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I. CALL TO ORDER

II. PLEDGE OF ALLEGIANCE

III. ROLL CALL

IV. PUBLIC COMMENT (3 minutes per person with a 30 minute meeting limitation)

V. APPROVAL OF MINUTES

1. January 23, 2018 Village Board Meeting Minutes

VI. WARRANT

1. Warrant report 02-13-2018 W18/03 $3,546,770.22

VII. CONSENT AGENDA – CONSIDERATION OF AN “OMNIBUS VOTE”

VIII. REPORTS OF VILLAGE DEPARTMENTS

A. Administration

1. A Resolution Approving the Revised Employee Handbook for the Village of
Bensenville

B. Community and Economic Development

1. Resolution Supporting the Granting of a Cook County Class 6(b) Real Estate Tax
Incentive for Certain Property Commonly Known as 1055 Sesame Street, 491 and
495 Podlin Drive

2. Ordinance Approving a Variance, Plat of Consolidation and Site Plan for the
applicant DSP Acquisitions, located at 1055-65 Sesame St. /491 Podlin Dr.

C. Finance – No Report

D. Police Department – No Report

E. Public Works – No Report



F. Recreation – No Report

IX. REPORTS OF VILLAGE OFFICERS:

A. PRESIDENT'S REMARKS:

1. Proclamation in Honor of Oronzo Peconio as a Former Village Trustee
Village President, Frank DeSimone will present the Honorary Street Sign and
Proclamation to the Peconio family.

B. VILLAGE MANAGER'S REPORT:

1. Resolution Granting the Authority to the Village Manager to Accept Electricity
Pricing on Certain Village Accounts

C. VILLAGE ATTORNEY’S REPORT:

X. UNFINISHED BUSINESS

XI. NEW BUSINESS

XII. EXECUTIVE SESSION

A. Review of Executive Session Minutes [5 ILCS 120/2 (C) (21)]
B. Personnel [5 ILCS 120/2 (C) (1)]
C. Collective Bargaining [5 ILCS 120/2 (C) (2)]
D. Property Acquisition [5 ILCS 120/2 (C) (5)]
E. Litigation [5 ILCS 120/2 (C) (11)] 

XIII. MATTERS REFERRED FROM EXECUTIVE SESSION

XIV. ADJOURNMENT
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Village of Bensenville 
Board Room 

12 South Center Street 
Bensenville, Illinois 60106 

Counties of DuPage and Cook 
 

MINUTES OF THE VILLAGE BOARD OF TRUSTEES MEETING 
January 23, 2018 

 
CALL TO ORDER:  1. President DeSimone called the meeting to order at 6:30 p.m. 
   
ROLL CALL:  2. Upon roll call by Village Clerk, Nancy Quinn, the following Board  
     Members were present: 
 

Carmona, Franz, Jaworska, Panicola, Perez 
 
Absent: Lomax  
 

     A quorum was present. 
 

Staff Present: E. Summers, J. Carracci, F. Kosman, G. Ferguson, T. 
Finner, A. Thakkar, S. Viger, C. Williamsen  

 
PUBLIC COMMENT: Claire Daccardo – 422 Barron Street 

Ms. Daccardo asked the Village Board for the reason for switching 
energy suppliers. Village Manager, Evan Summers, explained the 
process the Village took for its electrical aggregation program.  
 
Ms. Daccardo also asked when the Village was installing streetlights 
on the 300 & 400 block of Barron Street. Public Work’s Director, Joe 
Caracci was directed to meet with Ms. Daccardo regarding her 
inquiry.  
   

APPROVAL OF 
MINUTES:     3. The January 16, 2018 Special Village Board Meeting minutes were  
     presented. 
 
Motion:    Trustee Franz made a motion to approve the minutes as  
     presented. Trustee Jaworska seconded the motion. 
 

All were in favor. Motion carried. 
 

WARRANT NO. 
18/02:    4.  President DeSimone presented Warrant No. 18/02 in the amount of  
     $1,635,240.08. 
 
Motion:    Trustee Perez made a motion to approve the warrants as presented. 

Trustee Panicola seconded the motion.      
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ROLL CALL:   AYES: Carmona, Franz, Jaworska, Panicola, Perez 
               
     NAYS: None 
      
     All were in favor. Motion carried. 
 
Motion:     5. Trustee Perez made a motion to approve the Consent Agenda  
    as presented. Trustee Franz seconded the motion. 
 
    All were in favor. Motion carried. 
 
Resolution No. 
R-3-2018:    Resolution Approving a Pace Hold Harmless Agreement. 

(Consent Agenda) 
 
Resolution No. 
R-4-2018:    Resolution Concerning the Determination of the Bensenville 

Village Board That Change Order Number One With Stewart 
Spreading, Inc. for an Increase of $10,169.50 is Required for the 
2017 Sludge Hauling Contract for a Revised Contract Cost of 
$107,419.50. (Consent Agenda) 

 
Resolution No. 
R-5-2018:    Resolution Authorizing the Execution of a Purchase Order with 

Brenntag for the Purchase of Polymer in the Not-to-Exceed 
Amount of $22,057. (Consent Agenda) 

 
Resolution No. 
R-6-2018:    Resolution Authorizing the Execution of a Purchase Order with 

Energenecs for the 2018 SCADA Upgrade Project in the Not-to-
Exceed Amount of $24,800. (Consent Agenda) 

 
Resolution No. 
R-7-2018:    Resolution Authorizing the Execution of a Resolution 

Appropriating the Use of MFT Funds to Pay for Roadway 
Related General Maintenance in the Amount of $150,000.00 from 
January 1, 2018 to December 31, 2018. (Consent Agenda) 

 
Resolution No. 
R-8-2018:    Resolution Authorizing the Close Out of Motor Fuel Tax (MFT) 

Funds to Pay for Roadway Related General Maintenance in the 
Amount of $144,847.90 From January 1, 2017 to December 31, 
2017. (Consent Agenda) 
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Resolution No. 
R-9-2018:    Resolution to Obtain Permits to Perform Work on State 

Highways. (Consent Agenda) 
Resolution No. 
R-10-2018:    Resolution Authorizing the Execution of a Purchase Order with 

Hanes Geo Components for the Purchase of Geo Grid Blocks 
for the 2017 Lions Park Restoration Project in the Not-To-
Exceed Amount of $12,695. (Consent Agenda) 

 
Ordinance No. 
1-2018:    Ordinance Amending Title 5, Traffic and Motor Vehicles, Chapter 

2, Stopping, Standing or Parking, Section 13, No Parking Zones, 
Subsection F, No Parking at Any Time,  to Include the North 
Side of Main Street from York Road to Addison Street as a No 
Parking Zone. (Consent Agenda) 

 
Ordinance No. 
2-2018:    Ordinance amending Title 5, Traffic and Motor Vehicles, Chapter 

2, Stopping, Standing, or Parking, Section 1, Angle Parking, 
Subsection A, Diagonal and Perpendicular Parking to Include 
the North Side of Green Street from Center Street to Addison 
Street. (Consent Agenda) 

 
Ordinance No. 
3-2018:    Ordinance Amending Title 5, Traffic and Motor Vehicles, Chapter 

2, Stopping, Standing or Parking, Section 14, Limited Parking 
Zones, Subsection F, Four Hours Between 7:00 A.M. and 6:00 
P.M., Except Sundays And Holidays to Include the North Side of 
Green Street from Center Street to Addison Street. (Consent 
Agenda) 

 
Resolution No. 
R-11-2018    Resolution Approving an Agreement with Avion Consultants, 

LLC and the Village of Bensenville for Aviation Consulting 
Services. (Consent Agenda) 

 
Motion:    Trustee Perez made a motion to approve the Consent Agenda as 

amended. Trustee Franz seconded the motion. 
 
ROLL CALL:   AYES: Carmona, Franz, Jaworska, Panicola, Perez  
               
     NAYS: None 
      
     All were in favor. Motion carried. 
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Resolution No. 
R-12-2018:   6. President DeSimone gave the summarization of the action 

contemplated in Resolution No. R-12-2018 entitled a Resolution to 
Approve an Agreement with Active Network, LLC for the 
Purchase, Implementation, Training and Data Hosting of their 
Web Based MaxGalaxy Recreation Software Platform (Subject to 
Attorney Review). 

 
    There were no questions from the Village Board.   
 
Motion:    Trustee Jaworska made a motion to approve the Resolution as 

presented. Trustee Panicola seconded the motion.  
 
ROLL CALL:   AYES: Carmona, Franz, Jaworska, Panicola, Perez 
               
     NAYS: None 
      
     All were in favor. Motion carried. 
 
PRESIDENT’S 
REMARKS:    President DeSimone asked everyone to stay safe and drive with 

caution during winter storms.  
      
MANAGERS 
REPORT:    Village Manager, Evan Summers, announced Winkler’s Tree Service 

and ComEd are currently throughout town trimming trees.  .  
 
VILLAGE ATTORNEY 
REPORT:    Village Attorney, Joseph Montana, had no report.  
 
EXECUTIVE                     
SESSION:    Village Attorney, Joseph Montana, stated there was not a need for 

Executive Session. 
 
ADJOURNMENT:   Trustee Panicola made a motion to adjourn the meeting. Trustee 

Franz seconded the motion.  
 
     All were in favor. Motion carried.  
 

President DeSimone adjourned the meeting at 6:46 p.m. 
 

 
 
Nancy Quinn 
Village Clerk  
PASSED AND APPROVED by the President and Board of Trustees of the Village of Bensenville this   day, February 2018 
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TYPE:
Resolution

SUBMITTED BY:
Gary Ferguson

DEPARTMENT:
Human Resources

DATE:
February 13, 2017

DESCRIPTION:
A Resolution Approving the Revised Employee Handbook for the Village of Bensenville

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:
X Financially Sound Village Enrich the lives of Residents
X Quality Customer Oriented Services  Major Business/Corporate Center

Safe and Beautiful Village  Vibrant Major Corridors

COMMITTEE ACTION:
N/A

DATE:
N/A

BACKGROUND:
The current employee handbook was approved in 2015. Since then, the Village has  items (as listed below)
which requires a revision to the current policies. In addition, the Village is adding new policies to the handbook.
The below mentioned summary shows the revision and/or new policy placed in the employee
handbook.
 
1.03 - Equal Opportunity Employer
1.07 - Sexual Harassment Policy
2.10 - Bio-metric Information Security Policy (New)
3.02 - Minimum Standards for Hiring
4.03 - Holiday Pay
4.04 - Vacation Carryover
4.05 - Sick Leave
8.01 - Equipment Accountability Policy
8.02 - Credit Card Usage Policy
8.03 - Travel and Business Expense Policies

KEY ISSUES:
Key issues are described as below.
 
Policy 1.03 and 1.07 (Sexual Harassment Policy) are connected and they are revised per the requirement of
the new State legislation.
 
Policy 2.10 is a newly added policy which allows us to collect the bio-metric data to be used for the punch in
and punch out for the time keeping purposes.
 
Policy 3.20 is revised to reflect that we can hire an employee of 15 years of age subject to work permit from
their school.
 
Policy 4.03 is revised to reflect that in order to be eligible for Holiday Pay, the employee either has to be
present or use the vacation days immediately before and after the holiday. 
 
Policy 4.04 allows to carryover one week (5 days) of vacation beyond anniversary date subject to Village
Manager's approval.
 
Policy 4.05 is revised to reflect the IMRF requirement and to avoid the accelerated payments. On retirement or
termination, sick leave will be paid out after four (4) pay period.
 
Policy 8.01 is a new policy which holds employee accountable for equipment assigned and also indemnifies



the Village in case of violation of policy.
 
Policy 8.02 is also a new policy which defines the rules for conducting business using the Village credit card.
 
Policy 8.03 is a new policy defining the travel and business expense policies.
 

ALTERNATIVES:
Approve the updated Employee Handbook or at the discretion of the Board.

RECOMMENDATION:
Staff recommends the approval of the changes made to the Employee Handbook.

BUDGET IMPACT:
None

ACTION REQUIRED:
Approval of a Resolution authorizing changes to the Employee Handbook for the Village of Bensenville.

ATTACHMENTS:
Description Upload Date Type
Resolution 2/7/2018 Resolution Letter
Final Version 2/7/2018 Backup Material
Redlined Version 2/7/2018 Backup Material



RESOLUTION NO. R-   
 

A RESOLUTION ADOPTING A REVISED 

EMPLOYEE HANDBOOK 
 

WHEREAS, the VILLAGE OF BENSENVILLE (hereinafter “VILLAGE”) is a municipal 

corporation established and existing under the laws of the State of Illinois pursuant to the Illinois 

Municipal Code, 65 ILCS 5/1-1-1 et seq.; and 

WHEREAS,  the  VILLAGE  has  an  “Employee  Handbook”  that  is  the  VILLAGE  staff 

manual of personnel policies and procedures; and 

WHEREAS, it is sometimes necessary to modify the Employee Handbook based on new 

state or federal legislation, and based on past practice or new policy; and 

WHEREAS, the Employee Handbook is not intended to create nor should it be construed to 

constitute any type of employment contract, promise, or guarantee between the Village of 

Bensenville and its employees; and 

WHEREAS, for this purpose, the VILLAGE has determined that it is reasonable, necessary, 

and desirable to revise the Employee Handbook, which is attached hereto and incorporated herein 

by reference as Exhibit “A.” 

NOW, THEREFORE, BE IT RESOLVED by the President and Board of Trustees of the 

 
Village of Bensenville, DuPage and Cook Counties, Illinois, as follows: 

 
SECTION ONE:  The recitals set forth above are incorporated herein and made a part 

 

Hereof. 
 

SECTION TWO:  The Employee Handbook is hereby revised, the official copy of which 
 
is attached hereto and incorporated herein by reference as Exhibit “A.” 

 
SECTION THREE:  This Resolution shall take effect immediately upon its passage and 

 
approval as provided by law. 



PASSED AND APPROVED by the President and Board of Trustees of the Village of 
 
Bensenville, Illinois, this _____

 
day of February, 2018. 

 
 
 
 

APPROVED: 
 
 
 
 

 
Frank DeSimone, Village President 

 

 
 

ATTEST: 
 
 
 
 
 
 
 

          Nancy Quinn, Village Clerk 
 

 
 
 
 
 

Ayes:    
 

Nays:    
 
Absent:    



Revised January 2018   
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Article 1.  General  

Section 1.01  Disclaimer  

Please Read Carefully  

This Employee handbook is not intended to create nor should it be construed to constitute any 

type of employment contract, promise, or guarantee between the Village of Bensenville and its 

employees.  This Employee handbook is also not intended to provide any assurance of continued 

employment for any specific term.  Rather, it is simply intended to describe the Village of 

Bensenville and some of its personnel policies and procedures.  Needless to say, these policies 

and procedures supersede all prior policies and statements regarding these issues and they may, 

and likely will, be changed from time to time with or without notice, as the Village deems 

appropriate.  Furthermore, employment conditions and compensation may be altered or 

terminated at any time with or without cause and with or without notice at the option of the 

Village of Bensenville.  No representative of the Village of Bensenville, other than the Village 

Manager, has the authority to enter into any agreement contrary to the foregoing.  .  

Section 1.02  Collective Bargaining Agreements 

The Village is a party to certain Collective Bargaining Agreements with the union(s) for certain 

covered employees.  The terms and conditions of employment for the covered employees are set 

forth in the Collective Bargaining Agreement.  In the event of any inconsistency between this 

Handbook and a specific provision of a Collective Bargaining Agreement, the Collective 

Bargaining Agreement takes precedence but only as to those employees covered by the 

agreement.  Employees with questions about their Collective Bargaining Agreement should 

contact their union steward and/or the Director of Human Resources or Department Head for 

guidance. 

Section 1.03   Equal Opportunity Employer  

The Village is firmly committed to prohibiting unlawful discrimination and harassment 

on the basis of all legally protected categories, including without limitation, based on race, color, 

sex, age, sexual orientation or sexual preference, gender, gender identity or expression, religion, 

military status, marital status, national origin, disability, pregnancy, childbirth or any medical 

condition related to pregnancy or childbirth, or any other protected category as defined by 

applicable law. This policy extends throughout the employment process, from 

application/selection through termination, and in all employment related decisions. 

If you feel that you have been the victim of unlawful discrimination or harassment of any 

kind or if you have witnessed a violation of this Policy, you are encouraged to promptly report 

the allegations to your Department Head or the Director of Human Resources. Be assured that all 

complaints will be promptly investigated and remedied as appropriate. Also be assured that no 

retaliation will be taken or tolerated against any employee covered by this Policy who reports a 

complaint of a violation of this Policy and/or participates in an investigation of any complaint 

allegations. In the event the Village determines that a violation of this Policy has occurred, 
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appropriate disciplinary action (including immediate termination, if warranted) will be taken as 

deemed necessary by management. 

Disability & Pregnancy Accommodation Requests 

The Village prohibits discrimination on the basis of disability, pregnancy, or medical 

conditions related to pregnancy or child birth.  Therefore, the Village will not refuse to hire, 

segregate, or take any other employment action with respect to recruitment, hiring, promotion, 

renewal of employment, selection for training or apprenticeship, discharge, discipline, tenure or 

the terms, privileges or conditions of employment on the basis of pregnancy or disability.   

The Village also makes reasonable accommodations when necessary for all employees 

and/or applicants with disabilities and/or employees who are affected by pregnancy, childbirth, 

or medical conditions related to pregnancy or childbirth, provided the employee is otherwise 

qualified to perform the essential functions of the job.  

Consistent with these commitments, the Village will not require an employees affected 

by pregnancy or other disability to take a leave of absence (against the employee’s wishes) if 

another reasonable accommodation can be provided to the known medical conditions related to 

the disability or pregnancy of that employee.  Further, the Village will not fail or refuse to 

reinstate an employee affected by pregnancy or other disability to his/her original job or to an 

equivalent position with equivalent pay, seniority, and benefits upon her signifying his/her intent 

to return to work or when the need for reasonable accommodation ceases, unless the Village can 

demonstrate that the accommodation would impose an undue hardship on the Village’s 

operations. 

The Village may request documentation from an employee’s health care provider concerning the 

need for the requested reasonable accommodation(s), the medical justification for the requested 

accommodation(s); a description of the reasonable accommodation(s) that is medically 

advisable; the date the reasonable accommodation(s) became (or will become) medically 

advisable; and the probable duration of the reasonable accommodation(s).  The Village may deny 

an accommodation if it imposes an undue hardship.  Employees and/or applicants are encouraged 

to discuss their need for a reasonable accommodation with Human Resources.  These issues will 

be addressed on a case-by-case basis. Civility Policy and Policy against Workplace Violence or 

Threats  

The purpose of this Policy is to set forth some examples of the types of acts or behaviors that 

cannot and will not be tolerated in the work place.  Though these issues can best be described as 

“common sense,” there are times when individuals forget standards of decorum thus requiring 

that this Policy be spelled out as a reminder.  In short, it is the Village’s Policy that all employees 

treat co-workers, customers, and visitors with respect and as they would like to be treated 

themselves.  All employees are entitled to a comfortable working environment while on premises 

and while properly engaged in business activities on behalf of the Village.  

Workplace Violence:  Workplace violence includes, without limitation, any act or threat of 

violence by any former or current Village employee, customer or visitor against another 

employee, customer or visitor on or about Village premises or elsewhere, at any time while 
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properly engaged in Village business or in circumstances that may affect your employment with 

the Village.  This definition includes acts or threats of harm or damage against personal or 

Village property (regardless of the person who initiatives the action and even if intended to be a 

joke).  By definition, the actual or threatened possession of weapons (firearms, fireworks, knives, 

etc.), except as allowed and properly used pursuant to Village and department rules and 

regulations (in the following paragraph), on Village premises also constitutes workplace violence 

and is strictly prohibited.   The Village maintains a “zero tolerance” for violence Policy and a 

violation of this Policy will be grounds for disciplinary action including immediate dismissal (no 

matter when discovered), and even where the incident may have been intended as a joke. 

Concealed Carry Policy: You are strictly prohibited from possessing or using any and all 

weapons while on Village property or while on Village business.  This includes, but is not 

limited to knives, explosives, firearms, ammunition and martial arts weapons, regardless of 

licensure or concealment.  However, nothing in this Policy prohibits any person who holds a 

valid license issued by the State of Illinois from carrying a concealed firearm on or about his or 

her person within a vehicle into the parking area or storing a firearm or ammunition concealed in 

a case within a locked vehicle or locked container out of plain view within the vehicle in the 

parking area or as otherwise allowed by and consistent with Illinois law.  Outside of this limited 

exception in this paragraph of this Policy, licensees (other than peace officers who are otherwise 

licensed and authorized to do so as provided by law), are prohibited from carrying firearms on 

Village property or into Village buildings.    

Unacceptable Behavior:  Unacceptable behavior includes any act, statement, gesture, or other 

behavior that occurs while at the workplace or while engaged in business activities and/on behalf 

of the Village which a reasonable employee, customer or visitor would or could reasonably find 

offensive.  Unacceptable behavior can include, but is not limited to:  

1. Obscene, inappropriate or unprofessional communications of any kind, including 

(without limitation) telephone calls, letters, facsimile transmissions, electronic mail 

including posting of same;  

2. Racial, sexual, religious, ethnic or other similarly inappropriate jokes or comments based 

on any of the protected bases stated in our EEO Policy (Section 1.03),  

3. Obscene, offensive, inappropriate and/or abusive gestures;  

4. Abusive, offensive or disruptive acts, statements or behavior;  

5. Invasions of privacy of a fellow employee or a resident or visitor of the Village.  

6. Use, disclosure or misappropriation of any Village property or confidential information. 

7. Any other action, inaction, gesture or statement deemed harmful to the Village, its 

employees, property or reputation.  

Note:  This policy will be construed in accordance with all applicable laws and it is not intended 

to restrict or limit an employee’s lawful communications or protected conduct as allowed by the 
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Illinois State Labor Relations Act or any other law that governs the employment of the Village’s 

employees.  

Consequences of Policy Violation:  

Workplace violence and unacceptable behavior is strictly prohibited.  The Village requires that 

all employees, customers, and visitors engage in proper, professional conduct.  Employees who 

engage in workplace violence and/or unacceptable behavior may be subject to discipline, up to 

and including discharge.  Customers and visitors who violate this Policy may also be subject to 

disciplinary action appropriate to the situation (including termination if deemed warranted by 

management).  Depending on the incident and surrounding circumstances involved, civil and/or 

criminal action also may be taken against the offender.  

Every supervisor is reminded to take appropriate steps to help ensure that the workplace is free 

from workplace violence and/or unacceptable behavior.  For example, when appropriate, 

supervisors should consider doing any one or more of the following:  

1. Informing all employees of the substance of this Policy and the potential consequences of 

a violation;  

2. Encouraging employees who are aware that another employee has engaged in violence or 

unacceptable behavior to report this behavior to their supervisors promptly; and  

3. Taking prompt action when such reports are made so that the matter can be investigated 

and remedied as appropriate.  

Employees are asked and expected to report any incidents of workplace violence or unacceptable 

behavior to their supervisor or the appropriate party as soon as possible after becoming aware of 

the event (no matter how slight the incident may seem at the time).  The Village prohibits 

retaliation against anyone for making a complaint pursuant to this Policy, or cooperating in an 

investigation under this Policy.  Employees also should be aware that complaints of this sort are 

a serious matter and may lead to discharge against the offender when warranted.  

Section 1.04   Drug & Alcohol Policy  

In an effort to help ensure a safe and productive work environment, the Village of Bensenville 

has adopted the following Policy:  

1. The Village prohibits the illegal or inappropriate sale, distribution or transfer of mind or 

behavior-altering drugs, alcohol, or illegal substances (including lawful drugs taken 

contrary to prescription) by Village employees at any time while on Village property or 

while engaged in Village business related activities.  The Village also prohibits the sale, 

distribution, transfer or possession and use of alcohol, legal drugs or illegal drugs while 

on Village premises, Village business, or in any manner which may impair an employee’s 

ability to safely perform assigned job duties or which otherwise adversely affects the 

Village’s business or reputation.  Violation of this Policy will subject an employee to 

disciplinary action, up to and including discharge.  
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2. The Village does not prohibit the use of over-the-counter drugs or prescription drugs, in 

the manner approved by a physician, when that usage does not impair an employee’s 

ability to safely perform his job duties.  An employee taking an over-the-counter or 

prescribed drug that could tend to affect his/her reflexes, mind and/or behavior while on 

Village premises, should report such usage to the Human Resources Manager before the 

employee’s scheduled shift begins.  This will enable the employee to discuss with 

management ways in which the employee can be reasonably accommodated (if any) in 

safely performing the employee’s essential job functions.   

3. The Village may require testing for prohibited substances where there is reasonable cause 

to suspect that the employee is or may be using or is under the influence of alcohol or 

drugs, and/or may be otherwise in violation of this Policy.  A urinalysis, blood test, 

and/or other appropriate drug/alcohol screening may be administered to determine if 

drugs, alcohol, or metabolites are in the employee’s system.  The test results will be 

released to Village management for appropriate review on a confidential basis.    

4. We also require employees to subject to post-accident drug and/or alcohol (where 

appropriate) testing any time there is an accident or injury at work and/or damage to 

Village property.   

5. Further, we reserve the right to conduct drug testing on a random basis to ensure 

compliance with this policy, except if prohibited by a collective bargaining agreement.  

These testing rights are in addition to any obligations we have to require periodic and/or 

random testing pursuant to the law for safety sensitive positions.  Please be aware of your 

obligation to comply with this policy (and/or face termination for refusing to submit to a 

test upon request pursuant to this policy).  This provision is necessary for the safety of 

our employees and residents and to ensure compliance with all laws which prohibit 

unlawful drug use or consumption; therefore, you should not expect privacy with respect 

to these issues at work.  

6. Any employee who tampers with a test sample and/or who refuses to submit to a test 

immediately (i.e., generally within one (1) hour of the request in the event of a 

documented medical reason for the delay) upon request will be deemed to be in violation 

of this Policy.  Any violation of the Policy, including a positive test, will be grounds for 

appropriate discipline, up to and including discharge for the first offense.  

7. This Policy will be applied consistently to our employees who are qualified patients who 

possess a registry identification card from the Department of Public Health authorizing 

the use, possession and/or consumption of medical cannabis in accordance with the 

“Illinois Compassionate Use of Medical Cannabis Pilot Program Act”. 

The goal of this Policy is to ensure that each Village employee is fit for duty and is as productive 

as possible every day.  It remains the Village’s desire and intent to encourage any employee with 

an alcohol or drug dependency problem to seek professional assistance before the problem leads 

to an incident requiring disciplinary action.  Where a violation of this Policy has occurred, an 

employee’s after the fact participation in a drug or alcohol rehabilitation program shall not 



 

9 
Revised January 2018  
 

excuse the employee’s misconduct and it will not relieve the employee of any  disciplinary 

action (including discharge) if deemed appropriate by management for the Policy violation.  

Section 1.05  Smoking Policy  

It has long been determined that smoking is dangerous to the health of those who smoke.  It has 

been confirmed that smoking is also dangerous for others who inhale the smoke.  In addition, 

smoking typically leaves odors and damages furniture, vehicles, equipment, and buildings.  The 

negative results of smoking have led to the passage of regulatory laws and the decision of many 

employers to limit or ban smoking in their facilities.  

By Village resolution and pursuant to state law, smoking of any kind is prohibited in any Village 

building, facility, while operating Village equipment, or vehicles.  Smoking will be permitted on 

Village grounds outside of buildings during designated break periods provided it is at least 15 

feet from any entrance(s) to the facility.  Your Department Head and/or supervisor will 

determine what qualifies as a designated break period and interpreting whether a particular 

location is suitable for smoking.  If you have questions, please speak to your supervisor.  

Violation of this Policy is considered a serious safety threat and will lead to disciplinary action 

(including dismissal) if deemed warranted by management.   

Section 1.06  Sexual Harassment Policy 

The Village is committed to providing a workplace that is free from all forms of unlawful 

harassment and unlawful discrimination, including sexual harassment.  Unlawful harassment 

includes making the working environment uncomfortable based on a legally protected category 

such as:  race; color; sex; age; sexual orientation or sexual preference; gender; gender identity or 

expression; religion; military status; marital status; national origin; disability; pregnancy, 

childbirth or any medical condition related to pregnancy or childbirth; and/or any other protected 

category as defined by applicable state, federal and/or local law or ordinance.  Any employee’s 

behavior or action or conduct that fits the definition of sexual harassment (or harassment based 

on any other legally protected category) is a form of misconduct, which may result in 

disciplinary action up to and including immediate dismissal for even the first offense if 

warranted. 

Each employee of the Village bears the responsibility to refrain from sexual and other 

forms of harassment in the work place.  No employee, male or female, should be subjected to 

unsolicited or unwelcomed sexual overtures or comments based on other categories listed above.  

Furthermore, all supervisors/managers are expected to make sure that the work environment is 

free from all forms of harassment and discrimination, including sexual harassment.  All forms of 

discrimination and conduct which can be considered harassing, coercive or disruptive, or which 

create a hostile or offensive environment, are strictly prohibited.  Instances of sexual harassment 

or other forms of harassment based on any legally protected category will be investigated in a 

prompt and effective manner so that appropriate remedial action can be taken where necessary 

based on the investigation results. 

All employees of the Village are expected to become familiar with the contents of this 

Policy and to abide by the requirements it establishes.  All employees also are encouraged to 
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report any complaint or allegation of a violation of this Policy (no matter how slight).  Be 

assured that no retaliation will be taken or tolerated against any employee or other person 

covered by this Policy who reports a complaint or participates in a complaint investigation 

pursuant to this Policy. 

1.06.1  Definition of Sexual Harassment 

Sexual harassment includes (without limitation) any unwelcome sexual advances or 

requests for sexual favors or any conduct of a sexual nature when: 

1. Submission to such conduct is made, either explicitly or implicitly, a 

term or condition of an individual's employment; 

2. Submission to or rejection of such conduct by an individual is used as 

the basis for employment decisions affecting such individual; or, 

3. Such conduct has the purpose or effect of substantially interfering with 

an individual's work performance or creating an intimidating, hostile or 

offensive working environment. 

Conduct commonly considered to be sexual harassment includes (without limitation): 

4. Verbal: Sexual innuendoes, suggestive comments, insults, humor and 

jokes about sex, anatomy or gender-specific traits, sexual propositions, 

threats, repeated or unwelcome requests for dates, or statements about 

other employees or persons in contact with Village personnel, even 

outside their presence, of a sexual nature. 

5. Non-Verbal: Suggestive or insulting sounds (whistling), leering, 

obscene gestures, sexually suggestive bodily gestures, "catcalls," 

"smacking," or "kissing" noises. 

6. Visual (Environmental): Posters, signs, pin-ups, or slogans of a sexual 

nature. 

7. Physical: Touching, unwelcome hugging or kissing, pinching, 

brushing the body, coerced sexual activity, or actual assault. 

Sexual harassment may involve: a man harassing a woman; a woman harassing a man; or 

an individual harassing another individual of the same sex or gender.   Simply put:  the sexual 

harassment prohibitions in this Policy are “gender neutral”. 

More severe and overt forms of sexual harassment are the easiest to determine. An 

example of sexual harassment is where a qualified individual is denied employment 

opportunities and benefits that are, instead, awarded to an individual who submits (voluntarily or 

under coercion) to sexual advances or sexual favors. Another example is where an employee 

must submit to unwelcome sexual conduct in order to receive an employment opportunity.  It 

must be noted that the examples used in this Policy are not all inclusive and do not represent the 
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breadth of possible sexually harassing actions. They are intended to help make clear some of the 

examples of what conduct can constitute sexual harassment. 

On the other end of the spectrum, some sexual harassment is more subtle and depends to 

some extent on individual perception and interpretation.  An example of the most subtle form of 

sexual harassment (which is prohibited under this Policy in most cases even if it does not rise to 

the level of unlawful activity) is the use of endearments. For example, the use of terms such as 

“honey,” “darling,” and “sweetheart” is objectionable to many employees who believe that these 

terms undermine their authority and their ability to deal with other employees on an equal and 

professional level. Therefore, regardless of your intention, such terms should be avoided at work. 

Another example is the use of a compliment that could potentially be interpreted as 

sexual in nature. Below are three (3) other statements that might be made about the appearance 

of a co-worker in the work place that could be offensive to another or which may cause another 

person covered by this Policy to feel uncomfortable at work (this list is not all inclusive): 

“That's an attractive outfit you have on.” 

“That's an attractive outfit. It really looks good on you.”  

“That's an attractive outfit. You really fill it out well.” 

To avoid even the possibility of offending an employee, it is best to follow a course of 

conduct above reproach, or to err on the side of caution. Again, these are merely examples and if 

you need additional guidance as to how to conform to acceptable business standards, please 

speak to the Director of Human Resources or your Department Head. 

1.06.2  Responsibilities of Employees 

Each individual employee must refrain from sexual harassment, discrimination, 

retaliation and unlawful harassment in the work place. An individual who violates this Policy 

can, of course, be personally liable for his or her individual conduct under the law depending on 

the circumstances involved. The harassing employee also will be subject to disciplinary action up 

to and including dismissal where deemed appropriate by management in order to remedy the 

situation. 

1.06.3  Responsibilities of Others who do business with the Village 

As used in this policy, the prohibition against sexual harassment, discrimination and/or 

retaliation toward any employee also extends to acts, conduct or statements made by a Village 

official (elected or appointed), agent, lobbyist, attorney, vendor, and/or others who do business 

with the Village – even if such persons are not employed by the Village and/or compensated for 

their services by the Village (collectively referred to as the “Vendors”).  Employees who feel that 

they were made uncomfortable at work by the actions of any Vendor is encouraged to report the 

matter in accordance with the complaint procedure set forth below in this Policy without fear of 

retaliation.  All complaint allegations involving Vendors will be investigated and remedied as 

appropriate based on the facts involved. 
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1.06.4  Procedures for Filing a Complaint of Sexual or Other Harassment 

An employee who either observes or believes herself/himself to be the object of sexual or 

other unlawful harassment should deal with the incident(s) as directly and firmly as possible by 

clearly communicating her/his position to the supervisor/manager, the Director of Human 

Resources, and to the offending employee/person (if the employee is comfortable doing so). 

Likewise, supervisors/managers in need of information regarding their obligations under this 

Policy or procedures to follow upon receipt of a complaint of harassment should contact the 

Director of Human Resources. It is not necessary for the harassment to be directed at the person 

making the complaint where the working environment is uncomfortable for any person. 

Each incident of harassment should be documented or recorded when possible and 

appropriate.  A note should be made of the date, time, place, what was said or done, and by 

whom when available.  The documentation may be augmented by written records such as 

letters, notes, names, and telephone numbers.  If the employee who witnessed the situation 

elects not to document the incident, a meeting will be held with management for this purpose 

so that the details can be documented. If it is preferred, however, for the employee to document 

the situation on his/her own to be sure that all facts and relevant information is retained. 

The process for making a complaint about sexual harassment falls into several stages:  

1.  DIRECT COMMUNICATION: If there is offensive or harassing 

behavior in the work place, the employee involved should directly and 

clearly express her/his objection that the conduct is unwelcome and 

request that the offending behavior stop if the employee is comfortable 

doing so. The initial message may be verbal. If subsequent messages are 

needed, the employee is encouraged to put the message in a memo or 

email. (The employee is free to consult the Human Resources Director for 

guidance in this process). 

2. CONTACT SUPERVISORY PERSONNEL: At the same time direct 

communication is undertaken, or in the case an employee is not 

comfortable with direct communication, the issue should be promptly 

reported to the immediate supervisor or the Department Head. If the 

harasser is the immediate supervisor, or the problem should be reported to 

the next level of supervision or the Human Resources Director. 

3.  FORMAL COMPLAINT: If an employee is uncomfortable reporting 

an incident to any supervisor, an employee may also report incidents of 

sexual harassment directly to the Department Head or Village Manager. 

The Human Resources Director will counsel the reporting employee and 

be available to assist with the filing of a complaint. The Human Resources 

Director will investigate all complaint allegations that are reported. Any 

employee’s behavior that fits the definition of sexual harassment is a form 

of misconduct, which may result in disciplinary action up to and including 

dismissal. 
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While employees are permitted to submit a confidential report of harassment; employees 

are encouraged to provide as much information as possible about the allegations so that the 

Village can effectively investigate and remedy (if appropriate) any Policy violation(s).  NOTE: 

This procedure set forth above applies to sexual harassment as well as all other forms of 

discrimination or harassment based on any legally protected category. 

While we hope to be able to resolve any complaints of harassment within the Village, you 

have the right to contact the Illinois Department of Human Rights (IDHR) at the James R. 

Thompson Center, 100 Randolph Street, Suite 10-100, Chicago, Illinois 60601, about filing a 

formal complaint.  The IDHR will investigate your complaint, and if it determines that there is 

sufficient evidence of harassment to proceed further, it will file a complaint with the Illinois 

Human Rights Commission (HRC), located at the same address on the fifth floor.  If the IDHR 

does not complete its investigation within 365 days, you may file a complaint directly with the 

HRC between the 365th and the 395th day. 

1.06.5  Reprisal or Retaliation is Prohibited 

Reprisals or retaliation against an employee who utilizes this Policy or participates in the 

investigation of a complaint under this Policy is strictly forbidden. This includes direct retaliation 

or reprisal, or the encouragement of others to engage in retaliation or reprisal against any person 

who: 

1. Opposes any conduct prohibited by this Policy; 

2. Complies or encourages others to comply with any provision of this 

Policy; 

3. Files a complaint concerning any violation of this Policy; 

4. Testifies, assists or participates in any investigation or hearing 

resulting from a complaint under this Policy; and/or 

5. Exercises any right conferred under this Policy. 

6. The Village forbids retaliation against employee (or other person 

covered by the Policy) for reporting harassment, assisting in making a 

discrimination or harassment complaint, or cooperating in a discrimination 

or harassment investigation. Anyone who believes that they have been 

retaliated against should notify a Supervisor, a Department Head, or the 

Village Manager.  Further, under the Illinois Human Rights Act (775 

ILCS 5/6), the Illinois Whistleblower Act (740 ILCS 174/5), and the State 

Employee Ethics Act (5 ILCS 430) it is a crime to retaliate, or to conspire 

to retaliate, against an employee because the employee has opposed an 

action that the employee reasonably believes to be unlawful discrimination 

or harassment or because the employee has participated in an investigation 

of harassment or discrimination.  However, an employee who knowingly 

makes a false report of harassment will be subject to discipline.Gift Ban 

Policy  
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It is unacceptable for Village employees or officials to accept gifts forbidden by the Illinois State 

Gift Ban Act (5 ILCS 430).  The Village has adopted the Illinois State Gift Ban Act as Ordinance 

No. 37-99 and this Ordinance will be subject to revision from time to time to comply with the 

changes in the law.  

Except as otherwise provided, no employee shall intentionally solicit or accept any gift from any 

prohibited source or in violation of any federal or State statute, rule, or regulation.  This ban 

applies to and includes the spouse of and immediate family living with the Employee. 

This gift ban restriction does not apply to the following: 

1. opportunities, benefits, and services that are available on the same conditions as for the 

general public; 

1. anything for which the Employee pays the market value; 

2. any (i) contribution that is lawfully made under the Illinois Election Code or the Illinois 

State Officials and Employees Ethics Act or (ii) activities associated with a fundraising 

event in support of a political organization or candidate; 

3. educational materials and missions; 

4. travel expenses for a meeting to discuss Village business; 

5. a gift from a relative, meaning those people related to the Employee as father, mother, 

son, daughter, brother, sister, uncle, aunt, great aunt, great uncle, first cousin, nephew, 

niece husband, wife, civil union partner, grandfather, grandmother, grandson, 

granddaughter, father-in-law, stepfather, stepmother, stepson, stepdaughter, stepfather, 

stepsister, half-brother, half-sister, and including the father, mother, grandfather, or 

grandmother of the Employee’s spouse and the Employee’s fiancé or fiancée; 

6. Anything provided by an individual on the basis of a personal friendship unless the 

Employee has reason to believe that, under the circumstances, the gift was provided 

because of the official position or employment of the Employee and not because of the 

personal friendship.  In determining whether a gift is provided on the basis of personal 

friendship, the Employee shall consider the circumstances under which the gift was 

offered, such as:  (i) the history of the relationship between the individual giving the gift 

and the Employee, including any previous exchange of gifts between the individual and 

the Employee; (ii) whether to the actual knowledge of the Employee the individual who 

gave the gift personally paid for the gift or sought a tax deduction or business 

reimbursement for the gift, and (iii) whether to the actual knowledge of the Employee the 

individual who gave the gift also at the same time gave the same or similar gifts to other 

Employees; 

7. food or refreshments not exceeding $75.00 per person in value on a single calendar day; 

provided that the food or refreshments are (i) consumed on the premises from which they 

were purchased or prepared or (ii) catered.  For purposes of this section, “catered” means 

food or refreshments that are purchased ready to eat and delivered by any means; 
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8. food, refreshments, lodgings, transportation, and other benefits resulting from the outside 

business or employment activities (or outside activities that are not connected to the 

duties of the Employee as an Employee of the Village) of the Employee, or the spouse of 

the Employee, if the benefits have not been offered or enhanced because of the official 

position or employment of the Employee, and are customarily provided to others in 

similar circumstances; 

9. Intra-governmental and inter-governmental gifts. “Intra-governmental gift” means any 

gift given to an Employee from another Employee or other officer or employee of the 

Village.  “Inter-governmental gift” means any gift given to an Employee by a member, 

officer or employee of a State agency, of a federal agency, or of any governmental entity; 

10. bequests, inheritances, and other transfers at death; 

11. any item or items from any one prohibited source during any calendar year having a 

cumulative total value of less than $100.00. 

Each of the exceptions listed in this section is mutually exclusive and independent of one 

another. 

An Employee does not violate this gift ban if the Employee promptly takes reasonable action to 

return the prohibited gift to its source or gives the gift or an amount equal to its value to an 

appropriate charity that is exempt from income taxation under Section 501(c) (3) of the Internal 

Revenue Code of 1986, as now or hereafter amended, renumbered or succeeded  

Section 1.07  Loss Control Policy Statement  

The Village of Bensenville realizes that it has the responsibility to provide a safe work 

environment for its employees and that every employee must pursue the highest standards in his 

or her assigned activities.  All municipal employees must recognize that the well-being of 

persons involved and the protection of our physical resources are as important as the activity and 

work being performed.  

Therefore, the Village Manager of the Village of Bensenville as follows:  

The Village of Bensenville has established a Loss Control Management Program.  The Village 

also expects its employees to respond to all planned safety efforts and to perform their assigned 

jobs in the safest manner possible.  

As the first portion of the Village program, the Director of Human Resources will be assigned 

the responsibility of organizing the overall Loss Control Management Program.  

Each municipal department director will be responsible for the safety and well-being of the 

workers in his or her department, as well as the repair and maintenance of facilities and 

equipment in his or her area of responsibility.  

Each municipal employee will be responsible for his or her own personal safety and for the safe 

completion of assigned tasks.  
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The Village is committed to taking appropriate and necessary steps to help make its Loss Control 

Management Program a success and expects all municipal employees to assist in this effort by 

contributing expertise and by following all established rules and procedures.  

Section 1.08  Use of Cellular Devices While Operating Vehicles 

Using cellular devices (including texting devices) while operating a vehicle can be distracting 

and in many cases will rise to the level of a violation of the law.  Therefore, such activities are 

strictly prohibited at all times while driving a vehicle for Village related purposes.   

Additionally, employees who are authorized to operate any vehicle for a work related reason are 

reminded that they should refrain from using their cellular telephone while driving except when a 

hands free device is properly utilized.  Those individuals are also reminded to comply with all 

traffic laws and ordinances regarding cellular or other similar devices while operating a vehicle.  

Special care should be taken in situations where there is traffic or inclement weather.  An 

employee who is ticketed for failing to comply with a traffic requirement is responsible for the 

costs of the violation. Violations of this policy will result in disciplinary action including 

potential loss of driving privileges if deemed appropriate by the Department Head. 

Section 1.09  E-Mail. Internet & Other Electronic Communications  

OBJECTIVE 

This statement sets forth the Village Policy with regard to access to, review of, and disclosure of 

messages sent or received by employees or other properly authorized users of municipal e-mail, 

voice mail, facsimile, or other electronic communications systems.  It also sets forth some 

guidelines on the proper use of these systems.  The Village reserves the right to amend this 

Policy at any time.  New system users shall read this Policy and commit to complying with this 

Policy as a condition of logging into their electronic mail, or before accessing the Internet.  

SCOPE 

This Policy covers all employees and all Village electronic communications systems at all 

locations and in any form (including iPads, etc.). 

1.09.1  Definitions (intended as summary only) 

Electronic Mail (E-Mail):  Electronic correspondence composed and/or sent using Village 

electronic mail applications to recipients internal to the Village, or to outside recipients using 

Village gateways for delivery via the Internet. For purposes of this Policy, “transmitting” an e-

mail message includes sending, replying to, or forwarding any portion of an e-mail message 

created or received to another party via the Village e-mail system.  

Internet:  A collection of computer networks that spans the globe, connecting government, 

military, educational and commercial institutions, as well as private citizens to a wide range of 

computer services, resources, and information.  A set of network conventions and common tools 

are employed to give the appearance of a single large network, even though the computers that 

are linked together use many different hardware and software platforms.  
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Intranet:  A contained collection of computers and networks within the Village connecting the 

members and/or employees of the Village to a range of computer services, resources, and 

information.  

Extranet:  An Extranet is a collaborative network that uses Internet technology to link 

businesses, or other entities, with their suppliers, customers, or other businesses or entities that 

share common goals.  An Extranet can be viewed as part of an Intranet that is made accessible to 

other entities or that is part of a collaborative effort with other entities.  The shared information 

may be accessible only to the collaborating parties or, in some cases, may be public. 

Flash Drive:  The Village reserves the right to inspect any flash drive or other item that is used 

with or accessed on the Village’s equipment (regardless of the reason).  Any external hard drive 

connected to a Village-owned computer. 

SMS/MMS: Simple Message Service (also known as texting) and Multi-part Message Service.  

Both are available on most cellular phones and smartphones.  

E-Mail Systems  

Use  

The e-mail system is provided at the expense of the Village to assist in carrying out the proper 

business of the Village.  The e-mail system permits authorized users to communicate with each 

other internally and with selected outside individuals, business, and other service providers that 

the Village, at its sole discretion, decides should be connected to the system and for the intended 

purposes involved.  

The Village considers the e-mail system to be for business use only.  While it is possible that 

employees may decide to send personal messages, the Village assumes no responsibility for their 

content or for maintaining their privacy.  Employees should have no expectation that such 

privacy will be maintained.  In order to ensure that the system functions properly and that the 

Village and/or its employees are not liable for improper use of Internet and other connections, 

the Village considers all messages sent, received or stored as business messages, and thus, solely 

the property of the Village of Bensenville.  This means that we reserve the right to access and 

inspect such messages at any time.  Conducting business unrelated to the Village, other than 

incidental personal traffic (during authorized time when not expected to be working), is strictly 

prohibited and may result in disciplinary action against the offending employee.  

The Village reserves the right to access, review, copy, or delete all e-mail messages for any 

purpose and to disclose them to any party (inside or outside of the Village) as it deems 

appropriate.  We can and will periodically inspect such systems and messages to ensure 

compliance with this Policy and therefore no employee should expect privacy with respect to 

such communications. 

This includes the right to install software that monitors e-mail and Internet usage.  The Village, 

however, bears no responsibility for the content of messages sent or received by its employees.  

The Village does not and will not preview, edit or approve material on a routine basis in the 

email system.  All messages sent on the e-mail system are attributable solely to the individual 
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users of the e-mail system, and not the Village.  The Village shall not be liable for, assume any 

legal responsibility for, or bear any costs arising out of e-mail communications flowing in or out 

of the Village computer system.  

