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APPENDIX C

BOMB THREAT CHECKLIST
Exact time of call;

Exact words of caller:

QUESTIONS TO ASK
1.When is bomb going to explode?

2. Where is the bomb?

3.What does it look like?

4 What kind of bomb is it?

5 What will cause it to explode?
6.Did you place the bomb?

7. Why?

8.Where are you calling from?
9.What is your address?
10.What is your name?

CALLER'S VOICE (circle all that apply)

Calm Slow Crying Slurred Stutter Deep Loud
Broken . Giggling Accent Angry Rapid Stressed Nasal
Lisp Excited Disguised  Sincere Squeaky Normal

if voice is familiar, whom did it sound like?
Were there any background noises?
Remarks:

Person receiving call:

Telephone number call received at;

Repart call immediately to: Date:
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APPENDIX D

49 CFR

Transportation
Subtitle B
CHAPTER XII

TRANSPORTATION SECURITY ADMINISTRATION
DEPARTMENT OF TRANSPORTATION

SUBCHAPTER C -- CIVIL AVIATION SECURITY
PART 15642 -- AIRPORT SECURITY

Subpart A - General

§1542.1 Applicability of this part.

This part describes aviation security rules governing:

(a} The operation of airports regularly serving aircraft operations reguired to be under a
security program under part 1544 of this chapter, as described in this part.

{b) The operation of airport regularly serving foreign air carrier operations required to be
under a security program under part 1546 of this chapter, as described in this par.

(c) Each airport operator that receives a Security Directive or Information Circular and
gach person who receives information from a Security Directive or Information Circular
issued by the Designated official for Civil Aviation Security.

§51542.3 Airport security coordinator,

(a) Each airpeort operator must designate one or more Airport Security Coordinator(s)
(ASC) in its security program,

(b) The airport operator must ensure that one or more ASCs:

(1) Serve as the airport operator's primary and immediate contact for security-related
activities and communications with TSA. Any individual designated as an ASC may
perform other duties in addition to those described in this paragraph (b).



(2) Is available to TSA on a 24-hour basis.

(3) Review with sufficient frequency all security-related functions to ensure that all are
effective and in compliance with this part, its security program, and applicable Security
Directives.

(4) Immediately inittate corrective action for any instance of non-compliance with this
part, its security program, and applicable Security Directives,

(5) Review and control the results of employment history, verification, and criminal
history records checks required under §1542. 209,

(6) Serve as the contact to receive notification from individuals applying for unescorted
access of their intent to seek correction of their eriminal history record with the FBL

(c) After July 17, 2003, no airport operator may use, nor may it designate any person
as, an ASC unless that individual has completed subject matter training, as specified in
its security program, to prepare the individual to assume the duties of the position. The
airport operator must maintain ASC training documentation until at least 180 days after
the withdrawal of a individual's designation as an ASC.

{d) An individual's satisfactory completion of initial ASC training required under
paragraph (c) of this section satisfies that requirement for all future ASC designations
for that individual, except for site specific information, unless there has been a two or
more year break in service as an active and designated ASC.

§1542.5 Inspection authority,

{a) Each airport operator must allow TSA, at any time or place, to make any inspections
or tests, including copying records, to determine compliance of an airport operator,
aircraft operator, foreign air carner, indirect air carrier, or other airport tenants with --

(1) This subchapter and any security program under this subchapter, and part 1520 of
this chapter; and

(2) 49 U.5.C. Subtitle VI, as amended.

(b) At the request of TSA, each airport operator must provide evidence of compliance
with this part and its airport security program, including copies of records.

{c) TSA may enter and be present within secured areas, AOA's, and SIDA's without
access media or identification media issued or approved by an airport operator or
aircraft operator, in order to inspect or test compliance, or perform other such duties as
TSA may direct,

(d) At the request of TSA and upon the completion of SIDA training as required in a
security program, each airport operator promptly must issue to TSA personnel access
and identification media to provide TSA personnel with unescorted access to, and
movement within, secured areas, AOA's, and SiDA's,

Subpart B - Airport Security Program

£1542.101 General requirements.



(a) No person may operate an airport subject to this part unless it adopts and carries
out a security program that --

(1) Provides for the safety and security of persons and property on an aircraft operating
in air transportation or intrastate air transportation against an act of criminal violence,
aircraft piracy, and the introduction of an unauthorized weapon, explosive, or incendiary

onto an aircraft,

(2) Is in writing and is signed by the airport operator;

(3} Includes the applicable items listed in §1542 103,

(4) Includes an index organized in the same subject area sequence as §1542.103; and
(5) Has been approved by TSA,

(b) The airport operator must maintain one current and complete copy of its security
program and provide a copy to TSA upon request.

