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PREAMBLE 

 

This Agreement has been made and entered into by and between the County of DuPage 

(hereinafter referred to as the "County") and the International Union of Operating Engineers, 

Local 150, (hereinafter referred to as the "Union"). 

It is the intent and purpose of this Agreement to set forth the parties' entire agreement 

with respect to the wages, hours, and other terms and conditions of employment that will be in 

effect during the term of this Agreement for employees covered by this Agreement; as required 

by the Illinois Public Labor Relations Act.    

 The parties acknowledge their mutual desire to foster harmonious relations between the 

County and the employees represented by this agreement and to establish equitable and peaceful 

procedure for the resolution of differences, to prevent interruptions of work and interference with 

the efficient operation of County operations, and to provide an orderly and prompt method for 

resolving grievances concerning the employees.  

             This Agreement, upon ratification, supersedes all prior Memoranda of Understanding 

(MOUs), and agreements. 

 

 

 

 

ARTICLE 1 

RECOGNITION 

SECTION 1.1  RECOGNITION 

 The Employer recognizes the Union as the sole and exclusive bargaining representative 

in all matters establishing and pertaining to wages and salaries, hours, working conditions and 

other conditions of employment on which it may lawfully bargain collectively for employees 

within the following collective bargaining unit, as certified by the Illinois State Labor Relations 

Board: 

 **INCLUDED 

 All persons employed full-time by the DuPage County in its Department of Public 

Works, Facilities Management Department, and/or Stormwater Management in the following 

classifications: Water/Wastewater Maintenance Worker; Senior Water/Wastewater Maintenance 

Worker; Utility Inspector; Water/Wastewater Maintenance Crew Leader; Lead Heavy 

Equipment Mechanic; Laborer; Senior Meter Reader/Installer, ; Equipment Operator, Principal 

Meter Reader, Grounds Crew Leader, Sr. Grounds Maintenance Worker, Grounds Maintenance 

Worker. . 

 **EXCLUDED 

 All other employees of the County of DuPage, including supervisory, managerial or 

confidential employees. 
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SECTION 1.2  NEW CLASSIFICATIONS 

 The Employer shall notify the Union within fifteen (15) working days of its decision to 

implement any and all new classifications pertaining to work of a nature performed by 

employees within the bargaining unit. 

 

 ARTICLE 2 

MANAGEMENT RIGHTS 

 

SECTION 2.1  MANAGEMENT RIGHTS   

 It is understood and agreed that the County retains all traditional, statutory, and constitutional 

rights and authority to manage and operate the employees of the County in all respects, 

including, but not limited to, all rights and authority exercised by the County prior to the 

execution of this Agreement, except as amended, changed or modified in a specific provision set 

forth in this Agreement.  These rights include but are not limited to the following: 

a) plan, direct, control, and determine all functions, operations, standards and services. 

b) Supervise, direct and evaluate employees; 

c) Establish the qualifications for employment and employ employees; 

d) Establish reasonable work rules, schedules, assignments and assign employees; 

e) Hire, promote, transfer, schedule and assign employees in positions and to create, 

combine, modify, and eliminate positions within the Department; 

f) Suspend, discharge, and take other disciplinary action against employees for just cause 

(with the exception of probationary employees, who may be discharged without cause). 

g) To relieve employees from duty because of lack of work, money or other legitimate 

cause, to determine the size and composition of the working force; 

h) Establish reasonable work and productivity standards and rules of conduct, and, from 

time to time, amend such standards; 

i) Determine whether work and/or services are to be provided by employees covered by this 

Agreement (including which employees) or by other employees or persons not covered 

by this Agreement; 

j) Determine the number of hours of work and shifts per work week and assign overtime; 

k) Maintain efficiency of operations and services of the Department; 

l) Take whatever action is necessary to comply with the State and Federal law; 

m) Secure, change or eliminate methods, equipment, and facilities for the improvement of 

operation and to establish and implement a budget; 

n) Determine the kinds and amounts of services to be performed as it pertains to operations, 

and the number and kind of classifications to perform such services, to include revision, 

combination, addition or elimination of job classifications; determine the methods, 

means, organization and personnel by which operations are to be conducted to include 

services and staffing requirements by program, unit, and division. 

 

However, nothing in this Section shall alter the County’s obligation to bargain with the Union 

over mandatory subjects of bargaining as provided in the Illinois Labor Relations Act and 

relevant case-law. 
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ARTICLE 3 

UNION RIGHTS 

SECTION 3.1  UNION ACTIVITY DURING WORKING HOURS 

 Union activities within Employer facilities shall be restricted to administering and 

negotiating this agreement.  The Stewards or his/her designees shall ask for and obtain 

permission before leaving his/her job in order to conduct Union business.  The Stewards or 

his/her designees will ask for and obtain permission from the Manager of any employee with 

whom he/she wishes to carry on Union business.   

 Authorized agents of the Union shall have access to the Employer’s establishment, 

including remote job sites, during working hours for the purpose of adjusting disputes, 

investigating working conditions, and ascertaining that the Agreement is being adhered to, with 

prior notification to the Operations Level Manager or his/her designee, provided however, there 

is minimal interruption of the Employer’s working schedule. 

 

  SECTION 3.2  UNION BULLETIN BOARD 

 The Employer shall provide a Union bulletin board at each work location.  The board(s) 

shall be for the sole and exclusive use of the Union, such notices shall be limited to Union 

business and notices of a non-controversial and non-political nature.   

 

ARTICLE 4 

UNION DUES/FAIR SHARE CHECKOFF 

SECTION 4.1  DEDUCTIONS 

 The Employer agrees to deduct from the pay of those employees who are Union members 

any or all of the following: 

(A) Union membership dues, assessments, PAC, or fees; 

(B) Union sponsored credit and other benefit programs; 

(C) Voluntary fair share payments 

Requests for any of the above shall be made on a form provided by the Union and shall 

be made within the provisions of the State salary and annuity withholding Act and/or any other 

applicable State statute.   

 Upon receipt of an appropriate written authorization from an employee, such authorized 

deductions shall be made in accordance with the law and shall be remitted to the Union on a 

monthly basis at the address designated in writing by the Union.  The Union shall advise the 

Employer of any increases in dues or other approved deductions in writing at least thirty (30) 

days prior to its effective date.   

 The Union shall certify the current amount of Union deductions. 
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SECTION 4.2  HOLD HARMLESS 

 The Union shall hold and save the employer harmless from any and all responsibility and 

claims in connection with the collection and disbursement of monies under this Article and 

Agreement.   

 

ARTICLE 5 

 HOURS OF WORK AND OVERTIME 

 

SECTION 5.1 WORKDAY AND WORKWEEK   

(A) The workday for bargaining unit employees is eight (8) hours and the workweek is 

forty (40) hours. 

(B) Hours 

1) Except as set forth herein, the hours for bargaining unit employees are 7:00 

a.m. to 3:30 p.m., 6:00 a.m. to 2:30 p.m., or 5:30 a.m. to 2:00 p.m., Monday 

through Friday. 

2) The Employer reserves the right to adjust the hours of work as operational 

needs arise to conduct business in the most efficient manner with twenty-one 

(21) days prior notice to the affected employees.  The Employer agrees that it 

will not change the hours of work arbitrarily and it shall only be for legitimate 

operational needs and for specific job assignments.  The Employer shall not 

adjust the hours of work to avoid paying overtime compensation.   

3) The workweek for current employees shall not be altered from Monday 

through Friday.  However, if the County has a legitimate operational need that 

requires a permanent change to the workweek for new hires, the County shall 

(1) inform the Union of any such proposed change thirty (30) days before it is 

proposed to be implemented and (2) if the Union objects, the parties will meet 

and negotiate the decision to alter the workweek. 

 

SECTION 5.2  LUNCH/REST PERIODS 

(A) Employees shall be granted two (2) fifteen (15) minute paid breaks, one during the first 

half of the workday and one during the second half of the work day.  Employees will be 

allowed to combine these two breaks with prior approval from the supervisor.  Except 

that employees will not be permitted to combine these two breaks at the beginning or end 

of the day as a means to begin later or end early. 

(B) Employees shall be granted a one-half hour unpaid lunch during the midpoint of each 

day.  Additionally, where the requirements of the job dictate that employees work 

through their lunch period, employees shall be allowed to leave work thirty (30) minutes 

early or shall be compensated at the rate of one-half hour of appropriate overtime.  The 

employee shall notify and obtain approval from the supervisor to leave work thirty (30) 

minutes early, such approval shall not be unreasonably denied.   

SECTION 5.3  ALLOWABLE REST PERIOD 

 Employees may work more than sixteen (16) hours in a twenty-four (24) hour period 

without taking an eight (8) hour rest period.  Should an employee reasonably believe that he can 
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work more than 16 hours in a twenty-four-hour period, he shall be permitted to do so.  The 

employee agrees to provide the Employer a minimum of one (1) hour advance notice if he cannot 

continue to work.  If the employee is sent home by the County for an eight (8) hour rest period 

and any part of the eight (8) hour rest period falls within the employee’s normal workday, he 

shall be compensated for those hours.  Should the employee opt to go home for an eight (8) hour 

rest period and any part of the eight (8) hour rest period falls within the employee’s normal 

workday he shall be permitted to use accrued vacation or compensatory time off for those hours. 

SECTION 5.4  OVERTIME COMPENSATION 

The compensation paid employees for scheduled overtime work shall be as follows: 

(A) Except as provided for in this agreement, a bargaining unit employee shall be paid 

at one and one-half his/her regular hourly rate of pay when required to work over 

forty (40) hours in a workweek. 

(B) A bargaining unit employee shall be paid at one and one-half (1 ½) times his/her 

regular hourly rate of pay for all scheduled hours worked on holidays in addition 

to the regular holiday pay.  Bargaining unit members shall be paid two (2) times 

his/her regular hourly rate of pay for all hours worked above eight (8) hours 

worked on holidays.   

(C) For scheduled overtime, all time paid for but not worked, excluding sick leave 

and compensatory time shall be counted as “time worked” for purposes of 

computing overtime compensation. 

(D) Notwithstanding the above, all emergency call outs shall be compensated at the 

applicable overtime rate of pay.   For emergency call outs, employees shall be 

paid at one and one-half (1 ½) times his/her regular hourly rate of pay for all 

hours worked outside his normal workday, defined as 7:00 a.m. to 3:30 p.m., 6:00 

a.m. to 2:30 p.m., or 5:30 a.m. to 2:00 p.m., Monday through Friday.  For 

emergency call outs, all time paid for but not worked shall count as time worked 

for purposes of computing overtime.  For emergency call outs, employees shall be 

paid at time and a half for the first eight hours worked on the actual holiday and 

double time for all hours worked above eight (8) hours worked on the holiday in 

addition to the holiday pay; except that employees that work emergency overtime 

on Thanksgiving, Christmas Day, New Year’s Day, and Independence Day shall 

be compensated at double time for all hours worked on those actual holiday in 

addition to the holiday pay. 

 

SECTION 5.5  OVERTIME DISTRIBUTION 

 The Employer agrees to distribute overtime available to the bargaining unit employees as 

equally as possible amongst those bargaining unit employees who normally perform the work at 

issue within a classification.  The employee working on any job which extends into overtime 

shall have first claim on the overtime.   

 The employment of part-time, temporary, seasonable or non-bargaining unit personnel 

shall not work to deprive regular full-time personnel of opportunities to work overtime.  

However, if the full-time personnel who would have usually worked the overtime refuses it or is 

unavailable, the employer may work part-time, temporary, seasonal or non-bargaining unit 

personnel on said overtime without violating the Agreement. 
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SECTION 5.6  NO PYRAMIDING 

 Compensation shall not be paid more than once for the same hours under any provision 

of this Article or Agreement. 

SECTION 5.7  CALLBACK 

 A “callback” is defined as an official assignment of work which is outside of an 

employee’s regularly scheduled working hours as defined in Section 5.1 of this Article.  

Callbacks shall be compensated for at the appropriate overtime rate of pay, as stated above, for 

all hours worked on callback, with a guaranteed minimum of two and one half (2.5) hours at 

such overtime rate of pay for each callback.  It is expressly agreed that a callback assignment is 

for a specific purpose and the Employer shall not assign employees who complete their callback 

assignment busy work in order to fill the remaining hours.  Compensation will start at the point 

the employee arrives at the designated site to work on the emergency situation.  A continuation 

of the end of a normal workday due to an emergency shall not qualify for the minimum of two 

and one-half (2 ½) hours of pay but shall be paid as overtime pay according to this contract. 

SECTION 5.8  ON-CALL ASSIGNMENTS  

The Employer reserves the right to require and adjust on-call assignments within the 

Department as operations needs dictate.  The designation of on-call shall be decided based upon 

a rotating list, starting in seniority order of employees who normally perform the work at issue. 

Telephones will be assigned to on-call personnel. Personnel will be required to respond to 

emergencies in a fit condition within one (1) hour of any emergency call-out notification.  

Weather conditions and other special considerations will be taken into account for this reporting 

requirement. Each employee designated as on-call shall receive seven (7) hours of pay per week 

at one and one half his or her (1 1/2) regular rate of pay for each week.  Employees may trade 

on-call assignments with prior notice to the Manager. On-call pay shall be eligible to be paid as 

compensatory time as long as all conditions of the Compensatory Time section of this contract are met. 

 

All employees scheduled for seasonal snow on-call duty, time period of November 1 through 

March 31, shall report to work when required to do so. Employees shall respond to the last call 

out notification within 15 minutes, and report to work within one (1) hour of any call out 

notification.  Supervisors may establish a designated shift start time more than one hour after the 

call-out notification. Employees shall be compensated at the rate of seven (7) hours per week 

(one (1) hour per day) at their regular straight time rate of pay for being on-call for snow removal 

duty. 

An employee shall lose one (1) hour of on-call pay per day for a prior approved off-call 

assignment, not responding to the last notification within 15 minutes of the last callout 

notification (unless at a supervisor’s request, they are still requested to respond), not reporting to 

work within one (1) hour of a call out notification or by the designated shift start time, or missing 

an on-call assignment. Missing an on-call assignment will also be subject to the discipline policy. 

An employee receiving On-Call Pay is not eligible to also receive Seasonal On-Call Pay. 
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SECTION 5.9  COMPENSATORY TIME OFF 

In lieu of paid overtime, employees may opt to earn compensatory time off. 

Compensatory blocks shall be for a minimum of one quarter (1/4) hour increments.  

Compensatory time off shall be scheduled and approved the same as vacation time off.  

Employees may not accumulate more than one hundred (100) hours of compensatory time 

between November 1 and October 31st.  On November 1 of every year, all accumulated 

compensatory time over sixteen (16) hours will be paid out. At no time shall an employee have 

more than 100 hours of comp; including the 16 hours carried over   Employees may request to 

cash out their accumulated compensatory time prior to November 1, one time per year.  After 

one hundred (100) hours of compensatory time is accrued between November 1 and October 31st 

, the option to earn over 100 hours of compensatory time off in lieu of paid overtime shall be by 

mutual agreement of the department head and employee. 

 

 

ARTICLE 6 

SENIORITY 

SECTION 6.1  SENIORITY DEFINED 

 Except for purposes of layoff, an employee’s seniority shall be the period of the 

employee’s most recent continuous regular employment with the Employer.  For purposes of 

layoff, an employee’s seniority shall be the period of the employee’s most recent continuous 

employment with the Employer within the bargaining unit. 

 

SECTION 6.2  BREAKS IN CONTINUOUS SERVICE 

 An Employee’s continuous service record shall be broken by voluntary resignation, 

discharge for just cause, retirement, failure to return from a leave of absence and being absent for 

three (3) consecutive days without approval. 

 

SECTION 6.3  SENIORITY LIST 

 Upon the Union’s request, the County will provide the Union with a seniority list setting 

forth each employee’s seniority date.  The County shall not be responsible for any errors in the 

seniority list unless such errors are brought to the attention of the County in writing within 

fourteen (14) calendar days after the Union’s receipt of the list. 

 

SECTION 6.4  PROBATIONARY EMPLOYEES 

An employee is probationary for the first six (6) months of employment.  A probationary 

employee shall have no seniority, except as otherwise provided for in this Agreement, until 

he/she has completed their required probationary period.  Upon such completion, he/she shall 

acquire seniority retroactively from the date of employment.  During this period of probation, no 

grievance may be filed by or on behalf of such employee regarding discharge or discipline.  

Employees who are promoted within the bargaining unit shall not be required to serve an 

additional probationary period. 
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ARTICLE 7 

 LAYOFF AND RECALL 

 

SECTION 7.1  DEFINITION AND NOTICE 

 A layoff is defined as a reduction in bargaining unit jobs.  The Employer shall give the 

Union at least thirty (30) days notice of any layoffs.  Prior to any layoffs, the Employer shall give 

the Union notice of the layoff and agrees, upon request from the Union, to meet and discuss the 

layoffs and consider alternatives to the layoff(s). 

