. . Attachment D- 02/07/23
Rolling Meadows Library

Employee Handbook

WELCOME

Welcome to the Staff of the Rolling Meadows Library (RML). We strive to be one of the very best
libraries in Illinois. The many gifted and enthusiastic members of our Board and Staff work together to
make that goal a reality. The daily contributions of many people help us to serve our patrons and
expand our offerings for the community. We want the Library to be a place of discovery and
exploration for all our patrons and our staff as we continue to develop new programs and services. This
employee handbook is the essential point of reference for your work as a member of our Library Staff.
It sets out the basic terms and conditions of your work for the Library, so you will want to read it
carefully. These policies apply to any job duties or meetings that are in person at the Library, at a
different location conducting library business or virtually. Please speak to your Department Director, the
Administrative Services Coordinator, or the Executive Director if you have any questions about this
employee handbook. We hope your work for the Library will be challenging and rewarding. Again,
welcome to RML. We are glad you are here!

INTRODUCTORY STATEMENT

This handbook is designed to acquaint you with RML and provide you with information about working
conditions, employee benefits, and some of the policies affecting your employment. You should read,
understand, and comply with all provisions of the handbook. It describes many of your responsibilities
as an employee and outlines the programs developed by RML to benefit employees. One of our
objectives is to provide a work environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy. As the Library
continues to grow, the need may arise and RML reserves the right to revise, supplement, or rescind any
policies or portion of the handbook from time to time as it deems appropriate, at its sole and absolute
discretion. Employees will, of course, be notified in writing of such changes to the handbook as they
occur.
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101 Nature of Employment

Employment with RML is voluntarily entered into, and the employee is free to resign at will at any time, with or
without cause. Similarly, RML may terminate the employment relationship at will at any time, with or without
notice or cause, so long as there is no violation of applicable federal or state law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to constitute
contractual obligations of any kind or a contract of employment between RML and any of its employees.

The provisions of the handbook may be amended or cancelled at any time, at the sole discretion of the Rolling
Meadows Library Board. These provisions supersede all existing policies and practices and may not be amended
or added to without the express approval of the Rolling Meadows Library Board.
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102 Employee Relations

RML believes that the work conditions, wages, and benefits it offers to its employees are competitive with those
offered by other employers in this area and in this industry. If employees have concerns about work conditions or
compensation, they are strongly encouraged to voice these concerns openly and directly to their Department
Director, the Administrative Services Coordinator, or the Executive Director.
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103 Equal Employment Opportunity

RML will provide equal opportunity to all employees and applicants for employment regardless of actual or
perceived race (and traits associated with race, including, but not limited to, hair texture and protected hairstyles),
color, national origin, ancestry, citizenship status, work authorization status, age, religion, marital status,
disability;sex; gender, pregnancy, sexual orientation, gender identity, military or veteran status, order of
protection status, genetic information, or any other category protected by applicable law.

Any employee who wants to report an incident of discrimination in the workplace should promptly report the
matter to his or her Department Director. If the Department Director is unavailable or the employee believes it
would be inappropriate to contact that person, the employee should immediately contact the Executive Director,

Library-Board-President; the Administrative Services Coordinator, or any other member of the-Library-Boeard-or

Library Management. All such matters will be held in confidence. Employees can raise concerns and make reports
without fear of reprisal.

Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to
and including termination of employment.




Rolling Meadows Library
Employee Handbook

104 Ethical Standards and Conduct

RML will comply with all applicable laws and regulations and expects its employees to do their work in
accordance with the letter, spirit, and intent of all relevant laws and to refrain from any conduct that will diminish

the continued trust and confidence of our patrons.

aceeptable-conduet. If a situation arises where it is difficult to determine the proper course of action, the matter
should be discussed openly with your Department Director and, if necessary, with the Executive Director for
advice and consultation.

Compliance with this policy of ethical standards and conduct is the responsibility of every RML employee.
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105 Hiring of Immediate Family Members

The employment of immediate family members in an organization may cause serious conflicts and problems with
favoritism and employee morale. In addition to claims of partiality in treatment at work, personal conflicts from
outside the work environment can be carried into day-to-day working relationships.

Immediate family members of persons currently employed by RML may be hired only if they will not be working
directly for or supervising a relative or will not occupy a position in the same line of authority within the
organization. This policy applies to any immediate family member, higher or lower in the organization, who has
the authority to review employment decisions. RML employees cannot be transferred into such a reporting
relationship. If the immediate family relationship is established after employment, the individuals concerned may
consult with management to suggest ways in which the situation may be resolved; however, management will
have sole authority and discretion to decide issues of transfer or termination.

