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Healthcare and Family Services Employee Handbook

PREFACE

Introduction

The Employee Handbook (EH) covers various aspects of your job with the department.
It serves as a guideline for you to follow when you have questions about your job.

Relationship to Healthcare and Family Services (HES) Administrative Manual

Where the policy in the Employee Handbook varies from that in the HFS Administrative
Manual, the policy in the Employee Handbook shall govern.

Format
The Employee Handbook is divided into sections.

Pages are numbered by the letter code "EH" followed by the section number and a
parenthetical number denoting the page sequence within the section.

Changes

New or replacement pages for the Employee Handbook are issued in the form of
Employee Handbook Updates. A set of double dashes (==) to the left of a section
identifies the addition of new or revised information.

Each person to whom an Employee Handbook is issued is responsible for keeping it
updated.

Acknowledgment

When you receive your handbook, you will be asked to sign the last page titled
"Acknowledgment" and return it to your supervisor. You are responsible for familiarizing
yourself with the Employee Handbook and for keeping it up-to-date.
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100

YOUR JOB WITH THE DEPARTMENT OF HEALTHCARE AND FAMILY
SERVICES

It is the policy of Healthcare and Family Services to provide equal employment
opportunity for all citizens in the State and to comply with provisions of all state and
federal rules, regulations, ordinances, laws and Executive Orders covering Equal
Employment and Affirmative Action.

105

105.1

Job Opportunities

Equal Employment Opportunity and Affirmative Action (EEO/AA) is a
Department Commitment

Healthcare and Family Services adheres to the principles of human rights as
enacted by the State of lllinois and is committed to providing equal employment
opportunities for all qualified persons; therefore, race, color, religion, sex,
national origin/ancestry, age, marital status, disabling condition, veteran’s
status (as defined in the lllinois Human Rights Act), citizenship status
(consistent with Title 8, U.S. Code, Section 1324A), arrest record, sexual
orientation or any other non-merit factor, except bona fide occupational
qualification (BFOQ), will be excluded from any employment decision or service
provided by this department.

Employees or applicants for employment who feel they have been
discriminated against on any of these bases should feel free to file a complaint
without fear of retaliation. The Equal Employment Opportunity Office (EEO)
receives and investigates discrimination and harassment complaints against
the department, negotiates agreements, and authorizes action based on
findings.

lllinois Administrative Code, Chapter 11, Section 2520.720 requires agencies to
keep records, analyze their workforces and establish numerical and program
goals for employment “by race, national origin, sex and disability, and any other
category which the lllinois Department of Human Rights (IDHR) may require by
rule.” Section 2520.760 of the Code requires every state agency to develop
and adopt an Affirmative Action Plan to practice EEO and affirmative action in
employment. Section 2520.770 of the Code requires every state agency to
monitor and report quarterly and annually a breakdown of all employment
transactions by EEO job category and affirmative action groups of the
employees. Agencies are also required to complete monitoring forms for all
hires and promotions.

EEO Office locations, complaint procedure and information regarding
representation rights during a discrimination complaint investigation can be
found in the Affirmative Action Plan, available through the EEO Office or
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105.2

105.3

105.4

employee’s supervisor.
Prohibition of Discrimination in Employment

The department prohibits discrimination in employment as established in
Section 302.790 of the Central Management Services (CMS) Personnel Rules
and Administrative Order Number 2 (1996) as follows:

e Discrimination against any person in recruitment, examination, appointment,
training, promotion, retention, or any other personnel transaction, because
of religion, race, national origin, sex, age, handicap, or any other non-merit
factor is prohibited except where such may be a bona fide job qualification.

¢ Non-merit factors include, but are not limited to, a person’s sexual
orientation, marital or parental status and physical stature.

Labor Contracts/Bargaining Units

Most new employees are hired into job titles within a bargaining unit
represented by an employee labor organization (Bargaining Agent). Each
bargaining unit has a contractual agreement (in booklet form) with the State of
lllinois establishing special rules and regulations that may be unique to that
bargaining unit. Bargaining unit employees should receive a copy of the
contract within two weeks of starting work. If you are a bargaining unit
employee and do not receive a copy of the contract, ask your supervisor.

Examinations

The lllinois Department of Central Management Services develops, schedules
and administers exams that determine if an applicant is qualified for a position
in state employment. The exams are job-related and are made up of one or
more tests that may be written or oral, a physical demonstration of skill, an
evaluation of physical or manual fithess or an evaluation of training and
experience. An applicant may be asked to supply proof of educational
attainments, military service, or other job-related criteria.

There are two types of examinations: open competitive and promotional. Open
competitive exams qualify a person for appointment to a position in state
employment. Promotional exams qualify certified staff for promotion to a higher
position in state employment. Open competitive and promotional examinations
require different forms. Names remain on open competitive eligible lists for one
year and on promotional eligible lists for three years.

Certified employees are permitted time off with pay to take personnel
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105.5

examinations administered by CMS. Time off for this purpose should be
requested reasonably in advance. Time off may not exceed one work day per
fiscal year and is to be used in increments of not less than one-half day at a
time.

Résumeé fraud or application misrepresentation may result in disciplinary action
up to and including discharge.

Appointments
The following types of appointments are made:
A. Emergency

Persons may be appointed to positions to meet emergency situations
without regard to eligible lists. Emergency appointments are for 60 calendar
days or less and are not renewable.

B. Exempt

Persons may be appointed to certain positions that are not subject to merit
and fitness requirements (Jurisdiction B of the Personnel Code). If the
position subsequently becomes subject to Jurisdiction B, the employee must
establish eligibility for the position within six months.

C. Probationary

Persons appointed to positions from eligible lists (except trainees),
promoted, or reinstated receive probationary appointments. An employee is
certified in the position by satisfactorily completing the required period of
probation. Probationary employees may be granted a leave of absence
during the initial probationary period. The probationary period is extended
by the length of the leave.

D. Provisional

Persons may be appointed provisionally to jobs for which there are no more
than two eligibles on an eligible list. Provisional appointments are limited to
six months out of any 12-month period. If the position is allocated to a class
for which there are available eligibles, the provisional employee must
establish eligibility for the job within 90 days. Provisional employees may be
granted a leave of absence. The leave does not extend the provisional
period.
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105.6

105.7

E. Temporary

Persons may be appointed temporarily to positions to do seasonal or
short-term work. Temporary appointments are limited to six months out of
any 12-month period. Temporary or emergency employees may only be
granted a disability leave of absence for the time left in the appointment.

F. Term

Persons may be appointed from eligible lists or be appointed pursuant to
Section 4d(5) of the Personnel Code for a four-year term. Unless renewed,
the appointment automatically ends at the end of four years.

G. Trainee

Persons may be appointed to trainee positions in established trainee and
apprenticeship programs. Persons in trainee positions do not acquire
certified status. With the approval of the Division of Personnel and
Administrative Services, trainees may be separated from a training program
at any time due to a performance problem, violation of the department's
rules or for any other cause deemed appropriate by the department.

H. Intermittent

Persons may be appointed to intermittent positions in job assignments
characterized by periodic, irregular or seasonal scheduling. Persons in
intermittent positions can acquire certified status and accrue vacation, sick
and business leave on a prorated basis.

Job Description

A job description that describes assigned duties and responsibilities is required
for each position or group of identical positions in an office. These descriptions
are revised when assigned duties and responsibilities change significantly. You
have the right to see a copy of your job description on request.

Job Posting System Access

The department provides access to the Central Management Services' (CMS)
Job Posting System. CMS’ system lists available state jobs by title, agency and
location. Supervisors shall make arrangements for employees to have access
to the system at least once a week. You may use the CMS Job Posting
System during any break or lunch period designated by your supervisor.
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110

==110.1

==110.2

Probation
Orientation

Orientation informs you about the department and your role in it. It describes
your rights, privileges and responsibilities.

You will be given the following informational materials when you are hired or
attend orientation:

Contract book (if applicable)

New Employee Insurance Packet

Employee Handbook and Acknowledgment Statement

Prior state service letter (if appropriate)

Deferred Compensation Information

Fair Share Advice Letter (bargaining unit employees)
Acknowledgment of Mandated Reporter Status

Executive Order #2 (1999 Political Solicitation)

Sick Leave Bank Information

Executive Order #16 (1999 Sexual Harassment)

Early Intervention Pamphlet (Workers Compensation related program)
Crisis Response Procedures Quick Reference Guide

Data Security and Internet Usage Policies

Direct Deposit Form

Disposal of Documents with Confidential and/or Personal Information (HFS
3881)

Probationary Status
01-05-2005

You serve an extended eight-month probationary period beyond the normal
four-month period (12 months) when:

e you accept a Human Services Caseworker position through the upward
mobility program.

You serve a six-month probationary period when:

e you start state service; or

e you advance to a higher position from a competitive list of eligible
candidates; or

e you accept a position through the alternative employment program.

Note: AFSCME covered positions may be extended up to six (6) additional
months by mutual agreement of parties.
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110.3

You serve a four-month probationary period when:

e you are promoted into a position, including trainees to target titles;

e you move to a parallel pay-grade title as an AFSCME Bargaining Unit
bidder; or

e you are reinstated in state service.

Note: AFSCME covered positions may be extended up to six (6) additional
months by mutual agreement of parties.

You serve a probationary period as specified in the AFSCME contract when:

e you are promoted to certain titles through completion of the Upward
Mobility Program.

If you were laid off while serving a probationary period, and then recalled you
shall serve the remainder of your probationary period or no less than two
months, whichever is greater.

Throughout the probationary period, your supervisor periodically discusses your
job progress and formally evaluates your performance.

If you are absent from work for more than 15 consecutive calendar days
because of a leave of absence, sick leave, disciplinary suspension or work
related injury or industrial disease, your probationary period is extended by the
length of the absence.

Certification

A probationary employee who successfully completes a probationary period
becomes certified in that classification. Certification is automatic unless your
supervisor acts to deny it before the end of the probationary period. You are
formally notified of your certification.
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115

1151

115.2

Certified Employees

Continuous Service

General information about your continuous service is contained in your
bargaining unit contract or the Central Management Services (CMS) Personnel
Rules.

Employee Performance Appraisals

Job performance is one criterion for pay increases, promotions, demotions or
dismissals. You and your supervisor periodically evaluate your performance
and progress toward the goals of the position.

Performance evaluations consider such factors as job knowledge, productivity,
initiative and use of time. You are also rated on your ability to plan work, follow
through on assignments and work harmoniously with other employees.
Dependability, punctuality and judgment are other factors looked at when
evaluating your job performance.

A Performance Record (Forms CMS-201R or CMS-201MC, Individual
Development and Performance System) is completed at least twice for
employees serving a six-month or four-month probationary period. Every
employee should be evaluated annually.

Withholding Salary Increases
A. Schedule of Salary Grades (Step Pay Plan)

If you have not achieved a satisfactory level of performance, the supervisor
may withhold a scheduled satisfactory performance increase (step increase)
as a means of inducing improved performance. Before acting to withhold a
step increase, the supervisor documents the less than satisfactory
performance and discusses it with you.

The supervisor may release a withheld step increase when a later
determination shows that you have reached a satisfactory level of
performance. You receive a new creditable service date when the increase
is released. A previously withheld step increase is automatically released
on your next anniversary date unless the supervisor again acts to withhold
the increase before the date.

B. Merit Compensation System
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Staff whose performance has been rated by the supervisor as unacceptable
do not receive an annual merit increase, but do receive a new creditable
service date. Before your Performance Review Date, the supervisor
reviews and documents your performance, determines that it has been
unacceptable, discusses the review results with you and submits the
necessary forms to the Division of Personnel and Administrative Services.
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120 Work Hours
120.1 Normal Working Hours

Based on your work schedule, normal office working hours are from 8:30 a.m.
to 5:00 p.m., Monday through Friday, exclusive of holidays. All employees
work these hours except those on approved flex-time and those who work a
different schedule approved by the Division of Personnel and Administrative
Services.

120.2 Breaks and Meal Time
01-05-2005

You are allowed a meal period based on your work schedule and two 15 minute
breaks, one in the morning and one in the afternoon. The timing of the meal
period and breaks is subject to approval by the appropriate administrator.
Breaks generally will be approved to be taken at the mid-point of the work
period.

When possible, nursing mothers will be afforded a private room and flexibility
with respect to scheduling lunch and break periods for the purpose of breast
feeding or pumping breast milk.

==120.3 Punctuality
Employees are expected to report to work on time each day as scheduled.

Tardiness begins after the start of the scheduled work day and extends for 60
minutes. Employees reporting late to work may be subject to a dock and/or
disciplinary action.

Employees reporting to work after the tardiness period of 60 minutes are
considered absent without authorization and may be docked and may be
subject to discipline in accordance with the Statewide Affirmative Attendance
Policy (Section 240.1).

120.4 Flex-Time
01-05-2005

An employee on a flex-time schedule begins or ends the work day at different
times from normal working hours. There are two types of flex-time:
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A. Employee Requested Flex-Time

You may request flex-time for personal reasons or needs. Supervisors
approve employee requests for flex-time unless the requests are
inconsistent with the operating needs of the unit (or department). More than
one employee's request for the same flex-time hours may be approved if
there is no conflict with unit operating needs. If there are more requests for
the same flex-time hours than can be accommodated under operating
needs, the supervisor approves an appropriate number of requests based
on greatest personal need for flex-time. When two employees display the
same or similar personal need(s), the flex-time schedule shall be granted
based upon seniority.

To request flex-time, complete Part A of HFS 2346, Flex-Time Schedule
Request, and submit it to your immediate supervisor. To return to a normal
work schedule, a new HFS 2346 must be submitted to your supervisor.

B. Mutual Convenience Flex-Time

An administrator whose operating unit needs show a recurrent need for
work to be done during other than normal work hours initiates a mutual
convenience flex-time proposal by asking for volunteers from the work
location. All employees at the work location in the position
classification(s) for which the flex-time is proposed have the opportunity
to volunteer. Only volunteers may be used to fill mutual convenience
flex-time slots. If there is a surplus of volunteers, the supervisor selects
those with the greatest personal need for the available slots. If there are
not enough volunteers (or no volunteers), the supervisor may request the
Division of Personnel and Administrative Services to decide if an official
new work schedule, with different starting and ending times, can be
established.

C. Termination of Flex-Time

Flex-time ends when:

1. You resign or vacate a position,

2. You ask for a return to a normal work schedule, or

3. The flex-time schedule becomes inconsistent with the unit's (or
department's) operating needs.

A bargaining unit employee must be given 30 days' advance written notice
of flex-time termination.

An employee whose flex-time ends must return to the normal work
schedule, unless employee and supervisor agree to a different time frame.
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Flex-time is temporarily interrupted when it conflicts with scheduled training.
When a conflict occurs, your work schedule becomes 8:30 a.m. to 5:00 p.m.
You may be taken off a flex-time schedule and placed on temporary
assignment, detailing assignment or loan. When this happens, you work the
schedule of the employee you replace. Atthe end of the temporary
assignment, detail or loan, you return to the approved flex-time schedule.

==120.5 Signing In and Out
01-17-2003

A. Bargaining Unit Employees

When you arrive at the beginning of a workday, you are to put the actual
time of arrival on the HFS 163 form, Employee Daily Time Log. When
departing at the end of the workday, you are to put the actual time of
departure on the HFS 163 form.

Entering the actual time of arrival and departure is not to be construed as an
implied authorization for overtime pay. It merely reflects the actual time of
your arrival and departure.

B. Merit Compensation Employees

Merit compensation (MC) employees are not required to sign in when they
arrive for work or sign out when they leave. Attendance for MC employees
is tracked by timekeepers on form HFS 163A, MC Employee Daily Roster.

Supervisors are responsible for ensuring that form HFS 163A is accurately
completed each workday for each payroll distribution group containing MC
employees they supervise.

An ethics timesheet is to be submitted by MC employees on a monthly
basis. The timesheet is to represent the time spent on official state
business by recording actual arrival and departure times with any absences
recorded to the nearest quarter hour.

120.6 Overtime

The Department of Central Management Services (CMS) keeps and updates a
list of job titles eligible to be paid for overtime work, i.e., work more than the
normal work schedule. Unless CMS approves a special exception, only those
Healthcare and Family Services employees whose job titles are on the list are
eligible for overtime pay. For overtime purposes, a work week is defined as
Monday through Sunday.
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A. Overtime Pay

Within Healthcare and Family Services, overtime pay requires prior approval
by the Division Administrator or a member of Executive Staff.

1. Bargaining Unit Employees

Bargaining unit employees are paid for overtime based on the rates
specified in their respective collective bargaining agreements.

2. Non-bargaining Unit Employees Covered by the Fair Labor Standards
Act (FLSA)

For non-bargaining unit employees covered by the (FLSA), only time
actually worked or time required to be considered as work time can be
used when determining overtime eligibility. Under FLSA, overtime
payment is compensated after 40 hours of "working time" in a work
week.

B. Distribution and Assignment of Overtime
1. AFSCME Bargaining Unit Employees

The distribution and assignment of overtime is based on the provisions
of the appropriate collective bargaining agreement.

2. Non-bargaining Unit Employees

The unit supervisor distributes overtime opportunities and assignments
among staff qualified to do the tasks based on operational needs.

120.7 Temporary Changes to Work Hours Policy

The department may temporarily adjust this policy regarding work hours as
appropriate and in keeping with any relevant collective bargaining agreement.
Such change may take the form of a pilot study. Affected employees shall be
informed in writing of changes by the Director or other appropriate member of
Executive Staff.
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125

==125.1

==125.2

125.3

125.4

Job Assignments

Temporary Assignment (AFSCME and INA Bargaining Units Only)

A bargaining unit employee may be assigned temporarily to another position
classification. AFSCME bargaining unit employees who are bi lingual or have
the ability to use Braille and whose job descriptions do not require that they do
so shall be paid temporary assignment pay when required by the Employer to
perform duties requiring such abilities. Scheduling, time limits, eligibility and
payment for temporary assignment are decided based on the appropriate
collective bargaining agreement.

When the training duties of an employee, who is assigned to train new workers
in their jobs, are reasonably within the scope of the employee's position
classification, the employee is not entitled to temporary assignment pay for the
training activities.