Should employees make incidental use of the e-mail system (including Internet e-mail) for the 

purpose of transmitting or receiving personal messages, such messages will be treated no 

differently than other messages (i.e., the Village reserves the right to access, review, copy, 

delete, or disclose them for any purpose).  Accordingly, authorized users should not use the e-

mail system to send, receive, or store any messages that they wish to keep private.  (Incidental 

use of the e-mail system is limited to occasional, casual, minor, or insignificant use that does not 

impact upon an employee’s duties or impede business-use operations and which occurs when the 

employee is properly not performing his/her normal duties.)  Please note that there is nothing in 

this paragraph which limits the Village’s right to inspect or search such systems to ensure 

compliance with this policy and/or for other business purposes.  

No e-mail messages or information should be created, sent, or forwarded which may reasonably 

be deemed to be intimidating, hostile or offensive in nature, or which refer to or relate to race, 

color, religion, sex, national origin, sexual orientation, disability, or any other basis that is 

unlawful under applicable state and/or federal law.  Nor should any obscene, profane, abusive, or 

offensive language be transmitted.  Any violation of this Policy (which will be construed in 

accordance with our anti-discrimination and anti-harassment policies) is grounds for disciplinary 

action up to and including immediate discharge.  

No e-mail or other electronic communication may be sent which hides, alters or misrepresents 

the identity of the sender or represents the sender as someone else.  All messages communicated 

on the Village e-mail system should contain or reference the sending employee’s name (with few 

exceptions in the event an anonymous communication is an appropriate exercise of an 

employee’s free speech rights).  The Village bears no responsibility for any consequences 

resulting from any employee who uses the e-mail system for any fraudulent, or other illicit 

purpose, or contrary to the provisions of this Policy. This Policy will be construed in accordance 

with the applicable laws including revisions thereto that are announced by the Illinois Labor 

Relations Board or other authorized administrative agency or court that governs employee 

communications. 

Any employees who become aware of misuse of the Village e-mail system is urged to contact the 

Human Resources Director immediately (within 2 hours of knowledge of the communication in 

most cases).  Be assured that no retaliation will be taken against the person based on his/her 

report of a potential violation under this Policy. 

Privileged Communications  

Some of the messages sent, received, or stored in the e-mail or the Village computer system may 

be privileged communications between the Village and its attorneys, or other entities.  Upon 

receipt of any such message, do not forward it or its contents to others inside the Village without 

the authorization of all authorized parties.  Never forward such messages or contents to any 

outsiders.  To the extent practicable, all efforts should be made to send such privileged 

communications in an encrypted form.  Moreover, as the Village has not established an 
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encryption standard for use, all encryption software, and prior to sending any message, should be 

approved by the Human Resources Director (or authorized designee).  

Viewing and Protecting E-Mail Messages  

In order to guard further against dissemination and disclosure of confidential or Proprietary 

Information, employees should exercise caution when accessing their messages in the presence 

of others.  E-mail windows should not be left open on the screen when the computer is 

unattended.  Users shall not allow any other person to use their name and password to gain 

access to an email system.  Passwords are required and should be changed regularly.  If you 

believe someone has obtained access to your password, it is your obligation to immediately 

notify the Human Resources Director so that your password can be changed.  The Village 

reserves the right to impose guidelines requiring mandatory password changes and encryption 

measures to provide additional measures of security to help protect its equipment and 

confidential information.  

Storing and Deleting E-Mail Messages  

The Village strongly discourages the storage of large numbers of e-mail messages.  Retention of 

messages consumes space on the network server and/or individual hard disks and can reduce 

their performance.  Accordingly, employees should promptly delete any e-mail messages they 

send or receive that no longer require action or are not necessary to an ongoing project.  

Employees should audit stored e-mail messages regularly and should delete any messages that 

are no longer needed by yourself or others.  The Village reserves the right to establish database 

management guidelines on memory storage size limits for users and to establish guidelines 

which provide for the automatic purge of previously “read” messages.  

Copyrighted Information  

Use of the e-mail system to copy and/or transmit any documents, software or other information 

protected by the copyright laws, without proper authorization by the copyright owner, is 

prohibited.  Copyright protection applies to any document, photo, software, or information unless 

it is specifically marked as public, not copyrighted, or freeware.  In the absence of any specific 

copyright markings, material or information should be considered copyright protected.  The 

Village assumes no responsibility for reviewing, ascertaining or policing copyrighted material 

that may be transmitted to or from the e-mail system by employees.  

E-Mail Etiquette  

Please bear in mind that your e-mail messages likely will be read by someone other than the 

addressee, and may even have to be disclosed to outside authorized parties including courts in 

connection with litigation.  For example, in accordance with the Illinois Freedom of Information 

Act, and its amendments, e-mail and Internet information (i.e. sites visited) are liable for 

disclosure with a Freedom of Information request.  Accordingly, all e-mail messages must be 

courteous, professional, businesslike, and tasteful. Additionally, as noted, these systems are 

subject to inspection by the Village to ensure compliance with these use policies. 
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Cellular Phone/Smartphones 

SMS/MMS 

SMS/MMS is provided at the expense of the Village to assist in carrying out the proper business 

of the Village. 

The Village considers Village-provided phones/smartphones to be for business use only.  While 

it is possible that employees may decide to send personal SMS/MMS messages, the Village 

assumes no responsibility for their content or for maintaining their privacy.  Employees should 

have no expectation that such privacy will be maintained.  In order to ensure that the system 

functions properly and that the Village and/or its employees are not liable for improper use of 

Internet and other connections, the Village considers all messages sent, received or stored as 

business messages, and thus, solely the property of the Village of Bensenville.  This means that 

we reserve the right to access and inspect such messages at any time.  Conducting business 

unrelated to the Village, other than incidental personal traffic (during authorized time when not 

expected to be working), is strictly prohibited and may result in disciplinary action against the 

offending employee.  

The Village reserves the right to access, review, copy, or delete all messages for any purpose and 

to disclose them to any party (inside or outside of the Village) as it deems appropriate.  We can 

and will periodically inspect such systems and messages to ensure compliance with this Policy 

and therefore no employee should expect privacy with respect to such communications. 

This includes the right to install software that monitors SMS/MMS.  The Village, however, bears 

no responsibility for the content of messages sent or received by its employees.  The Village 

does not and will not preview, edit or approve material on a routine basis on Village-owned 

phones.  All messages sent via text on a Village-owned phone are attributable solely to the 

individual users of the phone, and not the Village.  The Village shall not be liable for, assume 

any legal responsibility for, or bear any costs arising out of communications sent via Village-

owned phones.  

Should employees make incidental use of SMS/MMS for the purpose of transmitting or 

receiving personal messages, such messages will be treated no differently than other messages 

(i.e., the Village reserves the right to access, review, copy, delete, or disclose them for any 

purpose).  Accordingly, authorized users should not use texting to send, receive, or store any 

messages that they wish to keep private.  (Incidental use of SMS/MMS is limited to occasional, 

casual, minor, or insignificant use that does not impact upon an employee’s duties or impede 

business-use operations and which occurs when the employee is properly not performing his/her 

normal duties.)  Please note that there is nothing in this paragraph which limits the Village’s 

right to inspect or search such systems to ensure compliance with this policy and/or for other 

business purposes.  

No messages or information should be created, sent, or forwarded which may reasonably be 

deemed to be intimidating, hostile or offensive in nature, or which refer to or relate to race, color, 

religion, sex, national origin, sexual orientation, disability, or any other basis that is unlawful 

under applicable state and/or federal law.  Nor should any obscene, profane, abusive, or 
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offensive language be transmitted.  Any violation of this Policy (which will be construed in 

accordance with our anti-discrimination and anti-harassment policies) is grounds for disciplinary 

action up to and including immediate discharge.  

No message may be sent which hides, alters or misrepresents the identity of the sender or 

represents the sender as someone else.  All messages communicated via a Village-owned phone 

should contain or reference the sending employee’s name (with few exceptions in the event an 

anonymous communication is an appropriate exercise of an employee’s free speech rights).  The 

Village bears no responsibility for any consequences resulting from any employee who uses a 

phone for any fraudulent, or other illicit purpose, or contrary to the provisions of this Policy. 

This Policy will be construed in accordance with the applicable laws including revisions thereto 

that are announced by the Illinois Labor Relations Board or other authorized administrative 

agency or court that governs employee communications. 

Any employee who becomes aware of misuse of SMS/MMS is urged to contact his/her 

Department Head immediately (within 2 hours of knowledge of the communication in most 

cases).  Be assured that no retaliation will be taken against the person based on his/her report of a 

potential violation under this Policy. 

Privileged Communications  

SMS/MMS should not be used for any type of Privileged Communication.  

Viewing and Protecting SMS/MMS Messages  

In order to guard further against dissemination and disclosure of confidential or Proprietary 

Information, employees should exercise caution when accessing their messages in the presence 

of others.  Texts should not be left open on the screen when the computer is unattended.  Users 

shall not allow any other person to use their name and password to gain access to an email 

system.  Passwords are required and should be changed regularly.  If you believe someone has 

obtained access to your password, it is your obligation to immediately notify your Department 

Head and/or the Human Resources Director so that your password can be changed.  The Village 

reserves the right to impose guidelines requiring mandatory password changes to provide 

additional measures of security to help protect its equipment and confidential information.  

Copyrighted Information  

Use of MMS to copy and/or transmit any documents, software or other information protected by 

the copyright laws, without proper authorization by the copyright owner, is prohibited.  

Copyright protection applies to any document, photo, software, or information unless it is 

specifically marked as public, not copyrighted, or freeware.  In the absence of any specific 

copyright markings, material or information should be considered copyright protected.  The 

Village assumes no responsibility for reviewing, ascertaining or policing copyrighted material 

that may be transmitted via MMS by employees.  
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SMS/MMS Etiquette  

Please bear in mind that your SMS/MMS messages likely will be read by someone other than the 

addressee, and may even have to be disclosed to outside authorized parties including courts in 

connection with litigation.  For example, in accordance with the Illinois Freedom of Information 

Act, and its amendments, e-mail and Internet information (i.e. sites visited) are liable for 

disclosure with an appropriate request.  Accordingly, all e-mail messages must be courteous, 

professional, businesslike, and tasteful. Additionally, as noted, these systems are subject to 

inspection by the Village to ensure compliance with these use policies. 

Voice Mail, Facsimile, & EDI Systems  

To the extent appropriate and applicable, all provisions of this Policy provisions related to e-mail 

systems shall also apply to any voice mail, facsimile, or EDI (Electronic Data Interchange) 

system, owned by the Village or used by an employee for Village-related activities.  Restrictions 

on access of these systems by others will only apply where password controlled access is 

established (i.e.; it is permissible for someone to leave a message in your voice mailbox, but 

other persons should not be given password access to your voice mailbox).  EDI is defined to 

include (without limitation) all electronic exchanges of data, including modem-to-modem 

transfers.  

Village Internet, Intranet and Extranet Guidelines  

As with e-mail, the Village provides Internet access solely to facilitate the conduct of Village 

business as a public service provider.  Access to the Internet may be limited at the sole discretion 

of the Village where necessary to protect Village property or information or as otherwise 

necessary for our business needs.  This includes the use of filtering software to bar access to 

certain Internet addresses.  Employees are expected to use the Internet, Intranet, and Extranet at 

all times in the manner that benefits the Village.  The downloading and installation of software 

programs onto a Village computer or onto a Village network server without prior approval from 

the Human Resources Director is prohibited.  The Village accordingly will not allow its 

employees to (1) support the recreational use of the Internet, Intranet and/or Extranet, (2) provide 

access to news groups or other Internet sources that are not clearly work-related, or (3) provide 

assistance to users attempting to do (1) and (2) on their own.  An automated database will keep a 

log of sites accessed by all employees on the Internet.  In addition, setting up Internet services 

such as World Wide Web (WWW), Home Pages, File Transfer Protocol (FTP), GOPHER, 

SMTP gateways, etc. on any computer connected to a Village network requires prior approval 

from the Human Resources Director.  

The following activities on the internet, Intranet and/or Extranet are specifically prohibited and 

may result in disciplinary action up to and including discharge (list is not all-inclusive):  

 Using the Internet, Intranet, or Extranet for personal gain or for commercial activity 

unrelated to the Village.  

 Sending, using or otherwise misappropriating Privileged Information, confidential 

information and/or Village Restricted Information.  
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 Sending, using or otherwise misappropriating material that is threatening, intimidating, 

hostile, offensive, or discriminatory on the basis of race, color, religion, sex, national 

origin, sexual orientation, disability, or any other basis prohibited by applicable law.  In 

addition, the receipt of such material and/or showing such materials to co-workers is 

strictly prohibited.  

 Copying or otherwise converting protected electronic information.  

 Violating (actual or threatened) copyright or trademark laws.  

 Making any unauthorized attempt to break into another person or organization’s 

computer system.  

 Using the Internet, Intranet or Extranet for any activities not specified here that are in 

violation of federal, state, or local laws and/or contrary to the best interests of the Village.  

Other Data Services  

The Village may establish accounts with dial-up data services and will make these services 

available to individual employees as necessary for legitimate business reasons and use.  Such 

services may only be used by employees who have been granted authorized access so that the 

security and administrative aspects of the account can be managed by the Village.  Use of data 

services is limited to business use only; personal or entertainment use is strictly prohibited and 

could lead to disciplinary action or withdrawal of access and other privileges.  

Equipment 

Any equipment provide to an employee by the Village shall be the employee’s responsibility for 

care of that equipment.  The employee shall make all reasonable efforts to ensure the safety of 

the equipment while assigned to them.  Should the employee, through negligence or intent, 

damage the equipment, the employee shall be responsible for the cost of repair or replacement of 

that equipment. 

System/Application Security 

For any application program with a password entry, no employee should ever utilize the 

application under another employee’s login.  If the employee needs access to an application, the 

request should be made to their manager and IT.  All application program users must be distinct 

and related to only one employee – no generic logins will be allowed.  The preceding also 

applies to system logins and access to shared folders on the network. 

Installing or loading software 

Software downloaded from the Internet can contain malware, spyware and/or viruses and can 

damage not only the computer it is installed on, but the network as a whole.  Employees will 

refrain from loading or installing software on their Village-owned equipment without obtaining 

approval from their manager and IT.  Should non-approved software be loaded onto a Village-
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owned system, the Village takes no responsibility for maintaining that software and will remove 

the software when made aware of its existence. 

1.09.2  Responsibility  

The Human Resources Director has authority to make decisions relative to the maintenance, 

approval, and dissemination of this Policy and approving all requests submitted as required by 

this Policy.  The Human Resources Director also is has authority for reviewing and approving all 

requests submitted as required by this Policy.  
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Article 2.  Personnel  

Section 2.01  Personnel Files  

The privacy of current and past employees will be assured by the Village and its representatives 

to the maximum extent required by law.  The Village Manager (or designee) shall be responsible 

for the maintenance and administration of the official personnel files for all employees consistent 

with applicable law.  Any medical information regarding an employee shall remain in a separate 

confidential file with limited access to others.  

The privacy and access to an employee’s personnel files will be governed in accordance with the 

Illinois Personnel Record Review Act.  If you have questions about your rights and obligations 

under this law, you are encouraged to speak to the Village Manager.   

Section 2.02  Employee Identification Cards  

All employees are issued an identification card with photograph shortly after hire.  Employees 

are required to carry the card on their person at all times and to produce it upon demand as proof 

of employment with the Village of Bensenville.  

Department Heads shall be responsible for the immediate collecting and destroying identification 

cards of employees upon an employee’s separation from service (regardless of the reason).  

Section 2.03  Mileage Allowance  

When Village business requires a Village employee to use his or her personal automobile, the 

employee shall be reimbursed at the applicable I.R.S. rate for all authorized miles.  If you have a 

question about the current rate, please contact the Director of Human Resources.  

Section 2.04  Probationary Period - New Employees  

All new employees, and those hired after loss of seniority, shall be considered probationary 

employees until they complete a probationary period of at least one (1) full year.  A probationary 

employee may be laid-off or terminated without cause during such probationary period or 

thereafter.  The period may be extended at the sole discretion of the Village where deemed 

necessary by management. 

There shall be no seniority or benefits accrued by probationary employees (exception only as 

required by law or an applicable union contract).  Upon successful completion of the 

probationary period, an employee shall acquire seniority which shall be retroactive to his last 

date of hire with the Village in a position covered by the Village Personnel Rules.  

Section 2.05  Job Openings  

Any Employee who wants to apply to be considered to fill a vacancy in a job for which the 

Employee is qualified shall submit an application in writing to their immediate supervisor for 

consideration if appropriate.  The application shall state the reason for the requested change of 

position and any other relevant information requested.  
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Section 2.06  Part - Time Employees  

Unless otherwise provided in a collective bargaining agreement, regular part-time employees in 

designated positions will acquire and accumulate seniority on a pro rata basis, but they shall not 

be eligible for any fringe benefits under the Village Personnel Rules except vacation and sick 

leave.  Employees who are not regularly scheduled to work at least 35 hours each week on a 

consistent basis are considered “part time employees”.  Consult the Human Resources Director 

or plan documents for specific details and eligibility requirements. 

Of course, regardless of part time or seasonal status, all employees are protected under the 

Village’s anti-discrimination, safety and anti-harassment policies summarized throughout this 

Handbook.  

Section 2.07  Light Duty  

Employees who are unable to perform their normal essential job duties, due to a job related or 

non-job related injury/illness which rises to the level of a disability, may return in a light duty 

capacity when appropriate and provided it does not present an undue hardship to the Village..  It 

is understood that this section in no way obligates or requires the Village to allocate a light-duty 

assignment where one is neither available nor needed or when such work would not be 

immediately beneficial to the Village.  Additionally, an eligible employee may be entitled to time 

off for this purpose under the FMLA or other Village leave policies.  These issues will be 

addressed on a case-by-case basis with consideration of all facts involved.  Employees are 

encouraged to participate in an interactive discussion to determine the appropriate form of a 

reasonable accommodation if medically necessary. 

Finally, in accordance with state law, when requested, the Village will provide alternate work 

assignments that better accommodates a pregnant police officer provided there is no undue 

hardship caused by the alternate work assignment.  Please speak to the Director of Human 

Resources if you want a request of this sort to be considered. 

Section 2.08  Disciplinary Action  

Except for employees under the jurisdiction of the Board of Fire and Police Commission, 

employees of the Village are “at will employees” and may be removed at any time, with or 

without cause.  Adverse actions taken regarding an employee can generally be classified as either 

disciplinary or non-disciplinary in nature.  

Employees are expected to maintain reasonable standards of conduct and performance, and 

display a proper regard for the welfare and rights of other employees and the citizens of 

Bensenville.  Provided, nothing herein is intended, nor should it be interpreted as, requiring 

cause to discharge an employee.  This list is not all-inclusive.  

Although an employee may be discharged for the good of the service, with or without cause or 

notice, in general, where a disciplinary action is considered, in determining the degree or type of 

discipline applicable to an offense, the decision maker  may (but is not required to do so in all 

cases) take into account relevant business factors such as the seriousness of the offense, the 

employee’s previous work record, and other such information related to the offense or 



 

27 
Revised January 2018  
 

consequences of the offense.  It is the general Policy of the Village to apply progressive 

discipline where possible and appropriate.  However, in some situations, including those where a 

person has committed a serious first (or earlier) offense will receive more severe disciplinary 

action without progressive discipline, up to and including immediate discharge in the discretion 

of management.  

IMPORTANT NOTE:  Nothing herein shall apply to reductions in force or job reassignments due 

to reorganization or economic decision of the Village.  The Village reserves the sole right to 

determine manpower and staffing levels, as well as organizational structure.  Any demotion, 

reassignment, or discharge arising out of such reorganization or economic decision shall not be 

considered discipline.  

Section 2.09  Separation Provisions  

2.09.1  Procedure  

Supervisory and/or managerial staff is authorized to take all appropriate steps to ensure the 

collection of all Village owned uniforms, equipment, keys, etc. from employees terminated for 

any reason; and to see that the employee is properly checked out through the Human Resources 

Department before receiving their final payroll check from the Village.  Employees are reminded 

to promptly return such property to the Department Head before leaving the premises on the final 

day of employment.  Failure to do so may cause an employee to be required to reimburse the 

Village for the cost involved. 

2.09.2  Exit Interviews  

Before an employee is checked out for final processing and pay, an exit interview may be 

conducted, by the Director of Human Resources, where applicable and necessary.  

In appropriate cases, an exit interview normally will be conducted in an informal setting, the 

purpose of seeking information to improve the operation of the Village, etc.  

 

 

Section 2.10  Biometric Information Security Policy 

 

1. Purpose: 

1.1. This Biometric Information Security Policy (“Policy”) defines the Village of 

Bensenville’s policy and procedures for collection, use, safeguarding, storage, 

retention, and destruction of biometric data collected by the Village of 

Bensenville for employee timekeeping with regard to payroll.  The Village of 
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Bensenville collects, stores, and uses employee biometric data on its timeclock 

device and on the server on which it is running the corresponding program 

(collectively, the “HandPunch Clock Devices”) for the purpose of documenting 

employees’ clock in/out times. 

2. Policy Statement: 

2.1. This Policy replaces and supersedes all previous policies related to biometric 

information collected, stored, and used on the Hand-Punch Clock Devices.  The 

Village of Bensenville reserves the right to amend this Policy at any time, without 

notice.  The Village of Bensenville may expand its use of biometric data in the 

future.  In the event that the Village of Bensenville begins collecting biometric 

data for any additional purpose, it will update this Policy. 

2.2. A copy of this document can be found at the Human Resources Department and 

will be made available “upon request”. 

3. Definition of Biometric Data: 

3.1. Biometric data means the scan of an individual’s hand and the 9-byte numerical 

template that the Hand Punch Clock Devices created from the scan of the hand. 

3.2. The Hand Punch Clock Devices do not store images of the individual’s hand 

itself, but instead stores a 9-byte template, which is a mathematical representation 

of the size and shape of the hand. 

4. Policy: 

4.1. The Village of Bensenville’s policy is to protect and store biometric data in 

accordance with applicable standards and laws including, but not limited to, the 

Illinois Biometric Information Privacy Act, as applicable. 

4.2. An individual’s biometric data will not be collected or otherwise obtained by the 

Village of Bensenville without prior written consent of the individual, but 

executing a written consent is a condition of employment.  The Village of 

Bensenville will inform the employee of the reason his or her biometric 
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information is being collected and the length of time that the Village will store 

and use the data.   

4.3. The Village of Bensenville will not sell, lease, trade, or otherwise profit from an 

individual’s biometric data.  The Village of Bensenville will not disclose, 

redisclose, or otherwise disseminate an individual’s biometric data unless (i) the 

individual, or his or her legally authorized representative, consents to the 

disclosure or redisclosure; (ii) the disclosure or redisclosure is required by State 

law, federal law, or municipal ordinance; or (iii) the disclosure is required 

pursuant to a valid warrant or subpoena issued by a court of competent 

jurisdiction. 

4.4. The Village of Bensenville will store, transmit, and protect from disclosure all 

biometric data using the reasonable standard of care within the Village of 

Bensenville’s industry and in a manner that is the same as or more protective than 

the manner in which it stores, transmits, and protects other confidential and 

sensitive information, such as an account number, a PIN number, a pass code, a 

driver’s license number, or a social security number. 

4.5. The Village of Bensenville will permanently destroy an individual’s biometric 

data and the individual’s corresponding ID number in the Hand Punch Clock 

Devices within one (1) week of an individual’s termination of employment with 

the Village of Bensenville. 

5. Procedure: 

5.1. Prior to collecting an employee’s biometric data, the Village of Bensenville will 

obtain the written consent of the employee. 

5.2. The Hand Punch Clock’s Hand Reader will shine a light on the individual’s hand, 

take a picture, and look at the hand silhouette.  Geometric measurements of the 

hand are then calculated from the silhouette and converted into a 9-byte numerical 

template.  The numerical template is then stored in a memory location which is 

defined by the individual’s ID number. 
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5.3. The 9-byte numerical template cannot be regenerated into the individual’s hand 

image or the individual’s raw geometric measurements. 

5.4. The Village of Bensenville will permanently delete the biometric data and 

corresponding ID number of former employees from the Hand Punch Clock 

Devices within one (1) week of the former employee’s termination of 

employment. 

6. Consent to Collection of Biometric Data: 

 The Village of Bensenville will collect an image of your hand and will store a 9-byte 

numerical template created by the image in its Hand Punch Clock Devices for the purpose of 

verifying your identity when you clock in and out of the Village’s timekeeping system.  The 

Village of Bensenville will not disclose the 9-byte numerical template without your consent 

unless the disclosure is required by law, by a valid court-issued warrant, or by a valid court-

issued subpoena.  The Village will permanently delate the 9-byte numerical template and your 

corresponding ID number from its Hand Punch Clock Devices within one (1) week of your 

termination of employment with the Village of Bensenville.  A copy of the Village of 

Bensenville’s Biometric Information Security Policy is attached to this consent, and available 

upon request from the Human Resources Department.  
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Article 3.  Conditions of Employment (not all inclusive) 

Section 3.01  Residency Restrictions  

As a condition of employment, every new employee, after the effective date of this section, shall 

reside within the state of Illinois.  This requirement applies to all new employees of the Village.  

(Ord. 37-2009, 7-9-2009) 

Section 3.02  Outside Employment 

Outside employment by any Village employee should be kept to a minimum as your work for 

this Village must be your priority.  As a rule, time off, vacation, and holidays are granted for the 

benefit of the employee and are not to be utilized for outside employment.  It is to be understood 

that an employee’s employment with the Village (even if part time or seasonal) is to be their 

primary employment.  No outside employment shall be permitted if:  

1. It could or does physically or mentally hamper or interfere with the employee in 

his/her ability to do the essential job functions required of the employee by the 

Village.  

2. It would or could reflect adversely upon the employee or the Village.  

3. It is in conflict with (or appears to be in conflict with) the employee’s position as 

a Village employee.  

Each employee, prior to engaging in outside employment, shall notify the Department Head as 

to:  

1. The name of the outside employer;  

2. The nature of the outside work; and  

3. The standard work schedule of the outside work.  

The Human Resources Director or Village Manager shall reserve the right to prohibit and/or 

restrict any outside employment on the part of any Village employee which employment, in their 

judgment, might be detrimental to the best interest of the Village or the employee’s performance 

of services on behalf of the Village.  In such cases, the employee will be given an appropriate 

warning and then must decide if he wants to continue his service with the Village or with the 

outside employer.  Employees of the Village may not engage in outside business activities while 

on normal duty nor may Village property be used for anything but Village functions.  

If an employee suffers any injury or illness during or resulting from an outside employment 

activity, the Village will not be responsible for any workers’ compensation benefits, except as 

otherwise required by law.  

IMPORTANT NOTE:  Employees are required to seek approval for outside employment in 

writing on an annual basis. 



 

32 
Revised January 2018  
 

Section 3.03  Conflict of Interest  

No employee of the Village shall have a financial interest, direct or indirect, in any contract with 

the Village, or be financially interested directly or indirectly in the sale to or by the Village, of 

land, materials, supplies, or services, except on behalf of the Village as an employee.  This 

provision may be waived by the President and Board of Trustees upon full disclosure of all 

pertinent facts when in the Village’s interest only if allowed by law.  It also shall be the 

responsibility of any employee to fully comply with all applicable federal, state and local laws 

relating to conflicts of interest, financial disclosure, and ethics, including all revisions thereto.  

Section 3.04  General Village Code Of Ethics:  

A. Employees, as public employees, are deemed to acknowledge and understand the 

following (not exhaustive list):  

1. The public judges its government by the way public employees conduct 

themselves in their employment.  

2. The public has a right to expect that every public employee will conduct 

themselves in a manner that will tend to preserve public confidence in and respect 

for the government represented.  

3. Such confidence and respect can best be promoted if every public employee will 

uniformly:  (i) treat all citizens with courtesy, impartiality, fairness and equality 

under the law; and (ii) avoid both actual and potential conflicts between their 

private self-interest and the public interest.  

4. The avoidance of such actual and potential conflicts between private self-interest 

and the public interest can best be promoted if every public employee will 

uniformly:  (i) avoid the expenditure of public funds for nonpublic purposes; that 

is, the expenditure of public funds by any and all public employees shall be for 

and in furtherance of only recognized public purposes; and (ii) avoid the 

expenditure of public funds without supporting receipts therefor; that is, there 

shall be no expenditures of public funds by any public employee without receipts 

accounting for one hundred percent (100%) of such expenditures. Such 

obligations of honest and truthful conduct and fair dealing are minimum 

requirements with which all public employees shall comply, and are in addition to 

any other obligations required or imposed by law.  

5. The best interests of the public require that all public employees be obligated to 

report for investigation all alleged violations of this ethics code discovered in 

good faith.  

B. For purposes of this ethics code, the following definitions shall apply:  

1. Financial Interest: any interest which shall yield, directly or indirectly, a monetary 

or other material benefit (other than the duly authorized salary or compensation 
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for his or her services to the Village) to the Employee or to any person employing 

or retaining the services of the Employee.  

2. Immediate Family: a person who is related to an Employee as spouse or as any of 

the following, whether by marriage or a civil union partnership, blood or 

adoption: parent, child, brother, sister, aunt, uncle, niece, nephew, grandparent, 

grandchild, father-in-law, mother-in-law, son-in-law, daughter-in-law, stepfather, 

stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, half-sister, 

brother-in-law or sister-in-law.  

3. Official Action: any act, action, approval, decision, denial, directive, disapproval, 

inaction, order, performance, nonperformance, recommendation, vote or other 

direct result of an Employee's exercise of discretionary authority in connection 

with the Employee's public position.  

4. Partner in Interest:  (i) a member of the Employee's immediate family; or (ii) a 

business with which the Employee or a member of the Employee's immediate 

family is associated; or (iii) any other person with whom the Employee or a 

member of the Employee's immediate family is in business, or is negotiating or 

has an agreement concerning future employment or the future conferring of any 

personal benefit, whether in the Employee's own name or the name of any 

business or person from whom the Employee is entitled or expects to become 

entitled to receive any personal benefit, as a result of a contract or transaction 

which is, or which is expected to become, the subject of an official action by or 

with the Village.  

5. Personal Benefit: any benefit which is offered or received, or perceived to be 

offered or received, primarily for the purpose of influencing the manner in which 

an Employee performs or refrains from performing an official action, so that an 

attempt is made to induce the Employee, or the Employee is induced, to act in 

favor of some interest other than the public interest on the basis of an expectation 

or hope that the Employee or a partner in interest of said Employee will obtain 

some private gain by acting against the public interest; provided, however, that 

the term "personal benefit" does not include payment by the Village of salaries, 

compensation or employee benefits or payment by an employer or business other 

than the Village of salaries, compensation, employee benefits or pursuant to a 

contract, when the payment is unrelated to an Employee's status as such and is not 

made for the purpose of influencing, directly or indirectly, an official action of an 

Employee.  

6. Personal Interest: any direct or indirect interest, whether the value is financial or 

nonfinancial, which value may accrue to a person or result in such person deriving 

or potentially deriving a personal benefit as a result of the approval or denial of 

any ordinance, resolution, order or other official action, or the performance or 

nonperformance thereof, by an Employee, and which interest is not shared by the 

general public.  
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C. Fair And Equal Treatment: No Employee shall grant or make available to any person any 

consideration, treatment, advantage or favor beyond that which it is the general practice 

to grant or make available to the public at large. No Employee shall request, use or permit 

the use of any publicly owned or publicly supported property, vehicle, equipment, labor 

or service for the personal convenience or the private advantage of the Employee or any 

other person. This rule shall not be deemed to prohibit an Employee from requesting, 

using or permitting the use of such publicly owned or publicly supported property, 

vehicle, labor or service which it is the general practice to make available to the public at 

large.  

D. Prohibited Acts:  

1. No Employee or partner in interest of such Employee shall have any financial 

interest or personal interest, directly in his or her own name or indirectly in the 

name of any other person, association, trust or corporation, in any contract, 

business or official action of the Village or any board, body, committee or 

department thereof, except as may be specifically permitted under the Illinois 

Public Officer Prohibited Activities Act, 50 ILCS 105/0.01 et seq., as amended, or 

under any other applicable law.  

2. No Employee or partner in interest of such Employee shall solicit or accept from 

any person, directly or indirectly, any personal benefit, regardless of value, or the 

promise of receiving a personal benefit in the future, for the Employee or partner 

in interest of such Employee.  

3. No Employee shall expend public funds for nonpublic purposes. That is, the 

expenditure of public funds by any Employee shall be made only upon the 

authorization of the Corporate Authorities of the Village and only for and in 

furtherance of properly identified public purposes.  

4. No Employee shall expend public funds without supporting receipts therefor. That 

is, there shall be no expenditures of public funds by any Employee unless such 

expenditures have been previously authorized by the Corporate Authorities of the 

Village and all such expenditures must be evidenced by receipts accounting for 

one hundred percent (100%) of such expenditures.  

E. All Employees shall be and are hereby obligated to report to the Village Manager or any 

member of the Village Board for investigation all alleged violations of this ethics code 

discovered by such Employee in good faith. 

Section 3.05  Hiring Constraints  

3.05.1  Minimum Standards  

All applicants must be at least 16 years of age.  Full-time applicants should either have a high 

school or high school equivalency diploma within one year of employment. An employee of 15 

years of age may be hired subject to work permit/employment authorization from the school.  
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3.05.2  Hiring Of Relatives  

The Village shall not hire relatives of an elected official or the Manager unless: (a) the nature of 

the position requires a specific educational or professional certification and the relative is so 

qualified; or (b) the position is part-time or seasonal and compensation is fixed at or near the 

federal minimum wage.  Relatives of Department Heads and Supervisors, otherwise qualified, 

may be employed by the Village in other Departments provided there is no actual or perceived 

conflict of interest involved.  Under this policy, ‘relative’ means spouse, mother, father, mother-

in-law, father-in-law, sons and daughters, brothers and sisters, and their spouses, sons-in-law, 

daughters-in-law, aunts and uncles, nieces and nephews, and first cousins.  As a matter of 

administrative rule, the Village Manager shall be informed of such relationship in writing before 

such employment takes place to help minimize any conflict of interest.  These issues will be 

addressed on a case-by-case basis. 

Section 3.06  Recruitment Policy  

For positions, other than sworn police personnel, recruitment generally will originate from the 

department and be processed through the Office of the Human Resources Director.   

Section 3.07  Code of Conduct and Whistleblower Protection Policy 

The Village of Bensenville is strongly committed to conducting its business lawfully and in 

accordance with the highest ethical standards.  We are proud of our values, and hold ourselves 

out to our community as a model for others to follow.  To this end, this Code of Conduct and 

Whistleblower Protection Policy serve to:  (1) emphasize the Village of Bensenville’s 

commitment to ethics and compliance with the law; (2) set forth some (but not all) general 

standards of ethical and legal behavior; (3) provide a reporting mechanism for known or 

suspected ethical or legal violations; and (4) help prevent and detect wrongdoing. 

3.07.1  Scope 

This policy applies to all of the Village of Bensenville’s employees. 

3.07.2  Ethical Standards 

A. Conflict of Interest 

A conflict of interest exists when a person’s private interests interferes in any way with the 

interests of the Village of Bensenville.  A conflict can arise when an employee takes actions or 

has interests that may make it difficult to perform his or her work for the Village of Bensenville 

objectively and effectively.  Conflicts of interest may also arise when an employee receives 

improper personal benefits as a result of his or her position at the Village of Bensenville. 

Conflicts of interest may not always be clear cut, so if you have a question, you should consult 

with your immediate supervisor, the Village of Bensenville’s Human Resources Director or, if 

circumstances warrant, the CAO.  Any employee who becomes aware of a conflict or potential 

conflict should immediately bring it to the attention of the appropriate person in the chain of 

command. 
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B. Compliance with Laws, Rules and Regulations 

Obeying the law, both in letter and in spirit, is the foundation on which the Village of 

Bensenville’s ethical standards are built.  In conducting the business of the Village of 

Bensenville, employees shall be expected to understand and comply with all applicable 

governmental laws, rules and regulations.  That said, we do not expect Village of Bensenville 

employees to be lawyers.  If an employee does not feel that he or she has a good grasp of the 

applicable laws and regulations, then the employee should seek the assistance at the most 

appropriate level of the chain of command. 

C. Fraud and/or Significant Accounting Deficiencies 

Any Village of Bensenville employee, officer or director shall promptly bring to the attention of 

the CAO any information he or she may have concerning:  (a) significant deficiencies in internal 

controls over financial reporting which could adversely affect the Village of Bensenville’s ability 

to legitimately and accurately record, process, summarize and report financial data or (b) any 

fraud involving any financial or operational matter anywhere within the Village of Bensenville. 

D. Reporting Known or Suspected Violations 

The Village of Bensenville’s employees are required to report all known or suspected violations 

of this Code of Conduct.  Specifically, employees should talk to the appropriate person in the 

organization about any known or suspected illegal or unethical behavior.  If the employee is 

uncomfortable speaking with this person, then the employee can follow the chain of command to 

seek resolution all the way to the Board Chair.  No retaliatory action of any kind will be 

permitted or tolerated against anyone making such a report under this Policy or against any 

person who participates in an investigation under this Policy.  The Village of Bensenville will 

strictly enforce this prohibition, and violators will be subject to disciplinary action up to and 

including termination if deemed appropriate based on the circumstances involved.  

Note, reporting known or suspected illegal or unethical behavior is not optional.  It is required.  

Similarly, all employees are required to cooperate in internal investigations of misconduct.  Any 

failure to report a violation or to withhold information related to a violation will result in 

discipline up to and including discharge. 

Finally, it goes without saying, that any violation of this Code of Conduct, will result in 

discipline up to and including discharge.  Any violation of this Code that also constitutes a 

violation of law may result in criminal penalties and civil liabilities for the offending employee. 

REMEMBER 

1. ALL EMPLOYEES MUST REPORT SUSPECTED ILLEGAL OR UNETHICAL 

BEHAVIOR Or any other actual or potential violation of this Policy. 

2. EMPLOYEES WHO MAKE SUCH A REPORT (OR PARTICIPATE IN AN 

INVESTIGATION) WILL BE PROTECTED FROM ANY RETALIATION FOR 

DOING SO. 
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3. This policy will be reviewed from time to time for possible revision and should be 

construed in a manner that complies will applicable laws. 
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Article 4.  Work Attendance and Leave  

Section 4.01  Hours of Work  

The hours of work shall be those necessary for the efficient conduct of the Village’s business, as 

determined or revised from time to time by the Village Manager.  Each Department Head shall 

maintain a schedule of normal working hours for his department.  Of course, exceptions to the 

normal schedule may arise and we appreciate an employee’s cooperation if this occurs. 

Section 4.02  Political Activities  

Employees shall not engage in the following prohibited political activities (not all inclusive) on 

working time or with the use of Village resources.  This Policy shall be construed in accordance 

with ILCS 430/5-15 and all other applicable laws and regulations: 

1. Employees shall not perform any political activity during any compensated time (other 

than vacation, personal, or compensatory time off). Employees shall not intentionally 

misappropriate any Village property or resources by engaging in any political activity for 

the benefit of any campaign for elective office or any political organization;  

2. At no time shall any Employee misappropriate the services of any other employee of the 

Village by requiring that other employee to perform any political activity (i) as part of 

that other employee's Village duties, (ii) as a condition of Village employment, or (iii) 

during any time off that is compensated by the Village (such as vacation, personal, or 

compensatory time off);  

3. An Employee shall not be required at any time to participate in any political activity in 

consideration for that Employee being awarded any additional compensation or other 

Village benefit, in the form of a salary adjustment, bonus, compensatory time off, 

continued employment, or otherwise; and  

4. An Employee shall not be awarded any additional compensation or employee benefit, in 

the form of a salary adjustment, bonus, compensatory time off, continued employment, or 

otherwise, in consideration for the Employee's participation in any political activity.   

Nothing in this section shall prohibit activities that are otherwise appropriate for an Employee to 

engage in as a part of his or her official duties or activities that are undertaken by an Employee 

on a voluntary basis as permitted by law.  No Employee in a position that is subject to 

recognized merit principles of public employment shall be denied or deprived of Village 

employment or tenure solely because he or she is a member or an officer of a political 

committee, of a political party, or of a political organization or club.  

No rule or regulation herein shall in any way be interpreted to inhibit or prohibit any Employee 

from exercising his or her full political rights to engage in political activities, including the right 

to petition, make speeches, campaign door to door, and to run for public office, so long as the 

Employee does not use his or her official position to coerce or influence others and does not 

engage in these activities while he or she is at work on duty and/or as otherwise prohibited by 

law.  
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This policy will be carried out to the fullest extent of the law. 

Section 4.03  Holidays  

The following are paid holidays for eligible Full Time employees in covered positions (when 

these days fall on a normally scheduled work day of the employee and provided the day is 

designated by the Village as a covered holiday by Ordinance):  

New Year’s Eve Day 

New Year’s Day  

Memorial Day  

Independence Day  

Labor Day  

Thanksgiving Day  

Friday after Thanksgiving  

Christmas Eve Day 

Christmas Day  

Floating Holidays: During the calendar year, each employee also shall receive two (2) 

floating days as holidays to be taken at the employee’s discretion, provided the work unit would 

remain sufficiently staffed.  Floating holidays must be approved by the Department Head and 

may be taken for religious holidays that are not observed by the Village.  New employees hired 

after July 1, and before October 1, shall receive one (1) floating holiday in the year of hire.  We 

will post a notice of the Village designated holidays generally at the start of each calendar year 

as a convenience to our employees.  Employees are required to notify the Department Head in 

advance if there is a need to take a floating holiday for this purpose to help ensure that the time 

away can be reasonably accommodated. 

4.03.1  Holidays On Weekends  

Whenever any of the holidays listed above fall on Saturday, the preceding Friday normally will 

be observed as the holiday.  When any of the holidays listed above fall on Sunday, the 

succeeding Monday normally will be observed as the holiday.  

4.03.2  Holiday Pay  

For each such Village designated holiday, when not worked, an eligible employee shall receive 

holiday pay computed at his regular straight-time hourly rate for the number of hours for which 

he is normally and regularly scheduled to work immediately prior to the holiday.  For each such 

holiday in fact worked, an eligible employee shall receive one and one-half (1-1/2) times his 

regular straight-time hourly rate for all hours worked on that holiday in lieu of the paid holiday 

time off.  If the employee and Village mutually agree, compensatory time off may be granted and 

scheduled in lieu of pay for time worked on a holiday. To be eligible for the holiday pay, 

employee either has to be present immediately before or after holiday or use the vacation days 

immediately before and after the holiday pay. Use of sick time or unpaid leaves immediately 

before and after holiday is considered a disqualification for the specific holiday pay. 
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4.03.3  Eligibility Requirements  

In order to be eligible for holiday pay, the employee must be a full-time employee.  The 

Employee also must have worked the employee’s full normally scheduled work day immediately 

preceding the holiday.  No employee will be eligible for holiday pay unless the employee is in a 

covered position and works the full regularly scheduled workday immediately before or after a 

designated holiday.  The only exception is for an employee on approved FMLA leave for one or 

both of the days. 

4.03.4  Holiday Hours For Overtime Purposes  

For the purpose of computing overtime, all holiday hours worked or not worked but paid under 

this Policy shall be regarded as “hours worked”.  Employees in certain eligible positions who are 

required to work on a designated holiday, will be entitled to an alternate day off within the same 

pay period as determined by your Department Head. 

Section 4.04  Vacation 

4.04.1  Eligibility and Allowances  

Full-time eligible employees in covered positions (other than recreational or seasonal employees) 

shall be eligible for paid vacation time after the completion of one year of service with the 

Employer.  Vacation allowances shall be based on the following schedule:  

4.04.2  Working Days  

Length of Continuous Service  Vacation Days per Year (earned on a 

pro-rata basis based on portion of year 

worked)  

After completion of one (1) year  up to 10 working days  

After completion of five (5) years  up to 15 working days  

After completion of fifteen (15) years   up to 20 working days  

After completion of twenty-five (25) years  up to 25 working days  

  

The term “working days” as used in this vacation schedule shall mean a full-time employee’s 

regular working day, not to exceed eight (8) hours.  Ordinarily, vacation time taken during a 

given anniversary year shall be the vacation allowance earned during the preceding anniversary 

year.  

Full-time employees shall earn vacation allowances for any month in which they receive 

compensation for more than one hundred twenty (120) hours of work.  Part-time employees in 

covered positions who are regularly scheduled to work the same hours each week throughout the 

year may be entitled to one (1) week paid vacation for their regularly assigned workweek hours 

after completing one (1) year of service with the Village.  After completing five (5) years of 

service with the Village, such part-time employees shall be entitled to two (2) weeks paid 

vacation for their regularly assigned workweek hours.  
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4.04.3  Vacation Pay  

The rate of vacation pay shall be the employee’s regular straight-time rate of pay in effect for the 

employee’s regular job on the payday immediately preceding the employee’s vacation.  

Employees who submit a written request to the employee’s own supervisor at least fifteen (15) 

days in advance of the start of their vacation will receive, on the last day of work prior to the 

start of their vacation, their next regularly scheduled paycheck which would normally be paid on 

a day falling within their scheduled vacation; this provision shall not apply, however, to 

vacations of less than five (5) consecutive workdays.  

4.04.4  Scheduling, Accrual and Carryover  

Employees shall be awarded vacation time by the Village in accordance with its service needs 

and the employee’s seniority.  Unused vacation time shall not accumulate from year to year, 

except upon written approval of the Village Manager.  Vacation leave shall not be granted in 

units less than one-half (1/2) working day.  Vacation accumulation shall be limited to 5 days 

only  and all other amounts not taken by the anniversary yearend will be considered forfeited. 

Under the special circumstances, at the discretion of the Village Manager, an employee may be 

allowed to carryover earned vacation time for the amount more than five days. The carry over 

request will be reviewed by the Village Manager on case-by-case basis and the approval is solely 

subject to the Village Manager’s discretion.   

4.04.5  Emergencies  

Where a vacation day is needed for emergency reasons, such as unexpected family illness, the 

employee will notify his/her immediate supervisor as soon as possible of such need.  If the 

Village is able to arrange suitable coverage for the employee’s work, the employee will be given 

the requested day(s) off as a vacation day(s), provided the employee has the requisite number of 

accrued vacation day(s) available.  

4.04.6  Vacation Rights In Case Of Layoff Or Separation  

Any employee who is laid off for more than five (5) working days, or who retires, voluntarily 

quits, or is otherwise terminated (for any reason) prior to taking his/her earned vacation, shall be 

compensated in cash for the unused vacation he has properly accumulated but not used at the 

time of separation.  Payment shall be made on the next regular payday following the date of 

separation.  

Section 4.05  Sick Leave  

4.05.1  Purpose  

Sick leave with pay is provided as a benefit in recognition that employees do contract various 

illnesses from time to time and that their financial resources may be diminished in such instances 

if pay is discontinued, and that it may not be in the best interest or health of the employee or 

fellow employees for them to work while sick.  Sick employees are expected to remain at home 

unless hospitalized or visiting their doctor.  Unfortunately, sick leave abuse sometimes occurs.  
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The Village realizes that sick leave abuse is a very serious offense which may result in discipline 

(up to and including termination), no matter when discovered.   

4.05.2  Allowance  

Any employee contracting or incurring any non-service connected sickness or disability shall 

receive sick leave with pay as provided in this Policy.  Sick leave will be granted for purposes of 

childbearing on the same terms and conditions as any other illness or disability.  Where 

applicable, time off that qualifies for sick pay will run concurrently with otherwise approved 

unpaid FMLA time off.  

4.05.3  Days Earned In Accumulation  

Employees shall be allowed one (1) day of sick leave for each month of service.  Sick leave shall 

be earned by an employee for any month in which the employee is compensated for more than 

eighty (80) hours of work.   

