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3.01 CITY ADM NI STRATOR
A Creation, Appointnent: There is hereby created the
Ofice of Gty Admnistrator. The Myor, by and with the advice
and consent of the Cty Council, may appoint a Gty Adm nistrator

to serve as an assistant to the Mayor and Gty Council.

B. Conpensati on: Conpensation of the Cty Admnistrator
shall be as determned by the Cty Council.

C. Duties: The Gty Admnistrator shall performall duties
assigned to himby the Mayor and City Council.

D. Aut hori zation to Approve Change Oders: The Gty
Adm nistrator is authorized to nmake Change Oders increasing or
decreasing the cost of public contracts by |ess than $10,000 or
the tinme of conpletion by less than thirty days. Al so, pursuant
to the authority set forth in 720 ILCS 5/33E-9, the Adm nistrator
is designated by the City Council to approve Change Orders to any
public contract increasing or decreasing the cost thereof by nore
than $10,000 or the tinme of conpletion nore than thirty days
followi ng consultation with the Gty Engineer and witten determ -
nation that (1) the circunstance said to necessitate the change in
performance were not reasonably foreseeable at the tinme the
contract was signed, or (2) the change is germane to the original
contract as signed, or (3) the Change Oder is in the best
interest of the Gty and authorized by law. Copies of all Change
Orders increasing or decreasing the cost of the contract by
$10,000 or nore or the tinme for conpletion by 30 days or nore
shall be provided to the Gty Council. The Gty Council shall
retain concurrent authority with the Admnistrator to approve
Change Orders to public contracts. (Od. 98-142, 81, 1998)
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3.02 C TY ATTORNEY

A Creation of Ofice and Appointnent: There is hereby
created the Ofice of Gty Attorney. The Gty Attorney shall be
appointed by the Mayor with the advice and consent of the Gty
Counci | .

B. Duties: The Gty Attorney shall be the |egal advisor
of the CGty, and shall render advice upon all legal questions
affecting the Cty whenever requested to do so by the Mayor or
menbers of the City Council.

The Gty Attorney shall prosecute or defend any and all suits or
actions at law or in equity to which the Gty may be a part, or in
which the Gty nmay be interested, or which may be brought agai nst
or by any officer of the Gty on behalf of the Gty or in the
capacity of such person as an officer of the Cty.

C. Bond and I nsurance: The Gty Attorney shall not be
required to furnish bond before entering upon the duties of the

of fice. The Gty Attorney shall maintain professional liability
i nsurance in the mni mum anount of $1, 000, 000. 00.
3.03 BUI LDI NG and ZONI NG COWM SSI ONER or | NSPECTOR

A There is hereby established in and for the Gty, the
office of Building and Zoning Comm ssioner, also known as the
Buil ding Conm ssioner, Building Inspector, Building Oficial,
Zoning O ficer, Electrical Inspector and Code Enforcenent O ficer.

(Ord. 97-109, 81, 1997)

B. The Building and Zoni ng Comm ssioner shall be appointed
by the Mayor with the advice and consent of the Gty Council.

C. Duties: It shall be the duty of the Building and Zoning
Commi ssi oner to enforce the building codes of the Gty; to supervise
the construction, reconstruction and alteration and noving of all
bui I di ngs; approve the issuance of all building permts; carry out
those duties prescribed in Chapter 13B; and any other tasks assigned
by the Mayor or Gty Council. (Ord. 97-109, §2,1997)

D. El ectrical Inspector: As electrical inspector the
Building and Zoning Conm ssioner shall have the right during
reasonable hours to enter any building in the discharge of his
officials duties, or for the purpose of naking an inspection or
test of the electrical equipnment therein; and he shall have the
authority to enforce all the ordinance provisions relating to
electrical wring and equi pnent. He shall have the power to cause
the current in wire or conduit to be turned off whenever this is
necessary in an energency for the protection of |life and property.
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1. Permit: No electrical equipnent shall be installed
or altered except upon a permt issued by the
el ectrical inspector.

2. | nspections: The electrical inspector shall mnake
all inspections necessary to see to the enforcenent
of the City ordinances; no electric wiring shall be
covered until it has been inspected.

3. Certificate: The electrical inspector shall give a

certificate of approval to the owner or person in
charge of the prem ses which he has inspected where
he finds that the electric apparatus and wring
therein fully conply with the ordinances of the
Cty.

E. Stop Wrk Oders: The Building and Zoni ng Conm ssi oner
shall have the power to order all work stopped on construction or
alteration or repair of buildings in the Gty when such work is
being done in violation of any provision of any ordi nance rel ated
thereto, or in violation of the Harvard Zoning O dinance. Such
witten stop order nmay be served by an policeman or enployee of
t he Harvard Buil ding and Zoni ng Departnment.

1. Resum ng Work: Work shall not be resuned after the
i ssuance of such an order except on the witten
perm ssion of the Building and Zoni ng Conm ssi oner;
provided, that if a stop order is oral, it shall be
followed by a witten stop order within one hour.

2. Violation/Penalty: Any person, firmor corporation
who continues work in violation of a stop order of
t he Building and Zoni ng Comm ssioner shall be fined
not | ess than $50.00 nor nore than $500. 00 for each
day during or on which any work in violation of
such stop order is done.

F. Entry Powers: The Building and Zoning Conmm ssioner
shal | have the power to make or cause to be nmade an entry into any
building or premses where the work of altering, repairing or
constructing of any building or structure is going on, for the
pur pose of making inspections, at any reasonabl e hour.

G Qualifications: The duties of the Building and Zoning
Comm ssioner as set forth in this subsection require technical
training and know edge. No person shall be appointed to the
O fice of Building and Zoni ng Conm ssioner unless such person has
the requisite technical training and know edge to discharge the
duties as set forth in this subsection
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H. Assi stants: Upon the approval of the Mayor and City
Council, the Building and Zoning Comm ssioner shall have the
authority to appoint an assistant.

l. Superior Oficer: The Building and Zoni ng Conm ssi oner
shall report to the Adm nistrator.

3. 04 Cl TY ENG NEER

A There is hereby created and established in and for the
City the Ofice of City Engineer.

B. The Gty Engineer shall be appointed by the Mayor with
t he advice and consent of the Cty Council.

C. The City Engineer shall performthe duties set forth in
this Code and such other duties as may be prescribed by the Mayor
and Gty Council.

3.05 SUPERI NTENDENT OF PUBLI C WORKS

A Appoi ntnment: There is hereby created the office of Gty
Superintendent of Public Wrks. The Superintendent of Public
Wrks shall be appointed by the Mayor with the advice and consent
of the Gty Council.

B. Duti es:

1. The Superintendent of Public Wrks shall have
charge of the nmmintenance, repair and operation of
the water distribution system of the Cty, and of
all intakes, wells, reservoirs, mains, hydrants and
ot her appurtenance thereto.

2. The Superintendent of Public Wrks shall have
charge of the construction, repair and maintenance
of all public streets, alleys and driveways in the

CGty. He shall see that all gutters and drains
therein function properly and are kept free from
def ects.

3. The Superintendent of Public Wrks shall have
charge and custody of the sanitary and storm sewer
systens of the Gty and shall see that they are
kept in good repair and function properly.

4. Al l enpl oyees assigned to the mai ntenance or opera-
tion of the water plant shall be under the supervi-
sion and direction of the Superintendent of Public
Wor ks.
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5. The Superintendent of Public Wrks shall supervise
the lighting of the public streets and alleys and
shall keep the lighting systemin good repair.

6. The Superintendent of Public Wrks shall be custo-
dian of public property of the Gty which is not
assigned to the care or custody of sone other
of ficer.

