential development pattern.

Existing uses and zoning within the general area of the property in question.

The existing uses and zoning classification within the general area of the Subject Property reflect
a mix of residential, commercial, and light industrial designations, indicative of a transitional land
use pattern. Nearby properties along the Broadway Street Commercial Corridor are zoned for a
combination of single-family and multi-family residential uses, service-oriented commercial uses
and light industrial uses. Existing uses in the vicinity include residential neighborhoods, small-scale
service businesses, office uses, contractor yards, storage facilities, and low and high intensity
industrial operations. This mix of uses suggests that the area is not exclusively residential in
character, but rather accommodates a range of activities with varying intensities.
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12,

Given this context, a Contractor-Based Business will be compatible with the surrounding zoning
and land use pattern, particularly as the Subject Property is located near commercial and light
industrial zoned properties and along the Broadway Street Commercial Corridor which supports
higher-intensity uses. The presence of similar or complementary uses in the area further supports
the appropriateness of the proposed rezoning, as it will be consistent with the established
development pattern in the Broadway Street Commercial Corridor. Overall, the existing mix of uses
and zoning in the general area provides an appropriate setting for a Contractor-Based Business,
especially where adequate buffering, screening, and site design measures will be implemented to
ensure compatibility with the nearby residential and commercial properties.

The extent to which property values are diminished by particular zoning restrictions.

The extent to which property values are diminished by the zoning restrictions in the B-2 Zoning
District, as they relate to a Contractor-Based Business, is tied to the limitations those regulations
place on the reasonable and economically viable use of the Subject Property. Where B-2 Zoning
District restricts the Subject Property to more limited commercial uses, the property owner is
unable to utilize the site for a Contractor-Based Business despite its suitability in terms of location,
access, and configuration. Contractor-Based Businesses often require features such as outdoor
storage, parking for work vehicles, and flexible building space—characteristics that are typically
not permitted in the B-2 Zoning District. As a result, the property’s marketability will be reduced
because it cannot be used for a use that aligns with the market demand and the physical attributes
of the site.

On the Broadway Street Commercial Corridor where there is a demonstrated need for Contractor-
Based Businesses and limited availability of appropriately zoned land, such restrictions can further
constrain the pool of potential buyers or tenants, thereby diminishing the property’s overall value.
Conversely, permitting a Contractor-Based Business can enhance the property’s utility and
economic potential by allowing a use that is both functional and in demand. Accordingly, the strict
zoning limitations of the B-2 Zoning District that prohibit the Contractor-Based Business
operations will have the effect of diminishing property value by preventing the highest and best
use of the property, particularly where the surrounding area and site conditions would otherwise
support such a use.

The extent to which the restriction of property values of the petitioner promotes the health,
safety, morals, or general welfare of the public.

The extent to which the restriction of the petitioner’s property promotes the health, safety,
morals, or general welfare of the public must be evaluated in relation to the actual impacts of the
proposed Contractor-Based Business and the context of the surrounding area. Zoning restrictions
are intended to protect the public by separating incompatible land uses and minimizing adverse
impacts such as excessive noise, traffic congestion, visual blight, or safety hazards. In strictly
residential areas, limitations on Contractor-Based Businesses can serve a valid public purpose by
preserving neighborhood character and reducing potential conflicts between the residential living
and business operations.

However, as the Subject Property is located on the Broadway Street Commercial Corridor and in
proximity to other transitional commercial or light industrial uses, the continued restriction of the
property will provide limited additional public benefit. Contractor-Based Businesses are generally
low-intensity in nature, with most activity occurring off-site and relatively modest on-site impacts.
Potential concerns—such as vehicle storage, hours of operation, or outdoor materials—will be
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effectively addressed through reasonable conditions, screening, and compliance with
performance standards. If such mitigation measures are available and enforceable, the strict
application of zoning restrictions of the B-2 Zoning District cannot substantially advance public
health, safety, or welfare beyond what could otherwise be achieved while allowing a Contractor-
Based Business. In that context, the zoning restrictions can impose a disproportionate limitation
on the property owner relative to the public benefit gained. Accordingly, while zoning restrictions
can serve an important role in protecting the public, their application in this instance can only
minimally promote those objectives, particularly if the proposed Contractor-Based Business can
operate in a manner that is compatible with surrounding uses and consistent with the applicable
regulations.

Whether the proposed amendment is the minimum adjustment necessary to allow the
reasonable use of the property.

The proposed rezoning represents the minimum adjustment necessary to allow the reasonable
use of the property for a Contractor-Based Business. The Subject Property’s physical
characteristics, location, and access make it suitable for contractor operations; however, the
existing zoning regulations of the B-2 Zoning District limit its ability to be utilized in a manner
consistent with the market demand. Without the proposed rezoning, the property will be
restricted to uses that do not fully align with its functional capabilities and economic potential.

The rezoning is narrowly tailored to permit a Contractor-Based Business use rather than
introducing a broad range of more intensive commercial or industrial uses. In addition, any
potential impacts associated with the use—such as outdoor storage, vehicle parking, or
operational activity—will be addressed through applicable zoning standards and Conditions of
Approval, ensuring compatibility with the surrounding properties. As such, the rezoning request
does not exceed what is necessary to enable a reasonable and viable use of the property, and it
avoids unnecessary expansion of permitted uses beyond those required. Accordingly, the
proposed rezoning can be considered the minimum adjustment needed to accommodate the
intended Contractor-Based Business while maintaining the overall intent of the zoning regulations.
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FINAL PLAT OF
EXHIBITL REASONABLE TREE SUBDIVISION

THAT PART OF THE WEST HALF OF THE SOUTHEAST QUARTER
OF SECTION 33, TOWNSHIP 36 NORTH, RANGE 10 EAST OF
THE THIRD PRINCIPAL MERIDIAN, WILL COUNTY, ILLINOIS

LOT 29 \
| McFADDEN’S SUB

| DOC. NO. 337010 ‘
NORTH LINE OF LOT 30

________ DAY OF 20
CHAIRMAN SECRETARY
CREST HILL CITY COUNCIL
STATE OF ILLINOIS)
COUNTY OF WILL ) SS
APPROVED BY THE CREST HILL CITY COUNCIL AT A MEETING HELD ON THE ________ DAY OF 20
MAYOR CLERK
LAND SURVEYOR
STATE OF ILLINOIS)
COUNTY OF WILL ) SS
) SURFACE WATER STATEMENT
|, CHRISTOPHER M. PAPESH, A PROFESSIONAL LAND SURVEYOR IN THE STATE OF ILLINOIS, DO HEREBY CERTIFY THAT UNDER THE DIRECTION OF THE OWNERS
THEREOF, | HAVE SURVEYED, SUBDIVIDED AND PLATTED INTO 1 LOT AND NO STREETS, THE FOLLOWING DESCRIBED PROPERTY: STATE OF ILLINOIS)
COUNTY OF WILL ) SS
LOTS 30 THROUGH 35 IN McFADDEN’'S SUBDIVISION, BEING A SUBDIVISION OF PART OF THE SOUTHEAST QUARTER OF SECTION 33, TOWNSHIP 36 NORTH,
RANGE 10 EAST OF THE THIRD PRINCIPAL MERIDIAN, ACCORDING TO THE PLAT THEREOF RECORDED JUNE 27, 1921, AS DOCUMENT NUMBER 337010, IN
WILL COUNTY, ILLINOIS.

| DO FURTHER CERTIFY:

1.
2.
INSURANCE PROGRAM FIRM MAP NUMBER 17197C0162G, EFFECTIVE FEBRUARY 15, 2019.
3. THE PROPERTY OR PLAT IS SITUATED WITHIN THE CORPORATE LIMITS OF THE CITY OF CREST HILL.
4.
5. ALL DIMENSIONS ARE GIVEN IN FEET AND DECIMAL PARTS THEREOF.
B.

