Policies & Procedures
Policy:

Number:
100-2

County Organizational Chart

Effective:

Scope:

All Employees

Purpose:

The purpose of this organizational chart is to provide an overview of the structure of
the County.
Policy

Section 1: Overview
The County’s organizational structure is made up of various departments and
occasionally boards or committees. The organizational chart should be viewed as a
guide to show how information flows through a particular office or through the
County in general.

Section 2: Organizational Chart

The following represents Rock Island County’s organizational chart:
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No County policy match
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Policies & Procedures
Policy:

Number:
100-4

Communications & Confidentiality

Effective:

Scope:

All Employees

Purpose:

Communication and confidentiality is a responsibility shared by the County and all
employees since the release of certain information can potentially compromise the
County or lead to a lawsuit. This policy explains the County’s position on
communication and confidentiality and outlines what is expected from County
employees.
Policy

Section 1: Overview
No information concerning the internal operations of the County, including but not limited to
the release of records may occur except through, and with the permission of, the County
Administrator or individual Department Head if that department head does not report directly
to the County Administrator. If requests for information are received by employees, whether on
or off duty, from any person, then the employee is required to politely decline to provide such
information and to direct that individual to the appropriate County Freedom of Information Act
(FOIA) officer or the County Administrator.
Because of an employee’s responsibilities at the County, an employee may have access to
confidential data, resident information, personnel files, or other sensitive information. This may
include information concerning a resident’s financial status, the County’s business practices
including purchasing and negotiating strategies, and employee records. This sensitive
information cannot be disclosed to anyone who does not have a legitimate business need to
know such information. All employees are responsible for protecting the confidentiality of this
information.
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The County acknowledges the right of its employees, as citizens in a democratic society, to
speak out on issues of public concern; however, when those issues are related to the County the
employee’s expression must be balanced against the interests of the County. In situations in
which the employee is not engaged in the performance of professional duties, the employee
should state clearly that his or her expression represents personal views and not necessarily
those of the County.
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Policies & Procedures
Policy:

Hiring, Promotions, Transfers, & Assignments

Number:
200-1

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to outline when and how the County of Rock Island will
accept job applications, to outline the hiring process, and to detail the process for
promotions, transfers, and assignments. The County seeks to hire the most qualified
candidates who fit the needs and culture of the County.
Policy

Section 1: Job applications:
The County of Rock Island will only accept job applications/resumes for open
positions.
The County will have applications available at the County office building and when
possible these applications will be available for download off of the County’s website.
Whenever possible, an application will be mailed to whoever requests one.
An applicant must complete a new job application for each position applied for
(applicants who previously applied for a County job are required to submit another
application if another position is now available). With the approval of the County
Administrator, exceptions can be made for department head and executive level
positions (i.e. resume and cover letter in lieu of an application).
Section 2: Hiring Process:
The following process shall generally be followed when filling an open regular fulltime or regular part-time position:
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1. When a position becomes available the County Administrator and the
appropriate Department Head will meet to discuss the County’s current need
to fill the position.
2. The County Administrator and Department Head will review the job
description and recommend any updates as necessary.
3. The County Administrator will determine if the position will be posted only for
internal applicants or if it will be a general job posting available to either
internal or external applicants.
4. The position should be posted at the County office building, on the County
website, and in publications as approved by the County Administrator.
5. At an appropriate time (i.e. anytime if the position is “open until filled” or after
the filing deadline has passed) the Department Head will review all
applications/resumes and only those applicants most closely meeting the
needs of the County will be invited for additional testing and/or interviews.
6. The Department Head will arrange for in-person interviews and if appropriate
and approved by the County Administrator, arrange for other job-related
testing. The Department Head will then forward to the County Administrator
the information for the applicant who he/she would like to continue in the
hiring process.
7. The County Administrator or designee shall conduct a background
investigation on the selected finalist.
8. Upon successful completion of the background investigation, the County
Administrator or designee may provide a conditional offer of employment –
conditional on the finalist passing a pre-employment drug screen (#8) and a
medical screening if appropriate (#9).
9. The finalist submits to a drug screen. Passing the pre-employment drug
screen is a condition of employment. If the applicant fails the test, he/she will
not be hired.
10. If appropriate, a medical screening will be conducted at the County’s expense.
The hiring process for temporary or seasonal employees will be handled by the
Department head with County Administrator approval. The strict process outlined
above may be modified depending on the nature of the job or the
temporary/seasonal position to be filled.
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With each employment-related hiring process, Veteran’s Preference Points shall be
applicable.
Section 3: Promotions, Transfers, and Assignments
The County may choose to fill a job vacancy by promotion from within the
organization. The County may also consider both internal and external applicants.
From time-to-time and in the interests of the County, the County may transfer
employees from assignment-to-assignment, position-to-position or Department-toDepartment. Employees may request to be transferred from one position or
Department to another. Such a request may be given consideration when a suitable
opportunity exists and such request can be fulfilled in the interests of the County.
Requests for transfer by an employee must be in writing, must include a resume of
qualifications and the reasons for the transfer, and must be directed to the person in
charge of the Department to which they wish to transfer, with notice to their current
Department Head of the request.
Appointment of personnel by the County to a higher classification on a temporary basis
in order to fill a vacancy is considered an “acting appointment.” An employee holding
an acting appointment may receive a temporary pay increase if authorized by the
County Administrator.
Section 4: Background Investigations
Depending on the nature of the position, the County may conduct varying levels of
background screening to determine whether candidates for employment, promotion,
assignment, or transfer are suitable for the position they desire to obtain.
Information that may be obtained or requested includes information relating to
references, past employment, work habits, education, judgments, liens, criminal
background and offenses, character, general reputation, and driving records. The
County may also obtain information from a consumer credit reporting agency.
Before denying an assignment, promotion, or other benefit of employment, based in
whole or in part, on information obtained in the credit report, the County will provide
a copy of the report and a description in writing of the applicant’s rights under the
Fair Credit Reporting Act.
Employees or applicants seeking employment, transfer, promotion, or assignment
will be required to sign a document that constitutes the employee’s full waiver,
release, and indemnification of any liability related to the background investigation.
Employees or applicants who refuse to sign the waiver, release, and indemnification
form will not be considered for employment, transfer, promotion, or assignment.
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Prior policy:
Personnel Policies & Procedures
Section 1 Hiring Practices
It shall be the duty of any committee charged with oversight responsibility of an assigned
department under its jurisdiction in County to review the current need of vacant
position, determine future continuation of said positions, and approve or disapprove
the start of the hiring process. It shall be the responsibility of the Human Resource
Department, if necessary, to place advertisement for applications in media that is the
best suited, collect applications, and to initially carefully screen all applicants to
determine their experience and basic qualifications.
PROMOTIONAL SELECTION: Whenever a vacancy occurs in a position for which there are
believed to be qualified potential applicants within the County's workforce, an
announcement may be posted in prominent places in the various work sites.
Consideration will be given to qualified, regular employees. Unless otherwise
provided by a collective bargaining agreement, selection will be based upon
applicable education and experience, demonstrated skills and abilities, work record,
and/or any other criteria that the Department Head shall consider relevant.
The selection process shall endeavor to maximize reliability, objectivity, and validity through a
practical, job-related assessment of applicant attributes necessary for successful job
performance and career development. Applicants must meet the minimum
requirements of the class to be considered for selection.
•

SELECTION DEVICES: The Human Resources Department shall be responsible for
determining the selection device or devices to be used to obtain the best qualified
candidates for each class of positions. Selection devices shall be used separately or
in various combinations as appropriate to the class and to available employment
resources. Selection devices may include work sample and performance tests,
practical written tests, oral examinations/interviews, individual physical examinations,
and background and reference inquiries. In the development of selection devices, the
Human Resources Department may confer with Department Heads, consultants, or
others skilled in or familiar with minimum job requirements.

The Human Resource Department shall then forward all applications to the appropriate Elected
Official, Department Head, or assigned search committee to select applicants to be
interviewed, and selection of the finalist.
The most qualified individuals shall at all-time be hired for County service. In the event of
equally qualified finalists, preference shall be given to the individual as per
accordance with Section 202, the County’s Affirmative Action/Equal Employment
Opportunity policy.
•

A County Administrator shall be recruited and selected in a process as
recommended by the Executive Committee of the Rock Island County Board and
approved by the Board. Approval of the selection of the County Administrator shall
be made by a majority vote of the Board, and then the Board approved County
4
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Administrator shall be appointed by the Chair of the County Board. (As provided in a
resolution duly adopted October 21, 2014.)
A conditional job offer, and if required, medical review and/or criminal background check must
be completed for all selected individuals and references completed before a start
date is given. Prior to making a conditional job offer, the Department shall confer
with the Human Resource Department for determination of salary, clearance of any
necessary criminal background check, and compliance with the County’s Affirmation
Action and EEO policies. Notification of all new hires for County positions must be
submitted to the appropriate oversight Committee.
Unless specified by a Department Head or Elected Official, medical examinations and criminal
background checks are not required for Administrative and Clerical employees. A
physical examination to determine ability to perform essential functions of a job is
required for all other employees, after a conditional offer of employment has been
made. Reasonable accommodations will be provided to enable qualified individuals
to perform their jobs as mandated in the Americans with Disabilities Act. As per the
Fair Credit Reporting Act (FCRA), The Human Resource Department shall identify
positions requiring a criminal background, and except for civil service applicants,
shall have responsibility to conduct such searches, review criminal background
history for appropriateness/eligibility for hire, and to maintain criminal background
checks.
When hiring an administrator or department head, the chairperson of the appropriate committee
will appoint at least two members in addition to him or herself to review applicants.
Applicants or appointees for administrator, department head, and Chief Deputy
Position are required to be a resident of Rock Island County. Finalists for
Administrator and/or Department Head positions shall be submitted by the assigned
Committee to the full Board for approval prior to starting actual duties.
If an applicant is not a resident of Rock Island County, the applicant will be given six (6) months
from date of hire to meet the residency requirement.
In all other positions, whenever possible, residents of Rock Island County who meet all other
requirements of the position must be given first preference over all applicants
considered. No employee of Rock Island County shall be associated with other
employment during his/her regularly assigned hours of duty.
Rock Island County provides equal employment opportunities to all employees and applicants
for employment without regard to race, color, religion, sex, nationality, ancestry,
citizenship status, sexual orientation, marital status, veteran status, age, or disability.
The County complies with applicable federal, state, and local laws governing nondiscrimination in employment in every location. This policy applies to all terms and
conditions of employment, including but not limited to: hiring, selection, placement,
promotion, tenure, discipline, termination, layoff, recall, transfer, leaves of absence,
compensation, and training and expressly prohibits any form of unlawful employee
harassment, sexual or otherwise. Supervisors are responsible for creating an
atmosphere free of discrimination and harassment. Further, employees are
responsible for respecting the rights of their co-workers. The Equal Opportunity
5
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Policy for Rock Island County as adopted by the County Board is included in this
manual.
When all things are equal;
•

VETERAN’S PREFERENCE: Honorably discharged persons from the military or
naval forces of the United States are entitled to preference in appointment and
employment over other applicants of no greater qualifications.

•

UNDER-UTILIZED GROUPS PREFERENCE: In compliance with the Rock Island
County Equal Employment Opportunity and Affirmative Action Policy and EEOP
Administrative Action Plan, under-utilized ethnic and gender specific groups as
identified by the EEO Coordinator are entitled to preference in appointment and
employment over other applicants of no greater qualifications, or as per guidelines
specified by the EEO Coordinator.

Regular Full Time Employee: An employee who works 30 hours or more per week and receives
benefits.
Regular Part Time Employee: An employee who works less than 30 hours per week with
benefits (prorated to the number of hours worked except insurance which requires
30+ hours per week).
Temporary Employee: An employee working full or part time on the County payroll in a job
established for a specific period of time such as summer help or vacation relief.
Temporary employees are covered by Social Security and Workers Compensation
but receive no other benefits.
Elected officials need only apply the statutory requirements of their job.

Section 5 Probationary Period
The first 90 days of active employment or as defined by the employee’s applicable Collective
Bargaining Agreement is considered a probationary period. During this period of
time, the employee is not eligible for holiday pay, sick pay, or health insurance.
When the probationary period has been completed, the effective date for vacation
and sick days will revert to the original hired date. However, any time lost due to
sickness during the probationary period will not be compensated retroactively. When
an employee goes from a non-bargaining unit part-time, not eligible for vacation, to a
regular full time position, vacation time will be computed from the date hired as a full
time employee. Bereavement time cannot be used during Probationary Period.
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Policy:

Number:
200-2

Conclusion of Employment

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to explain when final paychecks will be issued to
someone at the conclusion of their employment with the County, to explain the
requirement to have all County property returned upon termination of employment,
and to explain continuing health care coverage.
Policy

Section 1: Overview
If an employee decides to leave employment, the County would appreciate two or
more weeks’ notice from all non-exempt employees. Supervisory and management
employees are asked to provide four or more weeks’ notice. Employees are
employed at-will and can terminate their employment at any time without
notification.
Section 2: Property
All property of the County must be returned to the County in an appropriate
condition prior to the end of the employee’s last day of work. Failure to return all
equipment and property of the County will not result in the final paycheck being
withheld; however, appropriate criminal and/or civil action might occur.
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Section 3: Final Paycheck
An employee who leaves County employment will normally receive his or her final
paycheck on the next regularly scheduled County payday. All earned and
accumulated earned leave (i.e. vacation time, comp time, and banked holiday time)
will be paid with the final paycheck.
Section 4: Continuation of Health Insurance Coverage
The Human Resources Director or designee will ensure the departing employee
receives information regarding health insurance continuation as required by law.
Section 5: Exit Interview
For employees who are not involuntarily terminated, the HR Director or designee
shall request the employee provide an exit interview.
The purpose of the exit interview is to obtain information from the outgoing
employee about the positives and negatives of employment with the County so that
the County can consider future operational improvements.
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Prior policy
Personnel Policies & Procedures
Section 1 Hiring Practices
It shall be the duty of any committee charged with oversight responsibility of an assigned
department under its jurisdiction in County to review the current need of vacant
position, determine future continuation of said positions, and approve or disapprove
the start of the hiring process. It shall be the responsibility of the Human Resource
Department, if necessary, to place advertisement for applications in media that is the
best suited, collect applications, and to initially carefully screen all applicants to
determine their experience and basic qualifications.
PROMOTIONAL SELECTION: Whenever a vacancy occurs in a position for which there are
believed to be qualified potential applicants within the County's workforce, an
announcement may be posted in prominent places in the various work sites.
Consideration will be given to qualified, regular employees. Unless otherwise
provided by a collective bargaining agreement, selection will be based upon
applicable education and experience, demonstrated skills and abilities, work record,
and/or any other criteria that the Department Head shall consider relevant.
The selection process shall endeavor to maximize reliability, objectivity, and validity through a
practical, job-related assessment of applicant attributes necessary for successful job
performance and career development. Applicants must meet the minimum
requirements of the class to be considered for selection.
•

SELECTION DEVICES: The Human Resources Department shall be responsible for
determining the selection device or devices to be used to obtain the best qualified
candidates for each class of positions. Selection devices shall be used separately or
in various combinations as appropriate to the class and to available employment
resources. Selection devices may include work sample and performance tests,
practical written tests, oral examinations/interviews, individual physical examinations,
and background and reference inquiries. In the development of selection devices, the
Human Resources Department may confer with Department Heads, consultants, or
others skilled in or familiar with minimum job requirements.

The Human Resource Department shall then forward all applications to the appropriate Elected
Official, Department Head, or assigned search committee to select applicants to be
interviewed, and selection of the finalist.
The most qualified individuals shall at all-time be hired for County service. In the event of
equally qualified finalists, preference shall be given to the individual as per
accordance with Section 202, the County’s Affirmative Action/Equal Employment
Opportunity policy.
•

A County Administrator shall be recruited and selected in a process as
recommended by the Executive Committee of the Rock Island County Board and
approved by the Board. Approval of the selection of the County Administrator shall
be made by a majority vote of the Board, and then the Board approved County
3
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Administrator shall be appointed by the Chair of the County Board. (As provided in a
resolution duly adopted October 21, 2014.)

A conditional job offer, and if required, medical review and/or criminal background check must
be completed for all selected individuals and references completed before a start
date is given. Prior to making a conditional job offer, the Department shall confer
with the Human Resource Department for determination of salary, clearance of any
necessary criminal background check, and compliance with the County’s Affirmation
Action and EEO policies. Notification of all new hires for County positions must be
submitted to the appropriate oversight Committee.
Unless specified by a Department Head or Elected Official, medical examinations and criminal
background checks are not required for Administrative and Clerical employees. A
physical examination to determine ability to perform essential functions of a job is
required for all other employees, after a conditional offer of employment has been
made. Reasonable accommodations will be provided to enable qualified individuals
to perform their jobs as mandated in the Americans with Disabilities Act. As per the
Fair Credit Reporting Act (FCRA), The Human Resource Department shall identify
positions requiring a criminal background, and except for civil service applicants,
shall have responsibility to conduct such searches, review criminal background
history for appropriateness/eligibility for hire, and to maintain criminal background
checks.
When hiring an administrator or department head, the chairperson of the appropriate committee
will appoint at least two members in addition to him or herself to review applicants.
Applicants or appointees for administrator, department head, and Chief Deputy
Position are required to be a resident of Rock Island County. Finalists for
Administrator and/or Department Head positions shall be submitted by the assigned
Committee to the full Board for approval prior to starting actual duties.
If an applicant is not a resident of Rock Island County, the applicant will be given six (6) months
from date of hire to meet the residency requirement.
In all other positions, whenever possible, residents of Rock Island County who meet all other
requirements of the position must be given first preference over all applicants
considered. No employee of Rock Island County shall be associated with other
employment during his/her regularly assigned hours of duty.
Rock Island County provides equal employment opportunities to all employees and applicants
for employment without regard to race, color, religion, sex, nationality, ancestry,
citizenship status, sexual orientation, marital status, veteran status, age, or disability.
The County complies with applicable federal, state, and local laws governing nondiscrimination in employment in every location. This policy applies to all terms and
conditions of employment, including but not limited to: hiring, selection, placement,
promotion, tenure, discipline, termination, layoff, recall, transfer, leaves of absence,
compensation, and training and expressly prohibits any form of unlawful employee
harassment, sexual or otherwise. Supervisors are responsible for creating an
atmosphere free of discrimination and harassment. Further, employees are
4
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responsible for respecting the rights of their co-workers. The Equal Opportunity
Policy for Rock Island County as adopted by the County Board is included in this
manual.
When all things are equal;
•

VETERAN’S PREFERENCE: Honorably discharged persons from the military or
naval forces of the United States are entitled to preference in appointment and
employment over other applicants of no greater qualifications.

•

UNDER-UTILIZED GROUPS PREFERENCE: In compliance with the Rock Island
County Equal Employment Opportunity and Affirmative Action Policy and EEOP
Administrative Action Plan, under-utilized ethnic and gender specific groups as
identified by the EEO Coordinator are entitled to preference in appointment and
employment over other applicants of no greater qualifications, or as per guidelines
specified by the EEO Coordinator.

Regular Full Time Employee: An employee who works 30 hours or more per week and receives
benefits.
Regular Part Time Employee: An employee who works less than 30 hours per week with
benefits (prorated to the number of hours worked except insurance which requires
30+ hours per week).
Temporary Employee: An employee working full or part time on the County payroll in a job
established for a specific period of time such as summer help or vacation relief.
Temporary employees are covered by Social Security and Workers Compensation
but receive no other benefits.
Elected officials need only apply the statutory requirements of their job.
Section 20 Retirement/Termination/Layoff
Rock Island County provides retirement, disability, and death benefits through the Illinois
Municipal Retirement Fund (IMRF) for eligible employees. Eligible employees will
have contributions deducted starting immediately with their first payroll check. An
employee is eligible for a pension under IMRF with full benefits at age 60 and 8 or
more years of IMRF service credit. An employee may retire with reduced pension
benefits between the ages of 55 to 60 with 8 or more years of IMRF service credit.
The County contribution to IMRF includes all costs for Death and Disability benefits
for eligible employees. Rights and obligations are governed by Article 7 of the Illinois
Pension Code and summarized in a booklet provided to all employees.
The Human Resources Department will conduct exit interviews, has a checklist to ensure
collection of all County property and will assist departments with notification to
disable computer access rights for terminating employees.
Please see Insurance Section for additional information.
Section 20A
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When an employee either resigns or is terminated from his/her employment with the County,
whether it be voluntary or involuntary, the employee shall be paid out any and all benefits owed
to them on the next payroll period following the last physical day of active service. This shall
include vacation, personal, compensatory, and accrual time earned as allowed by County
policy. Employees who terminate or are laid off will not be allowed to take vacation time and
then receive a final paycheck. Vacation will be paid out on the final paycheck following the last
physically active date of employment. This excludes employees that are retiring from the
County. Employees who retire under an Early Retirement Incentive offered through IMRF are
subject to further restrictions under the pension code. Employees are encouraged to make
contact with IMRF directly or the Human Resources Department for the most current
regulations.
Employee shall turn in all county property that had been assigned and shall receive information
on COBRA and an exit interview form.

6

Policies & Procedures
Policy:

Number:
200-4

Employee Classification

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to make clear the different employment status
classifications in the County. The employee’s written job description should include
the status for each position.
Policy

Section 1: Classification
Regular Full-Time Employee:
An employee who is regularly scheduled to work forty (40) hours or more per week.
A regular full-time employee may be exempt or non-exempt under the Fair Labor
Standards Act (FLSA) and is generally eligible to accrue and receive fringe benefits as
outlined in other sections of this employee policy handbook.
Regular Part-Time Employee:
An employee who is regularly scheduled to work less than forty (40) hours per week.
A regular part-time employee may be exempt or non-exempt under the Fair Labor
Standards Act (FLSA) and is generally not eligible to receive fringe benefits offered by
the County unless benefit eligibility is specifically granted by the County Board.
Temporary or Seasonal Employee:
A temporary employee is defined as an employee who is hired by the County for a
special project or a short-term period of time, generally related to seasonal work,
with the understanding that his or her employment will be terminated no later than
upon completion of a specific assignment, project, or season. Except for special
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circumstances such as when an individual is hired on a temporary basis to fill a
position vacated by an employee called to active duty with the military for example,
temporary employees generally will not be employed for longer than 180
consecutive calendar days. A temporary employee may be exempt or non-exempt
under the Fair Labor Standards Act (FLSA), work any number of hours a week, and is
not eligible for fringe benefits offered by the County.
Purchase of Service Contractors:
The County reserves the right to contract with self-employed individuals, agencies, or
organizations to perform certain services for the County. These persons or
organizations shall be referred to as Service Contractors. Individuals working with a
Service Contractor Agreement shall not be eligible for any of the fringe benefits
offered by the County and shall not be considered employees of the County.
Section 2: FLSA Status
An exempt employee is defined as an individual, employed by the County, who has
been determined not to be covered by the Fair Labor Standards Act (FLSA) overtime
provisions and consequently is not required to receive overtime for work performed
over forty (40) hours in an established seven (7) day work week.
A nonexempt employee is defined as an individual employed by the County, who has
been determined to be covered by the Fair Labor Standards Act (FLSA) overtime
provisions and consequently is required to receive overtime at the rate of time and
one-half for all hours worked over forty (40) hours in an established seven (7) day
workweek. A paid employee classified as non-exempt may not volunteer to perform
the same type of work that he or she is normally compensated to perform.
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Policies & Procedures
Policy:

Number:
200-5

Secondary Employment

Effective:

Scope:

All Employees

Purpose:

To provide guidance to County employees on when outside or secondary
employment is permitted.
Policy

Section 1: General Policy
A regular full-time or regular part-time employee shall be permitted to augment
their income by other employment provided that said other employment does not
create a conflict of interest, whether real or implied, in the performance of the
employee’s duty for the County. Performance of duty for the County shall be the
primary obligation of each employee and shall not be subordinate to other
employment.
The County may issue discipline, up to and including termination, for an employee
whose secondary employment interferes with the performance of his or her work, or
when such employment creates a conflict to the best interests of the County.