7. The Superintendent of Public Wrks shall be charged
with the enforcenent of all ordinance provisions
relating to public places, except traffic ordinanc-
es, and is authorized to enforce such ordi nances.

8. The Superintendent of Public Wrks shall perform
such other duties and functions as may be assigned
by the Mayor or City Council.

C. Reports: The Superintendent of Public Wrks shall be
responsible to the Gty Admnistrator for all matters com ng under
his control and shall regularly render a nonthly report of the
progress and condition of such matters to the Gty Adm nistrator.

3. 06 SUPERI NTENDENT OF SEWERAGE PLANT

A Appoi ntnent: There is hereby created the office of Gty
Superintendent of Sewerage Plant. The Superintendent of Sewerage
Pl ant shall be appointed by the Mayor with the advice and consent
of the Gty Council.

1 The Superintendent of Sewerage Plant shall have
charge of the care, functioning and nai ntenance of
the Gty sewerage disposal plant, and shall see to
it that said plant and all its appurtenances are
kept in good repair and function properly.

B. Duti es:

2. Al l enpl oyees assigned to the mai ntenance or opera-
tion of the sewerage disposal plant shall be under
t he supervision and direction of the Superintendent
of Sewerage Pl ant.

C. Reports: The Superintendent of Sewerage Plant shall be
responsible to the City Admnistrator for all matters com ng under
his control and shall regularly render a nonthly report of the
progress and condition of such matters to the Gty Adm nistrator.

3. 07 OFFI CERS AND EMPLOYEES OF THE G TY

A Application: The provisions of this section shall apply
alike to all officers and enployees of the Cty, regardless of the
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time of the creation of the office or position of enploynent, and
regardless of the tinme of the appointnent of the officer or
enpl oynent of the enpl oyee.

B. Records: Al records kept or nmintained by any officer
of the City shall be open to inspection by the Myor or any
Al derman at all reasonable tines, whether or not such records are
required to be kept by statute or ordinance, except where state
statute provides otherw se.

C Moni es Recei ved: Every officer of the Gty shall turn
over all nonies received by himin his official position to the
Treasurer, with a statenent showi ng the source from which the sane
was received, and shall take the Treasurer's receipt therefor. The
Treasurer will receive all nonies in a timely manner in order to
deposit such funds within 48 hours in an interest bearing account.

D. Oficial Business: Oficers and enployees may be
entitled to reinbursenment for autonobile expenses when a personal
autonobile is used for Gty business. Said reinbursenent shall be
at the rate of 19 cents per mle. Before any reinbursenent is
consi dered, application shall be nade with the Adm nistrator.

(Ord. 94-126, 81, 1994)

3. 08 BONDS OF OFFI CERS

Every officer and enployee of the Cty, as may be required so to
do by law or by ordinance, before entering upon the duties of the
of fice or position of enploynent, shall give a bond in such anount
and with such sureties as may be required by law or by the Gty
Council, which shall be subject to the approval of the Cty
Council, and which shall be conditioned upon the faithful perfor-
mance of the duties of the office or position of enploynent.
Unl ess otherw se provided for by law or by ordinance, such bonds
shall have as surety a conpany or corporation licensed to act as
surety in the State of Illinois and to do business in the State of
[llinois. The premuns of such bonds shall be paid out of the
general funds of the Gty.

3. 09 PCSSESSI ON OF CI TY RECORDS

Wthin five days after witten notification and request by the
Mayor or Cerk, any person who has been an officer of the Mayor
shall deliver to the Cerk all property, books and effects in his
possession, belonging to the Gty, or pertaining to the office he
has held. Upon his refusal to do so, he shall be liable for all
damages caused thereby and subject to a fine of not less than
$500. 00 for each violation; each day that the violation continues
shall be considered a separate offense. The derk shall deliver
t hose records deened necessary to the successor in office to carry
out his duties.
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3.10

3.11

| NDEMNI FI CATI ON

In the event a lawsuit is filed against any fornmer or current
elected Gty Oficer for acts relating to the Gty or Gty
busi ness affairs while in office, the Gty shall retain and
pay counsel of it's choice to defend the officer. The Gty
shall also indemify the officers for any acts, for which he
or she is found liable, within the scope of his or her
office, duty or enploynent wth the Gty. The protection
afforded to officers in this Section 3.11 shall apply where
defense and indemity is not adequately provided for, wth
out any conflict of interest, by the Gty's liability
insurance carrier. (Od. 96-118, 81, 1996; Od. 94-142, 81

1994)

The Gty shall defend and indemify all fornmer and current
City enployees for acts within the scope of their duties and
enpl oynent, not otherw se covered by the liability insurance
carrier by the Cty. (Ord. 96-118, 81, 1996; Od. 94-142

81, 1994)

PERSONNEL RULES

A Ceneral Provisions:

1.  DISCLAIMER THESE PERSONNEL RULES ARE | NTENDED TO
ONLY PROVIDE A GU DE FOR EMPLOYEES AND MANAGEMENT
OF THE CI TY AND ARE NOT TO BE CONSTRUED BY ANY
| NDI VI DUAL AS BEI NG AN EMPLOYMENT CONTRACT. TO THE
EXTENT THAT ANY OF THE PROVI SI ONS SET FORTH I N
SECTI ON 3. 11 OF THE HARVARD MUNI Cl PAL CODE ARE I N
CONFLI CT W TH EXPRESS TERMS OF AN APPLI CABLE
COLLECTI VE BARGAI Nl NG AGREEMENT, THE TERMB OF THE
COLLECTI VE BARGAI NI NG AGREEMENT SHALL CONTROL.
(Ord. 94-126,§2, 1994)

2. Adm nistration of Rules: The Mayor shall be
charged with the overall responsibility for the
adm nistration of this Section 3.11.

3. Position Covered by Rules: These rules shall apply
to all enployees of the Cty. Provi ded, however,
in the event these rules conflict with other appli-
cable rules and regul ations referred to in state or
federal statutes, collective bargaining agreenents,
Chapter 4 of the Code or rules adopted by the
Harvard Police Conmm ssion, said applicable rules
and regul ations shall apply.

4. Departnental Rul es: These rules shall not limt
t he power of departnent heads to nake departnmental
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rules which do not conflict with these personnel
rules. Departnental rules shall be approved by the

Mayor . When departnent rules conflict with these
personnel rules, the personnel rules shall take
pr ecedence. Valid departnental rules shall be

enforceable in the sanme manner as these personnel
rul es.

Hiring Policies:

1.

Sel ection: Al enployees shall be appointed by the
Mayor with the advice and consent of the City
Council. It is the policy of the City to hire em
pl oyees without regard to the applicant's race,
col or, sex, national origin, religion or handi cap

Hring of Relatives: Except for seasonal and part-
ti me enpl oyees, no individual shall be hired as a
full-time enployee of the Cty if he or she has a
relative enployed with the Gty. The imedi ate
supervisor of seasonal and part-tinme enployees
shall not be a relative. (Od. 99-125, 81, 1999)

Probationary Period, Police Oficers: Al full
time police officers shall undergo a probationary
period as a condition of their enploynent. The

probationary period shall be 12 consecutive nonths.

During this probationary period the police
officer's enploynent may be termnated, at any
time, for any reason or no reason at all, by the
Mayor or Chief of Police. (O d.94-126, 83, 1994)

Probationary Period, Pronotions: Al'l  enpl oyees
receiving a pronotion or all enployees noving from
part-tinme to full-tinme status nust undergo a siXx
nonth probationary period in the new position or
st at us. The probationary enpl oyee may be denoted
to the pre-pronotion position at any tine.