(c) Each airport operator must --

(1) Restrict the distribution, disclosure, and availability of sensitive security information
(88}, as defined in part 1520 of this chapter, to persons with a need to know; and

(2) Refer all requests for 38! by other persons to TSA,
§1542.103 Content.

(a) Complete program. Except as otherwise approved by TSA, each airport operator
regularly serving operations of an aircraft operator or foreign air carrier described in
§1544.101(a)(1) or §1546.101(a) of this chapter, must include in its security program
the: following:

(1) The name, means of contact, duties, and training requirements of the ASC required
under §1542.3.

(2} [Reserved]

{(3) A description of the secured areas, including --

(i) A description and map detailing boundaries and pertinent features,;

(i) Each activity or entity on, or adjacent to, a secured area that affects security,

(i) Measures used to perform the access control functions required under
§1542.201(b)(1);

(iv) Procedures to control movement within the secured area, including identification
media required under §1542.201(b)(3); and

(v) A description of the notification signs required under §1542.201(b)(6).
(4) A description of the AOA, including --
(i) A description and map detailing boundaries, and pertinent features;



(i) Each activity or entity on, or adjacent to, an AOA that affects security,

(i) Measures used to perform the access control functions required under
§1542.203(b)}(1);

(iv) Measures to control movement within the AOA, including identification media as
appropriate; and

(v} A description of the notification signs required under §1542.203(h)(4).
(5) A description of the SIDA's, including --

(i) A description and map detailing boundaries and pertinent features; and
(i} Each activity or entity on, or adjacent to, a SIDA,

{(6) A description of the sterile areas, including --

{iy A diagram with dimensions detailing boundaries and pertinent features;

(i) Access controls to be used when the passenger-screening checkpoint is non-
operational and the entity responsible for that access control; and

(i) Measures used to control access as specified in §1542.207.

(7) Procedures used to comply with §1542.209 regarding fingerprint-based criminal
history records checks,

(8) A description of the personnel identification systems as described in §1542.211,
(9) Escort procedures in accordance with §1542.211(e).

(10} Challenge procedures in accordance with §1542.211(d).

(11) Training programs required under §§1542.213 and 1542.217(c)2), if applicable,
(12} A description of law enforcement support used to comply with §1542.215(a).
(13) A system for maintaining the records described in §1542.221.

(14) The procedures and a description of facilities and equipment used to support TSA
inspection of individuals and property, and aircraft operator or foreign air carrier
screening functions of parts 1544 and 1546 of this chapter.

{15) A contingency plan reguired under §1542.301.

(16) Procedures for the distribution, storage, and disposal of security programs,
Security Directives, Information Circulars, implementing instructions, and, as
appropriate, classified information,

(17) Procedures for posting of public advisories as specified in §1542.305.
(18) Incident management procedures used to comply with §1542.307.

(19) Alternate security procedures, if any, that the airport operator intends to use in the
event of natural disasters, and other emergency or unusual conditions.



(20) Each exclusive area agreement as specified in §1542.111.
(21) Each alrport tenant security program as specified in §1542.113.

(b) Supporting program. Except as otherwise approved by TSA, each airport regularly
serving operations of an aircraft operator or foreign air carrier described in
§1544.101(&@)2) or {f), or §1546.101(b) or (c) of this chapter, must include in its security
program a description of the foliowing:

(1) Name, means of contact, duties, and training requirements of the ASC, as required
under §1542.3.

(2) A description of the law enforcement support used to comply with §1542.215(a).

(3) Training program for law enforcement personnel required under §1542.217(c)(2), if
applicable.

(4) A system for maintaining the records described in §1542.221.
(5) The contingency plan required under §1542.301.

(6) Procedures for the distribution, storage, and disposal of security programs, Security
Directives, Information Circutars, implementing instructions, and, as appropriate,
classified information.

(7) Procedures for public advisories as specified in §15642.305.
(8) Incident management procedures used to comply with §1542.307.

(¢} Partial program. Except as otherwise approved by TSA, each airport regularly
setving operations of an aircraft operator or foreign air carrier described in §1544.101(b)
or §1546.101(d) of this chapter, must include in its security program a description of the

following:

(1) Name, means of contact, duties, and training requirements of the ASC as required
under §1542.3.

(2) A description of the law enforcement support used to comply with §1542.215(b).

(3) Training program for law enforcement personnel required under §1542.217(c)(2), if
applicable.

