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WELCOME!

On behalf of your colleagues here at the Grafton Township
Assessor’s Office, welcome. We are pleased to have you with us.

We hope as you learn more about the Grafton Township
Assessor’s Office and the people who work here, you will come
to share our feeling that this is a very special place.

We do important work here and we try to do it as well as we
can. We hope you will find it both rewarding and enjoyable.

The information contained in this manual should be helpful
and informative now and in the future as a reference source.
Please read it carefully and be sure to contact the Grafton
Township Assessor if you have any questions.

Once again, welcome and thank you for being here.

NS W

Grafton Township Assessor
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Section 100: Introduction

101. Introductory Message

Grafton Township’s government is committed to providing and promoting a high quality of life,
safety and business success to its residents, visitors and future generations. In doing so, it will
help make Grafton Township an excellent place to live, visit, raise a family and run successful
businesses.

Township employees are vital assets in the township’s ability to attain those goals. Township
employees’ status and their daily exposure to public scrutiny, comment and criticism requires all
township employees to be mindful of how deeply their conduct, abilities, appearance and
personal interactions reflect on Grafton Township.

The level of public exposure will be substantial for your position so you will play a vital role in
presenting the township in a favorable light. You may often be the first point of contact when the
public makes inquiries and/or requests. Therefore, you have a responsibility in making a positive
impression with all the property owners and citizens of our community.

Being an employee of the Grafton Township Assessor’s Office puts you in a unique position of
trust. Therefore, it’s critical that you fully understand the emphasis placed on maintaining the
public’s trust in the Assessor’s Office. The Assessor’s Office expects and requires that you
conduct yourself, personally and professionally, in a manner that will foster, maintain and
strengthen the public’s trust in, and respect for, us.

This handbook applies to all employees and compliance with its stated policies is a condition of
employment. It supersedes all previous employment policies, written and oral, express and
implied but is not intended to supersede any local, state or federal regulations or statutes that may
apply to various aspects of the Grafton Township Assessor’s Office’s governmental functions.

This handbook provides guidelines to assist Grafton Township Assessor’s Office employees in
understanding the Assessor’s Office’s responsibilities, policies, benefits and procedures that
relate to their employment with the township. It contains general statements of the Grafton
Township Assessor’s Office’s policies and should not be taken as presenting the complete details
of each policy nor creating an expectation that the policies discussed will be applied in all cases.

THIS HANDBOOK IS NOT INTENDED TO AND DOES NOT CREATE A CONTRACT OF
EMPLOYMENT, EXPRESS OR IMPLIED, BETWEEN ANY EMPLOYEE AND THE
GRAFTON TOWNSHIP ASSESSOR’S OFFICE. THIS HANDBOOK IS INTENDED ONLY
TO DESCRIBE THE POLICIES AND PROCEDURES OF THE ASSESSOR’S OFFICE. NO
CONTRACT OF EMPLOYMENT EXISTS BETWEEN THE ASSESSOR’S OFFICE AND
ANY EMPLOYEE UNLESS THERE IS A SEPARATE WRITTEN AGREEMENT SIGNED
BY BOTH THE EMPLOYEE AND THE GRAFTON TOWNSHIP ASSESSOR.
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BY LAW, AN EMPLOYEE MAY TERMINATE HIS OR HER EMPLOYMENT AT ANY
TIME, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE. THE
ASSESSOR MAY ALSO TERMINATE THE EMPLOYMENT OF ANY EMPLOYEE AT
ANY TIME, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE. NO
SECTION OF THESE POLICIES AND PROCEDURES SHALL BE INTERPRETED AS
GIVING UP THIS RIGHT BY THE GRAFTON TOWNSHIP ASSESSOR OR ANY
EMPLOYEE.

THESE PERSONNEL POLICIES AND PROCEDURES SUPERSEDE ALL OTHER ORAL
OR WRITTEN PERSONNEL RULES, REGULATIONS, POLICIES AND PROCEDURES.

THE GRAFTON TOWNSHIP ASSESSOR, AT HIS SOLE DISCRETION, RESERVES THE
RIGHT TO CHANGE, FROM TIME TO TIME AND WITHOUT NOTICE, ANY TERM OR
PROVISION OF THESE POLICIES AND PROCEDURES.

This handbook is subject to change at any time with or without notice and will be reviewed and
revised periodically. The Grafton Township Assessor reserves the right to modify, rescind, delete
or add to the provisions of this handbook from time to time at his sole and absolute discretion.
The Assessor will attempt to keep these guidelines current but there may be times when a policy
will change before this handbook’s material can be revised, published and communicated. The
most up to date version of this handbook can always be found on the “Resources” page of the
Grafton Township Assessor’s website.

The Grafton Township Assessor believes this document fulfills the requirement of 35 ILCS
200/2.65(b).

102. Purpose of. and issues relating to, this handbook

This handbook contains many of the policies and procedures you are expected to understand and
follow as an employee of the Grafton Township Assessor’s Office. The Assessor developed this
handbook to provide general information to the Assessor’s Office’s employees regarding topics
that commonly arise during a person’s employment.

This handbook is not meant to include all of the policies that may apply in your specific role with
the Assessor’s Office. Rather, this handbook should be viewed as serving two important
purposes. First, the handbook sets forth the Grafton Township Assessor’s Office’s expectations
of you as an employee. Second, the handbook is meant to educate you on what you can expect
from the Grafton Township Assessor’s Office during your employment relationship.

As you review your handbook, consider how the policies it describes support the goals of the
Assessor’s Office. Some of those goals are described below.
1. Generating an accurate assessed value for the township so the resulting levy and tax rates
will be completely transparent to Grafton Township’s property tax payers.
2. By doing so, helping to ensure the prudent use of the township's resources, personnel,
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property, equipment and funds.

3. Assuring the recruitment, retention and development of employees of the highest quality
and loyalty to Grafton Township and the citizens we serve.

4. Assuring maximum responsiveness to the legitimate demands of our constituents.

The Grafton Township Assessor’s Office expects its employees to always respond to the public
in a professional and timely manner that will uphold the image of Grafton Township in general
and specifically the Grafton Township Assessor’s Office. Through this cooperative and
collaborative relationship among all employees, the reputation of the Grafton Township
Assessor’s Office for providing quality services will continue to be achieved and strengthened.

Unless otherwise prohibited by law, final interpretation and implementation of the policies
contained in this handbook are vested solely with the Grafton Township Assessor.

It is your responsibility to read, understand and fully apply these policies each and every day. It is
also your responsibility to ask questions regarding any portions of this handbook or other policies
that you do not understand.

Ignorance will never be tolerated as an excuse for violations of any policy or substandard
performance.

103. Values, Mission and Responsibilities of the Grafton Township Assessor’s Office
Our values guide everything we do. The primary lynchpins are:

« excellence in accuracy, timeliness and customer service;

 unwavering honesty, integrity and fiduciary responsibility

« and steadfast personal accountability for our actions.

Our values define our organizational culture that supports our mission of providing timely,
accurate and statute-compliant assessments of all real property within Grafton Township.

To achieve that mission, the Grafton Township Assessor has broad authority to lead and manage
the operations of the office. These responsibilities include, but are not necessarily limited to:
1. prescribing and administering all the rules and regulations essential to accomplishing all
the requirements of the Illinois Property Tax Code relative to assessments and appeals.
2. Leading and managing all employees.
3. Hiring, promoting, transferring, assigning and retaining highly-qualified employees.
4. Suspending, demoting, terminating or undertaking any other disciplinary action deemed
appropriate by the Assessor.
5. Relieving employees of their duties permanently or on an interim basis due to lack of
work or for other legitimate reasons.
6. Optimizing the efficiency of all Grafton Township Assessor’s Office operations.
Determining the methods and personnel by which those operations are to be conducted.
8. Establishing and adhering to the budget required to effectively perform those services.

~
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W& BUCK STOPS A%

Operation of any government agency depends on an effective chain of command and the Grafton
Township Assessor’s Office is no exception.

The ultimate decisions concerning policy within the Grafton Township Assessor’s Office reside,
by law, solely with the Township Assessor, an elected official, who serves a four-year term and is
elected by the residents of Grafton Township.

The Grafton Township Assessor is responsible for the development, supervision and the efficient
and effective operation of the Assessor’s Office including its personnel and facilities.