Layoff: The City reserves the right to reduce its

work force as the Myor and Gty Council deem
appropriate. Wen possible, notice of such |ayoff
will be given in witing to the enpl oyee concerned

14 cal endar days prior to the date of l|ayoff.

Term nation: All enpl oyees, except non-
probationary police officers, are enployees at-wll
and may be termnated for any reason, or no reason
at all, by the Mayor or Gty Council. (Ord. 94-
126, 84, 1994)
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C.

Condi ti ons of Enpl oynent:

1.

Hours of Wirk: The regular work week for all full-

time enployees will be between 32 and 40 hours per
week. The actual nunber of hours worked by each
enpl oyee will be decided by each departnent, based

upon the departnent's needs.

Meal breaks and rest breaks are schedul ed by each
depart nent . Rest breaks wll be paid but the
enpl oyee shall renmain on the prem ses. Meal breaks
are unpaid unless the enployee is required to
perform any duties while eating.

Overtine: The Fair Labor Standards Act shal
apply.

Att endance: Any enpl oyee who expects to be |ate or
absent for a day nust notify his supervisor prior
to the scheduled starting tine. The supervi sor
shall submt an absentee report to the Ofice of
the Mayor when this occurs. Al'l hourly enpl oyees
nmust punch their tine card on a tinme clock, or keep
track of the tine they begin and end each work day,
and the tinme spent on neal breaks. Each enpl oyee
must use only one tinme card for each two week pay
period. Enployees nust have their tine cards
conpletely filled out no later than the Monday
after the pay period ends to insure wage payment on
the customary pay day.

Pay Day: Enpl oyees submitting conpleted tine cards
on tinme wll receive wage paynent on the Friday
after the pay period ends.

D. Enpl oyee Benefits:

1.

Hol i days: The Gty recognizes the follow ng |ega
hol i days. The Gty may recognize an alternate day
if a holiday falls on a weekend.

New Year's Day;

President's Day;

Good Fri day;

Menori al Day;

| ndependence Day;

Labor Day;

Thanksgi vi ng;

day after Thanksgi ving;

Christmas Eve (half day); and

Chri st mas Day.

T Trerreancoo
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Hol i day Conpensati on:

a.

Al full-time enployees, except for police
officers and police dispatchers, receive
normal conpensation for official holidays.
Enpl oyees, except as specified in subpara-
graphs 2-b and 2-c below, who are required to
work on a holiday, shall be paid for the
amount of hours worked in addition to pay for
t he normal anmpbunt of hours worked in a day.

Full-time police officers and police dispatch-
ers will receive no additional conpensation
for additional holidays. |If they are required
to work on a holiday they shall be paid for
t he anount of hours they worked.

Al part-tine and tenporary enployees shal
receive tinme off without pay on holidays. If
t he enpl oyee nust work on a holiday, he shal
be paid 1% tinmes the normal rate of pay.

Vacation Leave and Pay: The provisions of this

section apply to full-time enployees except for
full-time police officers and dispatchers, who are
speci fical ly excl uded.

a.

b.

C.

Each enpl oyee shall receive vacation based on
his current weekly salary excluding overtine
wages.

Vacation | eave will be based on the nunber of
years of uninterrupted service as foll ows:

l. One day for every two nonths follow ng
the fourth full nonth of enploynent for
| ess than one year

1. Two weeks after two years and |ess than
five years.

[11. Three weeks after five years but |ess
t han 15 years.

I V. Four weeks after 15 years.
Vacation pay shall be based upon the enp-

| oyee's current pay for the average nunber of
hours he works in a week, excluding overtine.
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Pai d

Vacation requests nust be approved by the
enpl oyee' s departnent head and the Myor, and
approved in accordance wth the operating
requirenents of the enployee' s departnent.
Enpl oyees nust use the Gty Vacation Request
form available from the departnent head, to
request vacation | eave.

Vacat i on days nust be used within the anniver-
sary year after they are due. An enpl oyee who
| eaves Gty enploynent shall be conpensated
for vacation |eave earned and unused, during
the last anniversary year, to the date of
separation or resignation. Annual vacation
| eave entitlenents at time of separation or
resignation shall be prorated based on the
nunber of full nonths worked in a cal endar
year. The Cty reserves its right to not pay
conpensation for vacation |eave earned and
unused to enployees who |eave Gty enpl oynent
not in good standing.

Vacation days nust be requested at |east 24
hours in advance, except in the case of per-
sonal energenci es. The conpleted vacation
request form nust be submtted to the payrol
clerk to insure that the enployee is properly
pai d.

Sal ari ed enpl oyees should work at the schedul -
ing and the anount of vacation days they plan
on taking with the department head and the
Mayor .

Enpl oyees who are scheduled to receive a
paycheck during their vacation |eave nmay
request that their check be issued to them one
week in advance of the usual pay date. Such
requests shall be made to the payroll clerk at
| east three weeks before the enployee's vaca-
tion | eave begins.

Days O f:

As a seven day per week, 24 hour per day
operation, the Harvard Police Departnent
presents difficult scheduling challenges and
demands upon both the enployees and the Gty.
These chal |l enges and demands are exacerbated
by enpl oyee absences, including those
necessitated by holidays, vacations and
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per sonal days. Therefore, as an alternative
to the traditional met hods of managi ng
hol i days, vacations and personal days, al
full-time dispatchers and full-tine police
officers shall be governed by the follow ng
paid days off system Anni versary date
accruals are in addition to the nonthly
accrual s.

ANNI VERSARY

DATE

SENI ORI TY ACCRUAL MONTHLY ACCRUAL

0-2 years 3 days 1 day per nonth upon
conpl etion of probation,
retroactive to date of
enpl oyment

2-5 years 3 days 1% days per nonth

5-15 years 7 days 1% days per nonth

15 years and over 7 days 2 days per nonth

The nmonthly accrual shall occur for any nonth
in which an enployee is paid for at |east 120
straight time hours.

No nore than 50 percent of the nunber of paid
days off accrued in any anniversary year nmay
be accunul ated past six nonths into the next
anni versary year. Paid days off not taken in
excess of the 50 percent limt shall be for-
feited and the anobunts due therefore paid upon
said six nmonths date.

During January of each year, enployees shal
have the right to schedule paid days off
during the cal endar year on a seniority basis.
Thereafter, paid days off shall be requested
at least 24 hours in advance except in cases
of extreme personal energency determ ned by
t he Mayor.

An enpl oyee's schedul e of paid days off nust
be pre-approved by the departnent head and
once approved, shall not be subject to change
based upon seniority.

Si ck Days: Except as provided for in the Famly

and Medical Leave Act of 1993 (29 USC 2601 et
seq.), all full-time hourly Cty enployees shall
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receive pay during unavoi dabl e absences from work
due to sickness or accident on the follow ng basis:

a.

An enpl oyee shall accrue one day per nonth for
any nonth in which an enployee is paid for at

| east 120 straight tine hours. This can be
accrued to a maxi mum of 30 days. Al non-
sal ari ed enpl oyees shall not be paid for the
first two days of each illness.

Al full-time hourly Gty enployees, to which
this Section 3.11-E-3 applies, shall be credi-
ted with sick | eave days as foll ows:

Thirty days for enpl oyees of one year duration
or nore.

Ten days for enployees of six nonths, but |ess
t han one year, duration

One day for each nonth of enploynent for
enpl oyees of |ess than six nonths duration.

An enployee's use of sick |eave shall be
approved by the enployee's supervisor; except
that after being absent fromhis job for three
successive work days, said enployee shal
confirmthat his absence is caused by sickness
by witten confirmation from said enployee's
physician to said enpl oyee's supervisor.