g, WILL COUNTY CLERK
SN,
21st Jul §\‘\D)c)\_.o°' o ..(4&”’//// STATE OF ILLINOIS)
DATED AT CREST HILL, ILLUNOIS, THIS _ < "ST  pay oF uly 2026, A.D. S CHRISTOPHER =<\ 2 COUNTY OF WILL ) SS
£&: 252
sxe h35—003 6;‘ t= l, COUNTY CLERK OF WILL COUNTY, ILLINOIS, DO HEREBY CERTIFY THAT THERE ARE NO DELINQUENT GENERAL
Sxd $¥= TAXES, OR UNPAID CURRENT GENERAL TAXES AGAINST ANY OF THE ESTATE DESCRIBED IN THE FOREGOING CERTIFICATES.
2X%  Rest Wil SXS
ILLINOIS PROFESSIONAL LAND SURVEYOR NO. 3369 % ¢, 5 LL',-'@\\S\
EXPIRATION DATE 11-30-2026 //,,///4/\2:..““.__.\:'\ \\\\\\\ GIVEN UNDER MY HAND AND SEAL AT JOLIET, ILLINOIS, THIS ______ DAY OF 202
. . 7, N
EMAIL: cpapesh@geotechincorp.com ///,,,””””I'-;”m\‘\\\;\\\\\\\\\\
COUNTY CLERK
PROPERTY OWNER
STATE OF ILLINOIS)
COUNTY OF WILL ) SS
THIS IS TO CERTIFY THAT EXTREME 2017 LLC, AN ILLINOIS LIMITED LIABILITY COMPANY, IS THE OWNER OF THE LAND DESCRIBED IN THE
ANNEXED PLAT AND HAS CAUSED THE SAME TO BE SURVEYED AND SUBDIVIDED, AS INDICATED THEREON, FOR THE USES AND PURPOSES THEREIN HAS CAUSED
AND DOES HEREBY ACKNOWLEDGE AND ADOPT THE SAME UNDER THE STYLE AND TITLE THEREON INDICATED. WILL COUNTY TAX MAPPING
TO THE BEST OF OUR KNOWLEDGE, THIS PROPERTY IS LOCATED WITHIN THE BOUNDARIES OF CHANEY—MONGE DISTRICT 88, LOCKPORT TOWNSHIP HIGH SCHOOL
DISTRICT 205, AND ILLINOIS COMMUNITY COLLEGE DISTRICT NUMBER 525.

DATED, THIS DAY OF

B PM — DENOTES PERMANENT MONUMENT. 5/8" X 30" REBAR ROD SET IN CONCRETE.

WITH GENERALLY ACCEPTED ENGINEERING PRACTICES SO AS TO REDUCE THE LIKELIHOOD OF DAMAGE TO THE ADJOINING PROPERTY BECAUSE OF THE CONSTRUCTION OF THE
SUBDIVISION.
THE ACCOMPANYING PLAT IS A TRUE AND CORRECT REPRESENTATION OF SAID SURVEY AND SUBDIVISION AS MADE BY ME.

NO PART OF THE PROPERTY COVERED BY THIS PLAT OR SUBDIVISION IS SITUATED WITHIN A SPECIAL FLOOD HAZARD AREA AS IDENTIFIED BY THE NATIONAL FLOOD

THAT ALL REGULATIONS ENACTED BY THE SUBDIVISION AND PLAT ORDINANCE OF THE CITY OF CREST HILL HAVE BEEN COMPLIED WITH IN THE PREPARATION OF THIS PLAT.