As Township Assessor, the Assessor is authorized to exercise all of the executive and general
administrative powers/duties granted and supported under 60 ILCS 1/77-5, 60 ILCS 1/100-5(a),
35 ILCS 200/2-20 and 35 ILCS 200/2-80 among others.

Assessor’s Office employees have an obligation to assist the Assessor in providing professional
advice to the Board of Trustees but the Township Assessor is given the latitude to determine the
best method of implementing all policy decisions in the Grafton Township Assessor’s Office.

All employees shall be responsible to the Grafton Township Assessor and shall refer matters
requiring administrative attention directly to him. Each employee is to keep the Assessor
informed of his/her work activities using tools and technology provided the Assessor’s Office.

If an employee has any questions, opinions or suggestions about the information contained in this
handbook or about any other aspect of his/her job, those questions, opinions or suggestions
should be directed to the Grafton Township Assessor at the earliest possible opportunity.

The Assessor recognizes that employees will encounter directives or requests from the public on
a daily basis as part of their positions. The Assessor expects employees to use sound judgment
and common sense in determining which directives or requests are inappropriate or beyond their
scope of responsibility and therefore should be immediately reported to the Assessor. If an
employee is unsure whether a directive or request should be reported, the employee should err on
the side of caution and discuss it with the Assessor before taking any action.

Any employee who receives inappropriate directives or requests for special treatment from any
individual, property owner, business representative, elected or appointed official must
immediately report such directives or requests to the Grafton Township Assessor. No specific
directives or requests covered by this policy shall be fulfilled unless written permission to do so
is given by the Grafton Township Assessor.
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Section 200: Workplace Environment

201: Equal Employment Opportunity Policy
Policy: The Grafton Township Assessor’s Office is an equal opportunity employer and all
employment decisions are based solely on merit and operational needs.

One objective of the Assessor’s Office is employing individuals who are qualified using
nationally-accepted, job-related standards which include applicable experience; motivation,;
demonstrated aptitude, attitude and skills; relevant education and training; state certifications;
overall ability and other job-relevant considerations.

The Assessor's Office assures equal employment opportunity in all of its employment practices
including:

* recruitment

* hiring

+ compensation

« other benefits

* training

* transfers

* layoff and recall

* promotions

 demotions

* terminations

« all other Assessor’s Office practices and procedures

The Grafton Township Assessor’s Office policies will be administered without regard to race,
color, creed, religion, ancestry, national origin, age, physical or mental disability, sex, marital
status, Veteran status, sexual orientation or any other basis prohibited by applicable federal, state,
or local fair employment laws or regulations.

The Grafton Township Assessor has the overall responsibility for the direction and enforcement
of this Equal Employment Opportunity policy. It is the responsibility of the Grafton Township
Assessor and all Assessor’s Office employees to give this policy their full support by leadership
and personal example. In addition, it is the duty of the Grafton Township Assessor and each
employee to create a job environment that is conducive to this policy.

Any employee who believes that he or she has been treated unfairly because of his or her race,
color, creed, religion, ancestry, national origin, age, physical or mental disability, sex, marital
status, Veteran status, sexual orientation or any other basis prohibited by applicable federal, state,
or local fair employment laws and regulations should immediately submit a written report of the
incident to the Assessor. If an employee believes that he or she has been treated unfairly in any of
these areas by the Assessor, the employee should submit a written report to the attention of the
Grafton Township Clerk.
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All written complaints of discrimination or unfair treatment based on race, color, creed, religion,
ancestry, national origin, age, physical or mental disability, sex, marital status, Veteran status,
sexual orientation or any other basis prohibited be applicable federal, state, or local fair
employment laws and regulations will be promptly investigated.

If the complaint is found to have merit, the appropriate corrective action will be taken. Based on
the investigation, any employee found to have violated the Assessor's Office policy will be
subject to appropriate disciplinary action, up to and including termination of employment.

The Assessor's Office will not in any way retaliate against any individual who makes a report of
discrimination for unfair treatment based on race, color, creed, religion, ancestry, national origin,
age, physical or mental disability, sex, marital status, Veteran status, sexual orientation or any
other basis prohibited by applicable federal, state, or local employment laws or regulations.

Policy: The Assessor's Office will not permit any other employees to retaliate in any
manner. Retaliation is a serious violation of this policy and should be
reported immediately to the Assessor. Any person found to have retaliated
against another individual for reporting discrimination or unfair treatment
will be subject to appropriate disciplinary action, up to and including
termination of employment.

202: Harassment & Retaliation-free Workplace
Sexual harassment is illegal and will not be tolerated under any circumstances.

Policy: The Grafton Township Assessor's Office is committed to maintaining a work
environment that encourages and fosters appropriate conduct among its
employees and nurtures respect for individual values and sensibilities.
Accordingly, the Assessor's Office intends to enforce its sexual harassment
policy in every aspect of its operations in order to create an environment free
from discrimination of any kind including sexual harassment.

Sexual harassment defined: under Illinois law, sexual harassment is any unwelcome sexual
advances or requests for sexual favors or any conduct of a sexual nature when:
1. submission to such conduct is made either explicitly or implicitly a term or condition of
an individual's employment,
2. submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual or
3. such conduct has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, or offensive working environment.

Sexual harassment described: sexual harassment can occur between men and women or between

members of the same sex. This behavior is unacceptable in the workplace and other work-related
settings such as meetings, hearings and Assessor's Office-related or sponsored social events.

Page 6 of 72 2017 Version



Sexual harassment affects the victim and other Assessor's Office employees as well. Each
incident of harassment contributes to a general atmosphere in which everyone suffers the
consequences. Sexually-oriented acts or sex-based conduct have no legitimate business purpose.
Where such conduct is engaged in by the Grafton Township Assessor, he will be held to a higher
standard of accountability because of the degree of control and influence he has or is perceived to
have over the employment conditions and benefits of the subordinate.

Prohibited acts of sexual harassment can take a variety of forms ranging from subtle pressure for
sexual activity or contact to overt physical contact. At times, the offender may be unaware that
his or her conduct is offensive or harassing to others. Examples of conduct which could be
considered sexual harassment include:
« persistent or repeated unwelcome flirting, pressure for dates, sexual comments or touching;
« sexually-suggestive jokes, gestures or sounds directed toward another;
« sexually-oriented or degrading comments about another;
« preferential treatment of an employee or a promise of preferential treatment to an employee
in exchange for dates or sexual conduct;
« the denial or threat of denial of employment, benefits or advancement for refusal to consent
to sexual advances or activity;
« the open display of sexually-oriented pictures, posters, calendars or other material offensive
to others and
» retaliation against an individual for reporting or complaining about sexually-harassing
conduct.

Complaint process: While the Assessor's Office encourages individuals who believe they are
being harassed to firmly and promptly notify the offender that his or her behavior is unwelcome,
the Assessor's Office also recognizes that power and status disparities between an alleged
harasser and a target can make such a confrontation impossible. In the event that such informal,
direct communication between individuals is either ineffective or impossible, or even when such
communication between the individuals has occurred, the following steps should and will be
taken regarding sexual harassment complaints.

1. Reporting the incident: all Assessor's Office employees are urged to report any suspected
sexual harassment by another employee or person to the Assessor except where the
Assessor is the individual accused of harassment. In that case, the complaint should be
reported to the Township Clerk. In the event the employee wishes to make a complaint to
an individual of the same sex, the complaint can be made to the Township Supervisor. The
initial report can be oral or written but oral reports must be provided in written format
before an investigation can be initiated and a resolution achieved.

2. Investigating the complaint: when a written complaint has been produced, the Assessor, or
the individual informed pursuant to Step 1 of this section, will initiate an investigation of
the suspected harassment within five working days of receiving the written notification. If
necessary, the Assessor, Clerk or Supervisor can designate legal counsel to assist him or
her in the investigation. The investigation will include an interview with the individual(s)
making the initial report, the person(s) toward whom the suspected harassment was
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directed and the individual(s) accused of the harassment. Any other person who may have
information regarding the alleged sexual harassment can also be interviewed.

3. Preparation of a written report: the person responsible for investigating the complaint shall
prepare a written report within 10 working days of his or her notification of the suspected
harassment unless extenuating circumstances prevent him or her from doing so. The report
shall include a finding that sexual harassment occurred, sexual harassment did not occur or
there is inconclusive evidence as to whether sexual harassment occurred. A copy of the
report will be given to the individual(s) who made the initial report, the person(s) to whom
the suspected harassment was directed, and the individual(s) accused of the harassment.