SECTION 7.2  GENERAL PROCEDURES   

In the event of a layoff, employees shall be laid off in inverse order of seniority within 

the following grouping of classifications as defined in Appendix A as defined in Article V. 

However, prior to laying off any bargaining unit employees, all seasonal, temporary, 

probationary, part-time or other non-bargaining unit employees who perform work customarily 

performed by bargaining unit employees shall be laid off or terminated, as the case may be.   

Employees selected to be laid off may bump a less senior employee in another classification as 

defined in Appendix A provided the more senior employee has the present ability and skills to 

perform the available work. 

 

SECTION 7.3  RECALL OF LAID-OFF EMPLOYEES 

The names of laid-off employees shall be placed on a layoff list for twelve (12) months.  

Employees shall be recalled in seniority order and seniority shall be restored.  No part-time, 

temporary, seasonal or other non-bargaining unit employees will be hired to do bargaining unit 

work during this time. If there is a recall in the employee’s job classification, employees who are 

still on the re-employment registry in said job classification shall be recalled in the inverse order 

of their layoffs.  After twelve (12) months on layoff, an employee shall lose his/her seniority and 

will be removed from the layoff list. 

Employees who are eligible for recall shall be given seven (7) calendar days’ notice of 

recall and notice of recall shall be sent to the employee by certified or registered mail with a 

copy to the Union. The employee must notify the Director of Human Resources, or designee of 

his intention to return to work within three (3) days after receiving the notice of recall. The 

County shall be deemed to have fulfilled its obligations by mailing the recall notice by certified 

or registered mail, return receipt requested, to the mailing address last provided by the employee, 

it being the obligation and responsibility of the employee to provide the Director of Human 

Resources, or designee with his latest mailing address. If an employee fails to respond to a recall 

notice his name shall be removed from the re-employment registry. 
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ARTICLE 8 

DISCIPLINARY PROCEDURES 

SECTION 8.1  EMPLOYEE DISCIPLINE 

The Employer agrees with the tenets of progressive and corrective discipline and that it 

shall be imposed only for just cause.  Discipline shall include but not be exclusive of the 

following progressive steps of priority: 

only for just cause.  Discipline shall include but not be exclusive of the following progressive 

steps of priority: 

(A) Oral warning with documentation of such filed in the employee’s personnel file. 

(B) Written reprimand with copy of such maintained in the employee’s personnel file. 

(C) Suspension without pay with documentation of such maintained in the employee’s 

personnel file, with copy sent to Union office. 

(D) Discharge with documentation of such maintained in the employee’s personnel 

file, with copy sent to Union office. 
 

The disciplinary steps may or may not be used in sequential order.  Certain conduct may 

warrant an immediate written reprimand, suspension or termination.  Whenever appropriate, 

prior to actual imposition of written reprimands, suspension without pay, or discharges, the 

employee shall be afforded an opportunity to discuss his/her views concerning the conduct 

causing such disciplinary action.  Such discussion should take place as soon as practicable after 

the supervisor’s action and not be unduly or unreasonable delayed, and the employee shall be 

informed clearly and concisely of the basis for such action.  Furthermore, upon request of the 

employee, a representative of the Union (Steward) shall be allowed to be present and participate 

in such discussions. 

able delayed, and the employee shall be informed clearly and concisely of the basis for 

such action.  Furthermore, upon request of the employee, a representative of the Union (Steward) 

shall be allowed to be present and participate in such discussions. 

SECTION 8.2  RIGHT TO REPRESENTATION  
Prior to the pre-disciplinary discussions with the employee, the employee shall be informed of 

his/her rights to Union representation due to the fact that disciplinary action may be taken. 

SECTION 8.3  USE OF ELECTRONIC SURVEILLANCE 

The Employer agrees that electronic surveillance, including but not limited to GPS 

tracking, surveillance cameras, and other monitoring technologies, will not be used solely for the 

purpose of disciplining employees. 

Surveillance data collected will be used primarily for legitimate business purposes such 

as ensuring employee safety, improving operational efficiency, and protecting company 

property. 

In circumstances where there is evidence of misconduct or policy violations, surveillance 

data may be used as evidence to support disciplinary actions, provided that such use is consistent 

with fair and just cause principles. 
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ARTICLE 9 

 GRIEVANCE PROCEDURE 

 

SECTION 9.1  GRIEVANCE DEFINED                                                                  

A grievance is defined as any dispute or difference of opinion raised by an employee 

against the County involving an alleged violation of an express provision of the Agreement.  

 

SECTION 9.2  PROCESSING OF GRIEVANCE                                                  

The parties acknowledge that it is usually most desirable for an employee and his 

immediate supervisor to resolve problems through free and normal communications.  If, 

however, the informal process does not resolve the matter, the Union may process his grievance 

according to the following procedures in Section 8.3. 

Grievances shall be processed by a Union Steward, the Union on behalf of an employee 

or on behalf of a group of employees or itself setting forth name(s) or group(s) of the 

employee(s).  The Grievant or one Grievant representing a group of Grievants may be present at 

any step of the grievance procedure, and the employee is entitled to Union representation at each 

and every step of the grievance procedure.  The resolution of a grievance filed on behalf of a 

group of employees shall be made applicable to the appropriate employees within that group. 

 

SECTION 9.3  GRIEVANCE STEPS 

 

STEP ONE: MANAGER                 

The Union may submit a written grievance to the employee’s Manager, within ten 

(10) business days of the event giving rise to the grievance or the Union’s reasonable 

knowledge of the events giving rise to the grievance.  The grievance shall contain the 

name of grievant, a complete statement of the facts, and the provision or provisions of 

this Agreement which are alleged to have been violated, and the relief requested. The 

Manager or his/her designee shall schedule a conference within five (5) business days of 

receipt of the grievance to attempt to adjust the matter.  The Manager, or designee shall 

submit a written response within ten (10) business days of the receipt of the grievance, 

unless otherwise agreed to by the parties.  

  

STEP TWO:  DEPARTMENT DIRECTOR  

If the grievance remains unsettled at step one, the Union may advance the written 

grievance to the Director of Department that the member works for within ten (10) 

business days of the response in step one or when such response was due.  The 

Department Director or his/her designee shall schedule a conference within five (5) 

business days of receipt of the grievance to attempt to adjust the matter.  The Department 

Director, or designee, shall submit a written response within ten (10) business days of the 

grievance appeal, unless otherwise agreed to by the parties. 

   

STEP THREE: DIRECTOR of HUMAN RESOURCES  

If the grievance remains unsettled at step two, the Union may advance the written 

grievance to the Director of Human Resources within ten (10) business days of the 

response in step two or when such response was due.  The Director of Human Resources 
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Officer or his/her designee shall schedule a conference within five (5) business days of 

receipt of the grievance to attempt to adjust the matter.  The Director of Human 

Resources or designee shall submit a written response within five (5) business days of the 

grievance appeal, unless otherwise agreed to by the parties. 

   

Pre-Arbitration Meeting:                        

If the grievance is not resolved at Step 3, either party may request a pre-

arbitration meeting to be held with one of the County Board Office’s Administrative 

Chiefs and the Union representative within ten (10) working days following the receipt of 

the Director of Human Resources written answer.  This meeting shall constitute further 

attempts at resolving the issue prior to involving an arbitrator.  The Administrative Chief 

will present the Union representative with a written response as to the outcome of the 

pre-arbitration meeting within ten (10) working days following the meeting. 

 

STEP FOUR:  ARBITRATION       

If the grievance remains unsettled after the response in step three or the Pre-

Arbitration meeting, if scheduled, the Union may refer the grievance to arbitration within 

ten (10) working days of the receipt of the County’s written answer as provided to the 

Union at Step 3 or at which time the written response to Step 3 was due, or after the Pre-

Arbitration if scheduled or when the Pre-Arbitration answer was due.  Such an appeal 

shall be made in writing to the Director of Human Resources. 

The Union and the Director of Human Resources shall attempt to agree upon an 

arbitrator within five (5) working days after receipt of the notice of referral.  In the event 

the parties are unable to agree upon the arbitrator within said five (5) working days, the 

parties shall jointly request the Federal Mediation and Conciliation Service to submit a 

panel of five (5) arbitrators. The parties shall alternatively strike the name of an 

arbitrator, with the party requesting arbitration making the first strike.  The person whose 

name remains shall be the arbitrator, provided that either party, before striking any 

names, shall have the right to reject one (1) panel of arbitrators. 

Both parties agree to attempt to arrive at a joint stipulation of the facts and issues 

as outlined to be submitted to the Arbitrator.  Both parties shall have the right to request 

the Arbitrator to require the presence of witnesses and/or documents.  Each party shall 

bear the costs of its own witnesses. 

Questions of arbitrability shall be decided by the Arbitrator.  The Arbitrator shall 

make a preliminary determination on the question of arbitrability.  If it is determined that 

the matter is arbitrable, the Arbitrator shall then proceed to determine the merits of the 

dispute.  If either party objects, another panel will be requested, and another arbitrator 

selected. The fees and expenses of the arbitrator and the cost of a written transcript, if any, 

shall be divided equally between the County and the Union; provided, however, that each 

party shall be responsible for compensating its own representatives and witnesses. 

Nothing in this Article shall preclude the parties from agreeing to the appointment 

of a permanent Arbitrator(s) during the term of this Agreement or from agreeing that more 

than one grievance may be submitted to the same arbitrator where both parties mutually 

agree in writing. 



15 
 

The Arbitrator shall endeavor to render his/her decision in writing to the parties 

within thirty (30) calendar days following the close of the arbitration hearing or the 

submission date of briefs, whichever is later.  The Arbitrator shall support his/her findings 

with a written opinion.  The decision and opinion shall be based solely on and directed to 

the issue presented.   

The decision and award of the arbitration shall be final and binding to the Union, 

employee(s) and Employer.  Such decision shall be within the scope and terms of this 

Agreement but shall not change any of its terms or conditions. 

 

SECTION 9.4  LIMITATION ON AUTHORITY OF ARBITRATOR   

 The arbitrator shall have no right or authority to amend, modify, ignore, add to, or 

subtract from the provisions of this Agreement.  The arbitrator shall consider and decide only the 

question of fact as to whether there has been a violation, misinterpretation or misapplication of 

the specific provisions of this Agreement.  The arbitrator shall only be empowered to determine 

the issue raised by the grievance as initially presented in writing and shall have no authority to 

make a decision on any issue not so submitted or raised.  The arbitrator shall be without power to 

make any decision or award, which is contrary to or inconsistent with, in any way, applicable 

laws, or of rules and regulations of administrative bodies that have the force and effect of law.  

The arbitrator shall not in any way limit or interfere with the powers, duties and responsibilities 

of the County which are under law, granted to the County by law, court decisions, or the 

provisions of this Agreement. 

 Any decision and award of the arbitrator shall be final and binding on the County, the 

Union, and the employee(s) involved, unless reversed on appeal in accordance with the 

provisions of the Uniform Arbitration Act and the Illinois Labor Relations Act.   

 

SECTION 9.5  TIME LIMIT FOR FILING 

 The Parties agree that the time limits set forth in this section are of the essence.  No 

grievance shall be entertained or processed unless it is submitted at Step 1 within ten (10) 

working days, if the Union does not reasonably have knowledge of the events giving rise to the 

grievance within ten (10) days.  If a grievance is not presented by the Union within the time 

limits set forth above, it shall be considered “waived” and may not be pursued further.  If a 

grievance is not appealed to the next step within the specified time limit or any agreed extension 

thereof, it shall be considered settled on the basis of the County’s last answer.  If the County does 

not answer a grievance or an appeal thereof within the specified time limits, the aggrieved 

employee may elect to treat the grievance as denied at the step and immediately appeal the 

grievance to the next step.  The parties may by mutual agreement in writing extend any of the 

time limits set forth in this Article. 

 No member of the bargaining unit shall have any authority to respond to a grievance 

being processed in accordance with the grievance procedure set forth in this article.  Moreover, 

no action, statement, agreement, settlement or representation made by any member of the 

bargaining unit shall impose any obligation or duty or be considered to be authorized by or 

binding upon the County unless and until the County has agreed thereto in writing.   
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SECTION 9.6  GRIEVANCE FORMS                                                                     

The written grievance required under this Article shall be on a form which shall be 

provided by the Union.  It shall contain a statement of the Grievant's complaint, the section(s) of 

this Agreement that have been allegedly violated, the date of the alleged violations and the relief 

being sought.  The form shall be signed and dated by the Grievant and/or his/her representative.  

An improper date, section citation or other procedural error shall not be grounds for denial of the 

grievance. 

 

SECTION 9.7  SETTLEMENTS AND TIME LIMITS                                           

Any grievance not appealed to the next succeeding step in writing and within the 

appropriate number of work days of the Employer's last answer will be considered settled on the 

basis of the employer's last answer and shall not be eligible for further appeal, except that the 

parties may, in any individual case (except discharge cases), extend this limit by unilateral 

written notice. 

 

SECTION 9.8  UNION STEWARDS                                                                      

Two (2) duly authorized bargaining unit representatives shall be designated by the Union 

as the Union Stewards.  Two (2) duly authorized bargaining unit representatives shall be 

designated by the Union in each department as the Alternate Steward.   The Alternate Stewards 

shall only act in the place of the Union Stewards when the Union Steward is absent.  The Union 

will provide written notice to the Employer to identify all Stewards. 

  

 

ARTICLE 10 

 HOLIDAYS 

 

SECTION 10.1  GENERAL INFORMATION                                                   

Holidays are: 

New Year’s Day  Martin Luther King Day 

Christmas Day  Memorial Day   

Thanksgiving Day  Independence Day   

President’s Day  Labor Day    

Columbus Day  Day after Thanksgiving  

Veterans Day        Juneteenth 

 

If the Employer declares any additional dates as observed holidays, such date(s) shall be 

considered holiday(s) for all bargaining unit employees.  If the employer declares any reduced 

dates as observed holidays, such dates shall be reduced holidays for all bargaining unit 

employees. 

 

SECTION 10.2  SPECIFIC APPLICATIONS                                                        

 When a holiday falls on a Saturday, it will be observed on the preceding Friday.  When a 

holiday falls on a Sunday, it will be observed on the following Monday.    
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SECTION 10.3  HOLIDAY PAY 

 All employees shall receive eight (8) hours pay for each holiday.  Employees who 

perform work on a holiday shall additionally be compensated at time and one half (1 ½) their 

regular rate of pay for the first eight (8) hours of time actually worked on such holiday, with a 

guaranteed minimum of two and one half (2.5) hours should an employee be called out on a 

holiday; except that any employee that is called out to work on an emergency basis on 

Thanksgiving Day, Christmas Day, New Year’s Day or Independence Day shall be compensated 

at double their regular rate of pay for all hours worked on the actual holiday.  The employee will 

be paid double time for all hours worked above the eight (8) hours of work on the holiday. 

 Eligibility Requirements: To be eligible for holiday pay, an employee must work in the 

week in which the holiday falls and must work his/her full scheduled workday immediately 

preceding and following the holiday unless with the prior approved time off request by the 

Manager or designee. Exceptions for medical or other emergencies may be granted at the 

Manager or designee’s discretion. A doctor’s note or other proof of emergency may be required. 

 

SECTION 10.4 PERSONAL DAYS 

 As part of this bargaining process, the County and the Union have agreed to waive the 

paid leave for all workers act in favor of the Personal Days Policy as described below. 

(A) Except in the case of initial hiring, eligible employees shall be awarded five (5) 

personal days per year. The personal days may be taken at any time during the 

calendar year.  Employees must give a minimum of twenty-four (24) hours 

advance notice for approval of time off to the Department Head or Supervisor, 

where practicable. 

 

(B) During the first calendar year of employment the employee shall be awarded 

personal days on a pro-rated basis after passing the six-month probationary 

period.  The following schedule shall apply: 

 

Probationary Period Ends Eligible For  

     January – February 5 Days 

     March- April  4 Days 

     May – June                      3 Days 

    July - August  2 Days 

    September - October 1 Day 

    November - December  0 Days 

 

(C) An employee who separates employment with the County will not receive 

payment for unused Personal Days.  Personal Days may not be carried 

over to the next year. 
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(D) Personal Days may be used in a minimum of one quarter (1/4) hour   

increments. 

(E)  Eligible part-time employees will receive personal days at a proportional   

 rate, based on the number of hours they are regularly scheduled to work. 

 

SECTION 10.5 AUTHORIZED CLOSINGS  

 On the days when the County Board declares an emergency and allows employees to go 

home early with pay, or stay at home with pay, bargaining unit employees who are not given the 

time off shall be granted compensatory time at straight time for all hours actually worked during 

their shift.  

 

 

 

 

 

      ARTICLE 11 

 VACATIONS 

 

SECTION 11.1  VACATION  

All employees shall be eligible for a paid vacation time after completion of six (6) 

months of consecutive service in the bargaining unit in accordance with the following schedule.      

