ORDINANCE NO. 0-25-06
AN ORDINANCE AMENDING THE PERSONNEL POLICIES MANUAL

WHEREAS, the Illinois Municipal Code, 65 ILCS 5/1-2-1, provides that the corporate authorities of
each municipality may pass all ordinances and make all rules and regulations proper or necessary, to carry
into effect the powers granted to municipalities, with such fines or penalties as may be deemed proper;
and

WHEREAS, pursuant to the lllinois Municipal Code, 65 ILCS 5/ 10-4-1, municipalities are granted
the authority to “provide by ordinance in regard to the relation between all municipal officers and
employees in respect of each other, the municipality, and the people;” and

WHEREAS, the Village recognizes the importance of paid leave for workers and provides its
employees with a benefits package that includes paid leave benefits, as detailed in the Village Personnel
Policies Manual; and

WHEREAS, the current Village Personnel Policies Manual was approved by the Village Board on
May 16, 2017, and was last amended on December 5, 2023, by Ordinance, to require paid leave benefits
for Village employees; and

WHEREAS, on July 24, 2024, the Village implemented a new 12-hour shift policy for sworn law
enforcement personnel, which utilizes a 14-day work period; and

WHEREAS, while the FLSA requires that overtime be paid after 86 hours when utilizing a 14-day
work period for law enforcement employees, an informal survey revealed that a number of neighboring
communities provide overtime after 84 hours for law enforcement employees. As such, the Village has
determined it is in the best interests of the Village and its employees to award overtime after 84 hours,
as opposed to 86 hours, for such employees; and

WHEREAS, in recognition of the additional hours worked each month, the Village has determined
it is in the best interests to provide for the accrual of four additional hours of Managed Time Off (“MTQ”)
each month for full-time sworn law enforcement officers, to be implemented retroactively to August 1,
2024, and to provide for a different method of providing holiday pay; and

WHEREAS, the Village has further determined it is necessary to amend its paid leave policies,
which were adopted by Ordinance on December 5, 2023, and that in doing so it is necessary and in the
best interests of the Village and its employees to amend the Village Personnel Policies Manual to provide
competitive benefits for all of its employees, including first-year, part-time and seasonal/temporary
employees, in accordance with the Paid Leave for All Workers Act, 820 ILCS 192/1 et seq. (the “Act”); and

WHEREAS, the President and Board of Trustees of the Village find that it is in the best interests of
the Village, its residents, and its employees to adopt and affirm by ordinance amendments to Sections 3.6,
3.8,8.2,11.1, and 11.3 of the Village Personnel Policies Manual, as provided in Exhibit A attached hereto
and incorporated herein.

NOW, THEREFORE, BE IT ORDAINED BY THE VILLAGE PRESIDENT AND BOARD OF TRUSTEES OF
THE VILLAGE OF CAMPTON HILLS, KANE COUNTY, ILLINOIS, AS FOLLOWS:

SECTION 1: Recitals. The foregoing recitals shall be and are hereby incorporated as findings of fact
as if said recitals were fully set forth herein.

SECTION 2: Affirmation and Adoption of Amendments to the Personnel Policies Manual. The Village
President and the Board of Trustees hereby adopt and affirm the amendments to Sections 3.6, 3.8, 8.2,




11.1, and 11.3 of the Village Personnel Policies Manual, which are attached hereto as Exhibit A and
incorporated herein. The Village Administrator is hereby directed to prepare an amended Personnel
Policies Manual and distribute it to all Village employees, and to take all other reasonable and necessary
action to effectuate this Ordinance.

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

Ordinance.

SECTION 4: Repealer. Any policy, resolution or ordinance of the Village that conflicts with the
provisions of this Ordinance shall be and is hereby repealed to the extent of such conflict.

SECTION 5: Effective Date. This Ordinance shall be in full force and effect from and after its passage
and approval in the manner provided by law.