Secondary Employment 200-5

Prior policy
Section 13 Outside Employment Policy
Employees may engage in outside work or hold other jobs, subject to certain restrictions as
outlined below.
Activities and conduct away from the job must not compete, conflict with or compromise the
county interests or adversely affect job performance and the ability to fulfill all
responsibilities at Rock Island County. Employees are prohibited from using
unauthorized tools or equipment and the unauthorized use or application of any
confidential information.
Rock Island County reminds full-time employees that Rock Island County is considered the
primary employer. Outside employment will not be considered an excuse for poor
job performance, absenteeism, tardiness, leaving early, refusal to travel or refusal to
work overtime or different hours. If outside work activity causes or contributes to jobrelated problems, , normal disciplinary procedures will be followed to deal with the
specific problem.
In evaluating outside work, the Department Head/Elected Official and the Human Resources
Director will consider whether the proposed employment factors including but not
limited to:
1.
May reduce the employee’s efficiency in working for the county.
2.
Involves working for an organization that does a significant amount of business with
the county, such as major contractors, suppliers and customers.
3.
May adversely affect the county’s image.
Employees who have accepted outside employment may not use paid sick leave to work on the
outside job. Fraudulent use of sick leave will result in disciplinary action up to and
including termination.
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Policy:

Number:
200-6

Residency Requirements

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to outline which employees are required to live within
County limits.
Policy

Section 1: County Residency Requirements
The County Administrator and all department heads are required to live within the
limits of the County within six months of accepting employment into that position
and shall maintain County residency throughout employment with the County.
The County Board can approve exceptions to this section.
Section 2: On-call Employees
The Department head over any employee required to be on-call shall determine the
needs of that department and shall set the requirements for how quickly the
employee is required to respond if called out. Any employee subject to being on-call
shall meet the County’s drug free policy at the time of reporting to work.

Residency Requirements & Call Outs 200-6
No County match
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Policy:

Number:
200-7

Physical / Medical Examinations

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to protect both the employee and the County. Should a
current County employee sustain or report an injury, work related or otherwise, or
appear medically incapable of safely performing job duties and responsibilities, a
policy is needed to protect the employee from injury and to ensure the County is
not subject to worker’s compensation claims that might have been avoided.
Additionally, it may be appropriate to offer pre-hire physical examinations to ensure
that potential employees are able to perform the essential job functions for a
position with or without reasonable accommodation.

Policy
Section 1: Pre-Employment Physical Exams
The County may require a pre-employment, post job offer physical examination for
the purpose of determining the applicant’s fitness to perform the work for which the
applicant may be hired. This pre-employment physical shall be conducted by a
licensed medical practitioner (i.e. Physician’s Assistant, Nurse Practitioner, or Medical
Doctor) designated and paid for by the County. A copy of the report shall be made
available to the County and if requested, to the applicant.
Section 2: Injured or ill employee – Fitness for duty
Subject to applicable law and the Workers’ Compensation Act set forth at 820 ILCS
305/1 et seq., the County shall have the right to require any employee who is thought
to be ill or injured and who appears at imminent risk for a future work-comp claim to
see a licensed medical practitioner (i.e. Physician’s Assistant, Nurse Practitioner, or
Medical Doctor), designated and paid for by the County, who will determine whether
the employee is able to perform the essential job functions with or without
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reasonable accommodation. The HR Director shall consult with the County’s legal
team prior to removing someone from work and requesting a fitness for duty
examination. In the event the County shall deem such an examination of an
employee to be necessary and/or advisable, the County shall make the necessary
arrangements for the physical and/or medical examination with the medical
practitioner of the County’s choice. A copy of the report shall be available to the
County and if requested, to the employee. Nothing contained herein shall be
construed to prevent the employee from obtaining a medical examination, at
employee’s sole cost and expense, from a physician selected by the employee.
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Policy:

Number:
200-8

Chain of Command & Discipline

Effective:

Scope:

All Employees

Purpose:

Operation of any organization depends on an effective chain-of-command. The
purpose of this policy is to help ensure the chain of command is followed throughout
the County organizational structure and to outline County disciplinary policy.
Policy

Section 1: Chain of Command
The ultimate decision concerning policy in the County resides with the County Board
under the leadership of the County Administrator and County Board Chairperson.
The County Administrator is the primary professional advisor to the Board.
Department Heads are part of the management team and they report to the County
Administrator.
The County Administrator is responsible for the development, supervision, and
operation of the County, including its personnel and facilities. The County
Administrator is given the latitude to determine the best method of implementing
the policy decisions of the Board.
Each employee shall refer matters requiring administrative attention to his or her
supervisor, who shall refer such matters to the next higher authority, when necessary,
and up through the County Administrator. Each employee is to keep his or her
supervisor informed of the employee’s activities by whatever means the supervisor
deems appropriate. If an employee has any questions, opinions, or suggestions
about the information contained in the Employee Policy Handbook or about any
other aspect of his or her job, then those questions, opinions or suggestions shall be
directed through the chain of command.
It is a violation of policy for an employee to jump the chain-of-command except as
expressly authorized by policy (i.e. sexual harassment reporting).
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Generally, if an employee has a problem with another employee, then the employee
is encouraged to approach that person first and attempt to resolve the conflict (but
only if this can be done in a non-confrontational and safe manner). If that does not
resolve the problem, then the employee must address the problem through the
employee’s immediate supervisor and onward through the chain of command. If an
employee feels harassed or sexually harassed by another person, then the employee
is directed to follow the appropriate procedures outlined in either the Harassment
Policy 300-2 or Sexual Harassment Policy 300-3.
Section 2: Discipline
Discipline may result when an employee’s actions do not conform with generally
accepted standards of good behavior, when an employee violates a policy or rule,
when an employee’s performance is not acceptable, or when the employee’s conduct
is detrimental to the interests of the County of Rock Island. Depending on severity
and on a case-by-case basis, disciplinary action may include any of the following:
verbal warning, written warning, suspension without pay, or termination of
employment. Nothing in this procedure shall be construed to provide any right to
progressive discipline. The County of Rock Island reserves the right, in its sole
discretion, to impose disciplinary action as may be appropriate to the particular
circumstances.
Section 3: Appeals of Discipline: If an employee receives discipline, that employee shall have the
right to appeal the discipline as outlined in County Policy 200-9 Discipline &
Grievance Procedure. If discipline is appealed, the original discipline might be upheld,
reduced, or increased by the person or Board handling the appeal.
Section 4: At Will Employment:
Nothing in this policy shall be construed to be an employment contract and each
employee is considered to be employed “at will”.
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Policy:

Number:
200-9

Discipline & Grievance Procedure

Effective:

Scope:

All Employees

Purpose:

The County understands that employee disciplinary action is possible and at the
same time there should be a policy that provides an employee an outlet to appeal
that discipline. The same holds true for work safety issues – employees should have a
specific recourse to follow if they believe there are work safety issues that are going
unresolved.
Policy

Section 1: Discipline
Discipline may result when an employee’s actions do not conform with generally accepted
standards of good behavior, when an employee violates a policy or rule, when an employee’s
performance is not acceptable, or when the employee’s conduct is detrimental to the interests
of the County.

Section 2: Grievance Procedure
If an employee receives discipline, that discipline may be appealed to the County Administrator
so long as the appeal is in writing and within seven (7) calendar days of when the employee
received the disciplinary action. The County Administrator will review the written statements
from employee and supervisor to determine whether to uphold or reduce the discipline. If
necessary, the County Administrator will hold a hearing to obtain verbal statements from the
involved parties. The County Administrator will complete the review and issue a decision within
thirty (30) days of receiving the request for appeal. The County Administrator’s decision on
discipline is final.

Policies & Procedures
Policy:

Number:
200-10

Layoffs & Furloughs

Effective:

Scope:

All Employees

Purpose:

To clarify procedure if employee layoffs & furloughs are a business necessity.
Policy

Section 1: General
Workforce reductions may occur through layoffs or furloughs, in addition to attrition or position
elimination or modification. The County will determine the Departments, number of positions,
and persons impacted by the reduction in workforce.
In the event of a reduction in workforce through layoff or furlough, affected employees will be
laid off or furloughed based on skills, abilities, qualifications, and the interests and needs of the
employer. Unless otherwise outlined in a collective bargaining agreement, if within 12-months
of a layoff or furlough the County Board approves a recall, the County Administrator or designee
will make a reasonable effort to notify the prior employee of the recall. Employees who were laid
off or furloughed are not eligible for recall after 12-months of the date of the initial layoff or
furlough.
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Prior policy
Section 20 Retirement/Termination/Layoff
Rock Island County provides retirement, disability, and death benefits through the Illinois
Municipal Retirement Fund (IMRF) for eligible employees. Eligible employees will
have contributions deducted starting immediately with their first payroll check. An
employee is eligible for a pension under IMRF with full benefits at age 60 and 8 or
more years of IMRF service credit. An employee may retire with reduced pension
benefits between the ages of 55 to 60 with 8 or more years of IMRF service credit.
The County contribution to IMRF includes all costs for Death and Disability benefits
for eligible employees. Rights and obligations are governed by Article 7 of the Illinois
Pension Code and summarized in a booklet provided to all employees.
The Human Resources Department will conduct exit interviews, has a checklist to ensure
collection of all County property and will assist departments with notification to
disable computer access rights for terminating employees.
Please see Insurance Section for additional information.

Section 20A
When an employee either resigns or is terminated from his/her employment with the County,
whether it be voluntary or involuntary, the employee shall be paid out any and all
benefits owed to them on the next payroll period following the last physical day of
active service. This shall include vacation, personal, compensatory, and accrual
time earned as allowed by County policy. Employees who terminate or are laid off
will not be allowed to take vacation time and then receive a final paycheck. Vacation
will be paid out on the final paycheck following the last physically active date of
employment. This excludes employees that are retiring from the County.
Employees who retire under an Early Retirement Incentive offered through IMRF are
subject to further restrictions under the pension code. Employees are encouraged to
make contact with IMRF directly or the Human Resources Department for the most
current regulations.
Employee shall turn in all county property that had been assigned and shall receive information
on COBRA and an exit interview form.
Section 21 Recall Policy
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Rock Island County employees impacted by layoffs will be recalled according to the employee’s
collective bargaining agreements (CBA). If an employee is not covered under a CBA
the employee will be recalled to the position once the County Board has approved
the recall. Recall rights will expire after eighteen (18) months from the effective day
the layoff began, unless noted otherwise under a relevant CBA. If a vacancy is
created, and the County Board approves the replacement hiring for the vacancy,
employees who have been laid off, and still have recall rights, will be given
consideration before external candidates. The employee must complete an
application for the vacant position, and must possess the minimum requirements of
the vacancy to be considered. The posting requirements for all vacancies will follow
the current CBA, or will be posted for seven (7) business days in the Human
Resources Department, the County Courthouse, the Sheriff’s Department, and on
the Rock Island County website. Employees will not forfeit their recall rights if
offered and accept another position within the County. Therefore, if the County
Board approves the recall of the position from which they were laid off, and the
employee’s recall rights have not expired, then the employee will be recalled to the
position and given the opportunity to return to that position.
This policy and procedure will remain in effect until either all recalls have been made or until all
recall rights have expired.
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Policy:

Number:
200-12

Marijuana

Scope:

Effective:

All employees

Purpose: This policy clarifies the County’s position on marijuana possession or marijuana use in
the workplace including “legal” or “prescription” marijuana. This policy is in addition to 300.1,
the Drug Free Workplace policy.
Policy
Employees may not bring marijuana, including medical marijuana (cannabis), into the workplace
and/or onto any Rock Island County owned property. This includes buildings, parking lots,
and/or County owned vehicles, even if the employee has the legal right to possess marijuana
(cannabis) outside of the workplace.
An employee may not be under the influence of marijuana (cannabis) while working. An
employee determined to be under the influence of legally prescribed marijuana (cannabis) shall
be subject to remedial actions, including discipline up to and including termination.
The County will not conduct random drug testing for any non- “D.O.T. safety sensitive” position;
however, the County reserves the right to conduct “reasonable suspicion testing” for any
employee whenever a trained supervisor or designee observes behavior or appearance that is
characteristic of marijuana use or impairment.

Marijuana 200-12
Prior policy
Section 15 Medical Marijuana Policy
Employees may not bring medical marijuana (cannabis) into the workplace and/or onto any
Rock Island County owned property, including buildings, park and recreation areas,
parking lots, and/or County owned vehicles, even if the Employee has the legal right
to possess legally obtained marijuana (cannabis) outside the workplace.
An Employee may not be under the influence of marijuana (cannabis) while working. An
Employee determined to be under the influence of legally prescribed marijuana
(cannabis) shall be subject to remedial actions, including discipline up to and
including termination, in the same manner and fashion as an employee under the
influence of any other legally prescribed medication.
As allowed under state statute, Rock Island County reserves the right to conduct random drug
testing, or testing for reason and suspicious cause, as deemed necessary. A
positive result in any County required drug screen indicating the presence of
marijuana (cannabis), including legally prescribed marijuana (cannabis), shall be
treated the same manner as any other medication which an employee has been
legally prescribed.
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Policy:

Number:
200-13

ADA Policy

Effective:

Scope: All employees
Purpose: The purpose of this policy is to explain the County’s position related to the American’s
with Disabilities Act (ADA) including the American’s with Disabilities Act as Amended (ADAA).
Policy
Section 1: Overview
It is the policy of Rock Island County to prohibit discrimination against qualified individuals with
disabilities in accordance with Title I of the Americans with Disabilities Act. This policy shall cover
all personnel practices including job application procedures, job training, and other terms,
conditions, and privileges of employment.
Additionally, the American with Disabilities Act requires employers to reasonably accommodate
qualified individuals with disabilities. It is the policy of Rock Island County to comply with all
Federal, State, and local laws concerning the employment of persons with disabilities.
Rock Island County will reasonably accommodate qualified individuals with a disability so that
they can perform the essential functions of their job.
Section 2: Title II of the American with Disabilities Policy Statement
It is the policy of Rock Island County to allow persons with a disability to participate in a service,
program, or activity offered through Rock Island County.

ADA Policy 200-13
Rock Island County shall eliminate unnecessary eligibility standards or rules that deny individuals
with disabilities an equal opportunity to enjoy their services, programs, or activities unless
“necessary” for the provisions of the service, program, or activity.
When appropriate, Rock Island County will make reasonable modifications to policies, practices,
and procedures that may deny equal access to individuals with disabilities, unless a fundamental
alteration in the program would result.
Programs will be provided in an integrated setting, unless separate or different measures are
necessary to ensure equal opportunity.
Rock Island County shall provide necessary aids or services to ensure effective communication,
unless an undue burden or fundamental alteration would result. Rock Island County shall not
place special charges on individuals with a disability to cover costs incurred to ensure
compliance.
Section 3: Responsibility for Implementation
Implementation of this section is placed with the Americans with Disabilities Act Coordinator
(Human Resources Director or designee).
Section 4: Grievance Procedure
Rock Island County has adopted a complaint procedure providing for prompt and equitable
resolution of complaints alleging any action prohibited by the Americans with Disabilities Act.
Title I of the Americans with Disabilities Act states “a covered entity shall not discriminate
against a qualified individual with a disability”. Title II of the American with Disabilities Act states
“State and local governments may not refuse to allow a person with a disability to participate in
a service, program, or activity simply because the person has a disability”.
Any qualified disabled individual who feels he or she has been discriminated against may make
discrimination-related grievances to the Rock Island County Americans with Disabilities
Coordinator (ADA Coordinator). Complaints should be addressed to the Human Resources
Director/ADA Coordinator, 1504 Third Avenue, Rock Island, Illinois 61201; (309)558-3606; who
has been designated to coordinate compliance with the Americans with Disabilities Act efforts.

2

ADA Policy 200-13
1. The complainant should meet with the ADA Coordinator and attempt to resolve the
problem(s) causing the complaint. The ADA Coordinator shall then have ten working
days within which to issue a decision and submit it in writing to the complainant(s).
2. If the complainant feels that the decision does not satisfactorily resolve the complaint,
the persons involved shall have ten working days in which to file a formal written
complaint. The complaint must be legible and signed and must include: (1) Name,
address, telephone number of person making the complaint (2) Date of filing, (3) Name
including address and telephone number of those against whom the complaint is lodged
and/or name of other involved parties, (4) A single set of facts, situation, or conditions
which caused the complaint, (5) The date that the situation/problem developed, and (6)
The remedy/solution requested by the complainant.
Upon receipt of the complaint in the proper form, the ADA Coordinator will log it and
deliver letters of acknowledgment and notice of receipt to the complainant and the
grievance hearing committee respectively within ten working days.
3. The County Board grievance committee shall serve in the capacity as the grievance
hearing committee for any formal written complaints related to alleged violations of the
American with Disabilities Act.
4. The ADA Coordinator shall provide the grievance hearing committee with copies of all
written statements related to the complaint.
5. The grievance hearing committee shall schedule a hearing within ten working days of the
notification of the complaint and notify the ADA Coordinator of the hearing date, time,
and place. The ADA Coordinator shall notify the complainant(s) of the date, time, and
place of the hearing. The ADA Coordinator and the complainant shall meet with the
grievance hearing committee who shall hear statements from the parties involved in the
complaint. The grievance hearing committee shall have ten working days in which to
uphold or amend the ADA Coordinator’s decision and shall submit their decision in
writing to the complainant.
6. The ADA Coordinator shall maintain the files and records of Rock Island County relating
to the complaints filed.
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Policy:

Number:
200-15

Litigation Committee

Effective:

Scope:

Administration

Purpose:

To provide guidance on the scope of authority for Litigation Committee members
and the County Administrator as it relates to matters of litigation.
Policy

Section 1: Litigation Committee Members
Rock Island County will have a standing litigation committee tasked with reviewing
matters of actual or possible litigation involving the County.
Section 2: Committee Member Authority
Litigation Committee members are tasked with the responsibility for recommending
approval of a claim to the Finance Committee – who then recommends to the full
Board.
Section 3: County Administrator Authority
For any litigation claim against the county with a total known dollar figure of less
than $5,000, the County Administrator has the discretion to settle the claim without
bringing the matter before the Litigation Committee for consideration. The County
Administrator shall confer with the State’s Attorney’s Office prior to settling the
claim. Nothing in this policy prevents the County Administrator from bringing any
matter

of

possible

discussion/consideration.

litigation

before

the

Litigation

Committee

for

Litigation Committee 200-15

Section 4: Process for approving settlements
I.

For any claim of less than $5,000, the County Administrator can settle the matter by
paying the claim. For all other matters -

II.

The Litigation Committee recommends approval of a settlement;

III.

The State’s Attorney draws up paperwork summarizing the case and identifying who gets
paid what; sending the completed paperwork to the County Administrator;

IV.

The County Administrator forwards the paperwork to the Human Resources Director or
designee so that a claim can be drawn up and ready to go – pending Board approval;

V.

The settlement agreement goes to the next Finance Committee for a recommendation to
the Board;

VI.

The Board considers the settlement agreement;

VII.

If approved by the Board, the claim is processed for payment.

2

Policies & Procedures
Policy:

Worker's Compensation & Workplace Injury
Investigations

Number:
200-16

Effective:

Scope:

All employees

Purpose:

Rock Island County’s desires to maintain a safe workplace; however, there might be a
time when an employee is injured while performing his or her job. It is important to
have clearly identified directions for employees so they know what is expected of
them regarding how we document, investigate, and take corrective action for an
employee injury incident.
Policy

Section 1: General Protocol
If an employee injury or illness occurs at work, nothing is more important than
getting that employee immediate medical attention if necessary. All of the
“requirements” listed below should occur only after immediate medical attention is
been provided.
Section 2: Employee’s Responsibility:
A. Employees shall immediately (or as soon as reasonably possible) report any workrelated illness or injury to their immediate supervisor.
B. Prior to seeking any off-site medical treatment, the injured employee shall call the
phone triage service center (Company Nurse) unless it is unreasonable for the
employee to do so due to the need for urgently required medical treatment.
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C. If treated by a physician, the employee shall notify the treating physician that the
injury occurred at work.
D. Every time an employee sees a doctor for treatment of the reported injury, the
employee shall submit to the employee’s direct supervisor (or designee) written
notification from the doctor of the employee’s work status and/or work restrictions. If
a physician creates or changes any return-to-work restrictions, the employee must
notify the employee’s direct supervisor (or designee) of those conditions prior to
returning to work, and in any case by the next business day.
E. Cooperate with any internal administrative investigation into the incident and answer
honestly and completely all questions asked by the employee’s supervisor.
F. If the employee is off work due to a worker’s compensation related injury, the
employee is responsible for calling or otherwise contacting his/her supervisor after
the employee’s next scheduled follow up visit or one (1) time per normal workweek to
update the supervisor on the status of your injury.
G. The employee must observe the noted restrictions during all times during the work
comp related period, including inside and outside the employee’s home during both
the Total Temporary Disability (TTD) period and/or treatment period after returning to
active work duty.
H. Unless permission is granted by the County Human Resource Department, the
employee may not work in any capacity (either as an independent contractor or for
another employer) during both the Total Temporary Disability (TTD) period and/or
treatment period after returning to active work duty. Violation of this restriction may
subject the employee to disciplinary action, up to and including immediate
termination of employment, and/or loss of workers’ compensation benefits.
I. The employee shall notify the appropriate supervisor as soon as possible, but not later
than the next business day, of the employee’s release to return to work, and discuss
scheduling of the resumption of regular work duties (either on an unrestricted or
restricted basis).
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Section 3: Immediate Supervisor’s Responsibility:

A. Ensure that the scene is safe and secure – to prevent further injury and to prevent any
potential evidence from being disturbed.
B. In the event of serious injury or death of an employee, ensure that all appropriate
authorities are immediately contacted, including but not limited to: 911, Department
Head, and County Administrator.
C. The supervisor should ensure that appropriate care is immediately obtained, and then
the supervisor should call the phone triage service center (Company Nurse) and make
the report of the injury (unless the employee has already done so).
D. Coordinate with the Human Resources Director to complete an investigation into the
cause of any reported injury. The supervisor understands the job better than anyone
and is in the best position to assess all conditions that led up to the injury.
1. The investigation of the incident shall include at a minimum the following
information:
a. Names of all involved personnel.
b. Names of all potential witnesses.
c. Statements from all involved personnel and potential witnesses.
d. Photographs of the area where the reported injury took place (for
everything except minor injuries). If possible and appropriate under the
circumstances, obtain photos of the injury.
e. A narrative report of what the investigation revealed (to include
information on whether or not safety procedures or applicable County or
District policies were followed).
f.

A recommendation for corrective action if appropriate (this includes a
change to current safety procedures and/or specific disciplinary action for
any employees who violated policy or safety procedures).

E. Upon learning of any new or change to a return-to-work condition, notify the County
Human Resource Director as soon as practical during normal business hours.
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F. If the injury did not require off-site medical care, and the employee did not call
phone triage service, the supervisor must ensure completion of the “Employee Injury
or Near Miss” form and submit it to the County’s Human Resources Department
Office within eight (8) hours of being notified of the incident.
G. Complete the “Supervisor’s Incident Investigation Form” form and submit it to
County’s Human Resources Department Office within eight (8) hours of being
notified of the incident.
H. If an employee is off work or in limited status due to a worker’s compensation related
injury, the supervisor should have, wherever reasonable feasible, contact with the
employee at least one (1) time per normal workweek to obtain an update of the
employee’s status of the injury.
I.