5/8" x 30" EPOXY COATED REBAR RODS SET AT ALL LOT CORNERS UNLESS OTHERWISE NOTED.
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wn ‘ & Municipal Utility Easement (MUE); an easement for serving the subdivision and other property with domestic
o water, sanitary sewer and storm water drainage is hereby reserved for and granted to the City of Crest Hill, lllinois, . .. .
o __ | L | = o a their successors and assigns, to install, operate, maintain, relocate, renew and remove facilities used in connection An easement for serving the subdivision and other property with
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\ | Z i 85 ‘ an = E\ for its intended purpose as a Municipal Utility Easement (which maintenance shall include, but shall not be limited GRANTEES
1 ~J EZ/S_U-‘_ n ‘F'—Z“ ______ P 3& 8 to, the regular seeding, watering and mowing of all lawns). No titleholder of any part or portion of the Municipal
N \ tl 3 't:l | ié o ﬁé Uiy ﬁcslir;;rl}t <(:(c)>:1s(’::a/ctpq;')écg(:t::rllgc:norb?l]g;ft ﬁn;hsujcllc:!?c_;o'dsizc’fﬁgls: improvements or vegetation (other than their respective successors and assigns, jointly and severally, to install, operate,
. o (=] . , , , llaing, » | ! maintain and remove, from time to time, facilities used in connection with overhead
‘ | 2 l': \ g >~ M LE\_ grc;ss orhqurovedt plantings) upon the Municipal Utility Easement, including, but not limited to fences, walls, and underground transmission and distribution of electricity and sounds and signals
LOT 100 = m 2] o patios, sheds, posts, in, over, under, across, along and upon the surface of the property shown within the
STERN PARK SUB | E % o | Ef‘aﬁuj \/O« 5 % w II. Trees, plo?r’:s ?r shrubgery, exlcepté_ as sr}mm 0'3 the quJEI\{fd Iéqndscqpte plan, or alter, modify or change c[:l)ottled tl'ines ?ncthg plat and rrgjc}rked "I%c?]§em<|en£c", th'?c propertyEldesigrEG,’ged ig me
Ll z in any wa e topogra or elevations o e Municipa ili asement. eclaration of Condominium and/or on this plat as "Common Elements”, an e
DOC. NO. 299218 \ ‘ W i\l \ 2L p Said eosgmen{s may Eegus%dy for driveways and parking hF:)wever, Xche grade of the subdivided property shall not property designated on the plat as a "Commpon area or areas”, and the property
E ~ __,H — be altered in any manner so as to interfere with the proper operation and maintenance thereof, or with the designated on the plat for streets and alleys, whether public or private, together with
| 0 -« I % surface drainage thereon. The property owner and or the property owner association are completely responsible for the right to install required service connections over or under the surface of each lot
SEE———_ -— - - — - landscape and/or paving restoration, should maintenance of the utility be required. and common area or areas to serve improvements thereon, or on adjacent lots, and
S 0 | - | The City of Crest Hill is responsible for repairing water services between the water main, to and including the common area or areds, the right to cut, trim or remove trees, bushes and roots as may
\ < o \ buffalo box. The property owner and/or the property owner’s association are responsible for the restoration of the be reasonably required incident to the rights herein given, and the right to enter upon the
> ”n M surface after any such water service repair. Only perpendicular crossings of the MUE are permitted by public subdivided property for all such purposes. Obstructions shall not be placed over grantees
LOT 101 | | & | < b utilities. The MUE is exclusive of any blanket easement. facilities or in, upon or over the property within the dotted lines marked "Easement
STERN PARK g2 | < \ W fhe ‘grade. of fhe subdivided property shall not be oltered in ‘a manner so as fo
ivi i
DOC. NO. 299218 \ Q \ w . . . . intengere with the proper operF‘)otti:n znd maintenance thereof.
3 | _ o e e e et 12 the S ot oSt ML el scosmmors o e (e
______ ! - over, across, and along the surface of the property shown on the plat marked "SIDEWALK EASEMENT”, together with i the Condominium Property Act’, Chapter 765 ILCS 605/2(e). as amended from
\ right of access across the proper:ty for necessary employees, contractors, sub—contractors and equipment to do The term “common area or areas” is defined as a lot, parcel or area of real
| any of the aforementioned operations. property, the beneficial use and enjoyment of which is reserved in whole as an
l 0 \ ,56 appurtenance to the separately owned lots, parcels or areas within the planned
LOT 102 | E% o) development, even thougb’ s,ych be otherwise dgsi ,noted on thg Rlot by othe"r
STERN PARK SUB \ T < \ % :c,erms such as, ,pu:glots, common elements », Open space’, "open area’,
DOC. NO. 299218 SE ‘ common ground”, "parking and common dreda”. The terms “common area
a or areas and Common Elements” includes real property surfaced with
\ — \ interior driveways and onkwoys,B but exclstfs treol ptrop?crty physi;clly
eq44°4n” occupied by a building, Service Business District or structures such as
—_——_,— e —_— = - ———‘ N88°11°10 E 150'00/ a pool or retention pond, or mechanical equipment.
\ Relocation of facilities will be done by Grantees at cost of Grantor/Lot Owner,
\ SOUTH LINE OF LOT 35 | upon written request.
| |
| \ ‘ LOT 36 An easement is hereby reserved for and granted to NORTHERN ILLINOIS GAS
| McFADDEN'S SUB COMPANY, its successors and assigns ("NI-Gas”) to install, operate, maintain,
DOC. NO. 337010 repair and remove, facilities used in connection with the transmission and
\ _ —_———_——-— - = distribution of natural gas in, over, under, across, along and upon the surface
of the property shown on this plat marked "Easement,” "Common Area or Areas”
and streets and alleys, whether public or private, and the property designated in
the Declaration of Condominium and/or on this plat as "Common Elements,”
together with the right to install required service connections over or under the
surface of each lot and common area or areas to serve improvements thereon,
or on adjacent lots, and common area or areas, and to serve other property,
GENERAL NOTES: adjacent or otherwise, and the right to remove obstructions, including but not
1. R DENOTES "RECORD” DISTANCE AND/OR DIRECTION limited to, trees, bushes, roots and fences, as may be reasonably required
2. D DENOTES "DEED” DISTANCE AND/OR DIRECTION incident to the rights herein given, and the right to enter upon the property for
3. C DENOTES "CALCULATED” DISTANCE AND/OR DIRECTION all such purpots:s. ObSt:-LtJCti'?jnSt'?'h?j” nottht?e pllqtcefd ovglr‘tNI—Gos' fclcilifciﬁs ?rt:]n,
» ” upon or over the property identified on this plat for utility purposes withou e
4. M DENOTES "MEASURED” DISTANCE AND/OR DIRECTION prior written consent of NI—Gas. After installation of any such facilities, the
5. GEOTECH INCORPORATED IS PROFESSIONAL DESIGN FIRM NUMBER 184-000165. grade of the property shall not be altered in @ manner so as to interfere with
6. NO COMMITMENT FOR TITLE INSURANCE WAS USED DURING THE PREPARATION OF THIS the proper operqt]on and maintenance thereof.
PLAT AND SURVEY. The term "Common Elements"" shall have that meaning"set forth for such term
7. THE BASIS OF BEARING FOR THE PLAT AND SURVEY, SHOWN HEREON, IS THE STATE in Section 605/2(e) of the “Condominium Property Act” (lllinois Compiled
UTILIZING THE TRIMBLE NOW VRS NETWORK. The term "Common Area or Areas” is defined as a lot, parcel or area of real
8. THE AREA OF THE SURVEYED PARCEL IS 0.954 ACRES. property, including real property surfaced with interior driveways and walkways,
9. THERE IS DEPRESSED CURB THAT TOTALS 170 FEET IN LENGTH RUNNING FROM THE the beneficial use and enjoyment of which is reserved in whole as an
NORTH LINE OF LOT 30 SOUTH TO NEAR THE SOUTH LINE OF LOT 33. THE OWNER IS appurtenance to the separately owned lots, parcels or areas within the property,
USING TWO AREAS FOR ACCESS INTO HIS PROPERTY AS SHOWN EAST OF AND TOWARDS even though such areas may be designated on this plat by other terms.
THE NORTHERN PORTION OF LOT 31 AND EAST OF AND TOWARDS THE SOUTHERN
PORTION OF LOT 32. THE EXISTING ENTRANCE EAST OF AND TOWARDS THE SOUTHERN
PORTION OF LOT 35 IS USED FOR ACCESS TO LOTS 34 AND 35. AT THE PRESENT
TIME THERE IS NO ACCESS BETWEEN LOTS 33 AND 34.
10.

CREST HILL PLAN COMMISSION

STATE OF ILLINOIS)
COUNTY OF WILL ) SS

APPROVED BY THE CREST HILL PLAN COMMISSION AT A MEETING HELD ON THE

TO THE BEST OF OUR KNOWLEDGE AND BELIEF THE DRAINAGE OF SURFACE WATERS WILL NOT BE CHANGED BY THE CONSTRUCTION OF THIS SUBDIVISION
OR ANY PART THEREOF, OR, THAT IF SUCH SURFACE WATER DRAINAGE WILL BE CHANGED, REASONABLE PROVISION HAS BEEN MADE FOR COLLECTION AND DIVERSION OF SUCH
SURFACE WATERS INTO PUBLIC AREAS, OR DRAINS WHICH THE SUBDIVIDER HAS A RIGHT TO USE, AND THAT SUCH SURFACE WATERS WILL BE PLANNED FOR IN ACCORDANCE

THOMAS CARROLL ILLINOIS P.E. #062-052783
EXPIRATION DATE: 11-30-2027

STATE OF ILLINOIS)
COUNTY OF WILL ) SS
202 A.D.

NOTARY PUBLIC

STATE OF ILLINOIS)
COUNTY OF WILL ) SS

EXTREME 2017 LLC |
1624 N BROADWAY STREET

, DIRECTOR OF THE TAX MAPPING AND PLATTING OFFICE, DO HEREBY CERTIFY THAT | HAVE CHECKED THE PROPERTY
DESCRIPTION OF THIS PLAT AGAINST AVAILABLE COUNTY RECORDS AND FIND SAID DESCRIPTION TO BE TRUE AND CORRECT. THE PROPERTY HEREIN DESCRIBED IS LOCATED ON
CREST HILL, IL 60403

TAX MAP NUMBERS:
BY:
MANAGING PARTNER

AND IDENTIFIED
AS PERMANENT REAL ESTATE TAX INDEX NUMBER (PN):

DATED THIS DAY OF

________ 202
A NOTARY PUBLIC IN AND FOR SAID COUNTY, IN THE STATE AFORESAID, DO HEREBY CERTIFY

THAT PERSONALLY KNOWN TO ME TO BE THE SAME PERSON WHOSE NAME IS SUBSCRIBED TO THE FOREGOING INSTRUMENT, DIRECTOR

APPEARED BEFORE ME THIS DAY IN PERSON AND ACKNOWLEDGED THAT THEY SIGNED AND DELIVERED THE FOREGOING INSTRUMENT AS THEIR OWN FREE AND

VOLUNTARY ACT FOR THE USES AND PURPOSES THEREIN SET FORTH.

GIVEN UNDER MY HAND AND SEAL THIS

BY:

NOTARY PUBLIC

ILLINOIS DEPARTMENT OF TRANSPORTATION

THIS PLAT HAS BEEN APPROVED BY THE ILLINOIS DEPARTMENT OF TRANSPORTATION WITH RESPECT TO ROADWAY ACCESS PURSUANT OF PARAGRAPH 2 OF "AN ACT TO REVISE
THE LAW IN RELATION TO PLATS,” AS AMENDED. A PLAN THAT MEETS THE REQUIREMENTS CONTAINED IN THE DEPARTMENT'S ”POLICY ON PERMITS FOR ACCESS DRIVEWAYS TO
STATE HIGHWAYS” WILL, BE REQUIRED BY THE DEPARTMENT.