ADOPTED this 21st day of January, 2025, pursuant to a roll call vote as follows:

AYES NAYES ABSENT ABSTAIN
Trustee Nicolas Boatner X - -
Trustee Janet Burson X - -
Trustee Jim McKelvie X - -
Trustee Mike Millette X -
Trustee Ed Muncie X - -
Trustee Tom Williams X

President Barbara Wojnicki

JM’ s Z(/7/Lu,\

ATTEST: Barbara Woijnicki, Village President

wj/tf/,/_é) ./// Y Sera

Tracy Johnson, Village Clerk



STATE OF ILLINOIS )
) SS
COUNTY OF KANE )

CLERK'S CERTIFICATE

I, Tracy Johnson, Clerk of the Village of Campton Hills, in the County of Kane and State of Illinois,
certify that the attached document is a true and correct copy of that certain Ordinance now on file in my
office, entitled:

ORDINANCE NO. 0-25-06
AN ORDINANCE AMENDING THE PERSONNEL POLICIES MANUAL

which Ordinance was passed by a roll call vote of the Board of Trustees of the Village of Campton Hills at
a Regular Village Board Meeting on the 21st day of January, 2025, at which meeting a quorum was present,
and approved by the President of the Village of Campton Hills on the 21st day of January, 2025.

| further certify that the vote on the question of the passage of said Ordinance by the Board of
Trustees of the Village of Campton Hills was taken by Ayes and Nays and recorded in the minutes of the
Board of Trustees of the Village of Campton Hills, and that the result of said vote was as follows, to-wit:

AYES: BOATNER, BURSON, MCKELVIE, MUNCIE, WILLIAMS

NAYS:

_ ABSENT: MILLETTE

| do further certify that the original Ordinance, of which the foregoing is a true copy, is entrusted
to my care for safekeeping, and that | am the lawful keeper of the same.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the Village of Campton
Hills, this 21st day of January, 2025.

~— /L/./L;/'pj _//» / ){ =on

Tracy Johnson, Village Clerk
[SEAL]



Exhibit A
Exhibit A
Revisions to Personnel Policies Manual
Sections 3.6, 3.8, 8.2, 11.1, and 11.3

(Additions Underlined; Deletions StrickenThreugh)

3.6 Emplovee Classifications

The Village establishes the following guidelines and definitions for types of employment and for
entitlement to benefits.

1. Full-Time Regular Employee: An employee, who has successfully completed their
probationary period and is hired to regularly works fifty-two (52) weeks of the year, at an
anticipated rate of at least: (a) forty (40) hours per week, fifty-two(52)weeks-ofthe-year; less paid
time offiaeation, or (b) in the case of sworn police employees working twelve-hour shifts, eighty-
four (84) hours per fourteen (14)-day work period, less paid time off.

2. Part-Time Regular Employee: An employee is—assigred—to—a—peosition—and who is hired to
regularly work s-a-shift-scheduleless-than40-hoursper-weekfor fifty-two (52) weeks of the year
at an antlclpated rate of less than fortv (40) hours per Week Pa%t—ﬁ-m%emﬁleye%s—shal-l—net—be

3. Seasonal/Temporary Employee: An employee who se—werk—asstgnment is hired for a
limited -durationte time period of six months or less during a calendar year. Seasonal/Temporary

employees are employed for a specific function, part-time or full-time, and for a temporary or
limited period of time.

4. Interns: The Village supports the concept of employing students in positions relating to
course work. Internship programs should serve as an educational benefit to the student and the
Village. All intern positions that receive a stipend or wage must have been approved in the annual
budget. Interns applying with the Village must follow the same employment procedures as
employees except for the job posting requirements. Interns will be instructed as to the expected
internship length, projects to be worked on and be given a general new employee orientation by
their respective department. Interns are expected to comply with the applicable rules and
regulations contained in this Manual. In most cases, an internship will continue for one (1)
semester.

5. Exempt Employee: An employee who works in a position that has been determined as
“exempt” under the Fair Labor Standards Act (FLSA) and is not eligible for overtime pay or
compensatory time.forhours-worked-over40-hoursina-week.