The supervisor shall be responsible to provide the County’s Human Resources
Department immediate notification of any reported change in the employee’s
restricted status.

J.

The supervisor who has a limited or light duty employee working for them is
responsible to ensure that all restrictions are followed.

K. The supervisor for the affected employee – upon that employee’s return to full work
status – shall review appropriate safety procedures with the employee at some point
during the first day the employee returns to work.
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Section 4: Human Resource Director (or Designee) Responsibility:
A. Upon learning of a possible worker’s compensation claim, notify the work comp third
party administrator (hereafter known as the “TPA”) by the end of the next business
day.
B. If a County employee injury is serious or if death occurs, notify the County
Administrator and TPA as soon as possible.
C. For cases of serious injury or death, respond to the scene and oversee the
investigation.
D. If directed by the County Administrator, investigate the incident and provide a
detailed report as to the situation that led up to the injury, what witnesses observed,
photographs of the scene, photographs of the injury (if possible and appropriate
under the circumstances), and what, if any, policies were violated. Provide a
recommendation for policy or process improvement, if any.
E. Complete all work comp TPA required forms, whether in print or on-line format, in a
timely manner.
F. Notify the work comp TPA and the appropriate department head of any change in
the employee’s restricted status.
G. Notify the work comp TPA of the current status of the employee upon that employee
being assigned light duty work or with any change to the employee’s job assignment
(such as his or her return to full duty).
H. After initial return to work, should the employee again take time off related to the
original injury, within twenty-four (24) hours, notify the work comp TPA to determine
the appropriate course of action.
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Section 5: Follow Up Office Visits and Treatment:
A. Medical office visits or treatment for all employees during non-work hours will be
unpaid. Employees who schedule work-related injury medical appointments may
attend those appointments during work hours with their supervisor’s approval.
1. If the office visit plus travel time away from work exceeds two hours, additional
time may be granted by a supervisor if the employee provides a written
statement signed by the health care provider explaining the reason for the
extended office visit.
2. If such time is payable, the time off during scheduled work hours shall be
reported to the County Human Resources Director, who shall report the time to
the work comp TPA for office visit or treatment payment.
3. Employees must provide supervisor notification of any work related office visit or
treatment as soon as possible, but no later than 24 hours after the office visit or
treatment session.
Section 6: Non-Work Related Injury Restrictions:
A. Employees with medical restrictions due to non-work related injuries shall not be allowed
to work in any capacity for the County without review of the restrictions and permission
from the County’s Human Resources Director.
Section 7: Light Duty Work
A. One important goal for the County is to return the employee back to work as soon as
possible. In some circumstances, it may be appropriate to create a limited or “light” duty
position for the employee for a limited period, consistent with the work restrictions listed
by the employee’s physician. Nothing contained herein shall be construed to create a
guarantee that the County will offer light duty work to an employee. Any offer of light
duty work is at the County’s discretion.
B. The appropriate supervisor shall work with the County Human Resource Department to
revise the employee’s current job description to be reflective of each unique light-duty
position created and ensure that essential job functions are listed. Physician restrictions
shall be incorporated into the job description.
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C. The “Total Temporary Disability” (TTD) portion of a worker’s compensation claim may be
denied if an employee is offered light-duty work and that employee refuses the
assignment. If offered light-duty work, the employee is expected to accept it. If an
employee fails to accept the light-duty job assignment that employee shall not be paid
by the County or District except if they choose to use their own accumulated leave
balance. , or unless ordered to pay benefits by the Illinois Industrial Commission.
Section 8: Payments:
A. All employee medical bills resulting from a work-related injury shall be submitted directly
to the work comp TPA for processing and payment.
B. Worker’s compensation payments for Temporary Total Disability (TTD) are processed and
paid by the work comp TPA directly to the employee.

Note: Applicable Sheriff’s Office

employees shall be compensated for Temporary Total Disability (TTD) through the
County’s normal payroll process at the employee’s normal rate of pay and for the
number of hours reflective of the employee’s FTE
C. If an employee is totally restricted from work by a physician, unless it is known that the
time off will be fourteen (14) or more days, the employee must use sick, vacation, or
compensatory time for any time missed the day of the injury and for three days after the
injury. If the time off from work extends past three days after the date of injury, worker’s
compensation (if approved) would take effect and the employee will be compensated at
the Worker’s Compensation approved rate of pay beginning the fourth day after the
injury.
a. If TTD payments are approved by the work comp TPA, and if the first three (3)
days are deemed payable, the work comp TPA will make retroactive payment to
the employee for the three lost workdays, and the County or District will go back
and replenish the employee’s sick, vacation, or compensatory leave balance at
100% for the three days after the date of injury for which the employee took
leave.
b. Upon payment by the work comp TPA for the three lost workdays, the employee
shall be responsible to repay any benefit time paid out by the County or District
covering the same three lost workdays.
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D. Unless contravened by a Collective Bargaining Agreement, until a claim is approved by
the work comp TPA, an employee will only be paid by using his or her own accumulated
leave balances. If TTD payments are approved by the work comp TPA, the County or
District will go back and replenish the employee’s sick, vacation, or compensatory leave
balance at 100% for all applicable time after the date of injury for which the employee
took leave.
E. In the event a claim is denied by the work comp TPA, any bills for medical claims paid by
the County, or temporary total disability (TTD) benefits paid to the employee by must be
reimbursed to the County.
F. The supervisor of an employee who is off work, due to total restrictions imposed from
his or her physician, shall complete the employee’s time sheet and submit it at the same
time and in the same manner as regular time sheets.
Section 9: Compliance with Law.
The intent of the Policy is to comply with applicable laws of the State of Illinois, Federal
Law and the Workers’ Compensation Act (“the Act”) as set forth at 820 ILCS 305/1 et seq.
and as may be amended. To the extent any provision of the policy is found to violate the
law or the Act, said provision shall be subject to reformation by the Court and shall not
invalidate the entire Policy set forth herein.
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No current county policy
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Policy:

Number:
300-1

Drug Free Workplace

Effective:

Scope:

All Employees

Purpose:

It is the County of Rock Island’s intent to establish and maintain a drug free
workplace to not only comply with federal regulations, but to provide a safe and
secure environment for both employees and the citizens we serve.
Policy

Section 1: Overview
All employees are subject to this policy. The random drug testing section of this
policy shall only apply to employees working in a DOT safety sensitive position. The
Department of Transportation's (DOT) rule, 49 CFR Part 40, describes required
procedures for conducting workplace drug and alcohol testing for the federally
regulated transportation industry.
For use throughout this policy, D.O.T. safety sensitive positions are those where an
employee operates (i.e., drives) a Commercial Motor Vehicle (CMV) with a gross
vehicle weight rating (gvwr) of 26,001 or more pounds; or is designed to transport 16
or more occupants (to include the driver); or is of any size and is used in the
transport of hazardous materials that require the vehicle to be placarded.
Section 2: Prohibited Conduct
•

The unlawful manufacturing, distribution, dispensation, possession, or use of a
controlled substance or alcohol on County premises or while conducting County
business off-premises.

Drug Free Work Place 300-1
•

Reporting for work or remaining on-duty while being impaired by alcohol or
drugs.

•

Having a blood (or breath) alcohol concentration (BAC) higher than .000 while at
work. An employee may need to abstain from consuming alcohol for longer than
eight (8) hours prior to work in order to meet the requirements of this section.

•

Using a prescription controlled substance if that prescription controlled
substance negatively affects the safety of the employee, the public, or other
employees while the employee is at work.

•

Refusal to submit to a random (DOT positions only) or reasonable suspicion drug
or alcohol test authorized by this policy. It is considered a refusal to submit to
testing for an employee to:
o

Fail to respond to or show up at the testing location immediately upon
the request of the County;

o

Fail to provide identification or sign forms;

o

Fail to provide other necessary information as requested by an employee
conducting the test;

o

Attempt to falsify or otherwise interfere with the testing process, including
failure to comply with instructions or attempting to substitute/change
specimens to be tested;

o

Fail to supply an adequate breath sample for alcohol testing unless there
is a medical reason supported by medical documentation for such failure.

•

Performing D.O.T. safety-sensitive duties if the employee should reasonably be
aware of any medical condition or alcohol/drug use that might possibly adversely
affect the employee’s ability to safely perform such duties.
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Section 3: Pre-Employment Testing
This test is conducted following a job offer but prior to employment. This test is also
required when an employee transfers or promotes into a D.O.T. safety sensitive
position.
Section 4: Reasonable Suspicion Testing
A reasonable suspicion test may be conducted when a trained supervisor or designee
observes behavior or appearance that is characteristic of alcohol or drug impairment.
Section 5: Random Testing
Testing will be conducted on a random unannounced basis for those employees in
D.O.T. safety sensitive positions. The County may use other sources for testing (i.e.
the law enforcement for alcohol testing) if reasonable and appropriate.
Section 6: Testing Procedures
All drug/alcohol testing will be conducted in accordance with established and
scientifically accepted procedures.
Section 7: Positive Test Results
An employee who tests positive for alcohol (.001% BAC or higher) or drugs may be
suspended without pay for the remainder of the day that management learns of the
positive test results – pending an administrative inquiry into the circumstances of the
incident. Additional discipline and/or required evaluation/treatment from a substance
abuse professional are possible administrative actions following a positive alcohol or
drug test. A temporary or seasonal employee who tests positive for alcohol or drugs
while working for the County may be immediately terminated from employment.
Section 8: Self-Identification
Employees may decline to perform job functions without penalty when the employee
believes he or she may be in violation of this policy or believes because of alcohol or
drug use that performance of such duties may constitute a risk to the employee or
3
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others. The County reserves the right to require the employee to submit to a clinical
evaluation, including such drug and alcohol tests as deemed appropriate by a
substance abuse professional, prior to returning to work.
Self-identification cannot be used by an employee after the employee has been
informed of the employee’s selection for alcohol/drug testing pursuant to this policy.
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Section 14 Drug Free Workplace Policy
The Rock Island County Board believes strongly in making the work environment of all
employees free of drugs and the accompanying abuses. Further, the Drug Free
Workplace Act (30 ILCS 580/2 Ill. Rev. Stat. Chap. 127, Par. 152.311) mandates that
State of Illinois contractors and grantees initiate and maintain a drug free workplace
for their employees. Accordingly, all employees are informed as follows:
The unlawful manufacture, distribution, dispensing, possession, or use of a controlled
substance, including pharmaceutically dispensed cannabis, is prohibited in the
County’s workplace, or while performing any work for the County, and employees
found to have engaged in any of the above activities and/or found to be impaired
from the use of pharmaceutically dispensed cannabis while performing any work for
the County shall be subject to disciplinary action up to and including termination.
Information on controlled substances and rehabilitation is available through the Human
Resources Department and the County’s Employee Assistance Program.
As a condition of remaining an employee of the County, all employees must:
1.

Abide by the terms of this policy.

2.

Participate in drug free programs which are sponsored from time to time by the
County.

3.

Notify the Human Resource Department of any criminal drug statute conviction for a
violation occurring in the workplace, no later than five days after such conviction.
The County is required to notify the state contracting agency of such convictions.

Adopted 8/18/92; amended 02/14/06; amended 10-2014
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Policy:

Number:
300-2

Harassment

Effective:

Scope:

All Employees

Purpose:

It is the intent of the County of Rock Island to provide employees with a professional
work environment free from all forms of harassment.
Policy

Section 1: Overview
Rock Island County promotes a productive and safe work environment and does not
tolerate any verbal or physical conduct by an employee which harasses, disrupts, or
interferes with another’s work performance or which creates an intimidating, bullying,
offensive, or hostile environment. It is the responsibility of all employees, whether
supervisors or employees to maintain an environment free of harassment. This policy
applies to all employees as well as non-employees such as but not limited to:
vendors, contractors, customers and visitors.
Harassment and/or bullying includes, but is not limited to: verbal or physical conduct
that denigrates or shows hostility or aversion towards another individual or group
and that has the purpose or effect of creating an intimidating, hostile, or offensive
work

environment,

performance,

or

of

unreasonably

otherwise

adversely

interfering
affects

with
an

an

individual’s

individual’s

work

employment

opportunities.
Examples of harassment and/or bullying might include, but are not limited to:
threats, insults, racial or religious slurs, unwelcome comments, inappropriate jokes,
unwelcome pranks, disrespectful gestures, unwelcome physical contact, and display
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or circulation of derogatory or inappropriate written or other physical materials,
cartoons, or pictures.
Harassment and/or bullying does not include the conduct or actions of supervisors
intended to provide employee discipline, such as deficiency notices, performance
evaluations, oral warnings, reprimands or other supervisory actions intended to
promote positive performance.
Section 2: Reporting and Investigation
The County of Rock Island encourages the prompt reporting of complaints or
concerns so that rapid and constructive action can be taken; therefore, while no fixed
reporting period has been established, early reporting and intervention has proven to
be the most effective method of resolving actual or perceived incidents of
harassment.
An employee who believes he or she has been harassed is encouraged to report the
incident to his or her supervisor, the County Administrator, or the County Board
Chairperson. The rule of chain-of-command does not apply to this policy as it relates
to reporting harassment.
Any reported allegations of harassment, discrimination, or retaliation will be
investigated

promptly.

Confidentiality

will

be

maintained

throughout

the

investigatory process to the extent consistent with an adequate investigation and
appropriate corrective action.
Retaliation against an individual for reporting harassment or discrimination (or for
participating in the investigatory process) is a serious violation.
Section 3: False Reports
A false or malicious complaint of harassment, discrimination, or retaliation (as
opposed to complaints which, even if erroneous, are made in good faith) is a serious
violation.
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Prior policy
Section 4 Harassment/Bullying Policy

Rock Island County promotes a productive and safe work environment and does not tolerate
any verbal or physical conduct by an employee which harasses, disrupts, or
interferes with another’s work performance or which creates an intimidating, bullying,
offensive, hostile environment, especially if such conduct concerns race, gender,
religion, age, disability, national origin, sexual orientation or veteran status. It is the
responsibility of all employees, whether supervisors or employees to maintain an
environment free of harassment. This policy applies to all employees as well as nonemployees such as but not limited to: vendors, contractors, customers and visitors.
Harassment and/or bullying includes, but is not limited to: verbal or physical conduct that
denigrates or shows hostility or aversion towards another individual and that has the
purpose of affecting or creating an intimidating, hostile, or offensive work
environment has the purpose or effect of unreasonably interfering with an individual’s
work performance, otherwise adversely affects an individual’s employment
opportunities.
Examples of harassment and/or bullying might include, but are not limited to: threats, insults,
racial or religious slurs, unwelcome comments, jokes, pranks, gestures, or physical
contact, and display or circulation of derogatory or inappropriate written or other
physical materials, cartoons or pictures.
Harassment and/or bullying does not include the conduct or actions of supervisors intended to
provide employee discipline, such as deficiency notices, performance evaluations,
oral warnings, reprimands or other supervisory actions intended to promote positive
performance.
Any employee who believes he or she has been harassed and/or bullied may obtain redress
through the established procedure.
1.

If the employee believes that he or she is being harassed and/or bullied, if possible in
a safe and non-confrontation manner, the employee should immediately inform the
harasser that the behavior is unwelcome and should be stopped. If the alleged
perpetrator fails to comply with the request to stop the expressed actions, the
employee should also inform their immediate supervisor and Human Resources
within seven (7) days of the incident to ensure a prompt investigation. If the
immediate supervisor is the alleged perpetrator of the harassment and/or bullying,
the employee should take matters to the Director of Human Resources and the next
3
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2.

3.
4.

level of management. The Equal Employment Officer shall be notified by the Director
of Human Resources of any ongoing investigations.
Complaints about harassment and/or bullying will be responded to promptly and
equitably and will be documented. The right to confidentiality of all employees will be
respected in both informal and formal procedures, insofar as possible.
County policy explicitly prohibits retaliation against employees for bringing
complaints of harassment and/or bullying.
An employee found to be engaged in harassment and/or bullying, or filing of a false
harassment and/or bullying claim is subject to disciplinary action for violation of Rock
Island County policy, consistent with existing procedures.

4

Policies & Procedures
Policy:

Number:
300-3

Sexual Harassment

Effective:

Scope:

All Employees

Purpose:

The County of Rock Island strives to create a work environment free of sexual
harassment of any kind and to sensitize employees to the issue of sexual harassment.
The policy was prepared in accordance with the Equal Employment Opportunity
Commission’s Rules and Regulations, 29 CFR Part 1604, and reaffirms that sexual
harassment in the work place is an unlawful employment practice under Title VII of
the Civil Rights Act of 1964 as amended.
Policy

Section 1: Overview
Unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature constitute sexual harassment when:
•

Submission to the conduct is either an explicit or implicit term or condition of
employment;

•

Submission to or rejection of the conduct is used as the basis for employment
decisions affecting the person who did the submitting or rejecting; or

•

The conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
work environment.
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Sexual harassment may include a range of subtle or not so subtle behaviors and may
involve individuals of the same or different gender. Depending on the circumstances
these behaviors may include, but are not limited to:
•

Unwanted sexual advances or requests for sexual favors;

•

Sexual jokes or innuendo;

•

Verbal abuse of a sexual nature;

•

Commentary about a person’s body, sexual prowess, or sexual deficiencies;

•

Leering, whistling, or touching;

•

Insulting or obscene comments or gestures;

•

Displaying in the workplace anything of a sexual nature (including pinups or
other explicit photographs);

Section 2: Reporting and Investigation
The County of Rock Island encourages the prompt reporting of complaints or
concerns so that rapid and constructive action can be taken; therefore, while no fixed
reporting period has been established, early reporting and intervention has proven to
be the most effective method of resolving actual or perceived incidents of sexual
harassment.
The rule of chain-of-command does not apply to this policy as it relates to reporting
sexual harassment. An employee is encouraged to report directly to his or her
supervisor; however, the employee may report a complaint directly to any member of
management or County Board member.
Any reported allegations of sexual harassment, discrimination, or retaliation will be
investigated

promptly.

Confidentiality

will

be

maintained

throughout

the

investigatory process to the extent consistent with adequate investigation and
appropriate corrective action.
Retaliation against an individual for reporting sexual harassment or discrimination (or
for participating in the investigatory process) is a serious violation.
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Section 3: False Reports
A false or malicious complaint of sexual harassment, discrimination, or retaliation (as
opposed to complaints which, even if erroneous, are made in good faith) is a serious
violation.
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Section 3 Sexual Harassment Policy
Revision Effective 02-21-07
Rock Island County recognizes that Sexual Harassment is defined by the Illinois Human
Relations Act (775 ILCS 5/2-101) and by Title VII of the Civil Rights Act (29 C.F.R.
Part 1604.11) and reaffirms the principle that its employees have a right to be free
from sex discrimination in the form of sexual harassment by any other employee.
Sexual harassment is understood to include a wide range of behaviors, including but not limited
to the actual coercing of sexual relations, verbal or physical sexual advances,
requests or threats, sexually explicit or derogatory statements, jokes, pictures,
objects or gestures and physical aggressiveness such as touching, pinching or
patting. Such behavior may offend the aggrieved party, cause discomfort or
humiliation and interfere with job performance. This definition will be interpreted and
applied consistently with accepted standards of mature behavior and freedom of
expression. Sexual relations or sexual contact which is freely and mutually agreeable
to both parties is not considered harassment.
Any employee who believes he or she has been sexually harassed may obtain redress through
the established procedure.
1.

If the employee believes that he or she is being sexually harassed, if possible in a
safe and non-confrontational manner the employee should immediately inform the
harasser that the behavior is unwelcome and should be stopped. The employee
should also inform their immediate supervisor and Human Resources within seven
(7) days of the incident to ensure a prompt investigation. If the immediate supervisor
is the alleged perpetrator of the harassment, the employee should take matters to
the Director of Human Resources and the next level of management. The Equal
Employment Officer shall be notified by the Director of Human Resources of any
ongoing investigations.

2.

Complaints about sexual harassment will be responded to promptly and equitably
and will be documented. The right to confidentiality of all employees will be
respected in both informal and formal procedures, insofar as possible.

3.

County policy explicitly prohibits retaliation against employees for bringing
complaints of sexual harassment.
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4.

An employee found to be guilty of sexual harassment, or filing of a false sexual
harassment claim is subject to disciplinary action for violation of Rock Island County
policy, consistent with existing procedures.
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Policy:

Number:
300-4

Safety

Scope:

All Employees

Purpose:

To provide a safe working environment for all County employees.

Effective:

Policy
Section 1: General
The County of Rock Island will attempt to provide the safest possible working
conditions for its employees. If employees believe their work environment is unsafe
they are encouraged to notify their immediate supervisor. Employees may always
follow the procedures as outlined in policy 200-9, Discipline & Grievance Procedure,
as that policy discusses an employee’s recourse if an alleged unsafe condition isn’t
dealt with to the employee’s satisfaction.
Section 2: Reporting of Work Related Injuries and/or Accidents
All work related injuries, illnesses, and/or accidents must be reported as soon as
possible after the incident to the employee's immediate supervisor (see policy
200.16, Worker’s Compensation and Workplace Injury Investigations for details on
specific notification requirements).
Section 3: Personnel Safety Policy
Employees shall follow the safety requirements of the operator's manual for each
vehicle or machine used for County purposes. Employees must not ride on the
outside of machines and vehicles such as front-end loaders, back-hoes, and dump
trucks.
If the vehicle is equipped with them, seat belts must be worn at all times the vehicle
is in motion. This applies to front seat passengers and operators alike.
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All other such requirements as laid out in the individual operator's manuals for each
piece of equipment are to be observed. It is the responsibility of the employee to
request access to the operator's manual prior to their use of the piece of equipment
if the manual can’t be located.
Section 4: Safety Committee
The County shall have a safety committee made up of representatives from various
departments/offices. This committee is tasked with making recommendations to
senior management regarding safety policy and for annual updates to the County’s
Risk Management Plan.
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Policy:

Number:
300-5

Workplace Violence

Effective:

Scope:

All Employees

Purpose:

It is the goal of the County of Rock Island to provide a work environment free from
violence and aggression or threatening conduct of any kind.
Policy

Section 1: General Policy
Threats, threatening behavior, intimidation, harassment, acts of violence, or any other
inappropriate behavior which threatens or frightens a person or disrupts work
performance (whether mentally, emotionally, or physically) will not be tolerated. Any
of these acts involving a County employee during the course of job functions will not
be allowed—whether from employee-to-employee, from employee-to-the public, or
from the public toward the employee.
All reports of such behavior will receive timely review and perpetrators can expect
appropriate action, which may include criminal charges.
Section 2: Definitions
Workplace Violence:

Any physical assault, threatening behavior, or verbal/other

abuse occurring in the work setting. This includes, but is not limited to, beatings,
stabbings, shootings, threats, obscene phone calls, aggression by means of electronic
communication, or intimidation of any nature. Workplace violence may also manifest
itself as damage, destruction, or abuse to property or resources of the employee or
employer. These may occur outside normal work hours and away from the
workplace.
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Workplace: The County defines the workplace as any location, either permanent or
temporary, where an employee of the County performs any work related activity. This
includes, but is not limited to, County buildings and surrounding perimeters, County
parking lots, field locations (client homes), and traveling to and from work
assignments.
Section 3: Weapons
Employee possession, use, or threatening to use any weapon is not permitted in
County buildings, in County vehicles, or on County property except as allowed by
Illinois law.
Weapons are devices designed to or capable of inflicting death or injury and include,
but are not limited to, firearms, knives, clubs, and any type of explosive. The mere
possession of a gun, knife (other than an authorized knife used solely for one’s job
assignment), or explosive is strictly prohibited, regardless of intent (i.e. the
possession of a shotgun used for hunting may not be brought into the workplace).
For other items not designed to inflict death but have the ability to do so it will be
the intent that is considered (a baseball bat is not designed to inflict injury or death
but it can do so—thus, an employee who brings to work a baseball bat and threatens
to swing it at a co-worker is clearly using that bat as a weapon).
The only exception to this policy is for sworn law enforcement officers who are
allowed to carry weapons on County-property.
Section 4: Procedures
Any County employee having knowledge of a violent act, a potentially violent act not
yet committed, or any threatening statement or behavior involving another County
employee (whether as a victim or perpetrator) must report it immediately to a
supervisor (if the situation warrants notification to law enforcement such notification
will be made as soon as possible and may come before notification to a supervisor).
Should the employee’s supervisor be involved in the violent act the employee may
make the report to the County Administrator or County Board Chairman.
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Reports can be made anonymously and all reported incidents will be investigated.
Reports or incidents warranting confidentiality will be handled appropriately and
information will be disclosed to others only on a need-to-know basis. The County will
actively intervene at any indication of a possible hostile or violent situation.
It is fundamental to the success of this policy that early recognition and action is
taken to intervene in the potential progression of violent incidents. Any of the
following can be an indicator of future violence:
•

Discussing weapons or bringing them to the workplace.