4. Recordkeeping and confidentiality: employees or other persons who report incidents of
sexual harassment are encouraged to keep written notes to accurately record the offensive
conduct. Every effort will be made to keep all matters related to the investigation and
various reports confidential. In the event of a lawsuit, however, the Assessor's Office
advises those records maintained by the Assessor's Office and any records maintained by
the complainant cannot be considered privileged from disclosure. Written records will be
maintained by the Assessor's Office for two years from the date of the resolution unless
new circumstances dictate the records should be kept for a longer period of time.

Time frame for reporting complaints: the Assessor's Office encourages prompt reporting of
complaints so a rapid response and appropriate action can be taken. Therefore, all complaints
should be reported within one week of the alleged harassment. However, late filing will not, in
and of itself, preclude the Assessor's Office from taking remedial action.

Appeal process: if either party directly involved in a sexual harassment investigation is
dissatisfied with the outcome or resolution of the matter, that individual has the right to appeal
the outcome. The dissatisfied party should submit his or her written comments to the Grafton
Township Clerk within two weeks of the outcome under appeal.

Disciplinary and corrective actions: disciplinary action will be taken against any employee found
to have engaged in sexual harassment. The extent of that discipline can depend in part upon the
particular employee’s length and conditions of employment and the nature of the offense. The
Assessor's Office has the right to impose any sanction, or any combination of sanctions, up to and
including immediate termination, in dealing with unreasonable conduct or discrimination.
Further, where a hostile work environment has been found to exist, the Assessor's Office will
take all reasonable steps to eliminate the conduct creating such an environment.

Legal remedies available via the Illinois Department of Human Rights and the 1llinois Human
Rights Commission: in addition to the Assessor's Office complaint process, any Assessor's Office
employee who believes that he or she has been the subject of sexual harassment can file a charge
with the Illinois Department of Human Rights ("IDHR"). The IDHR has responsibility for
accepting or initiating charges of sexual harassment and for investigating and attempting to
resolve those charges. A charge of sexual harassment must be filed with the IDHR within 180
days after the alleged harassment. A charge can be filed with the IDHR in person, by mail or by
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telephone. The Chicago office of the IDHR is located at 100 West Randolph, Chicago, IL 60601.
Complaint forms can be requested or charges may be filed by telephone. A charge of sexual
harassment can also be filed with the United States Equal Employment Opportunity Commission
(EEOC). The claim must be filed with the EEOC within 300 days from the date of the alleged
harassment. The EEOC's Chicago office is located at 500 W. Madison Street, Suite 2800,
Chicago, IL 60661-2511.

Protection against retaliation: the Assessor's Office will not in any way retaliate against an
individual who makes a report of sexual harassment or an individual who assists or who
cooperates in the investigation. Further, the Assessor's Office will not permit any other Assessor's
Office employee to retaliate. Retaliation is a serious violation of this sexual harassment policy
and should be reported immediately. Any person found to have retaliated against another
individual for reporting sexual harassment or who assists or who cooperates in the investigation
will be subject to the same disciplinary action provided for the sexual harassment offenders.

Americans with Disabilities Act:

Policy: The Grafton Township Assessor's Office will comply with all provisions of
the Americans with Disabilities Act ("ADA"). The Assessor's Office will not
discriminate against any qualified employee or applicant with respect to any
term or condition of employment based on a physical or mental disability or
the perception of a physical or mental disability.

Policy: If an individual is qualified to perform the essential and fundamental
functions associated with a job, the Assessor's Office will make reasonable
accommodations as necessary for applicants and employees with disabilities
provided that such accommodations do not pose a threat to safety or cause an
undue hardship to the Assessor's Office.

Any applicant or employee who believes that he or she has been discriminated against based on a
physical or mental disability or based on a perception that they suffer from a physical or mental
disability should take and be afforded the following steps.

1. Report the incident: make a report of any suspected violation of the ADA to the Grafton
Township Assessor. The report can be made initially in oral or written format but reports
made orally must be produced in writing before an investigation can be initiated and a
resolution achieved. If the complaint involves the Grafton Township Assessor, the report
of any suspected violation of the ADA should be directed to the Township Clerk.

2. Investigating the complaint: when a written complaint has been received, the Assessor or
Township Clerk, as the case may be, will meet with the complaining party within five
working days to determine the nature of the complaint. If it is determined that a disability
does not exist, the Assessor will notify the complaining party in writing within five
working days of their meeting. If it is determined that a disability does exist, the Assessor
will determine whether a reasonable accommodation can be made and, if so, what that
reasonable accommodation is. Within seven working days from the date of the meeting,
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the Assessor will advise the complaining party in writing of the proposed resolution.

3. Recordkeeping and the confidentiality: applicants or employees who submit a written
complaint of a potential violation of the ADA are encouraged to keep written notes to
accurately record the chain of events. Every effort will be made to keep all matters related
to the investigation and its reports confidential. However, in the event of a lawsuit, the
Assessor's Office records and any records maintained by the complainant may not be
considered privileged from disclosure. Written records will be maintained by the
Assessor's Office for two years from the date of the resolution unless new circumstances
dictate that the records be kept for a longer period of time.

4. Time frame for reporting complaints: the Assessor's Office encourages prompt reporting of
complaints so a rapid response and appropriate action can be taken. Therefore, all
complaints should be reported within one week of the alleged conduct. However, late
filing will not, in and of itself, preclude the Assessor's Office from taking remedial action.

5. Appeal process: if an applicant or employee is dissatisfied with the outcome or resolution
of an ADA complaint, that individual has the right to appeal the decision. Within seven
working days from receipt of the Assessor's response, the applicant or employee should
submit his or her written comments to the Township Board of Trustees.

Victims' Economic Security and Safety Act:

Policy: In accordance with the Victims' Economic Security and Safety Act (VESSA)
and subject to the conditions stated below, the Grafton Township Assessors
Office will grant eligible employees reasonable accommodation, including
job-protected leave, during which health insurance will be maintained as if
the employee were working full-time and after which the employee will be
reinstated to the same or equivalent position.

VESSA leave: if an employee or a household or family member of the employee is a victim of
domestic or sexual violence as defined by VESSA, the employee may take leave in accordance
with VESSA for the purposes below.

« secking medical attention for, or recovering from, physical or psychological injuries caused
by domestic or sexual violence to the employee or the employee's family or household
member;

« obtaining services from a victim services organization for the employee or the employee's
family or household member;

« obtaining psychological or other counseling for the employee or the employee's family or
household member;

« participating in safety planning, temporary or permanent relocation or taking other actions
to increase the safety of the employee or the employee's family or household member from
future domestic or sexual violence or ensure economic security or

» seeking legal assistance or remedies to ensure the victim's health and safety of the employee
or the employee's family or household member, including preparing for or participating in
any civil or criminal legal proceeding related to or derived from domestic or sexual
violence.
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VESSA leave schedule: an employee shall be entitled to a total of 12 weeks of unpaid leave
during any 12-month period. The leave may be taken all at once, intermittently or on a reduced
work schedule.

VESSA leave notice: employees must give at least 48 hours advance notice of his or her intention
to take VESSA leave unless such notice is not practical. If the employee takes an unscheduled
absence, the Assessor's Office will require certification pursuant to the following section.

VESSA leave certification: the Assessor's Office may, in its sole discretion, require employees
seeking VESSA leave to provide certification that the employee, family or household member is
a victim of domestic or sexual violence as defined by VESSA and that the leave sought is for one
of the permitted purposes. The employee must provide certification as soon as practicable after
the Assessor's Office requests it. To the extent permitted by law, any certification provided to the
Assessor's Office will be kept confidential. Examples of valid certification are:

« documentation from an employee, agent or volunteer of a victim services organization, an
attorney, a member of the clergy or a medical or other professional from whom the
employee or the employee's family or household member has sought assistance in
addressing domestic or sexual violence and the effects of the violence;

« a police or court record or

- other corroborating evidence.

Maintenance of benefits relating to VESSA leave: an employee returning to work after taking
VESSA leave will be entitled to his or her current position or an equivalent position with no loss
of benefits accrued prior to the date of leave. However, employees are not entitled to accrue
seniority, benefits, rights or positions for the period of leave even if such leave is intermittent or
on a reduced work schedule. Further, the Assessor's Office shall be entitled to require employees
to report periodically on the employee's status and intention of returning to regular employment.