Detailing Assignments

Detailing is the temporary transfer of a bargaining unit employee to a work
assignment of the same classification at a location that is geographically
removed from the employee's normal work site. You may be detailed for up to
five work weeks in four calendar months. An AFSCME position shall not be
filled by detailing for more than 15 work weeks without an agreement with the
union to extend the detail.

On Loan Assignments

A non-bargaining unit employee may be temporarily transferred to a
geographically removed work assignment of the same classification, as
required by department operating needs. Such "on loan" assignments
ordinarily are of limited duration.

Call-Back/Stand-By (AFSCME and INA Bargaining Units Only)

The use of call-back or stand-by status is restricted to organizational units
where work must be completed outside normal working hours. Only AFSCME
bargaining unit employees are eligible for call-back or stand-by pay based on
the appropriate collective bargaining agreement.
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130

130.1

Transfers

A transfer is the assignment of an employee to a vacant position of the same or
similar class as the employee's current job and that has the same salary range,
similar qualifications, duties and responsibilities. A transferred employee
retains employment status, continuous service, seniority and all accrued
benefits.

Temporary assignments and detailing assignments are not considered
transfers. Temporary, emergency, trainee and provisional employees cannot
transfer or be transferred. Bargaining unit employees serving their original
six-month probationary period do not have the right to transfer between
positions. Any other probationary employee may transfer within Healthcare and
Family Services or from one state department to another during the
probationary period with the approval of both department directors.

Probationary employees transferred during their probationary period must still
serve that portion of the probationary period that was not completed at the time
of the transfer.

Employee Request for Transfer
A. AFSCME or INA Bargaining Unit Employees
If you want a transfer, you must file a written request.

Submit requests for transfer within the department to the Division of
Personnel and Administrative Services. Approval of a request is subject to
the provisions of the appropriate collective bargaining agreement. HFS
1846, Employee Transfer Request, is used to request this type of transfer.
For AFSCME employees, the request is kept on file for two years unless a
transfer is accepted. AFSCME employees may transfer once every 24
months. For lllinois Nurses Association employees, transfer requests are
kept on file for one year. If an employee waives the right to transfer to a
specific position, the employee must submit a new transfer request to
remain on the transfer list.

Submit requests for transfer to another agency to that agency’s personnel
office.

B. Non-bargaining Unit Employees

Transfer requests are filed with the administrator of the agency, location or
unit to which the transfer is desired. This is done through the regular
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130.2

application process. For a transfer to occur:

1. ajob opening must exist in the agency, location or unit to which a job
transfer is desired, and

2. the job opening may be posted, and
3. the non-bargaining unit employee must apply for the position, and
4. the non-bargaining unit employee must meet the job qualifications, and

5. the non-bargaining unit employee must go through the interview and
selection process.

C. Hardship Transfers (AFSCME Bargaining Units Only)

You may apply directly to your local bargaining unit representative when
asking for hardship transfers. A transfer to relieve hardship requires
approval by all affected parties. This includes the employee, the bargaining
unit representative and the agency involved. You can be transferred to a
position of the same pay grade or a lower pay grade; you cannot be
transferred to a position in a higher pay grade.

Geographical Transfers

A geographical transfer is generally considered a transfer across county lines.
Some Cook County transfers are considered geographical. If you are
geographically transferred, you must report for duty at the new location. If
contesting the transfer, you may file a written appeal to the Civil Service
Commission within 15 working days after the effective date of the transfer.

An employee who is geographically transferred at the direction of the
department may be reimbursed for all reasonable transportation and moving
expenses incurred in moving to the new location.

Transfer of function is a form of geographical transfer. When the duties of a job
are transferred to another location, but basically remain the same, the
incumbent employee may choose to relocate and keep the job.
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135 Leaving State Employment

==135.1 Separation from State Employment

A. If you decide to resign, you should give your supervisor at least two weeks
written, advance notice before leaving. The notice should give an effective
date for your resignation and it must give a reason for your leaving. This
notice is important so that the personnel record reflects resignation in good
standing. Resignation in good standing is important if you want to return to
state employment at a later date.

No one will be required to submit or sign an undated resignation. The
department will not accept an undated resignation.

When leaving, you are asked to complete an Exit Information Sheet HFS
2296.

You may have extended health coverage for 18 months after termination by
paying both the member and the State's portion of the premiums through
COBRA.

Unless approved by the Division of Personnel and Administrative Services,
Available Benefit Time (ABT) may not be authorized for employees known
to be separating from state service.

When you resign, retire, transfer or, for any other reason, no longer require
the state owned equipment or items issued to you, all equipment or items
must be returned to your Supervisor prior to leaving. Following are
examples of equipment/items which may have been issued to you.

Cellular Telephone & Charger
Computer Equipment (includes Laptops)
Credit Cards - Food & Lodging
e Telephone

e Gas Credit Card

Keys - Office Building Entrance
e Individual Office

e Desk

e File Cabinet

Pager

Photo ID

Vehicle
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B. Revolving Door Prohibition

1. Effective January 15, 1999, the department’s State Purchasing Officer
(SPO) shall identify in writing all designees whose principal duties are
directly related to state procurement. “Principal duties” shall mean “job
or position descriptions at least 51% directly related to state
procurement.” The SPO shall maintain that information for a period of at
least two years following the end or revocation of the designation.

2. Any department employee who is the SPO or a designee identified
pursuant to paragraph one above, who is employed by the department in
an affected position for at least six months, or any executive officer
confirmed by the Senate is expressly prohibited by law from engaging in
any procurement activity relating to the department for two years after
termination of employment with the department. This prohibition
includes, but is not limited to, lobbying the procurement process;
specifying; bidding; and proposing bid, proposal, or contract documents
on their own or on behalf of any firm, partnership, association, or
corporation.

135.2 Layoff and Re-Employment

Within Healthcare and Family Services, the Division of Personnel and
Administrative Services has the principal responsibility for layoff
implementation. The selection of positions to be laid off within a unit is based
on class, lack of work, location and available funding. Bargaining unit
employees are laid off based on the provisions of the appropriate collective
bargaining agreement. In laying off non-bargaining unit employees,
consideration is given to continuous service and performance.

Vacancies in lieu of layoff plan may be offered to a non-bargaining unit
employee if there are no bargaining unit employees targeted for layoff with
rights to the position.

You have the right to appeal a layoff to the Civil Service Commission within 15
calendar days after the effective date of the layoff. This appeal right also
applies if you have accepted voluntary reduction instead of layoff.

You will not be laid off as a disciplinary measure.

See the CMS Personnel Rules for further information.
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1354

1355

Re-Employment/Recall

Certified non-bargaining unit employees who are indeterminately laid off are
placed in order of continuous service on re-employment lists established by the
Department of Central Management Services (CMS). An employee is placed
on a re-employment list for the classification in which laid off and on other re-
employment lists for related classifications as determined by CMS. An
employee re-employed from lay-off does not serve a probationary period. A
laid off employee's name is taken off the recall list when the employee:

Is recalled from layoff,

Refuses an offer of permanent employment,

Has remained on the list for 36 months, or

Is reinstated to the same title from which laid off, after completion of the
probationary period.

oOw>

Reinstatement

Reinstatement is the employment of formerly certified employees who resigned
in good standing or were laid off. Effective January 1, 1999, reinstated

employees are required to serve a four-month probationary period. Employees
who are laid off and are reinstated also serve a four-month probationary period.

Employees discharged from state service cannot be reinstated in the same

department with the same title and cannot be reinstated in any department in a
title in which certified status was held. A previously discharged employee may
return to permanent state service only through appointment from an eligible list.

Demotion/Involuntary Reduction

A demotion is the assignment of an employee to a vacant job in a class having
a lower maximum salary or rate than the job from which the employee was
demoted. An involuntary reduction is the assignment of an employee serving a
promotional probation to the position from which promoted.

Only certified and probationary employees may be demoted/reduced
involuntarily upon documented recommendation. An employee may be
demoted/reduced involuntarily only if unable to do the work of the higher
position. Demotions/involuntary reductions cannot be used as means to
discipline an employee.

Right to Grieve/Appeal

A. Grievance

You may grieve an involuntary reduction, using collective bargaining
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agreement or CMS Personnel Rules grievance procedures as appropriate.
A collective bargaining agent may grieve an agency's notice of intent to
demote or notice of intent to reduce involuntarily based on the provisions of
the appropriate collective bargaining agreement.

B. Civil Service Appeal

You may appeal a demotion to the Civil Service Commission within 15
calendar days after receiving notice of the action from CMS. The appeal
must be in writing.

Voluntary Reduction

A certified or probationary employee may request or accept assignment to a
vacant, funded job in a class having a lower maximum salary or rate. All
voluntary reductions require approval by the Division of Personnel and
Administrative Services. Temporary, emergency and provisional employees
are not granted voluntary reductions. Although a voluntary reduction is not
appealable to the Civil Service Commission, an employee who accepts a
voluntary reduction instead of layoff may appeal the layoff to the Civil Service
Commission within 15 calendar days following the effective date of the layoff.
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140 Emergency Procedures

Refer to the department's Crisis Response Procedures Quick Reference Guide
for guidance concerning appropriate actions in an emergency.

R —-07-15-2002 EH 140 - (1)






Healthcare and Family Services Employee Handbook

200

205

205.1

==205.2

TIME OFF

Benefit Time

Available Benefit Time (ABT)

Available Benefit Time (ABT) is sick leave, personal business leave and
vacation leave. All employees earn or are granted ABT with the following
exception: employees in contractual, per diem, temporary or emergency status
do not earn and are not granted ABT.

For employees in bargaining units in both full time and intermittent status, the
provisions of the appropriate collective bargaining agreement prevail in
situations that are covered by the labor agreements.

If you do not have sufficient ABT to cover your absence(s) and do not request
an appropriate leave of absence, you will be placed in without pay status and
may be subject to discipline in accordance with the Affirmative Attendance

policy.
Asking for Time Off
A. Scheduled

You request ABT on HFS 2053, Employee Absence Request/Report. You
must request ABT in advance of the date its use is planned. Complete
Section A of the form, showing the date, amount and type of ABT
requested. The form is submitted to your immediate supervisor. Your
immediate supervisor approves or denies the request by completing Section
B of the form, gives you a copy, and forwards the original HFS 2053 to the
appropriate time reporting location. It is your responsibility to make sure
you have enough ABT to cover your request.

B. Unscheduled

When you are unable to request an absence in advance and cannot
complete HFS 2053 before the absence, you must advise your immediate
supervisor of the need to use ABT within one hour of the start of your work
shift. If the need for an unscheduled absence occurs after your shift has
begun, you must notify your supervisor as soon as possible. The
immediate supervisor (or their designee) completes Section A of HFS 2053
as soon as practicable, showing the date, amount and type of time you have
requested be applied toward the absence. The supervisor (or their
designee) cannot select the type of ABT to be used. The supervisor (or
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their designee) initials the employee signature line in Section A of the form,
completes Section B and forwards a copy of the form to the timekeeping
person. This procedure is followed for each day of your unscheduled
absence unless the entire absence can be reported on the first day of your
calling in and does not cross pay periods.

You must sign the form(s) upon returning to work from the unscheduled
absence. The original HFS 2053 is forwarded to the timekeeper and the
copy is given to you.

If you falil to call in to report an unscheduled absence and identify the type of
ABT to be used, HFS 2053 is completed by the supervisor and coded as
Absence Without Pay/Unauthorized.

C. This Section was Intentionally Left Blank

Benefit Statements

Your available benefit time (ABT) balances are shown on the stub of the first
pay check you receive each month and on the Statement of Earnings,
Deductions, and Benefits that accompanies each pay check. ABT balances are
also shown on the Available Benefit Time Report that the head of the office
receives monthly. It is the official ABT record for all employees in the unit.

Correction of Official Time Records

You and the unit timekeeper are responsible for keeping accurate records of
your use of time. Falsification of time or time records is grounds for discharge.

A. Initiation of Correction Request

You start a correction request by telling the head of the office of an error.
The unit timekeeper can also initiate a correction request. The head of the
office must assure that office records support the request. If office and
employee records disagree, the disagreement is reconciled before sending
a correction request to the Payroll Unit.
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B. Submission of Correction Requests

Correction requests should be submitted promptly when an error is
discovered. When the error involves your ABT, as reflected on your pay
check stub or on the Statement of Earnings, Deductions, and Benefits, the
correction request should be submitted to the Payroll Unit within 30 calendar
days after the receipt of the document that revealed the error. In other
instances, correction requests are submitted when the head of the office
determines that office records disagree with Payroll Unit Records.

The Payroll Unit notifies the head of the office in writing of its action on a
correction request.

The head of the office should not submit a correction request for the
convenience of an employee who wishes to change the type of an approved
absence recorded on a completed time roll.
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210.1

210.2

Holidays
Eligibility for Holiday Pay

All active status employees, except contractual employees, receive time off with
full pay on holidays as established by the Department of Central Management
Services. To be eligible for holiday pay, you must be in full pay status on the
last scheduled workday before and the first scheduled workday after the
holiday(s). You are in full pay status if:

A. you work the scheduled workdays before and after the holiday; or
B. absence with pay on these days is approved.

Administrators may seek an exception to the pay status requirement by
directing a request to the Division of Personnel and Administrative Services.

Holidays Observed
The department observes the following holidays:

New Year's Day

Martin Luther King Day

Lincoln's Birthday

Washington's Birthday

Memorial Day

Independence Day

Labor Day

Columbus Day

Veterans Day

General Election Day (on which members of the House of Representatives are
elected)

Thanksgiving Day (and the Friday after)
Christmas Day

When a holiday falls on a Sunday, the following Monday is observed as the
holiday. When a holiday falls on a Saturday, the preceding Friday is observed
as the holiday.

When a holiday occurs during an employee's vacation, the time off is charged
as a holiday and the employee keeps the vacation day.
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Scheduled Work on a Holiday

The supervisor gives you as much advance notice as is practical if you are
scheduled to work on a holiday.

For AFSCME or INA bargaining unit employees, see the appropriate collective
bargaining agreement.

Effect of Separation from Employment on Holiday Pay

A separating employee cannot extend employment to take advantage of a paid
holiday.
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215 Personal Business Leave

215.1 Accumulation of Personal Business Leave
A. Permanent Full-Time Employees

As of January 1 of each calendar year, eligible employees in full-time active
status are granted three days off with pay to use for personal business
during the year. If you begin your job after the first day of a calendar year
you are granted personal business leave based on the following schedule:

Employment Begins Between Leave Acquired
January 1 and February 1 3 days
February 2 and April 1 2 Y days
April 2 and June 1 2 days
June 2 and August 1 1% days
August 2 and October 1 1 day
October 2 and December 1 Y, day
December 2 and December 31 0 days

Starting January 1, 1995, full-time employees who work a full calendar year
without using sick time are granted an additional personal business day in
the subsequent calendar year. Part-time employees who work at least half
time are granted an additional prorated personal business day.

B. Intermittent Employees

Intermittent employees shall be credited with two hours of Personal
Business Leave for each 174 hours in paid status, minus overtime and other
premium paid time. However, after December 15 of each year, all
accumulated paid time, minus overtime and other premium paid time, shall
be carried forward to the next calendar year for crediting of Personal
Business Leave.
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215.3

Use of Personal Business Leave
01-05-2005

If personal business leave is not used within the year it is acquired, it is
forfeited. Personal business leave may be used for any personal reason.

Except when an emergency prevents advance scheduling, you must

request approval to take personal business leave reasonably in advance of the
date it will be used. If you request personal business leave without giving
advance notice, your supervisor may ask you about the reason for the request
in deciding whether to approve the leave.

You may take personal business leave in one-half (1/2) hour, half-day, or full
day increments. A personal business leave balance of less than one half (1/2)
hour cannot be taken. Supervisors may grant employee requests to use
personal leave in increments of fifteen (15) minutes after a minimum use of one
half (1/2) hour.

When a determination of inclement weather status has been made, you may
take personal business leave in one-half (1/2) hour increments. You use HFS
2053, Employee Absence Request, to request business leave.

If you are an employee in the Upward Mobility Program (UMP) and need more
paid time off than what is available through UMP for travel to and from classes
or to attend classes when class attendance conflicts with work, you must use
your own benefit time (except sick time) to make up the difference. On days
you attend UMP classes, you are allowed to use available vacation and
personal business leave in lesser increments than stated in the contract, but
not less than 15 minutes. You may receive UMP paid time off up to one-half of
the total number of hours that a class meets per week (Monday through
Sunday), up to a maximum of eight hours. UMP paid time off combined with
the use of ABT for class attendance cannot total more than eight hours per
week (Monday through Sunday).

Effect of Employment Termination on Personal Business Leave

You do not receive payment for unused personal business leave unless the
termination is due to your retirement, disability or death. When payment is
made, you or your estate receive a lump sum equal to one-half your pay per
work day times the number of personal business leave days unused on the day
employment ended.

The Division of Personnel and Administrative Services’ approval is required for
the terminating employee to use personal business leave.
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220.1

Vacation
Accumulation of Vacation Days

You earn vacation days at a rate based on your length of continuous service.
When you have had an interruption in continuous service, the previous period
of service may be counted as if continuous with the current period of service
upon your documented written request. It is your responsibility to get this
documentation. Credit is given upon receipt of the documentation in the
Division of Personnel and Administrative Services. It is not automatic.

You must be in pay status at least one-half of the work days in a month to earn
vacation for that month. Vacation earned in one month is not available to you
until the first day of the next month. Annually, full-time employees earn
vacation days based on the following schedule:

Length of Continuous Service Vacation Days Earned Annually

From the date of hire through 10 work days
completion of 5 years of continuous
service.

From the first day of the 6th year 15 work days
through completion of 9 years
continuous service.

From the first day of the 10th year 17 work days
through completion of 14 years of
continuous service.

From the first day of the 15th year 20 work days
through completion of 19 years of
continuous service

From the first day of the 20th year
through completion of 25 years of 22 work days
continuous service.

From the first day of the 26th year. 25 work days

Part-time and intermittent employees earn vacation days based on the rate of a
fraction of a day for each month in pay status for at least half the work days
during the month. The fractional amount earned is based on the ratio of the
hours actually worked to the total number of working hours in a year. For
example, an employee who works 3.75 hours a day earns vacation at a rate
equal to one-half the days earned by a full-time employee with the same length
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of continuous service.