•

Displaying overt signs of extreme stress, resentment, hostility, or anger.

•

Making threatening remarks.

•

Sudden or significant deterioration of performance.

•

Displaying irrational or inappropriate behavior.

Section 5: Violent situations Outside the Workplace
In order to fulfill its obligation to protect employees from violence, the County
requires that an employee notify his or her supervisor of any situation of violence,
including the threat of violence, which may carry over into the workplace. These
situations include, but are not limited to, restraining orders issued for the protection
of the employee, harassing or threatening phone calls, being stalked or suspicions of
being stalked, or any other circumstance the employee perceives as threatening to
the health and safety of anyone in the workplace. Supervisors can guarantee
confidentiality only to the degree that it doesn’t compromise workplace safety for
the employee or fellow workers.
Section 6: Managing a Potentially Violent Situation
Because no two violent situations are alike, a single, standard formula to deal with
them does not exist; however, there are some basic procedures to consider when
confronted with a violent or potentially violent situation:
A distraught, harassing, or angry person: County employees are expected to assist and
interact with the general public and fellow employees in a courteous manner. If, for
example, a person becomes angry, the employee should courteously attempt to calm
the person down if that action can be done safely. If that doesn’t work the employee
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is encouraged to leave the situation and report the incident to a supervisor (and law
enforcement if necessary).
A person threatening bodily harm: If the employee determines that he/she or another
person is threatened and in imminent danger of bodily harm, the employee should
attempt to leave the scene (if it can be done safely) and contact law enforcement.
After contacting law enforcement the employee should immediately notify a
supervisor.
Nothing in this policy should be construed to prohibit an employee from using
physical self-defense, should it be appropriate; however, in no way will the County
condone any act if it is an act of aggression.
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Section 10 Threats and Violence in the Workplace
The policy of Rock Island County is to strive to maintain a work environment free from
intimidation, threats or violent acts. This includes, but is not limited to, intimidating,
threatening, bullying, or hostile behaviors, physical abuse, vandalism, arson,
sabotage, use of weapons, carrying weapons of any kind on company property, or
any other act determined by management to be considered inappropriate in the
workplace. In addition, jokes or offensive comments regarding violent events will not
be tolerated and may result in disciplinary measures.
Employees who feel they have been subjected to any of the behaviors listed above are
requested to immediately report the incident to their supervisor and/or elected
official. Complaints will be investigated. Based upon the results, disciplinary action
may be taken against the offender, if appropriate, up to and including discharge.
Employees who observe, or have knowledge of, any violation of this policy should immediately
report it to management. Rock Island County, as an employer, will take action when
unforeseen events transpire and look to employees for support of this policy.
Employees are empowered to contact the proper law enforcement authorities without
first informing management if they believe there is a threat to the safety of others.
Section 11 Concealed Carry
The Occupational Safety and Health Act require employers to provide a workplace “free from
recognized hazards that are causing or are likely to cause death or serious physical
harm”. The Illinois Gun Control Act contains a “prohibited area” exception that forbids
even permit holders from knowingly carrying a firearm into certain designated
“prohibited areas.” Examples of these areas include childcare facilities, universities,
casinos and government buildings among others. There are posted signs at the
entrances of our buildings stating that firearms are prohibited in the buildings. The
concealed weapon bans does not extend to parking areas. Under the Firearm
Concealed Carry Act, in Illinois if you obtain a concealed carry permit you will be able
to store your firearms in your vehicles even when parked in the parking lot of a
workplace that otherwise bars concealed firearms, as long as your vehicles are
locked and the firearm is out of sight or the firearm and ammunition are in a locked
container inside the car.
Law Enforcement Officer Safety Act (LEOSA) of 2004 and its amendments in 2010 and 2013
state that a "qualified law enforcement officer" which is defined by law does not have
to have a concealed carry permit to conceal a gun. The individual must carry
photographic identification issued by the governmental agency for which the
individual is employed that identifies the employee as a police officer or law
5
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enforcement officer of the agency. This law does not carry over to off duty officers.
Law enforcement officers have always been exempt from the laws regarding carrying
a weapon in government buildings or other buildings. The only exception is when
flying. Then there are specific processes the officer must complete.
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Policy:

Number:
300-6

Building & Vehicle Security

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to help ensure the security of County owned property
and to limit the possibility of theft or loss. Securing a building or vehicle only takes a
few minutes (or seconds); however, that short amount of time might prevent the loss
of County owned property.
Policy

Section 1: Buildings and Vehicles
The safety and security of County owned property is important and as such it shall be
the policy of the County of Rock Island that vehicles and buildings shall not be left
unsecured while unattended.
Whenever an employee leaves a County building or any other County owned
property and no other County employee is present at the building/facility, the
employee shall secure all entrances to the building/facility. No County owned
valuables shall be left unsecured outside of buildings. An exception is for the
highway department if they need to leave highway equipment on the side of the
highway overnight.
Whenever an employee leaves a County owned vehicle that employee will ensure
that the keys are not left inside of the vehicle and the vehicle is secured so that
County property is protected.

Building & Vehicle Security 300-6
No county match
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Policy:

Number:
300-7

Closure of County Facilities

Effective:

Scope:

All employees

Purpose:

The purpose of this policy is to explain the County’s position on what happens for
employees when inclement weather (or some other emergency) requires the closure
of County facilities during what would otherwise be work hours.
Policy

Section 1: Determining a Closure
From time-to-time in the Quad Cities area, the need arises to close County Facilities
due to Inclement Weather. It shall be the policy of Rock Island County that any and
all facility closings due to inclement weather shall be made by agreement of the
Chairman of the County Board; the Sheriff of Rock Island County; and the Chief Judge
of the 14th Judicial Circuit.
Determination of closure shall be based on, but not limited to: amount of snow
received, condition of area roads, ability of staff to safely travel to and from County
facilities, clearing of all County parking facilities, and potential danger from the
weather conditions.
In the event of a non-weather emergency situation, determination of closure shall be
made by the appropriate Department Head or Elected Official with concurrence of
the County Board Chairman and/or Sheriff of Rock Island County. All facilities may
not be closed during an emergency situation; depending on the situation.
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Section 2: Accounting for Employee Time
Employees who are sent home due to a closure under this policy shall not receive
compensation unless the employee chooses to use available leave time (vacation,
comp time, personal leave, etc.).
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Section 9 Closing of County Facilities During Inclement Weather And Emergency
Situations
From time to time in the Quad City Area; the need arises to close County Facilities due to
Inclement Weather. It shall be the policy of Rock Island County that any and all
facility closings due to inclement weather shall be made by agreement of the
Chairman of the County Board; the Sheriff of Rock Island County; and the Chief
Judge of the 14th Judicial Circuit.
Determination of closure shall be based on; but not limited to; amount of snow received;
condition of area roads; ability of staff to safely travel to and from County facilities;
clearing of all County parking facilities; and potential danger from the weather
conditions.
In the event of an emergency situation; determination of closure shall be made by the
appropriate Department Head or Elected Official with concurrence of the County
Board Chairman) and/or Sheriff of Rock Island County. All facilities may not be
closed during an emergency situation; depending on the severity. An emergency
situation is defined as no electricity; no water; or other catastrophic incident.
Non-Union employees of Rock Island County will be required to use a source of paid benefit
time during any closure of facilities. The source of benefit time will be decided by the
employee. If a non-union employee does not have a paid source of benefit time, the
non-union employee will receive no pay for hours not worked during the closure of
facilities. Non-union employees who were scheduled off for vacation; comp time;
sick time; workers compensation, etc., or not scheduled to work will not receive
compensation for the time the facilities were closed. Non-union employees who are
required to work (such as Sheriff’s Department Employees; Public Works
Employees; Animal Care and Control Employees and Nursing Home Staff) due to
twenty-four hour coverage necessities; public safety; or care of residents, animals or
facilities; shall be compensated according to hours worked with no additional
compensation.
Employees of Rock Island County; unless stated otherwise under a bargaining agreement or
determined otherwise by the County Board Chairman or Elected Official for their
particular office, will be required to use a source of paid benefit time during any
closure of facilities. Elected Officials at all times have the ability to create and
enforce policies for their offices, in line with respective collective bargaining
agreements. The source of benefit time will be decided by the employee. If an
employee does not have a paid source of benefit time, the employee will receive no
pay for hours not worked during the closure of facilities. Employees who were
3

Close Facilities 300-7
scheduled off for vacation; comp time; sick time; workers compensation, etc., or not
scheduled to work will not receive compensation for the time the facilities were
closed. Employees who are required to work (such as Correctional Officers;
Deputies; Public Works Employees and Nursing Home Staff) due to twenty-four hour
coverage necessities; public safety; or care of residents, animals or facilities; shall be
compensated according to hours worked with no additional compensation.
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Policy:

Number:
300-8

Social Media

Scope:

Countywide

Purpose:

To provide guidelines regarding social media posting.

Effective:

Policy
Section 1: Overview
Rock Island County has the ability to create a social media presence on Facebook,
Twitter, and other similar social media outlets with the intent of providing valuable
information to the general public regarding County operations. The County is not
obligated to post data on social media; however, information posted shall comply
with this policy.
Section 2: Who can post
All social media posts related to formal county business shall be made only by the
County’s Social Media designee.
Section 3: Deleting or modifying public submissions
Rock Island County values the positive nature of providing public information in a
timely manner; however, the County also recognizes the need to monitor County
social media sites to ensure that citizen responses are appropriate for the viewing
public. When possible, county posts will not allow for public comment so that we do
not have to monitor/moderate comments. However, if public posts occur, Rock Island
County reserves the right to delete submissions that contain:
a. Profanity or vulgar and abusive language
b. Personal attacks or threats of any kind
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c. Offensive comments that target or disparage any ethnic, racial, or religious
group
d. Sexual content or links to sexual content
e. Sensitive information (for example, information that could compromise public
safety or ongoing investigations)
f.

Spam or links to other sites

g. Advocating illegal activity
h. Promotion

of

particular

services,

products,

or

political

organizations/candidates
i.

Infringement on copyrights or trademarks

j.

Personally identifiable medical information

k. Comments not topically related to the particular social media article being
commented upon and are clearly off topic
Section 4: Disclaimer
When feasible and appropriate, the County shall provide a disclaimer that states “The
public comments expressed on this site do not reflect the opinions and position of the
Rock Island County government or its officers and employees”. The County will then
provide a contact email for any member of the public wishing to contact the County
regarding the content of moderated social media posts.

2
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Policy:

Number:
400-1

Work Schedule

Effective:

Scope:

All Employees

Purpose:

To provide information to employees on what is required with regard to work hours,
rest periods, and lunch breaks.
Policy

Section 1: General Policy
A workweek is defined as Sunday at 12:00 am through the following Saturday at
11:59 pm.
A non-exempt employee shall not begin work prior to his/her scheduled starting
time nor shall a non-exempt employee perform work after his/her designated ending
time, unless authorized by the employee’s supervisor.
The work schedule for each Department shall be determined by the Department
Head with the approval of the County Administrator.
Section 2: Lunch Breaks and Rest Periods
Because of the wide variety of work done in different departments, the employee’s
lunch schedule and work breaks will be determined by the Department Head.
Employees who are scheduled to work more than five hours in a day are entitled to a
thirty (30) minute non-paid meal break. The timing of the break is at the discretion
and approval of the employee’s supervisor.

Work Schedule 400-1
No County match
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Policy:

Number:
400-2

Pay Periods

Effective:

Scope:

All Employees

Purpose:

To provide employees with information regarding when they can expect to receive
their paycheck.
Policy

Section 1: Pay Periods and Pay Days
County employee pay periods end on Saturdays on a biweekly cycle. There are 26
scheduled pay periods each calendar year.
Paychecks or direct deposit will be issued on the Friday following the end of the pay
period.
If a payday falls on a county holiday, checks will be issued to employees on the day
prior to the holiday.

Pay Periods 400-2
No County match
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Policy:

Number:
400-3

Overtime & Compensatory Time

Effective:

Scope:

All Employees

Purpose:

Employees of the County are either non-exempt or exempt employees under the
Federal Fair Labor Standards Act. This policy explains overtime and compensatory
time provisions the County offers to employees.
Policy

Section 1: General Policy
All employees of the County of Rock Island hold positions classified either as exempt
or non-exempt under the Fair Labor Standards Act (FLSA) – see policy 200.4. The
County shall follow federal law and those employees holding non-exempt positions
are eligible for either compensatory time or overtime at the rate of 1.5 times the
employee’s rate of pay for all hours actually worked in excess of 40 hours in a week.
All overtime must be pre-approved by the employee’s supervisor. The only exception
to this policy is for emergencies.
Section 2: Pay or Comp Time
An employee may choose to receive overtime in the form of compensatory time or
pay.
No employee will be allowed to accrue and maintain on the books at any time more
than forty (40) hours of compensatory time. Accumulated compensatory time will be
paid in November of each year unless the County Administrator requires employees
to carry over their accumulated compensatory time to the following year.
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If an employee exceeds the maximum compensatory accrual, anything over that will
automatically be paid overtime.
An employee leaving County employment shall be paid for any accumulated
compensatory time at his or her then regular rate of pay.
Section 3: Employee Use of Comp Time
Each department head shall determine how much notice they would like from an
employee prior to that employee using their accumulated compensatory time. The
County reserves the right to deny an employee’s request if the needs of the
department require the employee’s presence during the time the employee
requested to take off.
Section 4: Documentation
Employees shall document the overtime they work on their time sheet or time card. If
an employee works unauthorized overtime, that employee may be subject to
disciplinary action up to and including termination.
Section 5: Exempt Employees
Those employees who are exempt under FLSA are not eligible for overtime pay or
compensatory time for hours worked in excess of forty (40) hours per workweek.
Section 6: Reducing Overtime / Comp Time
Management reserves the right to require an employee to come in late or go home
early from work in order for the employee to avoid overtime in any given workweek.
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Prior policy
Section 19 Compensatory Time
This policy shall be applicable to and govern all Rock Island County employees unless
contravened by contracts negotiated under provisions of the Illinois Public Labor
Relations Act, or provisions of a state or federal law or regulation.
A.

All non-exempt employees (under FLSA) may earn up to a total of 40.0 hours of
compensatory time during any given fiscal year. Such employees shall be
compensated at the rate of one and one-half hour for each hour worked in excess of
40 hours in any one work week. For the purpose of calculating compensatory time,
only actual hours worked will be counted towards the 40 hour standard, all paid time
off will be excluded, with the exception of Jury Duty.

B.

All non-exempt employees (under FLSA) will be governed by their union contracts or
agreements, as long as they are in compliance with the FLSA. The Fair labor
Standards Act states that employees must be compensated at one and one half time
their current hourly rate, or one and one half hour for each hour worked in excess of
40 hours in any one work week.

C.

Compensatory time will be recorded on the payroll work register as well as the
check stub.

1.

The employee may elect to have overtime hours worked paid out in the applicable
pay cycle in which the hours were worked, or request to have eligible hours credited
to the employee’s compensatory time accrual account. Requests for hours worked
to be credited to the employee’s compensatory time accrual account is subject to
approval of the department head.
All compensatory time calculations shall be reviewed for accuracy and approved by
the Rock Island County Human Resource prior to being processed for payment or
credit to the employee’s compensatory time accrual. Once approved and on the
accrual, it cannot be changed.
The Rock Island County Auditor’s Office shall conduct a review of randomly selected
Rock Island County employee compensatory time accruals for appropriate credit and
payout of compensatory hours earned no less than once every six months.

2.

3.

D.

Time cards must be signed by the employee as well as the department head. Any
changes needed after HR reviews must be signed off by the Elected Official or
Department Head.

E.

All non-bargaining unit, non-exempt employees will be given compensatory time, on
a basis of one hour of compensatory time for each hour worked, for extra hours
3
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worked in a week with a County authorized holiday for all extra hours less than 40.0
hours. All non-bargaining unit non-exempt employees will be given compensatory
time, on a basis of one and one-half hours of compensatory time for each hour
worked, for extra hours worked in a week with a County authorized holiday for all
extra hours greater than 40.0 hours.
F.

Use of accrued compensatory time is subject to staffing needs and approval of the
employee’s department head. All compensatory time accruals for all employees
(exempt and non-exempt) not used by November 1 of each fiscal year shall be paid
out in full during the first payroll cycle of each November. Compensatory time
earned between November 1st and November 30th of each fiscal year shall be
carried forward to the next fiscal year, and shall be counted as part of the eligible
40.0 hours of the new fiscal year.

G.

Use of accrued compensatory time shall not be considered as new time worked, and
shall not be used as a basis for determining overtime.

H.

Use of accrued compensatory time may not be used during the two weeks prior to a
known and expressed date of termination, or to extend the employee’s termination
date beyond the last physical date of active employment.
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Policy:

Number:
400-4

Travel & Training

Effective:

Scope:

All Employees

Purpose:

Training is a necessary part of most jobs within the County and at times travel is also
required. This policy outlines procedures and expectations for both training and
travel when on County business.
Policy

Section 1: Overview
An employee will be reimbursed for authorized related expenses incurred while
traveling on previously approved County business. All travel must have the approval
of the employee’s immediate supervisor. All travel, when expenses are expected to
be at or over $500.00, must have the approval of the employee’s supervisor and the
County Administrator or appropriate Elected Official.
Normal commuting expenses from the employee’s place of residence to the work
location are not considered travel and will not be reimbursed.
Employees traveling on County business are expected to maintain a high level of
professionalism and courtesy.
Section 2: Registration
Once approved, an employee attending a conference, seminar, workshop, etc. is
responsible for registering for the event.
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Employees shall avoid paying for registrations with their own money and then
requesting reimbursement from the County. When possible the employee shall take
advantage of early registration discounts.
Section 3: Meal Expenses
Rock Island County adopts the Federal Standard Reimbursement Rate for meal &
incidental expenses. The current US General Services Administration (GSA) Domestic
Per Diem Rates are available by searching the website at www.gsa.gov.
Section 4: Lodging and Transportation
All lodging and commercial transportation reservations must be made by the
employee. The employee will only be allowed to book a room if the room rate is
$159 per night (excluding taxes and fees) or less. If lodging exceeds $159.00 per
night, the employee will be required to pay the difference unless the employee
receives prior approval from the County Administrator.
When claiming lodging expenses, the County will only reimburse or pay for lodging.
Expenses such as movies, room service, spa/health club fees, phone calls, etc. are the
employee’s responsibility.
An itemized receipt for lodging must be submitted to the employee’s supervisor
upon return to work.
Employees may not drive a personal vehicle for County-related travel without prior
authorization from their supervisor.
All accidents or any violations resulting in a citation occurring while on travel status
shall be immediately reported to the employee’s supervisor. Any citations shall be
the sole responsibility of the employee.
Section 5: Credit Cards
When possible, employees should use a county credit card for all authorized travelrelated expenses. County credit cards are only to be used for pre-authorized
expenses

(normally

only

for

gas,

airline

tickets,

rental

cars,

and

hotel
2
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accommodations). An employee shall immediately report to the credit card company
and their supervisor if a credit card or credit card number is lost or stolen.
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Prior policy
Expenses
All persons traveling on County business shall be reimbursed for any expenses in connection
with such business on the basis of actual expenses as follows:
a. Private Vehicle:
Each employee who is required to use his/her own personal vehicle for County
business must:
1. Show proof of a valid driver’s license as well as proof of insurance to the
Department Head/Elected Official before travel is authorized.
2. Authorized travel will be reimbursed at the IRS mileage rate for business
travel, less $.02. Mileage allowance is to compensate traveler for gas, oil,
insurance, and normal vehicle operating expenses. Where private auto is
used on out-of-town trips, the mileage allowance is not to exceed the related
costs of coach airfare. Travelers attending the same conference or seminar
should car pool.

All department heads are required to review this policy with the employees within their
respective departments to assure that these requirements are met.
(Operating a motor vehicle to and from an employee’s personal residence and work does not
constitute “County Business”.)
b. Actual accommodation expenses for the reasonable costs associated with lodging
when traveling for County business and/or accommodations when attending a
conference or workshop as part of a County Association plus tax; travelers must
request government rates when making reservations. Receipts must be retained and
submitted for reimbursement.
c. As per Ordinance 2007-1017; Rock Island County has adopted Federal Standard
Reimbursement Rate for meal & incidental expense. The US General Services
Administration (GSA) Domestic Per Diem Rates are available by searching the
website at www.gsa.gov and are updated annually. Prior approval by employee’s
supervisor is required to receive reimbursement for meals. Incidentals are defined as
fees and tips given to porters, baggage carriers, bellhops, hotel maids, transportation
between places of lodging or business and places where meals are taken and
4
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mailing costs associated with the travel.
d. Miscellaneous expenses to include taxi fares, auto rental, tolls, and parking fees
reimbursed at the actual cost incurred. Not allowable are parking and/or traffic
tickets, laundry, entertainment, movie rentals, personal phone calls, alcoholic
beverages, and tips in excess of 20% of the meal and beverage cost. Receipts must
be retained and submitted for reimbursement.
The person so authorized to travel shall submit to the Finance Committee a duly authorized
claim accompanied with accommodation receipts, travel receipts, and such other receipts as
may be reasonably attained for the purpose of review and recommendation to this board. A
written summary report of meetings or conventions shall be rendered to the Chairperson of the
Board.
Such committee shall have authority to reject any unauthorized expenditures which it deems
unconnected with County business or adverse to the best interest of the County and is further
authorized to reject any unreasonable expenditure even though made in connection with said
County business.
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Policy:

Number:
500-1

Benefits

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to inform employees that the County may offer health
and other benefits and to check with the Human Resources Department for the most
up-to-date listing of benefits offered.
Policy

Section 1: General Overview and Deferral Period
Benefits offered to employees by the County may vary from year-to-year. Employees
are encouraged to contact the Human Resources Department for the most updated
information on currently offered benefits.
New employees of Rock Island County shall have a ninety (90) day deferral period
prior to being eligible for benefits.
Section 2: Health Insurance
All employees (excluding temporary employees) employed by the County to work 30
hours or more per week on a regular basis, and their eligible dependents, will be
eligible for coverage on an optional basis, after three months of employment with
the County.
The following events are considered "Life Events” which allows an employee to enroll
and/or make changes in dependent coverage: (1) Birth of dependent (2) Death of
employee or dependent (3) Marriage (4) Divorce (5) Legal Separation (if employee
chooses to terminate his/her spouse and/or dependents during a legal separation
and the couple reconciles and doesn’t go through a divorce, the spouse and/or

Benefits 500-1
dependents are not allowed to be reinstated until the next December 1) (6) Legal
Adoption (7) Change in Dependent Status (8) Loss of other insurance coverage.
"Life Events” must be reported to the Human Resources Department within 31 days
of the change and will become effective on the date of the "Life Event”. Proof of a
life event is required, (i.e. Marriage certificate, divorce certificate, birth certificate). All
other enrollments/changes must be deferred until the next open enrollment period.
When a County employee leaves the employment of the County, the group health
insurance plan will terminate on the last date for which the employee is actively
(physically) employed. Extended coverage will be offered to all terminated employees
and dependents in compliance with the provisions of the Consolidated Omnibus
Budget Reconciliation Act (COBRA). A Certificate of Group Health Plan Coverage shall
be mailed to all terminated employees in compliance with the Health Insurance
Portability Accountability Act (HIPPA).
Individuals hired before January 1, 2001, can receive retirement health benefits
providing that one of the following two conditions are met:
1.