The enpl oyee shall receive his basic wage rate
for each day of his illness or injury for
whi ch sick | eave has been accunul at ed.

Each day of sick |eave used by an enployee
shal | be deducted from said enpl oyee's accunu-
| ated total.

Sick | eave shall not be used for a substitute
for vacation days or any other simlar pur-
pose.

Except where an energency exists, an enployee
shall be required to notify his supervisor or
the Gty of sickness or injury three hours
prior to his regular duty day.

Sal ari ed enployees will be paid for alls ick
days taken but should also notify the
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departnent head or the Mayor of such sickness
prior to his starting tine.

Personal Days: In addition to any other tine off
to which they mght be entitled, all full-tinme
hourly enpl oyees shall receive one personal day off
per year after one full consecutive year of enploy-
ment. The date when the personal day is to be used
must be approved by the departnent head and shall
be compatible with the requirenments of the depart-
ment. The personal day is non-cunul ative and nust
be used before the enployee's next anniversary
dat e. An enpl oyee who resigns or is discharged
will not be paid for such personal day if he fails
to use his personal day that year

Jury Duty: A full-tine enployee will be given tine
off with pay to serve on a jury when requested.
The jury pay will be subtracted fromthe enpl oyee's
regular pay to determne the anmount the Cty wll
pay. A conmpleted Paid Leave of Absence form
avai l abl e fromthe departnent head or the O fice of
t he Mayor, nust be turned into the payroll clerk to
receive pay for this |eave.

Bereavenent Leave: Full-tinme Gty enpl oyees shal
receive a maxi num of three days leave with pay in
order to attend a funeral or other services in
connection with the death of a nenber of the

enpl oyee's imediate famly. A conpleted Paid
Leave of Absence form nust be turned into the
payroll clerk to receive pay for this |eave. An
enployee's imediate famly mnmeans his spouse,

child, not her, f at her, br ot her, si ster
gr andpar ent s, grandchi | dren, not her-in-law and
father-in-1aw If the enployee w shes personal

time off, he may use accunul ated sick | eave or take
an unpai d | eave of absence, with the perm ssion of
his supervisor and the WMayor. If any enployee
wishes to be absent from work due to a death
out side the enployee's imediate famly, he may use
accumul ated sick |eave or take an unpaid |eave of
absence with the permssion of his supervisor and
t he Mayor.

MIlitary Reserve Leave:

a. Al full-tinme enpl oyees who are active nenbers
of any recognized state or federal mlitary
reserve organi zation shall be granted tinme off
to acconplish periodic field
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training, encanpnent duty, disaster or civil
di sturbance duty required by law or regul a-
tion. This special |eave shall not exceed 15
wor ki ng days in an anni versary year.

This leave shall only be allowed if any em
ployee is required to perform such duty in
order to maintain his status in the state or
federal mlitary organization. The enpl oyee
will be paid the difference between his mli -
tary pay received for the duty and the nornal
sal ary he woul d have received during that tine
fromthe City.

A conpl eted Paid Leave of Absence form nust be
turned into the payroll clerk to receive pay
for this |eave. The enpl oyee nust present a
statement froman official at his post show ng
the tinme spend on duty and the total salary
received for the duty. An enployee called for
active duty for a national energency |onger
than 15 days will be granted an unpaid |eave
of absence as outlined in Section 3.11-E-10-c.

10. Ext ended Leave of Absence:

a.

A | eave of absence w thout pay may be granted
by the Mayor or City Council.

An enployee may choose to use vacation or
personal days in lieu of an unpaid | eave.

Mlitary Duty Leave:

l. Long TermMlitary Duty: An enpl oyee who
enters active mlitary service of the
United states shall have such re-enpl oy-
ment rights as may be provided for under
applicable federal law in effect at that
tine.

1. Mlitary Reserve Duty: An enpl oyee who
is an active nenber of any recognized

state or f eder al mlitary reserve
organi zation and who is conpelled to
fulfill a mlitary obligation by law or

regul ati on, which obligation exceeds the
15 day paid | eave of absence provided in
Section 3.11-E-9, shall be entitled to
an unpai d | eave of absence for the
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duration of such required mlitary duty.
Enpl oyees nust wuse an Unpaid Leave of
Absence formto request this | eave.

11. | nsurance Pl an:

a.

Al full-time Gty enployees and elected
officials are eligible for participation in
the Gty health insurance plan. The Mayor and
Gty Council shall have the sole authority in
sel ection of the insurance conpany to under-
wite the insurance plan or to self insure.
(Ord. 96-155, 81,1996; Od. 94-109, 83, 1994)

The Gty shall pay 80 percent of the premum
costs of the insurance for the enployee and
Mayor and, if applicable, dependents of
enpl oyees and the Mayor. The enpl oyee and
Mayor shall pay the remaining 20 percent.
Q her el ect ed officials who el ect to
participate in the Gty health insurance plan,
whi ch may al so include their dependents, shall
be responsible for paying the entire prem um
cost. (Ord. 2004-129, 81)

Full-time Gty enployees shall be eligible to
enroll in the insurance plan 45 days after the
beginning full-tine enploynent. In the event
a part-time enployee becone a full-tinme em
pl oyee, eight part-tinme days worked wl| equal
one full-time day when conputing enroll nment
eligibility. (Od. 96-155,82,1996; Od. 94-
110, §3, 1994)

In accordance with these rules and regul a-
tions, full-tine enployees who retire shall
have the option of continuing health insurance
coverage, as referred to herein, so long as
such coverage is approved by the Gty's insur-
ance carrier. Sai d coverage shall be at the
sol e expense and cost of the retiring enploy-
ee, wWith no contribution being made therefor
by the City. Eligibility for continued insur-
ance benefits hereunder by retiring enployees
shall be subject to the follow ng conditions.
(Ord. 96-155, 83,1996; Od. 94-109, 83, 1994)

l. The retiring enployee nmust have been a
full-time enpl oyee and wor ked conti nuous-
ly for the Cty for eight consecutive
years prior to the date of retirenent;
(Ord. 96-155, 83,1996; Od. 94-109, 83,
1994)
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12.

I1. The retiring enpl oyee nust have partici-
pated in said insurance plan during said
entire eight year period; and

[11. The retiring enployee nmust be not |ess
than 55 nor nore than 64 years of age at
the tinme of retirenent or not |ess than
50 nor nore than 64 years of age at the
time of retirenent in the event the
retiring enployee has continuously been
enployed by the Cty for at least 20
years. (Ord. 97-131,81, 1997)

Retirenent Funds: Al enployees, except tenporary
and part-tinme, who work 600 hours or nore in a year
will be covered by the Illinois Minicipal Retire-
ment Fund (1 MRF). El ected officials may join the
| MRF at their option. Eigible sworn |aw enforce-
ment police personnel shall be covered under the
Police Pension Fund. The City shall pay, on behalf
of the enployee, that percentage of the contri bu-
tion required by law to be paid by the Cty, in
accordance with the provisions of applicable state
st at ut es.

E. Enpl oyee Conduct:

1.

Gfts: No gift, gratuity or reward shall be ac-
cepted by an enployee from an individual or busi-
ness. Any questions on the appropriateness of a
gift should be directed to the Mayor.

Equi pnent  Usage: Enpl oyees shall not use Gty
equi prent and/or facilities for personal use. No
enpl oyee shall allow unauthorized personnel in, or
operate, vehicles or equi pmrent owned by the City.