DATE:

1207 CEDARWOOD DRIVE

O GCEOTECH INC. REASONABLE TREE FINAL PLAT OF
CONSULTING ENGINEERS LAND SURVEYORS

202 A.D.

WILL COUNTY RECORDER

STATE OF ILLINOIS)
COUNTY OF WILL ) SS

THIS INSTRUMENT NO.

WAS FILED FOR RECORD IN THE RECORDER'S OFFICE OF
WILL COUNTY, AFORESAID ON THE DAY OF

202 AD. AT _______ O'CLOCK ___.M.

WILL COUNTY RECORDER

JOSE RIOS, P.E.
REGION ONE ENGINEER

SUBDIVISION SUBDIVISION
CREST HILL, ILLINOIS 60403

: P
815/730-1010 DRAWN BY c

JOB # GJN22057
CHECKED BY: TC

08/20/26  CP PER CITY REVIEW
DATE: 07/21/2026 DATE BY REVISION




Work Session Memo

9 e 5 %cw Crest Hill, IL

CITY OF NEIGHBORS

Meeting Date: September 28, 2026
Submitter:  Atefa Ghaznawi, AICP, LEED AP, City Planner
Department: Community Development

Agenda Item: Approve Participation of the City of Crest Hill in the Fifth Cohort of the
Metropolitan Mayors Caucus EV Readiness Program.

Summary:

The EV Readiness Program is sponsored by ComEd and the Metropolitan Mayors Caucus, and is a 9-
month program in which a group of 10-12 communities participate as a cohort. The participating
communities receive free technical assistance and training in a variety of critical areas as they work
toward the designation of “EV Ready Community”. There is no cost associated with participating in
this Program other than Staff time commitment. The Program helps the participating communities
prepare to meet the growing demand for electric vehicles (EVs) and EV charging infrastructure. With
guidance and resources assembled by the Caucus’ EV Readiness Team, participating communities
develop clear permitting for EV charging infrastructure, analyze zoning and parking codes to address
barriers to EV infrastructure, engage the community, and participate in technical and safety training for
staff. Municipalities may also tailor actions or special projects to suit the needs of their own community.

A total of 45 communities across the Chicagoland region in 4 cohorts, have so far participated in the
Program and received their EV Readiness Designation. If the City Council approves the Crest Hill
program participation, the City will work along with 12 other communities in the Fifth Cohort (October
2026 - June 2027). After discussing the Program requirements with various City Departments, Staff
believe that they can dedicate the necessary capacity and time commitment to participate in the Program
and work toward the EV Readiness Designation. Staff believe that leveraging the technical assistance
and various trainings offered by the EV Readiness Program will help various City Departments acquire
the necessary knowledge and professional training to support the growing demand for transportation
electrification; make it faster, easier, and more affordable for our residents and businesses to install EV
charging stations in our community; and promote sustainable transportation choices in the community.
Any future policy adoption or purchasing decisions that may result from the City’s improved EV
Readiness will come back to City Council for additional direction and approval.

Participating in the EV Readiness Program requires approval of the following two items:

1. Approve participation of the City of Crest Hill in the Fifth Cohort of the Metropolitan Mayors
Caucus EV Readiness Program, and submit a signed EV Readiness Commitment Letter.

2. Approve a Resolution Endorsing the Metropolitan Mayors Caucus’ Greenest Region Compact
which is the next item on the meeting agenda, and will be discussed following this agenda item.
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Item 2.

Work Session Meeting September 28, 2026

EV Readiness Program

Council Action Requested: Direction to include Approval of the Participation of the City of Crest Hill
in the Fifth Cohort of the Metropolitan Mayors Caucus EV Readiness Program on the October 5, 2026,
Regular City Council Agenda for final consideration.

Attachment

e Draft EV Readiness Program Commitment Letter
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CITY OF CRESTH
20600 City Center Boulevre

Item 2.

Crest Hill, IL 60403
815-741-5100
cresthill.gov

October 6, 2026

Edith Makra

Metropolitan Mayors Caucus
433 W. Van Buren St., Suite 450
Chicago, IL 60607

Dear Edith Makra:

The City of Crest Hill commits to work to earn the EV Ready designation as part of a
cohort of communities that the Metropolitan Mayors Caucus will lead. We will dedicate
staff to work as a member of a cohort to meet the requirements to earn EV Ready
designation.

Once we determine how best to direct our efforts with the help of the EV Readiness Team
at the Caucus, we will seek to earn Bronze, Silver or Gold EV Ready designation. We
expect to complete all program requirements within the allotted time for the cohorts,
which is approximately six to nine months.

Our aim is to advance transportation electrification in the region and make it faster,
easier, and more affordable for our residents and businesses to install EV charging
stations in our community. As a signatory to the Caucus’ Greenest Region Compact
(GRC), we passed a resolution on October 5, 2026, formally supporting the following
goals related to EV readiness and agreed to work to achieve them in our own
communities and in collaboration throughout the region. Joining the Caucus’ EV
Readiness Program cohort would allow us to address these high-level GRC goals:

Mobility and Municipal Operations Goals

e Support efficient transportation that uses resources wisely.
e Integrate sustainability into transportation policies, programs, and
regulations.
£ e Promote sustainable transportation choices.
m e Maintain a diverse, safe and efficient transportation network.
e Operate a safe, clean, and efficient fleet.

We will actively participate in the EV Ready Communities Cohort and share our
knowledge and experience with the Caucus and other members of the cohorts, when
helpful. With guidance from the Caucus, we will aim to complete the requirements to
earn EV Ready Bronze at a minimum. We will:

Page 1 of
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Item 2.

e Review zoning requirements and act to remove barriers to EV charging
infrastructure development.

e Create and distribute a checklist detailing the steps of our permitting process for
EV charging stations.

e Participate in staff training for permitting employees, inspectors, first responders,
and other relevant staff members.

e Educate the community about electric vehicles (EVs) and EV charging stations
through our website and community events.

e Measure progress along the way by tracking key metrics, such as the number of
EVs in the community (data available on the Secretary of State’s website) and the
locations of publicly accessible EV charging stations.

* We will take additional actions to advance transportation electrification that are
most suitable for our community, thereby earning additional points toward EV
Ready Bronze designation.

e We may take additional actions and pursue EV Ready designation at Silver or
Gold level as suits our community needs.

In recent years, the Metropolitan Mayors Caucus helped 45 local governments earn
SolSmart designation by leading three successful cohorts. This collaborative approach
has proven to accelerate solar development and investment in the region. The Caucus
will use a similar collaborative approach with EV Readiness Program cohorts to advance
transportation electrification in northern lllinois. We are eager to begin on the path
toward EV Ready designation and look forward to working with the Caucus.

Please contact City Planner Atefa Ghaznawi for inquiries about this application.

Sincerely,

Raymond R. Soliman
Mayor
City of Crest Hill

317




Work Session Memo

9 e 5 %cw Crest Hill, IL

CITY OF NEIGHBORS

Meeting Date: September 28, 2026
Submitter:  Atefa Ghaznawi, AICP, LEED AP, City Planner
Department: Community Development

Agenda Item: Approve a Resolution Endorsing the Metropolitan Mayors Caucus’ Greenest
Region Compact.

Summary:

The Metropolitan Mayors Caucus’ Greenest Region Compact (GRC) is a regional sustainability
initiative that leverages the strength of municipal government to build vibrant, sustainable communities
across the Chicago region. Municipalities that adopt the GRC by a formal resolution, make a
commitment to generally support the GRC goals in their community and in collaboration with other
municipalities across the region. GRC members have access to GRC promotional material and are
invited to join in collaborative projects that will help achieve GRC goals for their community and the
region. At this time, there is no reporting requirement for GRC Communities and there is no cost to
Metropolitan Mayors Caucus members.