The employee has at least 12 years of Rock Island County Service and is
60 or more years of age and has participated in the group plan for at least
12 years.

2.

The employee has at least 32 years of service credit with Rock Island
County who is 50 years of age or older and has participated in the group
health insurance plan for at least two (2) years.
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Prior policy
Section 23 PERSONAL DAYS
Employees will be permitted time off without loss of pay for two (2) days for compelling and
necessary personal reasons for cases in which permission to be absent without loss
of pay has been granted by the department head prior to such absence. In the case
of extreme emergency where prior notification is impossible, consideration will be
given to each individual case. If an employee has not used the personal days during
the year they will be added to the following year’s vacation. If the personal days are
added to the vacation, and the employee terminates his/her employment prior to his
vacation eligibility date, he will be paid for the personal day(s) upon termination.
Personal days are earned after one year of employment.
FRAUDULENT reporting of compensation earned shall be cause for dismissal.

Section 24 Health Insurance
Revision Effective 12-17-14
24- A. Active Employees
All employees (excluding temporary employees) employed by the County to work 30 hours or
more per week on a regular basis, and eligible dependents, will be eligible for
coverage on an optional basis, following completion of the probationary period three
months. The following events are considered "Life Events” which allows an
employee to enroll and/or make changes in dependent coverage: (1) Birth of
dependent (2) Death of employee or dependent (3) Marriage (4) Divorce (5) Legal
Separation (if employee chooses to terminate his/her spouse and/or dependents
during a legal separation and the couple reconciles and doesn’t go through a
divorce, the spouse and/or dependents are not allowed to be reinstated until the next
December 1) (6) Legal Adoption (7) Change in Dependent Status (8) Loss of other
insurance coverage.
"Life Events” must be reported to the Insurance Department within 31 days of the change and
will become effective on the date of the "Life Event”. Proof of a life event is required,
i.e. Marriage certificate, divorce certificate, birth certificate, etc. All other
enrollments/changes must be deferred until the next open enrollment period.
24-B. Termination of Employment
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When a County employee leaves the employment of the County, the group health insurance
plan will terminate on the last date for which the employee is actively (physically)
employed. Extended coverage will be offered to all terminated employees and
dependents in compliance with the provisions of the Consolidated Omnibus Budget
Reconciliation Act (COBRA). A Certificate of Group Health Plan Coverage shall be
mailed to all terminated employees in compliance with the Health Insurance
Portability Accountability Act (HIPPA).
24- C. Leave of Absence

NEW CHILD BONDING LEAVE (FMLA):
An employee on an approved leave of absence may continue coverage under the group health
plan by paying contributions as due. Contributions required while on an approved
FMLA leave will be the same contribution required of an active employee. If a leave
is extended beyond the approved FMLA leave the employee will be responsible for
payment of full contributions (both the employee and employer contributions).
FAMILY ILLNESS LEAVE (FMLA):
An employee on an approved leave of absence may continue coverage under the group health
plan by paying contributions as due. Contributions required while on an approved
FMLA leave will be the same contribution required of an active employee. If a leave
is extended beyond the approved FMLA leave the employee will be responsible for
payment of full contributions (both the employee and employer contributions).
EMPLOYEE SICK LEAVE (FMLA):
(Non-Work related injury) An employee shall be eligible to continue participation in the group
health plan by paying contributions as due. Contributions required while on an
approved FMLA leave will be the same contribution required of an active employee.
,unless eligible under IMRF insurance continuation as described below.
EMPLOYEE SICK LEAVE (NON-FMLA):
(Non-Work related injury) The first thirty days an employee is on an approved unpaid nonFMLA protected medical leave the employee shall be eligible to continue
participation in the group health plan by paying the same contributions required of an
active employee. After thirty days in an unpaid non-FMLA protected status, the
employee shall be eligible to continue participation in the group health plan by paying
full contributions (both the employee and employer contributions). After 90 days in
an unpaid non-FMLA, non-work related medical leave, if the employee is unable to
resume active duty, without any reasonable restrictions, or refuses to return to active
duty with reasonable accommodations provided by the employer, the employee may
be subject to termination of employment.
4
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IMRF DISABILITY:
An employee who takes an approved IMRF disability leave of absence, temporary or
permanent, shall be eligible to continue participation in the group health insurance
plan on the same basis as if the employee were working; providing the employee
was insured under the plan the day before disability began. Pursuant to 215 ILCS
5/367j all municipal employers must offer continuation to the employees who leave
due to disability. Disabled employees must sign up for Medicare Part A and B.
Group insurance will be secondary with employee paying the full premium. The
employee may continue in the plan until whichever of the following occurs first:
1.
2.
3.

The employee terminates participation in the plan
The employee is no longer approved for IMRF disability
The employee becomes eligible for Medicare or Medicaid

SHORT TERM MILITARY LEAVE:
An employee will be eligible to continue in the group health plan by paying the regular active
employee contribution during the leave.

EDUCATIONAL AND OTHER PERSONAL APPROVED LEAVE OF ABSENCE:
An employee on an approved leave of absence not covered by the FMLA will be eligible to
continue coverage in the group plan by paying the full contribution (both employee
and employer contributions).

PAYMENT OF CONTRIBUTIONS:
Contributions must be paid either by payroll deductions during paid leave periods or by check or
money order payable to Rock Island County Treasurer and mailed to the Human
Resources Department when due. A 30 day grace period is allowed following the
due date for payment of contributions.
If an employee fails to make timely payments, coverage ceases. When an employee on an
approved FMLA leave returns to work, coverage will be reinstated on the same terms
as prior to taking the leave, without any qualifying period , physical exam, or
exclusion of pre-existing condition. For other layoff or leave of absence, if coverage
lapses and the employee returns to active full time employment within three months
of the date the layoff or leave of absence began, coverage will be reinstated upon
return to work. If absence is more than three months and coverage was not
continued, coverage will be deferred until the next January first.
24- D.

Layoff
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If an employee is placed in a layoff status because of a reduction in force, insurance will be
continued to the end of the month of layoff if active employee contributions are
made. The employee may continue coverage as entitled under the Cobra Act. Full
contribution from the laid off employee (both the employee and employer
contributions) is required to continue coverage. The first twelve months the
employee will only be required to pay 100% of the premium, the remainder of Cobra
coverage with be paid at 102% of the premium.

24- E.

Retirement

All Rock Island County employees and eligible dependents hired on or after January 1, 2001,
may continue coverage under the active employee group health plan on an optional
basis providing:
* They qualify for immediate receipt of retirement pension benefits from IMRF/SLEP,
and
* Coverage was in effect under the group health plan immediately preceding the day
on which the retirement begins, and
* The employee hired on or after January 1, 2001 has participated in the group
health insurance plan, either as the employee or as the employed spouse, for at
least two (2) years.
*
* Premiums for retirees will be calculated by the following formula: The Retiree
will receive 2% premium subsidy per year of IMRF/SLEP service up to a maximum of
50% of the full premium with the balance of the premium paid by the retiree. This
service credit will be limited to those years earned while employed by Rock Island
County and its entities.
Individuals hired before January 1, 2001, can receive benefits as provided by the policy in effect
immediately prior to this plan i.e., E. Retirement Rock Island County Procedure
Manual dated June 17, 1998, page 49; re: Premiums for continuation of coverage will
be the active employee contribution—providing:
1.
2.

The employee has at least 12 years of Rock Island County Service and is 60 or more
years of age and has participated in the group plan for at least 12 years.
The employee has at least 32 years of service credit with Rock Island County who is
50 years of age or older and has participated in the group health insurance plan for
at least two (2)) years. This amendment to the policy will be a five (5) year review to
see the effects of the retirement age change. On March 18, 2019 this policy
provision will be reviewed and amended to a permanent change in the policy or
reverted back to the original policy in effect prior to March 18, 2014. (March 18, 2014
policy was: The employee has at least 32 years of service credit with Rock Island
6
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County and is over the age of 50 or has at least 35 years of Regular IMRF service
credit and is over the age of 55, IMRF credit is to include converted sick hours for
purposes of determining premiums for continuation of coverage.)
County Board Retirement
Members of the Rock Island County Board who were elected prior to November 4, 2014 who
are retiring with a minimum of eight (8) years of service can elect to continue
coverage under the Rock Island County Health Plan pursuant to the above
provisions. Age requirements for this provision shall be based on IMRF guidelines.
Members of the Rock Island County Board who were elected on or after November 4, 2014
shall not be entitled to coverage under the Rock Island County Health Plan.
Individuals elected before November 4, 2014 can receive benefits as provided by the policy in
effect immediately prior to this plan.
Eligible dependents insured on the employee’s last day of active employment may be included if
the retiree requests family coverage. Further changes will be deferred until the next
open enrollment period. Retiree’s that marry after retirement are eligible to add their
spouse to the health plan if a request is made to the Human Resources Department
within 31 days from the date of marriage, otherwise, coverage will be deferred until
the next January 1, and the full cost (100%) for single coverage will be required for
the spouse in addition to the retiree’s premium.
The plan will continue to be in effect for all retiree’s pursuant to 215 ILCS 367 j all municipal
employers must offer continuation to the employees who retire at age 65. Retired
employees must sign up for Medicare Part A & Part B. Group health insurance will
be secondary with employees paying the full premium. Until whichever occurs first:
The retiree terminates his/her participation in the plan, or becomes eligible for Medicare or
Medicaid.
When a Rock Island County retiree is no longer eligible for coverage under the
active employee Group Health Plan, the retiree may elect to enroll in the optional
Medicare Supplemental Plan. The retiree’s insured spouse under age 65 may
continue coverage under the Group Health Plan at the full rate, until that spouse is
eligible for Medicare or Medicaid.
Surviving spouses of employees who retired or became disabled on or after
December 1, 2000, who is entitled to a survivor’s pension under IMRF/SLEP, may
continue coverage under the active employee group health plan by paying the full
rate providing they were insured immediately preceding the day on which retirement
7
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or disability of the employee began. Coverage may be continued until the date of
remarriage or on the date of eligibility for Medicare or Medicaid.
Members of the Rock Island County Board who are retiring with a minimum of eight (8) years of
service can elect to continue insurance coverage under the Rock Island County
Health Plan pursuant to the above provisions. Age requirements for this provision
shall be based on IMRF guidelines.

SPECIAL EARLY RETIREMENT
Employees retiring under an IMRF Early Retirement Incentive Program may continue coverage
under the Group Health Plan as provided for other retirees, however, the premium
will be based on IMRF service credit with percentage discounts as listed earlier in
this section.
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Policy:

Number:
500-2

Vacation and Other Leaves

Scope:

Effective:

All Employees
Policy

Section 1: Deferral Period
New employees of Rock Island County shall have a ninety (90) day deferral period
prior to being eligible to use vacation or other paid leaves of absence. After the
ninety (90) day deferral period, an employee (with supervisory approval) is eligible to
use paid leave time, including accumulated vacation and sick leave.
Section 2: Vacation Time
Full time permanent employees shall earn vacation time according to their length of
employment with the County. Vacation time is earned every pay period based on the
following schedule:
Non-union, non-department head employees
Year of Employment
st

1 year through the end of

Approximate Hours

Hours Earned per Pay

Earned per Year

Period

80 hours

3.077

120 hours

4.615

160 hours

6.154

200

7.692

year 3
Start of year 4 through
year 8
Start of year 9 through the
th

end of the 18 year
19th year and beyond
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Department Heads
Year of Employment
st

1 year through the end of

Approximate Hours

Hours Earned per Pay

Earned per Year

Period

120 hours

4.615

160 hours

6.154

200

7.692

year 3
Start of year 4 through year
8
Start of year 9 and beyond

Part-time employees do not receive vacation benefits.
Up to a maximum of forty (40) hours of vacation time carries over from year-to-year;
however, the maximum allowable vacation balance shall be 200 hours.
Earned and accrued vacation time is paid to an employee upon employment
termination with the County.
Section 3: Sick Leave
Full time permanent employees shall earn sick leave time which shall be credited at a
rate of 3.70 hours per pay period.
Employees may accrue sick leave without a cap.
Part-time employees do not receive sick leave benefits.
Eligible employees may use sick leave benefits for an absence due to their own illness
or injury or for that of a family member consistent with Illinois law.
Notifications
An employee, who is to be absent due to sickness or injury, shall notify his or her
supervisor as soon as practicable in advance of the time the employee is scheduled
to report for work. Unless waived by the County, the employee shall continue to give
notice for each succeeding day he or she is to be absent. Failure to give such notice
may result in disciplinary action.
Sick Leave Abuse
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In the event the County suspects that an employee is abusing sick leave, the County
shall have the right to demand verification.
Section 4: Holidays
Please view policy 500.3
Section 5: Bereavement Leave
All regular full-time employees shall be allowed up to twenty-four (24) hours’ time
off with pay per death in the event of the death of an immediate family member.
Immediate family includes only spouse, domestic partner, parent, grandparent,
children, brother, sister, and any “step” or “in-law” added to those titles. Leaves in
excess of 24 hours can only be granted with County Administrator approval.
Section 6: Voting
Employees are encouraged to vote in local, state, and national elections. Employees
are expected to vote on their own time and not during working hours.
Section 7: Jury Duty
A full-time permanent employee who is serving on a jury shall be granted time off
with pay to perform this civic duty. The employee is required to remit to the County
any pay received from an outside source (not including mileage reimbursement pay)
as payment for serving on a jury. A maximum of two weeks per any two consecutive
calendar years of jury duty pay are allowable under this policy. An employee who
requires additional time may be allowed to use accrued personal days, vacation time,
comp time, or unpaid leave if approved by the County Administrator.

Section 8: Military Duty
The County provides military leave to members of the armed forces or reserves in
accordance with state and federal law. An employee who needs military leave should
notify his or her supervisor as soon as possible.
Section 9: Worker’s Compensation
The County shall provide and maintain a policy of worker's compensation insurance.
For additional information related to worker’s compensation please contact the
Human Resources Department.
3
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Section 10: Family Medical Leave
Employees may be eligible for family and medical leave under the Federal Family and
Medical Leave Act ("FMLA"), Illinois law, or both. There are different eligibility
requirements, rights, and procedures for these laws.
For additional information on FMLA employees may contact the Human Resources
Department.
Section 11: Blood Donor Leave
With supervisory approval employees are allowed up to one hour of leave in order to
donate blood.
Section 12: VESSA Leave
Pursuant to the 2003 Illinois Victims' Economic Security and Safety Act (VESSA) all
eligible employees are entitled to take up to 12 weeks of job-protected unpaid leave
during any 12-month period for certain or "perceived" victims of domestic or sexual
violence. Rock Island County shall abide and comply with all terms and conditions of
the 2003 Illinois Victims' Economic Security and Safety Act (VESSA).
VESSA leave shall be granted for any of the following reasons:
•

•
•
•

•

Seeking medical attention for or recovering from physical or psychological
injuries caused by domestic or sexual violence to the employee or the employee's
family or household member
Obtaining services from a victim services organization for the employee or the
employee's family or household member
Obtaining psychological or other counseling for the employee or the employee's
family or household member
Participating in safety planning, including relocation or taking other
precautionary actions to help the employee or the employee's family or
household member
Seeking legal assistance or other remedies to secure the health and safety of the
employee or the employee's family or household member.
Employees may also use VESSA leave intermittently or as part of a reduced
workweek whenever it is necessary. An employee who is entitled to take paid or
unpaid leave from employment may elect to substitute any period of such leave
for an equivalent period of 12 workweeks of leave for any 12-month period. An
4
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employee cannot take unpaid leave that exceeds the unpaid leave time allowed
under, or is in addition to the unpaid leave time permitted by FMLA.
Rock Island County uses a 12-month period measured forward from the date an
employee uses any VESSA leave. Each time an employee uses VESSA leave, Rock
Island County computes the amount of VESSA leave the employee has taken,
subtracts it from the 12 weeks and the balance remaining is the amount the
employee is entitled to take at that time. For example, if an employee has taken
four weeks of VESSA leave beginning July 1, 2015; the employee only has eight
weeks of VESSA leave remaining until July 1, 2016.
An employee granted Illinois leave pursuant to this policy continues to be
covered under the Rock Island County group health and dental plans, life
insurance plan, employee assistance program and long-term disability plan under
the same conditions as coverage would have been provided if they had been
continuously employed during the leave period.
Normal payroll deductions will be made for the employee portion of insurance
premiums during any period of paid Illinois VESSA leave. The employee is
responsible for paying the employee portion of insurance premiums during
periods of unpaid VESSA leave. Rock Island County will provide written notice to
the employee on unpaid VESSA leave as to how Rock Island County wants the
employee's share of the premiums to be paid. Insurance benefits may be
terminated if payment by the employee is more than 30 days late. Employee
contribution amounts are subject to any change in rates that occur while the
employee is on VESSA leave. At the end of the VESSA leave, when the employee
returns to work, any unpaid insurance premiums will be deducted from the
employee's paycheck.
An employee who utilizes VESSA leave will be restored to the same job or a job
with equivalent status, pay, benefits, and other employment terms. However, the
employee's job protection rights are the same as if the employee had not been
on VESSA leave. Thus, if the employee's position would have been eliminated or
the employee would have been terminated if not on VESSA leave, the employee
does not have the right to be reinstated.
If an employee does not return to work at the end of the VESSA leave period for
any unapproved reason the employee shall reimburse Rock Island County for all
insurance premiums paid by Rock Island County on the employee's behalf during
the unpaid portion of the VESSA leave.
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After exhausting all 12 weeks of VESSA leave, an employee who needs additional
time off should look to Rock Island County's policy on special leaves of absence
to request additional time off. VESSA is not an addition to FMLA.
For VESSA leave the employee is to provide forty-eight hours' advance notice of
the need for leave, if such notice is practicable. The employer cannot discharge or
take other adverse action against an employee for taking an unscheduled leave if,
within a reasonable time, the employee provides the employer with a sworn
statement certifying that the leave was for one of the reasons cited in the law.
Taking of VESSA leave may be denied if any of the above requirements are not
met.
The employee is required to provide supporting documentation, such as police or
medical records, when those documents become available. Rock Island County
will keep confidential the fact that the employee sought leave under the law, the
certification, and any supporting documents. Rock Island County shall not fail to
hire, refuse to hire, discharge, or harass any individual, otherwise discriminate
against any individual with respect to the compensation, terms, conditions, or
privileges of the employment of the individual, or retaliate against in individual
protected by the Act.
Section 13: Approval
Employees are responsible for obtaining supervisory approval prior to taking any
leave of absence.

6
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Existing policy
Section 17 Vacation
Employees will be paid and take vacation under the terms of this plan effective as of their
anniversary date. Employees under this plan shall earn and take vacations based
on their years of service as of each anniversary date in accordance with the following
schedule:
A.

Less than one year of service - 3.077 hours accrued for each full pay period worked maximum of eighty hours of vacation pay.

B.

Four years of service* - 4.6154 hours accrued for each full pay period worked maximum of one hundred twenty hours of vacation pay.

C.

Nine years of service* - 6.154 hours accrued for each full pay period worked maximum of one hundred sixty hours of vacation pay.

D.

Nineteen years of service* - 7.6923 hours accrued for each full pay period worked maximum of two hundred hours of vacation pay.

*Must be continual service to qualify.

Employees will be credited with time worked for purposes of accruing vacation for all hours paid
for vacation, holiday, sick days, personal days, jury duty, bereavement, and comp
time. Any employee who has completed one year of service will be paid for all
accrued but unused vacation at the time of separation from service except as
follows:
Employees who terminate their employment between their fourth fifth and fifth sixth anniversary
year shall be paid vacation based on the accrual rate for two weeks (eighty hours) of
vacation.
Employees who terminate their employment between their ninth and tenth anniversary year
shall be paid vacation based on the accrual rate for three weeks (one hundred
twenty hours) of vacation.
Employees who terminate their employment between their nineteenth and twentieth anniversary
year shall be paid vacation based on the accrual rate for four weeks (one hundred
sixty hours) of vacation.
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Use of accrued vacation time may not be used during the two weeks prior to a known and
expressed date of termination, or to extend the employee’s termination date beyond
the last physical date of active employment.
Vacations are not cumulative and shall be forfeited if not used within one year of earning such
vacation. Exception: if staff shortages or scheduling conflicts prevent the employee
from taking vacation with approval of the Finance Committee. Non-union employees
will be allowed to "carry-over” one week of vacation.
Unless prior approval is obtained from the Department Head, Elected Official or appropriate
Committee, the maximum consecutive use of vacation leave shall be eighty hours.
Five days of earned vacation may be taken one day at a time, but the remainder of
the vacation, to the extent possible, will be taken during whole weeks.
Vacations shall be granted at the time requested by the eligible employee providing the type of
work performed by the employee will permit approving requests.
If the nature of the type of work involved makes it necessary to limit the number of employees
on vacation at the same time, the employee(s) with the greatest departmental
seniority shall be given his choice of vacation in the event of any conflict over
vacation periods.
If an employee with one or more years of continuous service is laid off, he shall receive vacation
money that he is entitled to at the time of layoff, or, with the agreement of his
department head, he may postpone receiving his vacation money until the time that
his vacation was scheduled.
Accrual stops on the last date of physical service.

Section 18 Holidays
All offices and departments of County government where the days of operation are subject to
the discretion of the County Board, shall be closed upon the day designated by
Statute to be observed as a holiday. If any of the following holidays should fall on a
Saturday, the preceding Friday will be observed; on a Sunday, the following Monday
shall be considered as the holiday. It is the policy of the County to observe the
following days:
New Year’s Day
Martin Luther King’s Birthday
Lincoln’s Birthday
Washington’s Birthday
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Good Friday
Memorial Day
Independence Day
Labor Day
Columbus Day
Veterans Day
Thanksgiving Day
Friday after Thanksgiving
Christmas Eve
Christmas Day
The day on which members of the House of Representatives are elected

No other day shall be considered unless designated by the Board.
Only active employees shall qualify for Holidays unless otherwise indicated.
Exempt employees required to work on an observed holiday, shall be allowed to take another
day off within a 30 day period following the worked holiday. Holidays are not
cumulative for exempt employees, therefore, if another day off is not taken in lieu of
the worked holiday within the 30 day period, the holiday will be forfeited.
Section 23 PERSONAL DAYS
Employees will be permitted time off without loss of pay for two (2) days for compelling and
necessary personal reasons for cases in which permission to be absent without loss
of pay has been granted by the department head prior to such absence. In the case
of extreme emergency where prior notification is impossible, consideration will be
given to each individual case. If an employee has not used the personal days during
the year they will be added to the following year’s vacation. If the personal days are
added to the vacation, and the employee terminates his/her employment prior to his
vacation eligibility date, he will be paid for the personal day(s) upon termination.
Personal days are earned after one year of employment.
FRAUDULENT reporting of compensation earned shall be cause for dismissal.