      

YEARS OF CONTINUOUS SERVICE 
VACATION DAYS 
PAID ANNUALLY 

HOURS PER 
WORK WEEK 

ACCRUED 
HOURS PER 

MONTH 

0 through the completion of the fourth 
(4) year 

10 Days 40.0 Hours 6.67 Hours 

Beginning of the fifth (5) year through 
the completion of the Ninth (9) year 

15 Days 40.0 Hours 10.00 Hours 

Beginning of tenth (10) year through 
completion of the Nineteenth (19) year 

20 Days 40.0 Hours 13.33 Hours 

The beginning of the twentieth (20) 
year or more 

25 Days 40.0 Hours 16.67 Hours 

 

If the DuPage County Board adopts a policy allowing more than 25 vacation days 

annually to its non-union employees, then Local 150 DuPage County employees shall receive the 

additional vacation days under the terms established by the county for the non-union employees, 

such as required years of service.  

 

SECTION 11.2  VACATION USAGE 

(A) Vacation will be accrued on a monthly basis but calculated and credited in advance for 

each calendar year in January for all bargaining unit employees.  Should an employee’s 

employment be terminated (voluntarily or involuntarily) prior to December 31 of any 

given year and the employee has used all of his or her vacation time in advance of it 

actually accruing on the monthly basis, the employee will be responsible for reimbursing 

the County for all time used, but unearned.  The reimbursement for all vacation time used 

but unearned will be deducted from the final pay check that is to be issued to the 
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employee.   

(B) Upon separation, vacation paid after the last day worked shall not be used to extend an 

employee’s length of service. 

(C) Vacation time shall not accrue during an unpaid leave of absence. 

(D) Employees who have been rehired shall accrue vacation time as of their rehire date, 

unless the employee is separated for less than thirty (30) days or as a result of layoff.  In 

that case, if the separation is less than thirty (30) days or as a result of a layoff, the 

accrual shall continue from the original date of hire. 

(E) Vacation may be used in increments of four (4) hours or more.  Vacation requests to take 

vacation in less than four-hour increments will be considered by management on a case-

by-case basis and may not require twenty-four-hour advance notice.  Employees seeking 

to take vacation in duration of one (1) week or more shall provide the Employer with a 

minimum of one (1) week prior notice.  Employees seeking to take vacation in duration 

of less than one (1) week shall provide a minimum of twenty-four hours advance notice.  

All vacations must be approved by the Manager, such approval not to be unreasonably 

withheld.  Vacation is to be scheduled in such a way that temporary help is not required 

and overtime payments are not needed.   

(F) Employees may carry over up to ten (10) days of vacation from one year to the next, not 

 to exceed ten (10) days, according to their normally scheduled bi-weekly hours.  Any 

 unused vacation time above the ten (10) day carryover maximum allowed, will be 

 forfeited at the beginning of the following calendar year. 

(G) Once an employee has completed five (5) years of continuous service, they may elect to 

receive monetary payment for up to five (5) days or 40 hours of their earned vacation 

accrual at full value, in full day increments.  Upon completion of fifteen (15) years of 

continuous service, an employee may elect to receive monetary payment for up to ten 

(10) days or 80 hours of their earned vacation accrual at full value, in full day increments.   

(H) If an eligible employee elects to sell vacation time, the “pay date” determines the 

calendar year.  For example, if an employee is requesting a payment at the end of the 

year, (December), the “pay date” is the following calendar year (January).  An employee 

will not receive this payment if the vacation time is unearned. 

(I)  Vacation pay shall be paid at the rate of the employee’s regular straight-time hourly rate 

of pay in effect for the employee’s regular job classification on the pay date immediately 

preceding the employee’s vacation. 

 

SECTION 11.3  ACCUMULATED VACATION AT SEPARATION                

(A) For an employee that has completed one (1) year or more of service, upon separation or 

layoff the employee will receive monetary compensation for any accrued, unused 

vacation time. 

(B) Upon separation, employees will receive monetary compensation for all earned vacation 

time which consists of the number of vacation days currently accrued based on the 

employee’s years of service and a maximum of 10 days of banked vacation time.  

According to the policy, this amount shall not exceed a maximum of 35 days.  Employees 

will receive any earned vacation payout on their last paycheck. 

(C) In the event of the employee's death, compensation for all unused vacation allowances 

shall be paid to his/her beneficiary. 
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(D) Upon separation, an employee shall be paid for all unused, accrued vacation time based 

on the employee’s current rate of pay. 

 

 

 ARTICLE 12 

 SICK LEAVE 

 

SECTION 12.1  SICK LEAVE 

 All full-time employees covered by this Bargaining Agreement, who have completed one 

(1) month of continuous service in the bargaining unit, shall be entitled to sick leave.  Sick leave 

will be calculated at 1/10 of the normally scheduled bi-weekly work hours.  All employees 

covered in the bargaining unit will accrue (8) sick days annually.  Sick time credits will accrue at 

a rate of 5.33 hours monthly.   

 A doctor’s note may be required of an employee who is out for three (3) or more days, at 

the discretion of the Department Head.  If a Department Head does not consider the evidence 

submitted as adequate for the use of sick time, additional documentation may be required.  If this 

additional documentation is not supplied, the request for sick time shall be denied and the time 

shall be coded as without pay.  The time without pay may include a preceding or following 

designated holiday or vacation.  Any employee determined by the Department Head or 

Supervisor to be abusing sick time shall be subject to disciplinary action, up to and including 

termination. 

Sick time hours accrued and banked, may be used during the course of employment for 

the employee’s own health condition or to care for an immediate family member who requires 

the employee’s care or other reasons stated within the Policy handbook. 

 Upon ratification, all sick time hours accrued, unused, and banked will be frozen for 

purposes of eligibility for monetary compensation.  The accrued sick time will continue to be 

eligible for pay based on years of service at time of separations, as outlined in this Agreement. 

Employees who have been rehired shall accrue sick time as of their rehire date, unless the 

employee is separated for less than thirty (30) days as a result of layoff or employer-initiated 

separation.  In that case, if the separation is less than thirty (30) days, the accrual shall continue 

from the original date of hire. 

 Sick time earned after ratification of this Agreement, may be accrued up to a maximum 

of 120 days.  This bank will be maintained separately from sick time banked prior to ratification.  

This bank may be used to obtain service credit to the full extent allowed by the Illinois 

Municipal Retirement Fund. 

 

Employees hired prior to November 1, 2005:  

A. Once an employee accrues thirty (30) days of sick time, they have the option to receive 

monetary compensation for up to five (5) days of sick time, one time per calendar year, at 

the payout percentage based on their length of service as indicated in the Payout Table 

below. 

B. Upon separation or layoff, the employee has the option to either: receive monetary 

compensation for accrued, unused sick time, based on the Sick Time Payout Table below; 

or to obtain service credit to the full extent allowed by Illinois law and IMRF policies, if 

any. 
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Years of Completed Continuous Service Monetary Compensation Percentage Rate 

5 through 7 years 50% 

8 through 10 years 67% 

11 through 15 years 75% 

16 years or greater 100% 

 

 For employees hired after November 1, 2005:  For an employee who has completed eight 

(8) years of service, upon separation or layoff, the employee will have the option to either: 

receive monetary compensation for accrued, unused sick time at 50% of the value no more than 

one time per calendar year; or to obtain service credit to the full extent allowed by Illinois law 

and IMRF policies. 

 

 Employees may not request or be paid for any sick time that has not yet been earned. 

 

 Payout For Accrued Sick Time 

 Effective August 13, 2024, employees that have accrued sick time with monetary value 

may request a payout for a portion, or all, of this accrued sick time benefit without submitting a 

notice of separation from the County, as follows: 

a. Employees hired up to and including November 1, 2005, are eligible for payment of 

accrued sick time earned prior to December 1, 2011, at a rate of 100% of their current 

payrate. 

b. Employees hired after November 1, 2005, are eligible for payment of accrued sick 

time earned prior to December 1, 2011, at a rate of 50% of their current payrate. 

c. A Request for Payment of Accrued Sick Leave – PRE-FY12 Sick Bank form must be 

completed and submitted to receive this payout. 

d. A request for payment of accrued sick leave may be made up to four (4) times per 

year and will be processed on the last pay period of each quarter of the calendar year 

(last pay period of March, June, September and December). 

 

SECTION 12.2  SICK TIME PROCEDURES 

Sick leave may be granted in minimum one quarter (1/4) hour blocks for any of the reasons listed 

below and sick leave can only be used for an approved absence that falls under the following 

guidelines:  

• Illness or injury of employee or employee's dependent or family, 

• Emergency medical or dental care. 

• Exposure to contagious disease and possible endangering of others by attendance on 

duty. 

• Preventative care. 

Employees shall notify the Supervisor or his designee of his/her intent to use sick time prior 

to the employee’s start time.  Notice to the Supervisor or his designee should continue at the 

beginning of each work shift for which the employee is unable to report to work, unless 

otherwise directed by the Employer. 
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Sick leave shall not accrue during any unpaid leave of absence. 

 

SECTION 12.3  DONATED SICK TIME 

A.)  Donating Sick Time.  A bargaining unit member may donate accrued and unused sick time 

to any other Local 150 bargaining unit member who has been approved to receive donated 

sick time as long as the donating bargaining unit member retains a sick leave balance of at 

least 40 hours after deduction of the hours offered for donation. 

 

B.) Use of Donated Sick Time 

a. A bargaining unit member receiving donated sick time shall be paid at their regular rate 

regardless of the rate of pay of the employee donating such leave. 

b. Sick time shall be deducted from donating bargaining unit members in the order donated 

and shall be credited to the receiving bargaining unit member’s account on pay day up to 

the amount necessary for the bargaining unit member to be paid their regular two weeks’ 

pay.  No sick time shall accumulate in the account of a receiving employee or be 

converted to cash or compensatory time.  Any sick time donated by a bargaining unit 

member that is not used shall remain in the account of the donating bargaining unit 

member. 

c. A bargaining unit member using donated sick time shall be in active pay status and shall 

accrue sick time and be entitled to any other benefits they would normally receive.  All 

sick time or other paid leave provided to, or accrued by, a bargaining unit member while 

using donated sick time shall be used in the following pay period first before donated 

sick time is used. 

d. A bargaining unit member approved to receive donated sick leave shall be eligible to 

receive such leave until the bargaining unit member: 

i. Returns to full duty; or 

ii. Exhausts all donated leave; or 

iii. Has been on donated sick leave for a total of six months. 

 

Bargaining unit members absent from work and receiving donated sick leave may not work, 

perform services, receive, or earn compensation for or from any other entity, including the 

bargaining unit member’s own business, from the beginning of such absence until the 

employee returns to work.   

 

C.) Donated Sick Leave 

a. A bargaining unit member requesting the use of donated sick time must submit a Request 

to Receive Donated Sick Time Form, to the Human Resources Department along with a 

written certification from a health care provider of the employee’s serious health 

condition, on a Health Certification Form, and an estimated date of the bargaining unit 

member’s return to full duty, must be attached to the request. 

b. Upon approval of a request for donated sick time, Human resources shall complete a 

Notice to Donate Sick Time and forward copies to each bargaining unit members. 
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c. Bargaining unit members wishing to donate sick time to a fellow bargaining unit member 

eligible for donation shall complete their portion of the Notice to Donate Sick Time, sign 

and date it (including the time of signature) and return it to Human resources. 

d. Human Resources shall confirm the bargaining unit members wishing to donate sick time 

have sufficient balance to do so and shall allocate sick time pursuant to this Article.  

 

 

ARTICLE 13 

 LEAVES OF ABSENCE 

 

SECTION 13.1  PERSONAL LEAVE OF ABSENCE  

 All employees covered by this Bargaining Agreement shall receive Personal 

Leave equivalent to the provisions adopted within the DuPage County Board Employee 

Policies and Guidelines, and all applicable County Board Resolutions through the length 

of the contract. (See Appendix D) 

SECTION 13.2  BEREAVEMENT/FUNERAL LEAVE      

 All employees covered by this Bargaining Agreement shall receive 

Bereavement/Funeral Time equivalent to the provisions adopted within the DuPage 

County Board Employee Policies and Guidelines, and all applicable County Board 

Resolutions through the length of the contract. (See Appendix E) 

 

SECTION 13.3  FAMILY AND MEDICAL LEAVE (FMLA)    

 The Employer will comply with all Federal and State laws in granting Family 

Medical Leave, and may take any actions not inconsistent with such laws or the terms of 

this Agreement. (See Appendix F) 

SECTION 13.4  JURY DUTY LEAVE  

      Any employee who is subpoenaed as a result of his regular job duties, or 

otherwise required to serve on a jury (except if the employee is a party to a non-work-

related litigation) shall be excused from work without loss of regular straight-time pay for 

the days or portions thereof on which the employee must be present for such service and 

on which the employee would have otherwise been scheduled to work.  The employee 

shall submit documentation evidencing that he/she appeared and served as a juror and 

shall remit any witness fee in order to receive pay for such jury service.  The employee 

may retain any money received to cover travel, meal, and /or lodging expenses.  (See 

Appendix G) 

 

SECTION 13.5  MILITARY LEAVE                                                                      

 Employer agrees to comply with all applicable Federal and State laws relative to 

Military service of employees.  (See Appendix H)  
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SECTION 13.7 PARENTAL TIME 

All employees covered by this Bargaining Agreement shall receive Parental Time 

equivalent to the provisions adopted within the DuPage County Board Employee Policies 

and Guidelines, and all applicable County Board Resolutions through the length of the 

contract. (See Appendix I)  

 

ARTICLE 14 

HEALTH INSURANCE 

 

 All employees covered by this Bargaining Agreement shall continue to be eligible 

to receive the same health, life, dental and other insurance benefits at the same 

employee/dependent premium cost(s) as a majority of all other DuPage County 

employees.  In no event will Bargaining Unit employees pay more in premiums or co-

pays, or receive less health, life, or dental benefits than a majority of all other DuPage 

County employees. 

 

 

ARTICLE 15 

 EMPLOYEE TRAINING AND EDUCATION 

 

SECTION 15.1 TRAVEL/BUSINESS REIMBURSEMENT 

 All employees covered by this Agreement shall receive Travel/Business 

Reimbursement equivalent to the provisions and guidelines attached as Appendix B.  

Should the Federal or State law(s) change with regard to the travel, business, or mileage 

reimbursement, which subsequently cause a change in the Employer’s policy, such 

change will be provided to the Union within five (5) days of the new policy going into 

effect and shall be incorporated herein upon adoption of the policy by the DuPage County 

Board and shall supersede any old policies that may already be incorporated or included 

herein. 

 

Employees who attend training may mutually agree with his/her supervisor to have the 

start and end of the work day adjusted.   

 

Non-Mandatory training is considered a benefit to the employee and no overtime 

compensation will be provided for the purposes of attending such training opportunities.  

   

SECTION 15.2 TUITION REIMBURSEMENT 

The employees covered by this agreement shall receive tuition reimbursement benefits in 

accordance with the Tuition Reimbursement Policy from the County's Personnel Manual. 

(See Appendix J) 

SECTION 15.3 ADOPTION ASSISTANCE 

The employees covered by this agreement shall receive adoption assistance in accordance 

with the Adoption Assistance Policy from the County's Personnel Manual. (See 

Appendix K) 
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ARTICLE 16 

SAFETY 

 

SECTION 16.1 UNSAFE CONDITIONS 

 Employees who reasonably and justifiably believe that their safety and health are 

in danger due to an alleged unsafe working condition, equipment, or vehicle, shall 

immediately inform their supervisor who shall have the responsibility to determine what 

action, if any, should be taken, including whether or not the job assignment should be 

discontinued. 

 

 

ARTICLE 17 

LABOR-MANAGEMENT MEETINGS 

 

SECTION 17.1 LABOR-MANAGEMENT CONFERENCES 

 The Union and the Employer mutually agree that in the interest of efficient 

management and harmonious employee relations, meetings shall be held between Union 

and Employer representatives when appropriate.  Such meetings shall be scheduled 

within one week of either party submitting an agenda to the other, or at a time mutually 

agreed upon by the parties, and shall be limited to: 

(A) Discussion of the implementation and general administration of this 

Agreement; 

(B) A sharing of general information of interest to the parties; 

(C) The identification of possible health and safety concerns. 

 

 A Union representative and/or Union Steward may attend these meetings.  The 

Employer may assign appropriate management personnel to attend. 

 

SECTION 17.2 PURPOSE 

 It is expressly understood and agreed that such meetings shall be exclusive of the 

grievance procedure.  Such meeting shall be chaired by the Employer representative and 

there shall be no loss of wages for attendance by Union Stewards and/or affected 

bargaining unit employees.  Grievances and arbitrations shall not be discussed at such 

meetings.  