To date, 166 communities of all sizes and strengths (including all Crest Hill neighboring communities
and Will County) have adopted the Greenest Region Compact (GRC) to improve the quality of life for
more than 6.7 million residents, which makes the GRC the largest regional sustainability collaborative
for municipalities in the country. The member municipalities of the Metropolitan Mayors Caucus seek
a vibrant, sustainable future for their communities and the greater Chicago region. The consensus goals
of the Greenest Region Compact aim for enhanced quality of life for residents; protection and
stewardship of the environment and sustainable economic vitality.

Climate Mobility

] Economic Development i Municipal Operations
Energy i@ Sustainable Communities
Land ;} Water

<~ Leadership Waste & Recycling

Staff believe that the overarching goals of the Metropolitan Mayors Caucus’ Greenest Region Compact
are well-aligned with the City’s sustainability goals and objectives outlined in the current and new
Comprehensive Plan. Additionally, working collaboratively with other communities towards a
sustainable region will further support the City’s current and future sustainability undertakings to
improve the quality of life for our residents, such as constructing a new public plaza and park (Crest
Hill Commons), promoting walking and biking through adoption of a new Multi-Use Bike and
Pedestrian Plan, the City’s Rain Barrel Program, the 50/50 Tree Program, Recycling Services, Annual
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Work Session Meeting September 28, 2026
Metropolitan Mayors Caucus’ Greenest Region Compact

Shredding Day, and many more. Staff recommend the City Council approval of the Resolution
endorsing the Metropolitan Mayors Caucus’ Greenest Region Compact.

Map of the Greenest Region Compact Member Communities

1
ton @ Jnr‘esvHE @ Burlington @ (@),
@ [ @ [T s '
Brodhead - |
3 (i) Manioe l Lake Geneva. |~ kenosha
X o T ==
® , r 5 ol
Warran { = - rPedolt G 9 .
1 umnrn ooo o
Lena bt W
Stockton (D) G o 9 ) 3 fghian =
Ly Park 2] Woodet) | = '" \ 9
Freeport &)
Rockford | Hedere °
Cherry Valley ary ger
’
L « N ﬁ
| EB Lanark - (=) 9
(1) o) Mt Morris 5
() &3 Gregon |
Pllo scamore
Milladgaville
P DeRalb
() o o 9 St
) o @
& Db "
Morison 9 = [ : Py b i
steng,| = 4 T ]
X 53 ] : -, | o
&5 Amboy ] 1 T
: O] i ;
e Sandwich
& Gary —Chest
) Walnut—Ohio. {53} Mendots 2 1 | = | -
= i | o
& & A 9 ] ticd g Merriville Valps
3 Lo/ e
o=~ T P [F 1, @ L) ] Crown Boint
T Princaton DAt (ol a7 7" \
Sheffield Lalsalle Morris 2 \
{ pérte Peruf DA i seilies ! )
Oglesby D, |
¥ |
o Hennepin -
awste | @ i ‘ \
= \ De Motte.
) (o) Sy Bourbonnais e
Galva (D) A e i) @
{ Streator Kankakee |
Toulon e . R A

Council Action Requested: Direction to include the draft Resolution Endorsing the Metropolitan
Mayors Caucus’ Greenest Region Compact on the October 5, 2026, Regular City Council Agenda
for final consideration.

Attachment
e Draft Resolution Endorsing the Metropolitan Mayors Caucus’ Greenest Region Compact
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RESOLUTION NO.

A RESOLUTION ENDORSING THE METROPOLITAN MAYORS CAUCUS’
GREENEST REGION COMPACT

WHEREAS, the City of Crest Hill is non-home rule municipality within Article VII,
Section 6A of the Illinois Constitution and, pursuant to the powers granted to it under 65 ILCS
5/1-1 et seq.; and

WHEREAS, the Metropolitan Mayors Caucus provides a forum for the chief elected
officials of the Chicago region to develop consensus and act on common public policy issues and
multi-jurisdictional challenges; and

WHEREAS, the Metropolitan Mayors Caucus’ participating Mayors and their
communities have a history of environmental stewardship, from energy efficiency, water
conservation, urban forestry, and participation in Clean Air Counts; and

WHEREAS, it is important for Mayors and local governments throughout the United
States to take leadership roles to advance sustainability both in their own communities and in
concert with regional, national and global initiatives; and

WHEREAS, the Metropolitan Mayors Caucus created the Greenest Region Compact to
address environmental sustainability issues of global importance at the local level; and

WHEREAS, the Greenest Region Compact, an update to the original pledge and
sometimes referred to as the Greenest Region Compact 2, is built on important environmental
initiatives already underway in communities, in partnership with many non-profit, state, regional
and national organizations; and

WHEREAS, the Greenest Region Compact synthesizes sustainability goals already
adopted by leading communities in the region; and these consensus goals align with common
regional, state, national and global objectives; and

WHEREAS, the Greenest Region Compact offers a companion Framework to guide
communities of all sizes and strengths to assess their current efforts; develop a sustainability plan
suited to local priorities; and will offer resources to help them succeed; and

WHEREAS, the consensus goals of the Greenest Region Compact will guide coordinated
efforts toward enhanced quality of life for residents; protection and stewardship of the environment
and sustainable economic vitality.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Crest
Hill, Will County, Illinois, endorses the Greenest Region Compact proposed by the Metropolitan
Mayors Caucus and agrees to work to achieve them, both in their own communities and in
collaboration throughout the region.

[Left Intentionally Blank]
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PASSED THIS 5™ DAY OF OCTOBER, 2026

Aye
Alderman Scott Dyke

Nay Absent Abstain

Item 3.

Alderman Angelo Deserio

Alderwoman Claudia Gazal

Alderman Mark Cipiti

Alderperson Tina Oberlin

Alderman Darrell Jefferson

Alderman Nate Albert

Alderman Joe Kubal

Mayor Ray Soliman

APPROVED THIS 5™ DAY OF OCTOBER, 2026.

Raymond R Soliman, Mayor

ATTEST:

Christine Vershay-Hall, City Clerk

Christine Vershay-Hall, City Clerk
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Crest Hill, IL
Crest Hill |

CITY OF NEIGHBORS

Meeting Date: | September 28, 2026
Submitter: Ronald J Wiedeman
Department: | Engineering

Agenda Item: | Approve an Ordinance amending Section 10-01-10-501-size restrictions
Eastbound McGilvray Dr.

Summary: Staff have been working with the Will County Department of Highways to finalize plans
to widen out the east leg of McGilvray Dr. to provide a left turn and combined through/right turn lane.

The county review of the geometry being proposed for the southeast corner radius is not in compliance
with current standards for a Strategic Route Arterial (SRA) of which Weber Rd is classified.

In order for a permit to be approved a variance will need to be processed. The standard that is not being
met is for the type of vehicle used to design the turning radius at the southeast corner of this intersection.

The specified vehicle required to be compliant is a WB-65 (full size interstate semi and trailer). When
this size vehicle is used at the McGilvray Dr. intersection for trucks making a northbound to eastbound
movement using existing conditions, the truck will encroach on other lanes and the rear of the trailer
tracks behind the existing curb and gutter in the grass while making this turning movement. This is not
desirous and very unsafe.

In order to allow the safe movement for this size truck, the existing intersection of McGilvray Dr. would
need to be widened. This widening will require the relocation of existing utilities which include not
only ComEd, but AT&T, Comcast and County Fiber lines. The purchase of additional right of way
would also be required. Besides the costs of the right of way, the city could be responsible for the cost
of relocating the existing utilities. The cost of these relocations would be in hundreds of thousands of
dollars.

In order to mitigate the work required to meet this requirement the County was approached to see if
they would approve a design that would restrict all vehicles larger than a box truck from northbound
Weber Rd to eastbound McGilvery Dr. Any trucks that would need to service the existing shopping
center located between McGilvray and Ryan would need to use the Ryan Dr. intersection.