Section 24 Health Insurance
Revision Effective 12-17-14
24- A. Active Employees
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All employees (excluding temporary employees) employed by the County to work 30 hours or
more per week on a regular basis, and eligible dependents, will be eligible for
coverage on an optional basis, following completion of the probationary period three
months. The following events are considered "Life Events” which allows an
employee to enroll and/or make changes in dependent coverage: (1) Birth of
dependent (2) Death of employee or dependent (3) Marriage (4) Divorce (5) Legal
Separation (if employee chooses to terminate his/her spouse and/or dependents
during a legal separation and the couple reconciles and doesn’t go through a
divorce, the spouse and/or dependents are not allowed to be reinstated until the next
December 1) (6) Legal Adoption (7) Change in Dependent Status (8) Loss of other
insurance coverage.
"Life Events” must be reported to the Insurance Department within 31 days of the change and
will become effective on the date of the "Life Event”. Proof of a life event is required,
i.e. Marriage certificate, divorce certificate, birth certificate, etc. All other
enrollments/changes must be deferred until the next open enrollment period.
24-B. Termination of Employment
When a County employee leaves the employment of the County, the group health insurance
plan will terminate on the last date for which the employee is actively (physically)
employed. Extended coverage will be offered to all terminated employees and
dependents in compliance with the provisions of the Consolidated Omnibus Budget
Reconciliation Act (COBRA). A Certificate of Group Health Plan Coverage shall be
mailed to all terminated employees in compliance with the Health Insurance
Portability Accountability Act (HIPPA).
24- C. Leave of Absence

NEW CHILD BONDING LEAVE (FMLA):
An employee on an approved leave of absence may continue coverage under the group health
plan by paying contributions as due. Contributions required while on an approved
FMLA leave will be the same contribution required of an active employee. If a leave
is extended beyond the approved FMLA leave the employee will be responsible for
payment of full contributions (both the employee and employer contributions).
FAMILY ILLNESS LEAVE (FMLA):
An employee on an approved leave of absence may continue coverage under the group health
plan by paying contributions as due. Contributions required while on an approved
FMLA leave will be the same contribution required of an active employee. If a leave
is extended beyond the approved FMLA leave the employee will be responsible for
payment of full contributions (both the employee and employer contributions).
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EMPLOYEE SICK LEAVE (FMLA):
(Non-Work related injury) An employee shall be eligible to continue participation in the group
health plan by paying contributions as due. Contributions required while on an
approved FMLA leave will be the same contribution required of an active employee.
,unless eligible under IMRF insurance continuation as described below.
EMPLOYEE SICK LEAVE (NON-FMLA):
(Non-Work related injury) The first thirty days an employee is on an approved unpaid nonFMLA protected medical leave the employee shall be eligible to continue
participation in the group health plan by paying the same contributions required of an
active employee. After thirty days in an unpaid non-FMLA protected status, the
employee shall be eligible to continue participation in the group health plan by paying
full contributions (both the employee and employer contributions). After 90 days in
an unpaid non-FMLA, non-work related medical leave, if the employee is unable to
resume active duty, without any reasonable restrictions, or refuses to return to active
duty with reasonable accommodations provided by the employer, the employee may
be subject to termination of employment.
IMRF DISABILITY:
An employee who takes an approved IMRF disability leave of absence, temporary or
permanent, shall be eligible to continue participation in the group health insurance
plan on the same basis as if the employee were working; providing the employee
was insured under the plan the day before disability began. Pursuant to 215 ILCS
5/367j all municipal employers must offer continuation to the employees who leave
due to disability. Disabled employees must sign up for Medicare Part A and B.
Group insurance will be secondary with employee paying the full premium. The
employee may continue in the plan until whichever of the following occurs first:
1.
2.
3.

The employee terminates participation in the plan
The employee is no longer approved for IMRF disability
The employee becomes eligible for Medicare or Medicaid

SHORT TERM MILITARY LEAVE:
An employee will be eligible to continue in the group health plan by paying the regular active
employee contribution during the leave.

EDUCATIONAL AND OTHER PERSONAL APPROVED LEAVE OF ABSENCE:
An employee on an approved leave of absence not covered by the FMLA will be eligible to
continue coverage in the group plan by paying the full contribution (both employee
and employer contributions).
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PAYMENT OF CONTRIBUTIONS:
Contributions must be paid either by payroll deductions during paid leave periods or by check or
money order payable to Rock Island County Treasurer and mailed to the Human
Resources Department when due. A 30 day grace period is allowed following the
due date for payment of contributions.
If an employee fails to make timely payments, coverage ceases. When an employee on an
approved FMLA leave returns to work, coverage will be reinstated on the same terms
as prior to taking the leave, without any qualifying period , physical exam, or
exclusion of pre-existing condition. For other layoff or leave of absence, if coverage
lapses and the employee returns to active full time employment within three months
of the date the layoff or leave of absence began, coverage will be reinstated upon
return to work. If absence is more than three months and coverage was not
continued, coverage will be deferred until the next January first.
24- D.

Layoff

If an employee is placed in a layoff status because of a reduction in force, insurance will be
continued to the end of the month of layoff if active employee contributions are
made. The employee may continue coverage as entitled under the Cobra Act. Full
contribution from the laid off employee (both the employee and employer
contributions) is required to continue coverage. The first twelve months the
employee will only be required to pay 100% of the premium, the remainder of Cobra
coverage with be paid at 102% of the premium.

24- E.

Retirement

All Rock Island County employees and eligible dependents hired on or after January 1, 2001,
may continue coverage under the active employee group health plan on an optional
basis providing:
* They qualify for immediate receipt of retirement pension benefits from IMRF/SLEP,
and
* Coverage was in effect under the group health plan immediately preceding the day
on which the retirement begins, and
* The employee hired on or after January 1, 2001 has participated in the group
health insurance plan, either as the employee or as the employed spouse, for at
least two (2) years.
*
* Premiums for retirees will be calculated by the following formula: The Retiree
will receive 2% premium subsidy per year of IMRF/SLEP service up to a maximum of
12
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50% of the full premium with the balance of the premium paid by the retiree. This
service credit will be limited to those years earned while employed by Rock Island
County and its entities.
Individuals hired before January 1, 2001, can receive benefits as provided by the policy in effect
immediately prior to this plan i.e., E. Retirement Rock Island County Procedure
Manual dated June 17, 1998, page 49; re: Premiums for continuation of coverage will
be the active employee contribution—providing:
1.
2.

The employee has at least 12 years of Rock Island County Service and is 60 or more
years of age and has participated in the group plan for at least 12 years.
The employee has at least 32 years of service credit with Rock Island County who is
50 years of age or older and has participated in the group health insurance plan for
at least two (2)) years. This amendment to the policy will be a five (5) year review to
see the effects of the retirement age change. On March 18, 2019 this policy
provision will be reviewed and amended to a permanent change in the policy or
reverted back to the original policy in effect prior to March 18, 2014. (March 18, 2014
policy was: The employee has at least 32 years of service credit with Rock Island
County and is over the age of 50 or has at least 35 years of Regular IMRF service
credit and is over the age of 55, IMRF credit is to include converted sick hours for
purposes of determining premiums for continuation of coverage.)
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Section 17 Vacation
Employees will be paid and take vacation under the terms of this plan effective as of their
anniversary date. Employees under this plan shall earn and take vacations based
on their years of service as of each anniversary date in accordance with the following
schedule:
A.

Less than one year of service - 3.077 hours accrued for each full pay period worked maximum of eighty hours of vacation pay.

B.

Four years of service* - 4.6154 hours accrued for each full pay period worked maximum of one hundred twenty hours of vacation pay.

C.

Nine years of service* - 6.154 hours accrued for each full pay period worked maximum of one hundred sixty hours of vacation pay.

D.

Nineteen years of service* - 7.6923 hours accrued for each full pay period worked maximum of two hundred hours of vacation pay.

*Must be continual service to qualify.

Employees will be credited with time worked for purposes of accruing vacation for all hours paid
for vacation, holiday, sick days, personal days, jury duty, bereavement, and comp
time. Any employee who has completed one year of service will be paid for all
accrued but unused vacation at the time of separation from service except as
follows:
Employees who terminate their employment between their fourth fifth and fifth sixth anniversary
year shall be paid vacation based on the accrual rate for two weeks (eighty hours) of
vacation.
Employees who terminate their employment between their ninth and tenth anniversary year
shall be paid vacation based on the accrual rate for three weeks (one hundred
twenty hours) of vacation.
Employees who terminate their employment between their nineteenth and twentieth anniversary
year shall be paid vacation based on the accrual rate for four weeks (one hundred
sixty hours) of vacation.
Use of accrued vacation time may not be used during the two weeks prior to a known and
expressed date of termination, or to extend the employee’s termination date beyond
the last physical date of active employment.
14
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Vacations are not cumulative and shall be forfeited if not used within one year of earning such
vacation. Exception: if staff shortages or scheduling conflicts prevent the employee
from taking vacation with approval of the Finance Committee. Non-union employees
will be allowed to "carry-over” one week of vacation.
Unless prior approval is obtained from the Department Head, Elected Official or appropriate
Committee, the maximum consecutive use of vacation leave shall be eighty hours.
Five days of earned vacation may be taken one day at a time, but the remainder of
the vacation, to the extent possible, will be taken during whole weeks.
Vacations shall be granted at the time requested by the eligible employee providing the type of
work performed by the employee will permit approving requests.
If the nature of the type of work involved makes it necessary to limit the number of employees
on vacation at the same time, the employee(s) with the greatest departmental
seniority shall be given his choice of vacation in the event of any conflict over
vacation periods.
If an employee with one or more years of continuous service is laid off, he shall receive vacation
money that he is entitled to at the time of layoff, or, with the agreement of his
department head, he may postpone receiving his vacation money until the time that
his vacation was scheduled.
Accrual stops on the last date of physical service.

Section 18 Holidays
All offices and departments of County government where the days of operation are subject to
the discretion of the County Board, shall be closed upon the day designated by
Statute to be observed as a holiday. If any of the following holidays should fall on a
Saturday, the preceding Friday will be observed; on a Sunday, the following Monday
shall be considered as the holiday. It is the policy of the County to observe the
following days:
New Year’s Day
Martin Luther King’s Birthday
Lincoln’s Birthday
Washington’s Birthday
Good Friday
Memorial Day
Independence Day
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Labor Day
Columbus Day
Veterans Day
Thanksgiving Day
Friday after Thanksgiving
Christmas Eve
Christmas Day
The day on which members of the House of Representatives are elected

No other day shall be considered unless designated by the Board.
Only active employees shall qualify for Holidays unless otherwise indicated.
Exempt employees required to work on an observed holiday, shall be allowed to take another
day off within a 30 day period following the worked holiday. Holidays are not
cumulative for exempt employees, therefore, if another day off is not taken in lieu of
the worked holiday within the 30 day period, the holiday will be forfeited.
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Policies & Procedures
Policy:
FMLA

Number:

Effective:

500-4

Scope: All employees
Policy
Section 1: General Leaves of Absence
Rock Island County is committed to complying with all applicable provisions of the
federal Family and Medical Leave Act of 1993 (FMLA), as amended, which allows
“eligible” employees to take job-protected unpaid leave (or to substitute appropriate
paid leave if the employee has earned or accrued it), for up to a total of 12
workweeks in a designated 12-month period for any qualifying FMLA reason(s)
identified in the section titled “Leave Entitlement Period” below, or up to a total of 26
workweeks in a single 12-month period to care for a covered service member in
accordance with the section titled “Limitations on FMLA Leave” below. Except for
leave to care for a covered service member with a serious injury or illness, Rock Island
County will use a “rolling” 12-month period measured backward from the date of any
FMLA leave usage for FMLA calculation purposes. An employee on FMLA leave is also
entitled to have health benefits maintained as if the employee had continued to work
instead of taking FMLA leave as long as the employee continues to pay his/her share
of the premiums during the leave period. At the conclusion of the leave, subject to
some exceptions, an employee generally has a right to return to the same position or
to an equivalent position with equivalent pay, benefits, and working conditions.
Section 2: FMLA Compliance
This policy is intended to comply with the Family and Medical Leave Act of 1993 at
29 C.F.R. Part 825, as amended by the Support for Injured Service Members Act of
2008 and the Department of Labor’s rules effective January 16, 2009. Whenever the
provisions of this policy are in conflict with federal or state laws or regulations, the
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provisions of the laws or regulations shall prevail. In the event a collective bargaining
agreement between the County and a certified bargaining unit includes provisions
related to application of the FMLA, the contract provisions shall be followed unless it
is in conflict with federal or state law.
Section 3: Leave Entitlement Period
Except in the case of leave to care for a covered service member with a serious injury
or illness, an eligible employee’s FMLA leave entitlement is limited to a total of 12
workweeks of leave, within a “rolling” 12-month period measured backward from the
date of any FMLA leave usage.
Section 4: Limitations on FMLA Leave
The County shall comply with 29 CFR §825.120(b). Leave to care for a newborn or for
a newly placed child must conclude within 12 months after the date of the birth or
placement of the child. An eligible employee may use intermittent or reduced
schedule leave after the birth to be with a healthy newborn child if approved by the
County Administrator or appropriate Elected Official.
Section 5: Employee Notice Requirements
An employee shall provide sufficient information as to the reason for an absence and
the anticipated duration of the absence so the employer can reasonably determine
whether FMLA leave is applicable. The employee is shall comply with his/her
department’s usual and customary notice and procedural requirements for
requesting leave. If an employee does not comply with the department’s usual notice
and procedural requirements, and no unusual circumstances justify the failure to
comply, approval of FMLA-protected leave may be delayed.
The employee shall provide advance notice when the Family and Medical Leave is
foreseeable. The County requests up to 30 days-notice when an employee has reason
to believe he or she will request leave. In an emergency situation, notice must be
given to the County of the need as soon as possible. An employee requesting family
and medical leave may be requested to provide a written request for leave and
sufficient medical certification to the Human Resources Department. If requested,
such medical documentation shall be returned within 15 calendar days from the date
2
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of the request for information. The failure to timely notify the County of the need for
leave may result in the delay of approved leave until proper notice is received.
Section 6: Certification
The employer may require that an employee’s leave to care for a covered family
member with a serious health condition, or due to the employee’s own serious health
condition that makes the employee unable to perform one or more of the essential
functions of the employee’s position, be supported by a certification issued by the
health care provider of the employee or the employee’s family member. The
employer may also require that an employee’s leave because of a qualifying exigency
or to care for a covered service member with a serious injury or illness be supported
by a certification, as described in 29 CFR §825.309 and §825.310, respectively.
Section 7: Substitution of Paid Leave
Generally, FMLA leave is unpaid leave. However, under 29 CFR §825.207, FMLA
permits an eligible employee to choose to substitute accrued paid leave for FMLA
leave. If an employee does not choose to substitute accrued paid leave, the employer
may require the employee to substitute accrued paid leave for unpaid FMLA leave.
The term “substitute” means that the paid leave provided by the employer, and
accrued pursuant to established policies of the employer, will run concurrently with
the unpaid FMLA leave. Accordingly, the employee receives pay pursuant to the
employer’s applicable paid leave policy during the period of otherwise unpaid FMLA
leave.
Section 8: Continuation of Benefits
The employee's health, dental, and vision coverage in effect at the time family and
medical leave begins will continue unless the employee elects to terminate coverage.
If an employee continues coverage, the employee is responsible for the employee's
portion of the cost. If an employee is receiving compensation while on leave, Rock
Island County will deduct the premium under its normal payroll deduction procedures.
If the employee is on unpaid leave, the employee must pay their portion of the
premium. The employee on unpaid leave must contact Human Resource to make
payment arrangements. If the employee's leave extends for more than 12 weeks, the
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employee will be responsible for payment of the entire health insurance premium in
order to maintain coverage.
•

If the entire month is unpaid FMLA, the employee will not accrue sick time for
that month.

•

The employee will not accrue vacation time if they have more than 1 (one)
hour of unpaid time in the pay period.

•

If a holiday occurs during FMLA and the employee is using a paid source of
time on their scheduled work day prior to the holiday, the employee will
receive holiday pay for that day. However, if the employee’s scheduled work
day prior to the holiday is completely unpaid, the employee will not receive
holiday pay.

•

The employee shall not engage in gainful employment during FMLA leave.
Noncompliance with this restriction or fraud in obtaining FMLA may result in
termination of employment.

Section 9: Employee Reporting, Fitness-for-Duty Certification, and Return to Work
While on an FMLA leave, the employee may be required to provide the County with
periodic reports regarding his/her leave status and intent to return to work. The need
for these reports and the frequency of any required reports will be identified in the
Notice of Eligibility and Rights & Responsibilities form provided to the employee by
the County.
If the circumstances of the employee’s leave changes and the employee is able to
return to work earlier than the date originally anticipated, the employee may be
required to notify the County at least two (2) working days prior to the date he/she
intends to report for work.
Prior to an employee’s return to work from an FMLA leave for his/her own serious
health condition, the employee may be required to provide a fitness-for-duty
certification with regard to the particular health condition that caused the employee’s
need for FMLA leave. Rock Island County may request that an employee provide a
second health care provider certification from a health care provider chosen and paid
4
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for by the County. If the original certification and the second certification conflict, a
third health care provider agreed upon by the County and the employee, and paid
for by the County, will provide a binding opinion. The County may request that an
employee recertify as to the condition of a serious health condition. Rock Island
County may also request notice of an employee's intent to return to work.
At the end of an employee's family and medical leave, he/she will be returned to
his/her former position or to an equivalent job with Rock Island County. If the reason
for the leave was due to the serious health condition of the employee, a return to
work authorization from your physician must be provided to Human Resources
before returning to work. Reasonable accommodation will be made so the employee
can perform essential job functions. If the return to work authorization is not received
in a timely manner, the employee's return to work may be delayed.
Upon expiration of a designated FMLA leave, the employee will be restored to
his/her position or to an equivalent position, if the employee would not have been
terminated during the leave period because of general economic conditions or due
to a restructuring of the department or division. An FMLA leave does not guarantee a
restoration of employment and an employee will be treated the same as any other
employee similarly positioned and actively at work on the date of the reduction in
force and/or restructuring. All benefits, increases, general wage increases, or other
terms and conditions of employment generally applicable to the employee's position
will be restored to them as if they had not been on leave.
Section 10: Failure to Return to Work
The failure of an employee to return to work upon expiration of FMLA leave will be
considered a voluntary resignation unless the employee requests and receives an
additional non-FMLA leave of absence from the County.
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Current policy:
Section 22 General Leaves of Absences – Family & Medical Leave Policy
Rock Island County is committed to complying with all applicable provisions of the federal
Family and Medical Leave Act of 1993 (FMLA), as amended, which allows “eligible”
employees to take job-protected unpaid leave (or to substitute appropriate paid leave
if the employee has earned or accrued it), for up to a total of 12 workweeks in a
designated 12-month period for any qualifying FMLA reason(s) identified in the
section titled “Leave Entitlement Period” below, or up to a total of 26 workweeks in a
single 12-month period to care for a covered service member in accordance with the
section titled “Limitations on FMLA Leave” below. Except for leave to care for a
covered service member with a serious injury or illness, Rock Island County will use
a “rolling” 12-month period measured backward from the date of any FMLA leave
usage for FMLA calculation purposes. An employee on FMLA leave is also entitled to
have health benefits maintained as if the employee had continued to work instead of
taking FMLA leave as long as the employee continues to pay his/her share of the
premiums during the leave period. At the conclusion of the leave, subject to some
exceptions, an employee generally has a right to return to the same position or to an
equivalent position with equivalent pay, benefits, and working conditions.
SCOPE: This policy applies to all Rock Island County employees, except for Elected Officials,
and employees who have been employed by the County for less than 12 months or
who have worked less than 1,250 hours under the principles of the Fair Labor
Standards Act (FLSA) during the 12-month period immediately preceding the
commencement of the leave.
FMLA COMPLIANCE: This policy is intended to comply with the Family and Medical Leave Act
of 1993 at 29 C.F.R. Part 825, as amended by the Support for Injured Service
Members Act of 2008 and the Department of Labor’s rules effective January 16,
2009. Whenever the provisions of this policy are in conflict with federal or state laws
or regulations, the provisions of the laws or regulations shall prevail. In the event a
collective bargaining agreement between the County and a certified bargaining unit
includes provisions related to application of the FMLA, the contract provisions shall
be followed unless they are in conflict with federal or state laws or regulations.
LEAVE ENTITLEMENT PERIOD: Except in the case of leave to care for a covered service
member with a serious injury or illness, an eligible employee’s FMLA leave
entitlement is limited to a total of 12 workweeks of leave, within a “rolling” 12-month
period measured backward from the date of any FMLA leave usage.
LIMITATIONS ON FMLA LEAVE: Leave to care for a newborn or for newly placed child must
conclude within 12 months after the date of the birth or placement of the child. An
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eligible employee may only use intermittent or reduced schedule leave after the birth
to be with a healthy newborn child if the Department Head agrees to such
arrangement. See §825.120(b).
EMPLOYEE NOTICE REQUIREMENTS: An employee shall provide sufficient information, such
as the reason for an absence and the anticipated duration of the absence, for an
employer to reasonably determine whether the FMLA may apply to the leave
request. The employee is also expected to comply with his/her department’s usual
and customary notice and procedural requirements for requesting leave. If an
employee does not comply with the department’s usual notice and procedural
requirements, and no unusual circumstances justify the failure to comply, FMLAprotected leave may be delayed or denied.
CERTIFICATION: The employer may require that an employee’s leave to care for a covered
family member with a serious health condition, or due to the employee’s own serious
health condition that makes the employee unable to perform one or more of the
essential functions of the employee’s position, be supported by a certification issued
by the health care provider of the employee or the employee’s family member. The
employer may also require that an employee’s leave because of a qualifying
exigency or to care for a covered service member with a serious injury or illness be
supported by a certification, as described in §825.309 and §825.310, respectively.
WHILE ON LEAVE: While on an FMLA leave, the employee may be required to provide the
County with periodic reports regarding his/her leave status and intent to return to
work. The need for these reports and the frequency of any required reports will be
identified in the Notice of Eligibility and Rights & Responsibilities form provided by
the County to the employee.
If the circumstances of the employee’s leave changes and the employee is able to return to
work earlier than the date originally anticipated, the employee may be required to
notify the County at least two (2) working days prior to the date he/she intends to
report for work.
FITNESS-FOR-DUTY CERTIFICATION: Prior to an employee’s return to work from an FMLA
leave for his/her own serious health condition, the employee may be required to
provide a fitness-for-duty certification with regard to the particular health condition
that caused the employee’s need for FMLA leave
FAILURE TO RETURN TO WORK: The failure of an employee to return to work upon expiration
of FMLA leave will be considered a voluntary resignation unless the employee
requests and receives an additional non-FMLA leave of absence from his/her
Department Head or Elected Official.
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SUBSTITUTION OF PAID LEAVE: Generally, FMLA leave is unpaid leave. However, under
§825.207, FMLA permits an eligible employee to choose to substitute accrued paid
leave for FMLA leave. If an employee does not choose to substitute accrued paid
leave, the employer may require the employee to substitute accrued paid leave for
unpaid FMLA leave. The term “substitute” means that the paid leave provided by the
employer, and accrued pursuant to established policies of the employer, will run
concurrently with the unpaid FMLA leave. Accordingly, the employee receives pay
pursuant to the employer’s applicable paid leave policy during the period of
otherwise unpaid FMLA leave.
It is the County’s policy that unless otherwise provided for in an applicable collective bargaining
agreement, a Department Head or Elected Official may require employees to
substitute applicable accrued paid leave for unpaid FMLA leave. If the Department
Head or Elected Official does not require employees to substitute applicable paid
leave, an eligible employee may choose to substitute applicable accrued paid leave
for unpaid FMLA leave.