Qut si de Enpl oynent : Al full-tinme enployees nust
receive approval from their departnent heads and
the Mayor for any other enploynment. Approval wll
be granted only if the enploynent does not inpair
the performance of the enployee's duties or is
detrinmental to the Gty service. Any outside work
shall be for no nore than 20 hours per week unless
approved by the Mayor. Al  enployees who are
normal ly available for around the clock emergency
call's nust continue to be available for such duty.

Resignations: Al enployees should give two weeks
witten notice of their intention to resign. | f
such notice is not given enployees shall not be
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eligible for any unused paid vacation days, except
ot herwi se required by applicable | aws.

5. Per sonnel Records:
a. Al personnel records shall be maintained in
the Ofice of the Mayor, except for the Police
Depart ment . Al appointnments, transfers,
pronoti ons, denot i ons, term nations, si ck
| eaves, vacation |eaves and other pertinent
records will be nmaintained in the file. The

Police Departnent shall maintain additional
records for its enployees.

b. Each enpl oyee may view his own personnel file.
Records will be kept confidential unless the
enpl oyee authorizes its release or it nust be

rel eased by | aw.

6. Political Rights Protected: The Local Governmnental
Enpl oyees Political R ghts Act (50 ILCS 135/1 et
seq.) is incorporated herein by reference.

3.12 CODE OF ETHICS (Anended Ordi nance 2004-120)

A Decl aration of Policy: The proper operation of
denocratic governnent requires that Oficers and Enpl oyees be
i ndependent, inpartial and responsible to the people; that

government deci sions and policy be made in proper channels of the
governnmental structure; that public office not be wused for
personal gain; and that the public have confidence in the
integrity of its governnent. In recognition of these goals, a
Code of Ethics for all Gty Oficers and Enployees is adopted.
The purpose of this Code of Ethics is to establish guidelines for
et hical standards of conduct for all Cty Oficers and Enpl oyees
by setting forth those acts or actions that are inconpatible with
the best interest of the City and by directing disclosure by such
O ficers and Enpl oyees of private financial or other interests in
matters affecting Gty life.

B. Code of Ethics: The requirenents set forth herein shal
constitute a Code of Ethics establishing reasonabl e standards and
guidelines for the ethical conduct of Oficers and Enployees of
the Cty.

C. Definitions: In addition to the definitions in Appendi x
A, the followng terns shall be given these definitions for
pur poses of this Section 3.12:

“Canpaign for elective office” nmeans any activity in furtherance
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of an effort to influence the selection, nom nation, election, or
appoi ntment of any individual to any federal, State or |ocal
public office or office in a Political Organization, or the
selection, nomnation, or election of Presidential or Vice-
Presidential electors, but does not include activities: (i)
relating to the support or opposition of any executive,
| egi sl ative, or adm nistrative action; (i) relating to
coll ective bargaining; or (iii) that are otherwise in furtherance
of the person’s official duties.

“Candi date” neans a person who has filed nom nating papers or
petitions for nom nation or election to an elected office, or who
has been appointed to fill a vacancy in nomnation, and who
remains eligible for placenment on the ballot at a regular
el ection, as defined in Section 1-3 of the Election Code (10 II1.
Comp. Stat. 5/1-3).

“Col | ective Bargaining” has the sane nmeaning as that term is
defined in Section 3 of the Illinois Public Labor Relations Act
(5 11l. Conp. Stat. 315/3).

“Conpensated Time” nmeans, with respect to an Enpl oyee, any tine
worked by or credited to the Enployee that counts toward any
m nimum work time requirenent inposed as a condition of his or
her enpl oynent, but for purposes of this Section 3.12, does not
i ncl ude any desi gnated hol i days, vacation periods, personal tine,
conpensatory tine off or any period when the Enployee is on a
Leave of Absence. Wth respect to Oficers or Enployees whose
hours are not fixed, ™“conpensated tine” includes any period of
time when the Oficer or Enployee is on premses under the
control of the Enployer and any other tinme when the O ficer or
Enpl oyee is executing his or her official duties, regardless of
| ocati on.

“Conpensatory Tine Of” nmeans authorized tine off earned by or
awar ded to an Enpl oyee to conpensate in whole or in part for tine
worked in excess of the mninum work tinme required of that
Enpl oyee as a condition of his or her enploynent.

“Contribution” has the sane neaning as that termis defined in
Section 9-1.4 of the Election Code (10 Ill. Conp. Stat. 5/9-1.4).

“Enpl oyee” means a person enployed by the City, whether on a
full-time or part-time basis or pursuant to a contract, whose
duties are subject to the direction and control of an Enployer
with regard to the nmaterial details of how the work is to be
performed, but does not include an independent contractor.

“Enpl oyer ” neans the City.
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“G ft” neans any gratuity, discount, entertainnment, hospitality,
| oan, forbearance, or other tangible or intangible item having
nonetary value including, but not limted to, cash, food and
drink, and honoraria for speaking engagenents related to or
attributable to governnment enploynent or the official position of
an O ficer or Enployee.

“I ntra- Governnental G ft” neans any gift given to an Oficer or
Enpl oyee of the City from another Oficer or Enployee of the
Cty.

“I nter-CGovernnental G ft” neans any gift given to an Oficer or
Enpl oyee of the Gty froma nmenber or enployee of the |egislative
branch of the government of the State of Illinois, a judge or
enpl oyee of the judicial branch of the governnent of the State,
an officer or enployee of the executive branch of the governnent
of the State, an officer or enployee of a wunit of |[ocal
governnment, home rule unit, or school district or an officer or
enpl oyee of any other governnental entity.

“Leave of Absence” neans any period during which an Enpl oyee does
not receive (i) conpensation for enploynent, (ii) service credit
towards pension benefits, and (iii) health insurance benefits
paid for by the Enpl oyer.

“Oficer” means a person who holds, by election or appointnent,
an office created by statute or ordi nance, regardl ess of whether
the officer is conpensated for service in his or her official
capacity.

“Political Activity” means any activity in support of or in
connection with any canpaign for elective office or any Political
Organi zation, but does not include activities (i) relating to the
support or opposition of any executive, | egi sl ative, or
adm nistrative action, (ii) relating to collective bargaining, or
(iii) that are otherwise in furtherance of the person’s official
duti es.

“Political Organization” neans a party, conmmittee, association

fund, or other organization (whether or not incorporated) that is
required to file a statement of organization with the State Board
of Elections or a county clerk under Section 9-3 of the Election
Code (10 IIl. Conp. Stat. 5/9-3), but only with regard to those
activities that require filing wwth the State Board of Elections
or a county clerk.

“Prohi bited Political Activity” neans:

1. Preparing for, organizing, or participating in any political
nmeeting, political rally, political denonstration or other
political event.
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10.

11.

12.

Soliciting contributions, including but not Iimted to the
purchase of, selling, distributing or receiving paynent for
tickets for any political fund-raiser, political neeting or
ot her political event.

Soliciting, planning the solicitation of, or preparing any
docunent or report regardi ng anything of value intended as a
canpai gn contri buti on.

Pl anni ng, conducting or participating in a public opinion
poll in connection with a canpaign for elective office or on
behal f of a Political Organization for political purposes or
for or against any referendum question.

Surveying or gathering information from potential or actual
voters in an election to determ ne probable vote outcone in
connection wth a canpaign for elective officer or on behalf
of a Political Organization for political purposes or for or
agai nst any referendum questi on.

Assisting at the polls on election day on behalf of any
Political Organization or candidate for elective office or
for or against any referendum questi on.

Soliciting votes on behalf of a candidate for elective
office or a Political Organization or for or against any
ref erendum question or helping in an effort to get voters to
t he polls.