 

 

ARTICLE 18 

UNIFORMS AND EQUIPMENT 

 

 

SECTION 18.1  UNIFORMS/BOOTS 

 The Employer shall provide an eight hundred ($800.00) dollar uniform allowance 

per year for all bargaining unit employees.  The Employer reserves the right to increase 

this compensation amount for new employees upon their initial hiring.  This amount will 

be provided to employees in the first pay period on or after October 1 of every year.   
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SECTION 18.2  PROTECTIVE CLOTHING 

 The Employer shall provide all necessary items of protective clothing and safety 

gear.  In addition, the Employer shall provide up to a three hundred ($300.00) boot 

allowance per year for all bargaining unit employees to facilitate the purchase of 

protective boots.  This will be administered in the form of a direct payment to an 

approved vendor or a reimbursement to the employee after they present a receipt for the 

protective boots purchased.  The reimbursement amount will be the lessor of the amount 

actually spent or three hundred ($300).  At the discretion of the Deputy Director of Public 

Works, Deputy Director of Facilities Management, or Director of Stormwater, funding 

for additional boot replacements may be authorized if it is determined that the safety 

functions of the boot are at issue. 

 Bibs & waders shall be considered protective clothing and safety gear and shall be 

provided for by the County when deemed necessary by the Deputy Director of Public 

Works, Director of Stormwater or Deputy Director of Facilities Management or designee.  

 

SECTION 18.3  PRESCRIPTION SAFETY GLASSES 

 Bargaining unit employees who are subject to assignments or situations 

necessitating protective eyeglasses shall be reimbursed for purchasing prescription safety 

glasses from an employer approved vendor as follows: 

(A) Reimbursement may be made once every two years. 

(B) The Employer shall reimburse one hundred dollars ($100) of the cost for 

one (1) pair of prescriptions safety glasses. 

 

 The Employer further agrees to replace glasses should an employee’s original pair 

become damaged/broken on the job. 

 

 

ARTICLE 19 

 PERSONNEL RECORDS 

 

SECTION 19.1  PERSONNEL RECORDS 

 The personnel record is available during regular business hours for an employee 

and/or his/her designee to review.  An employee must make a request to review his or her 

personnel record in writing and may review their personnel records a maximum of two 

(2) times per year. 

 

SECTION 19.2  RIGHT OF INSPECTION AND COPIES 

 An employee will be granted the right to inspect his/her personnel during working 

time no more than two times per year by written request.  An employee may obtain a 

copy of his/her record upon request to the Director of Human Resources.  Copies shall be 

provided, at no charge to the employee, within two (2) business days.   

 

SECTION 19.3  REMOVAL OF DISCIPLINARY RECORDS 

No disciplinary records will be removed from an employee’s personnel file.  

However, the employer agrees that it will not rely on oral or written reprimands for 

purposes of progressive discipline if the employee has not engaged in the same conduct 

for a period of eighteen (18) months, unless the conduct is of a nature to expose the 

County to liability to third parties like harassment or violence. 
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ARTICLE 20 

 NO STRIKE / NO LOCKOUT 

 

SECTION 20.1  NO STRIKE   

During the stated term of this Agreement, the Union shall not call a strike. 

 

SECTION 20.2  NO LOCKOUT 

During the stated term of this Agreement, the Employer shall not lockout any 

bargaining unit employees. 

 

ARTICLE 21 

NON-DISCRIMINATION 

 

SECTION 21.1  PROHIBITION AGAINST DISCRIMINATION 

 In accordance with all federal, state and local laws regarding Equal Opportunity, 

which includes the Americans with Disabilities Act, neither the County nor the Union 

will discriminate against any employee covered by this Agreement with regard to 

employment, tenure or any other term or condition of employment on the basis of race, 

color, sex, age, religion, creed, national origin, ancestry, marital status, political belief, 

veteran status, or sensory, mental or physical disability.  Employees are also encouraged 

to contact the DuPage County Human Resources Department, or their union 

representative, should they have any concerns regarding potential discriminatory actions.  

An employee who files a charge with an administrative agency cannot also file a 

grievance under this Section regarding the same or similar allegations. 

 

SECTION 21.2  UNION ACTIVITY 

 The Employer and the Union agree that no employee shall be discriminated 

against, intimidated, restrained or coerced in the exercise of any rights granted by this 

Agreement, or on account of membership or non-membership in, or lawful activities on 

behalf of the Union.   

 

 

 

 

ARTICLE 22 

WAGES 

 

SECTION 22.1: MINIMUM SALARIES 

Effective the second full pay period after ratification, the minimum salary for 

each bargaining unit position is listed below in Section 5: Wage Schedule. Each 

employee will be placed at the appropriate step based on their years of service within 

their job classifications as of December 1st 2025. If any bargaining unit employees are 

below the minimum salaries listed in Section 5, the salaries of those employees will be 

adjusted to meet the minimum salary requirements.  
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Years in Position on December 1st 

2025 

Step 

0 - .99 years 1 

1 – 1.99 years 2 

2 – 2.99 years 3 

3 – 3.99 years 4 

4 – 4.99 years 5 

5 – 5.99 years 6 

6 – 6.99 years 7 

Greater than 7 years 7 plus years 

 

 

SECTION 22.2: STEP INCREMENTS 

Bargaining unit employees will progress through the step increments based on 

their years of service within their job classification as of December 1st each calendar year. 

Each step increment represents a pay increase of 1.75% for Steps 1 through 7. Employees 

with over 7 years of service in their respective positions will not receive a step increase. 

Step increments will occur annually on the first full pay period in December beginning 

December 2026. 

 

SECTION 22.3: COST OF LIVING ADJUSTMENT  

Bargaining unit members with less than 7 years of service as of December 1st of 

each calendar year shall receive a 2% cost-of-living increase to their existing wage rates. 

This cost-of-living adjustment will occur during the first full pay period in December. 

Bargaining unit members with over 7 years of service in their respective positions will 

receive a 2.75% increase to their existing wage rates. This cost-of-living adjustment will 

occur annually on the first full pay period in December beginning December 2026. 

 

SECTION 22.4: PROMOTIONS WITHIN BARGAINING UNIT 

Employees who are promoted within the bargaining unit will be positioned at Step 

1 of the new classification, as outlined in Section 5: Wage Schedule. If Step 1 of the new 

classification results in a salary increase of less than 5%, the employee will instead be 

placed at the next highest step in the new classification to ensure a minimum raise of 5%. 
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SECTION 22.5: WAGE SCHEDULE (Subject to rounding for input into Payroll system) 

 
Water/Wastewater Maintenance Crew Leader 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 86,700.00 88,434.00 90,203.00 92,007.00 93,847.00 

2 88,217.00 89,981.00 91,781.00 93,617.00 95,489.00 

3 89,761.00 91,556.00 93,387.00 95,255.00 97,160.00 

4 91,332.00 93,159.00 95,022.00 96,922.00 98,860.00 

5 92,930.00 94,789.00 96,685.00 98,619.00 100,591.00 

6 94,556.00 96,447.00 98,376.00 100,344.00 102,351.00 

7 96,211.00 98,135.00 100,098.00 102,100.00 104,142.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

Lead Heavy Equipment Mechanic 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 86,700.00 88,434.00 90,203.00 92,007.00 93,847.00 

2 88,217.00 89,981.00 91,781.00 93,617.00 95,489.00 

3 89,761.00 91,556.00 93,387.00 95,255.00 97,160.00 

4 91,332.00 93,159.00 95,022.00 96,922.00 98,860.00 

5 92,930.00 94,789.00 96,685.00 98,619.00 100,591.00 

6 94,556.00 96,447.00 98,376.00 100,344.00 102,351.00 

7 96,211.00 98,135.00 100,098.00 102,100.00 104,142.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

Senior Water/Wastewater Maintenance Worker 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 74,970.00 76,469.00 77,998.00 79,558.00 81,149.00 

2 76,282.00 77,808.00 79,364.00 80,951.00 82,570.00 

3 77,617.00 79,169.00 80,752.00 82,367.00 84,014.00 

4 78,975.00 80,555.00 82,166.00 83,809.00 85,485.00 

5 80,357.00 81,964.00 83,603.00 85,275.00 86,981.00 

6 81,763.00 83,398.00 85,066.00 86,767.00 88,502.00 

7 83,194.00 84,858.00 86,555.00 88,286.00 90,052.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

      

 
  Utility Inspector    

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 74,970.00 76,469.00 77,998.00 79,558.00 81,149.00 

2 76,282.00 77,808.00 79,364.00 80,951.00 82,570.00 

3 77,617.00 79,169.00 80,752.00 82,367.00 84,014.00 

4 78,975.00 80,555.00 82,166.00 83,809.00 85,485.00 

5 80,357.00 81,964.00 83,603.00 85,275.00 86,981.00 

6 81,763.00 83,398.00 85,066.00 86,767.00 88,502.00 

7 83,194.00 84,858.00 86,555.00 88,286.00 90,052.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 
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Equipment Operator II 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 74,970.00 76,469.00 77,998.00 79,558.00 81,149.00 

2 76,282.00 77,808.00 79,364.00 80,951.00 82,570.00 

3 77,617.00 79,169.00 80,752.00 82,367.00 84,014.00 

4 78,975.00 80,555.00 82,166.00 83,809.00 85,485.00 

5 80,357.00 81,964.00 83,603.00 85,275.00 86,981.00 

6 81,763.00 83,398.00 85,066.00 86,767.00 88,502.00 

7 83,194.00 84,858.00 86,555.00 88,286.00 90,052.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

Water/Wastewater Maintenance Worker 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 64,770.00 66,065.00 67,386.00 68,734.00 70,109.00 

2 65,903.00 67,221.00 68,565.00 69,936.00 71,335.00 

3 67,056.00 68,397.00 69,765.00 71,160.00 72,583.00 

4 68,229.00 69,594.00 70,986.00 72,406.00 73,854.00 

5 69,423.00 70,811.00 72,227.00 73,672.00 75,145.00 

6 70,638.00 72,051.00 73,492.00 74,962.00 76,461.00 

7 71,874.00 73,311.00 74,777.00 76,273.00 77,798.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

 

Principal Meter Reader 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 67,320.00 68,666.00 70,039.00 71,440.00 72,869.00 

2 68,498.00 69,868.00 71,265.00 72,690.00 74,144.00 

3 69,697.00 71,091.00 72,513.00 73,963.00 75,442.00 

4 70,917.00 72,335.00 73,782.00 75,258.00 76,763.00 

5 72,158.00 73,601.00 75,073.00 76,574.00 78,105.00 

6 73,421.00 74,889.00 76,387.00 77,915.00 79,473.00 

7 74,706.00 76,200.00 77,724.00 79,278.00 80,864.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

 
  Senior Meter Reader    

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 56,100.00 57,222.00 58,366.00 59,533.00 60,724.00 

2 57,082.00 58,224.00 59,388.00 60,576.00 61,788.00 

3 58,081.00 59,243.00 60,428.00 61,637.00 62,870.00 

4 59,097.00 60,279.00 61,485.00 62,715.00 63,969.00 

5 60,131.00 61,334.00 62,561.00 63,812.00 65,088.00 

6 61,183.00 62,407.00 63,655.00 64,928.00 66,227.00 

7 62,254.00 63,499.00 64,769.00 66,064.00 67,385.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 
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  Laborer    

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 51,000.00 52,020.00 53,060.00 54,121.00 55,203.00 

2 51,893.00 52,931.00 53,990.00 55,070.00 56,171.00 

3 52,801.00 53,857.00 54,934.00 56,033.00 57,154.00 

4 53,725.00 54,800.00 55,896.00 57,014.00 58,154.00 

5 54,665.00 55,758.00 56,873.00 58,010.00 59,170.00 

6 55,622.00 56,734.00 57,869.00 59,026.00 60,207.00 

7 56,595.00 57,727.00 58,882.00 60,060.00 61,261.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

 

Grounds Maintenance Worker 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 51,000.00 52,020.00 53,060.00 54,121.00 55,203.00 

2 51,893.00 52,931.00 53,990.00 55,070.00 56,171.00 

3 52,801.00 53,857.00 54,934.00 56,033.00 57,154.00 

4 53,725.00 54,800.00 55,896.00 57,014.00 58,154.00 

5 54,665.00 55,758.00 56,873.00 58,010.00 59,170.00 

6 55,622.00 56,734.00 57,869.00 59,026.00 60,207.00 

7 56,595.00 57,727.00 58,882.00 60,060.00 61,261.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 

\ 

Senior Grounds Maintenance Worker 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 61,000.00 62,220.00 63,464.00 64,733.00 66,028.00 

2 62,068.00 63,309.00 64,575.00 65,867.00 67,184.00 

3 63,154.00 64,417.00 65,705.00 67,019.00 68,359.00 

4 64,259.00 65,544.00 66,855.00 68,192.00 69,556.00 

5 65,384.00 66,692.00 68,026.00 69,387.00 70,775.00 

6 66,528.00 67,859.00 69,216.00 70,600.00 72,012.00 

7 67,692.00 69,046.00 70,427.00 71,836.00 73,273.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 
 

Grounds Crew Leader 

 

Step 

2nd payroll period 

after ratification 

First pay period after 

12/1/2026 

First pay period after 

12/1/2027 

First pay period after 

12/1/2028 

First pay period after 

12/1/2029 

1 82,365.00 84,012.00 85,692.00 87,406.00 89,154.00 

2 83,806.00 85,482.00 87,192.00 88,936.00 90,715.00 

3 85,273.00 86,978.00 88,718.00 90,492.00 92,302.00 

4 86,765.00 88,500.00 90,270.00 92,075.00 93,917.00 

5 88,283.00 90,049.00 91,850.00 93,687.00 95,561.00 

6 89,828.00 91,625.00 93,458.00 95,327.00 97,234.00 

7 91,400.00 93,228.00 95,093.00 96,995.00 98,935.00 
 Employees with greater than 7 years in position   

7+ 2.75% 2.75% 2.75% 2.75% 2.75% 
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Upon ratification of this contract, all Facilities Management Grounds Group Members, and any 

member with 25 years of service represented by this Contract, shall receive a one-time payment 

of two thousand ($2,000) dollars. This payment will not increase the salary of members but will 

be solely a one-time payment. This payment will be reflected on the second full pay period 

following ratification. 

 

SECTION 22.6  EMPLOYEE RETENTION 

 All employees who are eligible for retention benefits covered by this Bargaining 

Agreement shall receive Retention payouts pursuant to the provisions adopted within the DuPage 

County Board Employee Policies and Guidelines, and all applicable County Board Resolutions 

through the length of the contract. (See Appendix L) 

 

SECTION 22.7  RECLASSIFICATION OF SENIOR MAINTENANCE WORKER 

            Upon ratification a current Senior Maintenance Worker in Underground shall be 

reclassified to a Utility Inspector, which will open a Senior Maintenance Worker position. The 

position will be posted through the standard DuPage County Human Resources hiring process 

and will only be available to current employees 

 

SECTION 22.8 RECLASSIFICATION OF GROUNDS LABORER 

            Upon ratification the current Grounds Laborer positions will be reclassified to Grounds 

Maintenance Worker. The Grounds Laborer position will be eliminated. 

 

SECTION 22.9 RECLASSIFICATION OF METER READER INSTALLER 

            Upon ratification the current Meter Reader Installer position will be reclassified to 

Laborer. The Meter Reader Installer position will be eliminated.  

 

 

 

ARTICLE 23 

DRUG AND ALCOHOL POLICY 

 

SECTION 23.1  DRUG AND ALCOHOL POLICY 

 The drug and alcohol policy, in effect for all bargaining unit employees required to have 

a Commercial Driver’s License, is set forth in Appendix C, attached hereto and made a part 

hereof. 

 

SECTION 23.2  FITNESS FOR DUTY 

DuPage County is committed to providing a safe working environment and to protecting the 

health and safety of all employees. If an employee lacks the essential physical and mental 

requirements necessary to perform the essential functions of the job, or poses a significant risk to 

their own safety, safety of co-workers or the safety of the public, they may be referred for a 

fitness for duty evaluation. (See Appendix M) 
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ELIGIBILITY 

All employees under County Board Jurisdiction regardless of employment status. 
 

GUIDELINES 

A. Employees are responsible for managing their health in such a way that they can safely 

perform the essential functions of their job, with or without a reasonable accommodation. 

B. Employees must come to work fit for duty and must perform their job in a safe, secure, 

productive and effective manner during the entire time they are working. 

C. Employees are responsible for notifying their supervisor if they are not fit for duty. 

D. Employees are responsible for notifying their Supervisor, Human Resources 

Representative, Department Head or Director of Human Resources when they observe a 

co-worker acting in a manner that indicates the co-worker may be unfit for duty. 
 

PROCEDURES 

1. A fitness for duty assessment may be requested when there is reasonable cause for 

serious concern about an employee's ability to perform their role and duties safely, when 

the employee's behavior is grossly inappropriate for the workplace, or if there is 

reasonable concern for workplace safety. 

2. An impartial, independent healthcare evaluator with expertise in the disciplines of 

medical, psychological alcohol, or other drug conditions will conduct a fitness for duty 

evaluation. 

3. Referrals for Fitness for Duty assessments will be made by the Department Head and 

Director of Human Resources. 

4. Employees will be removed from the workplace while in the process of completing a fitness 

for duty assessment. 

5. Employees who cooperate in a fitness for duty evaluation and are in compliance with 

recommendations for medical, psychological and/or chemical dependence treatment may be 

returned to work provided appropriate discipline, if warranted, has taken place. 