Regular part-time employees shall be allowed up to six (6) days of sick leave, based on their 

average workday hours, for each calendar year of service.  Sick leave cannot be taken before it is 

actually earned. 

4.05.4  Rate Of Payment  

Employees shall be paid eight (8) hours at their regular, straight-time hourly rate of pay for each 

single day of sick leave properly utilized (or the number of hours per day the employee was 

regularly scheduled to work prior to the sick leave, if other than eight (8) hours).  

4.05.5  Notification  

Notification of absence due to sickness shall be given as soon as possible on the first day of such 

absence to the employee’s supervisor.  Failure to properly report an illness shall be considered as 

absence without pay and may subject the employee to discipline as well (except if authorized 

under the FMLA).  

4.05.6  Medical Examination  

The Village may require a doctor’s slip attesting to (a) the employee’s medical need to be away, 

and/or (b) the employee’s release to return to work (either with or without a reasonable 

accommodation where applicable) immediately upon the employee’s return from such leave.  

The Village may, where there is reason to suspect abuse, due to a pattern of absences or extended 

days off, and/or for an absence of three (3) work days or more, require an employee seeking to 

utilize sick leave to submit a doctor’s certification of the illness and/or to submit at any time 

during such leave to an examination by a doctor or nurse designated by the Village.  Any 

required examination by a Village designated doctor or nurse of the employee during the period 

the employee is sick shall, if so requested by the employee, be at the employee’s residence if the 

employee is too sick to travel.  Examinations administered by a physician or nurse selected by 

the Village shall be paid for by the Village.  In the case of a sick day used for an ill family 

member, the Village may require doctor’s certification by the physician of the family member as 
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a condition of payment under this Policy.  Failure or refusal to provide requested medical 

information will result in loss of benefits and privileges under this Policy.  

4.05.7  Abuse Of Sick Leave  

Abuse of sick leave is a serious matter.  If proper notification is not given, or abuse is observed, 

any absence may be charged as leave without pay and/or may constitute cause for discipline up 

to and including discharge.  

4.05.8  Sick Leave Utilization  

An employee cannot accumulate more than sixty (60) sick leave days.  An employee who has 

accumulated more than thirty-six (36) sick leave days may be paid, upon written request, for any 

sick leave days in excess of thirty-six (36), at a rate equal to one-half of the employee’s regular 

daily wage rate at the time the request is made.  Requested payment for accumulated sick leave 

days shall be made in the first pay period in the December following the request.  

Upon termination of employment, an employee shall receive full pay for the first thirty-six (36) 

days of accumulated sick leave, and one-half pay for any additional accumulated sick leave days, 

up to a maximum of sixty (60) sick leave days.  Sick leave payment which is to be made upon 

termination/retirement shall be held for four pay periods after termination/retirement and will be 

paid on the fifth pay period after the termination/retirements and such payment will not be 

eligible for IMRF purposes.  Any amounts of accumulated hours of sick leave above 60 are 

forfeited upon retirement and/or termination.  

An employee may be removed from the payroll if the employee’s sickness continues beyond 

thirty (30) consecutive working days after all accumulated sick leave has been exhausted.  The 

Village Manager may allow accrued vacation time to be applied toward a continuing absence due 

to serious and prolonged illness, in lieu of removal from the payroll.  

The Village Manager or Department Head may approve an employee’s absence for personal 

reasons unrelated to illness as sick leave to be applied against accrued sick leave days, but in no 

event more than two (2) such days in each calendar year.  

Absence from work which is necessary due to illness in an employee’s immediate family 

(defined as spouse, child or parent, provided they are living with the employee) may be applied 

against accrued sick leave days, but in no event more than ten (10) such work days in a calendar 

year.  

Any unpaid time off that qualifies under this Policy and the FMLA will run concurrently, except 

if prohibited by law.   
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Section 4.06  Leave of Absence  

4.06.1  Discretionary Leave  

The Village may, in its discretion, grant a leave of absence at the request of an employee without 

pay for good and sufficient reason (as determined by management).  The Village shall, in its 

discretion, set the terms and conditions of the leave.  

4.06.2  Application For Leave  

Any request for a leave of absence shall be submitted in writing by the employee to the Village 

Manager or his designee as far in advance as practicable (and at least 30 days in advance when 

the need for leave is foreseeable).  The request shall state the reason for the leave of absence and 

the approximate length of time off the employee desires.  Authorization for leave of absence 

shall, if granted, be furnished to the employee by his immediate supervisor and it shall be in 

writing.  

4.06.3  Military Leave/VESSA Leave/School Visitation Leave/Voting Leave  

The Village complies will all applicable state, federal and local laws regarding leaves of absence.  

If you have questions about whether you are eligible for time off or to apply for a leave for one 

of these purposes, please consult the Human Resources Director.  

4.06.4  Jury Leave or Witness Duty  

Employees who are summoned to jury duty or subpoenaed as witnesses in matters in which they 

have no personal or pecuniary interest shall receive time off with pay, provided that proper 

notice is given to their immediate supervisor.  An employee shall notify his immediate 

supervisor as soon as possible after being subpoenaed or summoned.  The Village shall 

compensate such employees at their regular rate of pay for time lost while serving on jury duty 

or witness duty.  As a condition of receiving such compensation, the employee must sign over to 

the Village all compensation received for jury duty or a witness appearance as it is received, 

except for a mileage allowance, which the employee may keep, and he may be required to 

present verification of the witness appearance or jury duty.  If an employee is subpoenaed to be 

in court for any other reason, the time off will be granted but without pay (or the employee may 

be required to substitute his/her earned time off benefits, if any). 

4.06.5  Funeral Leave  

In the event of death in the employee’s “immediate family” (defined as the employee’s legal 

spouse (including civil union partner), children, stepchildren, adopted children, parents, parents 

of spouse and stepparents, brothers and sisters of employee and spouse or grandparents and 

grandchildren of employee and spouse), an employee shall be granted up to three (3) consecutive 

workdays off work to attend the funeral. Leave beyond such three (3) workdays may, upon 

approval of the Village Manager or his designee, be taken if charged to the employee’s sick 

leave or vacation leave accrual account, if any.  
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4.06.6  Benefits While On Leave  

1. Unless otherwise stated in the Village Personnel Rules, an employee returning from leave 

will have his seniority continued after the period of the leave.  Where the leave of 

absence is for less than ninety (90) calendar days, upon return the Village will place the 

employee in his or her previous job if the job is vacant; if the previous job is not vacant 

or if the leave of absence is for ninety (90) calendar days or more, the employee will be 

placed in the first available opening in his classification or in a lower-rated classification, 

if available, according to the employee’s seniority, where skill and ability to perform the 

work without additional training is equal.  An employee returned to a lower-rated 

classification shall be subject to recall to his former classification if an opening develops.  

2. During an approved unpaid leave of absence of more than ninety (90) calendar days or 

during a layoff under the Village Personnel Rules, the employee shall be entitled to 

coverage under applicable group health and life insurance plans to the extent permitted 

under such plans(s), provided the employee makes arrangements for the change and 

arrangements to pay the entire insurance premium involved, including the amount of 

premium previously paid by the Village and applicable administrative cost. 

4.06.7  Non-Employment Elsewhere  

A leave of absence will not be granted to enable an employee to apply  for or accept employment 

elsewhere or for self-employment, except with the express written approval of the Village 

Manager. Employees who engage in employment elsewhere in violation of this Policy during 

such leave may immediately be terminated by the Village.  

Section 4.07  Family and Medical Leave Act  

1. If you have been employed by the Village for at least twelve (12) months and 

have worked at least 1,250 hours during the 12-month period preceding the start of the leave, and 

you work at or report to a work site which has fifty (50) or more Village employees within a 75-

mile radius of that work site, you are eligible for up to a total of twelve (12) workweeks of 

unpaid leave during any rolling twelve (12) month period for one or more of the following 

reasons: 

1. Because of the birth of your child and in order to care for such child 

(within 12 months after the birth of the child); 

2. Because of the placement of a child with you for adoption or foster 

care (within 12 months of the placement of the child); 

3. In order to care for your spouse, child, or parents if they have a 

“serious health condition;”  

4. Because of a “serious health condition” that makes you unable to 

perform the functions of your job; or 
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5. Because of any “qualifying exigency” (as defined by the Secretary of 

Labor) arising out of the fact that your spouse, child, or parent is deployed 

on active duty in a foreign country (or has been notified of an impending 

call or order to active duty in a foreign county) in the Armed Forces, 

including the National Guard and Reserves. 

2. Serious Health Condition.  For purposes of this policy, “serious health condition” 

means an illness, injury, impairment or physical or mental condition that involves one of the 

following: 

a. Hospital Care.  Inpatient care in a hospital, hospice or residential medical 

care facility, including any period of incapacity relating to the same 

condition; 

b. Absence Plus Treatment.  A period of incapacity of more than three full 

consecutive calendar days (including any subsequent treatment or period 

of incapacity relating to the same condition), that also involves either: 

(1) treatment two (2) or more times (within 30 days and provided the first 

visit takes place within seven (7) days of the first day of incapacity) by a 

health care provider, by a nurse or physician’s assistant under direct 

supervision of a health care provider, or by a provider of health care 

services under orders of, or on referral by, a health care provider; or 

(2) treatment by a health care provider on at least one occasion which 

results in a regimen of continuing treatment under the supervision of the 

health care provider (first visit to health care provider must take place 

within seven (7) days of the first day of incapacity); 

c. Pregnancy.  Any period of incapacity due to pregnancy, or for prenatal 

care; 

d. Chronic Conditions Requiring Treatment.  A chronic condition which:  

requires at least two (2) periodic visits for treatment per year by a health 

care provider, or by a nurse or physician’s assistant under direct 

supervision of a health care provider; which condition continues over an 

extended period of time; and may cause episodic rather than a continuing 

period of incapacity; 

e. Permanent/Long-term Conditions Requiring Supervision.  A period of 

incapacity which is permanent or long-term due to a condition for which 

treatment may be effective.  The employee or family member must be 

under the continuing supervision of, but need not be receiving active 

treatment by, a health care provider; 

f. Multiple Treatments (non-chronic conditions).  Any period of incapacity 

to receive multiple treatment (including any period of recovery therefrom) 

by a health care provider or by a provider of health care services under 

orders of, or on referral by, a health care provider, either for restorative 
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surgery after an accident or other injury, or for a condition that would 

likely result in a period of incapacity of more than three (3) full 

consecutive calendar days in the absence of medical intervention or 

treatment. 

3. Qualifying Exigency Leave.   If you are an eligible employee (as defined above), 

you are entitled to take up to twelve (12) weeks of unpaid FMLA leave for any qualifying 

exigency arising out of the fact that a covered military member is on active duty or called to 

active duty status in a foreign country.  The leave described in this paragraph is available during 

a 12-month rolling period, and may be taken on an intermittent or reduced leave schedule basis.  

You will be required to provide a copy of the covered military member’s active duty orders or 

other documentation issued by the military that indicates that the military member is on active 

duty or is called to active duty status in a foreign country and the dates of the covered military 

member’s active duty service.  Eligible employees may take all twelve (12) weeks of his/her 

FMLA leave entitlement as qualifying exigency leave or the employee may take a combination 

of twelve (12) weeks of leave for both qualifying exigency leave or any other qualifying reason 

listed above. 

With respect to a Qualifying Exigency Leave: 

a. A “covered military member” means your spouse, son, daughter, or parent 

who is on active duty or called to active duty status in any foreign country 

in any of the Armed Forces, including a member of the National Guard or 

Reserves.   

b. A “qualifying exigency” includes the following broad categories: (a) short 

notice deployment; (b) military events and related activities; (c) childcare 

and school activities; (d) financial and legal arrangements; (e) counseling; 

(f) rest and recuperation; (g) post deployment activities, including 

reintegration activities, for a period of 90 days following the termination 

of active duty status; and, (h) additional categories that are agreed to by 

the employer and employee within this phrase. 

c. The phrase “son or daughter” is defined as your biological, adopted, or 

foster child, stepchild, legal ward, or child for whom you stood in loco 

parentis, of any age for qualifying exigency leave, who is on active duty or 

called to active duty status who is of any age.  (Note:  This definition is 

different from other sections of this FMLA policy). 

d. A “parent” means a biological, adoptive, step or foster father or mother, or 

any other individual who stood in loco parentis to you when you were a 

son or daughter but it does not included “parents in law”. 

4. Military Caregiver Leave.  If you have been employed by the Village for at least 

twelve (12) months and have worked at least 1,250 hours during the 12-month period preceding 

the start of the leave, and you are a spouse, child (of any age for military caregiver leave), parent 

or next of kin of a Covered Service member, as defined below, you are entitled to a total of 
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twenty-six (26) workweeks of unpaid leave during a single 12-month period to care for the 

Covered Service member (including twelve (12) workweeks for any other FMLA qualifying 

reason).  The leave described in this paragraph shall only be available during a single 12-month 

period beginning as of the date the leave commences and ending 12 months after that date (and 

any unused amounts are forfeited).   

Military Caregiver Leave may be permitted more than once if necessary to care for a 

different Covered Service member (or the same Service member with multiple or subsequent 

injuries or illnesses) up to a combined total of twenty six (26) workweeks in a twelve (12) month 

period.  However, your total available leave time in any single 12-month period generally may 

not exceed a combined total of twenty-six (26) workweeks (including FMLA time off taken for 

any other reason); except as provided under the FMLA regulations.  You will be required to 

timely submit a medical certification available from our Human Resources Department or an 

invitational travel order or authorization from the Department of Defense as a condition of 

receiving approved Military Caregiver Leave.  NOTE:  the 12 month computation period for this 

type of leave differs from the other types of FMLA leave. 

With respect to Military Caregiver FMLA Leave: 

a. A “Covered Service member” means (1) a member of the Armed Forces 

(including a member of the National Guard or Reserves) who is 

undergoing medical treatment, recuperation, or therapy, is otherwise in 

outpatient status, or is otherwise on the temporary disability retired list, for 

a serious injury or illness, or (2) a veteran who is undergoing medical 

treatment, recuperation, or therapy, for a serious injury or illness and who 

was a member of the Armed Forces (including a member of the National 

Guard or Reserves) at any time during the period of 5 years preceding the 

date on which the veteran undergoes that medical treatment, recuperation, 

or therapy. 

b. “Outpatient status” means the status of a Covered Service Member 

assigned to a military medical treatment facility as an outpatient or a unit 

established for the purpose of providing command and control of members 

of the Armed Forces receiving medical care as outpatients. 

c. “Next of kin” means the nearest blood relative of that individual 

(regardless of age) other than an employee’s spouse, son or daughter.  You 

are required to provide confirmation of the relationship upon request.  The 

Service member may designate the blood relative who is considered 

his/her next of kin; otherwise, the following order generally will apply: 

blood relatives granted custody by law, brother/sister, grandparents, 

aunts/uncles, and then first cousins. 

d. “Serious injury or illness” means an injury or illness incurred by the 

Service member in the line of duty on active duty in the Armed Forces (or 

existed before the beginning of the Service member’s active duty and was 

aggravated by service in the line of duty) that (i) may render the Service 
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member medically unfit to perform the duties of the member’s office, 

grade, rank or rating, or (ii) in the case of a veteran Service member, that 

manifests itself before or after the member became a veteran. 

5. Spouses Employed by the Village.  If your spouse also works for the Village and 

you both become eligible for a leave under paragraphs 1a. or 1b. above, or for the care of a sick 

parent under paragraph 1c. above, the two of you together will be limited to a combined total of 

twelve (12) workweeks of leave in any rolling 12-month period.  In addition, if you and your 

spouse both become eligible for a leave under the Military Caregiver Family Leave provision 

above or under a combination of the Military Caregiver Family Leave provision, paragraphs 1a. 

and 1b. above, or to care for your parent with a serious health condition under paragraph 1c 

above, the two of you together generally will be limited to a combined total of twenty-six (26) 

workweeks of leave in any single 12-month period.   

6. Medical Certification.  Any request for a leave under paragraphs 1c., 1d. or under 

the Service member Family Leave provision above must be supported by certification issued by 

the applicable health care provider or the Department of Defense.  You are required to submit 

this information on the forms provided to you and available from the Human Resources Manager 

or on the Invitational Travel Orders or Authorizations provided to you by the Department of 

Defense. 

You will be required to submit a new medical certification form for each leave year for a 

medical condition(s) that last longer than one year.  Additionally, you are required to submit a 

recertification of an ongoing condition every six (6) months in connection with an absence where 

the duration of the condition is described as “lifetime” or “unknown”. 

At its discretion, the Village may require a second medical opinion and periodic 

recertification to support the continuation of a leave or under paragraphs 1.c. and 1.d. (except as 

otherwise provided by the Department of Labor).  If the 1st and 2nd opinions differ, a 3rd 

opinion can be obtained from a health care provider jointly approved by both you and the Village 

(unless you accept the second opinion as determinative).  A second medical opinion will not be 

requested for Military Caregiver Leave. 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers 

from requesting or requiring genetic information of an individual or family member of the 

individual, except as specifically allowed by this law.  To comply with this law, the Village asks 

that employees not provide any genetic information when responding to a request for medical 

certification regarding their own serious health conditions under this FMLA Policy.  “Genetic 

information” as defined by GINA, includes an individual's family medical history, the results of 

an individual's or family member's genetic tests, the fact that an individual or an individual's 

family member sought or received genetic services, and genetic information of a fetus carried by 

an individual or an individual's family member or an embryo lawfully held by an individual or 

family member receiving assistive reproductive services. 

There is an exemption to GINA’s limitation on the disclosure of family medical history 

when an employee requests a leave of absence under the FMLA due to a family member’s 
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serious health condition.  In such situations, all information necessary to make the medical 

certification form complete and sufficient under the FMLA should be provided.   

7. Intermittent Leave.  If certified as medically necessary for the serious health 

condition of either you or your spouse, child or parent (Paragraphs 1.c. and 1.d., above), or to 

care for a Covered Service member if you are a spouse, child, parent or next of kin to the 

Covered Service member (Paragraph 3, above), leave may be taken on an intermittent or reduced 

leave schedule.  Intermittent leave also may be taken if you qualify for leave because of a 

qualifying exigency as described in Paragraph 1e, above, subject to the submission of a 

certification prescribed by the Secretary of Labor.  If leave is requested on an intermittent basis, 

however, the Village may require that you transfer temporarily to an alternative position which 

better accommodates recurring periods of absence or to a part-time schedule, provided that the 

position offers equivalent pay and benefits. 

8. Light Duty Work Assignments.  While voluntarily performing in a light duty 

capacity while on FMLA leave, that time does not count against your 12 week FMLA allotment.  

In effect, your right to restoration is held in abeyance during the period of time that you are 

performing in a light duty capacity (or until the end of the applicable 12 month FMLA leave year 

if longer). 

9. Notification and Reporting Requirements.  All requests for leaves of absence must 

be submitted to your supervisor or the Human Resources Manager at least thirty (30) days in 

advance of the start of the leave, except when the leave is due to an emergency or is otherwise 

not foreseeable.  If the leave is not foreseeable, you must provide notice as soon as “practicable,” 

who generally means either the same day or the next business day that you learn of the need for 

leave, in the absence of any unusual circumstances.  A delay in submitting an FMLA leave 

request may result in a loss of FMLA protections and/or a delay of the start of your leave.  Your 

supervisor will forward the request to the Human Resources Manager for approval.   

You must respond to our questions relative to your leave request so that we can 

determine if the leave qualifies for FMLA protection; failure to do so may result in loss or delay 

of FMLA protections.  If you are seeking leave due to an FMLA-qualifying reason for which the 

Village has previously granted you FMLA-protected leave, you must specifically reference the 

qualifying reason or need for FMLA leave at the time of your request to be away from work.  It is 

not sufficient to simply “call in sick” without providing additional information which would 

provide the Village with reasonable cause to believe your absence/time away from work may 

qualify as an FMLA qualifying event.  In all cases in which you are seeking leave under this 

policy, you shall provide such notice to the Village consistent with the Village’s established call-

in procedures so long as no unusual circumstances prevent you from doing so.  Failure to comply 

with the call-in procedures may result in a delay or denial of FMLA protected leave. 

You must make an effort to schedule a leave so as not to disrupt business operations.  

During the leave, you may be required to report periodically on your status and your intention to 

return to work.  Any extension of time for your leave of absence must be requested in writing 

prior to your scheduled date of return to work, together with written documentation to support 

the extension.  Your failure to either return to work on the scheduled date of return or to apply in 

writing for an extension prior to that date will be considered to be a resignation of employment 
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effective as of the last date of the approved leave.  Employees on leaves for their own serious 

health condition must provide fitness-for-duty releases from their health care provider before 

they will be permitted to return to work.  Your maximum time on a leave of absence, all types 

combined, and including all extensions, cannot exceed a total of twelve (12) weeks in a rolling 

twelve month period, unless you are a spouse, child, parent, or next of kin on leave to care for a 

Covered Service member, in which case your leave can last for up to twenty-six (26) workweeks 

in a single twelve (12) month period (unless legally required otherwise). 

An Employee shall not be granted a leave of absence for the purpose of seeking or taking 

employment elsewhere or operating a private business.  Unauthorized work while on a leave of 

absence will result in disciplinary action, up to and including discharge. 

A leave of absence will not affect the continuity of your employment.  Your original date 

of employment remains the same for seniority purposes.  However, you will not accrue any 

benefits during the period you are on a leave. 

10. Employee Benefits During Family and Medical Leave of Absence.  You will be 

permitted to maintain health and dental insurance coverage for the duration of the leave under 

the same conditions coverage would have been provided if you had remained actively at work.  

However, you must make arrangements for the continuation of and payment of insurance 

premiums before you go on leave status.  If you do not return to work after the leave, or if you 

fail to pay your portion of the premiums, you will be required, under certain circumstances, to 

reimburse the Village for the costs and expenses associated with insuring you during the leave. 

11. Return From a Family and Medical Leave.  If you return from your leave on or 

before being absent for twelve (12) workweeks in a rolling twelve (12) month period or twenty-

six (26) workweeks during a single twelve (12) month period if you took a leave under the 

Service member Family Leave provision, you will be restored to the same or to an equivalent 

position to the one you held when the leave started.  Of course, you have no greater right to 

reinstatement or to other benefits and conditions of employment than if you had been 

continuously employed during the FMLA leave period.  In determining whether a position is 

“equivalent” we would look at whether the position had substantially similar terms and 

conditions of employment and whether the position entails similar duties, skills, efforts, 

responsibilities, authority, privileges and status.   

If the leave was due to your own serious health condition, you will be required to submit 

a fitness-for-duty certification from your health care provider in accordance with our normal 

policies and practices applicable to other leaves of absence, certifying that you are able to resume 

work and perform the essential functions of the job (either with or without a reasonable 

accommodation).  A list of the essential job functions will be made available to you for 

compliance with this requirement prior to the Village designating your leave as FMLA leave.  If 

a reasonable job safety concern exists, you also may be required to provide a fitness for duty 

certification up to once every 30 days before returning from an intermittent or reduced schedule 

FMLA leave related to your own serious health condition.  Generally, a returning employee will 

be permitted to return to work within two (2) business days of the Village’s receipt of a valid 

fitness for duty release. 



 

52 
Revised January 2018  
 

If you fail to return to work at the expiration of your approved Family and Medical 

Leave, it will be considered to be a resignation of your employment with us.  Likewise, an 

employee on FMLA leave who provides notice of their intent not to return to work upon 

expiration of a leave will lose their entitlement to FMLA leave and related benefits.   

12. Coordination with Other Policies.  You must substitute any accrued paid vacation 

days, personal time, and sick days (if you otherwise qualify) for unpaid leave under this policy, 

and any such paid time off must be taken concurrently with your Family and Medical Leave.  If 

you otherwise qualify for disability pay, you will collect it at the same time you are on unpaid 

Family and Medical Leave.   

Further, if you otherwise qualify for any other type of leave of absence, you must take 

that leave at the same time as you are taking your Family and Medical Leave.  All time missed 

from work that qualifies for both Family and Medical Leave, and for workers’ compensation (or 

any other type of lawfully allowed leave), will be counted toward your Family and Medical 

Leave.  To receive any type of paid time off benefit while on FMLA leave, you are required to 

meet the Village’s conditions for taking the paid leave (although the Village may in its discretion 

waive any procedural requirement for the paid leave in appropriate circumstances). 

14. Anti-Retaliation Provisions.  Be assured that no retaliation will be taken or 

tolerated against any employee who exercises his/her rights under our FMLA policy.  If you feel 

that you have been the victim of any discrimination or retaliation under this Policy, you are 

encouraged to contact the Human Resources Director so that the matter can be promptly 

investigated and remedied as appropriate.   

15. Compliance With Other Laws.  In administering this FMLA Policy, the Village 

complies with the Americans with Disabilities Act (“ADA”) and any other relevant law.  The 

Village may approve a reasonable request for an extension of a leave of absence beyond the 

amount of leave provided by the FMLA, approve a leave of absence for an employee who does 

not qualify for FMLA leave, or otherwise modify this Policy, as a reasonable accommodation for 

a disability under the ADA. 
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Article 5.  Guidelines for Conduct 

Section 5.01  General Rules 

Your primary responsibility is to do a good job, and this carries with it a number of obligations, 

such as obeying Village rules, adhering to safe working practices, cooperating with management, 

fellow employees and our residents and remaining committed to the best interests of the Village.  

As an employee of the Village of Bensenville, you also are expected to meet reasonable 

standards of work performance and personal conduct at all times. 

The Village’s policy is, whenever appropriate, to utilize progressive discipline procedures for 

violations of work rules, policies, or poor work performance.  However, the Village reserves the 

right to deal with each violation or infraction on a case-by-case basis.  This means that as a 

general rule, you will be given an increasingly severe penalty each time an offense is committed 

or work performance falls below an expected standard.  Some types of misconduct, however, are 

so intolerable that you may be suspended (with or without pay as determined by the Village 

Manager) or even terminated immediately upon the first occurrence. 

The following are examples of offenses which are so intolerable that they will result in 

immediate, severe disciplinary action up to and including immediate termination for the first 

offense.  THIS LIST IS NOT ALL INCLUSIVE: 

3. Stealing (taking without permission) property belonging to the Village, a resident or 

another employee. 

4. Being absent three or more consecutive days without acceptable notice to the Department 

Head. 

5. Failing to return on time from a leave of absence. 

6. Falsifying or altering Village records. 

7. Fighting with, assaulting, threatening, or using obscene language towards management, a 

co-worker, visitor or resident regardless of where the incident occurs. 

8. Fighting with, assaulting, threatening, on Village property, any person not covered by 

above Rule #5; or deliberately provoking or inciting another person to engage in an 

assault or fight on Village property. 

9. Destroying, damaging or hiding property belonging to the Village, a resident or another 

employee. 

10. Giving false information to anyone who has any duty in preparing Village records 

including employment applications (no matter when discovered). 

11. Refusal or failure to promptly comply with a work assignment or instruction or failing or 

refusing to perform assigned work. 
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12. Reporting to work or working under the influence of alcoholic beverages or a habit-

forming or illegal drug, or having such in one's possession on Village property, or other 

violation of Alcohol and Drug Policy. 

13. Attempting to or bringing alcoholic beverages or any non-prescription drugs or illegal 

substances into working areas. 

14. Engaging in immoral or indecent conduct or any conduct which could embarrass the 

reputation of or discredit the Village. 

15. Possessing or storing dangerous weapons or explosives on Company property. 

16. Removal or adjustment of safety or security devices or alarm systems, without 

authorization from your supervisor. 

17. Being convicted of a felony or other serious crime which reflects upon an employee's 

continuing fitness to perform his/her job, or which results in harm to the Village’s 

reputation.  (These issues will be addressed on a case-by-case basis considering all of the 

facts involved) 

18. Failing or refusing to cooperate with the Company in any investigation of a theft or a 

suspected theft of property, or other conduct harmful to the Village or the concealment of 

or failure to report the occurrence of any violation of any Village rules or policies or 

general understanding of proper conduct. 

19. Reckless (or dangerous) driving in parking lots or other similar activity that presents an 

actual or potential safety threat to our employees or others. 

The following are examples of offenses which may result in disciplinary action under our 

progressive discipline procedure.  In certain situations, depending on the severity and/or 

frequency of the offense, the first offense will result in immediate suspension or even discharge 

for the first offense.  Nothing in this Policy is intended to create a procedural or contractual right. 

20. Failing to follow prescribed work rules or policies. 

21. Repeated absenteeism or tardiness. 

22. Violation of No-Solicitation/Distribution policy. 

23. Refusing to work a reasonable amount of overtime, or failing to work voluntarily 

accepted overtime. 

24. Using obscene or threatening language in a malicious manner towards another employee, 

resident or visitor. 

25. Destruction of bulletin boards, or marking or destroying any literature on such bulletin 

boards, or posting anything on bulletin boards without permission of management. 
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26. Failing to follow prescribed parking regulations, prescribed safety and health procedures, 

practices or policies. 

27. Failing to report any accident or injury as promptly as possible to your supervisor or 

Department Head. 

28. Failing to maintain satisfactory work performance, or incompetent or inefficient work 

performance. 

29. Failing to maintain satisfactory or proper standards of dress, grooming or cleanliness. 

30. Engaging in horseplay, or other disorderly conduct. 

31. Interfering with the work performance of other employees. 

32. Unauthorized absence from premises or assigned work area, including leaving early for 

breaks, lunch or at the end of the day or failing to return on time from breaks or lunch, 

and/or failing to properly record time away when leaving work areas. 

33. Excessive loafing on the job or unreasonable use of toilet or washroom facilities during 

working time. 

34. Being in an unauthorized area of the building or examining any type of Village records 

without your supervisor's authorization. 

35. Engaging in personal business during working time, such as personal work, personal 

telephone calls, sleeping, reading, visiting other employees, etc., without permission of 

your supervisor. 

36. Failing to call the Company, as far in advance as possible under the circumstances, when 

not reporting for work. 

37. Failing to report knowledge of violation of Company rules, policies or procedures by 

another employee. 

38. Habitual, repeated or frequent neglecting or failing to swipe in or out on time cards, 

(including swipes to record breaks, lunch periods or when changing departments).  

39. Carelessness or negligent use of computers, copying machines, fax machines, or other 

Village property or equipment or any violation of computer or equipment use policy. 

40. Use or wearing of sunglasses, headsets, or personal radios in working areas without prior 

permission from your supervisor. 

41. Any other act or omission deemed harmful or hazardous to the Village, our property, our 

employees, our residents and/or our visitors. 
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Article 6.  Complaint Procedure  

Section 6.01  Complaint Policy  

It is the overall Policy of the Village that each employee has the right to pursue complaints of a 

violation of this Personnel Policy through the chain of command.  Employees who have 

completed the probationary period will be entitled to use the Village complaint procedure.  All 

actions of a Village Department Head in reference to any complaint shall stand until or unless 

overruled by the Village Manager.  Questions concerning the validity of an order of a 

supervisory employee shall not exempt any employee from the responsibility of completing the 

task assigned.  NOTE:  There is nothing in this Policy or Manual which is intended to create a 

contractual right or due process obligation beyond which may be required by law. 

Section 6.02  Complaint Procedure  

A complaint of a violation of this Personnel Policy shall be processed in the following manner:  

Step 1:  Any employee who has a complaint of a violation of this Personnel Policy is encouraged 

to submit a written complaint signed and dated by the employee to the employee’s immediate 

supervisor, specifically indicating that the employee is raising the matter as a complaint under 

the Village Personnel Policy.  The written complaint should specify the section or sections of the 

Village Personnel Policy that are allegedly violated, misinterpreted, or misapplied, the full 

summary of facts on which the complaint is based and the specific relief requested.  All 

complaints should be presented not later than five (5) business days from the date of the 

occurrence or event first giving rise to the complaint, or within five (5) business days after the 

employee, through the use of reasonable diligence, could have become aware of the occurrence 

or event first giving rise to the alleged complaint.  Extensions would be considered only if 

required by law and/or otherwise as necessary and appropriate in management’s discretion to 

resolve a matter.  The immediate supervisor shall investigate the matter and render a written 

response to the complainant within five (5) business days after the investigation is conducted.  

Step 2:  If the complaint is not resolved at Step 1 and the employee wishes to appeal the 

complaint to Step 2 of the complaint procedure, it shall be submitted in writing designated as a 

“complaint” to the Department Head involved within five (5) business days after receipt of the 

Step 1 answer; provided, however, that where the Department Head is the employee’s immediate 

supervisor, the employee shall proceed directly from Step 1 to Step 3 within five (5) business 

days after receipt of the Step 1 answer.  The complaint submitted at Step 2 shall be in writing and 

dated and signed by the employee.  The written complaint shall contain a summary statement of 

the facts, the provision or provisions of the Village Personnel Policy, which are alleged to have 

been violated, and the specific relief requested.  The Department Head or designee shall 

investigate the complaint and, in the course of such investigation, may offer to discuss the 

complaint with the complainant at a time mutually agreeable to the parties.  If no resolution of 

the complaint is reached, the Department Head or designee shall provide a written answer to the 

complainant thereafter.  

Step 3: If the complaint is not resolved at Step 2, it may be referred in writing to the Village 

Manager within five (5) business days after receipt of the Village’s answer in Step 2.  Thereafter, 
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the Village Manager or his designee and the Department Head or other appropriate individual(s) 

as desired by the Village Manager, shall meet with the complainant generally within five (5) 

business days of receipt of the employee’s appeal, if practicable.  If no agreement is reached, the 

Village Manager shall submit a written answer to the employee generally within five (5) business 

days following the meeting.  

Step 3 is the final phase in the complaint procedure and the decision of the Manager shall be 

final and binding.  

Section 6.03  Time Limit For Filing  

No complaint shall be received or processed unless it is submitted within five (5) business days 

after the occurrence or event first giving rise to the complaint, or within five (5) business days 

after the employee complainant, through the use of reasonable diligence, could have become 

aware of the occurrence or event first giving rise to the alleged complaint.  For purposes of this 

Section, a “business day” is defined to include Mondays through Fridays only, excluding Village 

celebrated holidays.  

If a complaint is not presented within the time limits set forth above, it shall be considered 

“withdrawn and resolved.”  If a complaint is not appealed to the next step within the specified 

time limit or an agreed extension thereof, it shall be considered settled based on the Village’s 

most recent answer.  If the Village does not answer a complaint or an appeal thereof or hold a 

complaint meeting within the specified time limits, the aggrieved employee may elect to treat the 

complaint as unresolved at that step and immediately appeal the complaint to the next step.  The 

parties may, by mutual agreement in writing, extend any of the time limits set forth in the Village 

Personnel Policy.   

Section 6.04  Important Note/Disclaimer 

This policy is intended to provide a guideline for resolving complaints and it is not intended to 

create a procedural due process right or guarantee of any particular procedure where 

management has grounds to believe it is not appropriate or legally required to adhere to this 

policy. 

Section 6.05  Advanced Step Complaint Filing  

Upon written mutual agreement between the complainant and the Village Manager, the first 

and/or second steps of the complaint procedure may be bypassed.  Such written mutual 

agreement shall not in any way be construed as a waiver of the time limits for the filing and 

processing of a complaint.  
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Article 7.  Advanced Education and Professional Organizations 

Section 7.01 Tuition Reimbursement Policy 

The Village encourages employees to continue their education and improve their job related 

skills.  The Village provides a Tuition Reimbursement Program for regular full-time employees 

who have successfully completed their introductory/probationary period. The employee must be 

in good standing with the Village, meaning the employee must, at a minimum, meet performance 

expectations as verified by the supervisor, and have no performance or disciplinary actions 

pending.   

All requests for attendance at seminars, schools, or enrollment in outside formal educational 

programs for which the employee desires financial reimbursement are subject to the approval of 

the Department Head and Village Manager.  Village requirements for course reimbursements 

shall be predicated on the attainment of a grade of B or better (or Pass, in those instances where 

applicable).  All class attendance and class work will take place during non-work hours.  

Participation in the Tuition Reimbursement Program will be determined by availability of funds 

in the Tuition Reimbursement budget.  Qualifying tuition reimbursement shall not exceed the 

tuition and fees charged by Northern Illinois University (NIU) for the equivalent coursework.  

Employees are not restricted to enroll in programs based on cost; however tuition and fees in 

excess of the equivalent coursework at NIU are not eligible for reimbursement by the Village.   

Reimbursement for degree programs is a major investment made by the Village in the 

development of a particular employee.  The course must be designed to maintain or improve the 

skills required of the employee in his/her current job assignment or they must be necessary to 

meet express requirements of the Village.  It follows that the employee must continue working 

for the Village for some period of time in order to qualify for this reimbursement.  Accordingly, 

before such a program will be approved, the employee must sign a written agreement to 

reimburse the Village 100% of the degree program costs paid by the Village on the employee’s 

behalf for any semester (or applicable unit) if the employee leaves Village employment within 

two (2) years of the end of the semester (or applicable unit).   

Section 7.02 Professional Organization. Membership, and Conference Policy 

7.02.1 Professional Organization Membership 

Village Employees are encouraged to affiliate with professional organizations and societies for 

which they qualify by education or training; provided that such affiliation produces observable 

benefits for the Village.  The Village Manager reserves the right to limit the number of 

organizations to which an employee may belong.  

7.02.02 

Conference Attendance 

Employees are encouraged to attend short courses or State conferences, within the constraints of 

the applicable budget.  Application should be made to the employee’s Department Head for 
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permission to attend.  The Village Manager shall review the request and the recommendation of 

the Department Head. Permission may be granted by the Village Manager if, in his opinion, there 

is sufficient benefit to both the employee and the Village.  

Section 7.03 Reimbursement of Expenses 

The Village shall compensate an employee in attendance at a pre-approved conference in the 

following manner: 

a) One hundred percent (100%) of registration fee.  

b) All reasonable expenses for meals. 

c) Single accommodation for room 

d) Coach fares for plane, train, or bus transportation. 

e) A millage allowance, if required. 

f) Miscellaneous expenses such as taxi, car rental, etc., if required. 

g) The Village will not compensate for expenses for spouses or additional guests. 

h) The Village will not reimburse an employee for costs related to the purchase or 

consumption of alcohol.  

Prior pre-approval for mileage, lodging, meals and any other expenses expected to be incurred 

must be pre-approved by department head.   
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Article 8.  Other Miscellaneous Policies 

Section 8.01  Equipment Accountability Policy 

Object:  The purpose of this document is to establish a Village Bensenville Equipment 

Accountability Policy regarding the assignment, procurement, use and 

accountability of Village provided wireless communication/Data Processing 

Equipment and to ensure the use or access such equipment is in compliance with 

the Village’s policy and consistent with Village business needs. 

 

Applicability:  This policy applies to all the Village Employees. 

 

Equipment: Equipment under this policy includes all data processing and communication 

devices Including all Desktop Computers, Laptop Computers, Surfaces, IPads, 

Mini IPads, Mobile Data Computers, Mobile Phones, Head Phones, Wireless 

Radios, Landline Phones, Printers, Mobile Printers, LCD screens, LED Screens, 

Projectors, Smart Boards, Data Storing devises, Network Cables, Switches, 

Mainframes, VM Wares, Internet Modems, Internet Mobile Jet Packs, and any 

other equipment which qualifies as data processing, data storage or data transfer 

devise. The equipment also includes all the software as well installed on the above 

listed devises. The equipment for this policy includes all the equipment whether 

they are acquired by the Village or donated to the Village or seized/forfeited by 

the Village. 

Inventory: Each department is responsible for all the equipment assigned to their department. 

Each department must maintain an Inventory for all the IT equipment qualifies by 

the definition as listed above. IT department at the Village of Bensenville should 

also maintain the master list of the equipment. 

Policy: The Village of Bensenville recognizes that data processing/wireless 

communications equipment and related services are an important and necessary 

tool to assist Village staff to perform their job duties. Therefore, the Village may 

provide wireless communications equipment and service to certain employees to 

assist in the proper performance of their job duties. This policy applies to all 

employees who are provided, have access to or otherwise use Village wireless 

communications. The Village Manager reserves the right to change this policy.  

 

1. The Village of Bensenville provides wireless communication equipment/data 

processing equipment to certain employees through the IT Department, as 

authorized by the Village Manager and necessary for the proper performance 

of job related activities.  

 

2. The IT department also has authority, under the direction of the Village 

Manager, to coordinate and arrange for such wireless communications 

equipment and service in support of the Village’s business needs at the 

request of the employee’s Department Director.  
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3. In considering the Department Director’s cellular equipment request, the 

Village IT Department will evaluate and determine the most cost effective 

service plan and equipment for each authorized Village employee.  

 

4. Only the Village Manager (or designee) is permitted to enter into an 

agreement or contract for cellular equipment or service, on behalf of the 

Village. Procurement and distribution of equipment, accessories and service 

plans shall be the responsibility of the Village IT Department at the request of 

the Department Director.  

 

5. No employee is authorized or permitted to use their own personal cellular 

equipment or other wireless communications for work related phone calls, 

text messages and/or email (unless authorized) by the Department Director or 

designee. If they should happen to do this, they are reminded that this usage 

is not reimbursable by the Village and the employee is solely responsible for 

the expense involved.  

 

6. Users must understand that any use of the Village’s wireless communication 

systems or services will not be considered or regarded as private 

communications. As such, the users should have no expectation of privacy 

with respect to any such communications. All wireless communications, 

particularly business email or text messages, can and will be subject periodic 

review to ensure compliance with this policy. Additionally, all such 

communications may be subject to release in response to a FOIA request, 

court order or any other statutory requirement.  

 

7. With prior approval of the Department Director, a reasonable amount of 

limited personal use of Village wireless communications is permitted as long 

as it does not interfere with the employee's job performance or productivity 

and the transaction of Village business, consume significant resources, give 

rise to any additional costs or interfere with the activities of other employees 

of the Village. However, it is important for all users of the Village’s cellular 

equipment to understand that ALL communications transmitted, received 

and/or stored using any of the Village’s cellular equipment is subject to being 

reviewed by the Village, regardless of the business or personal nature of the 

communication. Users should not assume that any such communications shall 

remain private and may be subject to release in response to a FOIA request or 

a court order.  

 

8. The Village cannot and does not imply, extend, or guarantee any "right to 

privacy" for voice calls and or electronic communications placed over 

Village provided cellular equipment, including but not limited to call detail 

records, logs, voice mail messages, data storage, text messages, emails, and 

address books.  

 



 

62 
Revised January 2018  
 

9. Employees must return their cellular equipment to the IT department when no 

longer required for their work assignment and/or upon separation from the 

issuing department or the Village and/or in the event the authorization is 

restricted or revoked by the Department Director.  

 

10. All Villages issued wireless communication systems and numbers are the 

Village’s property.  

 

11. Outgoing Village employees and those returning cellular equipment due to a 

job change may not take the Village cellular equipment; however, with 

approval from the Department Director and Director of IT they may port the 

cell phone number to another carrier.  

 

12. If the Village Manager determines that the “fair market” value of cellular 

equipment is minimal; the Village Manager can authorize an outgoing 

individual to pay that amount to the Village to keep the Village cellular 

equipment. However, under no circumstances may an employee continue on 

the Village’s cellular plan, even if purchasing the Village cellular equipment.  

 

13. Under all circumstances, employees are required to use the Village provided 

cellular equipment in compliance with all laws and regulations. Employees using 

cellular telephones while driving are required to use a hands-free device or pull 

over to a safe location on the side of the road before placing or receiving a call.  

 

14. Employees using cellular equipment for text messaging while driving is required 

to pull over their vehicle to a safe location before reading or sending text 

messages. In the event of a violation of any traffic laws while using the Village’s 

equipment, the employee may lose privileges and the employee is solely 

responsible for the cost of citations involved.  The Village reserves the right to 

discipline any employee caught using electronic devices, including cellular 

equipment, in an unsafe manner while operating a vehicle or piece of equipment. 

This shall include but not be limited to not using hands free calling or texting 

while driving. 

 

15. Employees using cellular equipment will be solely responsible for the purchase of 

all the application (apps). Any expense incurred to buy an app by the employees 

for employee’s work related activities can be reimbursed subject to the prior 

approval from the Department Director and the Village Manager. 

 

Damage: Reasonable care should be taken to prevent equipment loss or damage. On each 

occasion of damage or lost Village Property, the employee who is assigned the 

equipment must write a written memo (email or paper copy) explaining the 

incident of damage or loss of the property. If assigned equipment is lost or 

damaged, the same equipment or part may be ordered for the employee at the 

expense of the department upon approval of the Department Director along with 

Village Manager. However, if the Department Director/Village Manager 
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determines that the equipment was lost or damaged due to negligence or 

misplacement, the employee is liable for the cost of repair or replacement. Lost 

equipment MUST be reported immediately to the Department Director and IT 

department; failure to do so could seriously compromise Village data security and 

could result in discipline to the employee.  

 

Confidentiality: All employees are expected to maintain the integrity of the sensitive, 

confidential and proprietary information that is stored on or is passed through 

Village information systems unless released via a legally permissible means, such 

as FOIA or court order. This definition includes but is not limited to:  

 

a) Personnel information including salaries, performance reviews, 

complaints, grievances, disciplinary records and medical records.  

b) Criminal history information, mug shot images, police investigation 

records, intelligence files, and tactical information.  

c) Names, addresses or other personal information about Village 

residents or vendors. 

 

Penalties for Violation of Copyright Laws and Policies: According to the US Copyright Law, 

illegal reproduction of software can be subject to civil damages of as much as $100,000 per work 

copied, and criminal penalties, including fines and imprisonment. Village employees who make, 

acquire or use unauthorized copies of computer software shall be disciplined as appropriate 

under the circumstances. Such discipline may include termination. The Village does not condone 

the illegal duplication of software.  

Village Property: All work produced for the Village by an employee, including but not limited to 

information technology, is at all times the exclusive property of the Village and may not be 

removed, copied, reproduced or sold by any employee. Any information or document (or copy 

thereof) that is provided to an employee during his/her employment with the Village and/or 

which the employee had access during his/her employment must be promptly returned upon 

request and in no event prior to his/her last day of employment with the Village. If you have a 

question about whether it is appropriate to retain or have access to such information or 

document, you are required to seek written permission from the Village Manager (or designee) 

before doing so. 

Any actual or threatened violation of this policy will be strictly enforced and may result in 

appropriate legal action to protect the integrity and confidentiality of the information involved. 

 

Section 8.02  Credit Card Usage Policy 

Objective: The credit card policy is designed to set rules and guide lines for the procurement 

transactions to be done using the Village Credit Cards. 

A) Number of Credit Cards: 

Village will obtain 3 credit cards. One will be in possession of the Village Manager, one 

will be available in possession of the Village Manager’s Office staff, and one will be with 

the Finance Department. The Village Manager can authorize additional cards if needed 
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B) Authorized Transactions: 

Village Credit Card can be used for the following transactions on behalf of the Village: 

a. For emergency purchases as defined in the procurement policy. 

b. To pay for the small expenses incurred in dealing with day to day business by 

village manager. 

c. To pay for the expenses on behalf of the Village where check payment is not 

practical or the vendor does not allow any other form of payment except credit 

cards. 

d. To buy goods and/or services online where check payments and/or purchase 

orders are not accepted. 

e. To pay for the expenses on behalf of the Village for the authorized and 

approved employee travel, air fare, boarding, lodging etc. 

f. For small purchases as defined in the procurement policy. 

g. The expense which is authorized by the Village Manager/Village Board to be 

paid by the Credit Card. 

 

C) Unauthorized Transactions: 

i) No Village credit card can be used for cash advances, personal purchases 

and unauthorized/unapproved purchases. 

 

ii) While using the credit card on business tour/visits at any restaurant or 

hotel, the Village credit card can never be used to pay for any liquor, beer 

or any alcoholic beverages. 