The County will agree to process a design variance if the city restricts large trucks from going eastbound
on McGilvray for the first 300 ft. This would force all larger truck traffic to use the Ryan Intersections
and more closely match existing traffic flow conditions.

Iltem 1.
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This is being brought to the city council to make sure all parties are in agreement with this request. If
this is acceptable to the council, then the permit will be issued by the County and the project can move
forward to construction.

Recommended Council Action: Approve an Ordinance amending Section 10-01-10-501-size
restrictions Eastbound McGilvray Dr.

Financial Impact:

Funding Source: n/a
Budgeted Amount: n/a
Cost: n/a

Attachments:
Ord. amd. 10.01.10-501-size restriction (McGilvray Dr.) 4-7-2025

Workshop Exhibits

Iltem 1.
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ORDINANCE NO.

AN ORDINANCE AMENDING SECTION 10.01.10-501 (RESTRICTED TRUCK
TRAFFIC — DESIGNATED STREETS) OF DIVISION V (SPECIAL WEIGHT LIMITS),
ARTICLE 10 (SPECIAL PROVISIONS PERTAINING TO THE CITY OF CREST
HILL), CHAPTER 10.01 (CREST HILL VEHICLE CODE), TITLE 10 (VEHICLES AND
TRAFFIC) OF THE CITY OF CREST HILL CODE OF ORDINANCES

Iltem 1.

WHEREAS, the City Council of the City of Crest Hill has the authority to adopt
ordinances and to promulgate rules and regulations that pertain to its government and affairs and
protect the public health, safety, and welfare of its citizens, including but not limited to police
powers; and

WHEREAS, Sections 11-1-1 and 11-60-2 of the Illinois Municipal Code authorize the
Corporate Authorities to pass and enforce all necessary police ordinances and may define, prevent
and abate nuisances (65 ILCS 5/11-1-1 and 65 ILCS 5/11-60-2); and through adoption of the
Illinois Vehicle Code, the Corporate authorities are authorized to regulate public safety through
the adoption of Ordinances related to police powers, traffic and vehicle regulation, including the
adoption of Ordinances regulating truck traffic and parking within the City; and

WHEREAS, the Corporate Authorities of the City have done so by enacting the Crest Hill
Vehicle Code as Title 10, Chapter 10.01 of the Crest Hill Code of Ordinances; and

WHEREAS, the Corporate Authorities of the City have determined to replace the traffic
signal at Weber Road and Ryan Drive in the City of Crest Hill and relocate that traffic signal to
the intersection of Weber Road and McGilvray Drive in the City of Crest Hill; and

WHEREAS, the relocation of the aforementioned traffic signal will require cooperation
from and an Intergovernmental Agreement (IGA) with the County of Will; and

WHEREAS, the City Engineer and the County of Will have determined that the current
configuration of the intersection of Weber Road and McGilvray with the proposed engineering
geometry for the relocation of the traffic signal will be insufficient to handle certain sized vehicles
without widening the intersection and relocating existing utilities at the City’s expense; and

WHEREAS, the City does not have the budgeted or available funds for widening the
intersection and relocating utilities; and

WHEREAS, the current plan to relocate the traffic signal from Ryan Drive to McGilvray
Drive is to make that location safer for the motoring public; and

WHEREAS, the Corporate Authorities of the City have determined that it is therefore
necessary, expedient, and in the best interests of the City and its citizens to amend Section
10.01.10-501 of the Crest Hill VVehicle Code as set forth in this Ordinance.
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NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY
OF CREST HILL, WILL COUNTY, ILLINOIS, PURSUANT TO ITS STATUTORY
AUTHORITY, AS FOLLOWS:

SECTION 1: The City Council hereby finds that all the recitals contained in the preamble
to this Ordinance are true, correct, and complete and are hereby incorporated by reference hereto
and made a part hereof.

SECTION 2: Section 10.01.10-501 (Special Weight Limits) of the Crest Hill Code is
hereby repeal in its entirety and replaced with the following:

DIVISION V. SPECIAL WEIGHT AND SIZE LIMITS

§ 10.01.10-501. RESTRICTED TRUCK TRAFFIC - DESIGNATED STREETS.

Weight and/or size limitations are ineffective until signs giving notice thereof are
erected upon all the streets named in § 10-501 and at such places to be selected by the
City Council.

A) It is unlawful for any person to operate a motor vehicle and trailer, the
weight of which shall exceed eight tons, on those parts of Caton Farm Road lying in
Sections 29, 30, 31 and 32 of Lockport Township situated within the City of Crest Hill.

®) It is unlawful for persons to operate commercial motor vehicles with a
combined weight (vehicle and load) over eight tons upon the following streets in Crest
Hill:

(1) On Cedarwood Drive from Theodore Street to Ingalls Avenue;
(C) AClasslItruckroute corridor is hereby established along the following streets:
(1) Pasadena Avenue to Center Street;
(2) North on Center Street from Pasadena Avenue;
(3) Raynor Avenue from Oakland Avenue South to Elsie Avenue;
(4) Brian Drive;
(8) Sak Drive;

(6) Caton Farm Road from Illinois Route 53 to Oakland Avenue;

(7) Division Street from Weber Road west to Gaylord Road.
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()] Trucks of any legal size may use the truck route corridor, but it is unlawful
for a commercial vehicle to use streets not designated as truck tour corridors, except that
Route 7, State Route 53, and U.S. Route 30 will remain accessible to all legal types, sizes,
and weights of vehicular traffic as regulated by the Illinois Motor Vehicle Code.

E) Signs indicating “no commercial vehicles allowed” shall be posted to
establish the following areas restricted to commercial vehicles:

@)) Hickory Street north of Theodore Street;

(2) Cora Street north of Theodore Street;

(©)) Center Street north of Theodore Street to the southern edge of
Pasadena Avenue;

4 Dearborn Street north of Theodore Street;

5 Hoffman Street north of Theodore Street;

(®) Nicholson Street north of Theodore Street;

(D Highland Street north of Theodore Street;

¢3)) Clement Street north of Theodore Street;

9 Oakland Avenue north of Theodore Street to the southerly edge of
Pasadena Avenue;

(10) Wilcox Street north of Theodore Street;

(11) Kelly Avenue north of Theodore Street;

(12) Raynor Avenue north of Theodore Street to the southerly edge of
Elsie Avenue;

(13) Birkey Avenue;

(14) Pasadena Avenue from Hawthorne to Oakland Avenue;

(18) Chaney Avenue west of State Route 53;

(16) Elsie Avenue west of State Route 53;
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(17)
(18)
(19)
(20)
(21)
(22)
(23)
(24)

(25)

0000.

®)
1)

Rose Avenue west of State Route 53;

Ludwig Avenue west of State Route 53;

Stern Avenue west of State Route 53;

Hill Crest Heights;

Crestwood Estates;

Caton Farm Road from Weber Road to U.S. Route 30;
Gaylord Road from U.S. Route 30 to Theodore Street;
Kubinski Drive;

Patrick Drive east of the lot identified as PIN # 11-04-29-301-002-

Trucks with dimensions equal to or greater than WB-50 as defined in

Section 6.2.3 of Chapter 6 of the 2024 Will County Technical Reference Manual are
restricted from traveling east on McGilvray Drive from Weber Road to Borio Drive.

2)

Trucks with dimensions equal to or greater than WB-50 as defined in

Section 6.2.3 of Chapter 6 of the 2024 Will County Technical Reference Manual are
permitted to travel west on McGilvray Drive only from the driveway located 300
feet east of the easternmost edge of Weber Road.

SECTION 3: In the event that any provision or provisions, portion or portions, or clause
or clauses of this Ordinance shall be declared to be invalid or unenforceable by a Court of
competent jurisdiction, such adjudication shall in no way affect or impair the validity or
enforceability of any of the remaining provisions, portions, or clauses of this Ordinance that may
be given effect without such invalid or unenforceable provision or provisions, portion or portions,

or clause or clauses.