NOTIFYING THE COUNTY OF YOUR NEED FOR FAMILY AND MEDICAL LEAVE
The employee must provide 30 days advance notice when the Family and Medical Leave is
foreseeable. In an emergency situation, notice must be given to the County of the
need as soon as possible. An employee requesting family and medical leave may be
requested to provide a written request for leave and sufficient medical certification to
the Human Resources Department. If requested, such medical documentation must
be returned within 15 calendar days from the date of the request for information. The
failure to timely notify the County of the need for leave may result in the delay of
leave until proper notice is received. If Family and Medical Leave are foreseeable, an
employee is required to try to schedule the Family and Medical Leave so as not to
disrupt operations. The Family and Medical Leave Request Form are available in
Human Resources.
HEAL TH CARE COVERAGE AND OTHER BENEFITS
The employee's health, dental and vision coverage in effect at the time family and medical leave
begins will continue unless the employee elects to terminate coverage. If an
employee continues coverage, the employee is responsible for the employee's
portion of the cost. If an employee is receiving compensation while on leave, Rock
Island County will deduct the premium under its normal payroll deduction
procedures. If the employee is on unpaid leave, the employee must pay their portion
of the premium. The employee on unpaid leave must contact Human Resource to
make payment arrangements. If the employee's leave extends for more than 12
8
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weeks, the employee will become responsible for payment of the entire health
insurance premium to maintain coverage.

ADDITIONAL CERTIFICATIONS AND NOTICES
Rock Island County may request that an employee provide a second health care provider
certification from a health care provider chosen and paid for by the County. If the
original certification and the second certification conflict, a third health care provider
agreed upon by the County and the employee, and paid for by the County, will
provide a binding opinion. The County may request that an employee recertify as to
the condition of a serious health condition at various points in time. Rock Island
County may also request notice of an employee's intent to return to work.
ADMINISTRATIVE PROCEDURES
1.

If the entire month is unpaid FMLA, you will not accrue sick time for that month.

2.

The employee will not accrue vacation time if they have more than 1 (one) hour of
unpaid time in the pay period.

3.

Officially designated County holidays

4.

If a holiday occurs during FMLA and the employee is using a paid source of time on
their scheduled work day prior to the holiday, the employee will receive holiday pay
for that day. However, if your scheduled work day prior to the holiday is completely
unpaid, you will not receive holiday pay.

5.

The employee must not engage in gainful employment during FMLA. Noncompliance
with this restriction or fraud in obtaining FMLA may result in termination of
employment in addition to other rights of the company if that occurs (including
potential recovery of the County’s share of health premiums during FMLA to the
extent not prohibited by law.)

6.

Employees must turn in all completed paperwork to Human Resources.

7.

If an employee requires additional leave after the family and medical leave
entitlement has expired, Rock Island County may, at its sole discretion, grant the
employee additional time away from work.

RETURN TO POSITION AT END OF LEAVE
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At the end of an employee's family and medical leave, he/she will be returned to his/her former
position or to an equivalent job with Rock Island County. Employees who wish to
return to work before their leave is to end, must notify Human Resources at least two
business days prior to the desired return date. If the reason for the leave was due to
the serious health condition of the employee, a return to work authorization from your
physician must be provided to Human Resources before returning to work.
Reasonable accommodation will be made to adapt the job to an employee's
limitations so long as they will result in competent performance of the essential
duties of the job. If the return to work authorization is not received, the employee's
return to work may be delayed until it is received.

If an employee fails to return to work after the employee's approved FMLA request has expired,
the County shall regard this as the employee's resignation.
Upon expiration of a designated FMLA leave, the employee will be restored to his/her position
or to an equivalent position, if they would not have been terminated during the leave
period because of general economic conditions or due to a restructuring of the
department or division of the County. An FMLA leave does not guarantee a
restoration of employment; an employee will be treated the same as any other
employee similarly positioned and actively at work on the date of the reduction in
force and/or restructuring. All benefits, increases, general wage increases, or other
terms and conditions of employment generally applicable to the employee's position
will be restored to them as if they had not been on leave.

If you have any questions regarding this Policy, please contact Human Resources. Family and
Medical Leave forms are available from Human Resources.
FMLA definitions as outlined in the FMLA Act will be used in determining eligibility for leave.

WORK RELATED INJURY
All employees are insured under the Illinois Workers’ Compensation Act which provides
temporary total disability benefits after a three (3) day waiting period. The three (3)
days will be paid retroactively if the absence is fourteen days or more. Employees
may elect to receive accrued sick leave pay for any part of the work related disability
absence. However, sick leave payment will reduce total accrued sick pay hours and
will not be paid in addition to workers’ compensation pay. Employees must report all
incidents to their supervisor as soon as practicable , but no later than 45 days from
the date of the incident.
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SHORT TERM MILITARY DUTY
(National Guard and Military Reserves)
Employees will be given time off work for military duty and will be reinstated when training is
completed. The County will not fire, demote, and deny promotion to or benefits to an
employee based on their Guard/Reserve membership. Employees absent because
of short-term military duty shall be compensated for time lost at their regular rate of
pay. Compensation earned from military duty shall be deducted from the regular rate
of pay.

MILITARY DUTY
Employees who enter military service are eligible for an unpaid leave of absence and certain reemployment rights in accordance with applicable federal laws. Employees who have
been on Military Leave of Absence for a period of up to four years will be eligible for
re-employment after completing military service provided they have been honorably
discharged and apply for re-employment within 90 days after release from active
duty.

DEATH OF A FAMILY MEMBER (BEREAVEMENT)
When death occurs in the immediate family of an employee, who has completed their
probationary period, such employee, upon request, will be excused for any three
normal scheduled days of work immediately following the date of death, provided
employee attends the funeral.
An employee’s immediate family shall include only the following: Spouse, children, parents,
brother, sister, grandparents, step-grandparents, grandchildren, current in-laws,
step-parents, step-children, step-brother, step-sister, and legal guardian. After
making written application thereof, which will show the date of death and relationship
to deceased and the fact that the employee attended the funeral, the employee shall
receive pay on basis of straight time established rate for any scheduled days of work
for which the employee is excused. Employees shall be entitled to an additional day
of bereavement leave if the funeral is more than 500 miles from the County
Courthouse.
EDUCATIONAL LEAVE
An educational leave of absence may be granted unless it is determined that a hardship to the
County will exist if the leave is granted. The period is not to exceed twelve months
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for formal education which is related to an employee’s current position or for which
the County will benefit from the employee’s formal education. The employee will be
reinstated to an open equivalent position at the end of the educational leave if the
employee reports for an assignment at least one week prior to the date that leaves
ends.
JURY DUTY
Employees required to serve on jury duty shall be compensated for time lost at their regular rate
of pay. If compensation is earned as a juror, said compensation shall be deducted
from the regular rate of pay. It is the responsibility of the employee to notify the
County of receipt of jury pay. Failure to report paid jury time may subject the
employee to disciplinary actions, up to and including termination.
If an employee is released from jury duty prior to the middle of their shift, they shall return to
work. If the employee works second shift and is on jury day all day, they should not
be required to report for work. If an employee works third shift and is required to
serve on jury duty, they should not be required to report to their shift that ends on the
same day they are required to report for jury duty.
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Policy:

Electronic Communications & Technology

Number:
600-1

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to provide guidelines regarding the use of Rock Island
County’s electronic communication systems. For purpose of this policy, electronic
communication includes but is not limited to electronic mail, instant messaging,
Internet access, voice mail, audio and video conferencing, and facsimile messages.
This policy has been adopted to protect both employees and the County.
Policy

Section 1: Electronic Communication Guidelines
Employees using County electronic communication systems represent the County of
Rock Island during their use; therefore, such use should reflect only the highest
ethical behavior. Electronic communication is encouraged as an appropriate means
of communication to improve employee productivity. Employees shall adhere to the
following guidelines:
•

Employees should only use county equipment to transmit county-related
electronic communication.

•

Infrequent personal use of electronic communication is permitted when limited in
scope and frequency and approved by the County Administrator. There may be
occasions when personal messages may either be received or sent on e-mail or
voicemail. This is allowed as long as messages are brief, privileges are not abused,
and it does not affect the job performance of the employee or co-workers.
Improper use may result in disciplinary action.

Electronic Communications & Technology 600-1
Section 2: Downloading and Software
Employees shall not download or install on any County computer or network
terminal software or other materials from the Internet or other external sources
(including sound and video files and files attached to e-mail messages), without
taking caution to preclude infection by computer viruses.
•

Software should be removed if it conflicts with departmental hardware or
software, interferes with the ability of other employees to access or utilize the
system, or occupies excessive storage space needed by the department.

•

Any installed software not authorized by the County Administrator is subject to
removal.

Employees shall observe copyright and licensing restrictions of all software
applications and shall not copy software from sources unless authorized by the
County Administrator. Employees shall observe copyright restrictions for all
documents, images, or sounds sent through or stored on e-mail.
Section 3: Public Access / Admissibility
All data and other electronic messages within the County’s system are the property
of Rock Island County. Electronic communication is considered to be a public record
and may be subject to public disclosure in accordance with applicable state and
federal laws. The County of Rock Island reserves the right to review, audit, and
disclose all electronic communication without prior notification to employees. Users
should have no reasonable expectation of privacy in the use of these resources. All
electronic communication systems are subject to all state and federal rules and laws.
Just like paper communications, E-mail is a permanent binding and admissible
“document” in court. External e-mail sent from the County of Rock Island travels on
our electronic stationary and, as such, is the same if it were sent on County
letterhead; therefore, e-mail is subject to the same standards as any other
correspondence.
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E-mail, Internet access, and other electronic communication systems are not
necessarily secure. Employees using the County’s system should assume that their
messages could be intercepted and monitored by unauthorized persons.
Section 4: Passwords
Employees are not to divulge their individual passwords. If users need to share
computer data they should utilize message forwarding, public directories on local
area network servers, and other authorized information sharing mechanisms. To
prevent unauthorized parties from obtaining access to electronic communications,
users shall chose passwords which are difficult to guess. Employees are encouraged
to regularly change their password.
Section 5: Prohibitions
The County of Rock Island’s electronic communication system is not to be used for
unlawful or inappropriate purposes. These prohibited uses include, but are not
limited to:
•

Defamatory, intentionally false, intentionally inaccurate, abusive, obscene,
pornographic, profane, sexually oriented, threatening, racially offensive, or
otherwise biased, discriminating, or illegal material.

•

Sending e-mails under another person’s name or address. With the exceptions
noted in this policy, other users’ e-mail messages should not be read, forwarded,
deleted, or modified without permission.

•

Violating County regulations prohibiting sexual harassment.

•

Viewing any sexually explicit material.

•

Creating offensive or disruptive messages.

•

Restricting or inhibiting other users from using the system or the efficiency of the
system.

•

Soliciting funds.
3

Electronic Communications & Technology 600-1

•

Gambling.

•

Promoting or distributing political messages.

•

Religious promotion.

•

Attempting unauthorized access to data, breaching security, or intercepting any
electronic communication on any system without proper authorization.

•

Infringing on the copyright or other intellectual property rights of third parties or
fraudulent / malicious activity.

Section 6: Employee Rights
Employees who retire, resign, are terminated, or laid off have no right to the contents
of their e-mail messages and are not allowed access to the e-mail system.
Supervisors or management may access an employee’s e-mail if employees are on a
leave of absence, vacation, sick leave, or otherwise unavailable if it is necessary for
County business.
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Prior policy
Section 12 Internet and Email Usage Policy
Employees are cautioned that they should have no expectations of privacy while
using County equipment. Rock Island County reserves the right to use content
management tools to monitor, review, and or block content that violates the rules
and guidelines set forth in this policy.
Internet Usage Policy Statement:
Internet Systems (including computers, Internet accounts, networks, software, electronic mail,
Web home pages, and voice systems) at Rock Island County are provided for the use
by authorized County employees. All employees are responsible for seeing that
these resources are used in an efficient, ethical, and lawful manner. The use of
Internet systems is a privilege, not a right, which may be revoked at any time for
misuse. The following policies relate to their use.
Personal Web Sites and Web logs (blogs) have become a method of self-expression in today’s
culture. Rock Island County respects the right of employees to use the mediums in
their personal time. Examples include but are not limited to Facebook, Myspace,
YouTube, Twitter, blogs, media sites or similar types of online forums. Unless
specifically authorized by Rock Island County, employees are not to use or access any
forms of social media using County resources or personal resources during work
hours. Employees are expected to protect the privacy of Rock Island County, nursing
home residents and its employees, and are strictly prohibited from disclosing nonpublic confidential and protected health information to which employees may have
access. Employees are also expected to avoid making defamatory statements
regarding the activities, vendors, clients, nursing home residents and or personnel of
Rock Island County.
These policies are not to dissuade the user from using their common sense concerning Internet
access and usage. Nor is this policy’s intention to limit necessary personal
communications between employees and outside persons. Rock Island County
internet systems may be used for necessary personal communication. (i.e.
communication with family members, care providers, schools, physician etc.)
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Guidelines:
1.

The Internet systems are owned by Rock Island County and are to be used for related
activities only. All access including the issuing of accounts must be approved by the
respective Elected Official or Department Head. Such authorization will be forwarded
to the Information Systems Director for implementation.
2. Internet systems are to be used only for the purpose for which they are assigned
and are not to be used for commercial, illegal, or social networking purposes.
3. Fraudulent, harassing, sexually explicit images, or obscene messages and/or
materials are not be sent, printed, requested, displayed, or stored. It is also
understood at certain times in certain departments, access to "adult” material may be
required as part of an assignment given. This access will be limited to the scope of
the assignment and such access may be monitored. It is also understood that from
time to time unintentional access to "adult” material may happen, and that the user
should immediately leave that web site. Notice should be given to the Elected
Official or Department Head and Information Systems Director with the URL of all
unintentional access.
It is not acceptable to use the Rock Island County Internet facilities:
•

For activities unrelated to Rock Island County business;

•

For activities unrelated to official assignments and/or responsibilities;

•

For any illegal purpose; including the disclosure of protected health
information.

•

To transmit threatening, obscene or harassing materials or
correspondence;

•

For unauthorized distribution of agency data and information;

•

To interfere with or disrupt network users, services or equipment;

•

For personal, unless authorized, or private purposes, such as blogging,
marketing or business transactions;

•

For solicitation or religious and political causes;

•

For unauthorized not-for-profit business activities; and

•

For any activity meant to foster personal gain.

•

For activities that violate local, state, or federal laws including activities
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such as viewing child pornography, committing fraud, hacking, or
spreading libel or slander.
4. Software or files may not be downloaded from the Internet without approval
from the Information Systems - Systems Administrator and will be scanned for
viruses using appropriate virus scanning software.
5. All information posted to newsgroups, chat rooms, or bulletin boards will be
cleared by the appropriate Elected Official or Department Head. Employees are
expected to protect the privacy of Rock Island County, Nursing Home Residents and
its employees, and are prohibited, unless specifically authorized, from disclosing nonpublic confidential or protected health information to which employees may have
access.
6. Rock Island County reserves the right to monitor every aspect of your Internet
usage and to inspect files on county owned computer and/or data processing related
devices. This includes your usage, downloads, web pages visited, electronic mail, and
any other resources used. There are no facilities provided by Rock Island County for
sending or receiving private or confidential electronic communications. The network
administrators have access to all mail and user access requests, and will monitor
messages as necessary to assure efficient performance and appropriate use.
Messages relating to or in support of illegal activities will be reported to the State’s
Attorney’s Office. Rock Island County reserves the right to remove a user account
from the network.
7. Internet accounts, including E-Mail are to be used by the assigned individual only,
and can only be used by others with the explicit permission of the respective Elected
Official or Department Head.
8. Respect for the legal protection provided by copyrighting and licensing of
programs, data, and other sources of information. Do not distribute or make copies
of software or images without the permission of the copyright holder.
9. Any problems experienced through the use of the County’s Internet resources or
problems with the Internet Service Provider are to be reported to the Information
Systems - Systems Administrator.
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10. Rock Island County makes no warranties (expressed or implied) with respect to
Internet services, and it specifically assumes no responsibility for:
•

The content of any advice or information received by a user outside the agency
or any costs or charges incurred as a result of seeking or accepting such advice;

•

Any costs, liabilities or damages caused by the way the user chooses his/her
departmental Internet access;

•

Any consequences of service interruptions or changes, even if these disruptions
arise from circumstances under the control of Rock Island County.

11. Each Elected Official and Department Head are responsible for budgeting for any
charges or costs associated with providing Internet service and any equipment
needed for Internet Service in addition to those currently being supplied. Additional
E-mail accounts; maintenance fees; etc., are the sole expense of the individual
departments.
Corrective Action
Failure to comply with any or all of the above policies can and may result in termination of
access to Internet services, disciplinary review, termination of employment, criminal
prosecution, civil action, or other disciplinary action by the respective Elected Official
or Department Head as appropriately listed in bargaining unit agreements and as
allowed by law. Rock Island County will review alleged violations of the Internet
Usage Policy on a case-by-case basis. Clear violations of the policy which are not
promptly remedied may result in termination of Internet services for the person(s) at
fault, and referral for disciplinary actions as appropriate.
E-Mail Usage Policy Statement:
E-Mail is one of Rock Island County’s core internal and external communication methods. The
purpose of this policy is to ensure that E-Mail systems used by County staff support
County business functions to their fullest capacity. This policy advises staff and
management of their responsibilities and provides guidance in managing
information communicated by E-Mail. E-Mail Services will be provided to all staff as
authorized by the individual Elected Official or Department Head. To request access,
contact the Information Systems Director for availability and costs.
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Guidelines:
1. E-Mail services, like other means of communication, are meant to be used to
support Rock Island County business. Employees may use E-Mail to communicate
informally with other offices so long as the communication meets professional
standards of conduct. Staff may use E-Mail to communicate outside of Rock Island
County offices when such communications are related to legitimate business
activities and are within their job assignments or responsibilities. Employees will not
use E-Mail for illegal, disruptive, unethical, or unprofessional activities, for personal
gain, or for any purpose that would jeopardize the legitimate interests of Rock Island
County.
2. E-Mail messages are not personal and private. The network administrator will
routinely monitor individual staff member’s E-Mail and will take reasonable
precautions to protect the privacy of E-Mail. However, authorized personnel may
access an employee’s E-Mail:
•

For a legitimate business purpose (e.g. the need to access information when an
employee is absent for an extended period of time);

•

To diagnose and resolve technical problems involving system hardware, software
or communications; and/or

•

To investigate possible misuse of E-Mail when a reasonable suspicion of abuse
exists or in conjunction with an approved investigation.

3. Employees are prohibited from accessing another user’s E-Mail without his/her
permission.
4. E-Mail messages sent or received in conjunction with Rock Island County
business may be released to the public under the Freedom of Information Act; and
require special measures to comply with the Personal Privacy Protection Law. All EMail messages, including personal communications, may be subject to discovery
proceedings in legal actions, and release upon request as per provisions of the
Freedom of Information Act.
5. E-Mail accounts are limited to County employees conducting County business.
No personal E-Mail accounts are to be established using the County’s server and

9

Electronic Communications & Technology 600-1
Internet Service Provider. All E-Mail messages sent using County equipment is to be
via the assigned County E-Mail account.
6. Users must take all reasonable precautions, including safeguarding and changing
passwords to prevent the use of the account by unauthorized individuals.

Record Retention and Management:
Users should archive all E-Mail communications in a timely fashion. If a user needs to retain
information in an E-Mail message for an extended period, he or she should transfer it
from the E-Mail system to an appropriate electronic or other filing system. The
Network Administrator is authorized to archive any information retained in an EMail system that is more than 60 days old. All Freedom of Information Act (FOIA)
and Open Meetings Act (OMA) provisions must be followed. Current statutory
language should be reviewed before disposal or archiving to ensure compliance.
E-Mail created in the normal course of official County business and retained as evidence of
official policies, actions, decisions or transactions are records subject to records
management requirements under specific program requirements.
Records communicated using E-Mail need to be identified, managed, protected, and retained as
long as they are needed to meet operational, legal, audit, research or other
requirements. Records needed to support program functions should be retained,
managed, and accessible in existing filing systems outside the E-Mail system in
accordance with each department’s standard practices.
Examples of messages sent by E-Mail that typically are records that include:
•

Policies and directives,

•

Correspondence or memoranda related to official business,

•

work schedules and assignments,

•

Agendas and minutes of meetings,

•

Drafts of documents that are circulated for comment or approval,

•

Any document that initiates, authorizes, or completes a business transaction,

•

Final reports or recommendations.
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Some examples of messages that typically do not constitute records are:
•

Personal messages and announcements,

•

Copies or extracts of documents distributed for convenience or reference,

•

Phone message,

•

Announcements of social events.

All E-Mail users should:
•

archive E-Mail after applicable records have been filed in a record keeping

system;
•

delete records of transitory or little value that are not normally retained in record

keeping systems as evidence of agency activity.
Corrective Action
Failure to comply with any or all of the above policies can and may result in termination of
access to Internet services, disciplinary review, termination of employment, criminal
prosecution, civil action, or other disciplinary action by the respective Elected Official
or Department Head as appropriately listed in bargaining unit agreements and as
allowed by law. Rock Island County will review alleged violations of the E-Mail Usage
Policy on a case-by-case basis. Clear violations of the policy which are not promptly
remedied may result in termination of E-Mail services for the person(s) at fault, and
referral for disciplinary actions as appropriate.
Software Guidelines
Any and all software to be installed on computer equipment owned by Rock Island County shall
be installed by the Rock Island County Information Systems Department. Unless
approved by the applicable Department Head and Rock Island County Information
Systems Department, personally owned software of the employee’s shall not be
installed on any Rock Island County computer or related device.

Software Licenses

shall be kept in the following manner:
Original:

In a file cabinet file folder with Installation Software; labeled with department,
model number and serial number
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Three Copies: Information Systems; County Auditor; and the department where installed.
The County recognizes that some departments install their own software such as Circuit Clerk,
State’s Attorney, Court Services, Sheriff and Health Department and when prudent
will consult the Information Systems Department.
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Policy:

Number:
600-2

Bulletin Boards and Solicitations

Effective:

Scope:

All Employees

Purpose:

The ability for employees to post information on a work bulletin board or provide
solicitations to other employees is a privilege and the County would like to allow this
practice to continue – with certain guidelines and restrictions.
Policy

Section 1: Bulletin Boards
Bulletin boards are provided to inform employees of important developments from
the County that will affect the employee or his or her job. Bulletin boards are used by
the County to communicate information to employees and post notices required by
law. Employees must secure prior authorization before posting any notices on bulletin
boards. Because work-related notices of interest and importance regarding County
business will be posted on the bulletin boards, the employer requests that an
employee checks his or her department’s bulletin boards at regular intervals.
Section 2: Solicitations
The solicitation of employees or distribution of materials to employees can interfere
with normal operations of the County, reduce employee efficiency, annoy employees
and citizens, and pose a threat to security. For these reasons, the County limits
solicitation and distribution on the premises.
Individuals who are not employees of the County are prohibited from soliciting
employees or distributing materials to employees on the premises. This includes
soliciting funds or signatures, conducting membership drives, distributing literature or
gifts, offering to sell merchandise or services (except by representatives of vendors or
potential vendors as authorized by the County), or any other similar activity. All
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visitors are strictly prohibited from entering non-public areas unless a supervisor
grants permission.
Employees may engage in limited solicitation and distribution of materials to other
employees, on the premises, subject to the following guidelines. Solicitation or
distribution of materials is prohibited during the working time of either of the
individuals making or receiving the solicitation or distribution. Distribution of
literature in a way that causes litter on County property is prohibited. Off-duty
employees may not return to the premises to solicit or distribute materials to
employees. Bulletin boards, newsletters, and other employer-provided group
communication systems are maintained solely for the County to communicate
information to and from employees, post notices required by law, and for other workrelated purposes. Posting of unauthorized notices, photographs, or other printed or
written materials on those bulletin boards or other communication systems is
prohibited. The County may authorize a limited number of fund drives by employees
on behalf of charitable organizations. Employee participation in such drives is
completely voluntary. As a part of those charitable fund drives, the County may permit
a representative from the charitable organization to make a presentation to
employees. Employees seeking authorization for such a charitable fund drive should
contact the County Administrator.