(4) A system for maintaining the records described in §1542.221.

(5) Procedures for the distribution, storage, and disposal of security programs, Security
Directives, Information Circulars, implementing instructions, and, as appropriate,
classified information.

(6) Procedures for public advisories as specified in §1542.305.
7) Incident management procedures used to comply with §1542.307.

(7)
(d) Use of appendices. The airport operator may comply with paragraphs (a), (b}, and
(c) of this section by including in its security program, as an appendix, any document



that contains the information required by paragraphs (a), (b), and {(c) of this section. The
appendix must be referenced in the corresponding section(s) of the security program.

§1542.105 Approval and amendments.

(a) Initial approval of security program. Unless otherwise authorized by the designated
official, each airport operator required to have a security program under this part must
submit its initial proposed security program to the designated official for approval at
least 90 days before the date any aircraft operator or foreign air carrier required to have
a security program under part 1544 or part 1546 of this chapter is expected to begin
operations. Such requests will be processed as follows:

(1) The designated official, within 30 days after receiving the proposed security
program, will either approve the program or give the airport operator written notice to
muodify the program to comply with the applicable requirements of this part.

(2) The airport operator may either submit a modified security program to the
designated official for approval, or petition the Under Secretary to reconsider the notice
to modify within 30 days of receiving a notice to modify. A petition for reconsideration
must be filed with the designated official.

(3) The designated official, upon receipt of a petition for reconsideration, ither amends
or withdraws the notice, or transmits the petition, together with any pertinent
information, to the Under Secretary for reconsideration. The Under Secretary disposes
of the petition within 30 days of receipt by either directing the designated official to
withdraw or amend the notice to modify, or by affirming the notice to modify.

(b) Amendment requested by an airport operator. Except as provided in §1542.103(c),
an airport operator may submit a reguest to the designated official {0 amend its security
program, as follows:

(1) The request for an amendment must be filed with the designated official at least 45
days before the date it proposes for the amendment to become effective, unless a
shorter period is allowed by the designated official.

(2) Within 30 days after receiving a proposed amendment, the designated official, in
writing, either approves or denies the request to amend.

(3) An amendment to a security program may be approved if the designated official
determines that safety and the public interest will allow it, and the proposed amendment
provides the level of security required under this part.

(4) Within 30 days after receiving a denial, the airport operator may petition the Under
Secretary to reconsider the denial.

(5) Upon receipt of a petition for reconsideration, the designated official either approves
the request to amend or transmits the petition within 30 days of receipt, together with
any pertinent information, to the Under Secretary for reconsideration. The Under
Secretary disposes of the petition within 30 days of receipt by either directing the
designated official to approve the amendment or affirming the denial,



(c) Amendment by TSA. If safety and the public interest require an amendment, the
designated official may amend a security program as follows:

(1) The designated official sends to the airport operator a notice, in writing, of the
proposed amendment, fixing a period of not less than 30 days within which the airport
operator may submit written information, views, and arguments on the amendment.

(2) After considering all relevant material, the designated official notifies the airport
operator of any amendment adopted or rescinds the notice. If the amendment is
adopted, it becomes effective not less than 30 days after the airport operator receives
the notice of amendment, unless the airport operator petitions the Under Secretary to
reconsider no later than 15 days before the effective date of the amendment. The
airport operator must send the petition for reconsideration to the designated official. A
timely petition for reconsideration stays the effective date of the amendment.

(3) Upon receipt of a petition for reconsideration, the designated official either amends
or withdraws the notice, or transmits the petition, together with any pertinent information
to the Under Secretary for reconsideration. The Under Secretary disposes of the
petition within 30 days of receipt by either directing the designated official to withdraw or
amend the amendment, or by affirming the amendment,

(d) Emergency amendments. Notwithstanding paragraph (c) of this section, if the
designated official finds that there is an emergency requiring immediate action with
respect to safety and security in air transportation or in air commerce that makes
procedures in this section contrary to the public interest, the designated official may
issue an amendment, effective without stay on the date the airport operator receives
the notice of it. In such a case, the designated official must incorporate in the notice a
brief statement of the reasons and findings for the amendment to be adopted. The
airport operator may file a petition for reconsideration under paragraph (¢) of this
section; however, this does not stay the effective date of the emergency amendmaent.