In other cases where a conflict or the potential for conflict arises, even if there is no supervisory relationship
involved, the parties may be separated by reassignment or terminated from employment.

For the purposes of this policy, an employee's "immediate family members" include sons, daughters,
grandparents, parents, spouse, a party to a civil union (as defined by the IL statute), brothers, sisters,
grandchildren, and in-laws (father-in-law, mother-in-law, brothers-in law, sisters-in-law). "Sons" or "daughters"
include biological, adopted, or foster children, stepchildren, legal wards, or children by virtue of the employee
standing in loco parentis.
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106 Immigration Law Compliance

RML is-eommitted-to-employing employs only United States citizens and aliens who are authorized to work in the
United States. RML does not unlawfully discriminate on the basis of citizenship status, or national origin.

In compliance with the Immigration Reform and Control Act, each new employee, as a condition of employment,
must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity
and employment eligibility. Former employees who are rehired must also complete the form if their previous 1-9
is no longer retained or valid.

Employees with questions or seeking more information on immigration law issues are encouraged to contact the
Executive Director or Administrative Services Coordinator. Employees may raise questions or complaints about
immigration law compliance without fear of reprisal.
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107 Conflicts of Interest

Employees have an obligation to conduct Library business and other operations within guidelines that prohibit
actual or potential conflicts of interest. This policy establishes only the framework within which RML wishes the
Library to operate. The purpose of these guidelines is to provide general direction so that employees can seek
further clarification on issues related to the subject of acceptable standards of operation. Contact the Executive
Director for more information or questions about conflicts of interest.

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that
may result in a personal gain for that employee or for an immediate family member of the employee as a result of
RML's business dealings or other operations. For the purposes of this policy, an employee's "immediate family
members™ include sons, daughters, grandparents, parents, spouse, a party to a civil union (as defined by the IL
statute), brothers, sisters, grandchildren, and in-laws (father-in-law, mother-in-law, brothers-in law, sisters-in-
law). "Sons" or "daughters" include biological, adopted, or foster children, stepchildren, legal wards, or children
by virtue of the employee standing in loco parentis.

No "presumption of guilt" is created by the mere existence of a relationship that has the potential to create a
conflict of interest. However, if employees have any influence on transactions involving purchases, contracts, or
leases, it is imperative that they disclose to the Executive Director or any member of the Library Board as soon as
possible the existence of any actual or potential conflict of interest so that safeguards can be established to protect
all parties.

Personal gain may result not only in cases where an employee or his/her immediate family member has a
significant ownership in a firm with which RML does business, but also when an employee or his/her immediate
family member receives any payment, bribe, substantial gift, or special consideration as a result of any transaction
or business dealings involving RML.
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108 Outside Employment- DELETE POLICY
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109 Non-Disclosure

The protection of confidential information is required by Illinois Law. Such confidential information includes,
but is not limited to, the following examples:

o certain employee personnel information not subject to disclosure via the Freedom of Information Act
e patrons' personal and circulation information
e volunteers’ personal and circulation information

Employees who use or disclose information which is confidential, personal or private may be subject to
disciplinary action including, but not limited to, termination.
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110 Identity Protection - MOVED FROM 208

The purpose of this policy is to protect social security numbers from unauthorized disclosure. Regarding the use
of social security numbers, Rolling Meadows Library intends to comply with the provisions of the Identity
Protection Act.

No employee may do any of the following:

o Publicly post or display any individual’s social security number. “Publicly Post” or “Publicly Display” means
to intentionally communicate or otherwise intentionally make available to the general public.

e Print an individual’s social security number on any card required for the individual to access products or
Services.

e Use technology to encode or embed an individual’s social security number in or on any cards or documents.

e Require an individual to transmit his or her social security number over the Internet, unless the connection is
secure or the social security number is encrypted.

e Use the social security number for any purpose other than the purpose for which it was collected.

e Print an individual’s social security number on any materials sent to the individual through the U.S. mail, or
any similar method of delivery, unless state or federal law requires the social security number to be on the
document to be mailed. Any such document must be enclosed in a sealed envelope.