Initiating for circul ation, preparing, circul ating,
reviewmng, or filing any petition on behalf of a candidate
for elective office or for or against any referendum
guesti on.

Maki ng contributions on behalf of any candidate for elective
office in that capacity or in connection with a canpaign for
el ective office.

Preparing  or revi ew ng responses to candi dat e
questi onnaires.

Distributing, preparing for distribution or mailing canpaign
literature, canpaign signs or other canpaign material on
behalf of any candidate for elective office or for or
agai nst any referendum questi on.

Canmpai gning for any elective office or for or against any
ref erendum questi on.
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13. Managing or working on a canpaign for elective office or for
or agai nst any referendum questi on.

14. Serving as a delegate, alternate or proxy to a political
party conventi on.

15. Participating in any recount or challenge to the outcone of
any el ection.

“Prohi bi ted Source” neans any person or entity who:

1. is seeking official action (i) by an Oficer or (ii) by an
Enpl oyee, or by the Oficer or another Enployee directing
t hat Enpl oyee;

2. does business or seeks to do business (i) with the Oficer
or (ii) with an Enployee, or with the Oficer or another
Enpl oyee directing that Enpl oyee;

3. conducts activities regulated (i) by the Oficer or (ii) by
an Enpl oyee, or by the Oficer or another Enployee directing
t hat Enpl oyee; or

4, has interests that may be substantially affected by the
performance or non-performance of the official duties of the
O ficer or Enployee.

“Rel ative” neans those people related to the Oficer or Enployee
as father, nother, son, daughter, brother, sister, uncle, aunt,
great aunt, great uncle, first cousin, nephew, niece, husband,
wi f e, grandfather, grandnother, grandson, granddaughter, father-
in-law, nother-in-law, son-in-law, daughter-in-law, brother-in-
| aw, sister-in-I|aw, st epf at her, st epnot her, st epson,
st epdaught er, stepbrother, stepsister, half brother, half sister,
and including the father, nother, grandfather, or grandnother of
the Oficer’s or Enployee’s spouse and the Oficer’s or
Enpl oyee’s fiancé or fiancee.

D. Prohi bited Political Activities:

1. No O ficer or Enployee shall intentionally perform
any prohibited Political Activity during any
Conmpensated Tine, as defined herein. No Oficer or
Enpl oyee shall intentionally use any property or
resources of the City in connection with any
Prohibited Political Activity.

2. At no tine shall any Oficer or Enployee
intentionally require any other Oficer or
Enpl oyee to perform any Prohibited Political
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E.

Activity (i) as part of that Oficer or Enployee’s
duties, (ii) as a condition of enploynent, or
(iii) during any Conpensated Tinme off (such as
hol i days, vacation or personal tine off).

No Officer or Enployee shall be required at any
time to participate in any Prohibited Political
Activity in consideration for that Oficer or
Enpl oyee bei ng awarded additional conpensation or
any benefit, whether in the form of a salary
adj ust nent , bonus, conpensat ory tinme of f,
continued enploynment or otherw se, nor shall any
Oficer or Enpl oyee be awarded additional
conpensation or any benefit in consideration for
his or her participation in any Prohibited
Political Activity.

Nothing in this Section 3.11 prohibits activities
that are permssible for an Oficer or Enployee to
engage in as part of his or her official duties,
or activities that are undertaken by an O ficer or
Enpl oyee on a voluntary basis which are not
prohi bited by this Section 3.11.

No person either: (i) in a position that 1is
subject to recognized nerit principles of public
enploynment; or (ii) in a position the salary for
which is paid in whole or in part by federal funds
and that is subject to the Federal Standards for a
Meri t System of Per sonnel Adm ni stration
applicable to grant-in-aid prograns, shall be
denied or deprived of enploynment or tenure solely
because he or she is a nenber or an officer of a
political commttee, of a political party or of a
Political Organization or club.

Gft

Ban

Except as permtted by this Section 3.11-E, no
O ficer or Enployee, and no spouse of or inmediate
famly menber living with any O ficer or Enployee
(collectively referred to herein as “recipients”),
shall intentionally solicit or accept any gift
from any Prohibited Source, as defined herein, or
which is otherwi se prohibited by | aw or ordi nance.
No Prohibited Source shall intentionally offer or
make a gift that violates this Section 3.11-E
This Code of Ethics does not repeal or otherw se
anmend or nodify Section 3.11-E1 of this Code which
regulates the acceptance of gifts of City
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enpl oyees. To the extent Section 3.11-El is nore
restrictive than the provisions of this Section

3.11, then the nore restrictive provisions shall

prevail .

2. Excepti ons: Section 3.11-E1 herein is not
applicable to the foll ow ng:

a. Opportunities, benefits and services that are
avai l able on the sane conditions as for the
general public.

b. Anything for which the Oficer or Enployee,
or his or her spouse or immediate famly
menber, pays the fair market val ue.

C. Any (i) contribution that is lawfully nade
under the Election Code; or (ii) activities
associated with a fund-raising event in
support of a Political Organi zation or
candi dat e.

d. Educational materials and m ssions.

e. Travel expenses for a neeting to discuss
busi ness.

f. Agift froma Relative.

g. Anything provided by an individual on the

basis of a personal friendship unless the
reci pient has reason to believe that, under
the circunstances, the gift was provided
because  of the official posi tion or
enpl oynent of the recipient or his or her
spouse or imediate famly nenber and not
because of the ©personal friendship. In
determ ning whether a gift is provided on the
basis of personal friendship, the recipient
shal | consider the circunstances under which
the gift was offered, such as: (i) the
history of the relationship between the
i ndividual giving the gift and the recipient
of the gift, including any previous exchange
of gifts between those individuals; (il)
whether to the actual know edge of the
reci pient the individual who gave the gift
personally paid for the gift or sought a tax
deduction or business reinbursement for the
gift; and (iii) whether to the actual

Chapter 3, Page 24
May 12, 2004



know edge of the recipient the individual who
gave the gift also at the sane tinme gave the
sanme or simlar gifts to other Oficers or
Enpl oyees, or their spouses or inmmedi ate
fam |y nmenbers.

h. Food or refreshments not exceeding $75 per
person in value on a single calendar day;
provided that the food or refreshnents are
(i) consuned on the prem ses from which they
were purchased or prepared or (ii) catered.
For the purposes of this Section 3.11-E2h,
“catered” means food or refreshnents that are
purchased ready to consune which are
delivered by any neans.

i Food, refreshnments, |odging, transportation
and other benefits resulting from outside
busi ness or enpl oynent activities (or outside
activities that are not connected to the
official duties of an Oficer or Enployee),
if the benefits have not been offered or
enhanced because of the official position or
enpl oynent of the Oficer or Enployee, and
are customarily provided to others in simlar
ci rcunst ances.

] - | ntra- Gover nnent al and | nt er - Gover nnent al
gifts.

K. Bequests, inheritances and other transfers at
deat h.

Any item or itens from any one Prohibited
Source during any calendar year having a
curmul ative total value of |less than $100.

Each of the exceptions listed in this Section
3.11-E2 is nutually exclusive and independent of
every ot her.

Disposition of Gfts: An Oficer or Enployee, his
or her spouse or an immediate fam |y nmenber |iving
with the Oficer or Enployee, does not violate
this Section 3.11-E if the recipient pronptly
t akes reasonable action to return a gift from a
Prohi bited Source to its source or gives the gift
or an anmount equal to its value to an appropriate
charity that is exenpt from incone taxation under
Section 501 (c)(3) of the Internal Revenue Code of
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1986, as now or hereafter anended, renunbered or
succeeded.

F. Et hi cs Advi sor:

1.