The following schedule shows the vacation rate earned in hours each month.

Monthly Vacation Earning Rate for 7.50 Hour Work Days
Days Earned Per Year
10 15 17 20 22 25

January 6.00 9.75 10.50 12.75 13.50 15.75
February 6.75 9.00 10.50 12.00 14.25 15.75
March 6.00 9.75 11.25 12.75 13.50 15.75
April 6.00 9.00 10.50 12.75 13.50 15.00
May 6.75 9.75 10.50 12.00 14.25 15.75
June 6.00 9.00 10.50 12.75 13.50 15.75
July 6.00 9.75 10.50 12.75 13.50 15.75
August 6.75 9.00 10.50 12.00 14.25 15.75
September 6.00 9.75 11.25 12.75 13.50 15.75
October 6.00 9.00 10.50 12.75 13.50 15.00
November 6.75 9.75 10.50 12.00 14.25 15.75
December 6.00 9.00 10.50 12.75 13.50 15.75

You do not earn vacation days while on leave of absence unless the leave is to
accept a temporary assignment in another class.

You may accumulate unused vacation time. Vacation time that is not used
within 24 months of the calendar year in which it was earned is forfeited. You
may carry over into a new calendar year no more than the unused vacation
time earned in the previous 24 months.

If you forfeited vacation time while on a leave of absence of at least three
months you may ask that the time be restored when you come back to work.
The time must be taken within the calendar year in which it is restored.
Intermittent Employees

Intermittent employees shall accrue vacation leave on a prorated basis,
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depending on the amount of time in paid status, minus overtime and other
premium paid time, by the following formulas:

A. 0to completion of 9787.5 hours (five years) - .5 day for every 98 hours.

B. 9787.5 hours (five years) to completion of 17,617.5 hours (nine years) - .5
day for every 65 hours.

C. 17,617.5 hours (nine years) to completion of 27,405 hours (14 years) - .5
day for every 57 hours.

D. 27,405 hours (14 years) to the completion of 37,192.5 hours (19 years) - .5
day for every 50 hours

E. 37,192.5 hours (19 years) to the completion of 48,937.5 hours (25 years) -
.5 day for every 44 hours

F. After the completion of 48,937.5 hours (25 years) - .5 day for every 39 hours
Use of Vacation

You must request the use of vacation time in advance of the date(s) it is
planned to be taken. The supervisor looks at the vacation preference requests
of bargaining unit employees of the same classification that are submitted by
January 31 on the basis of seniority. The employees are notified of the
decision on their requests by March 1.

The minimum amount of vacation time you may take off is one-half (1/2) hour.
After the initial one-half (1/2) hour, you may take time in fifteen (15) minute
increments.

The department may cancel vacation if the specific bargaining unit employee is
needed to perform a specific service. The necessity to pay overtime is not
considered when determining "operating need" when canceling a vacation.

If you end employment with less than six months of continuous service, you will
not be paid for accrued vacation.

If an employee in the Upward Mobility Program (UMP) needs more paid time off
than what is available through UMP for travel to and from class or to attend
class when class attendance conflicts with work, the employee must contribute
their own benefit time (except sick time) to make up the difference. On days
they attend UMP classes, an employee is allowed to use available vacation and
personal business leave in lesser increments than stated in the contract, but
not less than 15 minutes.
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To request vacation leave, use HFS 2053, Employee Absence
Request/Report.

220.3 Fractional Vacation Balances

220.4

When you request vacation of five or more days but lack the time requested by
less than a half day, the head of the office may approve the rounding upward of
the fractional balance to a half day increment when:

A. a minimum of five consecutive vacation days is requested, and
B. the amount of vacation requested will reduce your vacation account balance
to zero.

You may not gain more than one day of vacation during a calendar year
through the rounding of a fractional vacation balance.

Effect of Employment Termination on Vacation

If you end state employment after completing at least six months of continuous
service, you or your estate upon your death receive a lump sum payment for
the amount of earned unused vacation time.

A supervisor is not authorized to approve the use of vacation time when an
employee is known to be terminating. The Division of Personnel and
Administrative Services approval is required for the terminating employee to
use vacation time. You cannot extend employment through the use of vacation
time.
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Sick Leave
Accumulation of Sick Leave

All active employees, except emergency, intermittent and temporary, are granted
a sick day the first working day of the month and may be permitted to use it that
month. New employees or employees returning from leave must be active half
the calendar days of the month in which they start or resume employment in
order to be granted a sick day for that month. Part-time employees are granted
sick leave based on the ratio of the number of hours worked to the total number
of full-time working hours. For example, an employee who works half days
accrues one-half day of sick leave a month. There is no limit on the number of
sick days you can accumulate.

Intermittent employees shall be credited with one hour sick leave for each 21
hours and 45 minutes in paid status, minus overtime and other premium paid
time.

Employees who end state employment without using up accumulated sick leave
and later return to full-time or regularly scheduled part-time state employment
within five years from the date of termination may request to have the
accumulated sick leave credited back to their account. If you were paid for one-
half of your sick days upon termination, you may buy back those sick days and
have full days restored to your record. This provision applies only if you
terminated after March 31, 1980. It does not apply if the sick leave was credited
toward your retirement.

Use of Sick Leave
01-05-2005

A. Request

You request sick leave on HFS 2053, Employee Absence Request/Report,
reasonably in advance of the time it will be used, except when the use of
unscheduled sick leave is necessary because of a sudden illness or medical
emergency. You may be required to document the reason for sick leave use
if there is reason to suspect sick leave abuse.

B. Time Increments
Employees may take a minimum of one-half (1/2) hour of sick leave.

Supervisors may grant employee requests to use sick leave in increments of
fifteen (15) minutes after a minimum use of one-half (1/2) hour.
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A part-time employee cannot use sick leave in daily increments greater than
the fractional rate at which it was accrued. For example, if you normally work
a half day, you cannot use more than a half day's sick leave each day.

. Allowable Use

Sick leave may be used for illness, medical or dental appointments, or
disability or injury of the employee or the employee's immediate family or
household. When a member of your immediate family or household dies, you
may use sick leave for making funeral arrangements, traveling to and from
the funeral site, attending the funeral and other purposes associated with the
interment of the deceased. You cannot use sick leave for settling the
deceased's affairs, administering the deceased's estate, other probate work
or for similar activities.

"Immediate family or household" means your spouse, children, grandchildren,
stepchildren, mother, father, brother, sister, or any relative or person living in
your household for whom you have custodial responsibility or where such
person is emotionally and financially dependent on you and where your
presence is needed.

You may also use sick leave in the event of the death of grandparents,
parents-in-law, brothers or sisters-in-law and sons or daughters-in-law.

. Order of Use

Sick leave is used in the following order:

1. Sick leave earned prior to January 1, 1984.

2. Sick leave earned on or after January 1, 1998.

3. Sick leave earned between and including January 1, 1984 and
December 31, 1997.

. Extra Personal Day

Starting January 1, 1995, full-time employees who work a full calendar year
without using sick time are granted an additional personal day in the
subsequent calendar year. Part-time employees are granted a prorated
personal day.

Visits to a Veterans’ Hospital

You may take four days a calendar year without charge to sick leave for visits
to a Veterans’ hospital or clinic for exams needed due to a military
service-connected disability. You remain in pay status during these visits.
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225.4 Service-Connected Injury or Disease

==225.5

225.6

==225.7

If you suffer an on-the-job injury or contract a service-connected disease, you may
receive full pay for up to five work days (including holidays) of authorized absence
from work during the calendar week of the accident or illness without charge to sick
leave or use of other benefit time. A calendar week is the seven consecutive days
beginning with the day of the accident or illness. The absence must be medically
necessary and verified by a doctor's statement. You are not required to use all your
sick leave before being granted a leave of absence for a service-connected
disability.

Non Service-Connected Injury or Disease

You must use all accumulated sick leave (except less than one-half (1/2) hour)
before being granted a leave of absence for a non service-connected disability.

Advancement of Sick Leave

If you have more than two years of continuous service and your personnel records
warrant it, you may be advanced up to ten working days of paid sick leave with the
approval of the Division of Personnel and Administrative Services and the
Department of Central Management Services. The advance is charged against sick
leave accrued after you return to employment. Requests for advancement of sick
leave must be made before the advance is needed.

Sick Leave Bank
01-17-2003, 01-05-2005

The Sick Leave Bank allows staff members to pool a designated number of their sick
days. It helps member employees who encounter, or whose immediate family
members encounter, a severe or life threatening illness or injury, or injury of
catastrophic proportions.

Membership in the Bank is voluntary and open to staff who:

¢ have worked full-time for six months with the State of Illinois, and

¢ have accumulated a minimum of five sick days at the time of enrollment.

At least one earned sick day must be donated to become enrolled as a member.
Additional sick days may be donated at anytime. Once sick days are donated, the

member loses any future rights to those days. Members who transfer from one
agency to another also transfer their participation in the Bank.
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To be eligible to draw from the Sick Leave Bank, members must have a minimum
of six months service and must have exhausted all usable available benefit time.
At least 60 days have to elapse between initial enroliment and utilization of the
Bank. Proof of a severe, life threatening or catastrophic illness or injury is
required. Members may use up to 25 work days from the Bank per twelve (12)
month period.

Members compensated under the Workers' Compensation Act or Workers'
Occupational Diseases Act are not eligible for Sick Leave Bank use.

Complete Form HFS 3755, Sick Leave Bank Membership Application, to enroll in
the program. Complete Form HFS 3755B, Request for Use of the State of Illinois
Sick Leave Bank, to request use of Sick Leave Bank days.

To obtain the forms, contact the Division of Personnel and Administrative Services.

225.8 Effect of Employment Termination on Sick Leave
01-05-2005

When ending state employment, you receive a lump sum payment for one-half of
unused sick days earned January 1, 1984, through December 31, 1997.

You receive retirement service credit upon retirement, after certification of the
unused amount of sick days by the last employment department, for:

all accumulated unused sick days earned before January 1, 1984;

all accumulated unused sick days earned after December 31, 1997; and
one-half the accumulated unused sick days earned January 1, 1984 through
December 31, 1997.

When known to be terminating, you may be required to document the reason for
the use of sick leave. The head of the office notifies the Payroll Unit in writing
when approving sick leave use in this case.

Sick leave is used in the following order:

Sick leave earned prior to January 1, 1984.

Sick leave earned on or after January 1, 1998.

Sick leave earned between and including January 1, 1984, and
December 31, 1997.

A supervisor is not authorized to approve the use of sick time when an employee
is known to be terminating. The Division of Personnel and Administrative
Services’ approval is required for the terminating employee to use sick time. You
cannot extend employment through the use of sick time.
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Warning

You may not terminate state employment with the intention of immediate rehire
for the purpose of receiving payment for accumulated unused available benefit
time.
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==230

==230.1

Leaves of Absence

You can request and may be granted limited leaves of absence. You must
make a request for a leave of absence reasonably in advance of the day the
leave will begin, unless precluded by emergency conditions. Bargaining unit
employees must use the provisions of the appropriate collective bargaining
agreement.

Requests for a non-medical leave of absence must be submitted in writing and
requests for a medical leave of absence may be submitted in writing; however,
a medical leave of absence must include appropriate supporting documents.
The Employee Absence Request/Report Form (HFS 2053) must be completed
and approved to cover absences until the payroll office has processed and
suspended entry for the leave of absence.

Following are descriptions of the most common Leaves of Absence; however, it
is not an all-inclusive list.

Types of Leaves of Absence
01-17-2003, 01-05-2005

A. Educational Leave

You may be granted a leave of absence for the purpose of obtaining
education or training that improves your qualifications to perform the duties
of your job. You must submit a copy of an acceptance letter from the
educational or training institution showing your enrollment.

B. Leave for Military Service
1. Active Military Service

All employees, except temporary and emergency employees, may be
granted a leave of absence of up to five years to enter active military
service. If additional service is required by law, the leave may be
extended. You must submit a copy of the orders requiring military
service.

2. Leave for Military Reserve Training and Emergency Call-up:

A full-time employee who is a member of a reserve component of the
United States Armed Services, the lllinois National Guard, or the lllinois
Naval Militia is granted a leave of absence with pay and without loss of
seniority or other accrued benefits to fulfill the annual training obligation.
The employee also will be granted leave for any other period actively
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spent in military reserve training, whether or not voluntary. During

leaves for basic training and for up to 60 days of special or advanced
training, the employee receives their regular pay as a state employee less
military base pay, if the regular pay exceeds the military pay.

If you are called-up in an emergency or ordered to state active duty by the
Governor, leave with pay and without loss of seniority or other accrued
benefits is granted for the duration of the emergency. Military pay for the
emergency call-up must be paid to the department. If the military pay
exceeds your state pay, the department returns the difference to you.

All military leaves must be documented by orders.
C. Leave for Peace Corps or Job Corps Service

If you volunteer and are accepted for service in the Peace Corps or Job
Corps, you may be granted a leave of absence for the duration of the initial
period of service.

D. General/Personal Leave

You may be granted a leave of absence of up to six months for general or
personal reasons. The leave may be extended for 6-month periods with
good cause.

E. Leave for Exempt Position

As a certified employee, you may be granted a leave of absence of up to
one year to accept a position in state employment that is exempt from
Jurisdiction B (merit and fitness) of the Personnel Code. The leave may be
extended for one year periods.

F. Family and Medical Leave Act (FMLA)

The following statement sets out the Family and Medical Leave Act of 1993
policy of Healthcare and Family Services (HFS):

If you have been employed by the State for at least twelve (12) months and
you have worked at least 1,250 hours during the 12-month period preceding
the start of the leave, you are eligible for unpaid leave up to a total of twelve
(12) workweeks (or up to a total of twenty-six (26) workweeks for Military
Caregiver leave) during any rolling twelve (12) month period for one or more
of the following reasons:
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a. Because of the birth of your child and in order to care for such child (within
12 months after the birth of the child);

b. Because of the placement of a child with you for adoption or foster care
(within 12 months of the placement of the child);

c. In order to care for your immediate family member if they have a “serious
health condition;” or

d. Because of a “serious health condition” that makes you unable to
perform the functions of your job; or

e. Because of a qualifying exigency arising out of the fact that your spouse,
child or parent is a covered service member is on active duty or has
been called to active duty; or

f. In order to care for a covered service member undergoing treatment,
recuperation or therapy for a serious injury or illness that occurred any
time during the five years preceding the date of treatment.

The federal law provides for FMLA leaves of absence to be unpaid.
However, you may qualify for additional benefits under other State leave
policies. If your spouse also works for the State and you both become
eligible for a leave under paragraphs a. or b. above, or for the care of a sick
parent under paragraph c. above, the two of you together will be limited to a
combined leave total of twelve (12) workweeks in any rolling 12 month
period. This limitation also applies to the twenty-six (26) workweeks under
the Military Caregiver leave in any rolling 12-month period.

Coordination with Other Policies - You will be required to use your available
paid sick leave during your FMLA absence (except for an approved Family
Responsibility Leave of Absence or a VESSA leave of absence) prior to use
of other available benefit time or being placed in unpaid status. This means
that you will receive your paid sick leave and the leave will also be
considered protected FMLA leave and counted against your FMLA leave
entittement. Vacation and personal business leave use policies are to be
followed for requesting and using accrued paid vacation day(s) or personal
business leave as a substitution 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 or other leave benefits, you
will collect it at the same time you are on Family and Medical Leave.
Similarly, if you otherwise qualify for any other type of leave of absence, that
leave must be taken concurrently with your Family and Medical Leave. All
time missed from work that qualifies for both Family and Medical Leave, and
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for workers’ compensation, will be counted toward your 12 weeks of FMLA
leave.

Certification Form - Requests for a leave must be supported by completion
of the appropriate Certification of Health Care Provider for Employee’s or
Employee’s Family Member’s Serious Health Condition, Certification for
Serious Injury or lliness of Covered Servicemember or Certification of
Qualifying Exigency. You may obtain a certification form from your
supervisor, division personnel office or agency FMLA coordinator.

At its discretion, HFS may require a second medical opinion and periodic re-
certification to support the continuation of FMLA protection. If the first and
second opinions differ, a third opinion can be obtained from a health care
provider jointly approved by both you and HFS.

Serious Health Condition - For purposes of this policy, “serious health
condition” means an iliness, injury, impairment, or physical or mental
condition that involves one of the following:

a. Hospital Care - Inpatient care (i.e., an overnight stay) in a hospital,
hospice, or residential medical care facility, including any period of
incapacity or subsequent treatment in connection with such inpatient
care; or

b. Absence Plus Treatment - A period of incapacity of more than three
consecutive calendar days (including any subsequent treatment or
period of incapacity relating to the same condition), that also involves
either: 1) treatment two or more times 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 within 7 days of the first day of
incapacity which results in a regimen of continuing treatment under the
supervision of the health care provider; or

c. Pregnancy - Any period of incapacity due to pregnancy, or for prenatal
care; or

d. Chronic Conditions Requiring Treatment - A chronic condition which
requires treatment at least twice a year by a health care provider; and
may cause episodic rather than a continuing period of incapacity; or

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 not be effective. The employee or family member
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must be under the continuing supervision of, but need not be receiving
active treatment by, a health care provider; or

f. Multiple Treatments (non-chronic conditions) - Any period of
absence to receive multiple treatments (including any period of recovery
there from) 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
consecutive calendar days in the absence of medical intervention or
treatment.

Intermittent Leave - If certified as medically necessary for the serious health
condition of either you or qualifying family member, leave may be taken on
an intermittent or reduced schedule. If an employee needs intermittent
leave or leave on a reduced leave schedule that is foreseeable based on
planned medical treatment for the employee or a family member, including
during a period of recovery from a serious health condition, the employer
may require, subject to bargaining unit contracts, the employee to transfer
temporarily, during the period of the intermittent or reduced leave schedule,
to an available alternative position for which the employee is qualified and
which better accommodates recurring periods of leave than does the
employee’s regular position.