Health benefits relating to VESSA leave: health insurance for employees and family or household
members will be maintained during any VESSA leave at the level and under the conditions
coverage that would have been provided if the employee had continued in employment for the
duration of the leave. Under certain circumstances, the Assessor's Office may recover premiums
paid during leave if the employee fails to return to work after the allotted leave expires.

Other leave as it relates to VESSA: this policy does not create a right for employees to take
unpaid leave that exceeds the leave time allowed under, or is in addition to, the unpaid leave time
permitted by VESSA. Employees can elect to substitute paid benefit time off for the unpaid leave
allowed under VESSA but the Assessor's Office may not require employees to do so.

Employment sustainability relating to VESSA leave: the Assessor's Office will not discharge,
retaliate or discriminate against employees based on their having been a victim of domestic or
sexual abuse, the employee's request for or taking of VESSA leave or the employee's request for
a reasonable job-related accommodation based on actual or threatened domestic or sexual
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violence. The Assessor's Office will endeavor to provide qualified employees subject to VESSA
a reasonable accommodation so as to allow employee to continue working for the Assessor's
Office as long as it does not pose an undue hardship for the Assessor's Office.

203: Violence in the Workplace
The Grafton Assessor’s Office Assessor’s Office is committed to providing a safe and healthy
work environment free from threats or acts of violence.

Policy: The Grafton Township Assessor will not tolerate violence, threats of violence,
harassment or intimidation in and around the workplace or among
individuals conducting Assessor’s Office business. The Assessor’s Office will
intervene in situations involving such acts that it becomes aware of and will
take appropriate action to resolve issues when necessary. The Assessor’s
Office reserves the right to address any off-premises conduct involving
violence, threats of violence, harassment or intimidation that has or may
have an impact on the workplace or any Assessor’s Office employee.

Violence defined: actions include physical assault, aggressive behavior toward another person,
purposeful destruction of Assessor’s Office property, intimidation through verbal or implied
threats, carrying weapons of any kind in the workplace and destruction of another's property.

Policy: Reported acts or threats will be investigated as serious infractions. Any
confirmed act or threat will be grounds for disciplinary action, up to and
including immediate termination of employment.

Employee Responsibility: any employee who has been a recipient of a threat of violence or victim
of an act of violence must make an immediate report to the Grafton Township Assessor. Such
reports will be kept confidential to the extent possible.

Policy: The Assessor will investigate such reports and take action as appropriate.
The Grafton Township Assessor’s Office may involve and cooperate with
local law enforcement representatives if it is determined that such action is
warranted.

Because acts of violence in the workplace may also be perpetrated by people from outside the
workplace, the Assessor’s Office requests any employee who feels an outside threat poses a risk
within the workplace to immediately report such a situation to the Grafton Township Assessor.
The Assessor will assess the need for special safeguards or other considerations.

Policy: The Grafton Township Assessor’s Office prohibits all individuals entering
the Assessor’s office from carrying a handgun, firearm, knife or other
weapon of any kind regardless of whether the person is licensed to carry the
weapon or not.
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The only exception to this policy is for sworn law enforcement officers or other persons who act
in the interests of the Assessor’s Office, have the legal authority to carry a weapon and have been
given written consent by the Huntley Chief of Police and the Grafton Township Assessor to carry
a weapon on the property.

Policy: The Grafton Township Assessor prohibits its employees from carrying
weapons in the course of their employment for the Assessor’s Office
including employees who are licensed to carry a weapon by the State of
Illinois. This prohibition includes operating Assessor’s Office-owned vehicles
and while performing work outside of the Assessor’s office.

Nothing in this policy prohibits a licensed individual from keeping a concealed weapon in his/her
personal vehicle or from keeping a concealed weapon in his/her personal vehicle while using that
vehicle to travel in the course of his/her employment as required by law.

204: Pre-employment Physical Examination
The Grafton Township Assessor’s Office can hire only employees who are able to meet the

physical requirements of the job for which they are being hired.

Policy: All applicants offered employment with the Grafton Township Assessor’s
Office must complete a physical examination including a drug test before
commencing employment. This will be coordinated by a healthcare
professional chosen by the Assessor’s Office and at the Assessor’s Office’s
expense. All applicants must be certified by that healthcare professional as
being able to perform the functions of the position being offered in order to
be employed.

Policy: The Grafton Township Assessor may require an employee at any time during
the course of their employment to have a physical examination and/or drug
test at the Assessor’s Office expense with reasonable notice if in the opinion
of the Assessor the employee’s health or physical condition presents a hazard
to the employee, fellow employees or the public or if the employee’s health or
physical condition can reasonably be expected to present a potential liability
to Grafton Township.

205: Drug-free Workplace

The purpose of this policy is to ensure a drug-free workplace, to eliminate and/or discourage
drug/alcohol use and abuse in the workplace and to ensure delivery of services to the public in a
safe and conscientious manner.

Definition of drug and alcohol use: the unlawful manufacture, distribution, dispensation,
possession or use of a controlled substance or alcohol or reporting for work under the influence
of the same by any employee is prohibited on all municipal premises, in any Assessor's Office
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owned vehicle or at any other location where the employee is assigned to perform work.

Drug-Free Workplace Act: the Drug-Free Workplace Act applies to all organizations in the state
of Illinois that receive government grants or contracts over $5,000 or that have at least 25
employees. These organizations must certify that they are providing a drug-free workplace for
their employees. State agencies may not enter into contracts with or award grants greater than
$5,000 to any contractor unless the contractor certifies that it provides a drug-free workplace and
will continue to do so for the duration of the contract or grant.

Policy: The unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance, including cannabis (i.e., marijuana, hashish), is
prohibited in the Grafton Township Assessor's Office workplace or at any
work site where Assessor's Office work is performed.

Drug-free awareness program: to assist employees in complying with the Assessor's Office
policies and procedures that have been adopted to comply with the Drug Free Workplace Act, the
Grafton Township Assessor's Office will establish a drug-free awareness program to inform
employees about the following.

1. The dangers of drug abuse in the workplace.

2. The Assessor's Office's policy of maintaining a drug-free workplace.

3. Any available drug counseling, rehabilitation and employee assistance programs.

4. The penalties that can be imposed upon employees for violating the Assessor's Office's

policies and procedures adopted to comply with the Drug-Free Workplace Act.

Employees to whom this policy applies: This policy applies to all Grafton Township Assessor's
Office employees engaged in the performance of work related to the Assessor's Office. A copy of
this policy will be given to every such employee and a copy of this policy statement will be
posted in the Assessors Office.

Penalties for violation of this policy: any employee who violates this prohibition may be subject
to Grafton Township Assessor’s Office disciplinary action and/or as provided by applicable state
statute up to and including immediate termination of employment. Under certain circumstances,

the employee can be referred for counseling or rehabilitation and satisfactory treatment.

What employees are required to do: employees who are convicted of a violation of a criminal
drug statute as the result of their conduct occurring in the workplace or at an Assessor's Office
work site must notify the Assessor's Office no later than five days after the conviction. Failure to
so notify the Assessor's Office may result in disciplinary action, up to and including immediate
termination of employment. Within 10 days of receiving notice of a conviction of an employee,
the Assessor's Office will notify any and all appropriate state and federal agencies.

Penalties for conviction of criminal drug statute: within 30 days of receiving notice that an
employee has been convicted of a violation of a criminal drug statute, the Assessor's Office will:
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« take appropriate disciplinary action as set forth in this policy or as provided by state statute,
whichever is applicable, up to and including immediate termination of employment or
« require the employee, at the employee's expense, to satisfactorily participate in a drug abuse
assistance or rehabilitation program which has been approved for such purposes by a
federal, state or local health, law enforcement or other appropriate agency.
The Assessor's Office has the sole right to determine the course of action to be taken.

Employee assistance program: in the event drug counseling, treatment or rehabilitation is
required, the Assessor's Office is establishing an employee assistance program to assist
employees in selecting a course of action and to refer employees to qualified treatment facilities
or agencies.

Policy: To comply with the Drug-Free Workplace Act, the Grafton Township
Assessor’s Office has established an Employee Assistance Program (EAP) to
help employees who are affected by a drug abuse problem. Through the
EAP, the Assessor's Office hopes to identify drug abuse problems early and
will provide confidential referral for treatment.

Below are the details of Grafton Township Assessor's Office's employee assistance program.