SECTION 4: That all ordinances, resolutions, motions, or parts thereof, conflicting with
any of the provisions of this Ordinance, are hereby repealed to the extent of the conflict.

SECTION 5: That the City Clerk is hereby directed to publish this Ordinance in pamphlet

form.

SECTION 6: That this Ordinance shall be in full force and effect from and after its
passage, approval and publication in pamphlet form as provided by law.
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PASSED THIS 5th DAY OCTOBER, 2026.
Aye Nay Absent Abstain

Alderman Scott Dyke
Alderman Angelo Deserio
Alderwoman Claudia Gazal
Alderman Darrell Jefferson
Alderperson Tina Oberlin
Alderman Mark Cipiti
Alderman Nate Albert
Alderman Joe Kubal

Mayor Raymond R. Soliman

APPROVED THIS 5TH DAY OF OCTOBER, 2026.

Raymond R. Soliman, Mayor

ATTEST:

Christine Vershay-Hall, City Clerk
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| —, Agenda Memo

C:i 5%% Crest Hill, IL

CITY OF NEIGHBORS

Meeting Date: 9/24/2026

Submitter: Gary Richardson, Director of Public Works

Department: Public Works

Agenda Item: Approval of the purchase of a Dur-A-Lift DTAX2-39FP insulated aerial bucket truck mounted

on a 2027 Ford F-600 4x4 chassis with a Knapheide steel service body from Runnion
Equipment Company in the amount of $169,239.00.

Summary:

The Public Works Department is requesting approval for the purchase of a Dur-A-Lift aerial lift truck to support
department operations. The Public Works Department requires safe and reliable elevated access for a variety of
maintenance and emergency response activities such as:

e Sign installation and maintenance, tree trimming and removal, and storm response.
o Facility maintenance and access to elevated equipment and infrastructure.
Lighting repairs, building maintenance, and inspections.

Maintenance of vehicles and equipment requiring elevated access.

Immediate deployment for storm damage and infrastructure emergencies.
Installation of banners, flags, holiday lighting, and decorations.

The proposed unit is a Category D insulated aerial lift with a 400-pound basket capacity, basket rotator, continuous
rotation, hydraulic tool circuit, and backup operating system. The truck is mounted on a 2027 Ford F-600 4x4 chassis
equipped with a 7.3L V8 gasoline engine and service body. Additional features include LED warning and strobe
lighting, backup alarm, inclinometer, and safety equipment.

The purchase of an aerial lift truck will improve safety, increase operational efficiency, enhance emergency response
capabilities, and provide a long-term resource for multiple City departments. This purchase will also reduce reliance
on rented equipment and allow staff to perform more work in-house.

Recommended Council Action:

Approve of the purchase of a Dur-A-Lift DTAX2-39FP insulated aerial bucket truck mounted on a 2027 Ford F-600
4x4 chassis with a Knapheide steel service body from RUNNION Equipment Company in the amount of $169,239.00.

Financial Impact:

The total cost for this piece of equipment is $169,239.00.
Attachments:

Quote for a new Dur-A-Lift DTAX2-39FP insulated aerial bucket truck mounted on a 2027 Ford F-600 4x4 chassis
with a Knapheide steel service body from Runnion Equipment Company with photos.

Iltem 1.
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RUNNION EQUIPMENT COMPANT

Page 1 of 3

6201 East Ave Hodgkins, IL 60525 (708) 447-3169

1-800-824-6704 FAX (708) 447-3730 www.runnionequipment.com

City of Crest Hill Public Works September 18, 2026
2090 Oakland Ave
Crest Hill, IL 60403 Quote # KK 114

Ph: 815-954-5284

Attn: Gary Richardson UNIT# 5432N

We are pleased to offer the following quotation for your consideration:

One (1) Dur-A-Lift DTAX2-39FP equipped as follows:

Category D Insulated

44’ working height

28’ side reach

Main boom fiberglass insert

Chassis isolator insert

Extension travel — 110~

24” x 24” x 42” walk-in basket with left open hinge door and cover
180-degree basket rotator

400 Ib basket capacity

Continuous rotation

Four-axis non-HERC single-hand proportional control

Start/stop from the basket

Tool circuit at basket

Lower controls with override located at the turntable

12V DC backup system

Two (2) LED strobe lights, mounted on aluminum headache rack
Four (4) LED flat strobe lights, mounted on front grille and rear tailshelf
Severe duty level torsion bar on rear axle

30” x 94” aluminum tail shelf

10” belt step and chrome grab handle for easy access to tail shelf
Inclinometer

2” pintle ball with 7 pin trailer plug

5 Ib fire extinguisher

Triangle reflector kit

Backup alarm

One (1) Knapheide steel service body equipped as follows:

94” wide

131 long

Compartments (both sides)
Compartments depth 20”

- 1V-34%"Lx40”H

Continued on next page

REC SALES SIGNATURE

DATE PURCHASER SIGNATURE DATE
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RUNNION EQUIPMENT COMPANT

6201 East Ave Hodgkins, IL 60525 (708) 447-3169
1-800-824-6704 FAX (708) 447-3730 www.runnionequipment.com

City of Crest Hill Public Works September 18, 2026
2090 Oakland Ave
Crest Hill, IL 60403 Quote # KK 114
Ph: 815-954-5284
Attn: Gary Richardson UNIT# 5432N
Page 2 of 3

- 2V-21"Lx40"H

- H-52%"Lx18%"H

- 3Vv-234"Lx40"H

- Non-slip coating applied to body floor, inside walls, side pack tops, body front,

and tail shelf top
MOUNTED ON:

One (1) 2027 Ford F600 4x4 equipped as follows:
- 22,000 GVWR
- 7.3L 2V DEVCT NA PFI V8 gas — 335 HP @ 3750 RPM,
468 Ib/ft torque @ 3750 RPM
- TorgShift 10-speed automatic transmission
- Engine block heater
- Front and rear 19.5” painted steel wheels
- Tires — 245/70Rx19.5G
- Front axle 7,500 1b
- Rearaxles 15,500 Ib
- 169" wheelbase
- 4-wheel ABS brakes
- Air conditioning
- Chrome bumper and black grille
- 40-gallon fuel tank
- Platform running boards
- SYNC radio with AM/FM/BlueTooth with 8 display and 2 USB ports
- 40/20/40 split bench seat- vinyl
- Back-up camera
- Color white
Includes two (2) 1-week no-charge rentals of a 40 bucket truck for holiday lights
Subject to unit availability

Unit Price:  $169,239.00
All prices F.O.B. Hodgkins, IL and subject to all applicable tax.
Quote valid for 30 days. Due to market volatility any future manufacturer surcharges and tariffs
will be added to price above. Unit subject to prior sale — 10% deposit at time of order.
Balance due upon notification that unit is ready for delivery

Continued on next page

REC SALES SIGNATURE DATE PURCHASER SIGNATURE DATE
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RUNNION EQUIPMENT COMPANT

6201 East Ave Hodgkins, IL 60525 (708) 447-3169
1-800-824-6704 FAX (708) 447-3730 www.runnionequipment.com

City of Crest Hill Public Works September 18, 2026
2090 Oakland Ave
Crest Hill, IL 60403 Quote # KK 114
Ph: 815-954-5284
Attn: Gary Richardson UNIT# 5432N

Page 3 of 3

SALES ORDER — TERMS AND CONDITIONS OF SALE

This document contains the terms of sale. The entire contract between Seller and Buyer is contained in this Sales Order; no alleged oral promises or
conditions not set forth herein shall be binding upon Seller or Buyer, and any prior negotiations between the parties are merged into the terms of this
document.