Notification and Reporting Requirements - You can request and may be
granted limited leaves of absence. You must make a request for a leave of
absence reasonably in advance of the day the leave will begin, unless
precluded by emergency conditions. Bargaining unit employees must use
the provisions of the appropriate collective bargaining agreement.

If you miss more than 14 days, you will be required to present a physician’s
statement which releases you to return to work. If this is required, but not
received, your return to work may be delayed until the statement is
provided. Your maximum time on FMLA leave of absence cannot exceed a
total of twelve (12) weeks in a rolling twelve-month period. 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 may result in discipline up to and including
discharge.

Your FMLA 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 FMLA leave, except as provided by another leave policy.
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Employee Benefits During Family and Medical Leave of Absence - You will
be permitted to maintain health insurance coverage for the duration of the
FMLA 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 your portion of
insurance premiums before you go on unpaid 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 in most cases to reimburse the State for the
premiums paid to insure you during the leave.

Return from Family and Medical Leave - Upon return from leave which has
extended no longer than a total of twelve (12) workweeks in a rolling twelve
(12) month period, you will be restored to the same or to an equivalent
position as 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. If the leave was due to your own serious health condition, you
will be required to submit a release from your health care provider stating
that you are able to return to work. If you fail to return to work at the
expiration of your approved Family and Medical Leave, it may result in
discipline up to and including discharge.

Certain highly compensated key employees may be denied reinstatement
when necessary to prevent “substantial and grievous economic injury” to
State operations. A “key” employee is a salaried employee who is among
the highest paid 10% of employees at that location, or any location within a
75-mile radius. Employees will be notified of their status as a key employee,
when applicable after they request a Family and Medical Leave. The State
will notify a key employee if it intends to deny restoration or employment
upon completion of leave.

An Employee shall not be granted FMLA 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.

In the event there is a conflict between this section and the Family and
Medical Leave Act, the Act shall prevail.

G. Maternity or Paternity Leave

Female employees, spouses of male employees or female partners of non-
married male employees who provide proof of their pregnancy at least 30
days prior to the expected due date will be eligible for four weeks (20 days)
paid maternity leave. Employees must submit the HFS 3602 form,
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Certification of Pregnancy and Expected Due Date signed by their physician
to the Division of Personnel and Administrative Services within the required
timeframe. Non-married male employees may be required to provide proof
of paternity such as a birth certificate or other appropriate documentation
confirming paternity.

Employees will be eligible for four weeks (20 days) paid leave with a new
adoption, with the leave to commence when physical custody of the child
has been granted to the member, provided that the member can show that
the formal adoption process is underway. The agency personnel office must
be notified and the member must submit proof that the adoption has been
initiated.

Maternity and/or Paternity Leave shall be limited to one leave per family for
each pregnancy resulting in birth or multiple births. Adoption leave shall be
limited to one leave per family per year. The Maternity or Paternity Leave
normally occurs during the weeks following birth. The leave is for consecutive
workdays and may not be broken up over a period of time. Any holidays
occurring within the consecutive workday period are credited as holidays, not
as part of the Maternity or Paternity Leave. Leaves under this section shall
also be granted in cases of a full term still born child.

The leave should occur before the start of any Retirement System disability
benefits for which you may be eligible. If you are already on leave of
absence at the time of childbirth, you may receive the Maternity or Paternity
Leave after termination of the disability leave and before returning to work.
You cannot receive disability benefits and Maternity or Paternity Leave at
the same time.

Part-time employees may be eligible for Maternity or Paternity Leave. The
leave is prorated based on the percentage of time worked each week. For
example, employees working 50% of a day are eligible for 75 hours
Maternity Leave rather than four weeks. The same prorated benefit applies
to employees eligible for a Paternity Leave.

After the form is completed, submit a copy of the form or evidence to your
immediate supervisor. You must submit the original form or evidence to the
Division of Personnel and Administrative Services.

Where the mother of the child is not covered by a state health plan, or in
case of adoption, the father of the child shall submit to the Division of
Personnel and Administrative Services a copy of his marriage license and a
copy of either the child’s birth certificate or proof of adoption.
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The Division of Personnel and Administrative Services approves or denies
requests for Maternity/Paternity Leave. A request cannot be approved if the
HFS 3602 form is not on file.

H. Leave for Union Office

The department shall grant requests for leaves of absence for not more than
30 bargaining unit employees at any one time for the purpose of service as
AFSCME representatives or officers with the International, State, or Local
organization of the Union for up to a maximum of two years each, provided
the requests for such leave are normally made a minimum of five working
days prior to the effective date of the leave and the granting of such leave
will not substantially interfere with the department's operations. Such leaves
shall be in increments of no less than one month. The number and length of
such leaves may be increased or decreased by mutual agreement of the
parties. Leaves currently in effect shall be extended for the duration of the
Agreement if so requested.

I. Non-Service Connected Disability Leave

If you are deemed unable to perform a substantial portion of your regularly
assigned duties due to a temporary physical or mental disability, you may
be granted a leave for the duration of the disability. You must request the
leave in writing and provide to your supervisor a signed Physician’s
Statement which indicates the diagnosis of the illness, the estimated
duration of your leave and the prognosis of the treatment.

J. Service Connected Disability Leave

If you suffer an on-the-job disability, including contracting a service-
connected disease, you may be granted a leave for the duration of the
disability. You must request the leave in writing and provide to your
supervisor a signed Physician’s Statement which indicates the diagnosis of
the illness, the estimated duration for your leave and the prognosis of the
treatment. This type of leave must be coordinated through the Agency’s
Workers’ Compensation Coordinator within the Division of Personnel and
Administrative Services.

Employees who are unable to perform their regular duties for a period of
more than sixty (60) calendar days, shall be assigned to light duty provided
it is determined a suitable light duty assignment is available and the treating
physician indicates in writing, the employee is capable of returning to work
by performing light duty and that the employee will likely be able to return to
full duties within 120 days of the employee’s evaluation.
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K. Disaster Service Leave

If you are a certified disaster service volunteer of the Red Cross, you may
be granted a leave with pay for up to 20 working days in a 12-month period
for disasters within the United States or its territories. The disaster must be
designated at a Level Ill or above. Leaves under this section require
approval in advance of the leave by the Administrator of the Division of
Personnel and Administrative Services. This type of leave does not apply if
you are a temporary, emergency or per diem status employee.

L. Elected Official Leave

If you are elected to a position for a term of office, you may be granted a
leave of absence for the duration of the elected term.

M. Family Responsibility Leave

Permanent, full-time or part-time employees may be granted a leave of
absence up to one year to provide care, full-time supervision, custody or
non-professional treatment for a member of the employee’s immediate
family or household. A family responsibility leave may not be granted more
than once for the same reason. An intermittent employee shall not be
scheduled for the duration of the required leave. Employees shall not be
required to use any accumulated benefit time prior to taking Family
Responsibility Leave.

N. Victims’ Economic Security and Safety Act

The Victims’ Economic Security and Safety Act provides that if you are a
victim of domestic or sexual violence, or have a family or household
member who is a victim of domestic or sexual violence, you may take up to
a total of 12 workweeks of leave during any 12 month period to address the
domestic or sexual violence. You must request the leave in writing at least
48 hours in advance, unless providing such notice is not practicable. You
may be required to provide certification to be granted leave under this Act.

Paid leave is not required under this Act; however, you may elect to
substitute available ABT for an equivalent period of leave provided under
this Act. You shall maintain group health benefits during the leave period at
the level and under the conditions for which coverage would have been
provided if you had continued in employment continuously for the duration
of such leave.
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230.2 Extensions of Leaves of Absence

230.3

230.4

You may be granted an extension of a leave of absence by submitting a
request before the expiration of the original leave. The Division of Personnel
and Administrative Services will notify you by certified mail of the end date of
the leave approximately one month before the end date. If you wish to extend
your leave of absence, follow the instructions in the letter received from the
Division of Personnel and Administrative Services.

Returns from Leaves of Absence

A.

Return from Active Military Service Leave

If you return within 90 days after separation from active duty or from a
hospitalization continuing after discharge of not more than one year, you are
restored to the same or similar position you held before the leave.

Return from Peace Corps or Job Corps Leave

If you return within 90 days after termination of service or release from
hospitalization for a service-connected disability, you are restored to the
same or similar position you held before the leave.

Return from Leave to Accept Exempt Position

If you return from a leave of absence to accept an exempt position, you are
restored to the same or similar position you held before the leave. The
rights of an employee who is on leave of absence from a position that is
subject to a term appointment are governed by the term appointment
provisions. If the employee is not reappointed based on those provisions,
the employee's rights end.

Employees Not Covered by A Labor Contract

If you return from a leave of absence of six months or less, you are restored
to the same or similar position you held before the leave. Except for Active
Military Service, Peace Corps, and Jobs Corps leaves, when you return
from a leave of six months or more and there is no vacant available position
in the same class you held before leave, you may be laid off based on
established procedures.

Failure to Return from Leaves

Failure to return from leave or to contact your supervisor within five working
days after the date the leave ends, may be cause for discharge.
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235

==235.1

235.2

235.3

Other Time Off

Time Off to Take Tests

Certified staff may take time off with pay to take personnel examinations
administered by CMS. Time off should be requested reasonably in advance of
the exam date. It may not exceed one work day per fiscal year (July 1 through
June 30) and must be used in increments of not less than one-half (1/2) hour at
a time.

State Service Job Interviews

Employees scheduled for interviews for other Healthcare and Family Services
positions are allowed excused time with pay. Travel expenses are not
reimbursed.

Employees scheduled for interviews for lllinois State Service jobs outside
Healthcare and Family Services are allowed excused time with pay for
interviews only in the county in which they work. Travel expenses are not
reimbursed.

Time off is allowed only for scheduled job interviews. To qualify for excused
time with pay, you must submit documents scheduling interviews or have your
supervisor inquire about scheduled interviews. Time sheets should be marked
present for such time, but should show how the time was actually used.

This Section was Intentionally Left Blank
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==2354

235.5

School Visitation

You may be granted leave to attend your child’s school conferences, activities
and functions if such activity cannot be scheduled outside of work hours. You
may use up to 24 hours of unpaid leave during any school year. Requests for
leave may be approved in increments of one hour or half day, with no more
than four hours taken in any given day.

To be considered for this leave, you must provide your supervisor with a written
request to use School Visitation Leave at least seven calendar days in advance
of the date you wish to be off work. Supervisors will make every effort to
accommodate requests to use School Visitation Leave; however, the request
may be denied if it unduly disrupts office operations. In emergency situations,
School Visitation Leave may be granted upon 24 hours notice.

You may choose to make up the time you are off work. You must inform your
supervisor at the time you request the leave that you want to make up the time.
Once your supervisor has authorized your make up time, you will not be
permitted to change your decision. If you are scheduled to work overtime on
the day you use School Visitation Leave, the overtime worked will be counted
toward your make up time. You will be paid at your normal hourly rate of pay for
the hours you make up and your supervisor will designate when you can make
up the time. Make up time must be completed prior to the end of the pay period
following the date of the leave. You may make up time in one hour or half-day
increments. If the balance of your make up time is less than one hour, the
entire balance shall be made up at once.

Upon return from School Visitation Leave, you must provide your supervisor
written documentation from a school administrator that verifies your
participation in the activity for which you requested the leave. Supervisors will
forward the School Visitation Leave Request form and your verification of
participation in the school function to the Division of Personnel and
Administrative Services. If you fail, to submit such verification to your
supervisor within two workdays of the school activity, you may be subject to
disciplinary action.

Jury Duty

Employees in active pay status are entitled to time off with pay for the time that
you must be away from work for jury duty. The absence is permitted to
complete the required service only. Itis not a blanket authorization to be away
from work on the days of service. When excused on a day-to-day basis, you
are expected to report back to your agency job. You are excused for that time
necessary, plus reasonable travel time, both in the morning and in the
afternoon. Unless you choose to use vacation or personal business, you must
submit payment for such service to the department. You may retain any travel
reimbursement received for this service.
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235.6

235.7

235.8

235.9

== 235.10

Voting in Elections

You have a right to use available personal business or vacation time for a
two-hour period between the time of the opening and closing of polls on primary
or general election days for the purpose of voting. This right is limited to
general or special elections and at any election at which propositions are
submitted to popular vote. You must request the absence before the scheduled
day of the election. The department may specify the hours during which you
may be absent.

Intolerable Physical Working Conditions

In extreme circumstances where physical working conditions appear to be
intolerable (for example, a power outage resulting in no lights), the head of the
office may excuse staff for no more than one hour to ensure staff safety and to
allow time to decide about work attendance. You are given specific instructions
about how and where to report at the end of the hour. If more time is needed to
reach a decision, the excused time will be lengthened.

Time Off to Donate Blood or Organs
01-05-2005

If you are in active pay status and have been employed for six months, you
may take up to one hour of paid time off no more than once every 56 days to
give blood and up to two hours of time off no more than 24 times in a 12 month
period to give blood platelets at a location that is away from the work site.
Upon return to work, you must provide verification that such donation did occur.
Failure to provide verification could result in disciplinary action.

If you are in active pay status and have been employed for six months, you
may be granted up to 30 days of paid leave with proper approval for donation of
an organ or bone marrow. Upon return to work, you must provide verification
that such donation did occur. Failure to provide verification could result in
disciplinary action.

Excused Time

Excused time is time off with pay for a purpose that has been approved by the
head of the office after consultation with the Division of Personnel and
Administrative Services.

Inclement Weather

A. Determination of Inclement Weather

The Division of Personnel and Administrative Services decides whether
inclement weather conditions exist.
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B. Use of Benefit Time During Inclement Weather

There is no extended tardiness on inclement weather days. If you are
delayed or prevented from reaching an open work site by inclement
weather, you must account for the absence by using personal business
leave, accrued vacation or other accumulated unused time. You may not
use sick leave for absence due to inclement weather.

When inclement weather is declared during a work period, supervisors may
release employees who choose to use personal business leave, accrued
vacation, other accumulated unused time with the exception of sick leave, or
an employee may choose unpaid time, for the absence. Supervisors must
assure that sufficient staff remain at the work site to keep it open and
operational until the end of the work period.

In locations where inclement weather status has been declared, personal
business leave may be used in increments of one-half (1/2) hour.

235.11 Emergency Shutdown of Work Sites

When a condition beyond the control of the department such as equipment
failure, fire, flood, snow, tornado or other natural disaster, or interruption of
essential utilities disrupts work, the director or the director’s designee may
close a work site. The affected administrative unit will be advised of what
action to take and will advise employees accordingly.

When your work site is closed as a result of an emergency shutdown, you will
be reassigned to another work site if possible. If you cannot be reassigned,
you will be paid for time in non-work status. If you are already scheduled to be
off when an emergency shutdown occurs, your time off will be charged as it
was approved.
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240

240.1

Affirmative Attendance

Affirmative Attendance Policy

The Affirmative Attendance Policy covers unauthorized absence, docking,
vacation leave, sick leave, proof status and any related grievances for all
Healthcare and Family Services employees.

HFS recognizes that personal problems may affect employee attendance and
encourages utilization of the Personal Support Program.

A. Unauthorized Absences

Unauthorized Absences shall be those absences for which time is not
approved.

The threshold between late arrival and unauthorized absence is one hour
after the starting time. Although tardiness is not considered an unauthorized
absence under this agreement, employees are expected to report to work
on time each day as scheduled. Any negotiated tardiness policies shall
remain in full force and effect during the life of the Master Agreement unless
otherwise negotiated by the parties.

Where current practices exist, any unauthorized absence which is less than
a Y2 day will be treated under Article 1X of the Master Contract as misuse of
time inclusive of all other time related infractions (including late arrival,
extended breaks and lunch hours, leaving work without authorization, etc.)
as one progressive and corrective disciplinary track.

. Medical Certification

Authorized Dock Time shall be granted when sick time has been exhausted
if proper medical certification is provided within three (3) work days. It is the
employee’s responsibility to provide medical certification to their supervisor.
Documents that do not contain the necessary elements will not be accepted
and the employee will be so notified. The absences shall be considered
unauthorized if acceptable certification is not subsequently provided within
five (5) work days.

= Proper medical certification must contain the following elements:

= Signature, address, and phone number of the medical practitioner
(or the authorized designee);

= The pertinent dates in question of the illness or injury;

= An Indication that the employee was unable to work on the date(s)
in question for the reasons of personal or family illness;
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e The original medical statement; if the employee needs a copy
management will provide.

Notwithstanding the above, HFS may accept an electronically generated
statement with an electronic signature or a facsimile with cover page, as
long as the necessary information is provided as set forth in Paragraph B of
Section 240.1.

Vacation, holiday, compensatory and personal business time shall be
requested in advance, except in emergency situations and as set forth in
Paragraph D of Section 240.1. If no personal business, vacation, holiday or
compensatory time is available, authorized dock time shall be approved for
emergency situations, subject to verification of the emergency situation.

C. Authorized Dock Time

Authorized dock time under these circumstances is limited to five (5) days
within a twelve (12) month period, unless approval for more time is granted
by the authorizing supervisor. Employees who have used all allowable
authorized dock time shall be informed of their right to apply for an
appropriate leave of absence.

Employees who have been on proof status within the previous three (3)
months shall have no right to authorized dock time.

D. Requests for Available Benefit Time

All employees’ requests for available benefit time usage must be supported
by request on a HFS 2053 form submitted by the employee. In accordance
with agency practice, requests for available benefit time other than
unscheduled sick leave, emergency personal business and inclement
weather situations, shall be made reasonably in advance, in writing, using
the proper form. Consideration of such requests shall be in accordance with
the Master Agreement.

Where current practices exist, same day call-in requests for vacation,
compensatory, and holiday time shall be made only when it is not possible
to request such time in advance and in writing using the appropriate form.
When an employee is claiming that it is not possible to request the vacation,
compensatory or holiday time reasonably in advance in writing, HFS has the
right to inquire as to why it was not possible, although such inquiry may only
be made when reasonable grounds exist to suggest abuse. Same day call-
in requests for vacation, compensatory or holiday time shall not be denied
unless a bona fide operating need exists to do so. Under no circumstances
will such request be denied solely because a request is called-in on the day
requested. The form must be provided to the supervisor no later than two
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(2) of the employee’s workdays after the employee’s return from the
absence.