« The Assessor's Office recognizes that drug abuse is an illness. This illness can affect an
employee's job performance, health or personal relationships. Fortunately, this illness can
be successfully treated.

« To assist employees in seeking treatment for drug abuse problems, the Assessor's Office
has created the position of Program Administrator of the Drug Free Workplace Act. The
Program Administrator is the Grafton Township Assessor.

« Employees who believe they have a drug-abuse problem are encouraged to voluntarily seek
confidential assistance by contacting the Grafton Township Assessor.

« Through the EAP, the employee will be provided a referral coordinator. The referral
coordinator is part of a trained referral team who can refer the employee to a specific
professional counselor or treatment program which can help the employee deal with his or
her drug-abuse problem.

« An employee who voluntarily seeks assistance under the Assessor's Office's EAP may not
be subject to discipline because of his or her drug-abuse problem if, in the opinion of the
Grafton Township Assessor: the employee can satisfactorily continue to perform his or her
job duties, the employee is not a danger to himself or herself or to others and the integrity
of the Assessor's Office is and will not be adversely affected.

« If an employee violates the Drug-Free Workplace Act, the Assessor's Office may require
the employee to satisfactorily participate in an approved drug abuse assistance or treatment
program at the employee's expense. If the employee refuses to participate, the employee can
be subject to disciplinary action by the Assessor's Office and/or applicable state statutes.

« Contacting the Assessor, requesting diagnosis or undertaking treatment is the employee’s
sole responsibility. The employee may also seek help directly from any approved individual
or agency. All treatment expenses are the sole responsibility of the employee.
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« The relationship among the employee and the Grafton Township Assessor is confidential.
When an employee is required to participate in a drug abuse assistance or rehabilitation
program as the result of a violation of the Drug-Free Workplace Act, only the Grafton
Township Assessor will be aware of the contact. No one in the Assessor's Office will be
aware of any treatment recommendations unless the employee specifically authorizes
disclosure to a specific person. When an employee is required to participate in a drug abuse
assistance or rehabilitation program as the result of a violation of the Drug-Free Workplace
Act, the employee will be required to provide the Grafton Township Assessor with proof of
satisfactory participation in and completion of the program.

Acceptance of this policy: the Assessor's Office requires all employees acknowledge that they:

1. have received the Assessor's Office's policy statement of compliance with the Drug-Free
Workplace Act,

2. will abide by the terms of this policy statement,

3. will notify the Assessor's Office of any criminal drug statute conviction for a violation
occurring in the workplace or at any Assessor's Office work site no later than five days
after the conviction.

4. will, if convicted of a criminal drug statute violation as the result of conduct occurring in
the workplace or at any Assessor's Office work site and given the opportunity to do so,
satisfactorily participate in a drug abuse assistance or rehabilitation program and provide
the Assessor's Office with proof of satisfactory participation and completion.

Policy: The Grafton Township Assessor’s Office may conduct drug and alcohol
testing pursuant to the Grafton Township Road District’s Drug & Alcohol
Testing Program Guidelines. All Assessor’s Office employees and job
applicants who are offered employment with the Assessor’s Office are
subject to the Grafton Township Road District’s Drug & Alcohol Testing
Program. Use of adulterants to conceal drug or alcohol use will be considered
a positive drug test.

For specific questions about drug and alcohol testing, employees and potential employees should
refer to the Grafton Township Road District’s Drug & Alcohol Testing Program Guidelines.

Reporting of medications: Grafton Township Assessor’s Office employees using medications
prescribed by a doctor that may affect work performance should immediately inform the
Assessor in writing of the possible side effects, performance limitations or any other safety
hazards that may occur from the use of prescribed medication. Based upon this information, the
Assessor may reassign the employee, transfer the employee or modify the employee's job to
ensure the safety of the employee, co-workers and the public.

If the restrictions prohibit the employee from functioning as a normal employee for a prolonged

period of time, the Assessor may relieve the employee of his/her duties until such time that the
medication no longer affects his/her performance.
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This policy is not intended to intrude on employees’ privacy. Rather, the Assessor’s Office needs
to know about employee medications so it can prevent placing employees in situations that are
dangerous to themselves, their co-workers and the public. All disclosures of medication use will
remain strictly confidential as does all other employee health information.

Reporting of arrest/conviction for DUI because field work involving prolonged periods of
driving over varying terrain is crucial to the successful and efficient operation of the Grafton
Township Assessor’s Office, employees arrested or convicted of driving while under the
influence should immediately inform the Assessor in writing. Based upon this information, the
Assessor may reassign the employee, transfer the employee or modify the employee's job to
ensure the safety of the employee, co-workers and the public.

If the arrest results in a conviction including revocation of the employee’s motor vehicle
operating permit for an extended period of time, this will prohibit the employee from functioning
as a normal employee and the Assessor may terminate the employee for cause.

206. Workplace Safety

The Grafton Township Assessor is committed to providing a safe place of employment. That
includes the use of safety devices and safeguards, methods and processes reasonably adequate to
render employment safe and other provisions necessary to protect the life, health, safety and
welfare of its employees.

Policy: The Grafton Township Assessor subscribes to and follows the requirements
of local, state and federal laws that relate to the protection of the life, health,
safety and welfare of Assessor’s Office employees.

The Grafton Township Assessor is developing, and will maintain, a safety program conforming
to proven and generally-accepted safety practices. This program encourages proper attitudes
toward preventing injury and illness. It also requires cooperation in all safety and health matters
among all members of the Assessor’s Office team. The major objective of this safety program is
to protect the Assessor’s Office’s most valuable asset: its employees.

Policy: Any unsafe practice or condition affecting persons, property or equipment
must be reported immediately to the Assessor. Should a hazardous situation
exist, safety always takes precedence over continuing operations.

Job safety is everyone’s responsibility. As an Assessor’s Office employee, you are required to
follow all safe work procedures and must conduct yourself carefully at all times. Most accidents
are caused by inattentiveness, carelessness and horseplay.

Policy: When you observe unsafe working conditions, it is your obligation to

immediately correct the problem or report it to the Assessor. It is not your
responsibility to attempt a job which appears to be unsafe; ask the Assessor
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for instruction or clarification.

Policy: All work areas are to be kept clean and free from debris. Tools and
equipment are to be kept clean and in good repair. Failure to follow safe
work procedures may result in disciplinary action up to and including
immediate termination of employment.

Policy: Retaliation against employees for reporting workplace safety issues or a
workplace injury is prohibited and will not be tolerated. Offenders will be
subject to disciplinary action including immediate termination of
employment.

Assessor’s Office employees are encouraged to submit suggestions to the Assessor regarding
ways to increase workplace safety. It is our collective workplace and any reasonable suggestion
to make it safer will receive careful consideration.

207. Worker’s Compensation
Grafton Township carries Worker’s Compensation insurance to protect its employees against
losses due to injury or illness caused while in the performance of his/her duties.

In case of injury in the workplace:
1. All injuries, no matter how slight, must be reported immediately to the Grafton
Township Assessor.
2. If immediate medical attention is required, the injured employee shall be sent to the
nearest medical facility capable of handling the type of injury involved.
a. If the injury demands immediate emergency medical treatment, the employee
shall be sent to the emergency room at the nearest hospital.
b. If an ambulance is needed, 911 shall be dialed.
3. A return-to-work slip shall be provided to the Grafton Township Assessor directly
following a doctor visit.

208. Life-threatening Illness

The Grafton Township Assessor’s Office recognizes that employees with life-threatening
illnesses including cancer, heart disease and AIDS may wish to continue to engage in as many of
their normal pursuits as their condition allows including work.

As long as these employees are able to meet acceptable performance standards and medical
evidence indicates that their conditions are not a threat to themselves or others, the Grafton
Township Assessor’s Office shall be sensitive to their conditions and ensure that they are treated
consistently with other employees, co-workers and the public.

Every precaution will be taken to ensure an employee's condition does not present a health and/or
safety threat to other employees or citizens.
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209. Employment of minors
The Grafton Township Assessor's Office strictly adheres to the Federal Labor Standards Act
(FLSA) in regards to the employment of minors.

The FLSA's child labor provisions are designed to protect the educational opportunities of youth
and prohibit their employment in jobs that are detrimental to their health and safety.

210. Introductory period
The first 180 days are considered an introductory period for all newly-hired employees.

During this time, you will learn your new responsibilities, get acquainted with fellow employees
and determine whether you are happy with the position. Also during this time, the Grafton
Township Assessor will monitor and assess your performance.