Exclusions: This policy does not apply to the collection, use, or disclosure of a social security number as required
by state or federal law, rule, or regulation, and does not apply in the following circumstances:

e The disclosure of a social security number pursuant to a court order, warrant, or subpoena.

e The collection, use, or disclosure of social security number in order to ensure the safety of other employees.

e The collection or use of social security numbers for internal verification or administrative purposes.

Employees who have access to social security numbers in the course of performing their duties:

e are trained in the proper handling of information that contains social security numbers
from the time of collection through the destruction of the information.

¢ will not disclose a social security number from an individual, unless required to do so under state or federal
law, rules, or regulations, or the collection, use or disclosure of the social security number is otherwise
necessary for the performance of their duties and responsibilities.

e are required to use or handle information or documents that contain social security numbers and must have
access to such information or documents.

o will provide the social security number in a manner that is easily eliminated if required to be released as part
of a public records request.

o will provide, when collecting a social security number, or upon request by the employee, a statement of the
purpose for which the social security number is being collected and used.

To obtain a statement of purpose for the use of your social security number, please contact the Executive Director
or his/her designee.
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111 Disability Accommodation

RML is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal
opportunity in employment for qualified persons with disabilities. All employment practices and activities are
conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment
opportunities. Pre-employment inquiries are made only regarding an applicant's ability to perform the duties of
the position.

Reasonable accommodation is available to all disabled employees, where their disability affects the performance
of job functions. All employment decisions are based on the merits of the situation in accordance with defined
criteria, not the disability of the individual.

Qualified-Individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in
compensation) as well as in job assignments, classifications, organizational structures, position descriptions, lines
of progression and seniority lists. Leave of all types will be available to all employees on an equal basis.

RML is also committed to not discriminating against any guatified-employees or qualified applicants because they
are related to or associated with a person with a disability. RML will follow any state or local law that provides
individuals with disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. RML is committed to taking all other actions necessary to ensure
equal employment opportunity for persons with disabilities in accordance with the ADA and all other applicable
federal, state, and local laws.
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112 Job Posting

RML provides employees an opportunity to indicate their interest in open positions and advance within the
organization according to their skills and experience.

Job openings and job descriptions will be posted on the staff intranet page and on the employee bulletin board in
the Staff Lounge for at least 7 days. Each job posting notice will include the dates of the posting period, job title,
department, job summary, essential duties, and qualifications (required skills and abilities).

To apply for an open position, employees should submit a current application and/or resume to the Executive
Director (or his/her deS|gnee) specmcally related to the open posmon I|st|ng job- related skllls and
accompllshments : 4 e-with-RA A o

Yor od lifi ¥ F I ..

Job posting is a way to inform employees of openings and to identify qualified and interested applicants who
might not otherwise be known to the hiring Department Director. Other recruiting sources may also be used to
fill open positions in the best interest of the organization.
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201 Employment Categories (NEAR-TOTAL re-write—most strikeouts removed)

It is the intent of RML to clarify the definitions of employment categories so that employees understand their
employment status and benefits eligibility. RML reserves the right to change one or more of an employee’s
employment categories where legally permitted.

EXEMPT vs. NON-EXEMPT

Each employee is designated as either NON-EXEMPT or EXEMPT from federal and state wage and hour laws.
NON-EXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws.
EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws.

NORMAL WEEKLY HOURS

Normal Weekly Hours are used primarily to determine eligibility for benefits. Normal Weekly Hours are
established through current Library personnel records only, as recorded in the employee’s current “Normal
Weekly Hours Form”.

Normal Weekly Hours are the average number of hours an employee should expect to be scheduled per week.
Normal Weekly Hours will be calculated by dividing the total number of hours that the employee is expected to
work in one year by 52 weeks. Some weeks may be scheduled above or below Normal Weekly Hours, depending
on the Library’s needs, and the employee’s flex-scheduling requests. Sunday shifts are included in all Normal
Weekly Hours calculations. Benefit time limitation: When benefit time is taken, an employee’s combined
regular work hours and benefit time may not exceed their Normal Weekly Hours in a single work week, unless
approved in writing by the Executive Director.

FULL-TIME (FT)
Full-time employees are eligible for RML's Full-time benefits package, subject to the terms, conditions, and
limitations of each benefit program. Full-time employees are those with 37.5 Normal Weekly Hours.