2
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Policy:

Number:
600-3

Conflicts of Interest

Effective:

Scope:

All Employees

Purpose:

The successful operation and reputation of the County and our employees is built
upon the principles of fair dealing and ethical conduct. The County’s reputation for
integrity and excellence requires careful observation of the spirit and letter of all
applicable laws and regulations, as well as scrupulous regard for the highest
standards of conduct, trust, and personal integrity.
Policy

Section 1: Overview
Employees will conduct business in accordance with the letter, spirit, and intent of all
relevant laws. Employees will refrain from any illegal, dishonest, or unethical conduct.
No public officer or employee shall use or permit the use of County property for
personal convenience or profit, except when such services are available to the public
generally or are provided per policy for the use of such officer or employee in
conduct of official business, as authorized by the County.
No employee shall engage in any business transaction with the County, or have a
financial or other personal interest, direct or indirect, which is incompatible with the
proper discharge of his or her official duties or will tend to impair his or her
independence, judgment or action in the performance of his or her official duties
without having first disclosed the potential conflict of interest. Certain elected
officials and department heads, including the County Administrator, are required to
annually file a State of Illinois Statement of Economic Interest form with the Rock
Island County Clerk. For all other employees, disclosure shall occur prior to a
potential conflict by completing a “County Statement of Economic Interest” form
available in the office of Human Resources. Once completed, that statement will
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become part of the employee’s personnel file and a copy will be delivered to the
County Administrator.
No employee shall disclose or use confidential information of the County to advance
the financial or other private interest of the employee or others.
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Policy:

Number:
600-4

Use of Consultants

Effective:

Scope:

All Employees

Purpose:

The purpose of this policy is to protect the County’s financial interests by restricting
who can authorize consultant use with County money.
Policy

Section 1: Overview
It is in the best interest of the County that all staff and officials obtain authorization
to contact county consultants if that consultation will potentially result in a bill from
the consultant to the county.
Section 2: Authorization
The following people or groups are authorized to contact/hire consultants on behalf
of the County:
•

The County Administrator

•

The County Board Chairperson

•

The County Board (as a whole) or a Committee of the County Board (as a whole)

Department heads or other staff who believe it is in the County’s best interest to
obtain the services of a consultant shall only do so after having obtained approval
from the County Administrator.
Members of County Boards, committees, or other County-sponsored entities that
believe the services of a consultant are in the best interest of the County shall first
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obtain authorization from the County Administrator, County Board Chairperson, or
the County Board as a whole.
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Policy:

Number:
600-5

Personnel Files – Privacy & Access

Effective:

Scope:

All Employees

Purpose:

To provide information to employees and others on what information is maintained
in employee personnel files and who can access that information.
Policy

Section 1: Personnel Files
Necessary job-related and personal information about each employee will be
retained in an official personnel file kept by the Human Resources Director. The
contents of these files will include: basic identifying information (such as the
employee’s name, address and job title); completed employment applications and
other hiring-related documents; notice of pay changes and benefit coverage
information; performance evaluations and information on other employment-related
actions (such as promotions, training course participation, and disciplinary actions);
and other relevant job-related information or documents deemed essential. All
personnel files will be kept in a secured location.
The County will maintain separate personnel and medical files for each employee.
The medical file will contain any and all medical documents such as disabilities,
health problems, worker’s compensation documents, and drug & alcohol testing
documentation.
Essential records of current and former workers will be kept according to law.
Section 2: Inspection
Employees shall have the right to inspect and copy the information contained in their
files. Individuals will be given access to their files only in the presence of
management or his/her designee.
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Access to personnel files, other than one’s own file, is limited to the County
Administrator or Department Head. Department Head access will be restricted to
those employees within their department and then with respect to the medical file
the department head must articulate a valid reason for accessing that file.
No individual member of any Board or Committee, including the County Board, may
obtain access to employee personnel files; however, the County Board or a
personnel-related committee may obtain access to any personnel file by a majority
vote of the Board or Committee.
Section 3: Disclosure
Management reserves the right to seal or remove certain sensitive information,
including third-party references, confidential management documents or plans, and
items related to ongoing security or criminal investigations, before granting access to
a file.
Employees should refer all requests for personnel information concerning applicants,
employees, and past employees to the County Administrator. For further information
on releasing information on past or current employees, please see policy #600.11
“Providing Reference Information for Current or Previous Employees”.
Medical information will only be disclosed to someone other than the employee for
the following reasons:
•

Supervisors and managers may be informed regarding necessary restrictions
on the work or duties of the employee – including reasonable
accommodations;

•

First aid, medical, and safety personnel may be informed, when appropriate, if
the employee’s medical condition might require emergency treatment; and

•

When otherwise required by law (i.e. lawful subpoena from the government).

Section 4: Accuracy and Completeness
Individuals who question the accuracy or completeness of information contained in
their files should bring such matters to the attention of their supervisor. The
supervisor will forward information on the employee’s objections to the County
Administrator who will then determine if any corrections are needed. If it is decided
to retain the disputed information in the file, the employee is entitled to place a brief
statement in the record identifying the alleged errors or inaccuracies.
2
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No County match
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Policy:

Number:
600-6

Mail & Phones

Effective:

Scope:

All Employees

Purpose:

The County recognizes that at times certain personal phone calls are made or
received while at work. Keeping that in mind, it is important to establish a policy on
limiting or prohibiting those calls.
Policy

Section 1: Mail
The use of County envelopes, stationery, or postage/stamps for personal mail is
prohibited.
Section 2: County Phones
Long-distance personal phone calls on County phones are prohibited. If a situation
arises and an employee has to use a County phone to make a personal long distance
phone call, that employee shall as soon as possible after the call notify his or her
supervisor so that arrangements can be made for the employee to reimburse the
County.
Incoming personal phone calls should be limited to brief conversations only. A
supervisor has the right to limit/restrict personal phone calls at any time.

Mail & Phones 600-6
Prior policy
Section 28 Cell Phone Policy
Rock Island County may issue and/or pay individual cellular phones to County representatives
who are required to be in close contact with the County at all times. While cell phones are a
necessary convenience of the business world, we require that our employees follow the
guidelines listed below for their own safety and safety of others. This policy applies to all
individuals who use cellular phones for/or during County business, whether provided by Rock
Island County or the employee.
All Employees are required to be professional and conscientious at all times when using County
phones or personal cell phones used for/or during County business.
•

Usage:
•

•

•

It is Rock Island County’s policy that representatives of our organization who are issued a
cellular phone understand the phones are issued for business use. Employees are
expected to limit personal use on Rock Island County cellular phones.
Employees must also limit the use of 411 or information services. These services should
only be used when an employee is limited by time and resources.
o Cellular phone bills are reviewed monthly, any employee who appears to have
excessive usage of the above restrictions is subject to additional usage reviews.
Driving:

•

•

Rock Island County has a zero tolerance policy regarding using a cell phones at any time
while driving a Rock Island County vehicle or operating heavy machinery owned by
Rock Island County, or your own personal vehicle while on Rock Island County
business, unless a hand-free device is issued and approved by Rock Island County.
For the safety of our employees and others it is imperative that you pull over and
stop at a safe location to dial, receive or converse on the cell phone in any way. This
includes personal or County issued cell phones. Refer to the automobile use policy
for additional information.
Texting:

•
•

Texting is allowed only on those cellular plans that include texting. Otherwise texting on
County cell phones is prohibited.
Texting is strictly prohibited while driving or operating any vehicle or machinery owned
by Rock Island County, or while driving a personal vehicle while on Rock Island
County business.
This includes personal or County issued cell phones.
2
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Rock Island County reserves the right to amend or alter the terms of this policy, or revoke cell
phone privileges of any employee found in violation of the above policy.
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Policy:

Number:
600-8

Dress, Grooming, and Tobacco Use

Effective:

Scope:

All Employees

Purpose:

Because each County employee may be in direct daily contact with the public, how
that employee looks, acts, and speaks reflects back upon the County. It is expected
that employees dress and groom in such a manner as to reflect favorably upon the
County during working hours. Appropriate dress is required for both safety and
public appearance reasons. Employees will maintain their personal appearance,
grooming, and hygiene in a manner appropriate to the task at hand and at all times
befitting a representative of the County. In order to help prevent other employees or
citizens to walk through or into smoke, certain smoking restrictions will apply.
Policy

Section 1: Dress and Grooming
Daily Wear: Employees shall wear appropriate attire as determined by their
Department Head.
Grooming: Employees shall groom themselves so as not to offend a reasonable
person.
Section 2: Jewelry, Body Piercings, and Visible Tattoos
Jewelry and Body Piercings: Jewelry and exposed body piercings shall not create a
safety hazard for the employee or others. Any piece of jewelry or exposed body
piercing shall be removed if a supervisor determines that it creates a safety hazard.
Visible Tattoos: Tattoos are a means for expression and the County does not desire
to limit visible tattoos. What matters most is an employee’s professionalism and
demeanor when dealing with the public. With this in mind, the County will not limit
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the number or type of visible tattoos an employee may have with the exception that
the County cannot allow visible tattoos that a reasonable person would deem
threatening or utterly offensive (i.e. visible swastikas, swear words, or threatening
language). If an employee has visible tattoos that are deemed threatening or utterly
offensive, that employee must cover those tattoos while at work. If the employee is
unable or unwilling to cover the tattoos while at work, disciplinary action is possible.
Section 3: Tobacco
Office buildings and County vehicles are tobacco-free.
Employees shall not smoke outdoors within fifteen (15) feet of any County building
door, window, or ventilation system.

2
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Prior policy
Section 7 Dress Code Policy

Revision Effective 02-21-07
Employees contribute to the feeling and reputation of Rock Island County in the way they
present themselves. A professional appearance is essential to a favorable impression with
customers. Good grooming and appropriate dress reflect employee pride and inspire customer
confidence.
Management reserves the right to determine appropriateness of dress within their department.
Management may make exceptions for special occasions. Rock Island County is confident each
employee will use his or her best judgment in following this policy, however, an employee
unsure of what is appropriate should check with his or her supervisor.
When an employee violates the department’s dress code policy, the supervisor may request the
employee to change into acceptable attire. If the employee does not comply with the dress code
standard of the department, the supervisor may discipline the employee.
1.
2.
3.
4.

Choose clothing that communicates professionalism.
Keep your workday schedule into account when you are dressing.
Please be considerate of co-workers, customers, and visitors.
Good personal hygiene is a must.

Section 16 Smoke Free Facilities
As per state Regulations, a No Smoking policy for all County facilities, excluding the County
nursing home, became effective June 1, 1993. Nursing home This No Smoking policy includes
all vehicles (cars & trucks) and equipment (i.e., highway maintenance equipment such as
graders, cranes, backhoes, plows, mowers, etc.) owned by the County. Rock Island County views
electronic cigarettes (E-cig) in the same manner and they are prohibited from use in all county
facilities.
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Policy:

County Vehicles & Equipment Use & Care

Number:
600-9

Effective:

Scope:

All Employees

Purpose:

County vehicles and equipment are owned by the County and as such there are
certain limitations on their use. The expectations for how an employee operates or
cares for a County owned vehicle may differ from how an employee operates or
cares for his or her personally owned vehicle.
Policy

Section 1: Overview
Under certain circumstances the County provides County owned vehicles or
equipment for employees to use while performing County business. Employees are
expected to use care in the operation, upkeep, and maintenance of County vehicles
and equipment.
Section 2: County Equipment—Use and Care
The use of County owned equipment is for County business only. Employees are
prohibited from using any County vehicle or other County equipment for personal
use.
Unless previously authorized by the employee’s supervisor, County equipment shall
not be stored or otherwise located away from a County-controlled premise (i.e.
employees are prohibited from taking County equipment home).

County Vehicles & Equipment Use & Care 600-9
All County vehicles and property shall be used in accordance with the operating
manual for such equipment (if applicable) and all County equipment shall be handled
with care at all times.
County vehicles shall be driven in a responsible manner including obeying all
local/state laws regulating traffic. Only authorized personnel are permitted inside
County vehicles. If driving a personal vehicle for county business, the employee is
responsible for making sure that vehicle has valid insurance that complies with Illinois
law.
In the event that damage occurs to County property, the employee causing or
noticing the damage shall immediately notify his or her supervisor. If the supervisor
is unavailable for any reason the employee must immediately notify the County
Administrator.
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Prior policy
Section 27 Automobile Usage Policy
A. Rock Island County provides vehicles for business use to allow employees to drive on
County-designated business and to reimburse employees for business use of personal
vehicles according to the guidelines below. The County retains the right to amend or
terminate this policy at any time. (The term “vehicle , as used in these guidelines,
includes, but is not limited to, cars, trucks, backhoes, front-end loaders, graders and any
motorized watercraft.)
• Employees may not drive any County vehicle without prior approval of their supervisor.
The following requirements must be met in order to obtain approval:
o
o
o

Employee must consent or provide documentation confirming a valid driver’s
license to Human Resources Department.
An employee must report any legal or physical change affecting the ability to
drive or their continued insurability to Human Resources Department.
Employees holding positions which require regular driving for County business as
an essential function of the position, as a condition of employment, must be able
to meet the requirements of this policy at all times.

•

Employees who drive a vehicle on County business must, in addition to meeting the
approval requirements above, exercise due diligence to drive safely and to maintain the
security of the vehicle and its contents. Employees are also responsible for any driving
infractions or fines as a result of their driving. This includes parking tickets issued.

•

Non-employees and non-business passengers (i.e., family and friends) are prohibited
from riding in County vehicles not approved for personal use.

•

Personal use must be approved by the County Board. Requests and all necessary
documentation should be submitted to Human Resources for review and then will be
forwarded to the appropriate committee for approval.

•

Employees who use their personal vehicles for approved business purposes will receive a
mileage reimbursement at the rate of two cents less the IRS approved mileage rate for
business travel.
This allowance is to compensate for the cost of gasoline, oil,
depreciation and insurance. Reimbursement is for actual mileage to and from primary
place of employment. No commuting miles will be reimbursed. Employees who operate
personal vehicles for County business shall obtain auto liability coverage for bodily injury
and property damage with a special endorsement for business use, when necessary as
determined by their personal insurance agent. Proof of insurance must be provided to
Human Resources.
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•

Employees must report any accident, theft or malicious damage involving a County
vehicle to their supervisor and the Human Resources Department, regardless of the
extent of damage of lack of injuries. Such reports must be made as soon as possible but
no later than 48 hours after the incident. Employees are expected to cooperate fully with
authorities in the event of an accident. However, employees should make no voluntary
statement other than in reply to questions of investigating officers.

•

Employees who are on call on a 24-hour basis may be allowed to take a County vehicle
home so they can respond as soon as possible. Such employees need to provide written
acknowledgement that they fully understand that the vehicle is used only as part of
emergency response and not for personal use, unless personal use is authorized.

•

Employees are not permitted, under any circumstances, to operate a County vehicle or a
personal vehicle for County business when any physical or mental impairment causes the
employee to be unable to drive safely. Additionally, employees shall not operate any
County vehicle at any time or operate any personal vehicle while on County business
while using or consuming alcohol, illegal drugs or prescription medications that may
affect their ability o drive. These prohibitions include circumstances in which the
employee is temporarily unable to operate a vehicle safely or legally because of
impairment, illness, medication or intoxication.

•

Employees are not permitted to use cell phones for making or receiving calls, unless a
hands-free device is being used. Texting at all, to include checking email, while operating
a County vehicle is prohibited.

•

Seat belts must be used at all times while operating a County vehicle.

•

An employee found in violation of the above policy will be subject to disciplinary action,
up to and including termination.

B. Insurance Liability Certification – Rock Island County owned or leased vehicles are
authorized for use in the performance of essential travel duties related to the completion
of official County business. Every Rock Island County employee who is assigned a
specific vehicle owned or leased by Rock Island County on an ongoing asis shall obtain
and provide certification of liability insurance described below annually to the Rock
Island County Human Resource Director.
All employees who are assigned a County vehicle are reuired to obtain coverage,
referred to as a Non-owned Automobile Insurance Endorsement, a Drive-Other-CarCoverage Endorsement or a Driving Government Vehicle Endorsement, depending on
the insurer.
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To ensure compliance, it has been determined that the Certification of County Vehicle
Assignment Automotive Liability Coverage form will be required annually. This form is
attached. The certification shall be provided during the period July 1 through July 31 of
each calendar year, within 30 days of any new assignment of a vehicle on an ongoing
basis, or upon request of the Rock Island County Human Resource Director.
The certification shall affirm that:
•

The

employee

is

duly

licensed

to

drive

the

assigned

vehicle,

and

•

The employee has liability insurance coverage extending to the employee when the
assigned
vehicle
is
used
for
other
than
official
County
business.

•

Note: Routine commuting between the employee’s residence and first/last location of
County related work is not considered to be official County business.

The employee’s authorization to use the assigned vehicle shall automatically be rescinded upon:
•

The revocation of suspension of the license required to drive the assigned vehicle; or

•

The cancellation or termination for any reason of the automobile liability insurance
coverage
as
required
above;
or

•

Personal use of the assigned vehicle outside of Rock Island County or without prior
written
approval
of
the
Elected
Official
or
Department
Head.

•

Note: All Rock Island County employees providing the required certification shall
immediately notify the Elected Official or Department Head in the event any of these
actions occur.

All peace officers employed by Rock Island County who are primarily responsible for prevention
and detection of crime and the enforcement of the criminal, traffic or highway laws of the
County, and prohibited by Department rule or policy to use an assigned vehicle owned or leased
by the County for regular personal or off-duty use, are exempt from the requirements of this
Section.
Vehicle accidents involving an employee’s use of a privately owned vehicle (on mileage
reimbursement), a County owned vehicle or a County leased vehicle must still be immediately
reported to the Human Resources Department.
C. Automobile Liability Coverage Reimbursement Procedures –

5

County Vehicles & Equipment Use & Care 600-9

Eligible employees: All Rock Island County employees permanently assigned on an ongoing basis a County owned or County leased vehicle.

Reimbursement cycle: Employees may request reimbursement no more than once every
six (6) months. Requests for reimbursement may be submitted no later than 30 days
after the six (6) month effective date of the applicable endorsement policy period.

Reimbursement is restricted to the actual cost of the non-owned automobile liability
endorsement. To apply for reimbursement, eligible employees will need to submit an
itemized receipt showing the specific cost, a copy of the endorsement and proof of
payment. The maximum reimbursement is $100 per six (6) month period. If a six (6)
month premium exceeds the $100 maximum reimbursement, the entire request must be
submitted to the Human Resource Director for evaluation and determination.
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Policy:

Number:
600-10

Employee Code of Conduct

Effective:

Scope:

All Employees

Purpose:

Public service as an employee of the County of Rock Island is a privilege. The County
desires to employ people who serve the public, who protect the trust and confidence
the public has placed in us, and who serve each other as members of the same
County team – always striving for professionalism. The purpose of this policy is to
make

clear

that

high

quality

performance,

honesty,

respect,

reliability,

professionalism, and good judgment are expected traits and behaviors in all County
employees.
Policy
Section 1: The following acts shall be considered unsatisfactory conduct by an employee:
A. Failure to perform the duties of the position because of inadequate knowledge, skills,
or abilities;
B. Absence without supervisory approval or habitual tardiness;
C. Abuse of Sick Leave;
D. Insubordination, refusal, or failure to comply with the proper orders of an authorized
supervisor or refusal to do work assigned by the authorized supervisor;
E. Deliberately causing poor morale or disrespect among fellow employees—by action
or by attitude;
F. Abusive or improper treatment of a citizen, co-worker, or supervisor.
G. Theft, willful destruction, or willful neglect resulting in damage to or loss of County
property;
H. Disregard for safety policies, procedures, reporting requirements, or proper use of
safety gear, clothing, or equipment;
I.

The use of County property for personal use;

J. Use of employee’s official position or authority for personal profit or advantage;
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K. Possession or use of alcohol or illegal drugs while at work.
L. Being under the influence, or pretending to be under the influence, of alcohol, illegal
drugs, or non-prescribed drugs while at work.
M. The employee is careless or negligent with money or property of the County;
N. Conduct unbecoming of a public employee;
O. Willful violation of the provisions of law or the County ordinance, County rules,
County policies, or County procedures while in the performance of duty;
P. Fraud or falsification of any County record or document including the employee’s job
application;
Q. Dishonest, misleading, or deceptive conduct;
R. Circumventing the chain of command;
S. Causing or working unauthorized overtime;
T. Unprofessional appearance;
U. Horseplay or violation of safety rules;
V. Any other offense against a public interest.
Section 2: The acts set out in Section 1 are listed for the employee’s information only and are
not a limitation of the type of acts that may be unacceptable practice by the County.
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Prior policy
Section 6 Rules of Conduct
Any time you find a group of people, you also find they have established certain rules of
conduct which must be followed. Common sense is your best guide to proper conduct. It is
impractical to spell out everything that is expected of you and your co-workers in terms of
honesty, courtesy, and good conduct. Lists of rules cannot possibly cover all situations that may
arise. The following list includes, but does not limit the types of misconduct which may lead to
disciplinary action up to and including discharge.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Dishonesty
Theft
Insubordination or failure to carry out any reasonable instructions issued by a supervisor.
Failure to meet accepted standards of work performance.
Destruction, damage, or misuse of County property or property of fellow employees.
Excessive absenteeism or tardiness; absenteeism or tardiness without cause, notification,
or approval.
Falsification of records including employment applications, time cards, and County
records.
Possession or use of alcohol, narcotics, or controlled substances on County property or
during working hours.
Unauthorized use of firearms or explosive materials or carrying a concealed weapon
while on County property or during working hours.
Gambling
Sleeping during working time.
Unauthorized absence from work during working hours.
Using profane or abusive language in an insulting manner toward fellow employees,
supervisors, or the general public.
Fighting, threatening, or provoking a fight on County property.
Display of items for sale in all County offices and buildings shall be prohibited.
Pictures, posters, and other wall decorations should be in good taste and attached in
such a manner as to not damage County property.
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Policy:

Providing Reference Information for Current or
Previous Employees

Number:
600-11

Effective:

Scope:

All Employees

Purpose:

In order to avoid any potential legal claims against the County, there will be a set
policy for all employees to follow regarding providing reference information for
current or previous County employees.
Policy

Section 1: General Policy
There will likely be a time when someone contacts a current County employee asking
for reference information for a current or previous County employee. Regardless of
whether or not you are being asked to provide information as a representative of the
County or as a “personal reference”, with the exception of employees listed in Section
2 of this policy, no current County employee is authorized to release any information
about a current or previous County employee to anyone conducting a reference or
background check.
Section 2: People Authorized to Release Information
Only the County Administrator or the Human Resources Director or designee are
authorized to release any reference check-related information for any current or
previous County employee.
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Section 3: Information to be Released
As a general rule, the only information to be released during a reference check will
be the employee’s date of hire, last date of employment, rate of pay, and job title.
There may be other times in which it might be appropriate to release additional
information; however, that decision will be made on a case-by-case basis and will be
consistent with then-current state law, federal law, and case law.
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