Supervisors must ensure that the form is readily available to the employee.
Failure of the employee to provide this form may result in the absence being
considered unauthorized, and the employee may be docked and disciplinary
referral may be initiated. If the employee subsequently submits the form
within two (2) of the employee’s workdays after notification of being docked,
the determination of an unauthorized absence shall be corrected.

Supervisors must process all completed forms generated from call-ins within
five (5) calendar days of submission, either approving or disapproving the
request.

As long as the employee meets the applicable Leave of Absence
requirements, the Employer will approve leave for the time frame
documented, including request for short-term leaves.

It is the employee’s responsibility to provide proper medical certification to
their supervisor. Documents that do not contain the necessary elements will
not be accepted and the employee will be so notified. The absences shall
be considered unauthorized if acceptable certification is not subsequently
provided within five (5) workdays. Proper medical certification must contain
the following elements:

e Signature, address, and phone number of the medical practitioner (or
authorized designee)

e The pertinent date(s) in question of the illness or injury.

¢ Anindication that the employee was unable to work on the date(s) in
guestion for reasons of personal or family iliness.

e The original medical statement must be submitted; if the employee
needs a copy management will provide.

Notwithstanding the above, HFS may accept an electronically generated
statement with an electronic signature or a facsimile with cover page, as
long as the necessary information is provided as set forth above.

E. Unauthorized Absences

Unauthorized Absences shall be subject to the following corrective and
progressive disciplinary action:
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e Occurrence Unauthorized absence with call-in:

1%' — Counseling

2"_ Oral reprimand

3" — Written reprimand

4™ — 2" Written reprimand

51 — 1 day suspension

6" — 3 day suspension

7" — 5 day suspension

8" — 7 day suspension

9" — 10 day suspension
10" — 15 day suspension
11" — 20 day suspension
12" — Discharge

e Each day of unauthorized absence shall be considered a separate
offense for the purposes of progressive discipline.

e Each day of unauthorized absence without a call-in shall be
considered as two offenses, and appropriate progressive discipline
shall be administrated pursuant to paragraph E of Section 240.1.

e Under this Affirmative Attendance Agreement, except for the last
offense before discharge, no employee will serve any suspension
time. Employees will be given the usual notice of a suspension but
will be expected to report to work and lose no wages. An employee
will only serve five (5) days of actual suspension time for the last
offense prior to discharge.

e The parties agree that this section does not alter the provision in
Article IX of the Master Agreement regarding discharge for five (5)
consecutive days of unauthorized absence with no call-in (XA).

Discipline under this policy will be considered timely and progressive based on
a rolling 24-month period. If the last disciplinary action is more than 24 months
old, the progression will start over.

Employees not covered by an Affirmative Attendance Agreement prior to the
effective date of this agreement shall be considered to have committed no
offense. Employees, who have discipline under a prior Affirmative Attendance
Policy, shall be placed on the closest step of the discipline track for the same
offense that does not represent an increase in the level of discipline.

HFS recognizes that personal problems may affect the attendance of
employees. Upon request by the local Union president or designee, employees
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240.2

240.3

240.4

will be afforded a joint Union/Management consultation at the last suspension
prior to discharge. The purpose of such consultations will be to provide
guidance and counseling to the employee as to the need for their services, the
consequences of continued unauthorized absences, the ability of services for
problems, specifically including PSP, which may be identified and the ability to
request a leave of absence. After training materials have been distributed to
those Agencies previously not covered under an Affirmative Attendance Policy,
the Employer will start the Affirmative Attendance Policy. Additionally, Agencies
and the Union shall establish joint training program presentations in those
Agencies previously not covered under an Affirmative Attendance Policy at the
request of either party. In the event a training program is presented, the
Employer will initiate the Affirmative Attendance Policy within one month upon
completion of the presentation.

This Affirmative Attendance Policy supersedes any other HFS agreement(s) on
this issue.

This Section was Intentionally Left Blank

Vacation Leave

Same day call-in requests for vacation time are made only when it is not
possible to request such time reasonably in advance and in writing using HFS
2053.

When an employee claims that it was not possible to request the vacation time
reasonably in advance in writing, the department has the right to ask why it was
not possible. This inquiry may only be made when reasonable grounds exist to
suspect abuse.

Same day call-in request for vacation is not denied unless a bona fide operating
need exists to do so. If due to legitimate operating need the request is denied,
the denial is stated to the employee. Upon request, the reason for denial is
provided. A request for vacation time cannot be denied solely because the
request for vacation is called-in on the same day.

In the absence of an emergency, only your supervisor (or designee) may
approve the use of such time on a call-in basis.

Sick Leave

All requests for sick time usage must be supported by a HFS 2053 signed by
you.
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240.5

You must provide a HFS 2053 to your supervisor no later than 48 hours after
you return from the absence. If extenuating circumstances exist, the supervisor
may approve additional time. Supervisors must ensure that HFS 2053s are
readily available to the employee.

If you fail to provide a HFS 2053, your absence will be considered
unauthorized. The employee is docked and a disciplinary referral initiated.

Your supervisor must process all signed HFS 2053 forms generated from
call-ins within three calendar days of receipt - either approving or not approving
the request.

When all ABT has been exhausted, authorized docks for sick time are based on
the following:

e You have not been on proof status within the previous three months, and
e You must provide proper medical certification.

Use of authorized dock time under these circumstances is limited to five days
within a 12-month period. Approval for more time may be granted by the
Division Administrator. Employees who have used all allowable dock time must
be informed of their right to apply for an appropriate leave of absence.

Proof Status

Proof may be required for a single absence only if reasonable grounds exist to
suspect abuse for the day in question.

Employees whose attendance record creates reason to suspect abuse of sick
time are to be given written notice of their placement on proof status for an
initial 60-day period.

When an employee is placed on proof status, the supervisor meets with the
employee to discuss the attendance records. This is done either prior to or
upon an employee's return to work.

Proof status is reviewed with the employee after the initial 60-day period.
Employees are given either:

e Written notice of their continuation on proof status for an additional 90 day
period if their use of sick time continues to reflect reason to suspect abuse,
or

e Written notice that proof status is terminated.
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240.6

An employee on proof status who fails to provide proper medical certification of
the use of earned sick time is given an unauthorized absence and docked for
the day(s) in question. Proper medical certification for proof status must
contain the following elements:

e Signature, address and phone number of the medical practitioner or
authorized designee.

e The pertinent date(s) in question of the illness or injury.

¢ Anindication that the employee was unable to work on the date(s) in
question for reasons of personal or family illness.

e The original medical statement must be provided.

It is your responsibility to provide proper certification. When documents do not
contain the necessary elements, you are notified that the documents are
unacceptable. The absences are considered unauthorized if acceptable
certification is not subsequently provided within five workdays.

Employees on proof status who use sick time for bereavement must provide
appropriate documentation.

Employees on proof status who are out of earned sick time and who continue to
claim illness are to be advised in writing of the need to apply for a leave of
absence or face discipline.

Grievances

The following grievances are advanced directly to Step 2 of the grievance
procedure:

a) Grievances about discipline for tardiness, and

b) Grievances about the denial of a request for ABT.

It is the supervisor's responsibility to provide documentation of operational need
for denial of ABT upon notification that the grievance is forwarded to Step 2.

Due to the limited time for an appropriate remedy, grievances about Proof
Status are forwarded directly to Step 3 of the grievance procedure.
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300

305

==305.1

305.2

SALARY

Your Paycheck

Pay Dates
1-5-2005

You are paid on or around the 10th and 25th of each month. Pay periods are
the working days from the 1st through the 15th of the month and the 16th
through the end of the month.

All paychecks will be delivered via direct deposit.
Pay Plan

Your salary is determined by the Pay Plan established by the Department of
Central Management Services or as negotiated with the appropriate Collective
Bargaining Agent.

Employees entering state service usually qualify under one of two salary plans:
the Step Pay Plan or the Merit Compensation Salary Plan. A few employee
classifications are paid on the basis of prevailing rates.

A. Step Pay Plan

A new employee's salary ordinarily begins on the lowest step of the salary
grade. Employees whose performance warrants it may receive Superior
Performance Increases that are equal to one full salary step. To qualify,
you must have at least six months of continuous service and must not have
received such an increase for 18 months.

The Step Pay Plan provides for annual increases in pay up to Step 8 for
acceptable performance on the anniversary of the original appointment or
last full step increase. Annual increases may be withheld if you do not
achieve a satisfactory level of performance.

Supervisors must inform you before withholding increases and explain the
reason(s) that increases are being denied. If your annual increase is
withheld, a new "anniversary" date for salary increase purposes is
established if/when the increase is restored.

B. Merit Compensation Salary Plan

R —-06-16-2011 EH 305 - (1)





Healthcare and Family Services Employee Handbook

305.3

305.4

This plan consists of 19 Merit Compensation grades and four broad band
classes. Each grade consists of a minimum and maximum rate of pay.
Employees are evaluated annually and may receive an increase of salary
based on a percentage consistent with their performance evaluations.

A supervisor may recommend a Salary Adjustment Increase for an
employee for outstanding performance of a substantial project; outstanding
performance that greatly improves operating efficiency; or performance
significantly beyond standards for a sustained period.

Higher Than Minimum Entrance Salary

The salary of a person starting state employment usually begins at the
minimum for the job being filled. A person with special qualifications, such as
directly related training and experience above the minimum requirements for
the class specifications, may be hired at a higher than minimum entrance
salary. Prior approval by the Division of Personnel and Administrative Services
is required.

Shift Differential

You may be paid an amount in addition to your base salary for work done on a
regularly scheduled second or third shift. The establishment of regularly
scheduled second or third shifts and application of pay shift differentials is the
responsibility of the Division of Personnel and Administrative Services.
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==310.1

310.2

Payday

Direct Deposit

You are encouraged to request direct deposit of your paycheck into a checking
or savings account by contacting your Personnel Liaison and completing a
direct deposit form. Payment information will be available via the Electronic
Pay Stub System (EPASS) through computer access at work or from your
home.

Non-Receipt of Pay

If you have not received salary or other pay that you believe is due during the
current fiscal year, you may send a written inquiry to the Division of Personnel
and Administrative Services.

To obtain payment of salary or other pay that you did not receive during a
previous fiscal year, but that you believe was due, you must file a claim with the
Department of Central Management Services.

You may request forms to file a back wage claim from the Division of Personnel
and Administrative Services or from the Department of Central Management
Services.
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315.1

==315.2

Payroll Deductions

Mandatory deductions are made from your pay check for state and federal
income taxes (which vary with deductions, salary and marital status), Social
Security, retirement for those employees who do not have Social Security
deductions and fair share for employees in some bargaining units. Mandatory
deductions may also occur as a result of garnishments, child support orders,
collection of debts owed the state, and tax levies (state and federal). All other
payroll deductions require your authorization.

Income Tax Deduction Changes

You may change the amount of your withholding for federal and state income
taxes at any time by submitting Forms C-25.1/IL-W-4 to the Payroll Unit.

Optional Payroll Deductions

There are available optional state-sponsored programs for which payroll
deductions can be made.

A. Deferred Compensation

You have the option of participating in the Deferred Compensation program
through payroll deductions. This gives you an opportunity to accumulate tax
exempt/deferred savings. Both deductions and account earnings are
exempt from the State of lllinois Income Tax. Federal Income Tax
obligations are deferred until funds are distributed. This program is
designed to encourage long-term savings for retirement. Funds in these
accounts are available only upon separation or retirement from state
employment, financial hardship or death. You may change your contribution
or cancel the deduction at any time. Contact the Division of Personnel and
Administrative Services for more information.

B. This Section was Intentionally Left Blank

C. Medical Care Assistance Plan

This plan allows you to accumulate tax-free money through payroll
deductions to cover eligible health care expenses for yourself and your
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315.3

dependents. Contact the Division of Personnel and Administrative Services
for more information.

D. Credit Union Savings

You may enroll for regular payroll deductions for deposit into a savings
account with a credit union. These accounts have no tax advantage over
other regular savings accounts. They do give some benefits and services
that outside savings accounts do not. Contact the personnel liaison in your
office for more information.

E. Dependent Care Assistance Plan

You may accumulate tax-free money through payroll deductions to cover
day care costs for dependent children and disabled family members.
Contact the Division of Personnel and Administrative Services for more
information.

Insurance

The lllinois State Employees' Group Insurance Program is designed to provide
protection for employees, annuitants, retirees and their families. Your benefits
include life, health and dental insurance, and a vision service plan.

You may purchase optional health and life insurance with accidental death and
dismemberment provisions.

If you leave state service, you may be eligible for extended health coverage.
You must pay both the member and the State's portion of the premiums. You
may convert either the state paid group health or life insurance into individual
policies for yourself and any eligible dependents.

Contact your division’s personnel liaison or the Division of Personnel and
Administrative Services for more information.
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400 PROGRAMS FOR EMPLOYEES

405 Programs That Help Employees

==405.1 Employee Assistance Program (EAP)
01-05-2005

A.

EAP is a voluntary, confidential program that helps employees and
members of their families. The main goal is to help resolve personal
problems that might have an impact on your life and job. Conscientious
efforts to seek such help will not jeopardize your job or be noted in your
personnel record. EAP helps in the following areas:

drug/alcohol abuse

marital problems

depression, phobias, obsessions, anxiety
aging parent issues

problems associated with physical illness
family problems

alcoholic/addicted spouse or friend
childhood trauma

physical, emotional, or sexual abuse
financial burdens

grief or loss

stepparent conflicts

mid-life crisis

empty-nest syndrome

single parenting

sexual dysfunction

psychological effects of pregnancy
eating disorders

child abuse

AIDS

custody issues

gambling

school adjustment problems

child behavior problems

EAP is not designed to address employment problems that are considered
grievable matters, such as:

e job dissatisfaction
e promotion or transfer disputes
e Equal Employment Opportunity matters not appropriate for EAP
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actions governed by the Americans with Disabilities Act of 1990 or
Rehabilitation Act of 1973
Sexual Harassment

The program is open to you, family members covered by your health care
program, retirees, COBRA eligible individuals, and other annuitants. You
access the services of the EAP by self-referral; personal concern referral; or
supervisory referral.

Participation in the EAP does not exempt you from disciplinary action, if
applicable. Such actions are based on job performance regardless of
whether you are seeking or getting professional help.

All aspects of EAP are confidential and voluntary. You decide whether or
not to seek help.

B. Referrals

1.

2.

Self-Referral

If you want to use EAP services you may contact an EAP Referral
Coordinator (RC) directly. The RC names and phone numbers are
available on the IHFS InfoNet Home Page and are usually posted on the
office bulletin board. Employees covered by the AFSCME contract
should contact the PSP Program at (800) 647-8776.

Personal Concern Referral

A fellow employee, family member, or union representative who sees
that an employee is having problems may tell the employee about the
possible benefits of seeking help through EAP. Give the employee the
name and phone number of an EAP RC.

Supervisory Referral

Supervisors have a responsibility to refer an employee to EAP if an
employee has non-job related problems that may be helped through the
EAP. Non-job related problems most often involve an employee who
has shown the ability to do the job, but demonstrates a pattern of
declining work performance. Management shall refer bargaining unit
employees to the Personal Support Program (PSP) administered by
AFSCME.

C. Employee Use of Time

1.

Agency Time With Pay
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405.2

If you let the supervisor know in advance, you may meet with the
Referral Coordinator (RC) on agency time. You may also meet with the
treatment provider on agency time for the first visit only if your supervisor
is made aware of the appointment.

You do not have to sign out on the HFS 163, Employee Daily Time Log,
nor do you have to complete a HFS 2053, Employee Absence
Request/Report. You only need to state that you have an EAP
appointment, provide the date, time, and general location of the
appointment. You do not need to divulge the name of your treatment
provider or condition.

Reasonable travel time is permitted, but travel costs are not reimbursed.
2. Use of Available Benefit Time (ABT) or Authorized Absence Without Pay

Subsequent visits during work hours with the treatment provider must be
approved through the use of ABT in normal allowable increments. You
may use sick, business, or vacation leave. If you have exhausted all
usable benefit time, future visits during work hours with the treatment
provider must be approved as authorized absence without pay. Use
code WA in Section A of the HFS 2053.

You may choose to seek professional treatment through the use of ABT
without your supervisor's knowledge of the appointment.

D. Appointments Outside Work Hours
You may choose to seek professional treatment outside work hours.
Assistance for Employees with Disabilities

Section 504 of the Rehabilitation Act of 1973 and the Americans With
Disabilities Act require the department to provide "reasonable
accommodations” for covered employees with disabilities. "Reasonable
accommodation” means that in appropriate cases, the department will honor its
obligation as required by law to remove on-the-job barriers that interfere with a
person's ability to perform the essential functions of their job.

If you have a disability, you may ask for reasonable accommodations by
completing and submitting a 504 Reasonable Accommodation form to the
Agency’s 504/ADA Coordinator in the Division of Personnel and Administrative
Services or by contacting the 504/ADA coordinator at:

(217) 785-9534 (voice)
(217) 782-0936 (TTY)
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405.4

Staff Development
A. Training Opportunities

The department has various educational and training programs designed to
develop employee skills. Extensive in-service training is offered and
conducted through the Springfield Training Center. The department also
administers programs that include:

Educational Leave Program

In-service Training

GED Program

Time Off to Take Educational Course Work
Tuition Reimbursement Program

Agency time or financial aid may be provided for professional education. All
requests for agency time and financial aid are assessed on an individual
basis. To receive tuition reimbursement for most educational courses, you
must make a work commitment to the State. For more information, consult
the HFS Administrative Manual or your immediate supervisor.

Upward Mobility

The Upward Mobility Program is a career advancement benefit designed to
provide designated groups of state employees with professional counseling and
prepaid educational and training opportunities to develop into higher positions.

All certified and promotional probationary employees in AFSCME represented
bargaining units and all incumbent unrepresented employees in a position
classification for which a certificate or a credential is issued by the Upward
Mobility Program are eligible for participation.