The Adm nistrator, with the advice and consent of
the Gty Council shall designate an Ethics Advisor
for the Cty.

The Ethics Advisor shall provide guidance to the
Oficers and Enpl oyees of the Gty concerning the
interpretation  of and conpliance wth the
provisions of this Section 3.11 and State ethics
| aws. The Ethics Advisor shall perform such other
duties as may be del egated by the City Council.

G Et hi cs Conm ssi on:

1.

There is hereby created a conmi ssion to be known
as the Ethics Comm ssion of the Gty of Harvard
(for purposes of this Section 3.11, “Conm ssion”).
The Conm ssion shall be conprised of three nenbers
appointed by the Adm nistrator with the advice and
consent of the City Council. No person shall be
appointed as a nenber of the Conm ssion who is
related, either by blood or marriage up to the
degree of first cousin, to any elected Oficer of
the Cty.

At the first nmeeting of the Conmssion, the
initial appointees shall draw lots to determ ne
their initial terns. Two comm ssioners shall serve
two-year terms, and the third conm ssioner shal
serve a one-year term Thereafter, al |
comm ssioners shall be appointed to two-year
terms. Comm ssioners may be re-appointed to serve
subsequent terns.

At the first nmeeting of the Conmssion, the
conmm ssioners shall choose a chairperson from
their nunber. Meetings shall be held at the cal
of the chairperson or any two conm ssioners. A
guorum shall consist of two conmm ssioners, and
official action by the Conm ssion shall require
the affirmative vote of two nenbers.

The Admi nistrator, with the advice and consent of
the Gty Council, my renpve a conm ssioner in
case of i nconpet ency, negl ect of duty or
mal f easance in office after service on the
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conmm ssioner by certified mail, return receipt
requested, of a copy of the witten charges
agai nst the conm ssioner and after providing an
opportunity to be heard in person or by counsel
upon not less than ten days’ notice. Vacancies
shall be filled in the sanme manner as original
appoi nt ment s.

5. The Conmi ssion shall have the foll ow ng powers and
duties:

a. To promnul gate procedures and rul es governing

the performance of its duties and the

exercise of its powers.

b. Upon receipt of a signed, notarized, witten
conplaint, to investigate, conduct hearings
and deliberations, issue reconmmendations for
di sciplinary actions, i npose fines in
accordance with this Section 3.11 and refer
violations of Sections 3.11-D and 3.11-E to
the City Attorney for prosecution. The
Conmi ssion shall, however, act only upon the
receipt of a witten conplaint alleging a
violation of this Section 3.11 and not upon
its own prerogative.

C. To receive information from the public
pertaining to its investigations and to
require additional information and documents
from persons who may have violated the
provisions of this Section 3.11.

d. To conpel the attendance of wtnesses and to
conpel the production of books and papers
pertinent to an investigation. It 1is the

obligation of all Oficers and Enpl oyees of
the Cty to cooperate with the Conmm ssion
during the course of its investigations.
Failure or refusal to cooperate with requests
by the Comm ssion shall constitute grounds
for discipline or discharge.

e. To prepare and publish such manuals and
gui des as the Conm ssion deens appropriate to
facilitate conpliance with the ternms of this
Section 3.11.

f. The powers and duties of the Conm ssion are
limted to matters clearly within the purview
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Conpl

of this Section 3.11.

aints:

Complaints alleging a violation of this
Section 3.11 shall be filed with the Ethics
Comm ssi on.

Wthin three business days after the receipt
of a conmplaint, the Conm ssion shall send by
certified mail, return receipt requested, a
notice to the respondent that a conplaint has
been filed against him or her and a copy of
the conmplaint. The Conm ssion shall send by
certified mail, return receipt requested, a
confirmation of the receipt of the conplaint
to the conplainant within three business days
after receipt by the Comm ssion. The notices
to the respondent and the conpl ainant shall
al so advise them of the date, tinme and pl ace
of the neeting to determne the sufficiency
of the conplaint and to establish whether
probabl e cause exists to proceed.

Upon not less than 48 hours’ public notice,
the Commi ssion shall neet to review the
sufficiency of the conplaint and, if the
conmplaint is deened sufficient to allege a
violation of this Section 3.11, to determ ne
whet her there is probabl e cause, based on the
evidence presented by the conplainant, to
proceed. The neeting may be closed to the
public to the extent authorized by the Open
Meetings Act. Wthin seven business days
after receiving the conplaint, the Conm ssion
shall issue notice to the conplainant and the
respondent of the Conm ssion’s ruling on the
sufficiency of the conpl aint and, i f
necessary, on probable cause to proceed. |If
the conplaint is deened not sufficient to
allege a violation or if there is no
determ nation of probable cause, then the
Comm ssion shall send by certified nmail,
return receipt requested, a notice to the
parties of the decision to dismss the
conplaint, and that notice shall be nade
publi c.

If the conplaint is deened sufficient to
allege a violation of Section 3.11-E and
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there is a determi nation of probable cause,
then the Conmission’s notice to the parties
shall include a hearing date schedul ed within
four weeks after the conplaint’s receipt.
Alternatively, the Commssion may elect to
notify in witing the Cty Attorney to
prosecute such actions and request that the
conplaint be adjudicated judicially and the
Conmi ssion’s notice to the parties shal
indicate this fact.

If the conmplaint is deened sufficient to
allege a violation of Section 3.11-D, then
the Comm ssion shall notify in witing the
City Attorney to prosecute such actions and
shall transmit to the City Attorney the
conplaint and all additional docunments in the
custody of the Conm ssion concerning the
al l eged violation. The Conm ssion’s notice to
the parties shall indicate these facts.

If the Commission elects to hear a case
br ought under Section 3.11-E, on the
schedul ed date and upon at I|east 48 hours’
public notice of the neeting, the Conm ssion
shal |l conduct a hearing on the conplaint and
shall allow both parties the opportunity to
present testinony and evidence. The hearing
my be closed to the public only if
aut hori zed by the Open Meetings Act.

Wthin 30 days after the date the hearing or
any recessed hearing of a case brought under
Section 3.11-E is concluded, the Conm ssion
shall either: (i) dismss the conplaint; or
(i1) issue a recommendation for discipline to
the alleged violator and to the Adm nistrator
or ot her Oficer having authority to
discipline the Oficer or Enployee, or inpose
a fine wupon the violator, or both. The

particul ar findings in the case, any
recomendation for discipline, and any fine
i nposed shal | be a mtter of public

i nf ormati on.

If the hearing on a case brought under
Section 3.11-E was closed to the public, the
respondent may file a witten demand for a
public hearing on the conplaint within seven
busi ness days after the issuance of the
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H.

Penal ti es:

recomendation for discipline or inposition
of a fine, or both. The filing of the demand
shal | stay t he enf or cenent of t he
recommendation or fine. Wthin 14 days after
receiving the demand, the Conmm ssion shal
conduct a public hearing on the conplaint
upon at |east 48 hours’ public notice of the
heari ng and allow both parties t he
opportunity to pr esent testi nony and
evidence. Wthin seven days thereafter, the
Conmi ssion shall publicly issue a final
recommendation to the alleged violator and to
the Adm nistrator or other Oficer having
authority to discipline the Oficer or
Enpl oyee or inpose a fine upon the violator,
or bot h.

If a conplaint is filed during the 60 days
preceding the date of any election at which
the respondent is a Candidate, the Comm ssion
shall render its decision as required under
Section 3.11-G6h within seven days after the
conmplaint is filed, and during the seven days
precedi ng that el ection, the Conm ssion shal
render such decision before the date of that
el ection, if possible.