BENEFITTED PART-TIME (BPT)

Benefitted Part-time employees are eligible for limited paid benefits, subject to the terms, conditions, and
limitations of each benefit program. Benefitted Part-time staff are those with at least 20 Normal Weekly Hours,
but who are not classified as Full-time. BPT staff may at times arrange flexible scheduling with their department
director, but in no case shall BPT staff exceed 59 regular work hours in a single pay period.

PART-TIME (PT)

Part-time employees are defined as those who are scheduled to work less than 20 hours per week. These
employees will receive 4 prorated Floating Holidays but do not qualify for any other paid benefits. PT staff may
at times arrange flexible scheduling with their Department Director, but in no case shall PT staff exceed 38
regular work hours in a single pay period.
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202 Access to Personnel Files

Personnel Documents Available to Employees

Upon written request to the Executive Director, an employee, or his/her representative, shall be permitted to
inspect any personnel records which are, have been, or are intended to be used in determining the requesting
employee's qualifications for employment, promotion, transfer, additional compensation, termination or other
disciplinary action, except as provided by the Illinois Personnel Record Review Act.

Time and Place of Inspection

The inspection will take place within seven working days after the employee makes a written request for such an
inspection, unless the Library can reasonably show that the deadline cannot be met. The inspection shall take
place at or reasonably near the Library and during normal working hours, unless other hours are mutually agreed
upon. The Library will grant at least two requests by an employee in a calendar year.

Employees will not be permitted to remove any part of such personnel records or any part of such records from
the place in the Library where such records are made available for inspection. The Library shall retain the right to
protect such records from loss, damage, or alteration to insure the integrity of the records.

Personnel Documents Not Available to Employees
The right of an employee or the employee's designated representative to inspect his or her personnel records does
not apply to:

Letters of reference for that employee.

Any portion of a test document, except that the employee may see a cumulative

total test score for either a section of the test document or for the entire test document.

Materials relating to the Library's staff planning, such as matters relating to the

Library's development, expansion, closing or operational goals, where the materials

relate to or affect more than one employee, provided, however, that this exception does not apply if such materials
are, have been, or are intended to be used by the Library in

determining an individual employee's qualifications for employment, promotion, transfer, or additional
compensation, or in determining an individual employee's discharge or discipline.

Information of a personal nature about a person other than the employee, if disclosure of the information would
constitute a clearly unwarranted invasion of the other person's privacy.

Records relevant to any other pending claim between the Library and the employee which may be discovered in a
judicial proceeding.

Investigatory or security records maintained by an employer to investigate criminal conduct by an employee or
other activity by the employee which could reasonably be expected to harm the Library's property or operations or
could by the employee's activity cause the employer financial liability, unless and until the employer takes
adverse personnel action based on information in such records.

Personnel Record Correction

If the employee disagrees with any information contained in the personnel records, a removal or correction of that
information may be mutually agreed upon by the employer and the employee. If an agreement cannot be reached,
the employee may submit a written statement explaining the employee's position. The Library will attach the
employee's statement to the disputed portion of the personnel record. The employee's statement shall be included
whenever that disputed portion of the personnel record is released to a third party as long as the disputed record is
part of the file.




Rolling Meadows Library
Employee Handbook

202 Access to Personnel Files (Continued)

Copies

The right of the employee or the employee's representative to inspect records includes the right to copy
or receive a copy of records. The Library may charge a reasonable fee for providing copies of records,
which may not exceed the actual cost of reproduction.

Disciplinary Actions

No disciplinary action or written reprimand may be placed in an employee’s personnel file until a copy
has been furnished to the employee. The Library will not divulge a disciplinary report, letter of
reprimand, or other disciplinary action to a third party without written notice as provided in the Illinois
Personnel Record Review Act.

Access to Personnel Records by Members of the Library Board

Members of the Rolling Meadows Library Board may have access to the Library's personnel records
only after review of the request by the Library Board's Personnel Committee and upon a majority vote of
the Library Board at an official Library Board Meeting.
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203 Employment Verification Requests

The Executive Director or his/her designee will respond in writing to requests for letters of recommendation,
references, or employment verification requests. Requests must be submitted in writing but do not require a
written release from the employee since RML's policy is to confirm only dates of employment ane-eurrent-wage
rates; and position(s) held.
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204 Personnel Data Changes

It is the responsibility of each employee to promptly notify RML of any changes in personnel data. Personal
mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event
of an emergency, educational accomplishment, and other such status reports should be accurate and current at all
times. If any personnel data has changed, please notify the Executive Director or his/her designee.
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205 Employment Applications