Prices quoted are subject to change without notice inconformity with the Manufacturer’s Price List effective at the time of delivery. Prices do not include
taxes. Any tax, impost, levy, duty or other charge hereinafter imposed by any government or other authority on this sale will be added to the purchase
price as herein noted or any later revision of the purchase price, and will be paid by Buyer unless Buyer provides Seller with a proper tax exemption
certificate.

Upon acceptance of this order by Seller, if Buyer fails to perform the terms and conditions hereof, or refuses to accept delivery of the equipment accessories
or other items ordered within ten (10) days after notification that same are ready for delivery, the Seller, at its option may retain as liquidated damages
all money, trade-ins or other property delivered to Seller by Buyer as down payment hereunder. Buyer will pay any cost of collection for any amount
owed to Sellers, including, without limitation, reasonable attorney’s fees, court costs and interest in the amount of 1% per month (12% per annum), from
the date the amount is due.

Payment is due Seller from the date when Seller is prepared to make delivery. All equipment and material is delivered FOB Seller’s plant and title and
liability for loss or damage passes to Buyer upon Seller’s delivery of the goods to a carrier or shipment to Buyer and any loss or damage thereafter shall
not relieve Buyer from any obligation hereunder. Risk of loss for goods shall pass to the Buyer once payment is received by Seller.

Buyer may terminate this contract in whole upon thirty (30) days advance written notice to Seller. In such event, Buyer shall be liable for termination
charges. If goods ordered are a standard, manufactured catalog item, Buyer will pay a cancellation charge for each unit cancelled equal the greater of
20% of the purchase order item price or forfeiture of down payment/trade in. If goods are non-standard items built to the Buyer’s custom order, Buyer
will pay for all cost, direct and indirect incurred and committed for this contract, together with a reasonable allowance for prorated expenses and anticipated
profits.

Buyer agrees to comply fully and with all laws and regulation concerning the purchase and sale of goods. In particular, Buyer agrees to comply with all
applicable export administration regulations of the United States, including, but not limited to, the Export Administration Act, insofar as they apply to the
sale of products.

Buyer shall indemnify and hold harmless Seller, its employees, officers and directors and the respective successors and assigns, from and against any and
all liability, damages, claims, causes of actions, losses, costs and expenses (including attorney’s fees) of any kind arising out of injuries to any person
(including death) or damage to any property caused by or related to the goods or any negligent act or omission of Buyer, its employees and agents.

The validity, performance and construction of this Sales Order, shall be governed by the laws of the State of Illinois, of the United States of America.

Seller shall not be liable, and shall be free from any potential liability for delay in delivery or non-delivery or any failure in shipment caused in whole, or in
part, by the occurrence of any contingency beyond control of either Seller or Seller’s suppliers including, but not limited to act of war (whether an actual
declaration thereof is made or not) act of any government or any agency or subdivision thereof, judicial action, sabotage, insurrection, terrorism, riot or
other act of civil disobedience, act of public enemy, failure or delay in transportation, strikes, lockouts, shortage of labor or labor troubles of any kind,
accidents, explosion, perils of the sea, fire, earthquake, flood, storm or any other act of God, restrictions or requisitions, shortage of labor, fuel, raw
material or machinery or technical failure where Seller has exercised ordinary care in the prevention thereof, failure of manufacturers to deliver, bankruptcy
or insolvency of manufacturers or suppliers, suspension of shipping facilities, act or default of any carrier or any other contingency of whatsoever nature
beyond Seller’s control affecting production, transportation to boarding point, loading, forwarding or unloading in such a situation at destination of the
goods covered by this contract including disturbances existing at the time this contract was made. In such a situation, if shipments or delivery is not
made during the period contracted for, Buyer shall accept delivery under this contract when shipment is made; provided, however, Buyer shall not be
obligated to accept delivery if shipment is not made within a reasonable time after the cessation of the aforementioned impediments or causes. Seller
may allocate delivery among Seller’s customers.

This order shall not be binding upon Seller until accepted by Seller in writing hereon and when so accepted, the original order with original signatures as
given Seller and in Seller's possession shall be conclusive and binding upon the parties hereto.

The Buyer hereby acknowledges receipt of a copy of this Sales Order and Terms and Conditions.

REC SALES SIGNATURE DATE PURCHASER SIGNATURE DATE
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g |OLATHE FLEET Purchase Order / Quote

DebiJ@olatheford.com

OLATHE FORD SALES INC Date 9/24/2026
DEBI JONES Valid Until 11/8/2026
GOVERNMENT MANAGER Contract SOURCEWELL - 032824
DIRECT - 913-238-0252 PO

Lead Time ORDER 90 TO 120 DAYS
Customer: Invoice Address: Delivery Address:

SAME
CITY OF CREST HILL CREST HILL PUBLIC WORKS

2090 OAKLAND AVENUE
CREST HILL, IL 60403

Description - Vehicle Preview Details Line Total
2027 FORD F550 4X4 REG CAB CHASSIS 169 WB 84 ca XL TRIM GAS ENGINE $61,566.00
FS5H F558 4X4 CHAS/C FRT LICENSE BET 59H HI MNT STOP LMP
169" WHEELBASE 188 PLAT RUNNING BD| gay AuTO E-BRKE RMV
£1 OXFORD WHITE 181 VEH INTGR 5Y5 2 617 JIACK
A VNYL 48/28/48 195504 GVWR PKG| Zo) BTl e feg
5 MED DARK SLATE 41H ENG BLK HEATER
668A PREF EQUIP PKG 425 58 STATE EMISS 678 418 AMP ALTRNTR
LXL TRIM 43C PRO POWER 4@8W 67P XTR HD SUS FRNT
572 .AIR CONDITIONER 52B TRLR BRAKE CcoNT| 86M DUAL BATTERY
CAMFM/MP3/CLK 872 RR CAM & PREP K
99N .7.3L DEV VB ENG CONNECT PKG 1V¥R
446G 18-5PD AUTOMATC SECURITY PK 1¥R

TGM 225 TRACTION
XBL 4.8B8 LTD SLIP
68H PAYLD PLS5 UPG

RUNNION UPFITTING PER ATTACHED SPECIFICATIONS $104,454.00

120 DAYSFLOOR PLAN INTEREST N/A IF PD W/IN 10 DAYS OF LANDING AT RUNNION $2,420.00
CHASSIS MSRP $67,675 SHIPPING $0.00
EQUIPMENT MSRP $116,988 NO TTL QUOTED
MSRP $184,663.00 10.1 % DISCOUNT Subtotal less trade-in $168,440.00
Special Notes and Instructions Sales Tax 0.00% $0.00
MSO/ODO STATEMENT. CUST RESPONSIBLE FOR REGISTRATION, TAXES AND TITLING Tire Tax 0 $0.00
QUOTES ARE ONLY VALID UNTIL CURRENT MODEL YEAR ORDER BANK CLOSES. OLATHE Extended Warranty $0.00
FORD RESERVES THE RIGHT TO CHARGE CUSTOMER FOR FLOOR PLAN IF UPFITTING TAKES Flooring $0.00
AN EXCESSIVE AMOUNT OF TIME. Delivery $0.00
PAYMENTS FOR VEHICLES MUST BE MADE WITHIN 30 DAYS OF INVOICE OR OLATHE FORD MSO/ ODQ $0.00
RESERVES THE RIGHT TO CHARGE FLOORPLAN INTEREST FOR EACH DAY INVOICE IS Total Per Unit $168,440.00
OVERDUE Quantity of Units 1

PO Total $168,440.00

Above information is not an invoice and only an estimate of services/goods described above. Quote subject to change.

Please confirm your acceptance of this quote by signing this document, and returning
your PO.

If you have any questions concerning this quote, contact Debi Jones Thank you for your business!

1845 E SANTA FE, OLATHE, KS 66062 913-238-0252 - DEBIJ@OLATHEFORD.COM
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