51542.107 Changed conditions affecting security.

(a) After approval of the security program, each airport operator must notify TSA when
changes have occurred to the -

(1) Measures, training, area descriptions, or staffing, described in the security program,

(2) Operations of an aircraft operator or foreign air carrier that would require
modifications to the security program as required under §1542.103; or

(3) Layout or physical structure of any area under the controt of the airport operator,
airport tenant, aircraft operator, or foreign air carrier used to support the screening
process, access, presence, or movement controt functions required under part 1542,
1544, or 1546 of this chapter.

(b) Each airport operator must notify TSA no more than 6 hours after the discovery of
any changed condition described in paragraph (a) of this section, or within the time
specified in its security program, of the discovery of any changed condition described in
paragraph (a) of this section. The airport operator must inform TSA of each interim



measure being taken to maintain adequate security until an appropriate amendment to
the security program is approved. Each interim measure must be acceptable to TSA.

(¢) For changed conditions expected to be less than 60 days duration, each airport
operator must forward the information required in paragraph (b) of this section in writing
to TSA within 72 hours of the original notification of the change condition(s). TSA will
notify the airport operator of the disposition of the notification in writing. if approved by
TSA, this written notification becomes a part of the airport security program for the
duration of the changed condition(s).

(d) For changed conditions expected to be 60 days or more duration, each airport
operator must forward the information required in paragraph (b) of this section in the
form of a proposed amendment to the airport operator's security program, as required
under §1542.105. The request for an amendment must be made within 30 days of the
discovery of the changed condition(s). TSA will respond to the request in accordance
with §1542.105.

§1542.109 Alternate means of compliance.

If in TSA's judgment, the overall safety and security of the airport, and aircraft operator
or fareign air carrier operations are not diminished, TSA may approve a security
program that provides for the use of alternate measures. Such a program may be
considered only for an operator of an airport at which service by aircraft operators or
foreign air carriers under part 1544 or 1546 of this chapter is determined by TSA to be
seasonal or infrequent.

§1542.111 Exclusive area agreements.

{a) TSA may approve an amendment to an airport security program under which an
aircraft operator or foreign air carrier that has a security program under part 1544 or
1546 of this chapter assumes responsibility for specified security measures for all or
portions of the secured area, AOA, or SIDA, including access points, as provided in
§1542.201, §1542.203, or §1542.205. The assumption of responsibility must be
exclusive to one aircraft operator or foreign air carrier, and shared responsibility among
aircraft operators or foreign air carriers is not permitted for an exclusive area,

(b) An exclusive area agreement must be in writing, signed by the airport operator and
aircraft oparator or foreign air carrier, and maintained in the airport security program.
This agreement must contain the following:

(1) A description, a map, and, where appropriate, a diagram of the boundaries and
pertinent features of each area, including individual access points, over which the
aircraft operator or foreign air carrier will exercise exclusive security responsibility.

(2) A description of the measures used by the aircraft operator or foreign air carrier to
comply with $1542.201, §1542 203, or §1542.205, as appropriate.

{3) Procedures by which the aircraft operator or foreign air carrier will immediately notify
the airport operator and provide for alternative security measures when there are
changed conditions as described in §1542.103(a).



(c) Any exclusive area agreements in effect on November 14, 2001, must meet the
requirements of this section and §15644.227 no later than November 14, 2002.

§1542.113 Airport tenant security programs.
{a) TSA may approve an airport tenant security program as follows:

(1) The tenant must assume responsibility for specified security measures of the
secured area, AOA, or SIDA as provided in §§1542.201, 1542.203, and 1542.205,

(2} The tenant may not assume responsibility for law enforcement support under
§1542.215.

(3) The tenant must assume the responsibility within the tenant's leased areas or areas
designated for the tenant's exclusive use. A tenant may not assume responsibility under
a tenant security program for the alrport passenger terminal.

(4) Responsibility must be exclusive to one tenant, and shared responsibility among
tenants is not permitted.

(5) TSA must find that the tenant is able and willing to carry out the airport tenant
security program.

{b) An airport tenant security program must be in writing, signed by the airport operator
and the airport tenant, and maintained in the airport security program. The airport
tenant security program must include the following:

(1) A description and a map of the boundaries and pertinent features of each area over
which the airport tenant will exercise security responsibilities.

(2) A description of the measures the airport tenant has assumed,

(3) Measures by which the airport operator will monitor and audit the tenant's
compliance with the security program.

{(4) Monetary and other penalties to which the tenant may be subject if it fails to carry
out the airport tenant security program.

(5) Circumstances under which the airport operator will terminate the airport tenant
security program for cause,

(6) A provision acknowledging that the tenant is subject to inspection by TSA in
accordance with §1542.5.