Upon completion of the introductory period, the Grafton Township Assessor will review your
performance. If the Grafton Township Assessor finds your performance satisfactory and decides
to continue your employment, you will be advised of any improvements expected. This is also an
opportunity for you to make suggestions to improve the Grafton Township Assessor's Office's
efficiency and operations.

Policy: Completion of the introductory period does not entitle you to remain
employed by the Grafton Township Assessor's Office but rather allows you
and the Grafton Township Assessor to evaluate whether or not you are right
for the position. Your status as an at-will employee does not change. The
employment relationship may be terminated with or without cause and with
or without advance notice at any time by you or the Grafton Township
Assessor's Office.

211. Privacy
The Grafton Township Assessor's Office is respectful of employees’ privacy. All employee

demographic and personal information will be shared only as required in the normal course of
business.

Healthcare enrollment information is kept in a separate folder from other personnel forms.
Workers' Compensation information is not considered private healthcare information; however,
this information will be released only on a need-to-know basis.

The Grafton Township Assessor's Office does not create or receive any private healthcare
information through its normal course of work. If any employee voluntarily shares private
healthcare information with the Grafton Township Assessor, this information will be kept
confidential. If applicable, the Grafton Township Assessor's Office will set up guidelines to
ensure that the Grafton Township Assessor’s Office and its employees conform to the
requirements of the Health Insurance Portability and Accountability Act (HIPAA).

Page 19 of 72 2017 Version



212. Immigration law compliance

Policy: In compliance with the Immigration Reform and Control Act of 1986, each
new employee as a condition of employment must complete the Employment
Eligibility Verification Form I-9 on his/her day of hire and present
documentation establishing identity and employment eligibility within three
business days of his/her date of hire.

Former employees who are rehired must complete an I-9 form if they have not completed an I-9
form with the Grafton Township Assessor's Office within the past three years or if their previous
[-9 form was not retained or is not valid. You may raise questions or complaints about
immigration law compliance without fear of reprisal.

213. Religious accommodation

Policy: The Grafton Township Assessor's Office will make reasonable
accommodations for employees' observance of religious holidays and
practices unless the accommodation would cause an undue hardship on the
Grafton Township Assessor's Office operations.

If you desire a religious accommodation, you are required to make the request in writing to the
Grafton Township Assessor as far in advance as possible. You are expected to strive to find
co-workers who can assist in the accommodation (e.g., trade shifts, etc.) and cooperate with the
Grafton Township Assessor's Office in seeking and evaluating alternatives.

214. Political neutrality

Maintenance of individual freedom and our political institutions necessitates broad scale
participation by citizens concerning the selection, nomination and election of our public office
holders.

Policy: The Grafton Township Assessor's Office will not discriminate against any
employee because of identification with and support of any lawful political
activity. Grafton Township Assessor's Office employees are entitled to their
own personal political positions. The Assessor's Office will not discriminate
against employees based on their engagement in lawful political activity
outside of work.

However, if you are engaging in political activity, you should always make it clear that your
actions and opinions are your own and not necessarily those of the Grafton Township Assessor's
Office. You should also make it perfectly clear that you are not representing the Grafton
Township Assessor's Office in any manner whatsoever.
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Section 300: Personal Conduct Policies

301: General standards of professional and ethical conduct
Grafton Township Assessor’s Office employees are expected to follow general work rules
promulgated by the Assessor. Many of those work rules are covered in this handbook.

However, Assessor’s Office employees’ unique position of trust with the public requires them to
embody a heightened level of professional and ethical conduct. The Assessor’s Office expects
you to honor that trust by holding yourself and your fellow employees to high ethical and
professional standards.

Policy: The Grafton Township Assessor’s Office holds its employees to high
standards of professional and ethical conduct. Assessor’s Office employees
shall conduct themselves in a manner that reflects favorably upon Grafton
Township and the Assessor’s Office and shall show respect toward other
employees and the public at all times. Assessor’s Office employees shall not
make comments or disseminate information which portrays any group or
individual in a derogatory manner or creates disparaging images. Assessor’s
Office employees shall not use their position or Assessor’s Office resources to
convey information that is disrespectful toward any group or individual.

The following policies address common situations that arise for many Assessor’s Office
employees and provide you with general guidance. However, these policies are not meant to
cover every possible scenario that could arise.

The standards set forth in the following policies are intended to eliminate conflicts of interest,
improve standards of service as well as promote and strengthen the faith and confidence of the
citizens in the Grafton Township Assessor’s Office.

If you have questions about the appropriate course of action for a specific situation that is or is
not covered in this handbook, you should discuss it with the Grafton Township Assessor.

302: Employee Code of Conduct
All employees shall also comply with the “Employee Code of Conduct & Guidelines” provided
to each employee on their first day of work. Following are some highlights of that document.

The loyalty and integrity of the Grafton Township Assessor and the Assessor’s Office employees
is a long-standing tradition within Grafton Township. Their faithful adherence to this Employee
Code of Conduct will ensure the continuation of the favorable relationships that exist among the
Grafton Township Assessor’s Office, its employees, citizens and elected officials.

It is the Grafton Township Assessor’s Office's policy to always obey the law. All personnel are
expected to be reasonably well-informed about the law applicable to their areas of responsibility.
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Deliberate disregard of the law will never be tolerated. Ignorance of the law is never an excuse.

There are a multitude of laws and regulations applicable to the Grafton Township Assessor’s
Office's activities. These are not always precisely worded or easy for employees to understand
and/or apply. Nevertheless, all of us are responsible for making informed, good faith efforts to
comply with the laws governing the Assessor’s Office activities.
+ All payments, transactions and reporting of information of any kind are to be properly
entered in the books and records of the Grafton Township Assessor’s Office.

« All employees must keep confidential all non-public information regarding the Grafton
Township Assessor’s Office. Unless authorized by the Assessor, employees may not release
non-public information to any outside person or organization unless such information has
been published in reports or otherwise made available to the public.

« Employees may not use the Grafton Township Assessor’s Office funds or assets for any
unlawful purpose. Funds or assets of the Grafton Township Assessor’s Office shall not be
used for improper or illegal commissions, fees or other payments intended to secure
favored business treatment or special concessions of any kind. Payments to government
officials or employees are prohibited as are commercial bribes or kickbacks.

Any political contributions or expenditure on behalf of the Grafton Township Assessor’s
Office or the reimbursement of an employee for any political contribution or expenditure on
behalf of the Grafton Township Assessor’s Office is against Assessor’s Office policy. This
includes (a) any political contribution or expenditure of any nature on behalf of the Grafton
Township Assessor’s Office; (b) encouraging individual employees to make any such
contribution or expenditure or (¢) reimbursing an employee for any contribution or
expenditure. Individuals are obviously free to make personal political contributions as they
see fit. This prohibition also applies to payments made to trade associations or their
political action committees on behalf of the Grafton Township Assessor’s Office where the
payments will be directly or indirectly used for political purposes including campaign
contributions and lobbying expenses.

« Federal law prohibits the offer, promise or gift of anything of value to an employee, agent
or official of the federal government or any employee or a union if made with an intent to
influence the individual within his area of responsibility. A number of state and lesser
government bodies, as well as foreign governments, have similar statutes or regulations.
Since there is no clear way to establish that a particular gift was given with no intent to
influence, in order to avoid any appearance of impropriety as well as any questions under
the statutes and regulations, the Grafton Township Assessor’s Office has adopted a policy
of prohibiting gifts to government employees, agents or officials.

» The Grafton Township Assessor’s Office has adopted a policy of prohibiting entertainment
of government employees and employees of unions (i.e., business agents, bargaining
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agents, etc.) at the Grafton Township Assessor’s Office expense.

Gifts to citizens, business persons or elected or non-elected officials must be in accord with
normally accepted practices and be legal in all governing jurisdictions. Where
entertainment is involved, significant expenditures are to be avoided and any exception
must be approved by the Grafton Township Assessor. The cost and nature of the
entertainment should be planned and carried out in a way which appropriately and
reasonably furthers the conduct of the business of the Grafton Township Assessor’s Office.

Grafton Township Assessor’s Office employees are subject to the same restrictions if they
receive gifts or entertainment from any citizen, business person or supplier. Significant gifts
and entertainment are subject to prior approval by the Grafton Township Assessor.