D) Proper Care 

It is the duty of Village employee using the credit card to take proper care of the 

credit card, get receipts of all the transaction conducted thru the credit card and 

provide an accurate accounting as well as justification of the transaction. 

iii) All the credit card transactions must be reported on the warrant at its 

earliest. 

iv) Any rewards, gifts or point benefits out of the credit card usage should 

only be received by the Village and should never be cashed by any 

employee of the Village. The reward points/mileage earned can be used to 

offset the cost of any official travel/tour for the benefit of the Village only. 

v) Village is exempt from all kind of sales tax and employee should make 

sure to keep sales tax exemption form while conducting transactions and 

should make sure that sales tax is not charged on any of the purchases. 

vi) Under no circumstance, any village employee should store the credit card 

number on any piece of paper, email or other electronic form. 

 



 

65 
Revised January 2018  
 

Section 8.03  Travel and Business Expense Policies and Procedure 

 

Section 1. Purpose 

 

The purpose of the Village of Bensenville Travel and Business Expense Policies and 

Procedures (“Expense Policy”) is to effectively regulate reimbursement of all travel, meal and 

lodging expenses of Village of Bensenville’s Officials and employees.  The Expense Policy is 

established pursuant to the Local Government Travel Expense Control Act, Public Act 99-604.  

Each Public Official and Employee is responsible for assuring that expenditures are prudent and 

necessary to effectively fulfill their duties to the Village of Bensenville. 

 

Section 2.  Applicability/Effective Date 

 

This Expense Policy shall apply to all the Employees of the Village of Bensenville. 

 

 

Section 3. Definitions 

 

“Act” is the Local Government Travel Expense Control Act, Public Act 99-604. 

 

“Authorized Individual” shall mean an Employee, whether elected, appointed, or 

employed, who is authorized to incur travel and travel related or business expenses in the 

performance of his or her duties. 

 

“Entertainment” includes, but is not limited to shows, amusements, theaters, circuses, 

sporting events, or any other place of public or private entertainment or amusement, unless 

ancillary to the purpose or program or event. 

 

“Public Entity” is the Village of Bensenville. 

 

“Travel” means any expenditure directly incident to official travel by Employees and 

Officers of the Village of Bensenville, involving reimbursement to travelers or direct payment to 

private agencies providing transportation or related services. 

 

Section 4. Authority to Incur Travel and/or Business Expenses 

 

A. The Village of Bensenville hereby recognizes that certain travel and business 

expenses are necessary and proper for the efficient conduct of public business. Such travel and  

business expenses are properly incurred for performing mandated, job-required duties (such as 

investigating usefulness of equipment or services to a particular government requirement) and/or 

are related to attendance at schooling, conferences, seminars, meetings and workshops, where 

such attendance is necessary for continuing education, or is deemed worthwhile for reasons 

including but not limited to, networking, marketing and/or facilitating the duties of the office or 

business of the Village of Bensenville. 
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B. The Village of Bensenville through its budget system, shall maintain control of 

travel and business expenses for Officials and Employees, which shall provide for the efficient 

and economical conduct of official business. 

 

C. Prior authorization for travel planned by an Employee during a budget year shall 

be obtained as part of the approved budget for each department.  All travel and business 

expenses by an Employee must be authorized by the Village Manager. 

 

D. If a member of the [elected or appointed board] finds it necessary to incur travel 

and/or business expenses, and when the expenses are within the intent of the annual adopted 

budget, the expenditures are authorized.   

 

E. Summary reports of travel to conferences, conventions, seminars and/or meetings 

may be reported, if required, to the Village Board or Department Head. 

 

Section 5. Allowable Expenses 

 

A. Travel and/or business expenses shall be limited to those expenses necessarily 

incurred by the Official/Employee in the performance of duties related to the functions and 

responsibilities of the Official/Employee.   

 

Without securing additional approval of Village Board, the maximum allowable expense 

to be incurred by any Official or Employee in any budget year shall be as follows: 

 

Travel:  $2,000     Business Expense: $2,000   

 

B. Business expenses shall apply to those expenditures which are incurred in the 

performance of a public purpose, including attending meetings with government officials, 

seminars and training programs, pick-up and delivery of parts and/or equipment, community 

programs and any other related purposes. 

 

Section 6. Funding 

 

A. All travel requires prior authorization. 

 

B. Except as hereinafter set forth, all travel requires the completion and submittal to 

[name the office] of the Expense Request Form, as attached hereto and incorporated herein as 

Exhibit 1.  All expenses incurred for which reimbursement is sought must be accompanied by the 

original receipt for such expenditures. 

 

C. Travel advances may be issued to an Authorized Individual prior to departure on 

an authorized trip.  The advance payment will be predicated on the amount estimated as set forth 

in the Expense Request Form, attached hereto as Exhibit 1.  All travel reservations for a common 

carrier must be made by [name of officer] or his/her authorized representative.  If common 

carrier tickets are necessary, issuance of such tickets shall be made only upon receipt of the 

Expense Form, with proper approval signatures.   If an authorized travel advance is less than the 
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approved actual expense, the difference will be paid to the Authorized Individual following 

travel, and upon proper receipts being provided.  If the travel advance is greater than the actual 

or allowed travel expense, then the difference shall be reimbursed to the Village of Bensenville 

within thirty (30) days after return of the Authorized Individual.   

 

D. All Authorized Individuals are required to ensure that vendors are made aware of 

and provided with the Village of Bensenville tax exemption information whenever applicable. 

  

Section 7. Expense Request Form 

 

The [name of office] shall provide an Expense Request Form, attached hereto as Exhibit 

1, to be used by each Authorized Individual for travel requests, expenses and reimbursements 

and mileage allowances, for use for all expenditures and reimbursements sought in an amount 

more than Twenty and 00/100 Dollars ($20.00).   

 

No Expense Request Form shall be required to be submitted for expenses, in connection 

with travel, that are billed directly to the Village of Bensenville.  

 

The [name of individual] shall cause requests for travel expense and reimbursement to be 

verified before payment is made therefore. 

 

Section 8. Meal Allowances and Accommodations 

 

A.  Meals 

 

For the purpose of reimbursements, the allowances for meals shall be based on the 

schedule set forth by the Internal Revenue Service for all cities within the continental United 

States.    

 

If meals are provided as a part of the registration fee for the authorized travel, no 

additional meal allowances will be paid or reimbursed. 

 

Meals for guests, which are paid for by the Authorized Individual as part of appropriate 

conduct of public business, shall be deemed a legitimate expenditure for the Village of 

Bensenville Officers and Employees, and reimbursement may properly be sought therefore.  In 

such circumstances, the guest’s meal is not subject to authorized Internal Revenue Service 

allowances. 

 

 

 

  

 

 B. Accommodations 

 

Hotel or accommodations allowances will be made when travel extends overnight and 

requires lodging, at the single occupancy rate (unless an Authorized Individual determines to 
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share accommodation with another Authorized Individual).  An Authorized Individual taking a 

guest shall pay any cost differences for double occupancy.  The Government Room Rate shall be 

sought in all circumstances, unless not available.  Room service, and additional room expenses 

(movie rental, valet, minibar, etc.) will not be paid and/or reimbursed. 

 

 E. Exclusions 

 

1. Alcoholic beverages are excluded from reimbursement for any meal and/or 

accommodation. 

 

2. Expenses related to entertainment are excluded from reimbursement, unless such 

entertainment is ancillary to the purpose or program or event.  For example, “ancillary” means 

those entertainment events which are included in the registration cost of a convention or seminar. 

 

 F. Exceptions 

 

Any exceptions to this Policy must be granted in writing by the [name of official]. 

 

Section 9. Transportation 

 

A. All travel must be on a convenient and mainly traveled route.  If an Authorized 

Individual travels by an indirect route for his/her convenience, any extra costs shall be borne by 

the Authorized Individual. Air travel shall be at the coach fare.   

 

B. If a privately owned automobile is used for travel, the Authorized Individual shall 

be entitled to a mileage reimbursement at a cents-per-mile rate equal to the Internal Revenue 

Service allowable rate then in effect.  When two of more Officers or Employees are attending the 

same travel related event, carpooling should be practiced whenever possible.  The actual 

speedometer reading from Village of Bensenville to the destination and return to the Village of 

Bensenville shall be used for mileage calculation purposes.  

 

C. Transportation by common carrier which has not been prepaid, and for which the 

Authorized Individual seeks reimbursement, must be substantiated by the original receipt from 

the common carrier. 

 

D. Transportation by charter vehicle may be authorized when deemed to be the most 

economical method of travel considering the nature of the business, the number of people 

making the trip and the most efficient and economical means of travel. 

 

 

 

 

 

Section 10. Reimbursable Incidental Expenses 
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An Authorized Individual may be reimbursed for incidental travel expenses incurred 

during the course of travel.  Such incidental travel expenses include, but are not limited to, the 

following: 

 

1. Registration fees, convention, conference, seminars and/or training fees. 

2. Taxi/Rideshare, and airport or hotel limousine fares. 

3. Car rentals. 

4. Storage or baggage fees. 

5. Tolls. 

6. Parking fees. 

7. Telephone and facsimile charges relating to official business. 

8. Tips for parking attendants and baggage handling. 

9.  Public Transportation. 

 

Any miscellaneous expense over $20.00 for which reimbursement is being sought shall be 

accompanied by receipt. 

 

Section 11.  Emergencies 

 

 In the event of an emergency necessitating travel or the incurrence of a business expense, 

the requirements of this Expense Policy shall be waived prior to travel or incurring the expense.  

However, within thirty (30) days of any emergency expenditure, the Expense Request Form shall 

be completed and filed with the appropriate office for reimbursement and to document the 

emergency.  Report of any emergency expenditure shall be provided to the Corporate Authorities 

in an open meeting. 

 

Section 12.  Credit Card 

 

A Credit Card may be used by the Authorized Individual for the conduct of public 

business, in regard to charging and payment of travel and/or business expenses that cannot be 

conveniently paid for by other means. 

 

Use of an authorized Credit Card must be in accordance with the policy enacted for same 

by the Village of Bensenville.   

 

 Section 13. Auditing 

 

All Expense Request Forms shall be submitted to the [official/office] no later than thirty 

(30) days before travel or the business expense is expected to be incurred for estimated expenses, 

or within thirty (30) days after the travel or business expense has been incurred for auditing by 

[official/office]. 

 

 

Section 14. Official Documents 
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In compliance with the Act, all documents and information submitted in regard to travel 

and/or business expenses in accordance with these Policies and Procedures are declared to be 

“public records” and subject to disclosure under the Illinois Freedom of Information Act, 5 ILCS 

140/1 et seq.  

 

Section 15. Fraudulent Claims 

 

Claims submitted pursuant to these Policies and Procedures must be signed by the 

Authorized Individual, which signature shall serve as verification of the true and correct nature 

of the funds being sought therein.  Any individual who makes or aids in the making of a false or 

fraudulent claim shall be guilty of a violation against the Village of Bensenville and, if found 

guilty of same, shall be punished as provided in the Village of Bensenville Personnel Rules and 

Regulations.  In addition, any individual who receives an advance or reimbursement by use of a 

false claim, shall be liable for repayment of the amount. 

 

Section 16. Supersede/Conflict in Policies and/or Procedures 

 

These Policies and Procedures supersede any other policy or procedure currently in effect 

to the extent such policy or procedure is in conflict with that provided herein. 
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ACKNOWLEDGEMENT  

I, ________________________ hereby acknowledge that I have received the Village of 

Bensenville  Unlawful Harassment, ADA and other Anti-Discrimination and Anti-Harassment 

Policies  and that I have read and fully understand its/their contents.  I also agree and accept 

responsibility to obtain and review copies of any amendments to such Policies.    

I understand that it is my right and sometimes my obligation to report any incident of a 

violation of any of these policies so that the matter can be promptly investigated and remedied if 

appropriate.  I was notified that no retaliation will be taken or tolerated against me for reporting a 

possible violation or participating in a complaint investigation. 

Signed: ______________________________ 

 

Date: ________________________________ 
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RECEIPT OF PERSONNEL EMPLOYEE HANDBOOK 

 

I have received a copy of the Village of Bensenville Employee handbook.  I understand 

that the Employee Manual contains a summary of some benefits and policies and that the Village 

reserves the right to change, modify or delete rules, policies and benefits contained in the 

Employee Manual.  I agree to abide by the rules and regulations contained in the Employee 

Manual and with any revisions made thereafter.  I also understand that any delay or failure by the 

Village to enforce any Village Policy or rule will not constitute a waiver of the Village's right to 

do so in the future. 

I understand that neither this Employee handbook nor any other communication by a 

management representative, whether oral or written, is intended in any way to create a contract 

of employment.  Since employment with the Village of Bensenville is voluntarily entered into, I 

am free to resign at any time.  Similarly, the Village of Bensenville may terminate the 

employment relationship whenever it believes it is appropriate.  In the event of a conflict 

between this Manual and a specific provision of the collective bargaining agreement, the 

collective bargaining agreement will govern. 

 I am aware that the Village has the right and responsibility to take reasonable steps to 

inspect and review any items, materials or communications that are made with Village equipment or 

on Village time.  Therefore, I acknowledge that I have no expectation with respect to the privacy of 

such communications.   Finally, I acknowledge and understand that nothing in this Manual or this 

Receipt is intended to diminish my rights to engage in free speech or other forms of communication 

that are protected by law, including the right to engage in lawful protected or concerted activity 

under the Illinois State Labor Relations Act. 

 

 

                                                    

Date      Signature 

 

 

 

[Return to the Director of Human Resources and Copy in Employee Personnel File] 
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Article 1.  General  

Section 1.01  Disclaimer  

Please Read Carefully  

This Employee handbook is not intended to create nor should it be construed to 
constitute any type of employment contract, promise, or guarantee between the 
Village of Bensenville and its employees.  This Employee handbook is also not 

intended to provide any assurance of continued employment for any specific term.  
Rather, it is simply intended to describe the Village of Bensenville and some of its 
personnel policies and procedures.  Needless to say, these policies and procedures 
supercede all prior policies and statements regarding these issues and they may, and 
likely will, be changed from time to time with or without notice, as the Village deems 
appropriate.  Furthermore, employment conditions and compensation may be altered or 
terminated at any time with or without cause and with or without notice at the option of 
the Village of Bensenville.  No representative of the Village of Bensenville, other than 
the Village Manager, has the authority to enter into any agreement contrary to the 
foregoing.  .  

Section 1.02  Collective Bargaining Agreements 

The Village is a party to certain Collective Bargaining Agreements with the union(s) for 
certain covered employees.  The terms and conditions of employment for the covered 
employees are set forth in the Collective Bargaining Agreement.  In the event of any 
inconsistency between this Handbook and a specific provision of a Collective 
Bargaining Agreement, the Collective Bargaining Agreement takes precedence but only 
as to those employees covered by the agreement.  Employees with questions about 
their Collective Bargaining Agreement should contact their union steward and/or the 
Director of Human Resources or Department Head for guidance. 

Section 1.03   Equal Opportunity Employer  

The Village is firmly committed to prohibiting unlawful discrimination and 
harassment on the basis of all legally protected categories, including without limitation, 
based on race, color, sex, age, sexual orientation or sexual preference, gender, gender 
identity or expression, religion, military status, marital status, national origin, disability, 
pregnancy, childbirth or any medical condition related to pregnancy or childbirth, or any 
other protected category as defined by applicable law. This policy extends throughout 
the employment process, from application/selection through termination, and in all 
employment related decisions. 

If you feel that you have been the victim of unlawful discrimination or harassment 
of any kind or if you have witnessed a violation of this Policy, you are encouraged to 
promptly report the allegations to your Department Head or the Director of Human 
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Resources. Be assured that all complaints will be promptly investigated and remedied 
as appropriate. Also be assured that no retaliation will be taken or tolerated against any 
employee covered by this Policy who reports a complaint of a violation of this Policy 
and/or participates in an investigation of any complaint allegations. In the event the 
Village determines that a violation of this Policy has occurred, appropriate disciplinary 
action (including immediate termination, if warranted) will be taken as deemed 
necessary by management. 

Disability & Pregnancy Accommodation Requests 

The Village prohibits discrimination on the basis of disability, pregnancy, or 
medical conditions related to pregnancy or child birth.  Therefore, the Village will not 
refuse to hire, segregate, or take any other employment action with respect to 
recruitment, hiring, promotion, renewal of employment, selection for training or 
apprenticeship, discharge, discipline, tenure or the terms, privileges or conditions of 
employment on the basis of pregnancy or disability.   

The Village also makes reasonable accommodations when necessary for all 
employees and/or applicants with disabilities and/or employees who are affected by 
pregnancy, childbirth, or medical conditions related to pregnancy or childbirth, provided 
the employee is otherwise qualified to perform the essential functions of the job.  

Consistent with these commitments, the Village will not require an employees 
affected by pregnancy or other disability to take a leave of absence (against the 
employee’s wishes) if another reasonable accommodation can be provided to the 
known medical conditions related to the disability or pregnancy of that employee.  
Further, the Village will not fail or refuse to reinstate an employee affected by pregnancy 
or other disability to his/her original job or to an equivalent position with equivalent pay, 
seniority, and benefits upon her signifying his/her intent to return to work or when the 
need for reasonable accommodation ceases, unless the Village can demonstrate that 
the accommodation would impose an undue hardship on the Village’s operations. 

The Village may request documentation from an employee’s health care provider 
concerning the need for the requested reasonable accommodation(s), the medical 
justification for the requested accommodation(s); a description of the reasonable 
accommodation(s) that is medically advisable; the date the reasonable 
accommodation(s) became (or will become) medically advisable; and the probable 
duration of the reasonable accommodation(s).  The Village may deny an 
accommodation if it imposes an undue hardship.  Employees and/or applicants are 
encouraged to discuss their need for a reasonable accommodation with Human 
Resources.  These issues will be addressed on a case-by-case basis.The Village is 
firmly committed to prohibiting unlawful discrimination on the basis of all legally 
protected categories, including without limitation, based on race, color, sex, age, sexual 
orientation or sexual preference, religion, military status, marital status, national origin, 
disability or handicapped status, etc. This policy extends throughout the employment 
process, from application/selection through termination, and in all employment related 
decisions.   
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The Village also is committed to providing reasonable accommodations to disabled or 
handicapped individuals who are otherwise qualified to perform the essential job 
functions of the position for which the individual applies and/or is hired.  If you believe 
you are in need of a reasonable accommodation, you should notify the Director of 
Human Resources or your Department Head so that your request can be considered as 
appropriate.  We encourage your participation in the interactive reasonable 
accommodation process.    

If you feel that you have been the victim of unlawful discrimination of any kind (including 
denial of a reasonable accommodation if disabled) or if you have witnessed a violation 
of this Policy, you are encouraged to promptly report the allegations to your Department 
Head or the Director of Human Resources.  Be assured that all complaints will be 
promptly investigated and remedied as appropriate.  Also be assured that no retaliation 
will be taken or tolerated against any person who reports a complaint of a violation of 
this Policy and/or participates in an investigation of a complaint allegation.   In the event 
the Village determines that a violation of this Policy has occurred, appropriate 
disciplinary action (including immediate termination, if warranted) will be taken as 
deemed necessary by management. 

Section 1.04  Civility Policy and Policy against Workplace Violence or Threats  

The purpose of this Policy is to set forth some examples of the types of acts or 
behaviors that cannot and will not be tolerated in the work place.  Though these issues 
can best be described as “common sense,” there are times when individuals forget 
standards of decorum thus requiring that this Policy be spelled out as a reminder.  In 
short, it is the Village’s Policy that all employees treat co-workers, customers, and 
visitors with respect and as they would like to be treated themselves.  All employees are 
entitled to a comfortable working environment while on premises and while properly 
engaged in business activities on behalf of the Village.  

Workplace Violence:  Workplace violence includes, without limitation, any act or threat 
of violence by any former or current Village employee, customer or visitor against 
another employee, customer or visitor on or about Village premises or elsewhere, at any 
time while properly engaged in Village business or in circumstances that may affect 
your employment with the Village.  This definition includes acts or threats of harm or 
damage against personal or Village property (regardless of the person who initiatives 
the action and even if intended to be a joke).  By definition, the actual or threatened 
possession of weapons (firearms, fireworks, knives, etc.), except as allowed and 
properly used pursuant to Village and department rules and regulations (in the following 
paragraph), on Village premises also constitutes workplace violence and is strictly 
prohibited.   The Village maintains a “zero tolerance” for violence Policy and a violation 
of this Policy will be grounds for disciplinary action including immediate dismissal (no 
matter when discovered), and even where the incident may have been intended as a 
joke. 

Concealed Carry Policy: You are strictly prohibited from possessing or using any and 
all weapons while on Village property or while on Village business.  This includes, but is 
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not limited to knives, explosives, firearms, ammunition and martial arts weapons, 
regardless of licensure or concealment.  However, nothing in this Policy prohibits any 
person who holds a valid license issued by the State of Illinois from carrying a 
concealed firearm on or about his or her person within a vehicle into the parking area or 
storing a firearm or ammunition concealed in a case within a locked vehicle or locked 
container out of plain view within the vehicle in the parking area or as otherwise allowed 
by and consistent with Illinois law.  Outside of this limited exception in this paragraph of 
this Policy, licensees (other than peace officers who are otherwise licensed and 
authorized to do so as provided by law), are prohibited from carrying firearms on Village 
property or into Village buildings.    

Unacceptable Behavior:  Unacceptable behavior includes any act, statement, gesture, 
or other behavior that occurs while at the workplace or while engaged in business 
activities and/on behalf of the Village which a reasonable employee, customer or visitor 
would or could reasonably find offensive.  Unacceptable behavior can include, but is not 
limited to:  

1. Obscene, inappropriate or unprofessional communications of any kind, including 
(without limitation) telephone calls, letters, facsimile transmissions, electronic 
mail including posting of same;  

2. Racial, sexual, religious, ethnic or other similarly inappropriate jokes or 
comments based on any of the protected bases stated in our EEO Policy 
(Section 1.03),  

3. Obscene, offensive, inappropriate and/or abusive gestures;  

4. Abusive, offensive or disruptive acts, statements or behavior;  

5. Invasions of privacy of a fellow employee or a resident or visitor of the Village.  

6. Use, disclosure or misappropriation of any Village property or confidential 
information. 

7. Any other action, inaction, gesture or statement deemed harmful to the Village, 
its employees, property or reputation.  

Note:  This policy will be construed in accordance with all applicable laws and it is not 
intended to restrict or limit an employee’s lawful communications or protected conduct 
as allowed by the Illinois State Labor Relations Act or any other law that governs the 
employment of the Village’s employees.  

Consequences of Policy Violation:  

Workplace violence and unacceptable behavior is strictly prohibited.  The Village 
requires that all employees, customers, and visitors engage in proper, professional 
conduct.  Employees who engage in workplace violence and/or unacceptable behavior 
may be subject to discipline, up to and including discharge.  Customers and visitors who 
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violate this Policy may also be subject to disciplinary action appropriate to the situation 
(including termination if deemed warranted by management).  Depending on the 
incident and surrounding circumstances involved, civil and/or criminal action also may 
be taken against the offender.  

Every supervisor is reminded to take appropriate steps to help ensure that the 
workplace is free from workplace violence and/or unacceptable behavior.  For example, 
when appropriate, supervisors should consider doing any one or more of the following:  

1. Informing all employees of the substance of this Policy and the potential 
consequences of a violation;  

2. Encouraging employees who are aware that another employee has engaged in 
violence or unacceptable behavior to report this behavior to their supervisors 
promptly; and  

3. Taking prompt action when such reports are made so that the matter can be 
investigated and remedied as appropriate.  

Employees are asked and expected to report any incidents of workplace violence or 
unacceptable behavior to their supervisor or the appropriate party as soon as possible 
after becoming aware of the event (no matter how slight the incident may seem at the 
time).  The Village prohibits retaliation against anyone for making a complaint pursuant 
to this Policy, or cooperating in an investigation under this Policy.  Employees also 
should be aware that complaints of this sort are a serious matter and may lead to 
discharge against the offender when warranted.  

Section 1.05   Drug & Alcohol Policy  

In an effort to help ensure a safe and productive work environment, the Village of 
Bensenville has adopted the following Policy:  

1. The Village prohibits the illegal or inappropriate sale, distribution or transfer of 
mind or behavior-altering drugs, alcohol, or illegal substances (including lawful 
drugs taken contrary to prescription) by Village employees at any time while on 
Village property or while engaged in Village business related activities.  The 
Village also prohibits the sale, distribution, transfer or possession and use of 
alcohol, legal drugs or illegal drugs while on Village premises, Village business, 
or in any manner which may impair an employee’s ability to safely perform 
assigned job duties or which otherwise adversely affects the Village’s business or 
reputation.  Violation of this Policy will subject an employee to disciplinary action, 
up to and including discharge.  

2. The Village does not prohibit the use of over-the-counter drugs or prescription 
drugs, in the manner approved by a physician, when that usage does not impair 
an employee’s ability to safely perform his job duties.  An employee taking an 
over-the-counter or prescribed drug that could tend to affect his/her reflexes, 
mind and/or behavior while on Village premises, should report such usage to the 
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Human Resources Manager before the employee’s scheduled shift begins.  This 
will enable the employee to discuss with management ways in which the 
employee can be reasonably accommodated (if any) in safely performing the 
employee’s essential job functions.   

3. The Village may require testing for prohibited substances where there is 
reasonable cause to suspect that the employee is or may be using or is under 
the influence of alcohol or drugs, and/or may be otherwise in violation of this 
Policy.  A urinalysis, blood test, and/or other appropriate drug/alcohol screening 
may be administered to determine if drugs, alcohol, or metabolites are in the 
employee’s system.  The test results will be released to Village management for 
appropriate review on a confidential basis.    

4. We also require employees to subject to post-accident drug and/or alcohol 
(where appropriate) testing any time there is an accident or injury at work and/or 
damage to Village property.   

5. Further, we reserve the right to conduct drug testing on a random basis to ensure 
compliance with this policy, except if prohibited by a collective bargaining 
agreement.  These testing rights are in addition to any obligations we have to 
require periodic and/or random testing pursuant to the law for safety sensitive 
positions.  Please be aware of your obligation to comply with this policy (and/or 
face termination for refusing to submit to a test upon request pursuant to this 
policy).  This provision is necessary for the safety of our employees and 
residents and to ensure compliance with all laws which prohibit unlawful drug use 
or consumption; therefore, you should not expect privacy with respect to these 
issues at work.  

6. Any employee who tampers with a test sample and/or who refuses to submit to a 
test immediately (i.e., generally within one (1) hour of the request in the event of 
a documented medical reason for the delay) upon request will be deemed to be 
in violation of this Policy.  Any violation of the Policy, including a positive test, will 
be grounds for appropriate discipline, up to and including discharge for the first 
offense.  

7. This Policy will be applied consistently to our employees who are qualified 
patients who possess a registry identification card from the Department of Public 
Health authorizing the use, possession and/or consumption of medical cannabis 
in accordance with the “Illinois Compassionate Use of Medical Cannabis Pilot 
Program Act”. 

The goal of this Policy is to ensure that each Village employee is fit for duty and is as 
productive as possible every day.  It remains the Village’s desire and intent to 
encourage any employee with an alcohol or drug dependency problem to seek 
professional assistance before the problem leads to an incident requiring disciplinary 
action.  Where a violation of this Policy has occurred, an employee’s after the fact 
participation in a drug or alcohol rehabilitation program shall not excuse the employee’s 
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misconduct and it will not relieve the employee of any  disciplinary action (including 
discharge) if deemed appropriate by management for the Policy violation.  

Section 1.06  Smoking Policy  

It has long been determined that smoking is dangerous to the health of those who 
smoke.  It has been confirmed that smoking is also dangerous for others who inhale the 
smoke.  In addition, smoking typically leaves odors and damages furniture, vehicles, 
equipment, and buildings.  The negative results of smoking have led to the passage of 
regulatory laws and the decision of many employers to limit or ban smoking in their 
facilities.  

By Village resolution and pursuant to state law, smoking of any kind is prohibited in any 
Village building, facility, while operating Village equipment, or vehicles.  Smoking will be 
permitted on Village grounds outside of buildings during designated break periods 
provided it is at least 15 feet from any entrance(s) to the facility.  Your Department Head 
and/or supervisor will determine what qualifies as a designated break period and 
interpreting whether a particular location is suitable for smoking.  If you have questions, 
please speak to your supervisor.  Violation of this Policy is considered a serious safety 
threat and will lead to disciplinary action (including dismissal) if deemed warranted by 
management.   

Section 1.07  Sexual Harassment Policy 

The Village is committed to providing a workplace that is free from all forms of 
unlawful harassment and unlawful discrimination, including sexual harassment.  
Unlawful harassment includes making the working environment uncomfortable based on 
a legally protected category such as:  race; color; sex; age; sexual orientation or sexual 
preference; gender; gender identity or expression; religion; military status; marital 
status; national origin; disability; pregnancy, childbirth or any medical condition related 
to pregnancy or childbirth; and/or any other protected category as defined by applicable 
state, federal and/or local law or ordinance.  Any employee’s behavior or action or 
conduct that fits the definition of sexual harassment (or harassment based on any other 
legally protected category) is a form of misconduct, which may result in disciplinary 
action up to and including immediate dismissal for even the first offense if warranted. 

Each employee of the Village bears the responsibility to refrain from sexual and 
other forms of harassment in the work place.  No employee, male or female, should be 
subjected to unsolicited or unwelcomed sexual overtures or comments based on other 
categories listed above.  Furthermore, all supervisors/managers are expected to make 
sure that the work environment is free from all forms of harassment and discrimination, 
including sexual harassment.  All forms of discrimination and conduct which can be 
considered harassing, coercive or disruptive, or which create a hostile or offensive 
environment, are strictly prohibited.  Instances of sexual harassment or other forms of 
harassment based on any legally protected category will be investigated in a prompt 
and effective manner so that appropriate remedial action can be taken where necessary 
based on the investigation results. 
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All employees of the Village are expected to become familiar with the contents of 
this Policy and to abide by the requirements it establishes.  All employees also are 
encouraged to report any complaint or allegation of a violation of this Policy (no matter 
how slight).  Be assured that no retaliation will be taken or tolerated against any 
employee or other person covered by this Policy who reports a complaint or participates 
in a complaint investigation pursuant to this Policy. 

1.07.1 Definition of Sexual Harassment 

Sexual harassment includes (without limitation) any unwelcome sexual advances 
or requests for sexual favors or any conduct of a sexual nature when: 

1. Submission to such conduct is made, either explicitly or 
implicitly, a term or condition of an individual's employment; 

2. Submission to or rejection of such conduct by an individual is 
used as the basis for employment decisions affecting such 
individual; or, 

3. Such conduct has the purpose or effect of substantially 
interfering with an individual's work performance or creating an 
intimidating, hostile or offensive working environment. 

Conduct commonly considered to be sexual harassment includes (without 
limitation): 

4. Verbal: Sexual innuendoes, suggestive comments, insults, 
humor and jokes about sex, anatomy or gender-specific traits, 
sexual propositions, threats, repeated or unwelcome requests for 
dates, or statements about other employees or persons in contact 
with Village personnel, even outside their presence, of a sexual 
nature. 

5. Non-Verbal: Suggestive or insulting sounds (whistling), 
leering, obscene gestures, sexually suggestive bodily gestures, 
"catcalls," "smacking," or "kissing" noises. 

6. Visual (Environmental): Posters, signs, pin-ups, or slogans of a 
sexual nature. 

7. Physical: Touching, unwelcome hugging or kissing, pinching, 
brushing the body, coerced sexual activity, or actual assault. 

Sexual harassment may involve: a man harassing a woman; a woman harassing 
a man; or an individual harassing another individual of the same sex or gender.   Simply 
put:  the sexual harassment prohibitions in this Policy are “gender neutral”. 
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More severe and overt forms of sexual harassment are the easiest to determine. 
An example of sexual harassment is where a qualified individual is denied employment 
opportunities and benefits that are, instead, awarded to an individual who submits 
(voluntarily or under coercion) to sexual advances or sexual favors. Another example is 
where an employee must submit to unwelcome sexual conduct in order to receive an 
employment opportunity.  It must be noted that the examples used in this Policy are not 
all inclusive and do not represent the breadth of possible sexually harassing actions. 
They are intended to help make clear some of the examples of what conduct can 
constitute sexual harassment. 

On the other end of the spectrum, some sexual harassment is more subtle and 
depends to some extent on individual perception and interpretation.  An example of the 
most subtle form of sexual harassment (which is prohibited under this Policy in most 
cases even if it does not rise to the level of unlawful activity) is the use of endearments. 
For example, the use of terms such as “honey,” “darling,” and “sweetheart” is 
objectionable to many employees who believe that these terms undermine their 
authority and their ability to deal with other employees on an equal and professional 
level. Therefore, regardless of your intention, such terms should be avoided at work. 

Another example is the use of a compliment that could potentially be interpreted 
as sexual in nature. Below are three (3) other statements that might be made about the 
appearance of a co-worker in the work place that could be offensive to another or which 
may cause another person covered by this Policy to feel uncomfortable at work (this list 
is not all inclusive): 

“That's an attractive outfit you have on.” 

“That's an attractive outfit. It really looks good on you.”  

“That's an attractive outfit. You really fill it out well.” 

To avoid even the possibility of offending an employee, it is best to follow a 
course of conduct above reproach, or to err on the side of caution. Again, these are 
merely examples and if you need additional guidance as to how to conform to 
acceptable business standards, please speak to the Director of Human Resources or 
your Department Head. 

1.07.2  Responsibilities of Employees 

Each individual employee must refrain from sexual harassment, discrimination, 
retaliation and unlawful harassment in the work place. An individual who violates this 
Policy can, of course, be personally liable for his or her individual conduct under the law 
depending on the circumstances involved. The harassing employee also will be subject 
to disciplinary action up to and including dismissal where deemed appropriate by 
management in order to remedy the situation. 
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1.07.3  Responsibilities of Others who do business with the Village 

As used in this policy, the prohibition against sexual harassment, discrimination and/or 
retaliation toward any employee also extends to acts, conduct or statements made by a 
Village official (elected or appointed), agent, lobbyist, attorney, vendor, and/or others 
who do business with the Village – even if such persons are not employed by the 
Village and/or compensated for their services by the Village (collectively referred to as 
the “Vendors”).  Employees who feel that they were made uncomfortable at work by the 
actions of any Vendor is encouraged to report the matter in accordance with the 
complaint procedure set forth below in this Policy without fear of retaliation.  All 
complaint allegations involving Vendors will be investigated and remedied as 
appropriate based on the facts involved. 
 

1.07.4  Procedures for Filing a Complaint of Sexual or Other Harassment 

An employee who either observes or believes herself/himself to be the object of 
sexual or other unlawful harassment should deal with the incident(s) as directly and 
firmly as possible by clearly communicating her/his position to the supervisor/manager, 
the Director of Human Resources, and to the offending employee/person (if the 
employee is comfortable doing so). Likewise, supervisors/managers in need of 
information regarding their obligations under this Policy or procedures to follow upon 
receipt of a complaint of harassment should contact the Director of Human Resources. 
It is not necessary for the harassment to be directed at the person making the complaint 
where the working environment is uncomfortable for any person. 

Each incident of harassment should be documented or recorded when possible 
and appropriate.  A note should be made of the date, time, place, what was said or 
done, and by whom when available.  The documentation may be augmented by 
written records such as letters, notes, names, and telephone numbers.  If the 
employee who witnessed the situation elects not to document the incident, a meeting 
will be held with management for this purpose so that the details can be documented. 
If it is preferred, however, for the employee to document the situation on his/her own 
to be sure that all facts and relevant information is retained.  

The process for making a complaint about sexual harassment falls into several 
stages: 

1.  DIRECT COMMUNICATION: If there is offensive or harassing 

behavior in the work place, the employee involved should directly 
and clearly express her/his objection that the conduct is unwelcome 
and request that the offending behavior stop if the employee is 
comfortable doing so. The initial message may be verbal. If 
subsequent messages are needed, the employee is encouraged to 
put the message in a memo or email. (The employee is free to 
consult the Human Resources Director for guidance in this 
process). 
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2. CONTACT SUPERVISORY PERSONNEL: At the same time 

direct communication is undertaken, or in the case an employee is 
not comfortable with direct communication, the issue should be 
promptly reported to the immediate supervisor or the Department 
Head. If the harasser is the immediate supervisor, or the problem 
should be reported to the next level of supervision or the Human 
Resources Director. 

3.  FORMAL COMPLAINT: If an employee is uncomfortable 

reporting an incident to any supervisor, an employee may also 
report incidents of sexual harassment directly to the Department 
Head or Village Manager. The Human Resources Director will 
counsel the reporting employee and be available to assist with the 
filing of a complaint. The Human Resources Director will investigate 
all complaint allegations that are reported. Any employee’s 
behavior that fits the definition of sexual harassment is a form of 
misconduct, which may result in disciplinary action up to and 
including dismissal. 

While employees are permitted to submit a confidential report of harassment; 
employees are encouraged to provide as much information as possible about the 
allegations so that the Village can effectively investigate and remedy (if appropriate) any 
Policy violation(s).  NOTE: This procedure set forth above applies to sexual harassment 
as well as all other forms of discrimination or harassment based on any legally 
protected category. 

While we hope to be able to resolve any complaints of harassment within the 
Village, you have the right to contact the Illinois Department of Human Rights (IDHR) at 
the James R. Thompson Center, 100 Randolph Street, Suite 10-100, Chicago, Illinois 
60601, about filing a formal complaint.  The IDHR will investigate your complaint, and if 
it determines that there is sufficient evidence of harassment to proceed further, it will file 
a complaint with the Illinois Human Rights Commission (HRC), located at the same 
address on the fifth floor.  If the IDHR does not complete its investigation within 365 
days, you may file a complaint directly with the HRC between the 365th and the 395th 
day. 

1.07.5  Reprisal or Retaliation is Prohibited 

Reprisals or retaliation against an employee who utilizes this Policy or 
participates in the investigation of a complaint under this Policy is strictly forbidden. This 
includes direct retaliation or reprisal, or the encouragement of others to engage in 
retaliation or reprisal against any person who: 

1. Opposes any conduct prohibited by this Policy; 

2. Complies or encourages others to comply with any provision of 
this Policy; 
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3. Files a complaint concerning any violation of this Policy; 

4. Testifies, assists or participates in any investigation or hearing 
resulting from a complaint under this Policy; and/or 

5. Exercises any right conferred under this Policy. 

Section 1.07  The Village forbids retaliation against employee (or 
other person covered by the Policy) for reporting harassment, 
assisting in making a discrimination or harassment complaint, or 
cooperating in a discrimination or harassment investigation. Anyone 
who believes that they have been retaliated against should notify a 
Supervisor, a Department Head, or the Village Manager.  Further, 
under the Illinois Human Rights Act (775 ILCS 5/6), the Illinois 
Whistleblower Act (740 ILCS 174/5), and the State Employee 
Ethics Act (5 ILCS 430) it is a crime to retaliate, or to conspire to 
retaliate, against an employee because the employee has opposed 
an action that the employee reasonably believes to be unlawful 
discrimination or harassment or because the employee has 
participated in an investigation of harassment or discrimination.  
However, an employee who knowingly makes a false report of 
harassment will be subject to discipline.Sexual Harassment Policy  

Statement of Village Policy  

The Village is committed to providing a workplace that is free from all forms of unlawful 
harassment and unlawful discrimination, including sexual harassment.  Unlawful 
harassment includes making someone’s working environment uncomfortable based on 
any of the legally protected categories including those set forth in our EEO Policy (i.e., 
race, sex, age, national origin, religion, sexual orientation or preference, military status, 
marital status, color, citizenship status, etc.).  Any employee’s behavior or action or 
conduct that fits the definition of sexual harassment (or harassment based on any other 
legally protected category) is a form of misconduct, which may result in disciplinary 
action up to and including immediate dismissal.  

Each employee of the Village bears the responsibility to refrain from sexual and other 
forms of unlawful harassment in the work place.  No employee, male or female, should 
be subjected to unsolicited or unwelcome sexual overtures or comments (based on 
other legally protected categories) in the work place.  Furthermore, all 
supervisors/managers are expected to make sure that the work environment is free 
from all forms of unlawful harassment and discrimination, including sexual harassment.  
All forms of discrimination and conduct which can be considered harassing, coercive or 
disruptive, or which create a hostile or offensive environment, are strictly prohibited.  
Instances of sexual harassment or other forms of harassment will be investigated in a 
prompt and effective manner so that appropriate remedial action can be taken where 
necessary based on the investigation results.  
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All employees of the Village are expected to become familiar with the contents of this 
Policy and to abide by the requirements it establishes.  All employees also are 
encouraged to report any complaint or allegation of a violation of this Policy (no matter 
how slight).  Be assured that no retaliation will be taken or tolerated against a person 
who reports a complaint or participates in a complaint investigation.  

1.07.1  Definition of Sexual Harassment  

According to state and federal law, sexual harassment includes: 

Any unwelcome sexual advances or requests for sexual favors or any conduct of a 
sexual nature when:  

1. Submission to such conduct is made, either explicitly or implicitly, a term or 
condition of an individual’s employment;  

2. Submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or,  

3. Such conduct has the purpose or effect of substantially interfering with an 
individual’s work performance or creating an intimidating, hostile or offensive 
working environment.  

Conduct commonly considered to be sexual harassment includes (without limitation):  

1. Verbal:  Sexual innuendoes, suggestive comments, insults, humor and jokes 
about sex, anatomy or gender-specific traits, sexual propositions, threats, 
repeated or unwelcome requests for dates, or statements about other employees 
or persons in contact with Village personnel, even outside their presence, of a 
sexual nature.  

2. Non-Verbal:  Suggestive or insulting sounds (whistling), leering, obscene 
gestures, sexually suggestive bodily gestures, “catcalls,” “smacking,” or “kissing” 
noises.  

3. Visual (Environmental):  Posters, signs, pin-ups, or slogans of a sexual nature.  

4. Physical:  Touching, unwelcome hugging or kissing, pinching, brushing the body, 
coerced sexual activity, or actual assault.  

Sexual harassment may involve a man harassing a woman.  Sexual harassment may 
also involve a woman harassing a man or harassment between members of the same 
gender.  

More severe and overt forms of sexual harassment are the easiest to determine.  An 
example of sexual harassment is where a qualified individual is denied employment 
opportunities and benefits that are, instead, awarded to an individual who submits 
(voluntarily or under coercion) to sexual advances or sexual favors.  Another example is 
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where an individual must submit to unwelcome sexual conduct in order to receive an 
employment opportunity.  It must be noted that the examples used in this Policy are not 
all inclusive and do not represent the breadth of possible sexually harassing actions.  
They are intended to help make clear some of the examples of what conduct can 
constitute sexual harassment.  

On the other end of the spectrum, some sexual harassment is more subtle and depends 
to some extent on individual perception and interpretation.  

An example of the most subtle form of sexual harassment (which is prohibited under 
this Policy in most cases) is the use of endearments.  For example, the use of terms 
such as “honey,” “darling,” and “sweetheart” is objectionable to many women who 
believe that these terms undermine their authority and their ability to deal with men on 
an equal and professional level.  Therefore, regardless of your intention, such terms 
should be avoided at work. 

Another example is the use of a compliment that could potentially be interpreted as 
sexual in nature.  Below are three (3) statements that might be made about the 
appearance of a co-worker in the work place which could be offensive to another or 
which may a co-worker feel uncomfortable (this list is not all inclusive):  

“That’s an attractive outfit you have on.”  

“That’s an attractive outfit. It really looks good on you.”  

“That’s an attractive outfit. You really fill it out well.”  

To avoid even the possibility of offending an employee, it is best to follow a course of 
conduct above reproach, or to err on the side of caution.  Again, these are merely 
examples and if you need additional guidance as to how to conform to acceptable 
business standards, please speak to the Director of Human Resources or your 
Department Head. 

1.07.2  Responsibility of Individual Employees  

Each individual employee must refrain from sexual harassment, discrimination, 
retaliation and unlawful harassment in the work place.  An individual who violates this 
Policy can, of course, be personally liable for his or her individual conduct under the law 
depending on the circumstances involved.  The harassing employee also will be subject 
to disciplinary action up to and including dismissal where deemed appropriate by 
management in order to remedy the situation.  

1.07.3  Procedures for Filing a Complaint of Sexual or Other Harassment  

An employee who either observes or believes herself/himself to be the object of sexual 
or other unlawful harassment should deal with the incident(s) as directly and firmly as 
possible by clearly communicating her/his position to the supervisor/manager, the 
Director of Human Resources, and to the offending employee/person.  Likewise, 
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supervisors/managers in need of information regarding their obligations under this 
Policy or procedures to follow upon receipt of a complaint of harassment should contact 
the Director of Human Resources.  This communication may be in person, by 
telephone, electronic mail, or postal mail.  It is not necessary for the harassment to be 
directed at the person making the complaint where the working environment is 
uncomfortable for any person.  

Each incident of harassment should be documented or recorded when possible and 
appropriate.  A note should be made of the date, time, place, what was said or done, 
and by whom when available.  The documentation may be augmented by written 
records such as letters, notes, names, and telephone numbers.  If the employee who 
witnessed the situation elects not to document the incident, a meeting will be held with 
management for this purpose so that the details can be documented.  It is preferred, 
however, for the employee to document the situation on his/her own to be sure that all 
facts and relevant information is retained.  

The process for making a complaint about sexual harassment falls into several stages:  

1. DIRECT COMMUNICATION:  If there is offensive or harassing behavior in the 
work place, the employee involved should directly and clearly express her/his 
objection that the conduct is unwelcome and request that the offending behavior 
stop.  The initial message may be verbal.  If subsequent messages are needed, 
the employee is encouraged to put the message in a memo or email if the 
employee feels comfortable doing so.  (The employee is free to consult the 
Human Resources Director for guidance in this process). 

2. CONTACT SUPERVISORY PERSONNEL:  At the same time direct 
communication is undertaken, or in the event the employee feels threatened or 
intimidated by the situation, the problem must be promptly reported to the 
immediate supervisor or the Department Head.  If the harasser is the immediate 
supervisor, the problem should be reported to the next level of supervision or the 
Human Resources Director.  

3. FORMAL COMPLAINT:  If an employee is uncomfortable reporting an incident to 
any supervisor, an employee may also report incidents of sexual harassment 
directly to the Department Head or Village Manager.  The Human Resources 
Director will counsel the reporting employee and be available to assist with the 
filing of a complaint.  The Human Resources Director will investigate all 
complaint allegations that are reported.  Any employee’s behavior that fits the 
definition of sexual harassment is a form of misconduct, which may result in 
disciplinary action up to and including dismissal.  

NOTE: This procedure set forth above applies to sexual harassment as well as all 
other forms of discrimination or harassment based on any legally protected category. 
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1.07.4  Reprisals  

Reprisals or retaliation against an employee who utilizes this Policy or participates in the 
investigation of a complaint under this Policy is strictly forbidden.  This includes direct 
retaliation or reprisal or the encouragement of others to engage in retaliation or reprisal 
against any person who:  

1. Opposes any conduct prohibited by this Policy;  

1. Complies or encourages others to comply with any provision of this Policy;  

2. Files a complaint concerning any violation of this Policy;  

3. Testifies, assists or participates in any investigation or hearing resulting from a 
complaint under this Policy; and/or  

4. Exercises any right conferred under this Policy.  

1.07.5  1.07.6  Gift Ban Policy  

It is unacceptable for Village employees or officials to accept gifts forbidden by the 
Illinois State Gift Ban Act (5 ILCS 430).  The Village has adopted the Illinois State Gift 
Ban Act as Ordinance No. 37-99 and this Ordinance will be subject to revision from time 
to time to comply with the changes in the law.  

Except as otherwise provided, no employee shall intentionally solicit or accept any gift 
from any prohibited source or in violation of any federal or State statute, rule, or 
regulation.  This ban applies to and includes the spouse of and immediate family living 
with the Employee. 