The Department of Central Management Services has developed examinations
for each certificate title to determine the employee's knowledge and skill levels
as they relate to the target title. Employees are not required to take classes
related to those sections of the exam that they pass. No proficiency
examination is required for credential titles. Employees are required to meet
selection standards for the position. Once you qualify, your name is put on an
Upward Mobility Program register. When filling an Upward Mobility title
vacancy, each Agency is responsible for applying the priorities that have been
established under this program.

Refer to Sections 215.2 and 220.2 for information regarding the use of
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405.5

available benefit time for Upward Mobility purposes. To obtain more
information about this program, contact the Division of Personnel and
Administrative Services.

Workers' Compensation
01-05-2005

A. Use of ABT

If you suffer a service-connected injury or iliness, you may receive full pay
for authorized absence from work during the calendar week of the injury or
illness without charge to sick leave or use of other benefit time. The day of
the injury or iliness is considered the first day of the calendar week. The
absence must be medically necessary and verified by a doctor's statement.

If you are unable to return to work after use of the authorized absence, you
have the following options:

1. Voluntarily use available benefit time and receive full pay from the
department, or

2. Take a service-connected disability leave of absence and receive
Workers' Compensation and Occupational Disability Benefits totaling
75% of current salary.

You do not have to exhaust accumulated sick leave before taking a
service-connected disability leave of absence. If you choose to use any
ABT, the remarks section of HFS 2053, Employee Absence
Request/Report, should state that the use of ABT is voluntary.

If you have a compensable service connected injury or illness that requires
appointments with a doctor, dentist or other professional medical
practitioner, you may, with supervisory approval, attend such appointments
without loss of pay or utilization of sick leave.

. Reporting the Injury or lliness

The service connected injury or illness should be reported, verbally or in
writing, immediately to your supervisor and to the Early Intervention
Program at 1-800-773-3221 or TTY 1-800-526-0844.

You are required, when possible, to call in to report your absence to your
immediate supervisor (or alternate) within one hour of the beginning of your
work schedule until such time as the proper medical verification of the
service connected injury or illness is received by the department.
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405.7

405.8

You may obtain forms for filing Workers' Compensation claims from your
supervisor, your division’s personnel liaison, or by contacting the Workers’
Compensation Coordinator in the Division of Personnel and Administrative
Services.

Unemployment Insurance

This state operated insurance program is designed to partially compensate you
for loss of wages when out of work. If requirements are met, Unemployment
Insurance assures some income until employment resumes. If unemployed, a
claim should be filed right away at your local Unemployment Insurance Office.

State Library

You may use the lllinois State Library located at 300 South Second in
Springfield for personal matters. You may check out any circulating material for
personal use. All other books or references may be used at the library. If a
resource you need for personal use is not available, you may not request that
the item be retrieved from another library.

The library is open from 8:00 a.m. to 4:30 p.m., Monday through Friday. You
may go to the library during work hours only for work-related reasons. You
must use Available Benefit Time (ABT) to use the library during working hours
for personal reasons.

Indemnification
01-05-2005

If a situation arises out of actions taken or not taken in the course of your
employment resulting in your being listed as a defendant in a civil liability or civil
contempt suit, you may request representation and indemnification through the
lllinois Attorney General’s office,

The Attorney General’s office shall make the decision to represent and
indemnify employees in accordance with existing statutory provisions and
authorization contained therein.

To request representation, please contact the Office of the General Counsel.
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505

==505.1

STATE EMPLOYEES' RETIREMENT SYSTEM (SERS)

The Retirement System

Except for contractual employees, all state employees are covered by the State
Employees’ Retirement System (SERS) after a six-month qualifying period. At
your option, SERS contributions missed during the first six months of
employment may be made directly to SERS. Employees entering state service
after January 1, 1969, must contribute both to SERS and to Social Security.
SERS contributions made before January 1, 1982, were paid out of income that
was taxed when you received it. After January 1, 1982, all involuntary
contributions have been tax exempt. Voluntary contributions are not tax
exempt.

After completion of the qualifying period, SERS gives all new employees a
handbook outlining briefly the provisions of the retirement program. Employees
must apply to receive SERS benefits. Specific information about the retirement
program and benefit application forms may be obtained from the Division of
Personnel and Administrative Services.

Information on your Social Security benefits can be obtained by calling
1-800-772-1213. Service representatives are available to take your call from
7:00 a.m. to 7:00 p.m. each business day.

Amount of SERS Deduction
01-05-2005

State law requires SERS members to contribute a percentage of their salary to
SERS. The contribution rate is 4% for an employee covered by Social Security
and 8% for an employee not covered by Social Security.

Laid off employees, employees on leave for union office pursuant to Article
XXIII, Section 10, of the AFSCME Contract, or employees who take time off for
union activities pursuant to Article VI, Section 3, of the AFSCME Contract, shall
be allowed to purchase pension credit for the period of such layoff, union leave
or time off for union business pursuant to the guidelines set forth in the side
letter on pension credits.
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505.2 Retirement Benefit Package

505.3

You are eligible to receive retirement benefits:

at age 60, with 8 years of credited service

at any age, when your age (years and whole months) plus years of service
credit (years and whole months) equal 85 years (1,020 months) (Rule of 85)

between ages 55-60 with 25-30 years of credited service (reduced %2 of 1%
for each month under age 60)

You may request an application for retirement benefits through the Retirement
Coordinator in the Division of Personnel and Administrative Services no sooner
than 60 days before the anticipated day of retirement. All contacts with the
Retirement Coordinator are kept confidential.

Non-Occupational Disability Benefits

If you experience a disability, you may qualify for non-occupational disability
benefits if:

You have at least 18 months of service credit. This may include service
with the Teachers' Retirement System and the State Universities Retirement
System,;

You have exhausted all accumulated sick leave;

You have been granted a non-occupational disability leave of absence;

Your disability resulted from causes other than those related to your job;
and

You apply for and submit the required forms to SERS for the benefits.

Disability benefits begin to accrue on one of the following:

The 31st day of absence from your last day of work (including periods in
which sick, vacation or personal business days were used), or

The day following the day you last received compensation (including periods
in which sick, vacation, or personal business days were used), or

The date the application is received if your application is delayed more than
90 days after removal from the payroll.
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The benefit payment equals 50% of your monthly compensation rate at the date
you are removed from the payroll or the computation of your average final
compensation (highest 48 consecutive months in the last 120 months of
employment), whichever is greater. If you contribute to Social Security, you
must apply for a Social Security disability benefit to qualify for a
non-occupational disability benefit with SERS. (An employee on leave for
reason of maternity is exempt from applying for Social Security disability.) The
amount of the SERS benefit is reduced by any Social Security disability
benefits for which you are eligible.

If you receive a SERS non-occupational disability benefit, you also receive
service credit and contributions as if in active employment. You continue to be
covered under State-paid health, life and dental insurance. You are billed for
optional insurance premium coverage by the Department of Central
Management Services (CMS).

Disability payments continue until:

e Your disability ends,

e You resume gainful employment,

e You have received payments for a period equal to one-half the service
credit established as of the date of disability, or

e You reach age 65. (If the disability begins after age 60, benefits are
payable for five years.)

If your disability payments have been exhausted but you remain disabled, you
may qualify for a pension if:

e You are age 60 or over with at least 96 months (eight years) of service
credit,

e You are age 55 with at least 180 months (15 years) of service credit, or
e You are age 50 with at least 240 months (20 years) of service credit.
==505.4 Occupational Disability Benefits

If you become disabled from an injury on the job or from a job-related cause,
you may be entitled to occupational disability benefits if:

e You are a member of SERS, and
¢ You have been granted an occupational disability leave of absence, and
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505.5

e You have filed a claim with the Illinois Workers’ Compensation Commission
or the Risk Management Division of the Department of Central Management
Services to determine if your disability is service-connected, and

e You have filed an application and required forms with the SERS Claims
Division either:

— within 12 months after removal from the payroll,

— within 12 months after becoming eligible for benefits under Workers’
Compensation, or

— within 12 months after the Workers’ Compensation Commission
approves the Workers’ Compensation benefit.

You do not have to use ABT before taking an occupational disability leave of
absence. If you choose to use ABT, the remarks section of the absence
request form, HFS 2053, must state that the use of ABT was voluntary.

The benefit amount is 75% of your monthly compensation rate at the date you
are removed from the payroll or the computation of your average final
compensation (highest 48 consecutive months in the last 120 months of
employment), whichever is greater, adjusted by any Workers’ Compensation or
Occupational Diseases Act payments other than medical payments. If you
receive occupational disability benefits, you are also credited with service
benefits and contributions as if in active employment. You also receive the
State-paid health, dental and life insurance coverage. Employees who have
optional insurance coverage are billed by the Department of Central
Management Services (CMS) for the premium payments.

Occupational disability payments continue until:

A. Your disability ends,

B. You resume gainful employment, or

C. You reach age 65. (If the disability begins after age 60, benefits are
payable for five years.)

If the benefit ends because of age, you may be eligible for a retirement pension
regardless of service credit established.

Death Benefits

Your survivors or beneficiaries may be entitled to certain benefits and insurance
coverage through SERS.

When death occurs, the Retirement Coordinator within the Division of
Personnel and Administrative Services or SERS Claims Division must be
notified as quickly as possible. Written instructions are then provided to the
survivors or beneficiaries as to how to claim the benefits.
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505.6

505.7

505.8

Refund Contributions

An employee who is a member of SERS who resigns, is discharged, dismissed
or laid off may choose to withdraw the contributions. You must be off the state
payroll for 14 days to be eligible for the refund. By taking the refund, you:

e Lose rights to all SERS benefits,

e Receive no interest on the contributions, and

e If younger than age 55, you will pay a 10% excise tax if the contributions are
not rolled over into an IRA.

You should request a refund application from SERS after you have been off
state payroll for 14 days. It takes approximately four to six weeks to process
the refund.

Establishing Additional Service Credit

You can make voluntary contributions for periods of employment or military
active-duty service in which you did not originally make contributions. If you
previously took a refund of your retirement contribution, you can also repay the
refund to reestablish the service credit. Upon retirement you can request to
pay retirement contributions on your lump sum payment of available benefit
time to establish credits for those paid days. If you are interested, please
contact the Division of Personnel and Administrative Services’ retirement
coordinator.

Pre-retirement Workshops

SERS periodically holds pre-retirement workshops throughout the state to help
you plan for your retirement.
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600

605

605.1

WHAT THE DEPARTMENT EXPECTS FROM YOU

Personal Conduct

The impression you make in your contacts in the community reflect not only on
you but also on the department and state government. For this reason, you are
expected to conduct yourself in a professional manner while at work, make
maximum use of work time and be courteous and helpful to people you meet.
You are also expected to be appropriately dressed and groomed.

Work Rules

You may be subject to disciplinary action for reasons such as (but not limited
to) the following:

A. Rules of Personal Conduct

1.

2.

10.

11.

Violation of Work Rules.

Repeated and excessive tardiness or absenteeism and/or violation of the
Affirmative Attendance Policy.

Inappropriate behavior or discourteous treatment.

Failing or refusing to follow Department policy or supervisory
instructions.

Unsatisfactory work performance or neglect in the performance of duties.
Participation in a strike or slowdown.
Engaging in prohibited political activity. (Refer to Section 605.2).

Violating the Department’s Conflict of Interest policy. (Refer to Section
610.1)

Failing to report outside employment or business interests violating
Department policy.

Misuse or theft of state property, falsification or misrepresentation of
information orally or in writing.

Fraudulent conduct or attempting to defraud Healthcare and Family
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Services or the State of lllinois.
Misappropriation of state funds. (Refer to Section 610.2).
The direct or indirect threat of bodily harm.

Carrying or possessing a firearm or other deadly weapon, as defined
within the lllinois Compiled Statutes, during working hours in any State of
lllinois owned or leased premises or vehicle.

Attempting to commit a crime, commission of or conviction of a crime
other than a minor traffic violation.

Sexual harassment. (Refer to Section 610.3).

Unauthorized access to, review of, or release of, Department
information. (Refer to Section 615.1).

Violation of local regulations regarding matters such as eating in the
office, outside visitors, and use of radios, etc., which depend upon
individual office circumstances involving size, layout, security, and
working conditions.

Misrepresentation of position or responsibilities with the Department.

Failure to practice regular hygiene, to be clean, to be groomed or to be
appropriately dressed for one's respective assignment in the conduct of
state business.

Misuse of computer systems (Refer to Section 635).

Reporting for work or being on duty while in a condition or state in which
you are unable to perform the duties of the job.

Use of alcoholic beverages, or possession, use, sale, or purchase of
cannabis, unauthorized prescription drugs, or illegal controlled
substances during working hours, or in any State of lllinois owned or
leased premises or vehicle. (Refer to Section 605.3)

Smoking in areas where smoking is not permitted. (Refer to Section
605.4).

Failure to display state-issued photo ID badges at all times when in a
work facility and to follow proper facility security measures.
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B. Procedural Work Rules

1.

You must sign in on a designated time sheet when you arrive at work.
You must sign out when you leave the work site at the end of the work
schedule. (Refer to Section 120.5).

You are allowed to come to the Division of Personnel and Administrative
Services while in a "present” status only when an appointment has been
agreed upon by the Division of Personnel and Administrative Services
and the appropriate administrator.

Employees who leave their general work area should inform the
immediate supervisor or designated alternate. "General work area" is
defined as those areas normally frequented by you in the performance of
your job.

Whenever possible, you shall call your immediate supervisor or
designated alternate at the same work site, within one hour of the start of
the work shift to report your absence and reason(s) for such.

Whenever possible, requests for available benefit time other than
unscheduled sick leave, emergency personal business and inclement
weather situations, shall be made reasonably in advance, in writing,
using HFS 2053, Employee Absence Request/Report. For bargaining
unit employees, consideration of such requests shall be in accordance
with the master contract.

==605.2 Political Activities
01/05/2005

A. Prohibited Political Activities

A State employee cannot participate in any of the following activities during
work time. If you want to engage in any of these activities during work
hours, you must use vacation time. An employee may never engage in any
of these activities using work facilities (such as state office telephones, state
cell phones, photocopiers, or computers).

Prepare for, organize, or participate in any political meeting,
political rally, political demonstration, or other political event.

This includes, for example, sending an e-mail about a political rally to
friends and colleagues during work hours or from a work computer, or
making a telephone call during your workday from a work telephone to a
campaign office about an event.

R —01-05-2005 EH 605 - (3)





Healthcare and Family Services Employee Handbook

Solicit contributions, including but not limited to purchasing,
selling, distributing, or receiving payment for tickets for any
political fundraiser, political meeting, or other political event.
Contributions from state employees to the Governor’s political
campaign will not be accepted.

You cannot ask your office colleagues or your employees for political
contributions or to buy a ticket to a political event while you are in the
office or during the workday.

Solicit, plan the solicitation of, or prepare any document or report
regarding any thing of value intended as a campaign contribution.
You cannot, for example, write up a plan for a political fundraising event
while you are at the office.

Plan, conduct, or participate in a public opinion poll in connection
with a campaign for elective office, on behalf of a political
organization for political purposes, or for or against a referendum.
While you are at work, you cannot conduct or participate in a poll for a
political organization on an issue or about a candidate.

Survey or gather information from potential or actual voters in an
election to determine probable vote outcome in connection with a
campaign for elective office, on behalf of a political organization, or
for or against a referendum.

While at work, you cannot survey your colleagues on behalf of a
candidate or campaign on how they are going to vote. However, this
does not mean that you and your colleagues cannot talk casually about
an upcoming election.

Assist at the polls on Election Day on behalf of any political
organization, political candidate, or referendum question.

Solicit votes on behalf of a candidate, political organization, for or
against a referendum, or help in an effort to get voters to the polls.
For example, you cannot distribute campaign literature in the office
during your work hours.

Initiate, prepare, circulate, review or file a petition.
For example, you cannot pass around a petition for a referendum at your
work site.

Make a contribution on behalf of any candidate for elective office.
While you can make a contribution to a candidate while you are at home,
you cannot do so in the office, on the work site, or during work hours.
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Prepare or review responses to candidates’ questionnaires.

Distribute or prepare campaign literature, campaign signs, or other
campaign material on behalf of any candidate for elective office.
You cannot use your office photocopier or office computer to prepare
any type of campaign material.

Campaign for an elective office or a referendum.

Manage or work on a campaign for elective office or a referendum.
Any campaign work you engage in must be on personal time.

Do work related to serving as a delegate, alternate, or proxy to a
political party convention.

You must take a vacation or personal time to serve as a delegate at a
political convention.

Participate in a vote recount.

B. Prohibited Offer or Promise

A State employee cannot promise anything of value related to State
government in consideration for a contribution to a political committee,
political party or a candidate for political office.

e What is “anything of value related to State government”?—For

example, job positions or appointments in State government,
promotions, salary increases, or the award of a state contract.

C. Contributions on State Property

Political campaign contributions cannot be solicited, accepted, offered or
made on State property.

e What is State Property?—Any building or portion of a building owned or

exclusively leased by the State or a State agency. This includes an
office of the State within a privately owned office building.

e Any portion of a building that is rented or leased from the State or any

State agency by a private person or entity is not State property. For
example, a privately owned restaurant within a state building, or a
private party being held in part of a State building that the private person
has rented for the evening. Also, a state employee’s own personal
residence is not State property, unless it is owned or paid for with State
funds.
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605.3

¢ Inadvertent contribution.—An inadvertent solicitation, acceptance, offer
or making of a contribution is not a violation if reasonable and timely
action is taken to return the contribution to its source.

D. Candidacy for Public Office

You may not be a candidate for any public office that is obtained through a
partisan election. A partisan election is any election in which a candidate
represents a political party which nominated a presidential candidate in the
last presidential election.

E. This Section was Intentionally Left Blank

Drug-Free Workplace

It is the policy of the State of Illinois and the department to provide a drug-free
workplace.

For the purposes of this handbook, the term “drug” shall include, but not be
limited to, any illegal substance such as cannabis or heroin, any controlled
substance obtained illegally and any prescription or over-the-counter
pharmaceutical product. The phrase “being under the influence” shall mean
that the employee is in such condition that a reasonable person would consider
him or her unfit for duty.

The department prohibits the unlawful use, manufacture, distribution,
dispensation or possession of drugs or alcohol at any time while you are:

on the job,

in the workplace,

in a state vehicle, or

in a private vehicle operated at state expense.