6. Non-compliance with a request for a fitness for duty evaluation or a determination that an 

employee is unfit for duty may result in disciplinary action, not to exclude termination. 

 
 

ARTICLE 24 

 FILLING OF VACANCIES  

SECTION 24.1  POSTING                                                                                        

Whenever the Employer determines there is a vacancy in an existing job classification or 

that a new position within the bargaining unit job has been created, a notice of such vacancy 

shall be posted on all bulletin boards for five (5) working days.  During this period, employees 

who wish to apply for such vacancy, including employees on layoff, may do so. 
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SECTION 24.2  FILLING OF VACANCIES  

 The Employer shall determine if there is a vacancy to be filled and at any time before the 

vacancy is filled, whether or not the vacancy should be filled.  When vacancies occur in the 

bargaining unit, the Employer will give first consideration to the employees in the bargaining 

unit, unless the non-bargaining unit applicant demonstrates greater skill and ability to fulfill the 

needs determine by the Employer. 

 

ARTICLE 25 

SAVINGS CLAUSE 

In the event any Article, section or portion of this Agreement should be held invalid and 

unenforceable by any board, agency or court of competent jurisdiction or by reason of any 

subsequently enacted legislation, such decision or legislation shall apply only to the specific 

Article, section or portion thereof specifically specified in the board, agency or court decision or 

subsequent litigation, and the remaining parts or portions of this Agreement shall remain in full 

force and effect.  The subject matter of such invalid provision shall be open to immediate re-

negotiation. 
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ARTICLE 26 

 TERMINATION 

 

This Agreement shall be effective as of July 8, 2025 and shall remain in full force and 

effect until November 30, 2050, whereupon, it shall be automatically rendered null and void.  It 

shall be automatically renewed from year to year thereafter unless either party notifies the other 

in writing at least ninety (90) days prior to the anniversary date that is desires to modify this 

Agreement.  In the event that such notice is given, negotiations shall begin not later than sixty 

(60) days prior to the anniversary date. 

 

Unless expressly stated otherwise in this Agreement, no changes or provisions herein 

shall be applied retroactively. 

 

 

IN WITNESS WHEREOF, the parties have executed this Agreement this 8th day of July, 

2025, at the Wheaton, Illinois. 

 

 

 

INTERNATIONAL UNION OF OPERATING 

ENGINEERS, LOCAL 150, 

 

 

 

         

James M. Sweeney  

President/Business Manager 

International Union of Operating Engineers, Local 150 

 

 

 

         

Deanna M. Distasio 

Attorney 

International Union of Operating Engineers, Local 150 

 

 

 

DuPage County 

 

 

        

Deborah A. Conroy, Chair 

DuPage County Board 
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Appendix A 

 

 

Classifications For Layoff Purposes within the Local 150 Public Works Unit 

 

Wastewater/Stormwater Maintenance Group 

1.  Wastewater Maintenance Crew Leader 

2.  Senior Wastewater Maintenance Worker/Equipment Operator II 

3.  Utility Inspector 

3.  Wastewater Maintenance Worker 

 

Mechanic Group 

1.  Heavy Equipment Mechanic 

 

General Labor Group 

1.  Principal Meter Reader 

2.  Senior Meter Reader 

 

3.  Laborer 

 

Grounds Group 

1. Grounds Crew Leader 

2. Sr. Grounds Maintenance Worker 

3. Grounds Maintenance Worker 
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                                                              Appendix B 

 

TRAVEL/BUSINESS REIMBURSEMENT REGULATIONS 

All employees covered by this Bargaining Agreement shall receive travel/business 

reimbursement equivalent to the provisions adopted within the DuPage County Board Employee 

Policies and Guidelines, and all applicable County Board Resolutions through the length of the 

contract. Any dispute over an alleged violation of this section may be pursued through the 

appropriate step in the grievance procedure prior to arbitration.  

POLICY 

Introduction 

This policy applies to the payment of business travel expenses by the County of DuPage 

(hereinafter “County”) for members of the County Board, the County Board Chair, all 

Countywide Elected Officials, and all County employees, and is adopted in compliance with the 

Local Government Travel Expense Control Act 50 ILCS 150/1 et seq.  Certain provisions herein 

may be superseded by collective bargaining agreements or policies applicable to employees 

under the jurisdiction of the judicial branch of government.  

This policy is to be interpreted to conform with all applicable laws and regulations governing the 

reimbursement of business travel expenses.  IRS Publications in effect at the time of travel shall 

guide the definition of words used herein as well as the application and interpretation of this 

policy.  Currently, the reference is IRS Publication 463. https://www.irs.gov/publications/p463 

Either the County Board or appropriate Parent Committee may authorize business travel 

expenses that do not conform with this policy, on a case-by-case basis, however in such cases a 

portion of the payment may need to be reported as taxable wages if required by applicable 

federal law.  

1.0 General provisions 

1.1 Business travel refers to travel away from the normal place of daily employment for 

purposes that are of direct interest or benefit to the purposes and functions of County 

government.  Examples include attendance at conferences or meetings related to the 

activities of the County or County agency, professional education and development, 

training related to current or future job duties, attendance at or appearance before other 

governmental entities to represent County interests, site visits to assist decision making 

regarding contemplated County transactions and other purposes deemed essential to the 

function of County government by the Elected Official or Department Head. 
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1.2 All Elected Officials and employees are encouraged to use available forms of 

technology to minimize the need for in person travel. For example, video conferencing or 

web-based training should be considered as appropriate. 

1.3 All Elected Officials and employees are expected to make travel arrangements in an 

economical manner keeping in mind that travel expenses are paid from public funds. 

1.4 Payment of travel expenses requires the submission of fully completed Business 

Travel Expense Reports.  These forms will be created in accordance with this policy and 

will be available on the Inside DuPage intranet. 

1.5 Section 15 of the Local Government Travel Expense Control Act places additional 

requirements on the payment of travel expenses for County Board members and the 

County Board Chair.  For these individuals, payment will not be made unless those 

requirements have been satisfied.  See 50 ILCS 150/15 

1.6 Section 20 of the Local Government Travel Control Expense Act prohibits the 

payment or reimbursement of entertainment expenses.  50 ILCS 150/20  

1.7 For purposes of this policy the term “Parent Committee” means the County Board 

Committee deemed most relevant in relation to the reason for travel and “Parent 

Committee Chair” means the Chair of that committee. 

2.0 Authorization to Incur Travel Expense 

2.1 This policy distinguishes between overnight travel and non-overnight travel.  In 

general, overnight travel is travel that requires an overnight stay away from home, for 

example in a hotel. Refer to current IRS Publications for a detailed explanation of 

differences between overnight travel and non-overnight travel.  

2.2 Non-overnight travel expenses do not require advance approval of either the Parent 

Committee or the Parent Committee Chair, regardless of amount, unless 50 ILCS 150/15 

is applicable. 

2.3 Except in cases of bona fide emergencies, all overnight travel requires advance 

approval as follows: 

2.3.1 All overnight travel for County Board members and the County Board Chair 

must be pre-approved by the County Board consistent with 50 ILCS 150/15. 

2.3.2 All overnight travel up to and including $2,500 per person for employees 

under County Board jurisdiction requires advance approval by the Parent 

Committee Chair. 
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2.3.3 All overnight travel expenses greater than $2,500 per person require 

advance approval by an affirmative vote of the Parent Committee.  

2.3.4 Overnight travel that has no financial cost to the County only needs the 

approval of the Department Head. 

2.4 In the event the need for travel subject to section 2.4.3 arises when it is not possible to 

obtain advance Parent Committee approval, then the Parent Committee Chair may give 

advance approval; however, the Department Head or representative shall appear at the 

subsequent Parent Committee meeting to explain the circumstances that prevented the 

matter from being presented to the Parent Committee in sufficient time.  

2.5 Unless actual travel expenses materially exceed the amounts approved in advance, 

payment or reimbursement will be made consistent with the policies of the Finance 

Department and the Auditor’s Office. If actual travel expenses materially exceed the 

amounts approved in advance the claim may be referred to the relevant Parent Committee 

Chair for subsequent approval, or to the County Board if 50 ILCS 150/15 is applicable. 

2.6 In the event of a bona fide emergency where no advance approval can be obtained, 

travel expenses may be paid if the relevant Parent Committee Chair subsequently 

authorizes the actual amount (if the actual amount is not greater than $2,500 per person) 

or if the relevant Parent Committee subsequently authorizes the actual amount (if the 

actual amount is greater than $2,500 per person).  The itemized travel expenses and an 

explanation of the emergency shall be included as an Informational Item on the next 

subsequent meeting of the County Board. 

2.7 In the event of a bona fide emergency requiring travel by a member of the County 

Board or the County Board Chair, subsequent approval by the County Board can be made 

consistent with 50 ILCS 150/15. 

3.0 Business Travel Expense Reimbursement Forms and Procedures 

3.1 Reimbursement will not occur without submission of standard expense 

reimbursement forms.  The use of these forms will allow the County to properly 

document and account for travel expenditures.  Initially, four Business Travel Expense 

forms will be prepared and made available on the Inside DuPage intranet page. These 

forms may be changed from time to time. 

3.1.1 Employee Overnight Business Travel Request Form (to obtain advance 

approval) 

3.1.2 County Board / Chair Overnight Business Travel Request Form (to obtain 

advance approval) 

3.1.3 Overnight Business Travel, Mileage and Expense Report 
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3.1.4 Non-Overnight Business Travel, Mileage and Expense Report 

3.2 All reimbursement requests must be fully completed with all required documentation.  

The Business Travel Expense Reports forms will include a description of documentation 

and other conditions required for reimbursement or for direct payment to a vendor. 

3.3 An approved Overnight Business Travel Request Form must be attached to the 

Overnight Travel, Mileage and Expense Report when submitted for reimbursement or for 

direct payment to a vendor. 

3.4 All requests for employee reimbursement must be provided to the Finance 

Department or entered in the accounts payable system (currently MHC) *AND* 

approved within the accounts payable system by the Office or Department not more than 

sixty (60) days after the first day of travel. 

4.0 Transportation Reimbursement 

4.1 Airfare or other common carrier travel to the destination will be reimbursed at actual 

cost of coach travel or equivalent.  Airport ground transfers or shuttles will be reimbursed 

at actual cost shown on receipts.  

4.2 Taxis, ride-sharing services (Lyft, Uber, etc.. . .) and public transportation (light rail, 

subway or buses) will be reimbursed at actual cost shown on the receipts. 

4.3 Mileage and tolls for personal vehicle use will be reimbursed consistent with IRS 

standard mileage rates in effect at the time of travel.  

4.4 Gasoline purchased for a County owned vehicle while traveling away from the 

County facilities will be reimbursed at actual cost incurred.  All rules otherwise 

applicable to the use of County vehicles must be followed, for example, no consumption 

of alcohol or tobacco use.  

4.5 County Board members are not eligible for mileage reimbursement for travel within 

the County and any Elected Official or employee eligible for a car allowance is not 

eligible for mileage reimbursement. 

4.6 Vehicle rentals must be included in the Overnight Travel Request and must have 

advance approval.  Vehicle rental contracts must conform with all policies established by 

the Finance Department or Risk Management regarding insurance coverage.  Currently, 

additional insurance is required for rental vehicles used outside of the State of Illinois. 

5.0 Lodging Reimbursement 

5.1 Lodging reimbursement shall be at an actual cost consistent with facilities available 

and in proximity to the location of a conference, seminar, or business meeting.  Where 
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multiple occupancy involving a spouse and/or other family members has occurred, the 

County official or employee may only claim the actual and necessary cost of his or her 

single occupancy at a single rate.  If no single rate exists, the lowest double rate shall be 

reimbursed. 

5.2 Lodging provided by a friend, relative, or non-invoicing organization is not 

reimbursable and Airbnb-type accommodations are not reimbursable. 

5.3 The number of nights for which an employee may obtain reimbursement will be 

limited to the number necessary to conduct County business. Arrival one night before a 

conference or meeting is reimbursable.  Employees are encouraged to return home on the 

final day of the conference whenever possible. For conferences that end before 5:00 p.m. 

the Travel Expense Request Form should include an explanation to support a request for 

not returning home on the final day of the conference. 

5.4 Overnight lodging within a 75-mile radius of the County complex is not reimbursable 

without advance approval by the Parent Committee. 

5.5 Personal items such as movie rentals, room service, clothing cleaning, etc. are not 

reimbursable. 

6.0 Meal reimbursement 

6.1 Meal expenses will be reimbursed on a per diem basis, consistent with General 

Services Administration (GSA) CONUS allowances in effect at the time of travel. 

Individual meals are not reimbursable and receipts for meals are not required. Tips for 

meals are included in the per diem and not separately reimbursed.  https://www.gsa.gov 

6.2 Consistent with GSA guidance, per diems are reimbursed at 75% for travel days. 

6.3 If a conference or event registration includes meals, the per diem will be reduced 

accordingly.  Consistent with recent GSA/GAO guidance “free” hotel meals and snacks 

provided at a conference will not reduce the amount of the per diem.  

7.0 Conference registration fees, materials, and miscellaneous expenses 

7.1 Local Government Travel Control Expense Act, 50 ILCS 150/1 et seq., does not 

apply to conference registration fees.  If an employee has advanced conference 

registration fees from personal funds, reimbursement may be made prior to conference 

attendance or subsequent to the conference with the approval of the Chair of the relevant 

Parent Committee. Conference fees shall be itemized and documented on the applicable 

Expense Report. In the event reimbursement is made prior to conference attendance, all 

funds paid to the employee shall be reimbursed to the County within seven days if the 

employee fails to attend the conference for any reason. 
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7.2 Registration fee reimbursement shall be paid from the ”Instruction & Schooling” 

Account Code (53610) and not from the “Travel Expenses” Account Code (53510). 

7.3 Materials related to a conference, meeting, or event that are purchased separate from 

the conference registration are to be paid from the appropriate commodity Account Code 

and not out of the “Travel Expenses” Account Code (53510). 

7.4 Tips for meals are included in the per diem and not separately reimbursed.  Other tips 

are reimbursable up to 20% of the original cost, if documented or up to $5 per day if not 

documented. 
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Appendix C 

DRUG AND ALCOHOL POLICY 

I. PROHIBITIONS 

A. Prohibited Alcohol-Related Conduct 

An employee shall not operate a County commercial motor vehicle or perform a related 

safety-sensitive function if s/he has engaged in any form of alcohol-related conduct listed below: 

1. Using alcohol on the job. 

2. Being in possession of alcohol while on duty or operating a commercial motor 

vehicle. 

3. Having a prohibited breath alcohol concentration while performing a safety-

sensitive function. 

4. Having used alcohol during the four (4) hours before going on duty. 

5. Using alcohol within eight (8) hours following an accident requiring a breath-

alcohol test, or until tested. 

6. Refusing to submit to a required alcohol test. 

B. Prohibited Drug-Related Conduct 

An employee shall not perform a safety-sensitive function if s/he has engaged in any of 

the following activities: 

1. Using any of the following controlled substances, including use of a substance 

for medicinal purposes under a doctor's care, unless a physician has advised the 

employee that it not will interfere with the employee's ability to perform his job 

safely: 

a. Marijuana (THC metabolite) 

b. Cocaine 

c. Opiates (morphine and codeine) 

d. Phencyclidine (PCP) 

e. Amphetamines 

2. Being in possession of any unauthorized controlled substance. 
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3. Reporting for duty while impaired from any prescribed therapeutic drug or 

controlled substance usage. 

4. Refusing to submit to a required controlled substances test. 

C. Reporting Requirements for Prescribed Controlled Substances 

1. Any employee who takes prescribed medication and whose duties include 

operating a commercial motor vehicle for the Employer must inquire of his/her 

treating physician whether the controlled substance would adversely affect 

his/her ability to operate a commercial motor vehicle. 

2. If the medication in use will adversely affect the employee's ability to safely 

perform his job, the employee may not report to work or may not remain on duty.  

Employees eligible for sick leave may take such period of absence as paid sick 

leave. 

II. CATEGORIES OF TESTING 

A. Post-Accident Testing 

1. Conducted when a bargaining unit employee was involved in an accident in a 

Employer vehicle, and: 

a. The accident involved the loss of life; or 

b. The employee was issued a citation for a moving traffic violation 

arising from an accident that included: 

(1) Injury requiring medical treatment away from 

the scene; or 

(2) One or more vehicles having to be towed from 

the scene. 

2. Post-Accident Alcohol Testing 

a. Whenever possible, post-accident alcohol testing shall be conducted 

within two (2) hours of the accident. 

b. If testing is not administered within two (2) hours of the accident, the 

Employer must prepare and maintain a record stating the reason the test 

was not promptly administered. 

c. If testing is not administered within eight (8) hours of the accident, the 

Employer shall cease attempts to administer an alcohol test. 
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d. An employee required to be tested under this section is prohibited from 

consuming any alcohol for at least eight (8) hours following the accident 

or until after the breath alcohol test. 