This gift ban restriction does not apply to the following: 

1. opportunities, benefits, and services that are available on the same conditions as 
for the general public; 

2. anything for which the Employee pays the market value; 

3. any (i) contribution that is lawfully made under the Illinois Election Code or the 
Illinois State Officials and Employees Ethics Act or (ii) activities associated with a 
fundraising event in support of a political organization or candidate; 

4. educational materials and missions; 

5. travel expenses for a meeting to discuss Village business; 

6. a gift from a relative, meaning those people related to the Employee as father, 
mother, son, daughter, brother, sister, uncle, aunt, great aunt, great uncle, first 
cousin, nephew, niece husband, wife, civil union partner, grandfather, 
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grandmother, grandson, granddaughter, father-in-law, stepfather, stepmother, 
stepson, stepdaughter, stepfather, stepsister, half-brother, half-sister, and 
including the father, mother, grandfather, or grandmother of the Employee’s 
spouse and the Employee’s fiancé or fiancée; 

7. Anything provided by an individual on the basis of a personal friendship unless 
the Employee has reason to believe that, under the circumstances, the gift was 
provided because of the official position or employment of the Employee and not 
because of the personal friendship.  In determining whether a gift is provided on 
the basis of personal friendship, the Employee shall consider the circumstances 
under which the gift was offered, such as:  (i) the history of the relationship 
between the individual giving the gift and the Employee, including any previous 
exchange of gifts between the individual and the Employee; (ii) whether to the 
actual knowledge of the Employee the individual who gave the gift personally 
paid for the gift or sought a tax deduction or business reimbursement for the gift, 
and (iii) whether to the actual knowledge of the Employee the individual who 
gave the gift also at the same time gave the same or similar gifts to other 
Employees; 

8. food or refreshments not exceeding $75.00 per person in value on a single 
calendar day; provided that the food or refreshments are (i) consumed on the 
premises from which they were purchased or prepared or (ii) catered.  For 
purposes of this section, “catered” means food or refreshments that are 
purchased ready to eat and delivered by any means; 

9. food, refreshments, lodgings, transportation, and other benefits resulting from the 
outside business or employment activities (or outside activities that are not 
connected to the duties of the Employee as an Employee of the Village) of the 
Employee, or the spouse of the Employee, if the benefits have not been offered 
or enhanced because of the official position or employment of the Employee, and 
are customarily provided to others in similar circumstances; 

10. Intra-governmental and inter-governmental gifts. “Intra-governmental gift” means 
any gift given to an Employee from another Employee or other officer or 
employee of the Village.  “Inter-governmental gift” means any gift given to an 
Employee by a member, officer or employee of a State agency, of a federal 
agency, or of any governmental entity; 

11. bequests, inheritances, and other transfers at death; 

12. any item or items from any one prohibited source during any calendar year 
having a cumulative total value of less than $100.00. 

Each of the exceptions listed in this section is mutually exclusive and independent of 
one another. 
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An Employee does not violate this gift ban if the Employee promptly takes reasonable 
action to return the prohibited gift to its source or gives the gift or an amount equal to its 
value to an appropriate charity that is exempt from income taxation under Section 
501(c) (3) of the Internal Revenue Code of 1986, as now or hereafter amended, 
renumbered or succeeded  

Section 1.08  Loss Control Policy Statement  

The Village of Bensenville realizes that it has the responsibility to provide a safe work 
environment for its employees and that every employee must pursue the highest 
standards in his or her assigned activities.  All municipal employees must recognize that 
the well-being of persons involved and the protection of our physical resources are as 
important as the activity and work being performed.  

Therefore, the Village Manager of the Village of Bensenville as follows:  

The Village of Bensenville has established a Loss Control Management Program.  The 
Village also expects its employees to respond to all planned safety efforts and to 
perform their assigned jobs in the safest manner possible.  

As the first portion of the Village program, the Director of Human Resources will be 
assigned the responsibility of organizing the overall Loss Control Management 
Program.  

Each municipal department director will be responsible for the safety and well-being of 
the workers in his or her department, as well as the repair and maintenance of facilities 
and equipment in his or her area of responsibility.  

Each municipal employee will be responsible for his or her own personal safety and for 
the safe completion of assigned tasks.  

The Village is committed to taking appropriate and necessary steps to help make its 
Loss Control Management Program a success and expects all municipal employees to 
assist in this effort by contributing expertise and by following all established rules and 
procedures.  

Section 1.09  Use of Cellular Devices While Operating Vehicles 

Using cellular devices (including texting devices) while operating a vehicle can be 
distracting and in many cases will rise to the level of a violation of the law.  Therefore, 
such activities are strictly prohibited at all times while driving a vehicle for Village related 
purposes.   

Additionally, employees who are authorized to operate any vehicle for a work related 
reason are reminded that they should refrain from using their cellular telephone while 
driving except when a hands free device is properly utilized.  Those individuals are also 
reminded to comply with all traffic laws and ordinances regarding cellular or other 
similar devices while operating a vehicle.  Special care should be taken in situations 
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where there is traffic or inclement weather.  An employee who is ticketed for failing to 
comply with a traffic requirement is responsible for the costs of the violation. Violations 
of this policy will result in disciplinary action including potential loss of driving privileges 
if deemed appropriate by the Department Head. 

Section 1.10  E-Mail. Internet & Other Electronic Communications  

OBJECTIVE 

This statement sets forth the Village Policy with regard to access to, review of, and 
disclosure of messages sent or received by employees or other properly authorized 
users of municipal e-mail, voice mail, facsimile, or other electronic communications 
systems.  It also sets forth some guidelines on the proper use of these systems.  The 
Village reserves the right to amend this Policy at any time.  New system users shall 
read this Policy and commit to complying with this Policy as a condition of logging into 
their electronic mail, or before accessing the Internet.  

SCOPE 

This Policy covers all employees and all Village electronic communications systems at 
all locations and in any form (including iPads, etc.). 

1.10.1  Definitions (intended as summary only) 

Electronic Mail (E-Mail):  Electronic correspondence composed and/or sent using 
Village electronic mail applications to recipients internal to the Village, or to outside 
recipients using Village gateways for delivery via the Internet. For purposes of this 
Policy, “transmitting” an e-mail message includes sending, replying to, or forwarding any 
portion of an e-mail message created or received to another party via the Village e-mail 
system.  

Internet:  A collection of computer networks that spans the globe, connecting 
government, military, educational and commercial institutions, as well as private citizens 
to a wide range of computer services, resources, and information.  A set of network 
conventions and common tools are employed to give the appearance of a single large 
network, even though the computers that are linked together use many different 
hardware and software platforms.  

Intranet:  A contained collection of computers and networks within the Village 
connecting the members and/or employees of the Village to a range of computer 
services, resources, and information.  

Extranet:  An Extranet is a collaborative network that uses Internet technology to link 
businesses, or other entities, with their suppliers, customers, or other businesses or 
entities that share common goals.  An Extranet can be viewed as part of an Intranet that 
is made accessible to other entities or that is part of a collaborative effort with other 
entities.  The shared information may be accessible only to the collaborating parties or, 
in some cases, may be public. 
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Flash Drive:  The Village reserves the right to inspect any flash drive or other item that 
is used with or accessed on the Village’s equipment (regardless of the reason).  Any 
external hard drive connected to a Village-owned computer. 

SMS/MMS: Simple Message Service (also known as texting) and Multi-part Message 
Service.  Both are available on most cellular phones and smartphones.  

E-Mail Systems  

Use  

The e-mail system is provided at the expense of the Village to assist in carrying out the 
proper business of the Village.  The e-mail system permits authorized users to 
communicate with each other internally and with selected outside individuals, business, 
and other service providers that the Village, at its sole discretion, decides should be 
connected to the system and for the intended purposes involved.  

The Village considers the e-mail system to be for business use only.  While it is possible 
that employees may decide to send personal messages, the Village assumes no 
responsibility for their content or for maintaining their privacy.  Employees should have 
no expectation that such privacy will be maintained.  In order to ensure that the system 
functions properly and that the Village and/or its employees are not liable for improper 
use of Internet and other connections, the Village considers all messages sent, received 
or stored as business messages, and thus, solely the property of the Village of 
Bensenville.  This means that we reserve the right to access and inspect such 
messages at any time.  Conducting business unrelated to the Village, other than 
incidental personal traffic (during authorized time when not expected to be working), is 
strictly prohibited and may result in disciplinary action against the offending employee.  

The Village reserves the right to access, review, copy, or delete all e-mail messages for 
any purpose and to disclose them to any party (inside or outside of the Village) as it 
deems appropriate.  We can and will periodically inspect such systems and messages 
to ensure compliance with this Policy and therefore no employee should expect privacy 
with respect to such communications. 

This includes the right to install software that monitors e-mail and Internet usage.  The 
Village, however, bears no responsibility for the content of messages sent or received 
by its employees.  The Village does not and will not preview, edit or approve material on 
a routine basis in the email system.  All messages sent on the e-mail system are 
attributable solely to the individual users of the e-mail system, and not the Village.  The 
Village shall not be liable for, assume any legal responsibility for, or bear any costs 
arising out of e-mail communications flowing in or out of the Village computer system.  

Should employees make incidental use of the e-mail system (including Internet e-mail) 
for the purpose of transmitting or receiving personal messages, such messages will be 
treated no differently than other messages (i.e., the Village reserves the right to access, 
review, copy, delete, or disclose them for any purpose).  Accordingly, authorized users 
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should not use the e-mail system to send, receive, or store any messages that they 
wish to keep private.  (Incidental use of the e-mail system is limited to occasional, 
casual, minor, or insignificant use that does not impact upon an employee’s duties or 
impede business-use operations and which occurs when the employee is properly not 
performing his/her normal duties.)  Please note that there is nothing in this paragraph 
which limits the Village’s right to inspect or search such systems to ensure compliance 
with this policy and/or for other business purposes.  

No e-mail messages or information should be created, sent, or forwarded which may 
reasonably be deemed to be intimidating, hostile or offensive in nature, or which refer to 
or relate to race, color, religion, sex, national origin, sexual orientation, disability, or any 
other basis that is unlawful under applicable state and/or federal law.  Nor should any 
obscene, profane, abusive, or offensive language be transmitted.  Any violation of this 
Policy (which will be construed in accordance with our anti-discrimination and anti-
harassment policies) is grounds for disciplinary action up to and including immediate 
discharge.  

No e-mail or other electronic communication may be sent which hides, alters or 
misrepresents the identity of the sender or represents the sender as someone else.  All 
messages communicated on the Village e-mail system should contain or reference the 
sending employee’s name (with few exceptions in the event an anonymous 
communication is an appropriate exercise of an employee’s free speech rights).  The 
Village bears no responsibility for any consequences resulting from any employee who 
uses the e-mail system for any fraudulent, or other illicit purpose, or contrary to the 
provisions of this Policy. This Policy will be construed in accordance with the applicable 
laws including revisions thereto that are announced by the Illinois Labor Relations 
Board or other authorized administrative agency or court that governs employee 
communications. 

Any employees who become aware of misuse of the Village e-mail system is urged to 
contact the Human Resources Director immediately (within 2 hours of knowledge of the 
communication in most cases).  Be assured that no retaliation will be taken against the 
person based on his/her report of a potential violation under this Policy. 

Privileged Communications  

Some of the messages sent, received, or stored in the e-mail or the Village computer 
system may be privileged communications between the Village and its attorneys, or 
other entities.  Upon receipt of any such message, do not forward it or its contents to 
others inside the Village without the authorization of all authorized parties.  Never 
forward such messages or contents to any outsiders.  To the extent practicable, all 
efforts should be made to send such privileged communications in an encrypted form.  
Moreover, as the Village has not established an encryption standard for use, all 
encryption software, and prior to sending any message, should be approved by the 
Human Resources Director (or authorized designee).  
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Viewing and Protecting E-Mail Messages  

In order to guard further against dissemination and disclosure of confidential or 
Proprietary Information, employees should exercise caution when accessing their 
messages in the presence of others.  E-mail windows should not be left open on the 
screen when the computer is unattended.  Users shall not allow any other person to use 
their name and password to gain access to an email system.  Passwords are required 
and should be changed regularly.  If you believe someone has obtained access to your 
password, it is your obligation to immediately notify the Human Resources Director so 
that your password can be changed.  The Village reserves the right to impose 
guidelines requiring mandatory password changes and encryption measures to provide 
additional measures of security to help protect its equipment and confidential 
information.  

Storing and Deleting E-Mail Messages  

The Village strongly discourages the storage of large numbers of e-mail messages.  
Retention of messages consumes space on the network server and/or individual hard 
disks and can reduce their performance.  Accordingly, employees should promptly 
delete any e-mail messages they send or receive that no longer require action or are 
not necessary to an ongoing project.  Employees should audit stored e-mail messages 
regularly and should delete any messages that are no longer needed by yourself or 
others.  The Village reserves the right to establish database management guidelines on 
memory storage size limits for users and to establish guidelines which provide for the 
automatic purge of previously “read” messages.  

Copyrighted Information  

Use of the e-mail system to copy and/or transmit any documents, software or other 
information protected by the copyright laws, without proper authorization by the 
copyright owner, is prohibited.  Copyright protection applies to any document, photo, 
software, or information unless it is specifically marked as public, not copyrighted, or 
freeware.  In the absence of any specific copyright markings, material or information 
should be considered copyright protected.  The Village assumes no responsibility for 
reviewing, ascertaining or policing copyrighted material that may be transmitted to or 
from the e-mail system by employees.  

E-Mail Etiquette  

Please bear in mind that your e-mail messages likely will be read by someone other 
than the addressee, and may even have to be disclosed to outside authorized parties 
including courts in connection with litigation.  For example, in accordance with the 
Illinois Freedom of Information Act, and its amendments, e-mail and Internet information 
(i.e. sites visited) are liable for disclosure with a Freedom of Information request.  
Accordingly, all e-mail messages must be courteous, professional, businesslike, and 
tasteful. Additionally, as noted, these systems are subject to inspection by the Village to 
ensure compliance with these use policies. 
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Cellular Phone/Smartphones 

SMS/MMS 

SMS/MMS is provided at the expense of the Village to assist in carrying out the proper 
business of the Village. 

The Village considers Village-provided phones/smartphones to be for business use 
only.  While it is possible that employees may decide to send personal SMS/MMS 
messages, the Village assumes no responsibility for their content or for maintaining their 
privacy.  Employees should have no expectation that such privacy will be maintained.  
In order to ensure that the system functions properly and that the Village and/or its 
employees are not liable for improper use of Internet and other connections, the Village 
considers all messages sent, received or stored as business messages, and thus, 
solely the property of the Village of Bensenville.  This means that we reserve the right to 
access and inspect such messages at any time.  Conducting business unrelated to the 
Village, other than incidental personal traffic (during authorized time when not expected 
to be working), is strictly prohibited and may result in disciplinary action against the 
offending employee.  

The Village reserves the right to access, review, copy, or delete all messages for any 
purpose and to disclose them to any party (inside or outside of the Village) as it deems 
appropriate.  We can and will periodically inspect such systems and messages to 
ensure compliance with this Policy and therefore no employee should expect privacy 
with respect to such communications. 

This includes the right to install software that monitors SMS/MMS.  The Village, 
however, bears no responsibility for the content of messages sent or received by its 
employees.  The Village does not and will not preview, edit or approve material on a 
routine basis on Village-owned phones.  All messages sent via text on a Village-owned 
phone are attributable solely to the individual users of the phone, and not the Village.  
The Village shall not be liable for, assume any legal responsibility for, or bear any costs 
arising out of communications sent via Village-owned phones.  

Should employees make incidental use of SMS/MMS for the purpose of transmitting or 
receiving personal messages, such messages will be treated no differently than other 
messages (i.e., the Village reserves the right to access, review, copy, delete, or disclose 
them for any purpose).  Accordingly, authorized users should not use texting to send, 
receive, or store any messages that they wish to keep private.  (Incidental use of 
SMS/MMS is limited to occasional, casual, minor, or insignificant use that does not 
impact upon an employee’s duties or impede business-use operations and which occurs 
when the employee is properly not performing his/her normal duties.)  Please note that 
there is nothing in this paragraph which limits the Village’s right to inspect or search 
such systems to ensure compliance with this policy and/or for other business purposes.  

No messages or information should be created, sent, or forwarded which may 
reasonably be deemed to be intimidating, hostile or offensive in nature, or which refer to 
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or relate to race, color, religion, sex, national origin, sexual orientation, disability, or any 
other basis that is unlawful under applicable state and/or federal law.  Nor should any 
obscene, profane, abusive, or offensive language be transmitted.  Any violation of this 
Policy (which will be construed in accordance with our anti-discrimination and anti-
harassment policies) is grounds for disciplinary action up to and including immediate 
discharge.  

No message may be sent which hides, alters or misrepresents the identity of the sender 
or represents the sender as someone else.  All messages communicated via a Village-
owned phone should contain or reference the sending employee’s name (with few 
exceptions in the event an anonymous communication is an appropriate exercise of an 
employee’s free speech rights).  The Village bears no responsibility for any 
consequences resulting from any employee who uses a phone for any fraudulent, or 
other illicit purpose, or contrary to the provisions of this Policy. This Policy will be 
construed in accordance with the applicable laws including revisions thereto that are 
announced by the Illinois Labor Relations Board or other authorized administrative 
agency or court that governs employee communications. 

Any employee who becomes aware of misuse of SMS/MMS is urged to contact his/her 
Department Head immediately (within 2 hours of knowledge of the communication in 
most cases).  Be assured that no retaliation will be taken against the person based on 
his/her report of a potential violation under this Policy. 

Privileged Communications  

SMS/MMS should not be used for any type of Privileged Communication.  

Viewing and Protecting SMS/MMS Messages  

In order to guard further against dissemination and disclosure of confidential or 
Proprietary Information, employees should exercise caution when accessing their 
messages in the presence of others.  Texts should not be left open on the screen when 
the computer is unattended.  Users shall not allow any other person to use their name 
and password to gain access to an email system.  Passwords are required and should 
be changed regularly.  If you believe someone has obtained access to your password, it 
is your obligation to immediately notify your Department Head and/or the Human 
Resources Director so that your password can be changed.  The Village reserves the 
right to impose guidelines requiring mandatory password changes to provide additional 
measures of security to help protect its equipment and confidential information.  

Copyrighted Information  

Use of MMS to copy and/or transmit any documents, software or other information 
protected by the copyright laws, without proper authorization by the copyright owner, is 
prohibited.  Copyright protection applies to any document, photo, software, or 
information unless it is specifically marked as public, not copyrighted, or freeware.  In 
the absence of any specific copyright markings, material or information should be 
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considered copyright protected.  The Village assumes no responsibility for reviewing, 
ascertaining or policing copyrighted material that may be transmitted via MMS by 
employees.  

SMS/MMS Etiquette  

Please bear in mind that your SMS/MMS messages likely will be read by someone 
other than the addressee, and may even have to be disclosed to outside authorized 
parties including courts in connection with litigation.  For example, in accordance with 
the Illinois Freedom of Information Act, and its amendments, e-mail and Internet 
information (i.e. sites visited) are liable for disclosure with an appropriate request.  
Accordingly, all e-mail messages must be courteous, professional, businesslike, and 
tasteful. Additionally, as noted, these systems are subject to inspection by the Village to 
ensure compliance with these use policies. 

Voice Mail, Facsimile, & EDI Systems  

To the extent appropriate and applicable, all provisions of this Policy provisions related 
to e-mail systems shall also apply to any voice mail, facsimile, or EDI (Electronic Data 
Interchange) system, owned by the Village or used by an employee for Village-related 
activities.  Restrictions on access of these systems by others will only apply where 
password controlled access is established (i.e.; it is permissible for someone to leave a 
message in your voice mailbox, but other persons should not be given password access 
to your voice mailbox).  EDI is defined to include (without limitation) all electronic 
exchanges of data, including modem-to-modem transfers.  

Village Internet, Intranet and Extranet Guidelines  

As with e-mail, the Village provides Internet access solely to facilitate the conduct of 
Village business as a public service provider.  Access to the Internet may be limited at 
the sole discretion of the Village where necessary to protect Village property or 
information or as otherwise necessary for our business needs.  This includes the use of 
filtering software to bar access to certain Internet addresses.  Employees are expected 
to use the Internet, Intranet, and Extranet at all times in the manner that benefits the 
Village.  The downloading and installation of software programs onto a Village computer 
or onto a Village network server without prior approval from the Human Resources 
Director is prohibited.  The Village accordingly will not allow its employees to (1) support 
the recreational use of the Internet, Intranet and/or Extranet, (2) provide access to news 
groups or other Internet sources that are not clearly work-related, or (3) provide 
assistance to users attempting to do (1) and (2) on their own.  An automated database 
will keep a log of sites accessed by all employees on the Internet.  In addition, setting 
up Internet services such as World Wide Web (WWW), Home Pages, File Transfer 
Protocol (FTP), GOPHER, SMTP gateways, etc. on any computer connected to a 
Village network requires prior approval from the Human Resources Director.  
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The following activities on the internet, Intranet and/or Extranet are specifically 
prohibited and may result in disciplinary action up to and including discharge (list is not 
all-inclusive):  

 Using the Internet, Intranet, or Extranet for personal gain or for commercial 
activity unrelated to the Village.  

 Sending, using or otherwise misappropriating Privileged Information, confidential 
information and/or Village Restricted Information.  

 Sending, using or otherwise misappropriating material that is threatening, 
intimidating, hostile, offensive, or discriminatory on the basis of race, color, 
religion, sex, national origin, sexual orientation, disability, or any other basis 
prohibited by applicable law.  In addition, the receipt of such material and/or 
showing such materials to co-workers is strictly prohibited.  

 Copying or otherwise converting protected electronic information.  

 Violating (actual or threatened) copyright or trademark laws.  

 Making any unauthorized attempt to break into another person or organization’s 
computer system.  

 Using the Internet, Intranet or Extranet for any activities not specified here that 
are in violation of federal, state, or local laws and/or contrary to the best interests 
of the Village.  

Other Data Services  

The Village may establish accounts with dial-up data services and will make these 
services available to individual employees as necessary for legitimate business reasons 
and use.  Such services may only be used by employees who have been granted 
authorized access so that the security and administrative aspects of the account can be 
managed by the Village.  Use of data services is limited to business use only; personal 
or entertainment use is strictly prohibited and could lead to disciplinary action or 
withdrawal of access and other privileges.  

Equipment 

Any equipment provide to an employee by the Village shall be the employee’s 
responsibility for care of that equipment.  The employee shall make all reasonable 
efforts to ensure the safety of the equipment while assigned to them.  Should the 
employee, through negligence or intent, damage the equipment, the employee shall be 
responsible for the cost of repair or replacement of that equipment. 
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System/Application Security 

For any application program with a password entry, no employee should ever utilize the 
application under another employee’s login.  If the employee needs access to an 
application, the request should be made to their manager and IT.  All application 
program users must be distinct and related to only one employee – no generic logins 
will be allowed.  The preceding also applies to system logins and access to shared 
folders on the network. 

Installing or loading software 

Software downloaded from the Internet can contain malware, spyware and/or viruses 
and can damage not only the computer it is installed on, but the network as a whole.  
Employees will refrain from loading or installing software on their Village-owned 
equipment without obtaining approval from their manager and IT.  Should non-approved 
software be loaded onto a Village-owned system, the Village takes no responsibility for 
maintaining that software and will remove the software when made aware of its 
existence. 

1.10.2  Responsibility  

The Human Resources Director has authority to make decisions relative to the 
maintenance, approval, and dissemination of this Policy and approving all requests 
submitted as required by this Policy.  The Human Resources Director also is has 
authority for reviewing and approving all requests submitted as required by this Policy.  
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Article 2.  Personnel  

Section 2.01  Personnel Files  

The privacy of current and past employees will be assured by the Village and its 
representatives to the maximum extent required by law.  The Village Manager (or 
designee) shall be responsible for the maintenance and administration of the official 
personnel files for all employees consistent with applicable law.  Any medical 
information regarding an employee shall remain in a separate confidential file with 
limited access to others.  

The privacy and access to an employee’s personnel files will be governed in 
accordance with the Illinois Personnel Record Review Act.  If you have questions about 
your rights and obligations under this law, you are encouraged to speak to the Village 
Manager.   

Section 2.02  Employee Identification Cards  

All employees are issued an identification card with photograph shortly after hire.  
Employees are required to carry the card on their person at all times and to produce it 
upon demand as proof of employment with the Village of Bensenville.  

Department Heads shall be responsible for the immediate collecting and destroying 
identification cards of employees upon an employee’s separation from service 
(regardless of the reason).  

Section 2.03  Mileage Allowance  

When Village business requires a Village employee to use his or her personal 
automobile, the employee shall be reimbursed at the applicable I.R.S. rate for all 
authorized miles.  If you have a question about the current rate, please contact the 
Director of Human Resources.  

Section 2.04  Probationary Period - New Employees  

All new employees, and those hired after loss of seniority, shall be considered 
probationary employees until they complete a probationary period of at least one (1) full 
year.  A probationary employee may be laid-off or terminated without cause during such 
probationary period or thereafter.  The period may be extended at the sole discretion of 
the Village where deemed necessary by management. 

There shall be no seniority or benefits accrued by probationary employees (exception 
only as required by law or an applicable union contract).  Upon successful completion of 
the probationary period, an employee shall acquire seniority which shall be retroactive 
to his last date of hire with the Village in a position covered by the Village Personnel 
Rules.  
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Section 2.05  Job Openings  

Any Employee who wants to apply to be considered to fill a vacancy in a job for which 
the Employee is qualified shall submit an application in writing to their immediate 
supervisor for consideration if appropriate.  The application shall state the reason for the 
requested change of position and any other relevant information requested.  

Section 2.06  Part - Time Employees  

Unless otherwise provided in a collective bargaining agreement, regular part-time 
employees in designated positions will acquire and accumulate seniority on a pro rata 
basis, but they shall not be eligible for any fringe benefits under the Village Personnel 
Rules except vacation and sick leave.  Employees who are not regularly scheduled to 
work at least 35 hours each week on a consistent basis are considered “part time 
employees”.  Consult the Human Resources Director or plan documents for specific 
details and eligibility requirements. 

Of course, regardless of part time or seasonal status, all employees are protected under 
the Village’s anti-discrimination, safety and anti-harassment policies summarized 
throughout this Handbook.  

Section 2.07  Light Duty  

Employees who are unable to perform their normal essential job duties, due to a job 
related or non-job related injury/illness which rises to the level of a disability, may return 
in a light duty capacity when appropriate and provided it does not present an undue 
hardship to the Village..  It is understood that this section in no way obligates or requires 
the Village to allocate a light-duty assignment where one is neither available nor needed 
or when such work would not be immediately beneficial to the Village.  Additionally, an 
eligible employee may be entitled to time off for this purpose under the FMLA or other 
Village leave policies.  These issues will be addressed on a case-by-case basis with 
consideration of all facts involved.  Employees are encouraged to participate in an 
interactive discussion to determine the appropriate form of a reasonable 
accommodation if medically necessary. 

Finally, in accordance with state law, when requested, the Village will provide alternate 
work assignments that better accommodates a pregnant police officer provided there is 
no undue hardship caused by the alternate work assignment.  Please speak to the 
Director of Human Resources if you want a request of this sort to be considered. 

Section 2.08  Disciplinary Action  

Except for employees under the jurisdiction of the Board of Fire and Police Commission, 
employees of the Village are “at will employees” and may be removed at any time, with 
or without cause.  Adverse actions taken regarding an employee can generally be 
classified as either disciplinary or non-disciplinary in nature.  
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Employees are expected to maintain reasonable standards of conduct and 
performance, and display a proper regard for the welfare and rights of other employees 
and the citizens of Bensenville.  Provided, nothing herein is intended, nor should it be 
interpreted as, requiring cause to discharge an employee.  This list is not all-inclusive.  

Although an employee may be discharged for the good of the service, with or without 
cause or notice, in general, where a disciplinary action is considered, in determining the 
degree or type of discipline applicable to an offense, the decision maker  may (but is not 
required to do so in all cases) take into account relevant business factors such as the 
seriousness of the offense, the employee’s previous work record, and other such 
information related to the offense or consequences of the offense.  It is the general 
Policy of the Village to apply progressive discipline where possible and appropriate.  
However, in some situations, including those where a person has committed a serious 
first (or earlier) offense will receive more severe disciplinary action without progressive 
discipline, up to and including immediate discharge in the discretion of management.  

IMPORTANT NOTE:  Nothing herein shall apply to reductions in force or job 
reassignments due to reorganization or economic decision of the Village.  The Village 
reserves the sole right to determine manpower and staffing levels, as well as 
organizational structure.  Any demotion, reassignment, or discharge arising out of such 
reorganization or economic decision shall not be considered discipline.  

Section 2.09  Separation Provisions  

2.09.1  Procedure  

Supervisory and/or managerial staff is authorized to take all appropriate steps to ensure 
the collection of all Village owned uniforms, equipment, keys, etc. from employees 
terminated for any reason; and to see that the employee is properly checked out 
through the Human Resources Department before receiving their final payroll check 
from the Village.  Employees are reminded to promptly return such property to the 
Department Head before leaving the premises on the final day of employment.  Failure 
to do so may cause an employee to be required to reimburse the Village for the cost 
involved. 

2.09.2  Exit Interviews  

Before an employee is checked out for final processing and pay, an exit interview may 
be conducted, by the Director of Human Resources, where applicable and necessary.  

In appropriate cases, an exit interview normally will be conducted in an informal setting, 
the purpose of seeking information to improve the operation of the Village, etc.  

 

 



 

34 
Revised January 20185   
 

Section 2.10  Biometric Information Security Policy 

 

1. Purpose: 

1.1. This Biometric Information Security Policy (“Policy”) defines the Village of 

Bensenville’s policy and procedures for collection, use, safeguarding, storage, 

retention, and destruction of biometric data collected by the Village of 

Bensenville for employee timekeeping with regard to payroll.  The Village of 

Bensenville collects, stores, and uses employee biometric data on its timeclock 

device and on the server on which it is running the corresponding program 

(collectively, the “HandPunch Clock Devices”) for the purpose of documenting 

employees’ clock in/out times. 

2. Policy Statement: 

2.1. This Policy replaces and supersedes all previous policies related to biometric 

information collected, stored, and used on the Hand-Punch Clock Devices.  The 

Village of Bensenville reserves the right to amend this Policy at any time, without 

notice.  The Village of Bensenville may expand its use of biometric data in the 

future.  In the event that the Village of Bensenville begins collecting biometric 

data for any additional purpose, it will update this Policy. 

2.2. A copy of this document can be found at the Human Resources Department and 

will be made available “upon request”. 

3. Definition of Biometric Data: 

3.1. Biometric data means the scan of an individual’s hand and the 9-byte numerical 

template that the HandPunch Clock Devices created from the scan of the hand. 

3.2. The HandPunch Clock Devices do not store images of the individual’s hand itself, 

but instead stores a 9-byte template, which is a mathematical representation of the 

size and shape of the hand. 

4. Policy: 

Formatted: Heading 2
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4.1. The Village of Bensenville’s policy is to protect and store biometric data in 

accordance with applicable standards and laws including, but not limited to, the 

Illinois Biometric Information Privacy Act, as applicable. 

4.2. An individual’s biometric data will not be collected or otherwise obtained by the 

Village of Bensenville without prior written consent of the individual, but 

executing a written consent is a condition of employment.  The Village of 

Bensenville will inform the employee of the reason his or her biometric 

information is being collected and the length of time that the Village will store 

and use the data.   

4.3. The Village of Bensenville will not sell, lease, trade, or otherwise profit from an 

individual’s biometric data.  The Village of Bensenville will not disclose, 

redisclose, or otherwise disseminate an individual’s biometric data unless (i) the 

individual, or his or her legally authorized representative, consents to the 

disclosure or redisclosure; (ii) the disclosure or redisclosure is required by State 

law, federal law, or municipal ordinance; or (iii) the disclosure is required 

pursuant to a valid warrant or subpoena issued by a court of competent 

jurisdiction. 

4.4. The Village of Bensenville will store, transmit, and protect from disclosure all 

biometric data using the reasonable standard of care within the Village of 

Bensenville’s industry and in a manner that is the same as or more protective than 

the manner in which it stores, transmits, and protects other confidential and 

sensitive information, such as an account number, a PIN number, a pass code, a 

driver’s license number, or a social security number. 

4.5. The Village of Bensenville will permanently destroy an individual’s biometric 

data and the individual’s corresponding ID number in the HandPunch Clock 

Devices within one (1) week of an individual’s termination of employment with 

the Village of Bensenville. 

5. Procedure: 
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5.1. Prior to collecting an employee’s biometric data, the Village of Bensenville will 

obtain the written consent of the employee. 

5.2. The HandPunch Clock’s HandReader will shine a light on the individual’s hand, 

take a picture, and look at the hand silhouette.  Geometric measurements of the 

hand are then calculated from the silhouette and converted into a 9-byte numerical 

template.  The numerical template is then stored in a memory location which is 

defined by the individual’s ID number. 

5.3. The 9-byte numerical template cannot be regenerated into the individual’s hand 

image or the individual’s raw geometric measurements. 

5.4. The Village of Bensenville will permanently delete the biometric data and 

corresponding ID number of former employees from the HandPunch Clock 

Devices within one (1) week of the former employee’s termination of 

employment. 

6. Consent to Collection of Biometric Data: 

 The Village of Bensenville will collect an image of your hand and will store a 9-byte 

numerical template created by the image in its HandPunch Clock Devices for the purpose of 

verifying your identity when you clock in and out of the Village’s timekeeping system.  The 

Village of Bensenville will not disclose the 9-byte numerical template without your consent 

unless the disclosure is required by law, by a valid court-issued warrant, or by a valid court-

issued subpoena.  The Village will permanently delate the 9-byte numerical template and your 

corresponding ID number from its HandPunch Clock Devices within one (1) week of your 

termination of employment with the Village of Bensenville.  A copy of the Village of 

Bensenville’s Biometric Information Security Policy is attached to this consent, and available 

upon request from the Human Resources Department.  
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Article 3.  Conditions of Employment (not all inclusive) 

Section 3.01  Residency Restrictions  

As a condition of employment, every new employee, after the effective date of this 
section, shall reside within the state of Illinois.  This requirement applies to all new 
employees of the Village.  (Ord. 37-2009, 7-9-2009) 

Section 3.02  Outside Employment 

Outside employment by any Village employee should be kept to a minimum as your 
work for this Village must be your priority.  As a rule, time off, vacation, and holidays are 
granted for the benefit of the employee and are not to be utilized for outside 
employment.  It is to be understood that an employee’s employment with the Village 
(even if part time or seasonal) is to be their primary employment.  No outside 
employment shall be permitted if:  

1. It could or does physically or mentally hamper or interfere with the 
employee in his/her ability to do the essential job functions required of the 
employee by the Village.  

2. It would or could reflect adversely upon the employee or the Village.  

3. It is in conflict with (or appears to be in conflict with) the employee’s 
position as a Village employee.  

Each employee, prior to engaging in outside employment, shall notify the Department 
Head as to:  

1. The name of the outside employer;  

2. The nature of the outside work; and  

3. The standard work schedule of the outside work.  

The Human Resources Director or Village Manager shall reserve the right to prohibit 
and/or restrict any outside employment on the part of any Village employee which 
employment, in their judgment, might be detrimental to the best interest of the Village or 
the employee’s performance of services on behalf of the Village.  In such cases, the 
employee will be given an appropriate warning and then must decide if he wants to 
continue his service with the Village or with the outside employer.  Employees of the 
Village may not engage in outside business activities while on normal duty nor may 
Village property be used for anything but Village functions.  

If an employee suffers any injury or illness during or resulting from an outside 
employment activity, the Village will not be responsible for any workers’ compensation 
benefits, except as otherwise required by law.  
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IMPORTANT NOTE:  Employees are required to seek approval for outside employment 
in writing on an annual basis. 

Section 3.03  Conflict of Interest  

No employee of the Village shall have a financial interest, direct or indirect, in any 
contract with the Village, or be financially interested directly or indirectly in the sale to or 
by the Village, of land, materials, supplies, or services, except on behalf of the Village 
as an employee.  This provision may be waived by the President and Board of Trustees 
upon full disclosure of all pertinent facts when in the Village’s interest only if allowed by 
law.  It also shall be the responsibility of any employee to fully comply with all applicable 
federal, state and local laws relating to conflicts of interest, financial disclosure, and 
ethics, including all revisions thereto.  

Section 3.04  General Village Code Of Ethics:  

A. Employees, as public employees, are deemed to acknowledge and understand 
the following (not exhaustive list):  

1. The public judges its government by the way public employees conduct 
themselves in their employment.  

2. The public has a right to expect that every public employee will conduct 
themselves in a manner that will tend to preserve public confidence in and 
respect for the government represented.  

3. Such confidence and respect can best be promoted if every public 
employee will uniformly:  (i) treat all citizens with courtesy, impartiality, 
fairness and equality under the law; and (ii) avoid both actual and potential 
conflicts between their private self-interest and the public interest.  

4. The avoidance of such actual and potential conflicts between private self-
interest and the public interest can best be promoted if every public 
employee will uniformly:  (i) avoid the expenditure of public funds for 
nonpublic purposes; that is, the expenditure of public funds by any and all 
public employees shall be for and in furtherance of only recognized public 
purposes; and (ii) avoid the expenditure of public funds without supporting 
receipts therefor; that is, there shall be no expenditures of public funds by 
any public employee without receipts accounting for one hundred percent 
(100%) of such expenditures. Such obligations of honest and truthful 
conduct and fair dealing are minimum requirements with which all public 
employees shall comply, and are in addition to any other obligations 
required or imposed by law.  

5. The best interests of the public require that all public employees be 
obligated to report for investigation all alleged violations of this ethics code 
discovered in good faith.  
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B. For purposes of this ethics code, the following definitions shall apply:  

1. Financial Interest: any interest which shall yield, directly or indirectly, a 
monetary or other material benefit (other than the duly authorized salary or 
compensation for his or her services to the Village) to the Employee or to 
any person employing or retaining the services of the Employee.  

2. Immediate Family: a person who is related to an Employee as spouse or 
as any of the following, whether by marriage or a civil union partnership, 
blood or adoption: parent, child, brother, sister, aunt, uncle, niece, 
nephew, grandparent, grandchild, father-in-law, mother-in-law, son-in-law, 
daughter-in-law, stepfather, stepmother, stepson, stepdaughter, 
stepbrother, stepsister, half-brother, half-sister, brother-in-law or sister-in-
law.  

3. Official Action: any act, action, approval, decision, denial, directive, 
disapproval, inaction, order, performance, nonperformance, 
recommendation, vote or other direct result of an Employee's exercise of 
discretionary authority in connection with the Employee's public position.  

4. Partner in Interest:  (i) a member of the Employee's immediate family; or 
(ii) a business with which the Employee or a member of the Employee's 
immediate family is associated; or (iii) any other person with whom the 
Employee or a member of the Employee's immediate family is in business, 
or is negotiating or has an agreement concerning future employment or 
the future conferring of any personal benefit, whether in the Employee's 
own name or the name of any business or person from whom the 
Employee is entitled or expects to become entitled to receive any personal 
benefit, as a result of a contract or transaction which is, or which is 
expected to become, the subject of an official action by or with the Village.  

5. Personal Benefit: any benefit which is offered or received, or perceived to 
be offered or received, primarily for the purpose of influencing the manner 
in which an Employee performs or refrains from performing an official 
action, so that an attempt is made to induce the Employee, or the 
Employee is induced, to act in favor of some interest other than the public 
interest on the basis of an expectation or hope that the Employee or a 
partner in interest of said Employee will obtain some private gain by acting 
against the public interest; provided, however, that the term "personal 
benefit" does not include payment by the Village of salaries, compensation 
or employee benefits or payment by an employer or business other than 
the Village of salaries, compensation, employee benefits or pursuant to a 
contract, when the payment is unrelated to an Employee's status as such 
and is not made for the purpose of influencing, directly or indirectly, an 
official action of an Employee.  
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6. Personal Interest: any direct or indirect interest, whether the value is 
financial or nonfinancial, which value may accrue to a person or result in 
such person deriving or potentially deriving a personal benefit as a result 
of the approval or denial of any ordinance, resolution, order or other 
official action, or the performance or nonperformance thereof, by an 
Employee, and which interest is not shared by the general public.  

C. Fair And Equal Treatment: No Employee shall grant or make available to any 
person any consideration, treatment, advantage or favor beyond that which it is 
the general practice to grant or make available to the public at large. No 
Employee shall request, use or permit the use of any publicly owned or publicly 
supported property, vehicle, equipment, labor or service for the personal 
convenience or the private advantage of the Employee or any other person. This 
rule shall not be deemed to prohibit an Employee from requesting, using or 
permitting the use of such publicly owned or publicly supported property, vehicle, 
labor or service which it is the general practice to make available to the public at 
large.  

D. Prohibited Acts:  

1. No Employee or partner in interest of such Employee shall have any 
financial interest or personal interest, directly in his or her own name or 
indirectly in the name of any other person, association, trust or 
corporation, in any contract, business or official action of the Village or any 
board, body, committee or department thereof, except as may be 
specifically permitted under the Illinois Public Officer Prohibited Activities 
Act, 50 ILCS 105/0.01 et seq., as amended, or under any other applicable 
law.  

2. No Employee or partner in interest of such Employee shall solicit or accept 
from any person, directly or indirectly, any personal benefit, regardless of 
value, or the promise of receiving a personal benefit in the future, for the 
Employee or partner in interest of such Employee.  

3. No Employee shall expend public funds for nonpublic purposes. That is, 
the expenditure of public funds by any Employee shall be made only upon 
the authorization of the Corporate Authorities of the Village and only for 
and in furtherance of properly identified public purposes.  

4. No Employee shall expend public funds without supporting receipts 
therefor. That is, there shall be no expenditures of public funds by any 
Employee unless such expenditures have been previously authorized by 
the Corporate Authorities of the Village and all such expenditures must be 
evidenced by receipts accounting for one hundred percent (100%) of such 
expenditures.  
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E. All Employees shall be and are hereby obligated to report to the Village Manager 
or any member of the Village Board for investigation all alleged violations of this 
ethics code discovered by such Employee in good faith. 

Section 3.05  Hiring Constraints  

3.05.1  Minimum Standards  

All applicants must be at least 16 years of age.  Full-time applicants should either have 
a high school or high school equivalency diploma within one year of employment. An 
employee of 15 years of age may be hired subject to work permit/employment 
authorization from the school.  

3.05.2  Hiring Of Relatives  

The Village shall not hire relatives of an elected official or the Manager unless: (a) the 
nature of the position requires a specific educational or professional certification and the 
relative is so qualified; or (b) the position is part-time or seasonal and compensation is 
fixed at or near the federal minimum wage.  Relatives of Department Heads and 
Supervisors, otherwise qualified, may be employed by the Village in other Departments 
provided there is no actual or perceived conflict of interest involved.  Under this policy, 
‘relative’ means spouse, mother, father, mother-in-law, father-in-law, sons and 
daughters, brothers and sisters, and their spouses, sons-in-law, daughters-in-law, aunts 
and uncles, nieces and nephews, and first cousins.  As a matter of administrative rule, 
the Village Manager shall be informed of such relationship in writing before such 
employment takes place to help minimize any conflict of interest.  These issues will be 
addressed on a case-by-case basis. 

Section 3.06  Recruitment Policy  

For positions, other than sworn police personnel, recruitment generally will originate 
from the department and be processed through the Office of the Human Resources 
Director.   

Section 3.07  Code of Conduct and Whistleblower Protection Policy 

The Village of Bensenville is strongly committed to conducting its business lawfully and 
in accordance with the highest ethical standards.  We are proud of our values, and hold 
ourselves out to our community as a model for others to follow.  To this end, this Code 
of Conduct and Whistleblower Protection Policy serve to:  (1) emphasize the Village of 
Bensenville’s commitment to ethics and compliance with the law; (2) set forth some (but 
not all) general standards of ethical and legal behavior; (3) provide a reporting 
mechanism for known or suspected ethical or legal violations; and (4) help prevent and 
detect wrongdoing. 

3.07.1  Scope 

This policy applies to all of the Village of Bensenville’s employees. 



 

42 
Revised January 20185   
 

3.07.2  Ethical Standards 

A. Conflict of Interest 

A conflict of interest exists when a person’s private interests interferes in any way with 
the interests of the Village of Bensenville.  A conflict can arise when an employee takes 
actions or has interests that may make it difficult to perform his or her work for the 
Village of Bensenville objectively and effectively.  Conflicts of interest may also arise 
when an employee receives improper personal benefits as a result of his or her position 
at the Village of Bensenville. 

Conflicts of interest may not always be clear cut, so if you have a question, you should 
consult with your immediate supervisor, the Village of Bensenville’s Human Resources 
Director or, if circumstances warrant, the CAO.  Any employee who becomes aware of a 
conflict or potential conflict should immediately bring it to the attention of the appropriate 
person in the chain of command. 

B. Compliance with Laws, Rules and Regulations 

Obeying the law, both in letter and in spirit, is the foundation on which the Village of 
Bensenville’s ethical standards are built.  In conducting the business of the Village of 
Bensenville, employees shall be expected to understand and comply with all applicable 
governmental laws, rules and regulations.  That said, we do not expect Village of 
Bensenville employees to be lawyers.  If an employee does not feel that he or she has a 
good grasp of the applicable laws and regulations, then the employee should seek the 
assistance at the most appropriate level of the chain of command. 

C. Fraud and/or Significant Accounting Deficiencies 

Any Village of Bensenville employee, officer or director shall promptly bring to the 
attention of the CAO any information he or she may have concerning:  (a) significant 
deficiencies in internal controls over financial reporting which could adversely affect the 
Village of Bensenville’s ability to legitimately and accurately record, process, summarize 
and report financial data or (b) any fraud involving any financial or operational matter 
anywhere within the Village of Bensenville. 

D. Reporting Known or Suspected Violations 

The Village of Bensenville’s employees are required to report all known or suspected 
violations of this Code of Conduct.  Specifically, employees should talk to the 
appropriate person in the organization about any known or suspected illegal or unethical 
behavior.  If the employee is uncomfortable speaking with this person, then the 
employee can follow the chain of command to seek resolution all the way to the Board 
Chair.  No retaliatory action of any kind will be permitted or tolerated against anyone 
making such a report under this Policy or against any person who participates in an 
investigation under this Policy.  The Village of Bensenville will strictly enforce this 
prohibition, and violators will be subject to disciplinary action up to and including 
termination if deemed appropriate based on the circumstances involved.  
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Note, reporting known or suspected illegal or unethical behavior is not optional.  It is 
required.  Similarly, all employees are required to cooperate in internal investigations of 
misconduct.  Any failure to report a violation or to withhold information related to a 
violation will result in discipline up to and including discharge. 

Finally, it goes without saying, that any violation of this Code of Conduct, will result in 
discipline up to and including discharge.  Any violation of this Code that also constitutes 
a violation of law may result in criminal penalties and civil liabilities for the offending 
employee. 

REMEMBER 

1. ALL EMPLOYEES MUST REPORT SUSPECTED ILLEGAL OR UNETHICAL 
BEHAVIOR Or any other actual or potential violation of this Policy. 

2. EMPLOYEES WHO MAKE SUCH A REPORT (OR PARTICIPATE IN AN 
INVESTIGATION) WILL BE PROTECTED FROM ANY RETALIATION FOR 
DOING SO. 

3. This policy will be reviewed from time to time for possible revision and should be 
construed in a manner that complies will applicable laws. 
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Article 4.  Work Attendance and Leave  

Section 4.01  Hours of Work  

The hours of work shall be those necessary for the efficient conduct of the Village’s 
business, as determined or revised from time to time by the Village Manager.  Each 
Department Head shall maintain a schedule of normal working hours for his department.  
Of course, exceptions to the normal schedule may arise and we appreciate an 
employee’s cooperation if this occurs. 