RML relies upon the accuracy of information contained in the employment application form, as well as the
accuracy of other data presented throughout the hiring process and employment. Any material misrepresentations,
falsifications, or omissions in any of this information may result in the exclusion of the individual from further
consideration for employment or, if the person has been hired, termination of employment.
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206 Performance Evaluation

Department Directors and employees are strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. Department Directors may also choose to conduct performance evaluations to provide
both Department Directors and employees the opportunity to discuss job tasks, identify and correct weaknesses,
encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.
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207 Job Descriptions

RML makes every effort to create and maintain accurate job descriptions for all positions within the organization.
Each description should include, but not be limited to, a job summary (giving a general overview of the job's
purpose), essential duties, minimum qualifications (including education and/or experience, language skills,
mathematical skills, reasoning ability, plus any certification required), and physical demands.

RML maintains job descriptions to aid in orienting new employees to their jobs, identifying the current
requirements of each position, establishing hiring criteria, setting standards for employee performance
evaluations, and establishing a basis for making reasonable accommodations for individuals with disabilities.

The Executive Director and the Department Director will work with the Administrative Services Coordinator to
prepare job descriptions when new positions are created and when existing job descriptions are to be changed.
Existing job descriptions are reviewed at least every two years in order to ensure that they are up to date. Job
descriptions may also be rewritten periodically to reflect any changes in the position's duties and responsibilities.
All employees will be expected to help ensure that their job descriptions are accurate and current, reflecting the
work being done.

Employees should remember that job descriptions do not necessarily cover every task or duty that might be
assigned, and that additional responsibilities may be assigned as necessary. Contact your Department Director or
the Executive Director if you have any questions or concerns about your job description.
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301 Employee Benefits

Eligible employees at RML are provided a wide range of benefits. A number of the programs (such as Social
Security, workers' compensation, and unemployment insurance) cover all employees in the manner prescribed by
law. The Library Board retains the right to change or eliminate benefits at its sole discretion.

Benefits eligibility is dependent upon a variety of factors, including employee classification. Paid benefits will not
accrue or be paid to employees no longer receiving compensation from RML. Your Administration Department
and Department Director can identify the programs for which you are eligible. Details of many of these programs
can be found elsewhere in the Employee Handbook.

Some of the benefit programs (Policy Numbers in parenthesis) available to eligible employees include:

Auto Mileage (508)
Bereavement Leave (307)
City Benefit Fair (318)
Credit Union (316)
Deferred Compensation Plans (317)
Dental Insurance (311)
Disability Leave (IMRF)(313)
Educational Financial Assistance (310)
Employee Assistance Program (EAP)(314)
Family Leave (601)
Health Insurance (311)
Holidays (303)
Jury Duty Leave (308)
Life Insurance (312)
Medical Leave (601)
Military Leave (604)
Pension Plan- IMRF and Voluntary Additional Contributions (VAC)(316)
Personal Leave (603)
Professional Development Opportunities (310)
Sick Leave Benefits (305)
Supplemental Life Insurance (312)
Travel Allowances (508)
Vacation Benefits (302)
Witness Duty Leave (308)
| ditional o E ; 217

Some benefit programs require contributions from the employee, but many are fully paid by RML.
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302 Vacation Benefits

Paid vacation is available to eligible employees to provide opportunities for rest, relaxation, and personal pursuits.
Paid vacation time must be requested from the employee's Department Director in writing and is subject to
staffing and operational needs.

When Do Paid Vacation Benefits First Become Available?

Full-time (FT) and Benefltted Part-t|me (BPT) employees begm earnmg pa|d vacat|on beneflts |mmed|ately upon
commencement ef-w ,

employment with the L|brary Pa|d vacatlon beneflts are earned W|th the completlon of each pay period;
therefore, one twenty-sixth of the employee's annual paid vacation leave is earned for each pay period.

Part-time (PT) employees do not earn paid vacation. Such employees may, however, be granted vacation leave
without pay upon consultation with their Department Director.

Paid Vacat|on Leave Department Dwectors—Full—Hme and Benefitted Part-time Professional Employees
Ay - , Department Directors and Professional
Employees WI|| earn annual pald vacatlon days equallng thelr Normal Weekly Hours tlmes four (4) pald at thelr
regular hourly rate. 3

Professmnal employees are classmed as those who area—Depathent
Director; hold an MLS from an accredlted library school, hold a position in the Library requiring an MLS or
equivalent experience, and are scheduled to work at least six or more consecutive months in any 12-month period.
Other professionals may include, but not be limited to, those who would qualify as "exempt professionals™ under
the Fair Labor Standards Act of the United States.