3. Post-Accident Drug Testing 

a. Post-accident drug testing must be conducted within thirty-two (32) 

hours after the accident.  If testing is not administered within thirty-two 

(32) hours of the accident, the Employer shall cease attempts to 

administer a drug test. 

b. If testing is not administered within thirty-two (32) hours of the accident, 

the Employer must prepare and maintain a record stating the reason the 

test was not promptly administered. 

B. Random Testing 

Conducted throughout the year on a random, unannounced basis according to the 

following guidelines: 

1. Restricted Period 

a. Bargaining unit employees required to have a Commercial Driver's 

License (CDL) are subject to unannounced random drug testing during 

all periods on duty and are subject to unannounced random alcohol 

testing while the driver is performing safety-sensitive functions, just 

before the driver is to perform safety-sensitive functions, or just after the 

employee has ceased performing such functions.   

b. The Employer will not require employees to come in for a call-out 

assignment for the sole purpose of random testing. 

2. Frequency 

a. The Employer shall conduct random drug testing on at least fifty percent 

(50 %) of the average number of bargaining unit employees required to 

have a CDL.  The minimum annual percentage rate in succeeding years 

shall be determined by the rate set by the FHWA Administrator, as 

published in the Federal Register (pursuant to 49 CFR Part 382 (Sec. 

382.305)).  The Employer shall provide written notice to the Union 

before January 1 of each succeeding year regarding any changes in the 

minimum annual percentage rate. 

b. The Employer shall conduct random alcohol testing on at least twenty-

five percent (25 %) of the average number of bargaining unit employees 

in each calendar year.  The minimum annual percentage rate in 

succeeding years shall be determined by the rate set by the FHWA 

Administrator, as published in the Federal Register (pursuant to 49 CFR 
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Part 382 (Sec. 382.305)).  The Employer shall provide written notice to 

the Union before January 1 of each succeeding year regarding any 

changes in the minimum annual percentage rate. 

3. Selection 

a. The procedure used to determine which employees are subject to random 

drug or alcohol testing in a given year shall ensure that each bargaining 

unit employee who is required to have a CDL has an equal chance of 

being selected. 

b. Should disputes arise regarding the random selection process, the 

Director Human Resources or other person responsible for administering 

the drug and alcohol policy for the Employer shall meet with a 

representative of Local 150 (not a bargaining unit member) and explain 

the methodology used. 

C. Reasonable Suspicion Testing 

Conducted when a trained supervisor observes behavior or appearance that is 

characteristic of an individual who is currently under the influence of or impaired by alcohol, 

impaired by drugs, or a combination of alcohol and drugs, according to the following guidelines: 

1. A supervisor's determination that reasonable suspicion exists shall be based on 

specific, contemporaneous, articulable observations concerning the appearance, 

behavior, speech or body odors of the employee; 

2. The Department Head or a second trained department supervisor who is 

reasonably available must confirm the reasonable suspicion determination; 

3. The employee is entitled to Union representation before being questioned in 

connection with a reasonable suspicion determination, if so requested.   

4. The supervisor(s) must complete and submit a Reasonable Cause Observation 

Form for any drug tests within twenty-four (24) hours. 

5. A "trained supervisor" is one who has received at least two (2) hours of training 

in the signs of alcohol and drug use, including at least sixty (60) minutes of 

training on drug use and at least sixty (60) minutes of training on alcohol use. 

D. Return to Duty Testing 

1. After engaging in prohibited alcohol conduct, an employee may not return to 

duty requiring the performance of a safety sensitive function until s/he takes a 

return to duty breath alcohol test with a result indicating an alcohol concentration 

of less than 0.02. 
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2. After engaging in prohibited controlled substances conduct, an employee may 

not return to duty requiring the performance of a safety sensitive function until 

s/he takes a return to duty urine drug test with a verified negative result for 

controlled substances use. 

E. Follow-Up Testing 

1. Upon returning, the employee is subject to at least six (6) unannounced follow-up 

tests during the first twelve (12) months after s/he returns to duty requiring a 

CDL. 

2. If the Substance Abuse Professional determines that follow-up testing is not 

longer necessary, it may be terminated after the first six (6) follow-up tests. 

3. Substance Abuse Professional 

The Substance Abuse Professional shall be a licensed physician (medical doctor 

or doctor of osteopathy), or a licensed or certified psychologist, social worker, employee 

assistance professional, or addiction counselor with knowledge of and clinical experience 

in the diagnosis and treatment of alcohol and controlled substances-related disorders. 

III. TESTING PROCEDURES 

A. Drug Testing Procedures 

1. Collection Site 

a. Once a drug test is announced, an employee shall go directly to the 

collection site. 

b. Upon arrival, the employee shall verify his identity and will be provided 

with a form on which the employee may elect to list any prescription or 

non-prescription medication s/he is using. 

c. Before testing, an employee shall be shown a sealed container, which 

shall be unwrapped in front of him/her. 

d. An employee shall be afforded a private area to provide a urine 

specimen.  This area shall be equipped with a toilet, and shall be secured 

to prevent adulteration or dilution. 

e. Once an employee has provided a urine sample in the collection 

container, s/he shall hand it to the collection person.  The collection 

person, in the presence of the employee, shall then pour the urine into 

two (2) specimen bottles.  At least thirty (30) milliliters must be poured 

into the primary specimen bottle, and fifteen (15) milliliters into the split 

specimen bottle. 
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f. If an employee of the testing facility believes that an employee is 

attempting to obstruct the collection process or may submit an altered, 

adulterated or substitute specimen, and a Employer official concurs, an 

observed specimen may be collected. 

2. Medical Review Officer (MRO) 

The Medical Review Officer shall be a licensed physician designated by the 

Employer as the person responsible for receiving laboratory results generated by the 

Employer's drug testing program.  The MRO shall have knowledge of substance abuse 

disorders and have the appropriate medical training to interpret and evaluate an 

employee's positive test result together with his/her medical history and any other 

relevant biomedical information. 

3. Laboratory Analysis 

a. Analysis of a primary urine specimen shall be performed at a laboratory 

certified and monitored by the Department of Health and Human 

Services (DHHS). 

b. The laboratory shall analyze the primary specimen with an Enzyme 

Multiple Immunoassay Test (EMIT) or some other screen test allowed by 

DHHS for employees required to have CDLs. 

c. Positive screens shall be confirmed by the Gas Chromatography/Mass 

Spectrometer (GC/MS) method. 

d. When directed in writing by the MRO that an employee has requested 

analysis of the split specimen, the laboratory shall forward the split 

specimen to another DHHS-certified laboratory for testing. 

4. Primary Specimen Test Results 

a. Negative Test Results 

If the result of the test of the primary specimen is negative, the MRO 

shall promptly report a negative test to the Employer and the employee. 

b. Positive Test Results 

1) Drug test results reported positive by the laboratory shall not be 

deemed positive or disseminated to the Employer until they are 

reviewed by the MRO. 

2) If the result of the test of the primary specimen is positive, the 

MRO shall contact the employee and give the employee an 

opportunity to establish an alternative medical explanation for 

the positive test result. 
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a) If the MRO determines that the positive result was 

caused by the legitimate medical use of the prohibited 

drug, or that the positive result was otherwise in error, 

the MRO shall report the drug test result as negative. 

b) If the MRO determines that there is no alternative 

medical or other explanation for the positive test result, 

the MRO shall inform the employee that s/he has 

seventy-two (72) hours in which to request a 

confirmation test of the split specimen, and inform the 

Employer that the driver should be removed from 

service. 

3) The employee shall remain out of service pending the result of 

the split sample analysis. 

5. Confirmation/Split Specimen Test 

a. If within seventy-two (72) hours of notification of the positive result by 

the MRO, the employee requests that the split specimen test be 

conducted, the MRO shall make written notice to the primary specimen 

laboratory to forward the split sample to a second laboratory. 

b. If the employee has not contacted the MRO within seventy-two (72) 

hours, the employee may present to the MRO information documenting 

that serious illness, injury, inability to contact the MRO, lack of actual 

notice of the positive test result, or other unavoidable circumstances 

prevented the employee from timely contacting the MRO.  If the MRO 

concludes that there is a legitimate explanation for the employee's failure 

to contact the MRO within seventy-two (72) hours, the MRO shall direct 

that analysis of the split specimen be performed. 

c. Waived or Positive Confirmation Test 

1) If the employee waives his right to a confirmation/split specimen 

test, or if the confirmation/split specimen test is positive, the 

MRO shall report a verified positive test to the Employer. 

2) Upon receiving the results of the positive test, the Employer 

shall promptly notify the employee and provide the employee the 

opportunity to request full information concerning the test 

results. 

d. Alternative Test 

If the employee requests that an alternative test be undertaken, it shall be 

conducted at the employee's expense.  The results of such test may be admitted 

into evidence at any disciplinary hearing on the issue of prohibited drug use, at 

the employee's discretion. 
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6. Inability to Provide Adequate Sample 

a. Employees who are unable to provide a urine sample of forty-five 

milliliters shall be offered additional drinking water and allowed 

additional time before being required to provide another urine specimen.  

The amount of fluids the employee is given and the amount of time 

he/she is allowed shall follow federal D.O.T. rules. 

b. If the employee is still unable to provide an adequate sample, testing 

shall be discontinued and the MRO shall refer the employee for a 

medical evaluation to develop pertinent information concerning whether 

the individual's inability to provide a specimen is genuine. 

1) The employee shall be placed out of service until this 

determination is made. 

2) If there is no verification that inability to provide an adequate 

sample was genuine, the employee will be deemed to have 

refused to test. 

B. Alcohol Testing Procedures 

1. Screening Test 

a. All breath alcohol testing shall be conducted through use of an Evidential 

Breath Testing (EBT) device, in accordance with FHA rules and DOT 

regulations. 

b. Only a Breath Alcohol Technician (BAT), trained in accordance with 

DOT regulations, shall conduct testing with an EBT.  Supervisors of 

bargaining unit employees shall not serve as BATs under any 

circumstances. 

c. Testing Site 

1) Testing locations shall ensure visual and aural privacy to 

employees, sufficient to prevent unauthorized persons from 

seeing or hearing test results. 

2) Before testing begins, the BAT shall explain the testing 

procedure to the employee and answer any questions s/he may 

have. 

3) An individually-sealed mouthpiece shall be opened in view of 

the employee.  The mouthpiece shall then be attached to the 

EBT. 
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4) Once testing is complete, the BAT shall show the results to the 

employee. 

d. Screening Test 

1) If the result of the screening test is less than 0.02 percent alcohol 

concentration, the result is negative and no further testing shall 

be done. 

2) If the result of the screening test is an alcohol concentration of 

0.02 percent or greater, a confirmation test shall be performed. 

2. Confirmation Test 

a. When required, the confirmation test shall be performed not less than 

fifteen (15) minutes nor greater than twenty (20) minutes after 

completion of the screening test. 

b. Employees with a breath alcohol concentration between 0.02 and 0.04 

may not perform or continue to perform safety-sensitive functions until 

the start of the employee's next regularly scheduled duty period, not less 

than twenty-four (24) hours following administration of the test. 

c. If the result of the confirmation test is 0.04 percent alcohol concentration 

or greater, the result is positive. 

3. Inability to Provide an Adequate Amount of Breath 

a. If an employee is unable to provide an adequate amount of breath, the 

Employer may direct the employee to see a licensed physician. 

b. The employee may not perform safety sensitive functions until s/he is 

evaluated, provided the evaluation takes place within two (2) hours. 

c. The physician shall examine the employee to determine whether the 

employee's inability could have been caused by a medical condition. 

d. If the physician determines, in his or her reasonable medical judgment, 

that a medical condition has, or with a high degree of probability, could 

have, precluded the employee from providing an adequate amount of 

breath, the employee shall not be deemed to have refused to take the test. 

e. If the physician is unable to make this determination, the employee shall 

be deemed to have refused to take the test. 

f. The Employer shall pay any medical fees assessed for the examination. 

IV. CONSEQUENCES OF POSITIVE TEST RESULTS 
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A. Confirmed Breath Alcohol Test Result Between 0.02 and 0.04 

An employee with a breath alcohol concentration result between 0.02 and 0.04 shall be 

removed from duty without pay for twenty-four (24) hours or a retest below 0.02. 

B. Confirmed Breath Alcohol Test Result of 0.04 or More or Other Prohibited Alcohol 

Conduct 

1. An employee with a breath alcohol concentration result of 0.04 or more, or who 

has otherwise violated the alcohol conduct rules set forth above, shall be 

immediately removed from duty. 

2. The employee cannot resume the performance of safety sensitive functions until 

s/he: 

a. Is evaluated by a Substance Abuse Professional (SAP); and 

b. Complies with and completes any treatment program recommended by 

the SAP; and 

c. Completes the return to duty testing requirements set forth above with a 

breath alcohol content of less than 0.02. 

C. Confirmed Positive Urine Drug Test 

1. An employee who tests positive for any of the prohibited controlled substances, 

or who has otherwise violated the substance abuse rules set forth above, shall be 

immediately removed from duty. 

2. The employee cannot resume the performance of safety sensitive functions until 

s/he: 

a. Is evaluated by a Substance Abuse Professional (SAP); and 

b. Complies with and completes any treatment program recommended by 

the SAP; and 

c. Completes the return to duty testing requirements set forth above with a 

negative result. 

D. Discipline 

Any discipline imposed upon employees shall be subject to the Disciplinary and 

Grievance Procedure provisions of the Collective Bargaining Agreement. 
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E. Refusal to Test 

Any employee who refuses to undergo required testing, as set forth in this policy, shall be 

considered as having tested positive and shall be immediately removed from duty.  However, if it 

is subsequently determined that the order to submit to testing was in violation of this policy, the 

employee will be made whole for any economic loss incurred during his/her time off. 

V. CONFIDENTIALITY OF RECORDS 

All drug and alcohol test results and records shall be maintained under strict confidentiality. 

Supervision shall not be entitled to copies of test results although supervision may be informed on 

a need to know basis of the results of such tests. 

A. Employee Entitled to Information 

Upon written request, the employee shall be promptly furnished with copies of any and 

all records pertaining to his/her use of alcohol and/or drugs, including any records pertaining to 

conducted tests.  The employee's access to the records shall not be contingent upon payment for 

the records. 

B. Conditions Under Which the Employer Must Release Records 

1. To the employee, upon written request. 

2. When requested by federal or state agencies with jurisdiction, when license or 

certification actions may be required. 

3. To a subsequent employer pursuant to written consent of the former employee. 

4. To the decision maker in a grievance, arbitration, litigation, or administrative 

proceeding arising from a positive test result or employee-initiated action. 

VI. EMPLOYEE ASSISTANCE PROGRAM 

A. Voluntary Referral 

1. Before Testing 

a. Any bargaining unit employee who voluntarily refers himself or herself 

to the Commission's Employee Assistance Program (EAP) before being 

ordered to submit to a random, reasonable suspicion, post-accident or 

return to duty drug or alcohol test shall not be subject to discipline. 

b. Any bargaining unit employee who has voluntarily referred himself or 

herself to the EAP shall be subject to the same testing procedures as an 

employee who has tested positive for drug and alcohol use. 
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c. The employee shall be returned to regular work duties only on the 

recommendation of the EAP counselor and successful completion of a 

return to duty medical exam. 

  2. At the Time of Testing 

  If a bargaining unit employee voluntarily refers himself or herself to EAP upon being 

ordered to submit to a drug or alcohol test, the Employer shall consider such voluntary referral in 

mitigation of any discipline. 

B. Confidentiality of Referral 

 All EAP referral shall be kept strictly confidential. 

C. Rehabilitative Leave of Absence 

 1. Accrued Leaves of Absence 

  An employee may use any accrued leave (e.g., sick, vacation, personal, etc.) for the  

  purpose of rehabilitation of a drug and/or alcohol problem. 

 2. Extended Leave of Absence 

  Upon an employee’s request, the Employer shall, to the extent necessary for treatment  

  and rehabilitation, and subject to the General Leave provisions of the Collective   

  Bargaining Agreement, grant the employee an unpaid leave of absence for the period  

  necessary to complete primary treatment of the employee’s drug and/or alcohol problem.      
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Appendix D 

PERSONAL LEAVE OF ABSENCE 

POLICY 

It is the policy of DuPage County to allow employees to take a Personal Leave of Absence without pay 

unless accrued vacation, sick, and compensatory time is available for extraordinary circumstances of 

personal need when it is determined to be in the best interest of both the County and the requesting 

employee. 

ELIGIBILITY 

 •All full-time and part-time employees under County Board Jurisdiction. 

GUIDELINES 

 

A. A Personal Leave can be initiated at the employee’s request and is not to exceed ninety 

(90) calendar days unless approved by the County Board Chair. 

B. If an employee is not working due to illness, sickness, or injury which is not protected by the Family 

Medical Leave Act, the County may place an employee on a Personal Leave not to exceed ninety (90) 

calendar days unless approved by the County Board Chair. 

C. An employee will be required to use any accrued vacation, sick, and compensatory time during an 

approved Personal Leave. If an employee does not have this time available, they will go unpaid during the 

length of the Personal Leave. 