Section 4.02  Political Activities  

Employees shall not engage in the following prohibited political activities (not all 
inclusive) on working time or with the use of Village resources.  This Policy shall be 
construed in accordance with ILCS 430/5-15 and all other applicable laws and 
regulations: 

1. Employees shall not perform any political activity during any compensated time 
(other than vacation, personal, or compensatory time off). Employees shall not 
intentionally misappropriate any Village property or resources by engaging in any 
political activity for the benefit of any campaign for elective office or any political 
organization;  

2. At no time shall any Employee misappropriate the services of any other 
employee of the Village by requiring that other employee to perform any political 
activity (i) as part of that other employee's Village duties, (ii) as a condition of 
Village employment, or (iii) during any time off that is compensated by the Village 
(such as vacation, personal, or compensatory time off);  

3. An Employee shall not be required at any time to participate in any political 
activity in consideration for that Employee being awarded any additional 
compensation or other Village benefit, in the form of a salary adjustment, bonus, 
compensatory time off, continued employment, or otherwise; and  

4. An Employee shall not be awarded any additional compensation or employee 
benefit, in the form of a salary adjustment, bonus, compensatory time off, 
continued employment, or otherwise, in consideration for the Employee's 
participation in any political activity.   

Nothing in this section shall prohibit activities that are otherwise appropriate for an 
Employee to engage in as a part of his or her official duties or activities that are 
undertaken by an Employee on a voluntary basis as permitted by law.  No Employee in 
a position that is subject to recognized merit principles of public employment shall be 
denied or deprived of Village employment or tenure solely because he or she is a 
member or an officer of a political committee, of a political party, or of a political 
organization or club.  
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No rule or regulation herein shall in any way be interpreted to inhibit or prohibit any 
Employee from exercising his or her full political rights to engage in political activities, 
including the right to petition, make speeches, campaign door to door, and to run for 
public office, so long as the Employee does not use his or her official position to coerce 
or influence others and does not engage in these activities while he or she is at work on 
duty and/or as otherwise prohibited by law.  

This policy will be carried out to the fullest extent of the law. 

Section 4.03  Holidays  

The following are paid holidays for eligible Full Time employees in covered positions 
(when these days fall on a normally scheduled work day of the employee and provided 
the day is designated by the Village as a covered holiday by Ordinance):  

New Year’s Eve Day 
New Year’s Day  
Memorial Day  
Independence Day  
Labor Day  
Thanksgiving Day  
Friday after Thanksgiving  
Christmas Eve Day 
Christmas Day  

Floating Holidays: During the calendar year, each employee also shall receive two (2) 
floating days as holidays to be taken at the employee’s discretion, provided the work 
unit would remain sufficiently staffed.  Floating holidays must be approved by the 
Department Head and may be taken for religious holidays that are not observed by the 
Village.  New employees hired after July 1, and before October 1, shall receive one (1) 
floating holiday in the year of hire.  We will post a notice of the Village designated 
holidays generally at the start of each calendar year as a convenience to our 
employees.  Employees are required to notify the Department Head in advance if there 
is a need to take a floating holiday for this purpose to help ensure that the time away 
can be reasonably accommodated. 

4.03.1  Holidays On Weekends  

Whenever any of the holidays listed above fall on Saturday, the preceding Friday 
normally will be observed as the holiday.  When any of the holidays listed above fall on 
Sunday, the succeeding Monday normally will be observed as the holiday.  

4.03.2  Holiday Pay  

For each such Village designated holiday, when not worked, an eligible employee shall 
receive holiday pay computed at his regular straight-time hourly rate for the number of 
hours for which he is normally and regularly scheduled to work immediately prior to the 
holiday.  For each such holiday in fact worked, an eligible employee shall receive one 
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and one-half (1-1/2) times his regular straight-time hourly rate for all hours worked on 
that holiday in lieu of the paid holiday time off.  If the employee and Village mutually 
agree, compensatory time off may be granted and scheduled in lieu of pay for time 
worked on a holiday. To be eligible for the holiday pay, employee either has to be 
present immediately before or after holiday or use the vacation days immediately before 
and after the holiday pay. Use of sick time or unpaid leaves immediately before and 
after holiday is considered a disqualification for the specific holiday pay. 

4.03.3  Eligibility Requirements  

In order to be eligible for holiday pay, the employee must be a full-time employee.  The 
Employee also must have worked the employee’s full normally scheduled work day 
immediately preceding the holiday.  No employee will be eligible for holiday pay unless 
the employee is in a covered position and works the full regularly scheduled workday 
immediately before or after a designated holiday.  The only exception is for an 
employee on approved FMLA leave for one or both of the days. 

4.03.4  Holiday Hours For Overtime Purposes  

For the purpose of computing overtime, all holiday hours worked or not worked but paid 
under this Policy shall be regarded as “hours worked”.  Employees in certain eligible 
positions who are required to work on a designated holiday, will be entitled to an 
alternate day off within the same pay period as determined by your Department Head. 

Section 4.04  Vacation 

4.04.1  Eligibility and Allowances  

Full-time eligible employees in covered positions (other than recreational or seasonal 
employees) shall be eligible for paid vacation time after the completion of one year of 
service with the Employer.  Vacation allowances shall be based on the following 
schedule:  

4.04.2  Working Days  

Length of Continuous Service  Vacation Days per Year (earned on 
a pro-rata basis based on portion of 
year worked)  

After completion of one (1) year  up to 10 working days  
After completion of five (5) years  up to 15 working days  
After completion of fifteen (15) years   up to 20 working days  
After completion of twenty-five (25) years  up to 25 working days  
  

The term “working days” as used in this vacation schedule shall mean a full-time 
employee’s regular working day, not to exceed eight (8) hours.  Ordinarily, vacation time 
taken during a given anniversary year shall be the vacation allowance earned during the 
preceding anniversary year.  
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Full-time employees shall earn vacation allowances for any month in which they receive 
compensation for more than one hundred twenty (120) hours of work.  Part-time 
employees in covered positions who are regularly scheduled to work the same hours 
each week throughout the year may be entitled to one (1) week paid vacation for their 
regularly assigned workweek hours after completing one (1) year of service with the 
Village.  After completing five (5) years of service with the Village, such part-time 
employees shall be entitled to two (2) weeks paid vacation for their regularly assigned 
workweek hours.  

4.04.3  Vacation Pay  

The rate of vacation pay shall be the employee’s regular straight-time rate of pay in 
effect for the employee’s regular job on the payday immediately preceding the 
employee’s vacation.  Employees who submit a written request to the employee’s own 
supervisor at least fifteen (15) days in advance of the start of their vacation will receive, 
on the last day of work prior to the start of their vacation, their next regularly scheduled 
paycheck which would normally be paid on a day falling within their scheduled vacation; 
this provision shall not apply, however, to vacations of less than five (5) consecutive 
workdays.  

4.04.4  Scheduling, And Accrual and Carryover  

Employees shall be awarded vacation time by the Village in accordance with its service 
needs and the employee’s seniority.  Unused vacation time shall not accumulate from 
year to year, except upon written approval of the Village Manager.  Vacation leave shall 
not be granted in units less than one-half (1/2) working day.  Vacation accumulation 
shall be limited to one 5 days only (1) year’s earned vacation  and all other amounts not 
taken by the anniversary  year end will be considered forfeited. Under the special 
circumstances, at the discretion of the Village Manager, an employee may be allowed to 
carryover earned vacation time for the amount more than five days. The carry over 
request will be reviewed by the Village Manager on case-by-case basis and the 
approval is solely subject to the Village Manager’s discretion.   

4.04.5  Emergencies  

Where a vacation day is needed for emergency reasons, such as unexpected family 
illness, the employee will notify his/her immediate supervisor as soon as possible of 
such need.  If the Village is able to arrange suitable coverage for the employee’s work, 
the employee will be given the requested day(s) off as a vacation day(s), provided the 
employee has the requisite number of accrued vacation day(s) available.  

4.04.6  Vacation Rights In Case Of Layoff Or Separation  

Any employee who is laid off for more than five (5) working days, or who retires, 
voluntarily quits, or is otherwise terminated (for any reason) prior to taking his/her 
earned vacation, shall be compensated in cash for the unused vacation he has properly 
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accumulated but not used at the time of separation.  Payment shall be made on the next 
regular payday following the date of separation.  

Section 4.05  Sick Leave  

4.05.1  Purpose  

Sick leave with pay is provided as a benefit in recognition that employees do contract 
various illnesses from time to time and that their financial resources may be diminished 
in such instances if pay is discontinued, and that it may not be in the best interest or 
health of the employee or fellow employees for them to work while sick.  Sick 
employees are expected to remain at home unless hospitalized or visiting their doctor.  
Unfortunately, sick leave abuse sometimes occurs.  The Village realizes that sick leave 
abuse is a very serious offense which may result in discipline (up to and including 
termination), no matter when discovered.   

4.05.2  Allowance  

Any employee contracting or incurring any non-service connected sickness or disability 
shall receive sick leave with pay as provided in this Policy.  Sick leave will be granted 
for purposes of childbearing on the same terms and conditions as any other illness or 
disability.  Where applicable, time off that qualifies for sick pay will run concurrently with 
otherwise approved unpaid FMLA time off.  

4.05.3  Days Earned In Accumulation  

Employees shall be allowed one (1) day of sick leave for each month of service.  Sick 
leave shall be earned by an employee for any month in which the employee is 
compensated for more than eighty (80) hours of work.   

Regular part-time employees shall be allowed up to six (6) days of sick leave, based on 
their average workday hours, for each calendar year of service.  Sick leave cannot be 
taken before it is actually earned. 

4.05.4  Rate Of Payment  

Employees shall be paid eight (8) hours at their regular, straight-time hourly rate of pay 
for each single day of sick leave properly utilized (or the number of hours per day the 
employee was regularly scheduled to work prior to the sick leave, if other than eight (8) 
hours).  

4.05.5  Notification  

Notification of absence due to sickness shall be given as soon as possible on the first 
day of such absence to the employee’s supervisor.  Failure to properly report an illness 
shall be considered as absence without pay and may subject the employee to discipline 
as well (except if authorized under the FMLA).  
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4.05.6  Medical Examination  

The Village may require a doctor’s slip attesting to (a) the employee’s medical need to 
be away, and/or (b) the employee’s release to return to work (either with or without a 
reasonable accommodation where applicable) immediately upon the employee’s return 
from such leave.  The Village may, where there is reason to suspect abuse, due to a 
pattern of absences or extended days off, and/or for an absence of three (3) work days 
or more, require an employee seeking to utilize sick leave to submit a doctor’s 
certification of the illness and/or to submit at any time during such leave to an 
examination by a doctor or nurse designated by the Village.  Any required examination 
by a Village designated doctor or nurse of the employee during the period the employee 
is sick shall, if so requested by the employee, be at the employee’s residence if the 
employee is too sick to travel.  Examinations administered by a physician or nurse 
selected by the Village shall be paid for by the Village.  In the case of a sick day used 
for an ill family member, the Village may require doctor’s certification by the physician of 
the family member as a condition of payment under this Policy.  Failure or refusal to 
provide requested medical information will result in loss of benefits and privileges under 
this Policy.  

4.05.7  Abuse Of Sick Leave  

Abuse of sick leave is a serious matter.  If proper notification is not given, or abuse is 
observed, any absence may be charged as leave without pay and/or may constitute 
cause for discipline up to and including discharge.  

4.05.8  Sick Leave Utilization  

An employee cannot accumulate more than sixty (60) sick leave days.  An employee 
who has accumulated more than thirty-six (36) sick leave days may be paid, upon 
written request, for any sick leave days in excess of thirty-six (36), at a rate equal to 
one-half of the employee’s regular daily wage rate at the time the request is made.  
Requested payment for accumulated sick leave days shall be made in the first pay 
period in the December following the request.  

Upon termination of employment, an employee shall receive full pay for the first thirty-
six (36) days of accumulated sick leave, and one-half pay for any additional 
accumulated sick leave days, up to a maximum of sixty (60) sick leave days.  Sick leave 
payment which is to be made upon termination/retirement shall be held for 30 four pay 
periods days after termination/retirement and will be paid on the fifth pay period after the 
termination/retirements and such payment will not be eligible for IMRF purposes.  Any 
amounts of accumulated hours of sick leave above 60 are forfeited upon retirement 
and/or termination.    

An employee may be removed from the payroll if the employee’s sickness continues 
beyond thirty (30) consecutive working days after all accumulated sick leave has been 
exhausted.  The Village Manager may allow accrued vacation time to be applied toward 
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a continuing absence due to serious and prolonged illness, in lieu of removal from the 
payroll.  

The Village Manager or Department Head may approve an employee’s absence for 
personal reasons unrelated to illness as sick leave to be applied against accrued sick 
leave days, but in no event more than two (2) such days in each calendar year.  

Absence from work which is necessary due to illness in an employee’s immediate family 
(defined as spouse, child or parent, provided they are living with the employee) may be 
applied against accrued sick leave days, but in no event more than ten (10) such work 
days in a calendar year.  

Any unpaid time off that qualifies under this Policy and the FMLA will run concurrently, 
except if prohibited by law.   

Section 4.06  Leave of Absence  

4.06.1  Discretionary Leave  

The Village may, in its discretion, grant a leave of absence at the request of an 
employee without pay for good and sufficient reason (as determined by management).  
The Village shall, in its discretion, set the terms and conditions of the leave.  

4.06.2  Application For Leave  

Any request for a leave of absence shall be submitted in writing by the employee to the 
Village Manager or his designee as far in advance as practicable (and at least 30 days 
in advance when the need for leave is foreseeable).  The request shall state the reason 
for the leave of absence and the approximate length of time off the employee desires.  
Authorization for leave of absence shall, if granted, be furnished to the employee by his 
immediate supervisor and it shall be in writing.  

4.06.3  Military Leave/VESSA Leave/School Visitation Leave/Voting Leave  

The Village complies will all applicable state, federal and local laws regarding leaves of 
absence.  If you have questions about whether you are eligible for time off or to apply 
for a leave for one of these purposes, please consult the Human Resources Director.  

4.06.4  Jury Leave or Witness Duty  

Employees who are summoned to jury duty or subpoenaed as witnesses in matters in 
which they have no personal or pecuniary interest shall receive time off with pay, 
provided that proper notice is given to their immediate supervisor.  An employee shall 
notify his immediate supervisor as soon as possible after being subpoenaed or 
summoned.  The Village shall compensate such employees at their regular rate of pay 
for time lost while serving on jury duty or witness duty.  As a condition of receiving such 
compensation, the employee must sign over to the Village all compensation received for 
jury duty or a witness appearance as it is received, except for a mileage allowance, 
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which the employee may keep, and he may be required to present verification of the 
witness appearance or jury duty.  If an employee is subpoenaed to be in court for any 
other reason, the time off will be granted but without pay (or the employee may be 
required to substitute his/her earned time off benefits, if any). 

4.06.5  Funeral Leave  

In the event of death in the employee’s “immediate family” (defined as the employee’s 
legal spouse (including civil union partner), children, stepchildren, adopted children, 
parents, parents of spouse and stepparents, brothers and sisters of employee and 
spouse or grandparents and grandchildren of employee and spouse), an employee shall 
be granted up to three (3) consecutive workdays off work to attend the funeral. Leave 
beyond such three (3) workdays may, upon approval of the Village Manager or his 
designee, be taken if charged to the employee’s sick leave or vacation leave accrual 
account, if any.  

4.06.6  Benefits While On Leave  

1. Unless otherwise stated in the Village Personnel Rules, an employee returning 
from leave will have his seniority continued after the period of the leave.  Where 
the leave of absence is for less than ninety (90) calendar days, upon return the 
Village will place the employee in his or her previous job if the job is vacant; if the 
previous job is not vacant or if the leave of absence is for ninety (90) calendar 
days or more, the employee will be placed in the first available opening in his 
classification or in a lower-rated classification, if available, according to the 
employee’s seniority, where skill and ability to perform the work without additional 
training is equal.  An employee returned to a lower-rated classification shall be 
subject to recall to his former classification if an opening develops.  

2. During an approved unpaid leave of absence of more than ninety (90) calendar 
days or during a layoff under the Village Personnel Rules, the employee shall be 
entitled to coverage under applicable group health and life insurance plans to the 
extent permitted under such plans(s), provided the employee makes 
arrangements for the change and arrangements to pay the entire insurance 
premium involved, including the amount of premium previously paid by the 
Village and applicable administrative cost. 

4.06.7  Non-Employment Elsewhere  

A leave of absence will not be granted to enable an employee to apply  for or accept 
employment elsewhere or for self-employment, except with the express written approval 
of the Village Manager. Employees who engage in employment elsewhere in violation of 
this Policy during such leave may immediately be terminated by the Village.  

Section 4.07  Family and Medical Leave Act  

1. If you have been employed by the Village for at least twelve (12) months 
and have worked at least 1,250 hours during the 12-month period preceding the start of 
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the leave, and you work at or report to a work site which has fifty (50) or more Village 
employees within a 75-mile radius of that work site, you are eligible for up to a total of 
twelve (12) workweeks of unpaid leave during any rolling twelve (12) month period for 
one or more of the following reasons: 

1. Because of the birth of your child and in order to care for such 
child (within 12 months after the birth of the child); 

2. Because of the placement of a child with you for adoption or 
foster care (within 12 months of the placement of the child); 

3. In order to care for your spouse, child, or parents if they have a 
“serious health condition;”  

4. Because of a “serious health condition” that makes you unable 
to perform the functions of your job; or 

5. Because of any “qualifying exigency” (as defined by the 
Secretary of Labor) arising out of the fact that your spouse, child, or 
parent is deployed on active duty in a foreign country (or has been 
notified of an impending call or order to active duty in a foreign 
county) in the Armed Forces, including the National Guard and 
Reserves. 

2. Serious Health Condition.  For purposes of this policy, “serious health 
condition” means an illness, injury, impairment or physical or mental condition that 
involves one of the following: 

a. Hospital Care.  Inpatient care in a hospital, hospice or residential 
medical care facility, including any period of incapacity relating to 
the same condition; 

b. Absence Plus Treatment.  A period of incapacity of more than three 
full consecutive calendar days (including any subsequent treatment 
or period of incapacity relating to the same condition), that also 
involves either: (1) treatment two (2) or more times (within 30 days 
and provided the first visit takes place within seven (7) days of the 
first day of incapacity) by a health care provider, by a nurse or 
physician’s assistant under direct supervision of a health care 
provider, or by a provider of health care services under orders of, or 
on referral by, a health care provider; or (2) treatment by a health 
care provider on at least one occasion which results in a regimen of 
continuing treatment under the supervision of the health care 
provider (first visit to health care provider must take place within 
seven (7) days of the first day of incapacity); 

c. Pregnancy.  Any period of incapacity due to pregnancy, or for 
prenatal care; 
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d. Chronic Conditions Requiring Treatment.  A chronic condition 
which:  requires at least two (2) periodic visits for treatment per 
year by a health care provider, or by a nurse or physician’s 
assistant under direct supervision of a health care provider; which 
condition continues over an extended period of time; and may 
cause episodic rather than a continuing period of incapacity; 

e. Permanent/Long-term Conditions Requiring Supervision.  A period 
of incapacity which is permanent or long-term due to a condition for 
which treatment may be effective.  The employee or family member 
must be under the continuing supervision of, but need not be 
receiving active treatment by, a health care provider; 

f. Multiple Treatments (non-chronic conditions).  Any period of 
incapacity to receive multiple treatment (including any period of 
recovery therefrom) by a health care provider or by a provider of 
health care services under orders of, or on referral by, a health care 
provider, either for restorative surgery after an accident or other 
injury, or for a condition that would likely result in a period of 
incapacity of more than three (3) full consecutive calendar days in 
the absence of medical intervention or treatment. 

3. Qualifying Exigency Leave.   If you are an eligible employee (as defined 
above), you are entitled to take up to twelve (12) weeks of unpaid FMLA leave for any 
qualifying exigency arising out of the fact that a covered military member is on active 
duty or called to active duty status in a foreign country.  The leave described in this 
paragraph is available during a 12-month rolling period, and may be taken on an 
intermittent or reduced leave schedule basis.  You will be required to provide a copy of 
the covered military member’s active duty orders or other documentation issued by the 
military that indicates that the military member is on active duty or is called to active 
duty status in a foreign country and the dates of the covered military member’s active 
duty service.  Eligible employees may take all twelve (12) weeks of his/her FMLA leave 
entitlement as qualifying exigency leave or the employee may take a combination of 
twelve (12) weeks of leave for both qualifying exigency leave or any other qualifying 
reason listed above. 

With respect to a Qualifying Exigency Leave: 

a. A “covered military member” means your spouse, son, daughter, or 
parent who is on active duty or called to active duty status in any 
foreign country in any of the Armed Forces, including a member of 
the National Guard or Reserves.   

b. A “qualifying exigency” includes the following broad categories: 
(a) short notice deployment; (b) military events and related 
activities; (c) childcare and school activities; (d) financial and legal 
arrangements; (e) counseling; (f) rest and recuperation; (g) post 
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deployment activities, including reintegration activities, for a period 
of 90 days following the termination of active duty status; and, 
(h) additional categories that are agreed to by the employer and 
employee within this phrase. 

c. The phrase “son or daughter” is defined as your biological, 
adopted, or foster child, stepchild, legal ward, or child for whom you 
stood in loco parentis, of any age for qualifying exigency leave, who 
is on active duty or called to active duty status who is of any age.  
(Note:  This definition is different from other sections of this FMLA 
policy). 

d. A “parent” means a biological, adoptive, step or foster father or 
mother, or any other individual who stood in loco parentis to you 
when you were a son or daughter but it does not included “parents 
in law”. 

4. Military Caregiver Leave.  If you have been employed by the Village for at 
least twelve (12) months and have worked at least 1,250 hours during the 12-month 
period preceding the start of the leave, and you are a spouse, child (of any age for 
military caregiver leave), parent or next of kin of a Covered Service member, as defined 
below, you are entitled to a total of twenty-six (26) workweeks of unpaid leave during a 
single 12-month period to care for the Covered Service member (including twelve (12) 
workweeks for any other FMLA qualifying reason).  The leave described in this 
paragraph shall only be available during a single 12-month period beginning as of the 
date the leave commences and ending 12 months after that date (and any unused 
amounts are forfeited).   

Military Caregiver Leave may be permitted more than once if necessary to care 
for a different Covered Service member (or the same Service member with multiple or 
subsequent injuries or illnesses) up to a combined total of twenty six (26) workweeks in 
a twelve (12) month period.  However, your total available leave time in any single 12-
month period generally may not exceed a combined total of twenty-six (26) workweeks 
(including FMLA time off taken for any other reason); except as provided under the 
FMLA regulations.  You will be required to timely submit a medical certification available 
from our Human Resources Department or an invitational travel order or authorization 
from the Department of Defense as a condition of receiving approved Military Caregiver 
Leave.  NOTE:  the 12 month computation period for this type of leave differs from the 
other types of FMLA leave. 

With respect to Military Caregiver FMLA Leave: 

a. A “Covered Service member” means (1) a member of the Armed 
Forces (including a member of the National Guard or Reserves) 
who is undergoing medical treatment, recuperation, or therapy, is 
otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness, or (2) a veteran 
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who is undergoing medical treatment, recuperation, or therapy, for 
a serious injury or illness and who was a member of the Armed 
Forces (including a member of the National Guard or Reserves) at 
any time during the period of 5 years preceding the date on which 
the veteran undergoes that medical treatment, recuperation, or 
therapy. 

b. “Outpatient status” means the status of a Covered Service Member 
assigned to a military medical treatment facility as an outpatient or 
a unit established for the purpose of providing command and 
control of members of the Armed Forces receiving medical care as 
outpatients. 

c. “Next of kin” means the nearest blood relative of that individual 
(regardless of age) other than an employee’s spouse, son or 
daughter.  You are required to provide confirmation of the 
relationship upon request.  The Service member may designate the 
blood relative who is considered his/her next of kin; otherwise, the 
following order generally will apply: blood relatives granted custody 
by law, brother/sister, grandparents, aunts/uncles, and then first 
cousins. 

d. “Serious injury or illness” means an injury or illness incurred by the 
Service member in the line of duty on active duty in the Armed 
Forces (or existed before the beginning of the Service member’s 
active duty and was aggravated by service in the line of duty) that 
(i) may render the Service member medically unfit to perform the 
duties of the member’s office, grade, rank or rating, or (ii) in the 
case of a veteran Service member, that manifests itself before or 
after the member became a veteran. 

5. Spouses Employed by the Village.  If your spouse also works for the 
Village and you both become eligible for a leave under paragraphs 1a. or 1b. above, or 
for the care of a sick parent under paragraph 1c. above, the two of you together will be 
limited to a combined total of twelve (12) workweeks of leave in any rolling 12-month 
period.  In addition, if you and your spouse both become eligible for a leave under the 
Military Caregiver Family Leave provision above or under a combination of the Military 
Caregiver Family Leave provision, paragraphs 1a. and 1b. above, or to care for your 
parent with a serious health condition under paragraph 1c above, the two of you 
together generally will be limited to a combined total of twenty-six (26) workweeks of 
leave in any single 12-month period.   

6. Medical Certification.  Any request for a leave under paragraphs 1c., 1d. 
or under the Service member Family Leave provision above must be supported by 
certification issued by the applicable health care provider or the Department of Defense.  
You are required to submit this information on the forms provided to you and available 
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from the Human Resources Manager or on the Invitational Travel Orders or 
Authorizations provided to you by the Department of Defense. 

You will be required to submit a new medical certification form for each leave 
year for a medical condition(s) that last longer than one year.  Additionally, you are 
required to submit a recertification of an ongoing condition every six (6) months in 
connection with an absence where the duration of the condition is described as 
“lifetime” or “unknown”. 

At its discretion, the Village may require a second medical opinion and periodic 
recertification to support the continuation of a leave or under paragraphs 1.c. and 1.d. 
(except as otherwise provided by the Department of Labor).  If the 1st and 2nd opinions 
differ, a 3rd opinion can be obtained from a health care provider jointly approved by 
both you and the Village (unless you accept the second opinion as determinative).  A 
second medical opinion will not be requested for Military Caregiver Leave. 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits 
employers from requesting or requiring genetic information of an individual or family 
member of the individual, except as specifically allowed by this law.  To comply with this 
law, the Village asks that employees not provide any genetic information when 
responding to a request for medical certification regarding their own serious health 
conditions under this FMLA Policy.  “Genetic information” as defined by GINA, includes 
an individual's family medical history, the results of an individual's or family member's 
genetic tests, the fact that an individual or an individual's family member sought or 
received genetic services, and genetic information of a fetus carried by an individual or 
an individual's family member or an embryo lawfully held by an individual or family 
member receiving assistive reproductive services. 

There is an exemption to GINA’s limitation on the disclosure of family medical 
history when an employee requests a leave of absence under the FMLA due to a family 
member’s serious health condition.  In such situations, all information necessary to 
make the medical certification form complete and sufficient under the FMLA should be 
provided.   

7. Intermittent Leave.  If certified as medically necessary for the serious 
health condition of either you or your spouse, child or parent (Paragraphs 1.c. and 1.d., 
above), or to care for a Covered Service member if you are a spouse, child, parent or 
next of kin to the Covered Service member (Paragraph 3, above), leave may be taken 
on an intermittent or reduced leave schedule.  Intermittent leave also may be taken if 
you qualify for leave because of a qualifying exigency as described in Paragraph 1e, 
above, subject to the submission of a certification prescribed by the Secretary of Labor.  
If leave is requested on an intermittent basis, however, the Village may require that you 
transfer temporarily to an alternative position which better accommodates recurring 
periods of absence or to a part-time schedule, provided that the position offers 
equivalent pay and benefits. 
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8. Light Duty Work Assignments.  While voluntarily performing in a light duty 
capacity while on FMLA leave, that time does not count against your 12 week FMLA 
allotment.  In effect, your right to restoration is held in abeyance during the period of 
time that you are performing in a light duty capacity (or until the end of the applicable 12 
month FMLA leave year if longer). 

9. Notification and Reporting Requirements.  All requests for leaves of 
absence must be submitted to your supervisor or the Human Resources Manager at 
least thirty (30) days in advance of the start of the leave, except when the leave is due 
to an emergency or is otherwise not foreseeable.  If the leave is not foreseeable, you 
must provide notice as soon as “practicable,” who generally means either the same day 
or the next business day that you learn of the need for leave, in the absence of any 
unusual circumstances.  A delay in submitting an FMLA leave request may result in a 
loss of FMLA protections and/or a delay of the start of your leave.  Your supervisor will 
forward the request to the Human Resources Manager for approval.   

You must respond to our questions relative to your leave request so that we can 
determine if the leave qualifies for FMLA protection; failure to do so may result in loss or 
delay of FMLA protections.  If you are seeking leave due to an FMLA-qualifying reason 
for which the Village has previously granted you FMLA-protected leave, you must 
specifically reference the qualifying reason or need for FMLA leave at the time of your 
request to be away from work.  It is not sufficient to simply “call in sick” without providing 
additional information which would provide the Village with reasonable cause to believe 
your absence/time away from work may qualify as an FMLA qualifying event.  In all 
cases in which you are seeking leave under this policy, you shall provide such notice to 
the Village consistent with the Village’s established call-in procedures so long as no 
unusual circumstances prevent you from doing so.  Failure to comply with the call-in 
procedures may result in a delay or denial of FMLA protected leave. 

You must make an effort to schedule a leave so as not to disrupt business 
operations.  During the leave, you may be required to report periodically on your status 
and your intention to return to work.  Any extension of time for your leave of absence 
must be requested in writing prior to your scheduled date of return to work, together with 
written documentation to support the extension.  Your failure to either return to work on 
the scheduled date of return or to apply in writing for an extension prior to that date will 
be considered to be a resignation of employment effective as of the last date of the 
approved leave.  Employees on leaves for their own serious health condition must 
provide fitness-for-duty releases from their health care provider before they will be 
permitted to return to work.  Your maximum time on a leave of absence, all types 
combined, and including all extensions, cannot exceed a total of twelve (12) weeks in a 
rolling twelve month period, unless you are a spouse, child, parent, or next of kin on 
leave to care for a Covered Service member, in which case your leave can last for up to 
twenty-six (26) workweeks in a single twelve (12) month period (unless legally required 
otherwise). 

An Employee shall not be granted a leave of absence for the purpose of seeking 
or taking employment elsewhere or operating a private business.  Unauthorized work 
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while on a leave of absence will result in disciplinary action, up to and including 
discharge. 

A leave of absence will not affect the continuity of your employment.  Your 
original date of employment remains the same for seniority purposes.  However, you will 
not accrue any benefits during the period you are on a leave. 

10. Employee Benefits During Family and Medical Leave of Absence.  You 
will be permitted to maintain health and dental insurance coverage for the duration of 
the leave under the same conditions coverage would have been provided if you had 
remained actively at work.  However, you must make arrangements for the continuation 
of and payment of insurance premiums before you go on leave status.  If you do not 
return to work after the leave, or if you fail to pay your portion of the premiums, you will 
be required, under certain circumstances, to reimburse the Village for the costs and 
expenses associated with insuring you during the leave. 

11. Return From a Family and Medical Leave.  If you return from your leave 
on or before being absent for twelve (12) workweeks in a rolling twelve (12) month 
period or twenty-six (26) workweeks during a single twelve (12) month period if you took 
a leave under the Service member Family Leave provision, you will be restored to the 
same or to an equivalent position to the one you held when the leave started.  Of 
course, you have no greater right to reinstatement or to other benefits and conditions of 
employment than if you had been continuously employed during the FMLA leave period.  
In determining whether a position is “equivalent” we would look at whether the position 
had substantially similar terms and conditions of employment and whether the position 
entails similar duties, skills, efforts, responsibilities, authority, privileges and status.   

If the leave was due to your own serious health condition, you will be required to 
submit a fitness-for-duty certification from your health care provider in accordance with 
our normal policies and practices applicable to other leaves of absence, certifying that 
you are able to resume work and perform the essential functions of the job (either with 
or without a reasonable accommodation).  A list of the essential job functions will be 
made available to you for compliance with this requirement prior to the Village 
designating your leave as FMLA leave.  If a reasonable job safety concern exists, you 
also may be required to provide a fitness for duty certification up to once every 30 days 
before returning from an intermittent or reduced schedule FMLA leave related to your 
own serious health condition.  Generally, a returning employee will be permitted to 
return to work within two (2) business days of the Village’s receipt of a valid fitness for 
duty release. 

If you fail to return to work at the expiration of your approved Family and Medical 
Leave, it will be considered to be a resignation of your employment with us.  Likewise, 
an employee on FMLA leave who provides notice of their intent not to return to work 
upon expiration of a leave will lose their entitlement to FMLA leave and related benefits.   

12. Coordination with Other Policies.  You must substitute any accrued paid 
vacation days, personal time, and sick days (if you otherwise qualify) for unpaid leave 
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under this policy, and any such paid time off must be taken concurrently with your 
Family and Medical Leave.  If you otherwise qualify for disability pay, you will collect it at 
the same time you are on unpaid Family and Medical Leave.   

Further, if you otherwise qualify for any other type of leave of absence, you must 
take that leave at the same time as you are taking your Family and Medical Leave.  All 
time missed from work that qualifies for both Family and Medical Leave, and for 
workers’ compensation (or any other type of lawfully allowed leave), will be counted 
toward your Family and Medical Leave.  To receive any type of paid time off benefit 
while on FMLA leave, you are required to meet the Village’s conditions for taking the 
paid leave (although the Village may in its discretion waive any procedural requirement 
for the paid leave in appropriate circumstances). 

14. Anti-Retaliation Provisions.  Be assured that no retaliation will be taken or 
tolerated against any employee who exercises his/her rights under our FMLA policy.  If 
you feel that you have been the victim of any discrimination or retaliation under this 
Policy, you are encouraged to contact the Human Resources Director so that the matter 
can be promptly investigated and remedied as appropriate.   

15. Compliance With Other Laws.  In administering this FMLA Policy, the 
Village complies with the Americans with Disabilities Act (“ADA”) and any other relevant 
law.  The Village may approve a reasonable request for an extension of a leave of 
absence beyond the amount of leave provided by the FMLA, approve a leave of 
absence for an employee who does not qualify for FMLA leave, or otherwise modify this 
Policy, as a reasonable accommodation for a disability under the ADA. 
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Article 5.  Guidelines for Conduct 

Section 5.01  General Rules 

Your primary responsibility is to do a good job, and this carries with it a number of 
obligations, such as obeying Village rules, adhering to safe working practices, 
cooperating with management, fellow employees and our residents and remaining 
committed to the best interests of the Village.  As an employee of the Village of 
Bensenville, you also are expected to meet reasonable standards of work performance 
and personal conduct at all times. 

The Village’s policy is, whenever appropriate, to utilize progressive discipline 
procedures for violations of work rules, policies, or poor work performance.  However, 
the Village reserves the right to deal with each violation or infraction on a case-by-case 
basis.  This means that as a general rule, you will be given an increasingly severe 
penalty each time an offense is committed or work performance falls below an expected 
standard.  Some types of misconduct, however, are so intolerable that you may be 
suspended (with or without pay as determined by the Village Manager) or even 
terminated immediately upon the first occurrence. 

The following are examples of offenses which are so intolerable that they will result in 
immediate, severe disciplinary action up to and including immediate termination for the 
first offense.  THIS LIST IS NOT ALL INCLUSIVE: 

3. Stealing (taking without permission) property belonging to the Village, a resident 
or another employee. 

4. Being absent three or more consecutive days without acceptable notice to the 
Department Head. 

5. Failing to return on time from a leave of absence. 

6. Falsifying or altering Village records. 

7. Fighting with, assaulting, threatening, or using obscene language towards 
management, a co-worker, visitor or resident regardless of where the incident 
occurs. 

8. Fighting with, assaulting, threatening, on Village property, any person not 
covered by above Rule #5; or deliberately provoking or inciting another person to 
engage in an assault or fight on Village property. 

9. Destroying, damaging or hiding property belonging to the Village, a resident or 
another employee. 

10. Giving false information to anyone who has any duty in preparing Village records 
including employment applications (no matter when discovered). 
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11. Refusal or failure to promptly comply with a work assignment or instruction or 
failing or refusing to perform assigned work. 

12. Reporting to work or working under the influence of alcoholic beverages or a 
habit-forming or illegal drug, or having such in one's possession on Village 
property, or other violation of Alcohol and Drug Policy. 

13. Attempting to or bringing alcoholic beverages or any non-prescription drugs or 
illegal substances into working areas. 

14. Engaging in immoral or indecent conduct or any conduct which could embarrass 
the reputation of or discredit the Village. 

15. Possessing or storing dangerous weapons or explosives on Company property. 

16. Removal or adjustment of safety or security devices or alarm systems, without 
authorization from your supervisor. 

17. Being convicted of a felony or other serious crime which reflects upon an 
employee's continuing fitness to perform his/her job, or which results in harm to 
the Village’s reputation.  (These issues will be addressed on a case-by-case 
basis considering all of the facts involved) 

18. Failing or refusing to cooperate with the Company in any investigation of a theft 
or a suspected theft of property, or other conduct harmful to the Village or the 
concealment of or failure to report the occurrence of any violation of any Village 
rules or policies or general understanding of proper conduct. 

19. Reckless (or dangerous) driving in parking lots or other similar activity that 
presents an actual or potential safety threat to our employees or others. 

The following are examples of offenses which may result in disciplinary action under our 
progressive discipline procedure.  In certain situations, depending on the severity and/or 
frequency of the offense, the first offense will result in immediate suspension or even 
discharge for the first offense.  Nothing in this Policy is intended to create a procedural 
or contractual right. 

20. Failing to follow prescribed work rules or policies. 

21. Repeated absenteeism or tardiness. 

22. Violation of No-Solicitation/Distribution policy. 

23. Refusing to work a reasonable amount of overtime, or failing to work voluntarily 
accepted overtime. 

24. Using obscene or threatening language in a malicious manner towards another 
employee, resident or visitor. 
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25. Destruction of bulletin boards, or marking or destroying any literature on such 
bulletin boards, or posting anything on bulletin boards without permission of 
management. 

26. Failing to follow prescribed parking regulations, prescribed safety and health 
procedures, practices or policies. 

27. Failing to report any accident or injury as promptly as possible to your supervisor 
or Department Head. 

28. Failing to maintain satisfactory work performance, or incompetent or inefficient 
work performance. 

29. Failing to maintain satisfactory or proper standards of dress, grooming or 
cleanliness. 

30. Engaging in horseplay, or other disorderly conduct. 

31. Interfering with the work performance of other employees. 

32. Unauthorized absence from premises or assigned work area, including leaving 
early for breaks, lunch or at the end of the day or failing to return on time from 
breaks or lunch, and/or failing to properly record time away when leaving work 
areas. 

33. Excessive loafing on the job or unreasonable use of toilet or washroom facilities 
during working time. 

34. Being in an unauthorized area of the building or examining any type of Village 
records without your supervisor's authorization. 

35. Engaging in personal business during working time, such as personal work, 
personal telephone calls, sleeping, reading, visiting other employees, etc., 
without permission of your supervisor. 

36. Failing to call the Company, as far in advance as possible under the 
circumstances, when not reporting for work. 

37. Failing to report knowledge of violation of Company rules, policies or procedures 
by another employee. 

38. Habitual, repeated or frequent neglecting or failing to swipe in or out on time 
cards, (including swipes to record breaks, lunch periods or when changing 
departments).  

39. Carelessness or negligent use of computers, copying machines, fax machines, or 
other Village property or equipment or any violation of computer or equipment 
use policy. 
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40. Use or wearing of sunglasses, headsets, or personal radios in working areas 
without prior permission from your supervisor. 

41. Any other act or omission deemed harmful or hazardous to the Village, our 
property, our employees, our residents and/or our visitors. 

Article 6.  Complaint Procedure  

Section 6.01  Complaint Policy  

It is the overall Policy of the Village that each employee has the right to pursue 
complaints of a violation of this Personnel Policy through the chain of command.  
Employees who have completed the probationary period will be entitled to use the 
Village complaint procedure.  All actions of a Village Department Head in reference to 
any complaint shall stand until or unless overruled by the Village Manager.  Questions 
concerning the validity of an order of a supervisory employee shall not exempt any 
employee from the responsibility of completing the task assigned.  NOTE:  There is 
nothing in this Policy or Manual which is intended to create a contractual right or 
due process obligation beyond which may be required by law. 

Section 6.02  Complaint Procedure  

A complaint of a violation of this Personnel Policy shall be processed in the following 
manner:  

Step 1:  Any employee who has a complaint of a violation of this Personnel Policy is 
encouraged to submit a written complaint signed and dated by the employee to the 
employee’s immediate supervisor, specifically indicating that the employee is raising the 
matter as a complaint under the Village Personnel Policy.  The written complaint should 
specify the section or sections of the Village Personnel Policy that are allegedly 
violated, misinterpreted, or misapplied, the full summary of facts on which the complaint 
is based and the specific relief requested.  All complaints should be presented not later 
than five (5) business days from the date of the occurrence or event first giving rise to 
the complaint, or within five (5) business days after the employee, through the use of 
reasonable diligence, could have become aware of the occurrence or event first giving 
rise to the alleged complaint.  Extensions would be considered only if required by law 
and/or otherwise as necessary and appropriate in management’s discretion to resolve a 
matter.  The immediate supervisor shall investigate the matter and render a written 
response to the complainant within five (5) business days after the investigation is 
conducted.  

Step 2:  If the complaint is not resolved at Step 1 and the employee wishes to appeal 
the complaint to Step 2 of the complaint procedure, it shall be submitted in writing 
designated as a “complaint” to the Department Head involved within five (5) business 
days after receipt of the Step 1 answer; provided, however, that where the Department 
Head is the employee’s immediate supervisor, the employee shall proceed directly from 
Step 1 to Step 3 within five (5) business days after receipt of the Step 1 answer.  The 
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complaint submitted at Step 2 shall be in writing and dated and signed by the employee.  
The written complaint shall contain a summary statement of the facts, the provision or 
provisions of the Village Personnel Policy, which are alleged to have been violated, and 
the specific relief requested.  The Department Head or designee shall investigate the 
complaint and, in the course of such investigation, may offer to discuss the complaint 
with the complainant at a time mutually agreeable to the parties.  If no resolution of the 
complaint is reached, the Department Head or designee shall provide a written answer 
to the complainant thereafter.  

Step 3: If the complaint is not resolved at Step 2, it may be referred in writing to the 
Village Manager within five (5) business days after receipt of the Village’s answer in 
Step 2.  Thereafter, the Village Manager or his designee and the Department Head or 
other appropriate individual(s) as desired by the Village Manager, shall meet with the 
complainant generally within five (5) business days of receipt of the employee’s appeal, 
if practicable.  If no agreement is reached, the Village Manager shall submit a written 
answer to the employee generally within five (5) business days following the meeting.  

Step 3 is the final phase in the complaint procedure and the decision of the Manager 
shall be final and binding.  

Section 6.03  Time Limit For Filing  

No complaint shall be received or processed unless it is submitted within five (5) 
business days after the occurrence or event first giving rise to the complaint, or within 
five (5) business days after the employee complainant, through the use of reasonable 
diligence, could have become aware of the occurrence or event first giving rise to the 
alleged complaint.  For purposes of this Section, a “business day” is defined to include 
Mondays through Fridays only, excluding Village celebrated holidays.  

If a complaint is not presented within the time limits set forth above, it shall be 
considered “withdrawn and resolved.”  If a complaint is not appealed to the next step 
within the specified time limit or an agreed extension thereof, it shall be considered 
settled based on the Village’s most recent answer.  If the Village does not answer a 
complaint or an appeal thereof or hold a complaint meeting within the specified time 
limits, the aggrieved employee may elect to treat the complaint as unresolved at that 
step and immediately appeal the complaint to the next step.  The parties may, by mutual 
agreement in writing, extend any of the time limits set forth in the Village Personnel 
Policy.   

Section 6.04  Important Note/Disclaimer 

This policy is intended to provide a guideline for resolving complaints and it is not 
intended to create a procedural due process right or guarantee of any particular 
procedure where management has grounds to believe it is not appropriate or legally 
required to adhere to this policy. 
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Section 6.05  Advanced Step Complaint Filing  

Upon written mutual agreement between the complainant and the Village Manager, the 
first and/or second steps of the complaint procedure may be bypassed.  Such written 
mutual agreement shall not in any way be construed as a waiver of the time limits for 
the filing and processing of a complaint.  

Article 7.  Advanced Education and Professional 
Organizations 

Section 7.01 Tuition Reimbursement Policy 

The Village encourages employees to continue their education and improve their job 
related skills.  The Village provides a Tuition Reimbursement Program for regular full-
time employees who have successfully completed their introductory/probationary 
period.  The employee must be in good standing with the Village, meaning the 
employee must, at a minimum, meet performance expectations as verified by the 
supervisor, and have no performance or disciplinary actions pending.   

All requests for attendance at seminars, schools, or enrollment in outside formal 
educational programs for which the employee desires financial reimbursement are 
subject to the approval of the Department Head and Village Manager.  Village 
requirements for course reimbursements shall be predicated on the attainment of a 
grade of B or better (or Pass, in those instances where applicable).  All class 
attendance and class work will take place during non-work hours.  

Participation in the Tuition Reimbursement Program will be determined by availability of 
funds in the Tuition Reimbursement budget.  Qualifying tuition reimbursement shall not 
exceed the tuition and fees charged by Northern Illinois University (NIU) for the 
equivalent coursework.  Employees are not restricted to enroll in programs based on 
cost; however tuition and fees in excess of the equivalent coursework at NIU are not 
eligible for reimbursement by the Village.   

Reimbursement for degree programs is a major investment made by the Village in the 
development of a particular employee.  The course must be designed to maintain or 
improve the skills required of the employee in his/her current job assignment or they 
must be necessary to meet express requirements of the Village.  It follows that the 
employee must continue working for the Village for some period of time in order to 
qualify for this reimbursement.  Accordingly, before such a program will be approved, 
the employee must sign a written agreement to reimburse the Village 100% of the 
degree program costs paid by the Village on the employee’s behalf for any semester (or 
applicable unit) if the employee leaves Village employment within two (2) years of the 
end of the semester (or applicable unit).   

Section 7.02 Professional Organization. Membership, and Conference Policy 

7.02.1 Professional Organization Membership 
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Village Employees are encouraged to affiliate with professional organizations and 
societies for which they qualify by education or training; provided that such affiliation 
produces observable benefits for the Village.  The Village Manager reserves the right to 
limit the number of organizations to which an employee may belong.  

7.02.02 

Conference Attendance 

Employees are encouraged to attend short courses or State conferences, within the 
constraints of the applicable budget.  Application should be made to the employee’s 
Department Head for permission to attend.  The Village Manager shall review the 
request and the recommendation of the Department Head. Permission may be granted 
by the Village Manager if, in his opinion, there is sufficient benefit to both the employee 
and the Village.  

Section 7.03 Reimbursement of Expenses 

The Village shall compensate an employee in attendance at a pre-approved conference 
in the following manner: 

a) One hundred percent (100%) of registration fee.  

b) All reasonable expenses for meals. 

c) Single accommodation for room 

d) Coach fares for plane, train, or bus transportation. 

e) A millage allowance, if required. 

f) Miscellaneous expenses such as taxi, car rental, etc., if required. 

g) The Village will not compensate for expenses for spouses or additional 
guests. 

h) The Village will not reimburse an employee for costs related to the purchase 
or consumption of alcohol.  

Prior pre-approval for mileage, lodging, meals and any other expenses expected to be 
incurred must be pre-approved by department head.   
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Article 8.  Other Miscellaneous Policies 

Section 8.01  Equipment Accountability Policy 

Object:  The purpose of this document is to establish a Village Bensenville 
Equipment Accountability Policy regarding the assignment, procurement, 
use and accountability of Village provided wireless communication/Data 
Processing Equipment and to ensure the use or access such equipment is 
in compliance with the Village’s policy and consistent with Village business 
needs. 