6- Non-Exempt Employee: An employee who works in a position that has been determined
as “non-exempt” under the FLSA and is eligible for overtime pay or compensatory time.for-hours



3.8 Hours of work.

This policy establishes routine hours of work based on whether employees work in the office, field
or in other departments, except as otherwise provided by departmental policies and procedures:

A. Administrative/Clerical (Village Hall) -- 9:00 a.m. to 4:00 p.m. Mon.-Fri. Viage Halh
and as further established by the Village Administrator as circumstances warrant.

B. Police -- Established by the Police Chief as department circumstances warrant;-butin
no-eventless-than40-heursfor full-timeoffieers.

The above work hours provide an unpaid lunch period of 30 minutes. Lunch periods are scheduled
and may be staggered to allow for continuous staffing of all offices with at least one person. An
employee who does not exercise the right to a lunch break waives this right and cannot claim it at
a later date. Nor does the waiver of a lunch break or paid break permit an employee to leave work
early and prior to the end of the scheduled workday.

Sworn Police personnel working on a shift basis will follow the working hour guidelines set forth
in their respective departmental directivesregtlations.

Attendance records will be managed by each department and maintained in the Administration
Department. Attendance shall be a consideration in determining promotions, transfers, satisfactory
completion of probationary periods, and continued employment with the Village. Frequent
tardiness or other attendance irregularities including unexcused absences from work shall be cause
for disciplinary action, up to and including termination of employment.

8.2 Compensatory Time/Overtime

Only Fair Labor Standards Act (FLSA) non-exempt employees shall be eligible for overtime and
compensatory time. Eligible employees not performing sworn law enforcement officer duties shall
be compensated for overtime at a rate of one and one-half (1.5) times their regular hourly rate for
all hours worked over forty (40) in a work week. Paid-time-ofF-(PTO)Managed Time Off (MTO),

Holidays, Compensatory Time Off, leaves of absence, and other paid time off shall not be
considered as time worked in the calculation of overtime. Paid-time-offis-definedas-sick;vacation;
and/erpersonal-eaves-of-absence: Eligible employees performing sworn law enforcement officer
duties shall be compensated for overtime at a rate of one and one-half (1.5) times their regular
hourly rate for all hours actually worked over eighty-four (84) in a 14-day work period. Managed
Time Off (MTO), Holidays, Compensatory Time Off, leaves of absence, and other paid time off
shall not be considered as time worked in the calculation of overtime. For all FLSA non-exempt
employees, prior authorization from the employee’s Supervisor/Sergeant is required before an
employee may work more than their scheduled daily or weekly hours. Failure to obtain prior
approval for overtime may result in disciplinary action up to and including dismissal. To the extent
possible, an attempt will be made to distribute overtime work among employees competent to
perform the required service.




In the case of executive, administrative and professional personnel as defined by the Fair Labor
Standards Act (FLSA), it is implicit in the nature of their position that time beyond the normal
work schedule may be spent on the job. While some recognition of this work may be made by the
Village President or Village Administrator, these classifications are not eligible for overtime.

The Village will compensate all non-exempt employees for overtime hours through overtime pay
or compensatory time off. The employee may request to be either:

1. Compensated with pay at the rate of 1 !/> times the regular hourly rate for all hours worked
in excess of forty (40) in a single work week_for non-sworn law enforcement employees,
or in excess of eighty-four (84) in a 14-day work period for sworn law enforcement

employees; or

2. Compensated through compensatory time off at the rate of 1!/> hours for each hour worked
in excess of forty hours in a single workweek (Saturday — Friday)_for non-sworn law
enforcement employees, or in excess of eighty-four (84) hours in a 14-day work period for
sworn law enforcement employees. The maximum compensatory time that may be accrued
by an employee is two hundred eighty (280) hours, and all compensatory time must be
taken within the fiscal year, otherwise it shall be paid out in cash to the employee. An
employee’s use of compensatory time shall be scheduled at the mutual convenience of the
employee and his/her Supervisor/Sergeant provided that an employee’s request to use
compensatory time shall not be unreasonably denied. HewewvertThe Village may, in its
own discretion, elect to pay cash wages for overtime rather than permitting additional
accruals of compensatory time. Upon termination of employment, an employee will be
paid for accrued unused compensatory time.