A safe workplace for its employees and safe products and services for its citizens are
crucial to the Grafton Township Assessor’s Office. It is the Assessor’s Office's policy that
all of its facilities, products and services comply in all material respects with applicable
federal, state and local laws and regulations governing safety and quality.

The Grafton Township Assessor’s Office complies with, and expects its employees to
follow, all applicable environmental laws and regulations.

It is the Grafton Township Assessor’s Office's policy to comply with the requirements of all
federal, state and local equal employment opportunity laws. The Grafton Township
Assessor’s Office makes all employment decisions without regard to race, creed, color,
religion, sex, national origin, ancestry, age, marital status, Veteran status, physical or
mental disability unrelated to a person's ability to perform the essential function of a job or
any other characteristic protected under federal, state or local law.

Employees shall not use their position for a purpose that is or gives the appearance of being
motivated by the desire for private gain for themselves or another. In this regard, all
employees, regardless of their level in the Grafton Township Assessor’s Office, should
specifically avoid the use or the appearance of use of their positions to obtain services of
any kind, with or without remuneration, from another employee.

The Grafton Township Assessor’s Office will not allow any form of harassment based on
race, color, religion, age, sex, national origin, disability or any other characteristic protected
under federal, state or local laws. Employee selection and advancement will be solely on
the basis of qualifications for the work to be performed without bias or favoritism.
Employees will be compensated fairly according to their education, credentials and
contribution and will be consistent with the Grafton Township Assessor’s Office policies.
The Assessor’s Office intends to provide a work environment free from verbal, physical
and visual (signs, posters, pictures or documents) harassment or behavior that may be
offensive to employees. All employees must be sensitive to the rights of their co-workers.
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« Every employee of the Grafton Township Assessor’s Office must be alert to potential
conflicts of interest and must avoid any situation in which a conflict of interest exists or
which may give the appearance of such conflict.

It is the Grafton Township Assessor’s Office's policy to comply with the law and to
cooperate with any reasonable demand made in a government investigation. In doing so,
however, it is essential that the legal rights of the Grafton Township Assessor’s Office and
of the personnel involved be protected. Any employee who receives an inquiry, subpoena or
other legal document regarding the Grafton Township Assessor’s Office from any
government agency should immediately notify the Grafton Township Assessor.

 The Grafton Township Assessor’s Office policies are in strict compliance with all
applicable local, state and federal regulations and laws.

The Grafton Township Assessor’s Office recognizes its responsibility for fostering a climate so
its affairs are conducted according to the highest standards of personal and professional conduct.
This responsibility is characterized and reflected in this Code of Conduct and related guidelines.

The purpose of this Code of Conduct is to establish our principles with respect to our legal
responsibilities and ethical business conduct. The Code of Conduct and related guidelines are
required reading for every employee.

The principles contained in the Code of Conduct and related guidelines apply to all employees of
the Grafton Township Assessor’s Office. You must remember that the Code of Conduct and
related guidelines cannot and do not anticipate every situation you may encounter. In those
situations that are not addressed, use your common sense, good judgment and seek guidance
from the Grafton Township Assessor.

The Grafton Township Assessor is responsible for seeing that the Code of Conduct and related
guidelines are communicated to and followed by all employees.

To help ensure compliance with the Code of Conduct and related guidelines, the Grafton
Township Assessor requires, on an annual basis, that all employees review the Code of Conduct
and related guidelines and acknowledge their understanding and adherence in writing.

Any questions involving the application of the Code of Conduct and related guidelines should be
brought to the attention of the Grafton Township Assessor.

Policy: Employees who fail to disclose reportable interests or relationships, who
knowingly make a false report or who fail to comply with the Code of
Conduct and related guidelines will be subject to disciplinary action
including termination of employment.
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The following segments of this section will expand and clarify the preceding fundamentals.

303. Political activities while on the job
The Grafton Township Assessor’s Office serves all citizens without regard to political affiliations
and encourages employees to be active citizens and engage in the political process.

However, Assessor’s Office employees are expected to recognize the unique position they hold
as public employees.

Policy: Grafton Township Assessor’s Office employees shall not take part in any
political campaigning in their capacity as an Assessor’s Office employee.

Policy: When engaging in political activity or engaging in discussion of issues of
public importance, you are expected to ensure that your actions and positions
are conveyed as your own and are not attributed in any way to the Grafton
Township Assessor’s Office.

Policy: Assessor’s Office resources may not be used for promoting a particular
candidate or a political party. The distribution or wearing of political
badges, buttons or printed matter during working hours or their placement
on Assessor’s Office property is prohibited at all times.

With due consideration for the spirit and letter of these policies, political activities outside of
working hours not otherwise attributable to the Grafton Township Assessor’s Office or your
employment with the Assessor’s Office are within the proper exercise of citizenship.

304. Incompatible outside employment

The Grafton Township Assessor’s Office does not prohibit employees from accepting outside
employment or following economic pursuits that do not interfere or conflict with the full and
faithful discharge of their duties with the Assessor’s Office.

However, employees shall not engage in outside employment which may tend to impair their
independence of judgment and shall not engage in outside employment which is unlawful.
Outside employment is prohibited if it would affect the employee's ability to perform any and all
of their Assessor’s Office duties or responsibilities.

Policy: Employees shall not participate in outside employment or actively participate
in any outside business that is incompatible or creates any conflict of interest.
No work unrelated to the Grafton Township Assessor’s Office may be
conducted on the Office’s premises at any time. The use of Grafton Township
Assessor’s Office assets to perform unrelated work is strictly prohibited.
You are required to notify the Grafton Township Assessor prior to accepting
outside employment that may be potentially incompatible.
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Because the Grafton Township Assessor’s Office will be compliant with the Uniform Standards
of Professional Appraisal Practice (USPAP), certified appraisers may appraise properties without
conflict. Because USPAP mandates that no conflict exists prior to accepting an appraisal
assignment, the Assessor’s Office will defer to, and avail itself of, USPAP’s protection.

If you are uncertain regarding the compatibility of outside employment with your employment,
you should immediately consult with the Grafton Township Assessor.

The Assessor’s Office is required by law to prohibit those activities that will cause a conflict of
interest to the employee or to the Assessor’s Office. In general, Assessor’s Office employees
otherwise have all of the rights and privileges accorded to other citizens.

305. Confidential and privileged information

The Grafton Township Assessor’s Office is bound by Illinois” Open Meetings and Freedom of
Information Act (FOIA) laws to provide certain information to the public. It is the Grafton
Township Assessor’s Office’s policy to follow these laws to their fullest extent.

However, Assessor’s Office employees often receive information that would be inappropriate for
them to disclose. Assessor’s Office employees must be aware of the confidential information that
they receive and refrain from disclosing it unless directed by the Grafton Township Assessor.

Confidential/privileged information is defined as any information which is obtained by reason of
an employee's job position with the Assessor’s Office that by law or practice is not available to
the public.

Policy: Grafton Township Assessor’s Office employees shall not disclose any
information gained during the course of or by reason of their employment
with the Assessor’s Office in a confidential capacity unless expressly
authorized to do so or as required by Illinois public records laws.

Policy: Employees shall not use any information gained during the course of their
service in a confidential capacity for their own personal financial gain unless
such information is or becomes a public record.

If you are uncertain regarding whether information is confidential or not, consult with the
Grafton Township Assessor.

The Grafton Township Assessor or other authorized employee may contact the McHenry County

District Attorney or the Illinois Attorney General’s Public Access Counselor for assistance in
interpreting the applicable public records laws.
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306. Gifts and favors

Grafton Township Assessor’s Office employees are trusted to act in the public’s best interest
when fulfilling their employment duties. It is inconsistent with that trust to accept gifts or favors
for the execution of their duties. The following policies are in addition to 5 ILCS 430: The State
Officials and Employees Ethics Act.

Policy: Grafton Township Assessor’s Office employees shall not directly or
indirectly solicit or accept any gifts, favors, services, money or anything with
an individual or cumulative value of $25 or greater from the public or any
organization.

Policy: Employees shall not accept gifts, money or anything of value for services
which they are employed by the Assessor’s Office to provide.

Policy: Employees are required to immediately disclose to the Grafton Township
Assessor any offer, or receipt, of a gift of money or anything of value which
may tend to influence the impartial discharge of the employee's duties from
any person, business or other organization to the employee or any member of
his/her immediate family, e.g., father, mother, brother, sister, spouse,
children, etc.