 
Applicability:  This policy applies to all the Village Employees. 
 
Equipment: Equipment under this policy includes all data processing and 

communication devices Including all Desktop Computers, Laptop 
Computers, Surfaces, IPads, Mini IPads, Mobile Data Computers, Mobile 
Phones, Head Phones, Wireless Radios, Landline Phones, Printers, 
Mobile Printers, LCD screens, LED Screens, Projectors, Smart Boards, 
Data Storing devises, Network Cables, Switches, Mainframes, VM Wares, 
Internet Modems, Internet Mobile Jet Packs, and any other equipment 
which qualifies as data processing, data storage or data transfer devise. 
The equipment also includes all the software as well installed on the 
above listed devises. The equipment for this policy includes all the 
equipment whether they are acquired by the Village or donated to the 
Village or seized/forfeited by the Village. 

Inventory: Each department is responsible for all the equipment assigned to their 
department. Each department must maintain an Inventory for all the IT 
equipment qualifies by the definition as listed above. IT department at the 
Village of Bensenville should also maintain the master list of the 
equipment. 

Policy: The Village of Bensenville recognizes that data processing/wireless 
communications equipment and related services are an important and 
necessary tool to assist Village staff to perform their job duties. Therefore, 
the Village may provide wireless communications equipment and service 
to certain employees to assist in the proper performance of their job 
duties. This policy applies to all employees who are provided, have access 
to or otherwise use Village wireless communications. The Village Manager 
reserves the right to change this policy.  

 
1. The Village of Bensenville provides wireless communication 

equipment/data processing equipment to certain employees through 
the IT Department, as authorized by the Village Manager and 
necessary for the proper performance of job related activities.  
 

2. The IT department also has authority, under the direction of the 
Village Manager, to coordinate and arrange for such wireless 
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communications equipment and service in support of the Village’s 
business needs at the request of the employee’s Department Director.  

  
3. In considering the Department Director’s cellular equipment request, 

the Village IT Department will evaluate and determine the most cost 
effective service plan and equipment for each authorized Village 
employee.  

  
4. Only the Village Manager (or designee) is permitted to enter into an 

agreement or contract for cellular equipment or service, on behalf of 
the Village. Procurement and distribution of equipment, accessories 
and service plans shall be the responsibility of the Village IT 
Department at the request of the Department Director.  

  
5. No employee is authorized or permitted to use their own personal 

cellular equipment or other wireless communications for work related 
phone calls, text messages and/or email (unless authorized) by the 
Department Director or designee. If they should happen to do this, 
they are reminded that this usage is not reimbursable by the Village 
and the employee is solely responsible for the expense involved.  

  
6. Users must understand that any use of the Village’s wireless 

communication systems or services will not be considered or regarded 
as private communications. As such, the users should have no 
expectation of privacy with respect to any such communications. All 
wireless communications, particularly business email or text 
messages, can and will be subject periodic review to ensure 
compliance with this policy. Additionally, all such communications may 
be subject to release in response to a FOIA request, court order or 
any other statutory requirement.  

  
7. With prior approval of the Department Director, a reasonable amount 

of limited personal use of Village wireless communications is 
permitted as long as it does not interfere with the employee's job 
performance or productivity and the transaction of Village business, 
consume significant resources, give rise to any additional costs or 
interfere with the activities of other employees of the Village. However, 
it is important for all users of the Village’s cellular equipment to 
understand that ALL communications transmitted, received and/or 
stored using any of the Village’s cellular equipment is subject to being 
reviewed by the Village, regardless of the business or personal nature 
of the communication. Users should not assume that any such 
communications shall remain private and may be subject to release in 
response to a FOIA request or a court order.  
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8. The Village cannot and does not imply, extend, or guarantee any 
"right to privacy" for voice calls and or electronic communications 
placed over Village provided cellular equipment, including but not 
limited to call detail records, logs, voice mail messages, data storage, 
text messages, emails, and address books.  

  
9. Employees must return their cellular equipment to the IT department 

when no longer required for their work assignment and/or upon 
separation from the issuing department or the Village and/or in the 
event the authorization is restricted or revoked by the Department 
Director.  

  
10. All Villages issued wireless communication systems and numbers are 

the Village’s property.  
  

11. Outgoing Village employees and those returning cellular equipment 
due to a job change may not take the Village cellular equipment; 
however, with approval from the Department Director and Director of 
IT they may port the cell phone number to another carrier.  

  
12. If the Village Manager determines that the “fair market” value of 

cellular equipment is minimal; the Village Manager can authorize an 
outgoing individual to pay that amount to the Village to keep the 
Village cellular equipment. However, under no circumstances may an 
employee continue on the Village’s cellular plan, even if purchasing 
the Village cellular equipment.  

  
13. Under all circumstances, employees are required to use the Village 

provided cellular equipment in compliance with all laws and regulations. 
Employees using cellular telephones while driving are required to use a 
hands-free device or pull over to a safe location on the side of the road 
before placing or receiving a call.  

  
14. Employees using cellular equipment for text messaging while driving is 

required to pull over their vehicle to a safe location before reading or 
sending text messages. In the event of a violation of any traffic laws while 
using the Village’s equipment, the employee may lose privileges and the 
employee is solely responsible for the cost of citations involved.  The 
Village reserves the right to discipline any employee caught using 
electronic devices, including cellular equipment, in an unsafe manner 
while operating a vehicle or piece of equipment. This shall include but not 
be limited to not using hands free calling or texting while driving. 

  
15. Employees using cellular equipment will be solely responsible for the 

purchase of all the application (apps). Any expense incurred to buy an app 
by the employees for employee’s work related activities can be 
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reimbursed subject to the prior approval from the Department Director and 
the Village Manager. 

  
Damage: Reasonable care should be taken to prevent equipment loss or damage. 

On each occasion of damage or lost Village Property, the employee who 
is assigned the equipment must write a written memo (email or paper 
copy) explaining the incident of damage or loss of the property. If assigned 
equipment is lost or damaged, the same equipment or part may be 
ordered for the employee at the expense of the department upon approval 
of the Department Director along with Village Manager. However, if the 
Department Director/Village Manager determines that the equipment was 
lost or damaged due to negligence or misplacement, the employee is 
liable for the cost of repair or replacement. Lost equipment MUST be 
reported immediately to the Department Director and IT department; 
failure to do so could seriously compromise Village data security and 
could result in discipline to the employee.  

 
Confidentiality: All employees are expected to maintain the integrity of the 

sensitive, confidential and proprietary information that is stored on or is 
passed through Village information systems unless released via a legally 
permissible means, such as FOIA or court order. This definition includes 
but is not limited to:  

 
a) Personnel information including salaries, performance reviews, 

complaints, grievances, disciplinary records and medical 
records.  

b) Criminal history information, mug shot images, police 
investigation records, intelligence files, and tactical information.  

c) Names, addresses or other personal information about Village 
residents or vendors. 
 

Penalties for Violation of Copyright Laws and Policies: According to the US 
Copyright Law, illegal reproduction of software can be subject to civil damages of 
as much as $100,000 per work copied, and criminal penalties, including fines and 
imprisonment. Village employees who make, acquire or use unauthorized copies 
of computer software shall be disciplined as appropriate under the 
circumstances. Such discipline may include termination. The Village does not 
condone the illegal duplication of software.  
Village Property: All work produced for the Village by an employee, including but 
not limited to information technology, is at all times the exclusive property of the 
Village and may not be removed, copied, reproduced or sold by any employee. 
Any information or document (or copy thereof) that is provided to an employee 
during his/her employment with the Village and/or which the employee had 
access during his/her employment must be promptly returned upon request and 
in no event prior to his/her last day of employment with the Village. If you have a 
question about whether it is appropriate to retain or have access to such 
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information or document, you are required to seek written permission from the 
Village Manager (or designee) before doing so. 
Any actual or threatened violation of this policy will be strictly enforced and may 
result in appropriate legal action to protect the integrity and confidentiality of the 
information involved. 
 

Section 8.02  Credit Card Usage Policy 

Objective: The credit card policy is designed to set rules and guide lines for the 
procurement transactions to be done using the Village Credit Cards. 

A) Number of Credit Cards: 

Village will obtain 3 credit cards. One will be in possession of the Village 
Manager, one will be available in possession of the Village Manager’s Office 
staff, and one will be with the Finance Department. The Village Manager can 
authorize additional cards if needed 

 
B) Authorized Transactions: 

Village Credit Card can be used for the following transactions on behalf of the 
Village: 

a. For emergency purchases as defined in the procurement policy. 

b. To pay for the small expenses incurred in dealing with day to day 

business by village manager. 

c. To pay for the expenses on behalf of the Village where check payment 

is not practical or the vendor does not allow any other form of payment 

except credit cards. 

d. To buy goods and/or services online where check payments and/or 

purchase orders are not accepted. 

e. To pay for the expenses on behalf of the Village for the authorized and 

approved employee travel, air fare, boarding, lodging etc. 

f. For small purchases as defined in the procurement policy. 

g. The expense which is authorized by the Village Manager/Village Board 

to be paid by the Credit Card. 

 
C) Unauthorized Transactions: 

i) No Village credit card can be used for cash advances, personal 

purchases and unauthorized/unapproved purchases. 

  

ii) While using the credit card on business tour/visits at any restaurant 

or hotel, the Village credit card can never be used to pay for any 

liquor, beer or any alcoholic beverages. 

D) Proper Care 
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It is the duty of Village employee using the credit card to take proper care of 
the credit card, get receipts of all the transaction conducted thru the credit 
card and provide an accurate accounting as well as justification of the 
transaction. 

iii) All the credit card transactions must be reported on the warrant at 

its earliest. 

iv) Any rewards, gifts or point benefits out of the credit card usage 

should only be received by the Village and should never be cashed 

by any employee of the Village. The reward points/mileage earned 

can be used to offset the cost of any official travel/tour for the 

benefit of the Village only. 

v) Village is exempt from all kind of sales tax and employee should 

make sure to keep sales tax exemption form while conducting 

transactions and should make sure that sales tax is not charged on 

any of the purchases. 

vi) Under no circumstance, any village employee should store the 

credit card number on any piece of paper, email or other electronic 

form. 

 

Section 8.03  Travel and Business Expense Policies and Procedure 

 

Section 1. Purpose 

 

The purpose of the Village of Bensenville Travel and Business Expense Policies and 

Procedures (“Expense Policy”) is to effectively regulate reimbursement of all travel, meal and 

lodging expenses of Village of Bensenville’s Officials and employees.  The Expense Policy is 

established pursuant to the Local Government Travel Expense Control Act, Public Act 99-604.  

Each Public Official and Employee is responsible for assuring that expenditures are prudent and 

necessary to effectively fulfill their duties to the Village of Bensenville. 

 

Section 2.  Applicability/Effective Date 

 

This Expense Policy shall apply to all the Employees of the Village of Bensenville. 

 

 

Section 3. Definitions 

 

“Act” is the Local Government Travel Expense Control Act, Public Act 99-604. 

 

“Authorized Individual” shall mean a Employee, whether elected, appointed or 

employed, who is authorized to incur travel and travel related or business expenses in the 

performance of his or her duties. 
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“Entertainment” includes, but is not limited to shows, amusements, theaters, circuses, 

sporting events, or any other place of public or private entertainment or amusement, unless 

ancillary to the purpose or program or event. 

 

“Public Entity” is the Village of Bensenville. 

 

“Travel” means any expenditure directly incident to official travel by Employees and 

Officers of the Village of Bensenville, involving reimbursement to travelers or direct payment to 

private agencies providing transportation or related services. 

 

Section 4. Authority to Incur Travel and/or Business Expenses 

 

A. The Village of Bensenville hereby recognizes that certain travel and business 

expenses are necessary and proper for the efficient conduct of public business.  Such travel and  

business expenses are properly incurred for performing mandated, job-required duties (such as 

investigating usefulness of equipment or services to a particular government requirement) and/or 

are related to attendance at schooling, conferences, seminars, meetings and workshops, where 

such attendance is necessary for continuing education, or is deemed worthwhile for reasons 

including but not limited to, networking, marketing and/or facilitating the duties of the office or 

business of the Village of Bensenville. 

 

B. The Village of Bensenville through its budget system, shall maintain control of 

travel and business expenses for Officials and Employees, which shall provide for the efficient 

and economical conduct of official business. 

 

C. Prior authorization for travel planned by an Employee during a budget year shall 

be obtained as part of the approved budget for each department.  All travel and business 

expenses by an Employee must be authorized by the Village Manager. 

 

D. If a member of the [elected or appointed board] finds it necessary to incur travel 

and/or business expenses, and when the expenses are within the intent of the annual adopted 

budget, the expenditures are authorized.   

 

E. Summary reports of travel to conferences, conventions, seminars and/or meetings 

may be reported, if required, to the Village Board or Department Head. 

 

Section 5. Allowable Expenses 

 

A. Travel and/or business expenses shall be limited to those expenses necessarily 

incurred by the Official/Employee in the performance of duties related to the functions and 

responsibilities of the Official/Employee.   

 

Without securing additional approval of Village Board, the maximum allowable expense 

to be incurred by any Official or Employee in any budget year shall be as follows: 

 

Travel:  $2,000     Business Expense: $2,000   
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B. Business expenses shall apply to those expenditures which are incurred in the 

performance of a public purpose, including attending meetings with government officials, 

seminars and training programs, pick-up and delivery of parts and/or equipment, community 

programs and any other related purposes. 

 

Section 6. Funding 

 

A. All travel requires prior authorization. 

 

B. Except as hereinafter set forth, all travel requires the completion and submittal to 

[name the office] of the Expense Request Form, as attached hereto and incorporated herein as 

Exhibit 1.  All expenses incurred for which reimbursement is sought must be accompanied by the 

original receipt for such expenditures. 

 

C. Travel advances may be issued to an Authorized Individual prior to departure on 

an authorized trip.  The advance payment will be predicated on the amount estimated as set forth 

in the Expense Request Form, attached hereto as Exhibit 1.  All travel reservations for a common 

carrier must be made by [name of officer] or his/her authorized representative.  If common 

carrier tickets are necessary, issuance of such tickets shall be made only upon receipt of the 

Expense Form, with proper approval signatures.   If an authorized travel advance is less than the 

approved actual expense, the difference will be paid to the Authorized Individual following 

travel, and upon proper receipts being provided.  If the travel advance is greater than the actual 

or allowed travel expense, then the difference shall be reimbursed to the Village of Bensenville 

within thirty (30) days after return of the Authorized Individual.   

 

D. All Authorized Individuals are required to ensure that vendors are made aware of 

and provided with the Village of Bensenville tax exemption information whenever applicable. 

  

Section 7. Expense Request Form 

 

The [name of office] shall provide an Expense Request Form, attached hereto as Exhibit 

1, to be used by each Authorized Individual for travel requests, expenses and reimbursements 

and mileage allowances, for use for all expenditures and reimbursements sought in an amount 

more than Twenty and 00/100 Dollars ($20.00).   

 

No Expense Request Form shall be required to be submitted for expenses, in connection 

with travel, that are billed directly to the Village of Bensenville.  

 

The [name of individual] shall cause requests for travel expense and reimbursement to be 

verified before payment is made therefore. 

 

Section 8. Meal Allowances and Accommodations 

 

A.  Meals 
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For the purpose of reimbursements, the allowances for meals shall be based on the 

schedule set forth by the Internal Revenue Service for all cities within the continental United 

States.    

 

If meals are provided as a part of the registration fee for the authorized travel, no 

additional meal allowances will be paid or reimbursed. 

 

Meals for guests, which are paid for by the Authorized Individual as part of appropriate 

conduct of public business, shall be deemed a legitimate expenditure for the Village of 

Bensenville Officers and Employees, and reimbursement may properly be sought therefore.  In 

such circumstances, the guest’s meal is not subject to authorized Internal Revenue Service 

allowances. 

 

 

 

  

 

 B. Accommodations 

 

Hotel or accommodations allowances will be made when travel extends overnight and 

requires lodging, at the single occupancy rate (unless an Authorized Individual determines to 

share accommodation with another Authorized Individual).  An Authorized Individual taking a 

guest shall pay any cost differences for double occupancy.  The Government Room Rate shall be 

sought in all circumstances, unless not available.  Room service, and additional room expenses 

(movie rental, valet, minibar, etc.) will not be paid and/or reimbursed. 

 

 E. Exclusions 

 

1. Alcoholic beverages are excluded from reimbursement for any meal and/or 

accommodation. 

 

2. Expenses related to entertainment are excluded from reimbursement, unless such 

entertainment is ancillary to the purpose or program or event.  For example, “ancillary” means 

those entertainment events which are included in the registration cost of a convention or seminar. 

 

 F. Exceptions 

 

Any exceptions to this Policy must be granted in writing by the [name of official]. 

 

Section 9. Transportation 

 

A. All travel must be on a convenient and mainly traveled route.  If an Authorized 

Individual travels by an indirect route for his/her convenience, any extra costs shall be borne by 

the Authorized Individual. Air travel shall be at the coach fare.   
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B. If a privately owned automobile is used for travel, the Authorized Individual shall 

be entitled to a mileage reimbursement at a cents-per-mile rate equal to the Internal Revenue 

Service allowable rate then in effect.  When two of more Officers or Employees are attending the 

same travel related event, carpooling should be practiced whenever possible.  The actual 

speedometer reading from Village of Bensenville to the destination and return to the Village of 

Bensenville shall be used for mileage calculation purposes.  

 

C. Transportation by common carrier which has not been prepaid, and for which the 

Authorized Individual seeks reimbursement, must be substantiated by the original receipt from 

the common carrier. 

 

D. Transportation by charter vehicle may be authorized when deemed to be the most 

economical method of travel considering the nature of the business, the number of people 

making the trip and the most efficient and economical means of travel. 

 

 

 

 

 

Section 10. Reimbursable Incidental Expenses 

 

An Authorized Individual may be reimbursed for incidental travel expenses incurred 

during the course of travel.  Such incidental travel expenses include, but are not limited to, the 

following: 

 

1. Registration fees, convention, conference, seminars and/or training fees. 

2. Taxi/Rideshare, and airport or hotel limousine fares. 

3. Car rentals. 

4. Storage or baggage fees. 

5. Tolls. 

6. Parking fees. 

7. Telephone and facsimile charges relating to official business. 

8. Tips for parking attendants and baggage handling. 

9.  Public Transportation. 

 

Any miscellaneous expense over $20.00 for which reimbursement is being sought shall be 

accompanied by receipt. 

 

Section 11.  Emergencies 
 

 In the event of an emergency necessitating travel or the incurrence of a business expense, 

the requirements of this Expense Policy shall be waived prior to travel or incurring the expense.  

However, within thirty (30) days of any emergency expenditure, the Expense Request Form shall 

be completed and filed with the appropriate office for reimbursement and to document the 

emergency.  Report of any emergency expenditure shall be provided to the Corporate Authorities 

in an open meeting. 
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Section 12.  Credit Card 

 

A Credit Card may be used by the Authorized Individual for the conduct of public 

business, in regard to charging and payment of travel and/or business expenses that cannot be 

conveniently paid for by other means. 

 

Use of an authorized Credit Card must be in accordance with the policy enacted for same 

by the Village of Bensenville.   

 

 Section 13. Auditing 

 

All Expense Request Forms shall be submitted to the [official/office] no later than thirty 

(30) days before travel or the business expense is expected to be incurred for estimated expenses, 

or within thirty (30) days after the travel or business expense has been incurred for auditing by 

[official/office]. 

 

 

Section 14. Official Documents 

 

In compliance with the Act, all documents and information submitted in regard to travel 

and/or business expenses in accordance with these Policies and Procedures are declared to be 

“public records” and subject to disclosure under the Illinois Freedom of Information Act, 5 ILCS 

140/1 et seq.  

 

Section 15. Fraudulent Claims 

 

Claims submitted pursuant to these Policies and Procedures must be signed by the 

Authorized Individual, which signature shall serve as verification of the true and correct nature 

of the funds being sought therein.  Any individual who makes or aids in the making of a false or 

fraudulent claim shall be guilty of a violation against the Village of Bensenville and, if found 

guilty of same, shall be punished as provided in the Village of Bensenville Personnel Rules and 

Regulations.  In addition, any individual who receives an advance or reimbursement by use of a 

false claim, shall be liable for repayment of the amount. 

 

Section 16. Supersede/Conflict in Policies and/or Procedures 
 

These Policies and Procedures supersede any other policy or procedure currently in effect 

to the extent such policy or procedure is in conflict with that provided herein. 
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ACKNOWLEDGEMENT  

I, ________________________ hereby acknowledge that I have received the 

Village of Bensenville  Unlawful Harassment, ADA and other Anti-Discrimination and 

Anti-Harassment Policies  and that I have read and fully understand its/their contents.  I 

also agree and accept responsibility to obtain and review copies of any amendments to 

such Policies.    

I understand that it is my right and sometimes my obligation to report any incident 

of a violation of any of these policies so that the matter can be promptly investigated 

and remedied if appropriate.  I was notified that no retaliation will be taken or tolerated 

against me for reporting a possible violation or participating in a complaint investigation. 

Signed: ______________________________ 

 

Date: ________________________________ 
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RECEIPT OF PERSONNEL EMPLOYEE HANDBOOK 

 
I have received a copy of the Village of Bensenville Employee handbook.  I 

understand that the Employee Manual contains a summary of some benefits and 
policies and that the Village reserves the right to change, modify or delete rules, policies 
and benefits contained in the Employee Manual.  I agree to abide by the rules and 
regulations contained in the Employee Manual and with any revisions made thereafter.  
I also understand that any delay or failure by the Village to enforce any Village Policy or 
rule will not constitute a waiver of the Village's right to do so in the future. 

I understand that neither this Employee handbook nor any other communication 
by a management representative, whether oral or written, is intended in any way to 
create a contract of employment.  Since employment with the Village of Bensenville is 
voluntarily entered into, I am free to resign at any time.  Similarly, the Village of 
Bensenville may terminate the employment relationship whenever it believes it is 
appropriate.  In the event of a conflict between this Manual and a specific provision of 
the collective bargaining agreement, the collective bargaining agreement will govern. 

 I am aware that the Village has the right and responsibility to take reasonable steps 
to inspect and review any items, materials or communications that are made with Village 
equipment or on Village time.  Therefore, I acknowledge that I have no expectation with 
respect to the privacy of such communications.   Finally, I acknowledge and understand 
that nothing in this Manual or this Receipt is intended to diminish my rights to engage in 
free speech or other forms of communication that are protected by law, including the right 
to engage in lawful protected or concerted activity under the Illinois State Labor Relations 
Act. 
 
 
                                                    
Date      Signature 
 
 
 
[Return to the Director of Human Resources and Copy in Employee Personnel File] 

 

 

 



TYPE:
Resolution

SUBMITTED BY:
S. Viger

DEPARTMENT:
Community & Economic
Development

DATE:
02.13.18

DESCRIPTION:
Resolution Supporting the Granting of a Cook County Class 6(b) Real Estate Tax Incentive for Certain
Property Commonly Known as 1055 Sesame Street, 491 and 495 Podlin Drive

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:
 Financially Sound Village  Enrich the lives of Residents
 Quality Customer Oriented Services X Major Business/Corporate Center
 Safe and Beautiful Village  Vibrant Major Corridors

COMMITTEE ACTION:
N/A

DATE:
N/A

BACKGROUND:
1. Dayton Street Partners (DSP) proposes to

1. redevelop 1055 Sesame by demolition an older industrial building
1. assemble the site with the vacant property to the north (491-495 Podlin Drive)

2. construct a new state of the art 116,000 square foot "spec" industrial building.
2. The property is located in the relatively small portion of our industrial base that lies within Cook County.
3. Cook County industrial property is at a disadvantage to their competitors in Bensenville located in

DuPage County based on the property tax structures between the two Counties.
4. Cook County instituted a Property Tax Incentive (Class 6b) to level the Property Tax "playing field" for

these industrial properties.

KEY ISSUES:
1. The Class 6b Incentive lowers the assessment level from 25% to 10% for ten years, 15% for one year

and then 20% for one year.
2. In the thirteenth year the property's assessment level reverts to the standard  25%
3. This type of new industrial development would not be possible but for the Class 6b incentive.
4. DSP estimates over 100 constructions jobs and approximately 100 permanent full time jobs upon

completion.
5. Acquisition cost for the property is $5M and the estimated construction cost exceed $6M.

ALTERNATIVES:
Discretion of the Board.

RECOMMENDATION:
Staff is supportive of the Class 6b request and respectfully recommends approval of the Resolution.

BUDGET IMPACT:
1. DSP states that the increase in Property Taxes in comparison to the status quo is in excess of

 $890,000 over the course of the Class 6(b).
 
 

ACTION REQUIRED:
Approval of the Resolution granting the Cook County Class 6(b) Real Estate Tax Incentive for certain property



Commonly Known as 1055 Sesame Street, 491 and 495 Podlin Drive.

ATTACHMENTS:
Description Upload Date Type
Aerial and Zoning Map 2/7/2018 Backup Material
Dayton Street Partners request, application and supporting materials 2/7/2018 Backup Material
Agreement 2/13/2018 Cover Memo
Resolution 2/12/2018 Cover Memo
Exhibit A- Legal Descriptions 2/12/2018 Cover Memo



CDC#2018 – 02                                                       1055 Sesame Street/491 Podlin Drive 
DSP Acquisitions 

Variation; Truck Dock Width 
Plat of Consolidation and Site Plan Review 
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THIS DOCUMENT WAS 

PREPARED BY AND AFTER 
RECORDING RETURN TO: 

 

 

 

 

PROPERTY TAX ASSESSMENT CLASSIFICATION AGREEMENT BETWEEN 

THE VILLAGE OF BENSENVILLE AND DSP ACQUISITIONS, LLC 

(1055 SESAME STREET) 

 

 THIS PROPERTY TAX ASSESSMENT CLASSIFICATION AGREEMENT 
(“Agreement”) is made this ____ day of February, 2018 (“Execution Date”), by and between 

the Village of Bensenville, an Illinois municipal corporation (“Village”), and DSP Acquisitions, 

LLC, an Illinois limited liability corporation (“Owner”). 

 

RECITALS 

 

 WHEREAS, the President and Board of Commissioners of the County of Cook have 

prior hereto enacted an ordinance known as the Cook County Real Property Assessment 

Classification Ordinance, as amended from time to time (“Classification Ordinance”), which 

provides for a tax assessment incentive classification designed to encourage industrial 

development throughout Cook County by offering a real estate tax incentive for the development 

of new industrial facilities, the rehabilitation of existing industrial structures and the utilization of 

abandoned industrial buildings in order to create employment opportunities and expand the tax 

base; and 

 

WHEREAS, the Owner is the owner of real property generally located at 491 Podlin 

Drive, 495 Podlin Drive and 1055 Sesame Street, Bensenville, Illinois, and as legally described 

on Exhibit A (“Property”); and 

 

 WHEREAS, Owner petitioned the Village for a resolution of support and consent for a 

Cook County Class 6B Real Estate Tax Assessment Classification, as said term is defined in the 

Classification Ordinance, (“Cook County Class 6B Real Estate Tax Assessment 

Classification”) for the Property with said resolution stating that the Cook County Class 6B Real 

Estate Tax Assessment Classification is necessary for development to occur on the Property; and  

 

 WHEREAS, the adoption of a resolution by the Village is required and must be filed by 

Owner with the County of Cook application in order for the Property to secure said Cook County 

Class 6B Tax Real Estate Assessment Classification; and 

 

 WHEREAS, Owner shall develop the Property with an approximately 116,294 square 

foot Class A industrial building that will contain up to 24 exterior docks and 2 drive-in doors as 

well as an approximately 106 car parking lot (the “Building”) in compliance with all Village 

ordinances, regulations, codes, orders or laws, as depicted on Exhibit B (the “Site Plan”) and at a 

total estimated cost over $6,000,000.00 (the “Project”); and 
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WHEREAS, without the Cook County Class 6B Tax Real Estate Assessment 

Classification for the Property, the Project would not reasonably be anticipated to proceed; and 

 

WHEREAS, although the speculative nature of the Project, Owner has additionally 

provided a good faith estimate to the Village that lessees of the Project will employ 

approximately 50 full-time employees at the Property; and 

 

WHEREAS, in order to induce the Village to adopt the aforesaid resolution, Owner and 

Village desire to enter into this Agreement and to be bound by terms and conditions as more 

particularly set forth herein.  

 

 NOW, THEREFORE, in consideration of the mutual covenants herein contained and 

other good and valuable considerations, the sufficiency of which is hereby acknowledged, 

Village and Owner agree as follows: 

 

Section 1.  Incorporation.  The representation and recitations hereinabove set forth in 

the recitals are hereby incorporated into this Agreement as if fully stated herein. 

 

Section 2. Term of Agreement.  The term of this Agreement and the obligations of 

Village and Owner hereunder shall commence upon the Execution Date and shall expire upon 

the expiration of the Cook County Class 6B Real Estate Tax Assessment Classification for the 

Property or the termination of this Agreement pursuant to Section 6 hereof, whichever occurs 

first (“Term”).  

 

Section 3.  Covenants of the Village.  In return for the representations and covenants of 

the Owner, all as contained herein, the Village covenants with and to the Owner as follows: 

 

a. Village shall approve a resolution setting forth its consent and support of 

Owner’s activation of the Cook County Class 6B Tax Real Estate Assessment 

Classification for the Property, which will take effect upon execution of this 

Agreement (the “Resolution”), a copy of which is attached hereto, as Exhibit 

C.  During the Term and except as provided herein, the Village shall not take 

any action to revoke, rescind or otherwise dispute the Cook County Class 6B 

Tax Real Estate Assessment Classification for the Property. 

 

b. Village shall have no obligation to issue the Resolution to Owner until Owner 

has caused this Agreement to be recorded as contemplated under Section 8(f) 

herein. 

 

Section 4.  Covenants of the Owner.  In return for the representations and covenants of 

the Village, all as contained herein, the Owner, and its successors or assigns, covenants with and 

to the Village as follows: 

 

a. Owner shall pay or cause to be paid when due all real estate property taxes 

relating to the Property or the operations on the Property, which are assessed or 

imposed upon the Property, or which become due and payable.  Owner shall have 
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the right to challenge real estate property taxes applicable to the Property; 

provided, that such real estate property taxes must be paid in full when due. The 

Owner may appeal the real estate tax assessment/valuation of the Property under 

the following circumstances: 

 

1. A factual error in the Property’s assessed value or records by the 

Cook County Assessor; 

 

2. Vacancy of twenty-five percent (25%) or greater during a 

particular assessment year; 

 

3. The Owner may file a real estate tax assessment/valuation appeal 

from such time as the purchaser first takes title to the Property 

through and including the final level of appeal for the year in 

which the Property is first fully assessed as fully occupied and the 

Cook County Class 6B Tax Real Estate Assessment Classification 

for the Property is activated. 

 

4.  During a “Real Estate Downturn,” which is defined as any 

assessment year during which the total current cumulative assessed 

value of at least 4 comparable Class-A industrial properties 

(including such characteristics as comparable ages and physical 

features) located in Elk Grove Village, Rosemont, Des Plaines, 

Mount Prospect, Bensenville, Itasca or Wood Dale (the “Current 

Cumulative Comparables’ Assessed Value”), has decreased (or is 

likely to decrease as a result of appeals/refunds for a particular 

year) by an amount that is ten percent (10%) or more when 

compared to the foregoing comparable properties’ total cumulative 

assessed value in the year in which the Property’s Cook County 

Class 6B Tax Real Estate Assessment Classification was activated 

(the “Initial Cumulative Comparables’ Assessed Value”). Nothing 

contained herein shall prohibit the Owner from appealing and 

reducing the Property’s assessed value by a percentage that 

exceeds the percentage decrease in the Current Cumulative 

Comparables’ Assessed Value as compared to the Initial 

Cumulative Comparables’ Assessed Value during such time. 

    

5.  The Owner may file a real estate tax assessment/valuation appeal 

if in a particular assessment year, the market value or assessed 

value of 4 comparable Class-A Industrial properties (including 

such characteristics as comparable ages and physical features) 

located in Elk Grove Village, Rosemont, Des Plaines, Mount 

Prospect, Bensenville, Itasca or Wood Dale on a building area per 

square foot basis indicates that the Subject Property’s market value 

or assessed value on a building area per square foot basis is 10% or 

more overvalued (i.e., the value of the comparable properties 



 

 

 

 4 

indicate an assessment reduction of 10% or more in the Property’s 

assessed value is warranted).  Nothing contained herein shall 

prohibit the owner from appealing and reducing the Subject 

Property’s assessed value by a percentage that exceeds such 10% 

threshold.  

 

b. Owner shall develop the Property and cause the Project to be constructed in a 

first class manner and substantially in accordance with this Agreement, the 

Site Plan, and any and all federal, state and local laws, ordinances, rules, 

regulations, orders, codes and ordinances applicable to the Property, the 

Project and/or the Owner. 

 

c. SPECIAL SERVICE AREA: Owner has been advised of, and covenants and 

agrees, subject to the limitation below, to waive any and all rights to object to 

or oppose the inclusion of Property Index Numbers (PINs) 12-19-100-115-

0000 and 12-19-100-116-0000 in the proposed special service area under the 

Village’s Strategic Plan, and the Village agrees that Property Index Number 

12-19-100-091-0000 shall not be included in the proposed special service area 

under the Village’s Strategic Plan.  Owner reserves its right to object to the 

establishment of the special service area only in the event the proposed special 

service area (a) includes public improvements other than the improvement and 

maintenance of Podlin Drive; and (b) does not include all commonly owned 

lots adjacent to Podlin Drive south of Franklin Street. 

 

 Section 5. Event of Default. 

 

a. The following shall constitute an event of default (“Event of Default”) by the 

Owner hereunder: 
  

i. The failure of the Owner to perform, keep or observe any of the 

covenants, conditions, promises, agreements or obligations of the Owner 

under this Agreement; 

 

ii. The making or furnishing by the Owner to the Village of any 

representation, warranty, certificate, or report within or in connection with 

this Agreement or any related agreement which is untrue or misleading in 

any material respect; 

 

iii. The filing by Owner of any petitions or proceedings under applicable state 

or federal bankruptcy or insolvency law or statute which petition or 

proceeding has not been dismissed or stayed; 

 

iv. The initiation against Owner by any creditor of an involuntary petition or 

proceeding under any state or federal bankruptcy or insolvency law or 

statute, which petition or proceeding is not dismissed or stayed within 

forty-five (45) days after the date of filing; and 
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v. The violation or breach by Owner of any law, statute, rule or regulation of 

a governmental or administrative entity relating to the operation of the 

Property.  

 

b. The following shall constitute an Event of Default by the Village hereunder: 

 

i. The failure of the Village to perform, keep or observe any of the 

covenants, conditions, promises, agreements or obligations of the Village 

under this Agreement. 

 

Section 6. Remedies.  Except as otherwise set forth herein, upon an Event of Default by 

either party, or any successor, the defaulting or breaching party (or successor) shall, upon written 

notice from the other party specifying such default or breach, proceed immediately to cure or 

remedy such default or breach, and shall, in any event, within thirty (30) days after receipt of 

notice, cure or remedy such default or breach (“Cure Period”).  Provided if Owner commences 

to cure such breach and is diligently and in good faith attempting to cure such breach, the Cure 

Period shall be extended for one (1) additional ninety (90) day period. In case the Event of 

Default shall not be cured or remedied prior to the end of the Cure Period, the remedy to the 

aggrieved party shall, in addition to any other remedies provided for in this Agreement, be as set 

forth below: 

 

a. In the Event of Default by the Owner, and after the expiration of all applicable 

cure periods, the Village shall have the following rights and remedies:  

 

i. Village shall have the following rights and remedies, in addition to any 

other remedies provided in this Agreement: (A) to terminate this 

Agreement and the Cook County Class 6B Real Estate Tax Assessment 

Classification on the Property; and (B) to pursue and secure, in any court 

of competent jurisdiction by any action or proceeding at law or in equity, 

any available remedy, including but not limited to injunctive relief or the 

specific performance of the obligations contained herein.  

Notwithstanding the foregoing and absent fraud by the Owner, the 

Village shall not have the right to recover any property tax savings the 

Owner received as a result of the Cook County Class 6B Real Estate Tax 

Assessment Classification on the Property for property tax years 

occurring prior to the Event of Default. 

 

ii. Within five (5) business days of written demand from Village (the 

“Demand Notice”), Owner covenants that it shall file all requisite 

documentation with the Cook County Assessor’s Office relinquishing 

and/or voiding the Cook County Class 6B Real Estate Tax Assessment 

Classification for the Property and shall concurrently provide the Village 

with written notice of relinquishment together with all relevant 

documentation.  Owner’s covenants and obligations under this Section 6 

shall survive the termination or expiration of the Agreement.  If Owner 
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fails to comply with any written demand provided pursuant to this Section 

6(a)(ii), Village, in addition to any and all other remedies, shall have the 

right to secure the specific performance of the obligation hereunder, and 

the right to recover the aggregate of any property tax savings the Owner 

received as a result of the Cook County Class 6B Real Estate Tax 

Assessment Classification on the Property occurring after the issuance of 

the Demand Notice. 
 

b. Upon the occurrence of an Event of Default by the Village, and after the 

expiration of all applicable cure periods, the Owner shall have the following 

as its sole and exclusive rights and remedies: (i) to pursue and secure, in any 

court of competent jurisdiction by any action or proceeding at law or in 

equity, injunctive relief or the specific performance of the obligations 

contained herein.  

 

c. Unless otherwise provided, the rights and remedies provided by this 

Agreement are cumulative and the use of any one right or remedy by any 

party shall not preclude or waive the right to use any other remedy. 

 

Section 7.  Assignment.   

 

 As long as there exists no uncured Event of Default, Owner shall be permitted to sell, 

assign, transfer or otherwise dispose of its interests under this Agreement and its interests in the 

Property. Prior to exercising rights hereunder, any such proposed transferee or assignee under 

this Section shall expressly assume all of the obligations of Owner under this Agreement and 

shall agree to be subject to all the conditions and restrictions to which Owner is subject. Any 

assignment or transfer in violation of this Section shall not relieve Owner or any other party from 

any obligations under this Agreement, and any such transferee or assignee shall not be entitled to 

the rights and benefits provided for herein. Prior to Owner exercising any right hereunder, Owner 

may request in writing from the Village a letter certifying that this Agreement is in full force and 

effect and specifying that the Owner is not in default of any term, provision or condition of this 

Agreement. If Owner is in default of this Agreement, Village shall specify the claimed default 

and any applicable notice and cure provision. Village shall provide such letter to the Owner and 

the name and address of any proposed transferee or assignee specified by Owner no later than ten 

(10) business days after receipt of such request. 

 

Section 8. Miscellaneous.  
 

a. Each party shall, at the request of the other, execute and/or deliver any further 

documents and do all acts as each party may reasonably require to carry-out 

the intent and meaning of this Agreement. 

 

b. No waiver of any term or condition of this Agreement shall be binding or 

effective for any purpose unless expressed in writing and signed by the party 

making the waiver, and then shall be effective only in the specific instances 

and for the purpose given. 
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c. This Agreement represents the entire Agreement between the Village and the 

Owner.  No amendment, waiver or modification of any term or condition of 

this Agreement shall be binding or effective for any purpose unless expressed 

in writing and adopted by each of the parties as required by law. 

 

d. If any section, sub-section, sentence, clause or phrase of this Agreement is for 

any reason held to be invalid, such decisions or decisions shall not affect the 

validity of the remaining portions of the Agreement. 

 

e. Each party warrants to the other that it is authorized to execute, deliver and 

perform this Agreement and agrees not to raise lack of such authority in any 

action brought by any party or any third party to this Agreement.   

 

f. All rights, title and privileges herein granted, including all benefits and 

burdens, shall run with the land and shall be binding upon and inure to the 

benefit of the Owner and the Village and, hereto, their respective grantees, 

successors, assigns and legal representatives.  A copy of this Agreement shall 

be recorded against the Property at Owner’s sole expense. 

 

g. This Agreement shall be construed in accordance with and governed by the 

laws of the State of Illinois. 

 

h. Each party irrevocably agrees that all judicial actions or proceedings in any 

way, manner or respect, arising out of or from or related to this Agreement 

shall be litigated only in courts having sites within the County of Cook, 

Illinois and appeal courts within the State of Illinois.  Each party hereby 

consents to the jurisdiction of any local or state court located within the 

County of Cook, Illinois and hereby waives any objections each party may 

have based on improper venue or forum non conveniens to the conduct of any 

proceeding instituted hereunder. 

 

i. This Agreement may be executed in any number of counterparts, each of 

which shall, for all purposes, be deemed to be an original, and all such 

counterparts shall together constitute one and the same instrument.  

 

j. In the event any legal proceeding is commenced for the purpose of 

interpreting, construing, enforcing or claiming under this Agreement, the 

parties shall be responsible for their own attorney’s fees and costs in such 

proceeding or any appeal therefrom. 

 

Section 8.  Notice.   

 

a. Unless otherwise specified, any notice, demand or request required hereunder 

shall be given in writing at the addresses set forth below by overnight courier; 

and such notice shall be effective upon receipt: 
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  If to Village:   Village of Bensenville 

    12 South Center Street 

    Bensenville, Illinois 6060106 

    Attention:  Village Manager 

 

  If to Owner:    DSP Acquisitions, LLC 

     350 West Hubbard Street, Suite 222 

     Chicago, Illinois 60654 

     Attention: Howard Wedren 

 

b. For all purposes of this Agreement, a “business day” shall refer to all 

Mondays, Tuesdays, Wednesdays, Thursdays and Fridays with the exception 

of United States and State of Illinois legal holidays. 

 

[EXECUTION PAGE FOLLOWS]
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IN WITNESS WHEREOF, the parties have executed this Agreement the day and year 

first hereinabove written. 

      VILLAGE: 

 

      VILLAGE OF BENSENVILLE, an Illinois 

municipal corporation 
 

 

      ______________________________________ 

      Village President 

       

      ATTEST: 
 

       

      ______________________________________  

      Village Clerk 
 

 

 

      OWNER: 
 

      DSP ACQUISITIONS, an Illinois limited liability 

corporation  

 

        

      By: ________________________________ 

 

      

      Its: _________________________________  

       

       

      ATTEST: 

 

        

      By: _________________________________ 

 

        

      Its: ____________________________________ 
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EXHIBIT A 

 

Legal Description 

(see attached) 

 

PINs 

 

12-19-100-115-0000 

12-19-100-016-0000 

12-19-100-091-0000 
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EXHIBIT B 

 

Site Plan 

(see attached) 
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EXHIBIT C 

 

Resolution 

(see attached) 

 

 



RESOLUTION NO.___ 

 

A RESOLUTION SUPPORTING A CLASS 6B REAL ESTATE TAX ASSESSMENT 

APPLICATION BY DSP ACQUISITIONS LLC FOR NEW CONSTRUCTION OF AN 

INDUSTRIAL FACILITY GENERALLY LOCATED AT 1055 SESAME STREET, 

VILLAGE OF BENSENVILLE, COOK COUNTY, ILLINOIS 

                                                                                                                                                                

 

WHEREAS, the Village of Bensenville, DuPage and Cook Counties, Illinois (the 

“Village”) is a duly organized and existing municipal corporation created under the provisions of 

the laws of the State of Illinois and under the provisions of the Illinois Municipal Code, as from 

time to time supplemented and amended; and 

 WHEREAS, the President and Board of Commissioners of the County of Cook have 

enacted an ordinance known as the Cook County Real Property Assessment Classification 

Ordinance, as amended from time to time (the “Classification Ordinance”), which provides for a 

tax assessment incentive classification designed to encourage industrial development throughout 

Cook County by offering a real estate tax incentive for the development of new industrial 

facilities, the rehabilitation of existing industrial structures and the utilization of abandoned 

industrial buildings in order to create employment opportunities and expand the tax base; and 

 WHEREAS, DSP Acquisitions, LLC (the “Applicant”) purchased for value certain 

parcels of industrial property commonly known as 491 Poldin Drive, 495 Poldin Drive and 1055 

Sesame Street, Bensenville, Illinois, and hereinafter legally described on Exhibit A, a copy of 

which is attached hereto and made a part hereof (the “Property”); and 

 WHEREAS, Applicant intends to construct an approximately 116,294 square foot Class 

A industrial building that will contain up to 24 exterior docks and 2 drive-in doors as well as an 

approximately 106 car parking lot on the Property, the viability of such being dependent on the 

granting of a Class 6B Tax Assessment Classification, as said term is defined in the 
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Classification Ordinance (the “Class 6B Tax Assessment Classification”); and 

 WHEREAS, Applicant has requested that the President and Board of Trustees of the 

Village of Bensenville (the “Corporate Authorities”) support and consent to the filing of its 

application for a Cook County Class 6B Real Estate Tax Assessment Classification for the 

Property, as said term is defined in the Classification Ordinance (the “Class 6B Tax Assessment 

Classification”); and 

 WHEREAS, the adoption of a resolution by the Corporate Authorities is required and 

must be filed by Applicant with its application in order for the Property to obtain a Class 6B Tax 

Assessment Classification; and 

 WHEREAS, the Corporate Authorities find that the redevelopment contemplated for the 

Property will serve the residents of the Village and that without the Class 6B Tax Assessment 

Classification for the Property it will remain vacant and abandoned and exasperate blight in the 

area surrounding the Property; and  

 WHEREAS, to ensure the ongoing viability of the industrial base of the Village, the 

continuation and expansion of employment opportunities in the Village and to safeguard and 

further diversify the tax base of the Village, the Corporate Authorities have determined that it is 

necessary and in the best interests of the Village to approve the application by Applicant for a 

Class 6B Real Estate Tax Assessment Classification for the Property. 

NOW, THEREFORE, BE IT RESOLVED by the President and Board of Trustees of 

the Village of Bensenville, DuPage and Cook Counties, Illinois, as follows: 

Section 1. That the above recitals and legislative findings are found to be true and 

correct and are hereby incorporated herein and made a part hereof, as if fully set forth in their 

entirety. 
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 Section 2. Subject to the conditions set forth in Section 4, the Corporate Authorities 

support and consent to the filing of an application for a Cook County 6B Tax Assessment 

Classification for the Property, which is legally described on Exhibit A, and find that without a 

Class 6B Tax Assessment Classification, the Property will remain vacant and underutilized, 

which will not only hinder further development efforts in the area surrounding the Property but 

will thwart the efforts of Applicant to undertake its proposed development within the Village. 

 Section 3. The Corporate Authorities further find that the granting of the Class 6B 

Tax Assessment Classification is necessary for the industrial development to remain viable on 

the Property, which is the subject of this Resolution. 

Section 4. That it is in the best interest of the Village to enter into the Property Tax 

Assessment Classification Agreement, a copy of which is attached hereto and made a part hereof 

as Exhibit B (the “Agreement”); and that the Agreement is hereby authorized and approved, with 

such necessary non-material changes as determined by the Village President, with said changes 

and revisions therein contained being approved by execution and delivery of such Agreement by 

the Village President. The officials and officers of the Village are further hereby authorized to 

undertake actions on the part of the Village as contained in the Agreement to complete 

satisfaction of the provisions, terms or conditions stated therein. 

Section 5.  If any section, paragraph, clause or provision of this Resolution shall be 

held invalid, the invalidity thereof shall not affect any other provision of this Resolution.

Section 6. This Resolution shall be in full force and effect upon the last to occur: 

i. its passage, approval and publication as provided by law; and 

 

ii. the execution by the Applicant and the Village of the Agreement as 

provided in this Resolution. 