11.1 PaidTime-OfFfManaged Time Off (PFO/MTO)

PTO/Managed Time Off (MTO) is granted to allow Village employees to rest, relax and pursue
special interests. PFO/MTO time may also be used during an employee's own illness, to care for
an ill child or for medical, legal or other personal business appointments which can only be
scheduled during normal Village operating hours, or for any other reason.

A. Accruing PFO/MTO

1. Non-Sworn Full-Time Emplovees

Effective as of January 1, 2025, each regular full-time employee who works on an average
(on a calendar year basis) of forty (40) hours or more per week shall be entitled to receive
paid managed time off as follows, which will be credited (front-loaded) at the beginning
of each calendar year:

Service Years Weeks-of Paid Managed Time Off
0-1 40 hours

lto5 2-(H0-wetk-days) 80 hours

6to 15 3-H5-werkdays) 120 hours

Over 15 4-20-werk-days) 160 hours

During the first yvear of employment, a pro-rated amount of MTO will be credited to the
employee based on the number of months remaining in the calendar year.




MTO may be requested and used in accordance with the procedures established in this
policy beginning ninety (90) days following the commencement of employment.

2. Sworn Full-Time Emplovees

Due to the implementation of 12-hour shifts, effective as of August 1, 2024 (to be
implemented retroactively), sworn personnel (Full-Time Only) accrue +2-sixteen (16)
hours per month of PFO/MTO while in one (1) year probation. After completing probation,
full-time sworn personnel accrue +6twenty (20) hours of PFO/MTO per month. Full-time
sworn personnel who are hired as laterals with five or more years of law enforcement
service as a full-time officer at a municipal, county, university, or state law enforcement
agency, and possess current certification by the Illinois Law Enforcement Training and
Standards Board, and have not been separated from their last law enforcement agency
within the state for more than twenty-four (24) months, shall accrue twenty (20) hours of
MTO per month.

Effective as of January 1, 2025, probationary, non-lateral, full-time sworn personnel shall
receive MTO front-loaded at the beginning of their employment, and in January of
subsequent calendar years, at a rate of sixteen (16) hours per month for the remainder of
their probationary period within that calendar year and at a rate of twenty (20) hours per
month for any months remaining in the calendar year after the anticipated end-date of their

probation.

Effective as of January 1, 2025, non-probationary full-time sworn employees, as well as
probationary full-time sworn employees hired as laterals (as described above), shall receive
MTO front-loaded at the beginning of their employment, and in January of subsequent
calendar years, at a rate of twenty (20) hours per month for the remainder of the calendar
year (e.g., 240 hours for 12 months).

MTO may be requested and used in accordance with the procedures established in this
policy beginning ninety (90) days following the commencement of employment.

3. Chief of Police; Deputy Chief of Police

The Chief of Police and the Deputy Chief of Police shall be entitled to receive five (5)
weeks of MTO each year, which will be credited (front-loaded) on the effective date of
their appointment and each anniversary date thereafter. In accordance with the carry-over
provisions contained in this policy, MTO may accumulated up to a maximum of two
hundred eighty-eight (288) hours, unless excess accumulations are otherwise approved in
writing by the Village Administrator or the President. The Deputy Chief of Police may
request to use MTO by submitting a request to the Chief of Police with as much advance
notice as possible. The use of MTO may be denied by the Chief of Police based on the
operational needs of the Village. The Chief of Police will work with the Village
Administrator to coordinate their use of MTO to ensure that the daily operations of the
Village are not unduly burdened. The use of MTO may be denied based on the operational
needs of the Village.

4. Part-Time Employees with anticipated work schedules of 20-39 hours per week




Effective as of January 1, 2025. part-time employees (sworn and non-sworn) with
anticipated work schedules of 20-39 hours per week shall receive forty hours (40) of MTO
front-loaded at the beginning of each calendar year.