Employees with enforcement/inspection or decision-making responsibilities should bear in mind
that the donor of gifts, presents or favors may come to later expect or seek preferential treatment.
Gifts from "grateful” or “appreciative" citizens are not permitted. If gifts cannot be declined
gracefully, the employee should report their receipt to the Grafton Township Assessor who will
coordinate their appropriate disposition.

307. Use of Assessor’s Office property or equipment

Policy: Assessor’s Office property shall be used by employees only in conjunction
with the performance of their Assessor’s Office operations and duties.
Assessor’s Office property shall not be used by Assessor’s Office employees
for personal purposes.

Policy: Assessor’s Office property may be opened, reviewed or examined by the
Grafton Township Assessor at any time without infringing on any
employee’s right to privacy or any reasonable expectation of privacy.

Policy: No employee may remove Assessor’s Office property from the premises
without the Grafton Township Assessor’s knowledge and written approval.

Assessor’s Office property includes the office location and any computers, desks, lockers and

equipment provided to the employees by the Assessor’s Office to assist the employees in
performing their work. Assessor’s Office property also includes all written materials including

Page 27 of 72 2017 Version



personnel policies, written agreements, contracts, project reports, formal Assessor’s Office
documents, financial information, etc.

In instances when Assessor’s Office employees are uncertain regarding whether the use of
Assessor’s Office property for personal purposes is appropriate, they should consult with the
Grafton Township Assessor for a determination.

Policy: The Assessor’s Office will not provide a place where employees can keep
personal property while at work.

Policy: The Assessor’s Office does not assume responsibility for the loss or theft of
personal belongings that are not used in the course of employment.

Employees are encouraged to exercise care and attention when safeguarding personal property
brought to the workplace. If personal property is brought to work, the Assessor’s Office will not
compensate an employee if any items are lost or stolen. You are advised not to bring large sums
of cash or other valuables to work.

308. Requesting special privilege and representing private interests

Policy: Assessor’s Office employees shall not use their office, title, position or status
as a member of the Assessor’s Office staff to obtain financial or personal
gain, exemption or any other special privilege not generally available to the
public or to obtain advantage for any person beyond that which is generally
available to the public.

As a Assessor’s Office employee, you are prohibited from representing any private interest
before the McHenry County Board of Review, the Illinois Property Tax Appeal Board or serving
as an expert witness in any appeal or case brought against the Grafton Township Assessor’s
Office.

Further, you may not review or approve work you perform for private individuals or
organizations outside of your employment with the Assessor’s Office or cause co-workers or
subordinates to review such work if it may tend to compromise the professional credibility of
other Assessor’s Office employees or the Grafton Assessor’s Office in general.

309. Nepotism
All Assessor’s Office employees can expect fair and impartial treatment from the Grafton

Township Assessor.

Any familial, close personal or financial relationship between employees exposes them to
possible charges of conflict of interest, favoritism, bias and inappropriate conduct and may
adversely impact the performance of the Grafton Township Assessor’s Office or its working
environment.
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In the public sector, it is essential to avoid situations that may lead to real or perceived
favoritism, bias, conflict of interest or inappropriate conduct.

Policy: Assessor’s Office employees shall not be involved in any decisions by the
Office relating to the hiring, appointment, promotion, evaluation or any
other employment action of any person related to them by blood or marriage.

The Assessor’s Office will avoid placing family members in employment relationships. Should a
marriage occur between two Assessor’s Office employees and create such a situation, reasonable
efforts will be taken to move one or the other so as to comply with the intent of this policy.

Policy: When potential nepotistic situations arise as a result of organizational
restructures, marriage or other developments, the employees involved have
an obligation to immediately inform the Grafton Township Assessor.

Violations of this policy, including but not limited to failure to disclose nepotistic relationships,
will be investigated by the Grafton Township Assessor. Policy violations may result in discipline
of employees up to and including immediate termination of employment. Employees may also be
disciplined for taking or influencing employment actions based upon nepotistic relationships.

310. Solicitation (non-political)
In order to help maintain a work environment that protects Assessor’s Office employees from
undue interference while performing their jobs, a no-solicitation policy has been established.

Policy: Assessor’s Office employees may not orally solicit or distribute written
materials for any organization, fund, activity or cause to other employees
while employees are working.

Employees may solicit other employees or distribute written materials before or after the normal
work day, during normal break or lunch times and any other time when they are not working.

The Assessor’s Office may authorize a limited number of fund drives by employees on behalf of
charitable organizations. Employee participation in such drives is completely voluntary.
Employees seeking authorization for such a charitable fund drive should contact the Grafton
Township Assessor prior to their involvement.

311. Use of technology including electronic communication and social media

The Assessor’s Office's computers, networks, programs, communication devices and tools, other
technology and Internet (collectively "technology") are intended as tools for the Assessor’s Office
to serve the public and the Assessor’s Office and are provided so employees may better perform
their job-related responsibilities. Inappropriate use will adversely affect the Assessor’s Office,
interfere with the work of its employees, increase its costs and possibly expose the Assessor’s
Office and/or Grafton Township to damage, liability, and security risks.
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The work of the Assessor’s Office on behalf of the public always comes first. Therefore, the
public’s best interests will always come first.

Policy: Assessor’s Office technology is provided to assist employees with the
performance of Assessor’s Office operations and their duties as employees.
Personal use of Assessor’s Office technology will not be permitted in order to
ensure efficient and effective Assessor’s Office operations.

Policy: To protect its interests, the Grafton Township Assessor reserves the right to
monitor all use by employees of office technology. No employee should expect
privacy or secrecy in the use of office technology. Employee use of Assessor’s
Office technology constitutes acceptance of the Grafton Township Assessor
monitoring and disclosing the employee's use.

Use of the Assessor’s Office's technology can be directed, redirected or limited by the Grafton
Township Assessor at any time for any reason.

The Assessor’s Office may consent to disclose information from technology use or any other
property as required by law or otherwise deemed appropriate by the Grafton Township Assessor.

No written policy can list every conceivable circumstance that relates to the proper use of
technology. The Assessor’s Office's employees are professionals who are expected to exercise
reasonable and responsible professional judgment.

The Grafton Township Assessor has complete and sole discretion to determine whether any use
or access is inappropriate even if the use is not expressly prohibited or addressed in this policy.

The Assessor’s Office will ask employees to stop any use it believes is improper. In addition, the
Assessor’s Office will block access to any content it believes is not appropriate. Employees who
do not adhere to this policy will be disciplined. That discipline can include restriction of Internet
use or termination of their employment.

If you have a question about whether a particular use of the Assessor’s Office's technology is
proper, you should consult with the Grafton Township Assessor before engaging in such use.

To better serve the public, the Grafton Township Assessor’s Office provides its employees with
electronic communication tools such as email, voice mail, text messaging, computers and other
communication tools and devices so they may better perform their job-related duties.

The Assessor’s Office's electronic communications system includes all messages sent through the

Assessor’s Office's computer network externally via the Internet or internally and through
Assessor’s Office issued communication devices and networks.
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Policy: Electronic communications should always be courteous, concise, focused and
written or spoken in proper business English.

Because all electronic communications will be attributed to the Assessor’s Office, the same care
should be used in drafting electronic communications as is expected for drafting any other form
of written communication. When composing electronic communications, employees should keep
in mind that personal comments may be perceived as comments made on behalf of the Grafton
Township Assessor’s Office.

Electronic communications may reside on the system in different recoverable forms (system
backup, sent mail folders, spool queues, etc.) and therefore employees should not assume
deleting a personal electronic communication removes all incidents of its existence.

If there is a review of the information or an investigation, litigation or other proceeding that
requires or makes desirable the review or production of Assessor’s Office records, it is likely that
electronic communications will be requested and potentially disclosed.

Policy: All public information and data, in all forms (including written, spoken,
recorded electronically or printed), will be protected from accidental or
intentional unauthorized modification, destruction or disclosure. All public
data stored on electronic media will be protected from misuse, unauthorized
manipulation and destruction. Employees will not delete any communication
that is considered protected by Illinois' Public Records laws.

Policy: No one should expect privacy or secrecy in the use of Assessor’s Office
technology or Assessor’s Office-issued communication devices such as email,
text messages, phone messages or calls. The Grafton Township Assessor's
Office reserves the right to access and review electronic files, messages,
Internet 