D. In most circumstances, an employee may be required to use any accrued vacation, sick time, and 

compensatory time during any unpaid portion of Personal Leave granted, providing this does not interfere 

with Workers’ Compensation benefits, eligibility for IMRF disability benefits, or Parental Time. If an 

employee does not have this time available, they will go unpaid during the length of the Personal Leave. 

Personal Leave will run concurrently with any other applicable benefits. For instance, Workers’ 

Compensation benefits, IMRF disability, or Parental Time, will be simultaneously designated as Personal 

Leave as well, if qualifying. 

E. Accrual of vacation and sick time will cease during any Personal Leave. In addition, employees will 

not be eligible to receive jury duty/ court services pay or blood donation leave pay at any time during 

Personal Leave and will not be eligible to receive holiday pay or Bereavement/Funeral Time. Unpaid 

leave is defined as time off during which the employee is not receiving any compensation for previously 

accrued benefit time (sick, vacation, or compensatory time). Additionally, future benefits and benefit 

accruals will be adjusted based upon the period of time the employee is on Personal Leave (i.e., sick time, 

vacation time, retention, and service awards). 
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F. During a Personal Leave, an employee may continue participation in the County’s benefit programs by 

paying the current employee rate of those programs in which they are enrolled. 

G. The effective date of completion of an employee’s probationary period, due date for performance 

appraisals and/ or eligibility for any salary adjustments while on a Personal Leave, will be adjusted to 

account for the break in service. 

H. Only extreme circumstances should be considered in granting a Personal Leave. All aspects of the 

employee’s situation should be considered, including personal circumstances, length of employment, job 

performance, any prior disciplinary action, overall attendance, and probability of return. 

I. The Director of Human Resources, or designee, will make every effort to place the employee in their 

former position. Personal Leave does not guarantee the ability to return to a former position. If the 

position is not available, the employee may be restored to a position of like status and pay, if available. If 

this is not possible, the employee will be separated. 

J. Before returning to work, the employee who is out due to their own serious health condition must 

provide a written medical release from their physician with a specific return date noting any restrictions. 

If restrictions are noted, the Department Head and Director of Human Resources will determine whether 

and how the restrictions may be accommodated. If such certification is not received, their return to work 

will be delayed. 

PROCEDURES 

1. An employee must submit a written request for Personal Leave (available in the Human Resources 

Department) at least thirty (30) days in advance, where practical or where leave is foreseeable, stating 

both the purpose and the beginning and ending dates of the leave. If the need for leave is not foreseeable, 

or the employee does not receive thirty (30) days advance notice themselves, notice is required as soon as 

practicable, generally within one (1) to two (2) days of learning of the need for leave. 

2. Requests for Personal Leave will be reviewed and approved or denied by the employee’s Department 

Head and the Director of Human Resources, or designee, according to County policy. The employee’s 

Department Head and the Director of Human Resources reserve the right to consider the operational 

needs of the department when reviewing the personal leave request. 

 3. A Personal Leave request of more than ninety (90) calendar days must be approved by the County 

Board Chair. 

4. Personal Leave may be considered on an intermittent basis. The employee’s Department Head and the 

Director of Human Resources reserve the right to consider the operational needs of the department when 

reviewing the personal leave request. 

5. The County may require that the employee obtain appropriate medical certification or supporting 

documentation stating the need for the leave of absence and the dates of absence. The employee is 

responsible for providing updated medical information as requested by the County during the leave. 
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6. Special consideration may be granted for employees seeking to participate in federal, state, or local 

government-sponsored humanitarian initiatives. Documentation specific to the request of the leave will be 

required in order to determine the approval and duration. 

7. Normally, during a Personal Leave, the workload of the employee on leave is absorbed by other 

employees. If this is not practical, the Department Head and Director of Human Resources, or designee, 

may jointly determine whether the employee must be temporarily replaced. 

8. The Supervisor or Department Head should inform the employee that their return status from a 

Personal Leave is always subject to, and contingent upon, availability of their former position. 

9. If an employee was on Personal Leave due to their own serious health condition, the employee must 

provide documentation from their treating health care provider indicating they are able to perform the 

essential functions of their position before returning to work. Documentation must include a list of 

restrictions that would impact their ability to perform their job. 

10. Employees may be required to provide periodic updates of their status and intent to return to work 

while on Personal Leave. 

11. If the employee does not return to active employment by the date agreed upon, the employee will be 

terminated. 

12. Consistent with the County's policy regarding all types of leave, the following conduct is strictly 

prohibited in relation to Personal Leave: 

a. Engaging in fraud, misrepresentation or providing false information to the County or any health 

care provider. 

b. Having other employment during the leave, without prior written approval from the County. 

c. Failure to comply with the employee’s obligations under this policy. 

d. Failure to timely return from the leave. 

13. Employees who engage in such conduct will be subject to loss of benefits, denial or termination of 

leave, and discipline, up to and including discharge. 
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Appendix E 

BEREAVEMENT/FUNERAL LEAVE 

POLICY 

It is the policy of DuPage County to provide paid time off for employees to bereave the loss of an 

immediate family member. 

ELIGIBILITY 

•All full-time and part-time employees under County Board Jurisdiction who are budgeted to 

work a minimum of twenty (20) hours per week. 

GUIDELINES 

A. Employees will be paid for up to three (3) days of Bereavement/Funeral time. 

B. Bereavement/funeral time should be taken consecutively but may be split at the discretion of 

the Supervisor and with the approval of the Department Head. 

C. If the death should occur during regularly scheduled time-off or holiday, eligible employees 

may still receive the full bereavement/funeral time. 

D. Eligible part-time employees will receive bereavement pay at a proportional rate, based on the 

number of hours they are regularly scheduled to work. 

E. Bereavement will be calculated at one-tenth (1/10) of the normally scheduled bi-weekly work 

hours. 

F. In the event of the death of a covered family member, refer to Personnel Policy 5.12: Family 

Bereavement Leave 

G. Members of the employee’s immediate family include: 

 

Mother 
Father 
Brother 
Sister 

Spouse 
Mother-in-law 
Father-in-law 
Child 

Grandparent 
Grandparent-in- 
law 
Grandchild 
Stepparent 

Sister-in-law 
Brother-in-law 
Son-in-law 
Daughter-in-law 

• The above also applies to a person who is legally acting as a guardian 
in one of the above capacities. 

• Employee’s immediate family member does not include a former spouse 
or a member of the former spouse’s family. 
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H. Written documentation may be required before payment is made declaring the relationship of 

the employee. Documents such as a dated obituary notice or notice from the funeral home may be 

required before bereavement pay can be processed. 

I.  If an employee requests additional days off or additional time off with pay, accrued vacation, 

sick time, Paid Leave, or compensatory time may be scheduled and is subject to the approval of 

the Department Head or Supervisor. 

J. In the event of a death outside the immediate family, accrued vacation, Paid Leave, or 

compensatory time may be scheduled and is subject to the approval of the Department Head or 

Supervisor. 

K. Management discretion in handling bereavement/funeral time issues should reflect respect and 

sensitivity for the nature of the individual’s circumstances, while ensuring consistency and 

fairness to other employees. 

PROCEDURES 

1. An employee shall notify their Department Head or Supervisor as soon as practical, 

immediately following the death of an immediate family member. 

2. The Supervisor shall notify the employee of the duration of their time and be responsible for 

coding the time document accordingly. 
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Appendix F 

FAMILY MEDICAL LEAVE (FMLA) 

POLICY 

It is the policy of DuPage County to comply with all Federal and State laws in granting Family Leave. 

This policy is meant to comply with the Family Medical Leave Act and is not intended to grant leave in 

addition to what the Act requires. 

ELIGIBILITY 

• All full-time and part-time employees who have worked at least 1,250 hours during the twelve 

(12) months preceding the leave and who have completed twelve (12) months of service are 

eligible to take Family Medical Leave (FMLA). 

GUIDELINES 

A. An eligible employee will be entitled to a total of twelve (12) work weeks of unpaid leave during a 

designated twelve (12) month period for one or more of the following: 

1. The birth and care of the newborn child of the employee. (Leave to care for a newborn child or 

for a newly placed child must conclude within twelve (12) months after the birth or placement). 

2. The placement of a child with the employee for adoption or foster care. (Leave to care for a 

newborn child or for a newly placed child must conclude within twelve (12) months after the 

birth or placement). 

3. To care for an immediate family member (spouse, child, or parent), of the employee with a 

serious health condition. 

4. When the employee is unable to work because of a serious health condition. 

5. Qualified Exigency Leave related to a spouse, child, or parent called to active duty in the 

National Guard or Reserves. 

B. An eligible employee will be entitled to a total of twenty-six (26) work weeks of unpaid leave during a 

designated twelve (12) month period to care for an injured or ill military service member who is the 

employee’s spouse, son or daughter, parent or “next of kin.” The leave is applied on a per-service 

member, per-injury basis. 

C. DuPage County uses a rolling twelve (12) month calendar to calculate an employee’s FMLA, 

measured backward from the date leave is taken. Each time an employee requests FMLA, DuPage County 

will compute the amount of available time based upon the date of the employee’s previous leave, if 

applicable. 

D. In most circumstances, an employee may be required to use any accrued vacation, sick time, and 

compensatory time during any unpaid portion of FMLA granted, providing this does not interfere with 
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Workers’ Compensation benefits, eligibility for IMRF disability benefits, or Parental Time. FMLA will 

run concurrently with any other applicable benefits. For instance, IMRF disability, Workers’ 

Compensation benefits, or Parental Time, will be simultaneously designated as FMLA leave as well, if 

the leave is also FMLA qualifying. 

E. Employees may choose to use Paid Leave during any unpaid portion of a leave, or bank that time based 

on the requirements and provisions under Policy 5.2 Paid Leave. 

F. The County will provide basic life, medical and dental insurance coverage to an employee who is on 

FMLA at the current employee rate. If an employee is off work after exhausting their twelve (12) weeks 

of FMLA, the employee will continue to be responsible for the employee rate. If an employee fails to pay 

their share of the premium, coverage may be canceled. 

G. Under certain circumstances, an employee may take FMLA intermittently, which means taking leave 

in blocks of time, or by reducing the employee’s normal weekly or daily work schedule. 

H. When leave is needed for planned medical treatment, the employee must make a reasonable effort to 

schedule treatment during non-working business hours so as not to unduly disrupt the operation of the 

department. 

I. An expectant mother is entitled to FMLA for incapacity due to pregnancy, for prenatal care, or for her 

own serious health condition following the birth of the child. Circumstances may require that FMLA 

begin before the actual date of birth of a child. An expectant mother may take FMLA before the birth of 

the child for prenatal care or if her condition makes her unable to work. The mother is entitled to leave for 

incapacity due to pregnancy even though she does not receive treatment from a health care provider 

during the absence, and even if the absence does not last for more than three (3) consecutive calendar 

days. 

J. An employee is entitled to FMLA if needed to care for their pregnant spouse who is incapacitated or if 

needed to care for her during her prenatal care, or if needed to care for the spouse following the birth of a 

child if the spouse has a serious health condition. 

 K. Spouses employed by the County are entitled to FMLA if needed to care for a child, adopted child or 

foster child with a serious health condition if the requirements of the applicable FMLA regulations are 

met and provided they have not exhausted their entitlements during the applicable twelve (12) month 

FMLA period. 

L. An employee who expects to be absent from work due to personal illness or injury for more than thirty 

(30) days may be eligible for IMRF disability benefits. (Personnel Policy 6.2: Illinois Municipal 

Retirement Fund/IMRF) 

M. An employee with twelve (12) or more months of service who is eligible for FMLA and is absent on 

FMLA for twelve (12) work weeks or less will have the right to return to the same, or equivalent, 

position. However, an employee has no greater right to reinstatement or other benefits and conditions of 

employment than if they had not taken leave. If the employee does not return to work on the first business 

day after the approved FMLA leave ends, the employee will forfeit their right to be reinstated under the 

FMLA. 
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N. Certain “key” as defined by the Act may not be returned to their former or equivalent positions 

following a leave if reinstatement to employment will cause substantial economic injury to the County. 

The County will notify those who qualify as “key” employees and those who will be denied 

reinstatement, and it will also notify these employees of their rights. 

O. Before returning to work, the employee must provide a written medical release from their physician 

before returning to work with a specific return date noting any restrictions. If restrictions are noted, the 

Department Head and Director of Human Resources will determine whether and how the restrictions may 

be accommodated. If such certification is not received, their return to work will be delayed. 

P. Accrual of vacation and sick time will cease during any FMLA over thirty (30) calendar days. In 

addition, employees will not be eligible to receive jury duty/ court services pay or blood donation leave 

pay at any time during FMLA, and will not be eligible to receive holiday pay or Bereavement/Funeral 

time pay following thirty (30) calendar days of FMLA. Unpaid leave is defined as time off during which  

the employee is not receiving any compensation for previously accrued benefit time (sick, vacation, paid 

leave, or compensatory time). 

PROCEDURES 

1. An employee must contact human Resources to request FMLA, at least thirty (30) days in 

advance, where practical or where leave is foreseeable, stating both the purpose and the beginning 

and ending dates of the leave. If the need for leave is not foreseeable, or the employee does not 

receive thirty (30) days advance notice themselves, notice is required as soon as practicable, 

generally within one (1) to two (2) days of learning of the need for leave. 

2. Requests for FMLA must be approved by the Director of Human Resources, or designee. 

3. The County will require that the employee obtain a Certification of Healthcare Provider form and 

have it completed by a certified health care provider. The employee is responsible for providing 

updated medical re-certifications as requested by the County during the Leave. 

4. The Human Resources Department may contact the healthcare provider directly to authenticate a 

certification or obtain clarification. 

5. An employee will be required to provide their supervisor with a schedule or a one (1) to two (2) 

day notice of anticipated absences. 

6. If an employee fails to provide a one (1) to two (2) day notice or a call on the same day of an 

absence, it may not be counted as FMLA time unless the absence is due to unforeseen 

circumstances. Instead, it may be treated as a regular absence and will be subject to the 

department’s attendance policy unless it was an emergency or unforeseen circumstance; then the 

employee must have a doctor/facility note to verify the emergency or unforeseen circumstance. 

7. The County, at its expense, may require an examination by a second health care provider 

designated by the County. If the second medical opinion differs from the employee’s original 

certification form, the County, at its expense, may require that a third, mutually agreeable health 

care provider provide a final and binding opinion. 

8. The Human Resources Department will notify the employee of the status of their request for 

FMLA by sending the employee a Notice of Eligibility and Rights & Responsibilities form and 

Designation Notice form. 

9. Employees may be required to provide periodic updates of their status and intent to return to work 

while on FMLA. 

10. If an employee was on FMLA due to their own serious health condition, the employee must 

provide medical documentation from their treating health care provider indicating they are able to 

perform the essential functions of their position before returning to work. The medical 
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documentation must include a list of restrictions that would impact their ability to perform the 

essential job functions of the position. 

11. If circumstances of a leave change, enabling the employee to return to work earlier than the date 

specified, the employee should notify their supervisor at least two (2) working days prior to 

returning. 

12. If a reduced work schedule or intermittent leave for planned medical treatment is approved, the 

employee may be temporarily transferred to an available alternate position for which the 

employee is qualified. All salary and benefits status will remain the same. 

13. If an employee fails to return from leave for reasons other than the continuation, recurrence or 

onset of a serious health condition or other circumstances beyond the control of the employee, the 

County may recover the premium that was paid for maintaining group health plan coverage. 

14. If an employee fails to return from leave, the employee’s supervisor should notify the Human 

Resources Department immediately. 

15. Consistent with the County's policy regarding all types of leave, the following conduct is strictly 

prohibited in relation to FMLA: 

a. Engaging in fraud, misrepresentation or providing false information to the County or any 

health care provider. 

b. Having other employment during the leave, without prior written approval from the 

County. 

c. Failure to comply with the employee’s obligations under this policy. 

d. Failure to timely return from the leave. 

16. Employees who engage in such conduct will be subject to loss of benefits, denial or termination 

of leave, and discipline, up to and including discharge. 

EXCEPTIONS 

•An employee who is not eligible for Family Medical Leave may request a Personal Leave 

(Personnel Policy 5.5: Personal Leave). 
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Appendix G 

JURY DUTY LEAVEPOLICY 

It is the policy of DuPage County to follow all Federal and State laws regarding Jury Duty or Court 

Service such as being called to act as a subpoenaed witness. 

ELIGIBILITY 

• All full-time and part-time employees are eligible to serve on a jury, or as a result of their duties may 

appear before a court as a witness in response to a subpoena or other directive. 

• Temporary employees are eligible to serve on a jury, but their time at jury duty will be unpaid time off.   

GUIDELINES 

A. Employees are granted a leave of absence with pay for the time they are required to serve, less 

payment received for acting as a juror or a witness. 

B. All employee benefits will continue in effect during subpoenaed jury duty or performance of 

witness duties. 