During the first yvear of employment, a pro-rated amount of MTO will be credited to the
employee based on the number of months remaining in the calendar year.

MTO may be requested and used in accordance with the procedures established in this
policy beginning ninety (90) days following the commencement of employment.

Utilizing PFO/MTO

1. PTO/MTO may not be used until it has been earned and credited. New employees
may begin using MTO beginning ninety (90) days following the commencement of their

employment.

2. Employees’ PFO/MTO requests should be made to histher their supervisor(s) with
as much advance notice as possible. PFO/MTO dates will generally be approved on a first
come, first served basis. Once an employee’s PFO/MTO has been approved, such dates
will not be altered due to a subsequent request for the same dates by another or more senior
employee. However, if two or more employees have requested overlapping PFO/MTO
dates which have not been approved, and if approval of both requests would cause an
operational hardship on the Village, the supervisor will consider an employee’s length of
continuous service as a factor in determining which employee’s request will be granted.
MTO may be denied based on the operational needs of the Village.

3. Sworn personnel who are sick or injured, or are otherwise not able to work due to
unforeseeable circumstances, must provide notice by first attempting to notify the on-duty
Shift Supervisor, or if unavailable, notification may be made to a Sergeant, as soon as
possible but not later than four hours prior to the scheduled reporting time unless
extenuating circumstances prevent this from occurring.

4, Sworn personnel who are scheduled to appear in court and are sick or injured, or
are otherwise not able to work due to unforeseeable circumstances, must make notification
to the duty Shift Supervisor, or if unavailable, a Sergeant, of their inability to attend court
as soon as possible but not later than four hours prior to the scheduled time unless
extenuating circumstances prevent this from occurring.

5. All non-sworn personnel who are sick or injured, or are otherwise not able to work
due to unforeseeable circumstances, must notify their immediate supervisor at least one
hour prior to the beginning of their scheduled work period unless extenuating
circumstances prevent this from occurring.

Carrying Over PFO/MTO Hours — Full-Time Employees and Part-Time Employees
with Anticipated Work Schedules of 20-39 Hours Per Week

1. Full-Time Regular Employees may accumulate up to a maximum of Ne-mere-than
two hundred and elghty elght (288) P—"PQ#MTO hours ma%b%aeeumul-a{ed—a{—aﬂy—gﬁ«en

. ¥ » : : 4 unless excess
accumulatlons are otherw1se am)roved in ertmg bV the Vlllage Administrator or the
Presidentin-areasonable-timeperiod. Part-Time Regular Employees with anticipated work
schedules of 20-39 hours may accumulate up to a maximum of eighty (80) MTO hours,
unless excess accumulations are approved in writing by the Village Administrator or




President. Approved excess accumulations of MTO hours over 288 in the case of full-time
regular employees, or over 80 in the case of part-time employees with anticipated work
schedules of 20-39 hours, will be paid out by the Village with the last payroll in April of
each calendar year.

2. Upon separation from employment, Rregular full-time employees and regular part-
time employees with anticipated work schedules of 20-39 hours per week whose
employment with the Village ends shall receive compensation for any accrued, but unused
PTO/MTO at the employee’s regular straight-time hourly rate of pay in effect for the
employee’s regular job classification on the payday immediately following the employee’s
last day of employment with the Village.

3. Final authority for approving or denying requests hereunder shall rest with the
Village Administrator,_or the Village President in the case of a request submitted by the
Village Administrator concerning their MTO time.

Part-Time (anticipated work schedules less than 20 hours per week) and
Seasonal/Temporary Employees PFO/MTO Hours

Beginning as of January 1, 2025, part-time employees with an anticipated work schedule
of less than twenty (20) hours per week and seasonal/temporary employees are eligible to
accrue up to forty (40) hours of MTO per calendar year, earning one (1) hour of MTO time
for every forty (40) hours worked. Accrued MTO may be used for any reason once it is
earned beginning ninety (90) days following the commencement of employment. MTO
shall be taken in increments of not less than two (2) hours. The use of MTO is capped at
forty (40) hours per year. Part-time and seasonal/temporary employees may carry over
MTO from one calendar year to another under this policy, but no more than forty (40) hours
of MTO may be used in any calendar year. Part-time and seasonal/temporary employees
are not entitled to pay in lieu of MTO time off. In addition, pursuant to the Paid Leave for
All Workers Act, unused MTO is not paid to a part-time (less than 20 hours per week work
schedule) or a seasonal/temporary employee upon separation. Under this policy, should a
part-time or a seasonal/temporary employee leave employment and return within one year
of their termination date, their previously earned but unused MTO will be reinstated.