 

 (Intentionally Left Blank)
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PASSED AND APPROVED by the President and Board of Trustees of the Village of 

Bensenville, DuPage and Cook Counties, Illinois, this ____ day of February 2018, pursuant to a 

roll call vote, as follows: 

 

      APPROVED: 

 

 

______________________________________ 

      Frank DeSimone, Village President 

 

 

ATTEST: 

 

 

_______________________________  

Nancy Quinn, Village Clerk 

 

 

 

 

AYES: _______________________________________________________________________ 

 

 

NAYES: ______________________________________________________________________ 

 

 

ABSENT: _____________________________________________________________________ 
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Exhibit A 

 

Legal Description 

(see attached) 

 

PINs 

 

12-19-100-115-0000 

12-19-100-016-0000 

12-19-100-091-0000
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Exhibit B 

 

Class 6B Agreement 

(see attached) 







TYPE:
Ordinance

SUBMITTED BY:
K. Pozsgay

DEPARTMENT:
CED

DATE:
02.13.18

DESCRIPTION:
Ordinance Approving a Variance, Plat of Consolidation and Site Plan for the applicant DSP Acquisitions,
located at 1055-65 Sesame St. /491 Podlin Dr.

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:
 

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:
 Financially Sound Village Enrich the lives of Residents
 Quality Customer Oriented Services X Major Business/Corporate Center
 Safe and Beautiful Village  Vibrant Major Corridors

 

COMMITTEE ACTION:
CEDC- Unanimous 4-0.

DATE:
02.06.18

BACKGROUND:
The Petitioner is seeking:

1. Variance for loading dock width from 14' to 12'
2. Plat of Consolidation
3. Site Plan.

KEY ISSUES:
1. The Petitioner is proposing to purchase the vacant lots at the end of Podlin Dr. and consolidate with

1055-65 Sesame St
2. They will demolish the existing building and construct an 116,294 SF industrial facility.
3. They need a Variation to reduce the loading dock width from 14 ft. to 12 ft.
4. A Plat of Consolidation and Site Plan Review including architecture is also sought.

ALTERNATIVES:
Discretion of the Board.

RECOMMENDATION:
1. The staff respectfully recommends that the Variance, Plat of Consolidation and Site Plan be approved.
2. At the Public Hearing on February 6, 2018, the Community Development Commission voted

unanimously (4-0) to recommend approval of the Requests with the conditions recommended by staff
(attached). Motion passed.

BUDGET IMPACT:
n/a

ACTION REQUIRED:
Approval of an Ordinance granting Variance, Plat of Consolidation and Site Plan for the applicant DSP
Acquisitions, located at 1055-65 Sesame St. /491 Podlin Dr.

ATTACHMENTS:
Description Upload Date Type
Aerial & Zoning Maps 2/1/2018 Backup Material



Legal Notice 2/1/2018 Backup Material
Application 2/1/2018 Backup Material
Applicant Letter 2/1/2018 Backup Material
Staff Report 2/1/2018 Executive Summary
Rendering 2/1/2018 Backup Material
Elevations 2/1/2018 Backup Material
Site Plan 2/1/2018 Backup Material
Preliminary Plat 2/1/2018 Backup Material
Preliminary Engineering 2/1/2018 Backup Material
Ordinance 2/12/2018 Cover Memo



CDC#2018 – 02                                                       1055 Sesame Street/491 Podlin Drive 
DSP Acquisitions 

Variation; Truck Dock Width 
Plat of Consolidation and Site Plan Review 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
LEGAL NOTICE/PUBLIC NOTICE 

NOTICE OF PUBLIC HEARING 
 
NOTICE IS HEREBY GIVEN that on Tuesday, February 6, 2018 at 6:30 P.M., the Community 
Development Commission of the Village of Bensenville, Du Page and Cook Counties, will hold a 
Public Hearing to review Case No. 2018 – 02 to consider a request for: 
 

Variance, Truck Loading Dock Width, 
Municipal Code Section 10 – 11 – 12D – 1a; and 

 
Preliminary & Final Plat of Consolidation; and Site Plan Review. 

 
1055 Sesame Street is in an I – 4 General Industrial District. The Public Hearing will be held in 
the Village Board Room at Village Hall, 12 S. Center Street, Bensenville, IL. 
 
The Legal Description is as follows: 
 
THAT PART OF THE NORTHWEST FRACTIONAL QUARTER OF SECTION 19, 
TOWNSHIP 40 NORTH, RANGE 12 EAST OF THE THIRD PRINCIPAL MERIDIAN 
DESCRIBED AS FOLLOWS: COMMENCING AT THE POINT OF INTERSECTION OF THE 
CENTER LINE OF FRANKLIN AVENUE WITH A LINE 500 FEET EAST OF (MEASURED 
AT RIGHT ANGLES) AND PARALLEL WITH THE WEST LINE OF SAID SECTION; 
THENCE SOUTH ALONG SAID PARALLEL LINE 1496.53 FEET TO THE POINT OF 
BEGINNING OF LAND HEREIN DESCRIBED; THENCE EAST ALONG A LINE WHICH 
INTERSECTS THE WEST RIGHT OF WAY LINE OF THE CIHCAGO AND 
NORTHWESTERN RAILROAD COMPANY AT A POINT 1185.10 FEET SOUTH (AS 
MEASURED ALONG SAID WEST RIGHT OF WAY LINE) OF THE SAID CENTER LINE 
OF FRANKLIN AVENUE, A DISTANCE OF 503.05 FEET, MORE OR LESS, TO ITS 
INTERSECTION WITH A LINE 1002.90 FEET EAST OF (MEASURED AT RIGHT ANGLES) 
AND PARALLEL WITH THE WEST LINE OF SECTION 19 AFORESAID; THENCE NORTH 
ALONG SAID PARALLEL LINE 294.60 FEET, THENCE WEST ALONG A LINE DRAWN 
AT RIGHT ANGLES TO LAST DESCRIBED LINE 502.90 FEET TO A POINT ON THE FIRST 
DESCRIBED PARALLEL LINE, THENCE SOUTH 309.60 FEET, MORE OR LESS, TO THE 
POINT BEGINNING IN COOK COUNTY, ILLINOIS. 
 
LOT 3 IN HAWTHORN CENTER FOR INDUSTRY, A SUBDIVISION OF PART OF THE 
NORTHWEST FRACTIONAL ¼ OF SECTION 19, TOWNSHIP 40 NORTH, RANGE 12, 
EAST OF THE THIRD PRINCIPAL MERIDIAN, ACCORDING TO THE PLAT THEREOF 
RECORDED APRIL 11, 1974 AS DOCUMENT 22682660, IN COOK COUNTY, ILLINOIS. 
 
PROPERTY INDEX NUMBERS: 12-19-100-115 AND 12-19-100-116 
 
Commonly known as 1055 Sesame Street, Bensenville, IL 60106. 
 
Heartland Bank and Trust Company of 401 N. Hershey Road, Bloomington, IL 61702 is the owner 
and DSP Acquisitions LLC of 3350 W Hubbard Street Ste 222 the applicant for the subject 
property. 
 
Any individual with a disability requiring a reasonable accommodation in order to participate in 
any public meeting held under the authority of the Village of Bensenville should contact the 



Village Clerk, Village of Bensenville, 12 S. Center St., Bensenville, IL 60106, (630) 766-8200, at 
least three (3) days in advance of the meeting.  
 
Applicant’s application and supporting documentation may be examined by any interested parties 
in the office of the Community and Economic Development Department, Monday through Friday, 
in the Village Hall, 12 South Center Street, Bensenville, IL 60106. All interested parties may attend 
and will be heard at the Public Hearing. Written comments will be accepted by the Community 
and Economic Development Department through February 6, 2018 until 5:00 P.M. 
 
Office of the Village Clerk 
Village of Bensenville 

 
TO BE PUBLISHED IN THE BENSENVILLE INDEPENDENT 

January 18, 2018 
 







 

OFFICE FAX WWW.ARCOMURRAY.COM 

January 8, 2018 
 
Village of Bensenville 
Community and Economic Development 
12 South Center Street 
Bensenville, IL 60106 
 
RE: Dayton Street Partners 1055 Sesame Street Variance Request Approval Criteria 
  
To Whom it May Concern, 
The following are responses to each of the (9) approval criteria for a variance to allow a 12’ wide tractor-trailer loading stall in lieu of a 14’ wide stall as the 
Village Code states. 
 

1. Special Circumstances: 
Two (2) similar industrial buildings have recently been developed in Bensenville that were granted variances on the loading dock stall width. 
One building is the Geib Industries building at 901 E Jefferson Street, and the other is the Liberty building currently being developed at 350 N 
York Road. Both of these buildings are conventional warehouse/distribution centers, similar to our proposed building, with 12’ wide truck dock 
stall widths. 
 

2. Hardship or Practical Difficulties: 
A 14’ wide truck loading stall is not practical for a couple of different reasons. First, the maximum width of a precast panel is 12’. If a panel is 
over 12’ wide, the truck transporting that panel must apply for and receive special road permits to transport the panel to the site. If the loading 
stall width were to be 14’, our precast panels along the dock side of the building would have to be 14’ wide, and thus cause issues with 
permitting the panel transportation. Second, the Chicagoland industry standard truck stall width is 12’. This allows for the maximization of the 
number of dock positions that will fit along the length of the building, and provides the most flexibility for the tenant’s dock position needs. 
 

3. Circumstances Relate to Property: 
This variance relates directly to the dimensions of the truck stall width on the building. 
 

4. Not Resulting from Applicant Action: 
The applicant has not yet taken any action as it relates to the matter at hand. Construction of the facility has not begun. 
 

5. Preserves Rights Conferred by District: 
As stated above, the (2) other industrial developments above have 12’ wide truck stalls. As such, the granting of this variance will not result in 
this property having a special privilege. 
 

6. Necessary for Use of Property: 
This variance is necessary because an industrial building containing truck dock stalls that are 14’ wide is not marketable. All industrial facilities 
in the Chicagoland area have truck stall widths of 12’. 
 

7. Not Alter Local Character: 
This variance has no impact on environmental quality, property values, public safety, or public welfare. 
 

8. Consistent with Ordinance and Plan: 
Granting this variance will not disrupt the intent of the Village Ordinance in any way, as no other section of the code relates to the truck stall 
width. 
 

9. Minimum Variance Needed: 
Since a 12’ wide truck stall is industry standard, it is the minimum required variance in order to provide this property with relief from undue 
hardship and/or practical difficulties. 
 

Respectfully, 
 
 
 
 
 
 
Andrew Glover 
Project Manager, ARCO Murray    
 
cc: Howard Wedren, Dayton Street Partners   
 Michael Schack, Dayton Street Partners 
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STAFF REPORT 
HEARING DATE:    February 6, 2018 
CASE #:   2018 – 02 
PROPERTY:   1055-65 Sesame St. /491 Podlin Dr. 
PROPERTY OWNER: Heartland Bank and Trust Company 
APPLICANT DSP Acquisitions 
SITE SIZE: 6.75 acres 
BUILDING SIZE:  116,294 SF 
PIN NUMBERS:  12-19-100-091, 12-19-100-115, and 12-19-100-116 
ZONING:   I – 4 General Industrial 
REQUEST:                      Variance, Truck Loading Dock Width, 

  Municipal Code Section 10 – 11 – 12D – 1a; and 
Preliminary & Final Plat of Consolidation; and  
Site Plan Review. 

   
PUBLIC NOTICE: 

1. A Legal Notice was published in the Bensenville Independent on Thursday January 18, 
2018. A Certified copy of the Legal Notice is maintained in the CDC file and is available 
for viewing and inspection at the Community & Economic Development Department 
during regular business hours. 

2. Village personnel posted a Notice of Public Hearing sign on the property, visible from 
the public way on Thursday January 18, 2018. 

3. On Thursday January 18, 2018, Village personnel mailed from the Bensenville Post 
Office via First Class Mail a Notice of Public Hearing to taxpayers of record within 250’ 
of the property in question. An Affidavit of Mailing executed by C & ED personnel and 
the list of recipients are maintained in the CDC file and are available for viewing and 
inspection at the Community & Economic Development department during regular 
business hours. 

 
SUMMARY: 
The Petitioner is proposing to purchase the vacant lots at the end of Podlin Dr. and consolidate 
with 1055-65 Sesame St. They will demolish the existing building and construct an 116,294 SF 
industrial facility. They need a Variation to reduce the loading dock width from 14 ft. to 12 ft. A 
Plat of Consolidation and Site Plan Review including architecture is also sought. 
 
SURROUNDING LAND USES:  

 Zoning Land Use Comprehensive Plan Jurisdiction 
Site I – 4  Industrial/Vacant Industrial Village of Bensenville 

North I – 4 Industrial Industrial Village of Bensenville 
South I – 4 Industrial Industrial Village of Bensenville 
East I – 4 Industrial Industrial Village of Bensenville 

West I – 4 Industrial Industrial Village of Bensenville 
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DEPARTMENT COMMENTS: 
SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS: 

 Financially Sound Village 
 Quality Customer Oriented Services 
 Safe and Beautiful Village 

 Enrich the lives of Residents 
X Major Business/Corporate Center 
 Vibrant Major Corridors 

 
Finance: 
No issues.  
 
Police:  
No issues. 
 
Engineering and Public Works: 
Engineering 

1) Although the parcel is located within Cook County portion of the Village limits, the 
project will be reviewed under the DuPage County Stormwater and Floodplain Ordinance 
(DCSFO) since the Village is concurrently working on opting out of the MWRD WMO. 
Village is hopeful of executing an inter-governmental agreement with MWRD prior to 
approval of final engineering.  

2) A  DuPage County Stormwater Management Certification will be required for this project 
as the total land disturbing activity exceeds 5,000 SF.  

3) Stormwater detention is required per the DCSFO for this development. The southern 
parcel was impervious prior to the existence of the DCSFO; therefore, the detention is not 
required for this portion of the site. The preliminary plans depict two detention basins on 
site. The proposed plan also takes into account of offsite drainage flows that are currently 
passing through the site.  

4) All other applicable requirements of the DCSFO shall be met including Best 
Management Practices (BMP). 

5) IEPA-NPDES permit will be required due to site disturbance exceeding over 1-acre.   
6) Per the preliminary stormwater report, the site does not contains floodplains or wetlands. 
7) Per village code, entirely remove the existing foundations.  
8) The preliminary plan identifies re-use of the existing water service. Given the age of the 

existing building, it is my recommendation to disconnect all existing watermain/sanitary 
service taps at the main and install new water and sewer taps.  

9) A sanitary inspection manhole will be required on the proposed sanitary service.  An 
exterior drop connection may be necessary depending on the proposed inverts.  

10) More detail utility review will be done during final design engineering stage.  
11) All driveway aprons to be constructed using Portland Cement Concrete per Village 

standard.  
12) ADA compliant public sidewalk will be required along the entire frontage of the site on 

Sesame St. The kink in the sidewalk will need to be straightened.  
13) Per previous discussions with the applicant, the Village has expressed its desire to 

improve Podlin Drive (northern entrance to proposed building) to industrial roadway 
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standards. The funding for the roadway improvements may be establish via Special 
Service Area (SSA) in the future.  

14) A plat of consolidation will be required. Stormwater management easements will be 
necessary over proposed detention basins as well as any parking/dock areas designated to 
hold stormwater detention.  

15) The offsite drainage area that is being routed into pipes through the site will require a 10-
feet storm sewer easement through the site. The easement shall be granted to the Village 
of Bensenville. The proposed storm sewer will remain a privately maintained storm 
sewer by the applicant, if and until the Village constructs roadway improvements on 
Podlin Dr.   

 
The Village’s stormwater consultant provides the following comments regarding stormwater 
management on the site.  

 
1) The proposed improvements include more than 25,000 square feet of new impervious 

area; therefore, stormwater detention will be required. The preliminary plans include 
stormwater detention to be provided onsite.  The volume of detention provided appears to 
meet the ordinance requirements; however, additional information regarding the 
discharge and volume provided in each pond shall be provided as part of the final 
engineering submittal. 

2) Offsite tributary flows must be maintained and accounted for in the design. The DuPage 
County ordinance (Section 15-73.A.2) requires an overflow conveyance system be 
designed to convey a minimum design rate of 1-cfs/acre multiplied by the entire upstream 
drainage area.  Please revise the overflow conveyance system to comply with this 
requirement and confirm the downstream conveyance system has sufficient capacity to 
accept these flows. 

3) All other applicable requirements of the DCSFO shall also be met including Best 
Management Practices (BMP).  The Stormwater Management Summary indicates that 
native plantings will be provided within the proposed detention basins.  Please show the 
native planting area and details for the BMP on the final engineering plans.   

4) Please include contour information on the “Regional Drainage Exhibit – Existing 
Conditions” and confirm the off-site tributary area.  We note that the east side of Podlin 
Drive and portions of the properties on County Line Road appear to drain towards the 
proposed project site.  The Village intends to improve Podlin Drive and direct the 
roadway drainage to the proposed storm sewer carrying offsite flows.  Additionally, 
please verify the time of concentration calculations account for any existing channel 
flow.  

5) As part of the final engineering stormwater submittal, please include exhibits showing the 
tributary area to each outfall in the existing and proposed conditions. 

6) We note that a wetland determination was performed for the proposed project.  Based on 
the exhibits provided, it appears that only the south parcel was evaluated.  Please verify 
the limits of the wetland determination included the entire project area.  Additionally we 
note that the wetland determination was performed outside the growing season.  An 
updated determination will be required for the entire project site during the growing 
season prior to approval of the final engineering plans, which should include the three 
criteria for evaluating wetlands/Waters (Hydrophytic vegetation, hydric soils, and 
hydrology). 

7) The wetland Consultant for the project should verify whether DuPage County wetland 
staff will field verify wetlands/Waters in Cook County. 
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Public Works 
No comments. 
 
Community & Economic Development: 
Economic Development:  

1) Economic development is generally supportive of the project.  
2) This will remove an older property and create approximately 115,000 square feet of new 

construction, increasing the property’s EAV.  
3) Bensenville industrial vacancy rate is 5.7% as of May 2017.  
4) Although the building is speculative, we can safely assume that the building will quickly 

attract tenants, providing prospective jobs for Bensenville residents.  
5) This proposed redevelopment could spur additional redevelopment/investment in the 

Eastern Business District generally and in its Cook County portion in particular. 
 
Fire Safety:  
No comments. 

 
Building:  
No comments at this time. 
 
Planning: 

1) The 2015 Comprehensive Plan indicates “Industrial” for this property. 
2) The property is in the Eastern Business District as described in the CEDS and 

Comprehensive Plan. 
3) A major theme throughout the Comprehensive Plan is lot consolidation. 
4) Dock Width variation from 14 feet to 12 feet is a standard request. Staff has 

recommended a 12’ width in the draft Zoning Ordinance currently under staff review. 
5) No signage plan was submitted. All signage should meet the Municipal Code. 
6) No landscape plan was submitted. All landscape and screening shall meet or exceed the 

Municipal Code standards. 
 
Site Plan 

1) The building is set up to be divisible, most likely up to four separate units. 
2) The two offset parcels, once combined, leave two nice spaces to create detention areas. 
3) There are 97 standards parking stalls and five ADA stalls provided. 

 
Architecture 

1) The building is precast concrete with varying different shades of grey to break up façade. 
2) The northwest and southwest elevations have glass features on the corner. Staff would 

like consideration to increase the glass areas to cover the “second” story. 
 

 
APPROVAL CRITERIA FOR VARIANCES:  
The Community Development Commission shall not recommend nor shall the Village Board 
grant a variance unless it shall make findings based upon the evidence presented to it in each 
specific case that:   
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1. Special Circumstances: Special circumstances exist that are peculiar to the property for 
which the variances are sought and that do not apply generally to other properties in the 
same zoning district. Also, these circumstances are not of so general or recurrent a nature 
as to make it reasonable and practical to provide a general amendment to this Title to 
cover them. 

 
Response: Two (2) similar industrial buildings have recently been developed in 
Bensenville that were granted variances on the loading dock stall width. One building 
is the Geib Industries building at 901 E Jefferson Street, and the other is the Liberty 
building currently being developed at 350 N York Road. Both of these buildings are 
conventional warehouse/distribution centers, similar to our proposed building, with 12’ 
wide truck dock stall widths. 

 
2. Hardship or Practical Difficulties: For reasons set forth in the findings, the literal 

application of the provisions of this Title would result in unnecessary and undue hardship 
or practical difficulties for the applicant as distinguished from mere inconvenience. 

 
Response: A 14’ wide truck loading stall is not practical for a couple of different 
reasons. First, the maximum width of a precast panel is 12’. If a panel is over 12’ wide, 
the truck transporting that panel must apply for and receive special road permits to 
transport the panel to the site. If the loading stall width were to be 14’, our precast 
panels along the dock side of the building would have to be 14’ wide, and thus cause 
issues with permitting the panel transportation. Second, the Chicagoland industry 
standard truck stall width is 12’. This allows for the maximization of the number of 
dock positions that will fit along the length of the building, and provides the most 
flexibility for the tenant’s dock position needs. 

 
3. Circumstances Relate to Property: The special circumstances and hardship relate only 

to the physical character of the land or buildings, such as dimensions, topography or soil 
conditions. They do not concern any business or activity of present or prospective owner 
or occupant carries on, or seeks to carry on, therein, nor to the personal, business or 
financial circumstances of any party with interest in the property. 

 
Response: This variance relates directly to the dimensions of the truck stall width on 
the building. 
 

4. Not Resulting from Applicant Action: The special circumstances and practical 
difficulties or hardship that are the basis for the variance have not resulted from any act, 
undertaken subsequent to the adoption of this Title or any applicable amendment thereto, 
of the applicant or of any other party with a present interest in the property. Knowingly 
authorizing or proceeding with construction, or development requiring any variance, 
permit, certificate, or approval hereunder prior to its approval shall be considered such an 
act. 

 
Response: The applicant has not yet taken any action as it relates to the matter at hand. 
Construction of the facility has not begun. 
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5. Preserve Rights Conferred by District: A variance is necessary for the applicant to 
enjoy a substantial property right possessed by other properties in the same zoning 
district and does not confer a special privilege ordinarily denied to such other properties. 

 
Response: As stated above, the (2) other industrial developments above have 12’ wide 
truck stalls. As such, the granting of this variance will not result in this property 
having a special privilege. 

 
6. Necessary for Use of Property: The grant of a variance is necessary not because it will 

increase the applicant's economic return, although it may have this effect, but because 
without a variance the applicant will be deprived of reasonable use or enjoyment of, or 
reasonable economic return from, the property. 

 
Response: This variance is necessary because an industrial building containing truck 
dock stalls that are 14’ wide is not marketable. All industrial facilities in the 
Chicagoland area have truck stall widths of 12’. 

 
7. Not Alter Local Character: The granting of the variance will not alter the essential 

character of the locality nor substantially impair environmental quality, property values 
or public safety or welfare in the vicinity. 

 
Response: This variance has no impact on environmental quality, property values, 
public safety, or public welfare. 

 
8. Consistent with Title and Plan: The granting of a variance will be in harmony with the 

general purpose and intent of this Title and of the general development plan and other 
applicable adopted plans of the Village, as viewed in light of any changed conditions 
since their adoption, and will not serve in effect to substantially invalidate or nullify any 
part thereof. 

 
Response: Granting this variance will not disrupt the intent of the Village Ordinance in 
any way, as no other section of the code relates to the truck stall width. 

 
9. Minimum Variance Needed: The variance approved is the minimum required to 

provide the applicant with relief from undue hardship or practical difficulties and with 
reasonable use and enjoyment of the property. 

 
Response: Since a 12’ wide truck stall is industry standard, it is the minimum required 
variance in order to provide this property with relief from undue hardship and/or 
practical difficulties. 
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  Meets Criteria 

Variances Approval Criteria Yes No 
1. Special Circumstances X  
2. Hardship X  
3. Circumstances relate to the Property X  
4. Not Resulting from Applicant Actions X  
5. Preserve Rights Conferred By District X  
6. Necessary for the Use of the Property X  
7. Not Alter Local Character X  
8. Consistent with Title and Plan X  
9. Minimum Variance Needed X  

RECOMMENDATIONS: 
Staff recommends the Approval of the above Findings of Fact and therefore the Approval of the 
Variance, Plat of Consolidation and Site Plan Review for DSP Acquisitions, with the following 
conditions: 

1. The site plan, floor plan and elevations be in substantial compliance of the plans 
dated 10.30.17 by GMA Architects; and 

2. Final detention calculations shall be prepared as required by the DuPage County 
Stormwater and Floodplain Ordinance (DCSFO effective April 2013) and submitted 
to the Village for approval; and 

3. Work with Village engineers on plan for water and sewer connections; and 
4. An ADA compliant public sidewalk will be required along the entire frontage of the 

site on Sesame St. The kink in the sidewalk will need to be straightened; and 
5. The final signage plan shall be subject to staff review upon final permitting; and 
6. The final landscape plan shall be subject to staff review upon final permitting. 
7. Work with staff on the final architecture plan. 

 
Respectfully Submitted, 
Department of Community  
& Economic Development 
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SESAME STREET

PODLIN DRIVE

PARCEL 1

PARCEL 2 (LOT 3)

PARCEL 1:

THAT PART OF THE NORTHWEST FRACTIONAL QUARTER OF SECTION 19, TOWNSHIP 40 NORTH, RANGE 12 EAST OF THE THIRD PRINCIPAL MERIDIAN DESCRIBED AS FOLLOWS:
COMMENCING AT THE POINT OF INTERSECTION OF THE CENTER LINE OF FRANKLIN AVENUE WITH A LINE 500 FEET EAST OF (MEASURED AT RIGHT ANGLES) AND PARALLEL
WITH THE WEST LINE OF SAID SECTION; THENCE SOUTH ALONG SAID PARALLEL LINE 1496.53 FEET TO THE POINT OF BEGINNING OF LAND HEREIN DESCRIBED; THENCE EAST
ALONG A LINE WHICH INTERSECTS THE WEST RIGHT OF WAY LINE OF THE CHICAGO AND NORTHWESTERN RAILROAD COMPANY AT A POINT 1185.10 FEET SOUTH (AS
MEASURED ALONG SAID WEST RIGHT OF WAY LINE) OF THE SAID CENTER LINE OF FRANKLIN AVENUE, A DISTANCE OF 503.05 FEET, MORE OR LESS, TO ITS INTERSECTION
WITH A LINE 1002.90 FEET EAST OF (MEASURED AT RIGHT ANGLES) AND PARALLEL WITH THE WEST LINE OF SECTION 19 AFORESAID; THENCE NORTH ALONG SAID PARALLEL
LINE 294.60 FEET, THENCE WEST ALONG A LINE DRAWN AT RIGHT ANGLES TO LAST DESCRIBED LINE 502.90 FEET TO A POINT ON THE FIRST DESCRIBED PARALLEL LINE,
THENCE SOUTH 309.60 FEET, MORE OR LESS, TO THE POINT OF BEGINNING IN COOK COUNTY, ILLINOIS.

PARCEL 2:

LOT 3 IN HAWTHORN CENTER FOR INDUSTRY, A SUBDIVISION OF PART OF THE NORTHWEST FRACTIONAL  1/4 OF SECTION 19, TOWNSHIP 40 NORTH, RANGE 12, EAST OF THE
THIRD PRINCIPAL MERIDIAN, ACCORDING TO THE PLAT THEREOF RECORDED APRIL 11, 1974 AS DOCUMENT 22682660, IN COOK COUNTY, ILLINOIS.

PARCEL 3: (NOT SHOWN)

EASEMENTS FOR THE BENEFIT OF PARCEL 1 AS CREATED BY MAINTENANCE AGREEMENT AND GRANT OF EASEMENTS RECORDED DECEMBER 26, 1978 AS DOCUMENT
24778114 FOR COMMON USAGE FOR RAILROAD SIDE TRACKS AND STORM WATER DETENTION PURPOSES AND INGRESS AND EGRESS TO MAINTAIN SAME OVER LOT 5 IN
AFORESAID SUBDIVISION.

IT IS ALSO CERTIFIED THAT BASED UPON EXAMINATION OF THE F.E.M.A
MAPS, IT HAS BEEN DETERMINED THAT THE LAND SURVEYED LIES
WITHIN ZONE "X" (AREAS DETERMINED TO BE OUTSIDE THE 0.2% ANNUAL
CHANCE FLOODPLAIN, ALL AS PORTRAYED ON FLOOD INSURANCE RATE
MAPS; COMMUNITY-PANEL NO. 17031C0358J , EFFECTIVE DATED: AUGUST
19, 2008.

FLOOD CERTIFICATE

ZONING - R1 GENERAL INDUSTRIAL

TOTAL       - 294037.4 SQ. FT.   6.75 AC. +/-
PARCEL 2 - 142248.1 SQ. FT.   3.265 AC. +/-
PARCEL 1 - 151789.3 SQ.FT.    3.485 AC. +/-

AREA

BEING A RESUBDIVISION OF PARTS OF THE NORTHWEST FRACTIONAL QUARTER OF SECTION 19,
TOWNSHIP 40 NORTH, RANGE 12 EAST OF THE THIRD PRINCIPAL MERIDIAN  IN COOK COUNTY, ILLINOIS.

BASIS OF BEARING IS STATE PLANE COORDINATES

SOUTH LINE OF PARCEL 1 AS MONUMENTED

HAWTHORNE CENTER FOR INDUSTRY

EASEMENTS PER DOC. # 24778114 REC. 12/26/1978, NOT SHOWN OFFSITE

EASEMENTS PER DOC. # 22757103 REC. 6/20/1974, NOT SHOWN OFFSITE
SURVEYORS NOTES
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ORDINANCE # ________________ 
 

AN ORDINANCE GRANTING APPROVAL OF A VARIANCE TO ALLOW A 
REDUCTION IN TRUCK LOADING DOCK WIDTH,  

PLAT OF CONSOLIDATION, AND SITE PLAN 
AT 1055 SESAME STREET, BENSENVILLE, ILLINOIS 

 
 WHEREAS, Heartland Bank and Trust Company (“Owner”) and DSP Acquisitions LLC 

(“Applicant”) filed an application for Variance, Truck Loading Dock Width, Municipal Code 

Section 10 – 11 – 12D – 1a of the Village of Bensenville Zoning Ordinance (“Zoning Ordinance”); 

and Plat of Consolidation; and Site Plan Review for the property located at 1055 Sesame Street, 

Bensenville, as legally described in Exhibit "A," attached hereto and incorporated herein by 

reference (the “Subject Property”), a copy of said application being contained on file in the 

Community and Economic Development Department; and 

 WHEREAS, Notice of Public Hearing with respect to the Variance, Plat of Consolidation 

and Site Plan sought by the Applicant was published in the Bensenville Independent on Thursday, 

January 18, 2018 by the Village of Bensenville, and notice was also given via posting of a Public 

Hearing Sign on the Subject Property and via First Class mail to taxpayers of record within 250 feet 

of the Subject Property, all as required by the statutes of the State of Illinois and the ordinances of 

the Village; and 

 WHEREAS, pursuant to said Notice, the Community Development Commission of the 

Village of Bensenville conducted a Public Hearing on February 6, 2018 as required by the statutes 

of the State of Illinois and the ordinances of the Village; and 

  WHEREAS, after hearing the application, the Community Development Commission 

approved the findings of fact submitted by Village Staff recommending approval of the 

Variance, Plat of Consolidation and Site Plan and, thereafter, voted unanimously (4 - 0) to 

recommend approval of the request, and forwarded its recommendations, including the Staff 

Report and findings relative to the Variance, Plat of Consolidation and Site Plan, to the President 

and Board of Trustees, the recommendation made therein, as are attached hereto and 

incorporated herein by reference as Exhibit "B"; and  

  WHEREAS, the President and Board of Village Trustees have reviewed the 

matter herein and have determined that approval of the requested Variance, Plat of Consolidation 



 

 

2 

 

and Site Plan as recommended by the Community Development Commission to allow the 

Variance, Plat of Consolidation and Site Plan is consistent with the Zoning Ordinance.  

 NOW, THEREFORE, BE IT ORDAINED by the President and Board of Trustees of the 

Village of Bensenville, Counties of DuPage and Cook, Illinois, duly assembled at a regular 

meeting, as follows: 

 SECTION ONE:  That the forgoing recitals are hereby incorporated by reference as if 

fully set forth herein. 

 SECTION TWO: That the Staff Report and Recommendation to approve the Variance, 

Plat of Consolidation and Site Plan sought, as allowed by the Zoning Ordinance, Section 10 – 11 – 

12D – 1a, as adopted by the Community Development Commission as shown in Exhibit “B” is 

hereby adopted by the President and Board of Trustees, the Board of Trustees finding that said 

Variance is proper and necessary.  

 SECTION THREE: That the Variance to allow a reduction in Truck Loading Dock 

Width, Plat of Consolidation, and Site Plan as sought by the Applicant of the Subject Property is 

hereby granted. 

SECTION FOUR:  That the variance sought by the Owner/Applicant to allow the 

monument and wall signs on the Subject Property is hereby approved with the following 

conditions: 

1. The site plan, floor plan and elevations be in substantial compliance of the plans 

dated 10.30.17 by GMA Architects; and 

2. Final detention calculations shall be prepared as required by the DuPage County 

Stormwater and Floodplain Ordinance (DCSFO effective April 2013) and submitted to the 

Village for approval; and 

3. Work with Village engineers on plan for water and sewer connections; and 

4. An ADA compliant public sidewalk will be required along the entire frontage of 

the site on Sesame St. The kink in the sidewalk will need to be straightened; and 

5. The final signage plan shall be subject to staff review upon final permitting; and 

6. The final landscape plan shall be subject to staff review upon final permitting. 

7. The final architecture plan shall be subject to staff review upon final permitting. 
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 SECTION FIVE:  That all requirements of the Zoning Ordinance shall be applicable 

except as allowed by the rezoning granted herein. 

 SECTION SIX:  That all other ordinances and resolutions, or parts thereof, in conflict 

with the provisions of this Ordinance, are, to the extent of such conflict, expressly repealed. 

SECTION SEVEN:  This Ordinance shall be in full force and effect from and after its 

passage, approval, and publication in pamphlet form as provided by law. 
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PASSED AND APPROVED by the President and Board of Trustees of the Village of 

Bensenville, this 13th day of February 2018. 

 
             
      ____________________________________ 
      Frank DeSimone, Village President 
ATTEST: 
 
________________________,  
Nancy Quinn, Village Clerk 
 
 
AYES: ________________________________________________________________ 
 
NAYES: _______________________________________________________________ 
 
ABSENT: ______________________________________________________________ 
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Ordinance # ___- 2018 
Exhibit “A” 
 
 
The Legal Description is as follows: 
 
THAT PART OF THE NORTHWEST FRACTIONAL QUARTER OF SECTION 19, 
TOWNSHIP 40 NORTH, RANGE 12 EAST OF THE THIRD PRINCIPAL MERIDIAN 
DESCRIBED AS FOLLOWS: COMMENCING AT THE POINT OF INTERSECTION OF 
THE CENTER LINE OF FRANKLIN AVENUE WITH A LINE 500 FEET EAST OF 
(MEASURED AT RIGHT ANGLES) AND PARALLEL WITH THE WEST LINE OF SAID 
SECTION; THENCE SOUTH ALONG SAID PARALLEL LINE 1496.53 FEET TO THE 
POINT OF BEGINNING OF LAND HEREIN DESCRIBED; THENCE EAST ALONG A 
LINE WHICH INTERSECTS THE WEST RIGHT OF WAY LINE OF THE CIHCAGO AND 
NORTHWESTERN RAILROAD COMPANY AT A POINT 1185.10 FEET SOUTH (AS 
MEASURED ALONG SAID WEST RIGHT OF WAY LINE) OF THE SAID CENTER LINE 
OF FRANKLIN AVENUE, A DISTANCE OF 503.05 FEET, MORE OR LESS, TO ITS 
INTERSECTION WITH A LINE 1002.90 FEET EAST OF (MEASURED AT RIGHT 
ANGLES) AND PARALLEL WITH THE WEST LINE OF SECTION 19 AFORESAID; 
THENCE NORTH ALONG SAID PARALLEL LINE 294.60 FEET, THENCE WEST ALONG 
A LINE DRAWN AT RIGHT ANGLES TO LAST DESCRIBED LINE 502.90 FEET TO A 
POINT ON THE FIRST DESCRIBED PARALLEL LINE, THENCE SOUTH 309.60 FEET, 
MORE OR LESS, TO THE POINT BEGINNING IN COOK COUNTY, ILLINOIS. 
 
LOT 3 IN HAWTHORN CENTER FOR INDUSTRY, A SUBDIVISION OF PART OF THE 
NORTHWEST FRACTIONAL ¼ OF SECTION 19, TOWNSHIP 40 NORTH, RANGE 12, 
EAST OF THE THIRD PRINCIPAL MERIDIAN, ACCORDING TO THE PLAT THEREOF 
RECORDED APRIL 11, 1974 AS DOCUMENT 22682660, IN COOK COUNTY, ILLINOIS. 
 
PROPERTY INDEX NUMBERS: 12-19-100-115 AND 12-19-100-116 
 
Commonly known as 1055 Sesame Street, Bensenville, IL 60106. 
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Ordinance # ___- 2018 
Exhibit “B” 
Findings of Fact 
 
Mr. Pozsgay reviewed the approval criteria for rezoning consisting of: 

 
1. Special Circumstances: Special circumstances exist that are peculiar 

to the property for which the variances are sought and that do not 
apply generally to other properties in the same zoning district. Also, 
these circumstances are not of so general or recurrent a nature as to 
make it reasonable and practical to provide a general amendment to 
this Title to cover them. 

 
Response: Two (2) similar industrial buildings have recently been 
developed in Bensenville that were granted variances on the loading 
dock stall width. One building is the Geib Industries building at 901 
E Jefferson Street, and the other is the Liberty building currently 
being developed at 350 N York Road. Both of these buildings are 
conventional warehouse/distribution centers, similar to our proposed 
building, with 12’ wide truck dock stall widths. 
 

2. Hardship or Practical Difficulties: For reasons set forth in the 
findings, the literal application of the provisions of this Title would 
result in unnecessary and undue hardship or practical difficulties for 
the applicant as distinguished from mere inconvenience. 

 
Response: A 14’ wide truck loading stall is not practical for a couple 
of different reasons. First, the maximum width of a precast panel is 
12’. If a panel is over 12’ wide, the truck transporting that panel 
must apply for and receive special road permits to transport the 
panel to the site. If the loading stall width were to be 14’, our precast 
panels along the dock side of the building would have to be 14’ wide, 
and thus cause issues with permitting the panel transportation. 
Second, the Chicagoland industry standard truck stall width is 12’. 
This allows for the maximization of the number of dock positions 
that will fit along the length of the building, and provides the most 
flexibility for the tenant’s dock position needs. 
 

3. Circumstances Relate to Property: The special circumstances and 
hardship relate only to the physical character of the land or buildings, 
such as dimensions, topography or soil conditions. They do not 
concern any business or activity of present or prospective owner or 
occupant carries on, or seeks to carry on, therein, nor to the personal, 
business or financial circumstances of any party with interest in the 
property. 
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Response: This variance relates directly to the dimensions of the 
truck stall width on the building. 

 
4. Not Resulting from Applicant Action: The special circumstances 

and practical difficulties or hardship that are the basis for the variance 
have not resulted from any act, undertaken subsequent to the adoption 
of this Title or any applicable amendment thereto, of the applicant or 
of any other party with a present interest in the property. Knowingly 
authorizing or proceeding with construction, or development requiring 
any variance, permit, certificate, or approval hereunder prior to its 
approval shall be considered such an act. 

 
Response: The applicant has not yet taken any action as it relates to 
the matter at hand. Construction of the facility has not begun. 

 
5. Preserve Rights Conferred by District: A variance is necessary for 

the applicant to enjoy a substantial property right possessed by other 
properties in the same zoning district and does not confer a special 
privilege ordinarily denied to such other properties. 

 
Response: As stated above, the (2) other industrial developments 
above have 12’ wide truck stalls. As such, the granting of this 
variance will not result in this property having a special privilege. 
 

6. Necessary for Use of Property: The grant of a variance is necessary 
not because it will increase the applicant's economic return, although it 
may have this effect, but because without a variance the applicant will 
be deprived of reasonable use or enjoyment of, or reasonable 
economic return from, the property. 
 
Response: This variance is necessary because an industrial building 
containing truck dock stalls that are 14’ wide is not marketable. All 
industrial facilities in the Chicagoland area have truck stall widths 
of 12’. 
 

7. Not Alter Local Character: The granting of the variance will not 
alter the essential character of the locality nor substantially impair 
environmental quality, property values or public safety or welfare in 
the vicinity. 

 
Response: This variance has no impact on environmental quality, 
property values, public safety, or public welfare. 
 

8. Consistent with Title and Plan: The granting of a variance will be in 
harmony with the general purpose and intent of this Title and of the 
general development plan and other applicable adopted plans of the 
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Village, as viewed in light of any changed conditions since their 
adoption, and will not serve in effect to substantially invalidate or 
nullify any part thereof. 
 
Response: Granting this variance will not disrupt the intent of the 
Village Ordinance in any way, as no other section of the code relates 
to the truck stall width. 

 
9. Minimum Variance Needed: The variance approved is the minimum 

required to provide the applicant with relief from undue hardship or 
practical difficulties and with reasonable use and enjoyment of the 
property. 

 
Response: Since a 12’ wide truck stall is industry standard, it is the 
minimum required variance in order to provide this property with 
relief from undue hardship and/or practical difficulties. 

 
Mr. Pozsgay stated Staff recommends the approval of the findings of fact 
as they appear above and therefor recommend approval of the requests 
with the following conditions:  
 
1. The site plan, floor plan and elevations be in substantial compliance of 

the plans dated 10.30.17 by GMA Architects; and 
2. Final detention calculations shall be prepared as required by the 

DuPage County Stormwater and Floodplain Ordinance (DCSFO 
effective April 2013) and submitted to the Village for approval; and 

3. Work with Village engineers on plan for water and sewer connections; 
and 

4. An ADA compliant public sidewalk will be required along the entire 
frontage of the site on Sesame St. The kink in the sidewalk will need 
to be straightened; and 

5. The final signage plan shall be subject to staff review upon final 
permitting; and 

6. The final landscape plan shall be subject to staff review upon final 
permitting. 

7. Work with staff on the final architecture plan. 
 
There were no questions from the Commissioners.  
 
 

Motion:                       Commissioner Moruzzi made a motion to close CDC Case No. 
2018-02. Commissioner King seconded the motion. 

 
ROLL CALL:             Ayes: Rowe, Ciula, Moruzzi, King  
  

Nays: None 
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All were in favor. Motion carried. 
 
Chairman Rowe closed the Public Hearing at 7:10 p.m. 

 
Motion: Commissioner King made a combined motion to approve the Findings of 

Fact for CDC Case No. 2018-02 as presented by Staff and to approve the 
Variance request for Truck Loading Dock Width (Municipal Code Section 
10-11-12D). Commissioner Ciula seconded the motion.  
 

ROLL CALL:             Ayes: Rowe, Ciula, Moruzzi, King  
  

Nays: None 
 

All were in favor. Motion carried. 
 
Motion: Commissioner Moruzzi made a combined motion to approve the Findings of Fact 

for CDC Case No. 2018-02 as presented by Staff and to approve the Preliminary & 
Final Plat of Consolidation and Site Plan Review. Commissioner Ciula seconded 
the motion.  
 

ROLL CALL:             Ayes: Rowe, Ciula, Moruzzi, King  
  

Nays: None 
 

All were in favor. Motion carried. 
 
 ______________________________ 
Ronald Rowe, Chairman 
Community Development Commission 



TYPE:
Proclamation

SUBMITTED BY:
M. Ribando

DEPARTMENT:
Village President

DATE:
02/13/18

DESCRIPTION:
Proclamation in Honor of Oronzo Peconio as a Former Village Trustee

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:

COMMITTEE ACTION:
N/A

DATE:

BACKGROUND:

KEY ISSUES:

ALTERNATIVES:

RECOMMENDATION:

BUDGET IMPACT:

ACTION REQUIRED:



TYPE:
Resolution

SUBMITTED BY:
Joe Caracci

DEPARTMENT:
Public Works

DATE:
February 1, 2018

DESCRIPTION:
Resolution Granting the Authority to the Village Manager to Accept Electricity Pricing on Certain Village
Accounts

SUPPORTS THE FOLLOWING APPLICABLE VILLAGE GOALS:
 

X Financially Sound Village Enrich the lives of Residents
X Quality Customer Oriented Services Major Business/Corporate Center

Safe and Beautiful Village Vibrant Major Corridors
 

COMMITTEE ACTION:
N/A

DATE:
N/A

BACKGROUND:
Due to the time sensitivity of seeking and executing utility rates, this agenda item will grant authority to the
Village Manager to proceed in reducing the Village's energy rates on certain accounts. Constellation will be
providing us with a new 24 hour rate on Tuesday, February 13th. At that time, the potential expected savings will
discussed.

KEY ISSUES:
Utility rates are continuously changing. The time sensitivity of the current rate and potential savings will be
presented at the meeting by the Village Manager. The Resolution, once approved will grant the authority to the
Village Manager to act on a reduced electricity rate from Constellation for the Village of Bensenville.
 
The rates being considered are for twenty (20) accounts within the Public Works Department. These accounts
are associated with sanitary and storm sewer lift station facilities currently under contract for electrical supply
with ComEd. 

ALTERNATIVES:
Discretion of the Village Board.

RECOMMENDATION:
Staff is recommending the approval of the Resolution Granting the Village Manager the Authorization to seek
and retain a reduced electricity rate for the Village of Bensenville.

BUDGET IMPACT:
To be determined.

ACTION REQUIRED:
Approval of a Resolution Granting the Authority to the Village Manager to Accept Electricity Pricing on Certain
Village Accounts.

ATTACHMENTS:
Description Upload Date Type
RES - Grant Manager Authority to Approve Energy Rate 2/1/2018 Resolution Letter



RESOLUTION NO.  

 

RESOLUTION GRANTING THE AUTHORITY TO THE VILLAGE MANAGER 

TO ACCEPT ELECTRICTY PRICING ON CERTAIN ACCOUNTS 

 

 

WHEREAS, the VILLAGE OF BENSENVILLE (hereinafter “VILLAGE”) is a 

municipal corporation established and existing under the laws of the State of Illinois 

pursuant to the Illinois Municipal Code, 65 ILCS 5/1-1-1 et seq.; and 

 

WHEREAS, Evan Summers is a Board of Trustees appointed Village Manager with 

the authority to conduct the business on behalf of the Village, and  

 

WHEREAS, the Village uses electricity at various Sanitary and Storm Sewer Lift 

Station facilities.  

 

NOW THEREFORE BE IT RESOLVED by the Board of Trustees of the Village 

of Bensenville, Counties of DuPage and Cook, Illinois as follows: 

 

SECTION ONE: The recitals set forth above are incorporated herein and made a 

part hereof. 

 

SECTION TWO: The Village Board hereby authorizes Evan Summers, Village 

Manager to enter into a Contract with a Qualified Utility Company and execute the contract 

to save electricity related expenses for the Village. The contract should have a rate lower 

than the current contracted rate and the company providing the electricity should be a 

Qualified Energy Company servicing the State of Illinois geographical territory. 

 

SECTION THREE: The Village Manger is hereby authorized and directed to 

execute on behalf of the Village of Bensenville, and the Deputy Clerk is hereby authorized 

to attest thereto, the necessary paperwork.  

 

SECTION FOUR: This Resolution shall take effect immediately upon its passage 

and approval as provided by law. 

 

SECTION FIVE: This Resolution is passed and approved by the President and 

Board of Trustees of the Village of Bensenville, Illinois, dated February 13, 2018. 

 

 

        



 

APPROVED: 

 

 

                ____________________________ 

       Frank DeSimone 

 

ATTEST: 

 

 

____________________________ 

Nancy Quinn, Village Clerk 

 

 

 

AYES:  _________________________________________________________________ 

 

NAYS:   ________________________________________________________________ 

 

ABSENT: _______________________________________________________________ 
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