Paid Vacation Leave — Other Full-time and Benefitted Part-time Employees Hired 1/01/02 and-Later

Employees scheduled to work at least 20 or more Normal Weekly Hours at least six or more consecutive months
in any 12-month period are entitled to annual paid vacation days equaling their:

Normal Weekly Hours times 2 in their first through fifth year of employment at benefits level,
Normal Weekly Hours times 3 in their sixth through tenth year of employment at benefits level,
Normal Weekly Hours times 4 in their eleventh year of employment and beyond at benefits level.
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302 Vacation Benefits (Continued)

Vacation Leave Not Lost Due To Sick Leave
No loss of vacation accrual will result from personal illness covered by sick leave.

Carry-over Of Earned But Unused Vacation Leave

Earned but unused paid vacation leave equal to one year of the employee's annual paid vacation leave may be
carried forward to the next calendar year. Unused paid vacation leave in excess of one year of the employee's
annual paid vacation leave will be forfeited as of January 1 of each year.

Leaving The Library With Earned But Unused Paid Vacation Leave

Employees leaving the Library with earned but unused paid vacation leave will be reimbursed at their current
regular hourly rate for such leave. Such reimbursement will be for paid vacation hours earned but not used in the
current calendar year and the allowable unused paid vacation hours carried forward from the previous calendar

year.
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303 Holidays

RML will be closed for the following paid holidays:

New Year's Day (January 1)

Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)
Thanksgiving Day (fourth Thursday in November)
Christmas Eve Day (December 24)

Christmas (December 25)

New Year's Eve Day (December 31)

Unpaid Sunday Holidays
The Library will be closed, but no holiday pay awarded for, Easter Sunday, the Sunday preceding Memorial Day,
and the Sunday preceding Labor Day.

Early Closing Due to the Thanksgiving Holiday
The Library will close at 6:00 p.m. on the Wednesday evening before Thanksgiving. This early closing is
scheduled for employees' convenience and no pay is awarded for hours not worked.

Eligibility for Paid Holidays
Employees working 20 or more Normal Weekly Hours are eligible for paid holiday time off immediately upon
beginning their employment with the Library.

Calculating Paid Holiday Hours
The number of hours an employee receives for each holiday is calculated as follows:

Employee's Normal Weekly Hours
5 days per week = hours paid each holiday

Paid holiday hours are always paid at the employee's regular rate of pay. Paid holiday hours will not be counted
as hours worked for the purpose of determining overtime. No holiday pay will be awarded an employee taking an
unpaid leave of absence and no longer compensated by the Library.

When A Paid Holiday Falls On A Saturday, Sunday, Or Weekday That Is Normally The Employee's Day
Off

When a paid holiday falls on a Saturday, Sunday, or weekday that is normally the employee's day off, the
employee will choose a day in the week preceding or following the holiday as a substitute paid holiday. The
substitution must be requested from the employee's Department Director in writing at least two weeks in advance
and is subject to staffing and operational needs. Paid holidays must be used in whole day increments, no partial
use will be allowed.
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303 Holidays (Continued)

When An Employee Is Required To Work On A Holiday

Non-Exempt employees that are required to work on one of the Holidays listed above or on an approved
requested Floating Holiday, they will be paid at 2.25 times their regular rate of pay and will choose a day in the
week preceding or following the holiday as a substitute paid holiday to be paid at their regular rate of pay. The
substitute paid holiday must be requested from the employee's Department Director at least two weeks in advance
and is subject to staffing and operational needs. Paid holidays must be used in whole day increments, no partial
use will be allowed.

Paid Floating Holidays - ime”
i All staff will receive four paid floating holidays annually.
Paid floating holidays are available immediately upon employment, and will be calculated as follows:

Employee's Normal Weekly Hours
5 days per week x 4 = paid floating holiday hours

Paid floating holidays must be used in the benefits year in which they are earned. Use of paid floating holidays
must be requested in writing from the employee's Department Director at least two weeks in advance and are
subject to staffing and operational needs.