C. Employees who appear as a subpoenaed witness for the County or are required to testify on 

behalf of the County, or as a juror will be paid for those hours they are required to testify, less 

payment received for witnessing. 

PROCEDURES 

1. Upon receipt, the employee shall present the court document, which gives instructions to report 

for jury duty or the subpoena or notice to testify to their supervisor.   

 

2. If an employee is released as a witness or relieved from jury duty for any period during normal 

working hours, the employee shall immediately notify their supervisor.  The employee may be 

instructed to report back to work. 

3. The employee shall submit a copy of any witness or juror compensation to the Payroll Division.  

A deduction of the Jury Duty, minus any travel allowance, will be made on the next paycheck 

processed. 

EXCEPTIONS 

• Employees who appear in court as the plaintiff or defendant in any action not related to their official 

duty shall not be paid for time away from work unless that time is accrued vacation, personal business, or 

compensatory time. 
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Appendix H 

MILITARY LEAVE 

POLICY 

It is the policy of DuPage County to comply with all applicable Federal and State laws in granting 

Military Leave to employees who voluntarily or involuntarily serve, or are reserve members of, the 

United States Army, Navy, Marine Corps, Air Force, Coast Guard, Army National Guard, Air National 

Guard, and/or the Commissioned Corps of the Public Health Service, and others designated by the 

President of the United States in time of war or emergency. 

ELIGIBILITY 

 •All full-time and part-time employees under County Board Jurisdiction.  

GUIDELINES 

A. In accordance with the Uniformed Services Employment and Reemployment Rights Act 

(USERRA), the County is obligated to release employees for service with the Armed Forces 

when the employee participates in: 

1. Annual Training (Summer Camp) 

2. Active Duty of Training (School) 

3. Inactive Duty Training Assemblies (Weekend drills) 

4. Extended leave of absence for voluntary active-duty service (Enlistment) 

5. Involuntary call-up 

 

B. Military leave of absence shall not result in a loss of seniority status or benefits, which would 

have normally accrued if the employee had not been absent for such purposes. 

C. In accordance with Federal law, a military leave of absence shall have a 5-year limit (with some 

exception) on the cumulative length of time an employee may serve in the military and remain 

eligible for reemployment. 

D. The County is not required to provide additional work hours to compensate for military leave. 

E. During time of war, the County Board will adopt a resolution indicating any special exemptions 

or considerations to be put into practice. 

PROCEDURES 

1. Any regular full-time or regular part-time employee who enlists, is drafted or is called to 

active/inactive duty shall immediately notify their supervisor verbally or in writing prior to 

departure for military service.   
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2. An employee who is called to uniformed service shall provide a copy of official orders as soon as 

available reflecting the length and character of the service to their Supervisor or Department Head 

or the Human Resources Department. 

3. In accordance with applicable law(s), the employee shall be compensated for the difference 

between the payment received from the military and their compensation paid by the County.  The 

employee may request the use of vacation, compensatory time, or leave without pay to 

supplement absences; however, they are not required to do so. 

4. The employee’s insurance benefits will continue through their military leave period, unless the 

employee decides to discontinue the benefits. 

5. If the employee has discontinued their insurance benefits during military leave, coverage will be 

immediately reinstated, without a waiting period, following the employee’s return. 

6. The employee will continue to accrue vacation and sick leave.  Vacation, sick leave and floating 

holidays that were unused at the time the military service began will be resumed upon the 

employee’s return. 

7. In accordance with Federal law, upon completion of the period of military service, the returning 

employee shall notify their supervisor that they intend to return to employment.  The employee 

will provide documentation to the length and character of their uniformed service.  The length of 

time the employee has to contact their supervisor depends upon the amount of time spent in 

service as explained below: 

 

8. The employee shall submit to their supervisor their military pay voucher, or equivalent, which 

details the amount of payment received for the military leave as soon as possible. 

9. An employee’s compensation shall reflect any adjustments made to their classification during the 

leave, excluding merit increases. 

 

 

 

 

 

 

 

Length of Absence from Employment Due to 

Uniformed Service 

Deadline for Applying for Re-employment 

Less than 31 days or to take an exam to determine 

fitness for military service 

Employees have eight hours following their return from 

service to report for their next scheduled work period 

Between 31 and 180 days Employees will have 14 days following their return from 

service to apply for reemployment 

More than 181 days Employees have 90 days following their return from service 

to apply for reemployment 
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Appendix I 

PARENTAL TIME 

POLICY 

All employees are eligible to apply for up to twelve (12) work weeks of Family Medical Leave and/or 

Personal Leave to care for and bond with a newborn or newly adopted child.  It is the policy of DuPage 

County to provide eligible employees up to twelve (12) work weeks of paid Parental Time during an 

approved leave to care for and bond with a newborn or newly adopted child.   

ELIGIBILITY 

• All full-time and part-time employees who are budgeted to work a minimum of twenty (20) hours per 

week, have worked at least 1,250 hours or twelve (12) months, and are not in a new hire probationary 

period at the time of birth or adoption of a child are eligible to receive up to twelve (12) work weeks of 

Parental Time. 

GUIDELINES 

A. An eligible employee will be entitled up to a total of twelve (12) work weeks of Parental Time 

during a designated six (6) months and used within six (6) months following the event for one or 

more of the following: 

1. The birth and care of the newborn child of the employee.  

2. The placement of a child, younger than 18, with the employee for adoption.  The 

adoption of a new spouse’s child is excluded from this policy.  

B.  The County uses a rolling twelve (12) month calendar to calculate an employee’s eligibility 

for Parental Time, measured backward from the date of qualified event. 

C. All eligible employees must be covered on an approved leave of absence, either Family 

Medical Leave (Policy 5.9: Family Medical Leave) or Personal Leave (Policy 5.5 Personal 

Leave) to be eligible to receive Parental Time. 

D. Employees who qualify for Parental Time will be required to use Parental Time before other 

paid time.   

E. In most circumstances, an employee may be required to use any accrued vacation time, sick 

time, and compensatory time during any unpaid portion of a leave after Parental Time has 

exhausted, providing this does not interfere with eligibility for IMRF disability. 

F. Employees may choose to use Paid Leave during any unpaid portion of a leave, or bank that 

time based on the requirements and provisions under Policy 5.2 Paid Leave.  

G. Eligible employees will receive a maximum of twelve (12) work weeks of Parental Time per 

birth or adoption of child/children.  The Parental Time must be taken in blocks of time and used 
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within six (6) months following the birth or adoption of the child/children.  The fact that a 

multiple birth or adoption (e.g., the birth of twins or adoption of siblings) does not increase the 

twelve week total amount of paid Parental Time granted for that event.  In addition, in no case 

will an employee receive more than twelve (12) weeks of Parental Time in a rolling 12-month 

period, regardless of whether more than one birth or adoption event occurs within that 12-month 

time frame. 

H. Each week of Parental Time is compensated at one hundred (100) percent of the employee’s 

regularly scheduled, straight-time bi-weekly pay.  Parental Time will be paid on a biweekly basis 

on regularly scheduled pay dates. 

I. Reinstatement or other benefits and conditions of employment while receiving Parental Time 

will be based on the requirements and provisions under Policy 5.9: Family Medical Leave 

(FMLA) or Policy 5.5 Personal Leave.  However, an employee has no greater right to 

reinstatement or other benefits and conditions of employment than if they had not taken leave.   

PROCEDURES 

1. An employee must contact the Human Resources Department to request Parental Time, at least 

thirty (30) days in advance, where practical or where leave is foreseeable, stating both the 

purpose and the beginning and ending dates of the leave.  If the need for leave is not foreseeable, 

or the employee does not receive thirty (30) days advance notice themselves, notice is required as 

soon as practicable, generally within one (1) to two (2) days of learning of the need for leave.   

2. The Department Head and Director of Human Resources, or their designee will be notified of 

an employee’s eligibility for Parental Time. 

3. An employee will be required to provide their supervisor with a schedule or a one (1) to two 

(2) day notice of anticipated absences. 

4. The Human Resources Department will notify the employee of the status of their request for 

Parental Time in writing. 

5. Employees may be required to provide periodic updates of their status and intent to return to 

work while receiving Parental Time. 

6. If circumstances of a leave change, and the employee would like to return to work earlier than 

the date specified, the employee should notify the Human Resources Department and their 

supervisor at least two (2) working days prior to returning.   Any unused Parental Time will be 

forfeited.   

7. If an employee fails to return from leave, the employee’s supervisor should notify the 

Department Head and Human Resources Department immediately. 
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Appendix J 

TUITION REIMBURSEMENT 

POLICY 

It is the policy of DuPage County to provide educational assistance for eligible employees who want to 

further their education in courses that are work-related.  DuPage County is committed to the career 

growth and development of its employees by enhancing their knowledge and skills through further 

education. 

ELIGIBILITY 

• All full-time employees who have completed one (1) year of continuous employment with DuPage 

County.  

GUIDELINES 

A. Funds for tuition reimbursement may be allocated at the discretion of the County Board at the 

beginning of the fiscal year. Funds are available on a first come first served basis. 

B. Approval for the course must be obtained in advance from the Department Head.  Upon approval, 

tuition will be reimbursed if the course is directly related to the employee’s present position, job family or 

part of a job-related degree or program.  The Department Head and the Chief Human Resources Officer, 

or designee, will determine whether a course is directly related to an employee’s current job duties or a 

foreseeable future position. 

C. The course must be taken for college credit at an accredited educational institution. The amount 

reimbursable is a maximum of $2,500 per calendar year as determined by the last day of scheduled 

classes. 

D. Reimbursement for any non-credited courses must receive prior approval from the Department Head 

and the Chief Human Resources Officer. 

E. Funding for approved courses will be consolidated in the Human Resources Department Budget for 

overall County-wide distribution. 

F. Tuition will be reimbursed at 100%, up to the $2,500 annual maximum, upon completion of the course, 

providing a grade of C or better is obtained.   

PROCEDURES 

1.  Pre-approval for course eligibility must be obtained from the Department Head and the Chief Human 

Resources Officer or designee. Pre-Approval Forms for tuition reimbursement are available on the 

internet or in the Human Resources Department.  

2.  The request for pre-approval must be filled out by the employee, signed by the Department Head or 

Elected Official and submitted to the Human Resources Department prior to the start of the course. 
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3. Receipts for reimbursement must be turned into the Human Resources Department no more than (90) 

days after completion of the course. 

4. Reimbursement will be paid to the employee upon submission of the required documentation on the 

next available pay date, in accordance with payroll deadlines. 

EXCEPTIONS 

 The following are not covered under the tuition reimbursement policy: 

• Books 

• Lab fees 

• Seminars 

• Travel/Parking expenses 

• Certifications and/or licenses required to meet the minimum requirements of a position. 

The Tuition Reimbursement form is available on the internet under the Human Resources tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.dupagecounty.gov/government/departments/human_resources/employee_forms.php#outer-1576
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Appendix K 

ADOPTION ASSISTANCE 

POLICY 

It is the policy of DuPage County to provide assistance to all employees who are building families by 

providing eligible employees with adoption benefits including financial assistance, paid time off, and a 

pretax reimbursement account. 

ELIGIBILITY 

• All full-time employees under County Board Jurisdiction who have been continuously employed with 

DuPage County for one (1) year. 

GUIDELINES 

A.  Reimbursement 

1. Eligible adoption-related expenses will be reimbursed to a maximum of $1,500 per child per 

year. 

2. Eligible expenses include:  

a. Agency and placement fees  

b. Medical expenses of the birth mother 

c. Medical expenses of the child prior to adoption 

d. Transportation and lodging expenses 

e. Expenses to meet the needs of a special needs child are eligible in the case of U.S. 

special needs adoptions   

B. Adoption Leave 

Adoption leave time may be used either pre or post adoption and will be considered as part of the 

twelve (12) weeks allowed under the Family and Medical Leave Act (Personnel Policy 5.9: 

Family Medical Leave).  For more information on adoption leave, please contact a Benefits 

Representative. 

PROCEDURES 

1. All reimbursements will be consistent with the provisions of Section 137 of the IRS code. 

2.  A portion of the reimbursement amount may be taxable for employees whose family income 

exceeds $75,000 per year. 
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3. Within thirty (30) days of notification that a child will be placed in an employee’s home, they 

should contact a Benefits Representative. 

4.  Documentation of the placement and adoption petition as well as itemized receipts for 

expenses incurred for reimbursement will be needed. 

EXCEPTIONS 

• Adopted children must be under eighteen (18) years of age to be considered for this benefit. 

• This policy does not apply in the case of the adoption of a stepchild. 

The Adoption Assistance Reimbursement Request form is available on the internet under the 

Human Resources tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.dupagecounty.gov/government/departments/human_resources/employee_forms.php#outer-1576
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Appendix L 

EMPLOYEE RETENTION 

POLICY 

It is the policy of DuPage County to provide retention incentives in order to provide long-term employees 

additional income protection for retirement in the form of a capital accumulation program. 

ELIGIBILITY 

• All full-time and part-time employees who participated in the Illinois Municipal Retirement Fund and 

began their employment with DuPage County on or before November 30, 2002. 

• Eligibility begins at age fifty-five (55) and ten (10) years of continuous service or twenty (20) years of 

continuous service independent of age. 

GUIDELINES 

A. At the time of voluntary separation or layoff, retention benefits will be paid based on the 

following schedule and eligibility:  

Continuous 
Years of Service 

Total Days 

 

10 years 50 days 

15 years 90 days 

20 years 120 days 

B. For purposes of this policy, continuous service will be calculated from the earlier date of hire 

with DuPage County unless there has been a gap of over one year, in which case the most recent 

date of employment would be used to calculate retention benefits.  Last day worked will be 

considered the final day of service. 

PROCEDURES 

1. Payment for applicable days will be made upon formal notice of separation or upon submission of 

Request for Early Disbursement of Retention Benefits Non-Retiree form. 

2. If gap in service is one (1) year or less, any retention paid previously will be deducted from future 

retention payouts.  

3. Pay will be calculated by the same formula as sick days and vacation days. 

4. Employees who sign a formal notice of separation may receive payment for retention benefits up 

to six (6) months prior to their separation date. 

5. Early Distribution Payout: Effective August 13, 2024, employees who are eligible for retention 

benefits may request an Early Distribution payout of their retention benefits without submitting a 

notice of separation from the County on a one-time basis, per employee. Requests must be for the 

entire retention amount but will be allowed to elect payment in two separate partial payments, to 
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be paid within a six-month period. A Request for Early Disbursement of Retention Benefits-Non-

Retiree form must be completed and submitted to receive this payout, and the amount of the 

payout(s) will be based upon the employee’s payrate at the date of the actual payment(s). If an 

eligible employee receives the retention payout prior to separation of employment, such 

employee shall not be entitled to any additional retention benefit, regardless of the years of 

service completed after such payout. 

EXCEPTIONS 

• DuPage County Elected Officials are not eligible for this program. 

• Employees who are involuntarily terminated are not eligible for this program. 

• Employees who have voluntarily resigned due to a conviction are not eligible for this program. 
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Appendix M 

FITNESS FOR DUTY 

POLICY 

DuPage County is committed to providing a safe working environment and to protecting the health and 

safety of all employees.  If an employee lacks the essential physical and mental requirements necessary to 

perform the essential functions of the job, or poses a significant risk to their own safety, safety of co-

workers or the safety of the public, they may be referred for a fitness for duty evaluation. 

ELIGIBILITY 

• All employees under County Board Jurisdiction regardless of employment status. 

GUIDELINES 

A. Employees are responsible for managing their health in such a way that they can safely perform 

the essential functions of their job, with or without a reasonable accommodation. 

B. Employees must come to work fit for duty and must perform their job in a safe, secure, 

productive and effective manner during the entire time they are working. 

C. Employees are responsible for notifying their supervisor if they are not fit for duty. 

D. Employees are responsible for notifying their Supervisor, Human Resources Representative, 

Department Head or Chief Human Resources Officer when they observe a co-worker acting in a 

manner that indicates the co-worker may be unfit for duty. 

PROCEDURES 

1.  A fitness for duty assessment may be requested when there is reasonable cause for serious concern 

about an employee's ability to perform their role and duties safely, when the employee’s behavior is 

grossly inappropriate for the workplace, or if there is reasonable concern for workplace safety.  

2.  An impartial, independent healthcare evaluator with expertise in the disciplines of medical, 

psychological, alcohol, or other drug conditions will conduct a fitness for duty evaluation. 

3. Referrals for Fitness for Duty assessments will be made by the Department Head and Chief Human 

Resources Officer. 

4.  Employees will be removed from the workplace while in the process of completing a fitness for duty 

assessment.   

5.  Employees who cooperate in a fitness for duty evaluation and are in compliance with 

recommendations for medical, psychological and/or chemical dependence treatment may be returned to 

work provided appropriate discipline, if warranted, has taken place. 

6.  Non-compliance with a request for a fitness for duty evaluation or a determination that an employee is 

unfit for duty may result in disciplinary action, not to exclude termination. (Personnel Policy 10.1: 

Disciplinary Guidelines) 