A conplaint alleging the violation of this
Section 3.11 nust be filed wthin one year
after the all eged violation.

In the event a nenber of the Conm ssion is
the subject of an alleged violation of this
Section 3.11, such conmi ssi oner shal

i medi ately recuse hinself or herself from
the investigation of such alleged violation
and shall take no part in the final action of
t he Comm ssi on regar di ng such al | eged
violation. A substitute Conm ssioner shall be
appointed pursuant to the ternms of Section
3.11-GlL above for purposes relating to this
matter only.

1. A person who intentionally violates any provision
of Section 3.11-D nmay be punished by a term of
incarceration in a penal institution other than a
penitentiary for a period of not nore than 364

days,

and may be fined in an anmount not to exceed
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$2, 500.

2. A person who intentionally violates any provision
of Section 3.11-E is subject to a fine in an
amount on not less than $1,001 and not nore than
$5, 000.

3. The Conm ssion may |levy an admnistrative fine of
up to $5,000 agai nst any person who violates this
Code of Ethics or who intentionally makes a fal se,
frivolous or bad faith allegation.

4. In addition to any admnistrative fines inposed
pursuant to Section 3.11-H3 herein, any person who
intentionally makes a false report alleging a
viol ation of any provision of Section 3.11 to the
Ethics Comm ssion, the State’s Attorney or any
other law enforcenent official nay be punished by
a term of incarceration in a penal institution
other than a penitentiary for a period of not nore
than 364 days, and may be fined in an anount not
to exceed $2, 500.

5. A violation of Section 3.11-D shall be prosecuted
as a crimnal offense by the Gty Attorney by
filing in the circuit court an information, or
sworn conplaint, <charging such offense. The
prosecution shall be under and conform to the
rules of <crimnal procedure. Conviction shal
require the establishment of the guilt of the
def endant beyond a reasonabl e doubt.

6. A violation of Section 3.11-E nay be prosecuted as
a quasi-crimnal offense by an attorney for the
City, or the Ethics Commssion, through the
desi gnat ed adm ni strative procedure.

7. In addition to any other penalty that my be
applicable, whether crimnal or civil, an Oficer
or Enployee who intentionally violates any
provision of this Section is subject to discipline
or discharge.

Distribution of Code of Ethics: The Gty derk shall
cause a copy of this Code of Ethics to be distributed
to every Oficer and Enployee of the Cty within 30
days after enactnent of this Code of Ethics. Each
Oficer and Enployee elected, appointed or engaged
hereafter shall be furnished a copy before entering
upon the duties of his or her office or enploynent.
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3.13 BUDGET OFFI CER (Added Ord. 2006-113)

A Creation: There is hereby created and established in and
for the City, the Ofice of Budget Oficer. The Gty Adm nistrator
shal | serve as the Budget Oficer.

B. Qath and Bond: The Budget O ficer shall, within 5 days
after appointnment and notice thereof, take and subscribe the oath
of office and shall enter into a bond payable to the Cty, wth
sureties to be approved by the Gty Council. The bond posted for
the Cty Admnistrator shall stand as security for the Budget
Oficer’s bond. Said bond shall be conditioned upon the faithful
performance of the duties inposed by the ordinances of the Cty
and the Illinois Conpiled Statutes. The cost of the bond shall be
paid by the Gty.

C. Duties: The Budget Oficer shall perform the duties
which may from tinme to tinme be required by law and by the
ordinances of the Cty. In addition, the Budget Oficer shal
coordinate and participate in the follow ng activities:

1. Permit and encourage and establish the use of
efficient planning, budgeting, auditing, reporting,
accounting and other fiscal nanagenent procedures
in all nunicipal departnents, conmm ssions and
boar ds.

2. Conpile the annual budget. Such budget shal
contain estimates of revenues available to the Gty
for the fiscal year for which the budget is
drafted, together with recommended expenditures for
the Gty and all the departnments, conm ssions and
boar ds. Revenue esti mates and expendi ture
recommendations shall be presented in a manner
which is in conformty with good fiscal managenent
practices. Substantial conformty to a chart of
accounts, now or in the future, recommended by the
National Conmttee on Governnental accounting, or
the Illinois Auditor of Public Accounts, or the
Di vision of Local Governnental Affairs and Property
Taxes of the Illinois Departnent of Revenue or
successor agencies shall be deemed proof of such
conformty. The budget shall contain actual or
estimated revenues and expenditures for the two
years inmmediately preceding the fiscal year for
which the budget is prepared. So far as possible,
the fiscal data for such two preceding fiscal years
shall be itemzed in a manner which is in
conformty wth the chart of accounts approved
above. Each budget shall show the specific fund
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from which each anticipated expenditure shall be

made.

3. Exam ne all books and records of all Gty
departnments, conm ssions and boards which relate to
noni es recei ved by the Gty, depart nents,

conm ssions and boards, and paid out by the Gty,
departnents, conmssions and boards, debts and
accounts receivable, anmounts owed by or to the
City, departnents, comm ssions and boards.

4, Gbtain such additional information from the Gty,
departnents, conmssions and boards as nmay be
useful to the Budget Oficer for purposes of
conpiling a nunicipal budget, such information to
be furnished by the Cty, departnments, conm ssions
and boards in a form required by the Budget
Oficer. Any departnent, conmm ssion or board which
refuses to nmake such information as is requested of
it available to the Budget Oficer shall not be
permtted to make expendi tures under any subsequent
budget for the Cdty until such departnent,
conm ssion or board shall conply in full with the
request of the Budget O ficer.

5. Establish and nmaintain such procedures as shall
insure that no expenditures are nmade by the Gty,
departnents, conm ssions or boards, except as
authorized by the budget. Nothing herein shall
prevent the Budget Oficer from nmaking intrafund
transfers, which authority is hereby granted, for

the purpose of balancing line itenms within the
funds.
D. Budget Presentation: Before the close of each fiscal

year the budget for the comng fiscal year shall be presented to
t he Mayor and Al dernen for approval, as required by 65 ILCS 5/ 8-2-
9.1 through 5/8-2-9.10, and the provisions of this Section 3.13.

E. Public Inspection, Notice and Hearing: The City Council
shall nmake the tentative annual budget conveniently available to
public inspection for at |east 10 days prior to the approval of
t he annual budget, by announcenent at a regular neeting of the
City Council.

Not | ess than one week after the tentative annual budget is
available to public inspection, and prior to final action on the
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budget, the City Council shall hold at |east one public hearing on
the tentative annual budget, after which hearing or hearings the
tentative budget nmay be further revised and approved w thout any
further inspection, notice or hearing.

Noti ce of the budget hearing shall be given by publication in
a newspaper having a general circulation in the Gty at |east one
week prior to the tinme of the hearing.

F. Budget Changes: The Gty Council authorizes the Budget
Oficer the power to delete, or add to, or change or create |line
items or expenditure categories budgeted previously to any fund
operation, project or subject to such limtations or requirenents
as the corporate authorities may specify fromtine to tine. The
Budget Oficer shall have the flexibility to reallocate nonies
within expenditure categories, funds, operations, projects, or
departnents without anendrment of the budget by the City Council so
Il ong as the overall approved anmount in the budget for the specific
fund, operation, project, or department in question is not
exceeded.

By a vote of two-thirds of the nmenbers of the Gty Counci
t hen hol ding office, the annual budget for the City nmay be revised
by deleting, adding to, changing or <creating line itens,
expendi ture cat egori es, f unds, oper ati ons, proj ects or
departnments. No revision of the budget shall be made increasing
the budget in the event funds are not available to effectuate the
pur pose of the revision.
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