Leaving the Library with ""Earned But Unused'’ Paid Holidays / Personal Time

Employees leaving the Library with "earned but unused" paid holidays or paid floating holidays will not be paid
for those hours.
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304 Workers' Compensation Insurance

A comprehensive workers' compensation insurance program is provided at no cost to employees. Workers’
Compensation is a system of benefits provided by state law and covers injury or illness arising out of, or in the
course of, employment that requires medical, surgical, or hospital treatment. Subject to applicable legal
requirements, workers' compensation insurance provides benefits following a three-day waiting period. If the
claim is approved, and the employee misses 14 days of work, the three-day waiting period is covered
retroactively. An employee has the option to use available paid benefits to cover the three-day waiting period
and also has the option to use available paid benefits to supplement any workers’ compensation payments
received. The use of available paid benefits and workers’ compensation payments cannot exceed the employee’s
regular wages based on Normal Weekly Hours.

It is possible that the reason for the workers’ compensation claim is also covered under IMRF Disability. If this is
the case the employee should apply for disability benefits as soon as it is known that the absence will extend
beyond thirty calendar days from the date of injury or illness. While on an IMRF Disability Leave the
employee’s IMRF service, pension, and benefits are protected.

If the reason for the workers’ compensation claim is covered under Family and Medical Leave (FMLA), that
unpaid leave will be run concurrently with the workers’ compensation leave.

Employees who sustain work-related injuries or illnesses, no matter how minor the injury may appear, should
inform the Executive Director, their Department Director, or the Person In Charge (PIC) immediately. This will
enable an eligible employee to qualify for coverage as quickly as possible.




Rolling Meadows Library
Employee Handbook

305 Sick Leave Benefits

Employees working 20 or more Normal Weekly Hours are eligible for paid sick leave. Employees will earn paid
sick leave on a monthly basis. Paid sick leave can be used in minimum increments of one-quarter hour.
Eligible employees earn paid sick leave as follows:

¢ Employee’s Normal Weekly Hours: 5 days per week x 12 = annual sick leave allowance hours

Employees may use paid sick leave benefits for their own or for an immediate family members’ illness, injury or
medical care (including preventative care). For the purposes of this policy, an employee's "immediate family
members" include sons, daughters, grandparents, parents, spouse, a party to a civil union (as defined by the IL
statute), brothers, sisters, grandchildren, and in-laws (father-in-law, mother-in-law, brothers-in-law, sisters-in-
law). "Sons" or "daughters" include biological, adopted, or foster children, stepchildren, legal wards, or children
by virtue of the employee standing in loco parentis.

Employees may also use paid sick leave benefits to provide personal care for an immediate family member which
includes activities to ensure basic medical, hygiene, nutrition, and safety needs are met, or to provide
transportation to medical appointments for a family member who is unable to meet their own needs. This also
covers an employee being physically present to provide emotional support to a covered family member with a
serious health condition who is receiving inpatient or home care.

Employees who are unable to report to work due to illness or injury should notify their supervisor before the
scheduled start of their workday if possible. The Department Director must also be contacted on each additional
day of absence. If an employee is absent due to illness or injury, a physician's statement may be required to verify
the employee's condition and its beginning and expected ending dates. Such verification may be requested for
other sick leave absences as well and may be required as a condition to receiving sick leave benefits. Before
returning to work from a sick leave, an employee may be required to provide a physician's verification that he or
she may safely return to work.

Sick leave benefits will be calculated based on the employee's base pay rate at the time of absence and will not
include any special forms of compensation, such as incentives, commissions, or bonuses. Unused sick leave
benefits will be allowed to accumulate to a maximum number of hours as per the formula below:

o Employee’s Normal Weekly Hours: 5 days per week x 240 days = maximum accumulation of sick leave
hours

Accumulated Sick Leave
If the employee's benefits reach this maximum, further accrual of sick leave benefits will be suspended until the
employee has reduced the balance below the limit.

Employees leaving the Rolling Meadows Library will not be paid for any unused sick leave. Subject to current
IMREF rules, an employee who is enrolled in the Illinois Municipal Retirement Fund (IMRF) pension plan may, at
retirement or upon leaving employment at the library, qualify for additional service credit for unused, earned sick
days. This provision of the pension plan is administered by IMRF and an employee considering retirement should
contact IMRF for additional information regarding the conversion of unused sick days to service credit.
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306 Time Off to Vote

RML encourages employees to fulfill their civic responsibilities by voting in elections. Generally, employees are
able to find time to vote either before or after their regular work schedule. If an employee is unable to vote in an
election during his/her nonworking hours,