The department prohibits any use, manufacture, distribution, dispensation or
possession of alcohol at any time while you are:
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605.4

e on the job,
¢ in the workplace, or
e in a state vehicle.

Furthermore, the department prohibits you from being under the influence of
drugs or alcohol at any time when you are:

on the job,

in the workplace,

in a state vehicle, or

in a private vehicle operated at state expense.

You will not be permitted to remain at work if you are suspected of being under
the influence of drugs or alcohol.

You are required by law to inform the department of any conviction you receive
under a criminal drug statute for a violation that happens on or off state
premises while on the job. You must make a written report of the conviction to
the Office of Inspector General within five days after the conviction. A
conviction means a finding of guilt (including a plea of "nolo contendere”) or the
imposition of a sentence by any federal or state court.

Smoking Restrictions

Smoking is banned in all work areas. Smoking is allowed only in designated
non-work areas which may include lunchrooms, break rooms, lounges and
designated restrooms. Smoking restrictions apply to everyone in a department
facility or area.
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610

==610.1

Conduct on The Job

Conflicts of Interest

A conflict of interest will occur when your private interest, usually of a personal,
financial, or beneficial nature, conflicts or appears to conflict with your work
related duties and responsibilities. Any conduct that would lead a reasonable
person, knowing all the circumstances, to a conclusion that you might be
biased, is a conflict of interest and, therefore prohibited. Please contact the
department's ethics officer if you have a question regarding whether you should
or must disqualify yourself from dealing with the matter in question. Here are
some guidelines to help avoid conflict of interests:

e Do not accept or agree to accept compensation or consideration, other than
your salary from the department, for any services you render in the
performance of your job.

e If you, your spouse, child, or parent, or any member of your immediate
family, household member, or friend, has a financial or beneficial interest in
any entity that transacts business with the department, you should not
participate on a private basis, or in your official role, in any transaction by
that entity with any governmental body.

e Do not make use of or disclose official information that is not available to the
public or provide assistance to any entity that would give it any advantage in
its conduct of business with the department.

e Do notimply or allow it to be inferred that you represent the department or
state in any situation that is not related to your official duties.

A. Outside Employment or Associations

You must avoid outside employment, business interests, or associations
that might be reasonably construed to influence you in the performance of
your duties.

You must avoid conflicts of interest that involve your personal business and
your job duties and responsibilities with the department. This includes (but
is not limited to) contractual and other financial relationships with providers
of goods or services to the department and any other outside employment.
Conducting outside business on state time and the use of state facilities,
staff, commodities, computers, pagers or phones to support outside
activities is strictly prohibited.
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Attorneys

Public service requires special obligations on the part of governmental
attorneys to show that public decision-making is free from both actual
conflicts of interest and the appearance of conflicts.

Agency attorneys may not represent individuals or businesses in court or in
administrative proceedings before the department or other state agencies.
Such representation, even if done during an attorney's free time, creates an
unacceptable conflict of interest for that attorney and is prohibited.
Attorneys who violate this policy are subject to dismissal.

B. Personal Relationships with Applicants, Persons Receiving Child Support or
Medical Services, or Providers

Employees who have personal relationships with applicants, persons
receiving child support or medical services, or providers may not engage in
department business having any direct or indirect influence over the
department’s relationship with the applicant, person receiving child support
or medical services, or provider in question.

For example, you may not be involved in the authorization of payments to a
provider if you or your spouse has a personal or financial interest in the
provider.

You may not authorize benefits for a person with whom you or your spouse
have a personal relationship.

You may not be involved in the authorization, determination,
redetermination or renewal of eligibility of a spouse, relative, household
member, or someone for whom you have custodial responsibility, serve as
guardian, or with whom you have a close personal relationship.

C. Business Transactions with Persons Receiving Medical or Child Support
Services

You may not enter into the following personal business relationships with
persons receiving medical or child support services without reporting the
situation and obtaining approval as described in Section 610.1 (H):

1. Engage in a direct business relationship with a person receiving medical
or child support services,

2. Own or operate a business that has a direct retail relationship with a
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person receiving medical or child support services, or

3. Participate in a landlord/tenant relationship with a person receiving
medical or child support services.

As soon as you believe that you are in or about to become involved in this
kind of relationship, you should ask for a review of your situation or for
approval and exception according to this policy by contacting the Agency's
Ethics Officer in the Office of the General Counsel.

D. Negotiating, Authorizing or Awarding a Contract or Grant

You are prevented from negotiating, authorizing, or awarding a contract or
grant for or to a relative or household member, unless the department’s
Ethics Officer has approved an exception in writing. A request for an
exception must be submitted to the department’s Ethics Officer for a
decision.

For purposes of this policy:

1. Arelative means spouse, parent, sibling, or child, grandchild,
grandparent, aunt, uncle, cousin, including first-line blood, step, half,
foster, or in-law relationships

2. A household member means any person other than a relative with whom
the individual is residing.

E. Ban on Gifts from Prohibited Sources
You cannot solicit or accept a gift from a prohibited source.
1. A prohibited source is one of five things:

e a person or entity seeking official action from the employee, officer,
appointee, or State agency.

e a person or entity that does business or seeks to do business with
the State, employee, officer or appointee.

e aperson or entity who conducts activities regulated by the employee,
officer, appointee, or State agency.

e aperson or entity who has interests that may be substantially
affected by the performance or non-performance of the employee,
officer or appointee.

e a person or entity who is a registered lobbyist.
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2. Your spouse or immediate family members living with you, officer or
appointee also cannot accept gifts from prohibited sources.

There are a limited number of exceptions to this ban on gifts. Only the
following 12 types of gifts are exceptions to the ban and can be accepted
by you, officers and appointees from prohibited sources:

Opportunities, benefits and services available to the general public
on the same terms.

Anything for which the employee paid market value.

A lawful contribution under the Election Code.

Educational materials and missions.

Travel expenses for a meeting to discuss state business.

A gift from a relative.

Anything provided on the basis of personal friendship. However, to
determine whether the gift was given out of “personal friendship,” one
must look at the history of the relationship, whether you have
knowledge that the gift was paid for as a business expense by the
giver, and whether you have knowledge that the giver gave similar
gifts to other employees, officers or appointees. If there is not a
history to the relationship, and/or you know that that the giver gave
the gift as a business expense, and/or gave the gift to other
employees, officers and appointees, then you cannot accept the gift.
Food or drink that does not exceed $75 per calendar day.

Food, drink, lodging and transportation related to outside business,
employment or activities, if the benefits are customarily provided to
others in similar circumstances.

Intra-governmental or inter-governmental gifts (e.g. gifts between
agency employees or between government employees).

Bequests, inheritances, and other transfers at death.

Any item or items from any one prohibited source during any
calendar year that has a cumulative total of less than $100.

3. If you receive a gift from a prohibited source, you can rectify the situation
and not be in violation of the ban if you immediately do either of the
following:

Return the gift to the giver.

Give the gift to a not-for-profit organization, a 501(c)(3) organization.
Give an amount of equal value to a not-for-profit organization,
501(c)(3) organization.
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F. Self-Disqualification

If you receive an assignment concerning a person acting as principal or
agent with whom you currently have or have had social, business, or other
relationships of a nature that might impair, or give the appearance of
impairing, your impartiality or independence, you must discuss this matter
with your immediate supervisor for possible reassignment. This applies
particularly to assignments involving investigations, examinations, seizures
and liquidation of assets or any other matters at issue between the public
and the department.

G. Reporting Requirements

If you perform certain duties as a department employee, you will be required
to file a Statement of Economic Interest with the Secretary of State in
accordance with the lllinois Governmental Ethics Act (5 ILCS 420/1 et seq.).
The due date for filing the Statement of Economic Interest is generally May
1, and you will be notified by the Secretary of State of the filing requirement
on or before April 1 annually.

If you hold a department position designated as a senior employee or a
contract monitor, you must submit your completed Statement of Economic
Interest to the Ethics Officer for review prior to filing with the Secretary of
State. You will be notified of this requirement if you are subject to it.

It is your responsibility to ensure that the Statement of Economic Interest
you file is filled out completely and accurately. Failure to file a Statement of
Economic Interest within the time frames specified by statute (5 ILCS
420/4A-105) will result in late filing fees, fines, and termination from
employment. The willful filing of a false or incomplete Statement of
Economic Interest constitutes a Class A misdemeanor under lllinois law.

H. Ethics Guidance

If you have a question as to whether a personal relationship, business
transaction, outside employment, business interest, gift or association is or
has the potential to be a conflict of interest, consult the Ethics Officer by
filing an Ethics Guidance Request Form HFS 3786 with that Officer. If you
are in doubt as to a potential conflict, you should report it. You will be
notified as to whether or not the reported issue is determined to be a conflict
of interest with your state duties.
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I. Ethics Awareness Training Program

The Governor’s Executive Order #5 (2003) mandates ethics training for all
State of lllinois employees. As an employee of the State of lllinois, you are
expected to participate annually in the Ethics Awareness Training Program.
This training program appropriately addresses a range of ethical issues that
you and officers face in the discharge of their duties. The Ethics Officer for
each agency is responsible for implementing this training program.

As a State of lllinois employee, you shall attend and complete this training
program within six months of your original hire date.

Failure to participate in the Ethics Awareness Training Program and
corresponding testing may result in discipline up to and including discharge.

610.2 Administrative Malfeasance

610.3

State law requires that staff follow the rules and regulations of the department
when authorizing any payments for Public Assistance purposes. Employees
who misappropriate, misuse, unlawfully withhold or convert to their own use, or
to the use of another, any Healthcare and Family Services funds are guilty of a
violation of state law and are subject to legal action.

All employees of the department are required to report any suspected fraud or
misconduct. This includes suspected fraud or misconduct committed by
persons receiving child support, medical services, food stamps or Temporary
Assistance to Needy Families as well as other state employees, vendors,
providers, contractors and the general public. Use HFS 3103, Referral of
Alleged Employee Misconduct, to make any such report.

Sexual Harassment

It is your right to work in an atmosphere free of sexual harassment. It is the
department's goal to ensure that right.

Sexual harassment by any employee, including administrators, managers and
supervisors, contractors, applicants, persons receiving medical or child support
services or others will not be tolerated or condoned.

Sexual harassment is any unwelcome sexual advance or request for sexual
favors or any conduct of a sexual nature when:

e submission to such conduct is made explicitly or implicitly a term or
condition of your employment, or
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e your submission to or rejection of such conduct is used as the basis for
employment decisions affecting you, or

e such conduct has the purpose or effect of substantially interfering with your
work performance or creating an intimidating, hostile or offensive working
environment.

If you believe you have been sexually harassed, you are encouraged to
immediately notify:

e your supervisor, or

e if the supervisor is the person alleged to have engaged in harassment, the
next person in the chain-of-command, or

¢ the Equal Employment Opportunity (EEO) Office, or
o the Office of Inspector General’s (OIG’s) Bureau of Internal Affairs (BIA).

If you have observed a situation that could be construed as sexual harassment,
you are required to report it immediately to one of the above.

Supervisors observing sexual harassment shall take immediate action to stop it.
Supervisors are required to notify the EEO Office of any incident observed or
reported to them. They may consult with the EEO Officer on the proper
procedures to follow or they may request that the incident be investigated by
the EEO Office or the Office of Inspector General’s Bureau of Internal Affairs
(OIG’s BIA). Supervisors should observe strict confidentiality in these matters.

Complaints of sexual harassment will be promptly investigated by the EEO
Office. Sexual harassment complaints involving allegations of criminal assault
or other misconduct will be referred to the OIG’s BIA. OIG’s BIA will notify the
EEO Office of complaints it receives and investigations it conducts. All
investigations shall be treated with strict confidentiality.

If the EEO Officer’s investigation reveals the complaint is valid, the EEO Officer
will immediately notify the administrator responsible for the perpetrator’s unit.
The administrator shall assure that the perpetrator’s supervisor or other
manager shall immediately contact the Division of Personnel and Administrative
Services to determine the appropriate level of disciplinary action to be taken
against the perpetrator. The supervisor shall initiate disciplinary action
promptly. Disciplinary action is based on the seriousness of the offense and
disciplinary history of the employee. Discipline shall involve verbal or written
reprimands, suspension or discharge. The EEO Office must be advised of any
discipline or corrective action plan instituted.
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Retaliatory action against anyone complaining or any witness of sexual
harassment is prohibited and will be separate grounds for discipline.

The department will attempt to resolve sexual harassment complaints and
incidents in-house. Nonetheless, an employee has the right to contact the
lllinois Department of Human Rights (IDHR) or the federal Equal Employment
Opportunity Commission (EEOC) about filing a formal complaint. This
complaint must be filed with IDHR within 180 days of the alleged incident
unless it is a continuing offense. A complaint to the EEOC must be filed within
300 days. An employee who is physically harassed or threatened while on the
job may also have grounds for criminal charges of assault and battery.

Any employee who makes a false and frivolous charge of sexual harassment is
subject to disciplinary action. False and frivolous charges refer to cases in
which the accuser is using a sexual harassment complaint to accomplish some
end other than stopping sexual harassment. It does not refer to charges made
in good faith that cannot be proven.

Referral of Alleged Employee Misconduct

You must immediately report all instances of alleged or suspected employee
misconduct to the Office of Inspector General’s Bureau of Internal Affairs
(OIG’s BIA), which is responsible for reporting all allegations of employee
criminal misconduct to the lllinois State Police (ISP). It is not necessary for you
to have positive proof before reporting the suspected misconduct.

Instances of employee misconduct include but are not limited to:

Bribery;

Gross negligence seriously affecting department operations;

Prohibited political activity;

Engaging in any business with an applicant or a person receiving medical or
child support services;

Conflicting or incompatible outside interest;

Misuse or theft of state property;

Falsification of official documents or records;

Misappropriation of state funds;

Commission or conviction of a crime;

Possession of a deadly weapon on state property;

Unauthorized release of confidential information or records;

Misuse of the department's computer system; or

Violation of the Drug-Free Workplace policy as described in Section 605.3.
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If the misconduct appears to require immediate action, make the initial report to
OIG’s BIA by calling (217) 782-1516. Follow up the telephone report with a
completed HFS 3103 within 48 hours. OIG’s BIA will advise you concerning
whether you should report the incident to anyone else.

All reports of alleged employee misconduct must be kept confidential.

All department staff must cooperate with any investigation whether conducted
by supervisory staff, Office of the Inspector General, Office of the Executive
Inspector General, Office of the Attorney General, lllinois State Police or
Division of Personnel and Administrative Services. Cooperation is defined per
5 ILCS430/20-70, but not limited to, answering questions fully and truthfully.
Failure to cooperate can result in disciplinary action up to and including
discharge.

In situations of an attempt to bribe you, you:

e must not indicate whether or not the bribe will be accepted, and

e must make a verbal report of the bribe attempt to the OIG’s BIA, and
e must send a written referral to the OIG’s BIA.

The lllinois State Police are responsible for coordinating all bribery
investigations.

Reports of Ex Parte Communications in Rulemaking
01-05-05

You must file a written report (HFS 3816) of any ex parte communication in
rulemaking with the department’s Ethics Officer, regardless of whether you
initiate or receive the ex parte communication. The following guidelines are
provided to assist you in completing these reports:

An ex parte communication is any written or oral communication by any person
to an agency, an agency head, or other agency employee during the
rulemaking period that requests or contains information or argument regarding
potential action concerning rulemaking.

An ex parte communication does not include discussions that are unrelated to a
pending rulemaking action. For example, acceptable communications include
statements:

e Made publicly by a person in a public forum (such as a committee meeting
or a hearing);
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¢ Regarding matters of procedure and practice (such as the number of copies
required, the format of public comments, or the status of a rulemaking
proceeding);

e Made by a state employee of that agency to the agency head or another
agency employee.

The “rulemaking period” means the commencement or filing of the notice
period.

The record of the ex parte communication in rulemaking is to include all written
communications from and all written responses to the person, as well as a
memorandum stating the substance of all oral communications. The
memorandum must include the identity and job titles of all the communicators,
the individual or entity represented by the person, and any other pertinent
information. Dates of the communication must also be included.

Send completed ex parte reports to the department’s Ethics Officer. The Ethics
Officer will file the report of the communication and a summary memorandum
with the Executive Ethics Commission.

Whistle Blower Protection

An officer, state employee, or state agency cannot take any retaliatory action
against you for doing any of the following:

e Disclosing or threatening to disclose any practice or action that you
reasonably believe is in violation of the law.

e Providing information or testifying about any violation of law by any officer,
member, state employee, or state agency.

e Assisting or participating in a proceeding to enforce the provisions of the
State Officials and Employees Ethics Act.

Notices of these protections are displayed on office bulletin boards.
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615.1

615.2

Protection of Department Data

Confidentiality of Department Information

You are required by law to safeguard the confidentiality of provider, applicant,
participant, and case information. Disciplinary action, including discharge, can
be taken against staff who violate confidentiality requirements.

Provider, applicant, participant and case information may be used only for
purposes that directly relate to the administration of the medical and child
support programs.

Provider, applicant, participant and case information may only be disclosed
based on the procedures described in the program manuals. The use or
disclosure of provider, applicant, participant or case information for personal,
commercial or political purposes is strictly prohibited.

Reporting Abuse and Neglect

A. Child Abuse or Neglect

Persons who are mandated reporters under the Abused and Neglected
Child Reporting Act are identified in 325 ILCS 5/4. If your job falls into one
of the categories listed in the act, you must report or cause a report to be
made to the Child Abuse Hotline, 1-800-25-ABUSE, whenever you have
reasonable cause to believe that a child is being abused or neglected.

The department encourages all employees, even those who are not
mandated reporters, to call the Child Abuse Hotline to report suspected
child abuse or neglect.

. Elder Abuse, Neglect or Exploitation

Persons who are mandated reporters under the Elder Abuse and Neglect
Act are identified in 320 ILCS 20/2. Department employees who come into
contact with older persons in the scope of their professional duties are
included. You must report any suspected mistreatment of a person 60
years of age or older, where the older person would be unable, due to
dysfunction, to make a report for themselves. The statewide Senior
HelpLine can be reached at 1-800-252-8966.