The procedures for utilizing MTO by part-time and seasonal/temporary employees shall be
the same as those for full-time employees. MTO may be denied based on the operational
needs of the Village.

90 Days-of Service 1
1 Yearofservice 027 1
2 Years-of service 027 1
3Yearsof service 027 1
4-Years-of service 027 1
5¥ears-of service 054 2
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11.3 Holidays

The Village shal-celebrates the following holidays with pay for full-time regular employees:

e New Year’s Day January 1%

e Martin Luther King Day  January (third Monday)

e Presidents’ Day February (third Monday)

e Memorial Day Last Monday of May

e Juneteenth June 19" (as applied to Village Hall employees, only when
June 19th falls on a weekday—Monday-Friday)

e Independence Day July 4

e Labor Day September (first Monday)

e Columbus Day October (second Monday)

e Veterans Day November 111

e Thanksgiving 4™ Thursday of November & Friday that follows

e Christmas Day December 25th

Except as otherwise provided above, fin the event a holiday falls on a Sunday, the following
Monday shall be deemed to be the legal holiday; in the event the legal holiday falls on a
Saturday, the preceding Friday shall be deemed to be the legal holiday.

All holiday pay will be paid in the payroll period during which the holiday falls. As of
January 1, 2025, the Village will discontinue the practice of carrying over or banking any
holiday time. All holiday time which has been banked prior to January 1, 2025, must be
used by April 30, 2025, or it will be forfeited.

Non-Sworn Full-Time Regular Emplovees

Beginning as of January 1, 2025, non-exempt, full-time, regular (non-sworn) employees will
receive 8 hours of pay at 1.5 times their regular hourly rates for the holidays listed above. In
addition, if a non-exempt, full-time regular (non-sworn) employee is required to work by the
Village Administrator on any of the listed holidays, they will receive additional compensation
for all hours worked at a rate of 1.5 times their regular hourly rates of pay.

Non-Sworn Part-Time Regular Emplovees




Non-sworn part-time employees are not entitled to holiday pay if they do not work the scheduled
holiday. Non-exempt, non-sworn, part-time employees who work on any of the scheduled
holidays listed above shall be compensated at an overtime rate of 1.5 times their regular hourly
rate of pay for all hours worked.

Seasonal/Temporary Emplovees

Seasonal/Temporary employees are not entitled to holiday pay if they do not work on the
scheduled holiday. Seasonal/Temporary employees who work on any of the scheduled holidays
listed above shall be compensated at an overtime rate of 1.5 times their regular hourly rate of
pay for all hours worked.

Sworn Full-Time Regular Emplovees

Beginning as of January 1, 2025, non-exempt, full-time, sworn police employees will receive 8
hours of pay at 1.5 times their regular hourly rates for the holidays listed above, including
Juneteenth, regardless of whether they work the holiday. In addition, if a non-exempt, full-time
sworn employee is scheduled to work by the Police Chief on any of the listed holidays, they will
be compensated for all hours actually worked at an overtime rate of 1.5 times their regular hourly
rate of pay. whe-werk-on-any he 14 holi heirreg
phas12-heurs-of compensatory-time-

Sworn Part-Time Regular Emplovees

Sworn part-time employees are not entitled to holiday pay if they do not work on the scheduled
holiday. Non-exempt, part-time_sworn police employees who work on any of the listed holidays

shall be compensated at an overtime rate_of 1.5 times their regular hourly rate of pay for all
hours worked.