The department encourages all employees to report suspected elder abuse
or neglect even if the older person is able to make a report or if you become
aware of the suspected mistreatment other than through the course of your
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professional duties.
C. Abuse and Neglect of Long Term Care Facility Residents

Persons who are mandated reporters under the Abused and Neglected
Long Term Care Facility Residents Reporting Act are identified in 210 ILCS
30/4. Department field personnel are required to report when they have
reasonable cause to believe any resident with whom they have direct
contact has been subjected to abuse or neglect. Report suspected abuse
or neglect to the Nursing Home Hotline at 1-800-252-4343.

The department encourages all employees, even those who are not
mandated reporters, to report suspected abuse or neglect of long term care
facility residents.

Employees Applying for or Receiving Medical or Child Support Services

You may receive medical or child support services provided by the department
if you meet all eligibility requirements.

You must receive prior approval to take ABT if you need such time to apply for
or receive medical or child support services.

Segregation of Medical and Personnel Records

The Department entered into an agreement with the Federal Equal
Employment Opportunity Commission (EEOC) that employee’s medical
records, Request for Reasonable Accommodation, Disability Declaration Form
and their personnel records will no longer be co-mingled.

In accordance with the American with Disabilities Act (ADA), HFS is required to
maintain the confidentiality of information obtained regarding the medical
condition or history and reasonable accommodation request(s) of any applicant
or employee.

Medical information must be collected and maintained on separate forms and
stored in separate and locked file cabinets apart from those holding non-
medical (personnel) files and must be treated as confidential records.

Medical information must be kept confidential even when someone is no longer
an applicant or employee.

If a “working file” is maintained, this file cannot contain any medical information.
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If a performance evaluation is completed showing an employee is frequently
absent from work, a description of absences may identify the absences were
due to a chronic illness, but the illness cannot be named.

If making a hiring decision, ADA provisions specify medical information on an
applicant may be provided only after a conditional offer of employment has
been made.

Medical Information may be disclosed to others under the following
circumstances:

ADA Accommodation
ADA Investigation
Workers’ Compensation
Emergency Treatment
Insurance Purposes
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620.1

620.2

620.3

620.4

Employee Relations

Maintaining and Reviewing Personnel Records

You are responsible for keeping the personal information in your personnel
record current by formally notifying the supervisor when changing an address
or name. You (or your authorized union representative) may, on request,
review the contents of your personnel file or attendance record. This includes
the file maintained by your supervisor.

Discipline

The agency adheres to the principles of corrective and progressive discipline.
When disciplinary action is necessary, consideration is given to the seriousness
of the action and the facts of the case. One of the following actions may be
taken:

counseling (Merit Comp Employees Only)
oral reprimand

written reprimand

suspension

discharge

Grievances

The grievance procedure is a means to resolve employee dissatisfaction over
circumstances or conditions of employment. You may discuss such problems
with your immediate supervisor. If not resolved, you may seek resolution from
higher levels.

Your Rights in an Equal Employment Opportunity (EEO) Investigation

A. Non-bargaining Unit Employees:

In any meeting, investigation, negotiation, conference, or other proceeding
between a state employee and an EEO officer, a state employee who is

e not covered by a collective bargaining agreement, and
e who is the complaining party, or
e Wwho is the subject of such proceeding,

may be accompanied, advised and represented by:
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e an attorney licensed to practice law in the State of lllinois, or

e a representative of an employee organization whose membership is
composed of employees of the state and of which the employee is a
member.

If the person accompanying the state employee is an attorney, the person
may actively participate and advise the state employee during the course of
such proceeding. A representative of an employee, other than an attorney,
may observe but may not actively participate or advise the state employee
during the course of such proceeding.

Any representative of an employee cannot, during or after termination of the
relationship with the state employee, use or reveal any information obtained
during the course of the meeting, investigation, negotiation, conference or
other proceeding without the consent of the complaining party and any state
employee who is the subject of the proceeding. Intentional or reckless
disclosure of information in violation of confidentiality requirements
constitutes a Class B misdemeanor.

The state does not pay for or reimburse an employee for legal
representation when an employee is involved in an EEO investigation.

B. Bargaining Unit Employees:

Refer to your collective bargaining unit agreement for information about your
rights in an EEO investigation.

Personal Mail

Departmental mail distribution facilities are maintained solely for the distribution
of official work-related correspondence. Personal mail including packages
should be addressed to your home address or other designated address.

The staff person assigned to handle incoming mail will open and date-stamp all
mail except that marked "personal” or "confidential." Mail marked "personal” or
"confidential” will be given directly to the office administrator or head of the
office. The decision to open or not open mail marked in this manner is the
decision of the office administrator or head of the office.
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Use of Office Equipment

General Policy
State equipment is used only for official state business.
Photocopying Machines

The department's photocopying machines are used for official business only.
Using photocopiers for personal or non-work material is prohibited. Employees
found to have made unauthorized use of a photocopier are subject to
disciplinary action.

State Vehicles

The State of lllinois vehicle provided to you is for use only during the course of
official state business. Because the vehicle is property of the State of lllinois,
you have no expectation of privacy in the vehicle or its contents. Any state
owned vehicle is subject to search without consent or notice at any time by
appropriate personnel of the State of lllinois or law enforcement.
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Telephone Policy

The state telephone system is used for official state business. The
Department's telephones are state property and are not to be used for
employees' personal convenience.

Employees are prohibited from using personal cellular telephones or pagers at
HFS work sites without prior supervisory approval.

Cautions

A. Voice-mail is not a secure repository. Never place sensitive information on
it or reveal voice-mail access codes.

B. Cell phone voice signals may easily be intercepted by a wide variety of
equipment. Do not send or reveal sensitive Department information over
cellular telephone equipment.

C. Never accept any collect call received on a Department telephone.

D. Questions regarding telecommunications security may be directed to the
Office of Information Services Security Manager at (217) 782-2669.

Monitoring Appropriate Use

Each Department unit must review telephone bills monthly to assure that state
telephones and state-issued telephone calling cards were used appropriately.

At the discretion of the Division Administrator, Bureau Chief or your supervisor,
you may be required to log calls. When you are required to log calls, you must
keep a log of all calls as directed by your supervisor. Supervisors may require
that even local calls be logged if they are made outside of lllinois state
government. Your supervisor will decide how you should log the calls. HFS
1847, Telephone Log, may be used for this purpose.

Agency-Purchased Cellular Telephones

A. Agency-purchased cell phones may be issued to employees who travel
frequently or require work related communication from offsite locations. The
HFS 108 form for requesting agency-purchased cell phones is available in
HFS’ forms library on the InfoNet.

B. The Agency generally prefers to assign cell phones to individuals. Cell
phones may be shared within a unit, however, when it is judged to be more
efficient or cost effective to do so. In that case, a single supervisor shall be
assigned responsibility for maintaining accurate logs to document the
temporary assignment of the cell phone to different individuals in the unit.
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C. Lost or stolen agency cell phones must be reported immediately to the HFS
telephone coordinator, Office of Information Services, at (217) 782-9591.
Immediately notify the HFS Security Coordinator, Bureau of Internal Affairs,
at (217) 782-1516 if you suspect that an agency cell phone has been stolen.

D. Agency-purchased cell phones are to be used for official state business.
Calls made from or received by agency-purchased cell phones are
considered authorized if they follow the rules established below for personal
use of the state telephone system.

State-Issued Telephone Calling Cards

The Department may approve state-issued telephone calling cards for use by
employees using phones other than state telephones to make business calls.
Supervisors may request calling cards for their staff by sending a memo to the
Telephone Coordinator in the Office of Information Services. State-issued
calling cards may be used only for agency business with the exception of safe
arrival calls made while employees are on travel status.

Use of Personal Telephones to Conduct Agency Business
01-17-2003

A. The Department will reimburse you for using a personal hardwired
telephone for toll calls made to conduct agency business. The amount
reimbursed will be the actual amount charged for the call.

B. The Department will reimburse you for using a personal cellular telephone
for local and toll calls made to conduct agency business.

1. Reimbursement for local calls shall be based on the statewide average
rate per minute paid for local calls made on agency-purchased cell
phones. This rate will be adjusted annually on July 1 of each fiscal year.

2. Reimbursement for toll calls shall be the actual charge plus roaming
charges. Roaming charges mean charges added by either a cellular
telephone company or local phone company when a cell phone is used
outside of its home service area.

C. No reimbursement will be made for personal calls, monthly service charges,
or any other charges related to a personal telephone.

D. The Department may require that you obtain and use an agency-purchased
cell phone for business calls if that would be cost effective for the
Department. If you are asked to use an agency-purchased cell phone and
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you refuse to do so, the Department may refuse to reimburse you for
business calls made on a personal cell phone.

E. Reimbursement requests for business calls made on personal telephones
must be made on a C-13 Invoice Voucher submitted to the Bureau of Fiscal
Operations. Vouchers must reflect two appropriate approval signatures
(e.g., Unit Supervisor and Bureau Chief or Bureau Chief and Division
Administrator). Documentation must include a copy of the telephone bill
with agency business calls highlighted. If the telephone bill does not
provide the number from which incoming calls were made (for example,
calls received on a cell phone), a daily phone log may be used to document
that the calls were received for agency business.

630.6 Personal Use of the State Telephone System

A. Calls made on a Department telephone or fax machine that are charged to a
personal credit card, made to a toll-free number or charged to the party
called if not a State of Illinois government telephone are allowable personal
calls if they:

e do not adversely affect the Department or the performance of your
official duties;

e are of reasonable duration and frequency; and
e cannot reasonably be made during non-work hours.

B. Certain brief personal phone calls or fax transmissions to numbers within
your local commuting area are allowable without charge to you. Local
commuting area means the area from which you regularly commute and
includes the town in which your office is located. Examples of allowable
calls and faxes include:

e calls to family or child/elder care providers to arrange matters related to
the work schedule. For example, you are required to work overtime and
call home to tell your family you will be late;

e calls to a spouse or to those responsible for child/elder care. For
example, a brief call to a babysitter who is caring for your child;

e calls to check on children who are home alone after school;

e calls to phone numbers that can only be reached during agency work
hours. For example, a telephone call to a physician whose office hours

R —-07-15-2002 EH 630 - (3)





Healthcare and Family Services Employee Handbook

630.7

are the same as your work hours or calls to arrange for automobile or
home repairs; and

e faxing a copy of a permission slip to your child’s school.

Whenever possible, personal calls should be made during your breaks, lunch
hour, or before or after work hours. Use of the Department’s telephones to
make personal calls must be kept to a minimum whether they are calls you
make or receive.

Please note, the Department’s travel policy provides that the cost of business
related special expenses, if reasonable, shall be reimbursable. One example of
a reimbursable expense is a telephone call made while on official business
including calls of three minutes or less to announce safe arrival or a delay or
change in plans.

Payment for Unauthorized Calls

Within 30 calendar days of being notified that you made unauthorized calls on a
state telephone or with a state-issued calling card, you must reimburse the
Department for the cost of the unauthorized calls. The amount of
reimbursement shall be the actual amount of Department of Central
Management Services (CMS) billed charges.

If you do not voluntarily make payment within 30 days of receiving a statement
of itemized unauthorized calls or if the Department determines that you have
abused this telephone policy, you must pay the actual CMS billed charges for
the calls plus $1.00 per minute for toll calls and $.50 per minute for local calls.
These rates are intended to cover the cost of the calls plus costs associated
with reviewing bills, investigation, processing payments, lost time and other
administrative costs.

All reimbursement must be in the form of a personal check or money order
made payable to the “Healthcare and Family Services” and submitted to your
supervisor for forwarding to the Bureau of Fiscal Operations.

Abuse of the telephone policy may result in forfeiture of an agency-purchased
cell phone or state-issued telephone calling card.

Payment of phone charges or fees does not prevent the Department from
taking appropriate action against employees who do not follow the telephone

policy.
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Computer and Internet Security

The department’s Internet Usage and Data Security Administration Policies
have been issued separately. Those policies are posted on the Infonet. The
department requires all employees to sign a Certificate of Understanding
concerning appropriate use of computer resources and the Internet.
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640.1

640.2

Debts

Consumer Debts

You are expected to meet all just financial obligations. This includes, but is not
limited to, tax obligations to federal, state or local governments. You are
subject to wage garnishment for non-payment of debts. The department is
required to comply with a court-ordered wage deduction.

Educational Loans

As a condition of employment, you must repay educational loans that are
government guaranteed or made from any public funds. If you are in default on
a repayment, you must make arrangements to repay the loan. Payroll
deduction is available for this purpose.
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Work-related Activities

Membership Fees

The department generally does not pay individual membership fees for
professional, civic or various other types of professional organizations. Agency
memberships, upon appropriate approval, are paid for by the department.
These payments reflect memberships for the agency and not for individuals.

Travel Expenses

Certain expenses incurred while traveling on the job are reimbursable. See
your supervisor for specific amounts allowed, including the forms to be
completed for reimbursement. Refer to the “Employee Travel Regulations”
book for specific information.

Travel Sponsored by Another Agency

Travel outside of lllinois underwritten by another agency, either state or federal,
must be approved by the appropriate Division Administrator and the Director.
Travel expenses for a trip underwritten by another agency are the responsibility
of the individual or the sponsoring agency. If the sponsoring agency is only
paying a part of the cost, then prior approval is required by the HFS’s General
Services Administrator and the Director.
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Public Information

Press Inquiries

When representatives of the news media request information on departmental
programs, services or actions, you must tell your supervisor of the request.
Supervisors are responsible for contacting the HFS designated Public
Information Officer before giving out any information.

Freedom of Information Act (FOIA)

Any request for information filed under the Freedom of Information Act (FOIA),
including a FOIA request from a representative of the news media, must be
forwarded immediately to the department's FOIA Officer. If you are uncertain
whether a request is a FOIA request, contact the FOIA Officer immediately.
The FOIA Officer will advise you of the appropriate steps to take. You can
locate the current FOIA Officer by searching for that title using the Infonet
search window.

Elected Officials

When contacted by a member of the lllinois General Assembly, General
Assembly staff or a Congressional office for information on departmental
programs, services or actions, you must tell your supervisor of the request.
Supervisors are responsible for making a determination of whether the request
is of an unexceptional nature; if this is the case, the supervisor may respond or
authorize you to respond. The Office of Legislative Affairs should be informed
of the contact, what transpired and whether further follow-up is required.

Supervisors are responsible for contacting the Office of Legislative Affairs
before giving out any information on requests of an exceptional nature.
Requests that concern legislation or bills pending in the General Assembly
should always be considered exceptional.
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Loss of Personal Property

The department is not responsible for personal items you bring to, or keep in,
the office. Personal items include (but are not limited to) radios, office
decorations, money left in your desk, coffee makers, purses/wallets or other
items you own.

Claims filed with the department for the reimbursement or replacement of
personal items lost, stolen or damaged while on state property will not be
accepted. Any losses from theft should be promptly reported to the Agency
Security Coordinator in the Office of Inspector General and the police upon
discovery. Also, contact your insurance company about possible coverage.
The department works hard to ensure the overall security of the workplace.
This includes working with employees, visitors, security guards, maintenance
workers and anyone else entering a HFS facility to keep everyone safe.

Any person committing a crime or convicted of a crime, such as theft, is in
violation of the department's work rules and is subject to disciplinary action.
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Solicitation in Departmental Offices

In person, phone or mail, solicitation of employees on State premises by "for
profit" groups is not permitted. "For profit" groups may use office bulletin
boards for advertisement of their services if the advertisements are in good
taste and are approved by the head of the office or Bureau Chief.

Solicitation of employees on State premises by "not-for-profit" groups is
permitted with proper approvals. "Not-for-profit" groups include authorized
charities as well as individuals doing fund-raising for charitable events.
Charitable events include fund-raising for flood or fire victims, persons stricken
with sudden major illness, or other charitable activity.

The fund-raising activity cannot include activities such as raffles, 50/50
drawings, or "pools." These activities are considered a form of gambling.
Gambling is not permitted on State premises.

Proper approvals include the written approval of:

¢ the Division of Personnel and Administrative Services; and

e the Director (or designee).

To obtain approval, a "not-for-profit" group or individual must:

e complete HFS 3684, Solicitation Request, or

e submit a written request that includes the following:

name and address of organization;

- reason for solicitation;

- name of person who will solicit;

- dates of solicitation; and

- if the activity will require the use of building areas.
The request is submitted to the head of the office or Bureau Chief. If the
not-for-profit group does not use HFS 3684 to make the request, attach HFS

3684 to the front of the request. The head of the office/Bureau Chief:

e reviews the request;
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e recommends "approval" or "denial" of the request;

e writes any comments in the "remarks" section; and

o forwards the request to the Bureau of Administrative Services
The Bureau of Administrative Services:

e reviews the request;

e "approves" or "denies" the request; and

o forwards the request to the Division of Personnel and Administrative
Services.

The Division of Personnel and Administrative Services:

e reviews the request;

e "approves" or "denies" the request; and

o forwards the request to the Director (or designee).

The Director (or designee):

e reviews the request;

e "approves" or "denies" the request; and

e returns the request to the Division of Personnel and Administrative Services.
The Division of Personnel and Administrative Services:

¢ notifies the requester in writing of the final decision; and

o if the request is approved, notifies the Bureau of Administrative Services if
the use of building areas is required.

Allow two to three weeks for the processing of the request.

Fliers, posters, advertisements, or other material may only be displayed at
approved locations in the office, such as bulletin boards and break rooms.
Materials may not be displayed in elevators, on walls, or doors. At no time may
a "not-for-profit" group/person use departmental equipment, work time, or
property. Charitable solicitations are not to disrupt normal business activity.
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ACKNOWLEDGMENT

| will immediately and carefully read this Employee Handbook which includes the
affirmative attendance policy. | agree as a condition of my employment to abide by
these policies. | understand that these policies may change and that I will be informed
of these changes in writing either by means of hard copy or electronic communication. |
agree also to abide by such changes. | further understand that any violation of these

policies may result in disciplinary action.

Printed Name of Employee Last 4 Digits of your Social
Security Number

Date Employee Signature

File this page in the employee's personnel folder in the Division of Personnel
and Administrative Services.
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