(7) A provision acknowledging that individuals who carry out the tenant security
program are contracted to or acting for the airport operator and are required to protect
sensitive information in accordance with part 1520 of this chapter, and may be subject
to civil penalties for failing to protect sensitive security information.

(8) Procedures by which the tenant will immediately notify the airport operator of and
provide for alternative security measures for changed conditions as described in
51542.103(a).



(¢} If TSA has approved an airport tenant security program, the airport operator may not
he found to be in violation of a requirement of this part in any case in which the airport
operator demonstrates that:

(1) The tenant or an employee, permittee, or invitee of the tenant, is responsible for
such violation; and

(2) The airport operator has complied with all measures in its security program to
ensure the tenant has complied with the airport tenant security program.

(d) TSA may amend or terminate an airport tenant security program in accordance with
§1542.1085.

Subpart C -- Operations
§1542.201 Security of the secured area.

(a) Each airport operator required to have a security program under §1542.103(a) must
establish at least one secured area.

(b) Each airport operator required to establish a secured area must prevent and detect
the unauthorized entry, presence, and movement of individuals and ground vehicles
into and within the secured area by doing the following:

(1) Establish and carry out measures for controlling entry {o secured areas of the airport
in accordance with §1542.207.

(2) Provide for detection of, and response to, each unauthorized presence or movement
in, or attempted entry to, the secured area by an individual whose access is not
authorized in accordance with its security program.

(3) Establish and carry out a personnel identification system described under
§1542.211.

(4) Subject each individual to employment history verification as described in §1542.209
before authorizing unescorted access to a secured area.

(5) Train each individual before granting unescorted access to the secured area, as
reguired in §1542.213(b).

(6) Post signs at secured area access points and on the perimeter that provide warning
of the prohibition against unauthorized entry. Signs must be posted by each airport
operator in accordance with its security program not later than November 14, 2003.

§1542.203 Security of the air operations area (AOA).

{a) Each airport operator required to have a security program under §1542.103(a) must
establish an AOA, unless the entire area is designated as a secured area.

{b) Each airport operator required to establish an AOA must prevent and detect the
unauthorized entry, presence, and movement of individuals and ground vehicles into or
within the AQA by doing the following:



(1) Establish and carry out measures for controlling entry to the AOA of the airport in
accordance with §1542.207.

(2) Provide for detection of, and response to, each unauthorized presence or movement
in, or attempted entry to, the AOA by an individual whose access is not authorized in
accordance with its security program.

(3) Provide security information as described in §1542.213(c) to each individual with
unescorted access to the ADA.

(4) Post signs on AQOA access points and perimeters that provide warning of the
prohibition against unauthorized entry to the AOA. Signs must be posted by each
airport operator in accordance with its security program not later than November 14,

2003.

(5) If approved by TSA, the airport operator may designate all or portions of its AQA as
a SIDA, or may use ancther personnel identification system, as part of its means of
meeting the reguirements of this section. If it uses another personnel identification
system, the media must be clearly distinguishable from those used in the secured area

and SIDA.
§1542.205 Security of the security identification display area (SIDA).

(a) Each airport operator required to have a security program under §1542.103(a) must
establish at least one SIDA. Each secured area must be a SIDA. Other areas of the

airport may be SIDA's,

(b} Each airport operator required to establish a SIDA must establish and carry out
measures to prevent the unauthorized presence and movement of individuals in the

SIDA and must do the following:

(1) Establish and carry out a personnel identification system described under
§1542.211.

(2) Subject each individual to employment history verification as described in §1542.209
before authorizing unescorted access to a SIDA.

(3) Train each individual before granting unescorted access to the SIDA, as required in
51542, 213(b).

§1542.207 Access control systems,

(a) Secured area. Except as prc;vided in paragraph (b} of this section, the measures for
controlling entry to the secured area required under §1542.201(b)(1) must -

(1) Ensure that only those individuals authorized to have unescorted access to the
secured area are able to gain entry,

(2) Ensure that an individual is immediately denied entry to a secured area when that
person's access authority for that area is withdrawn; and



(3) Provide a means to differentiate between individuals authorized to have access to
an entire secured area and individuals authorized access to only a particular portion of
a secured area.

(b) Alternative systems. TSA may approve an amendment {o a security program that
provides alternative measures that provide an overail level of security equal to that
which would be provided by the measures described in paragraph (a) of this section.

(c) Air operations area. The measures for controlling entry to the AQA required under
§1542.203(h)(1) must incorporate accountability procedures to maintain their integrity.

(d} Secondary access media. An airport operator may issue a second access medium
to an individual who has unescorted access to secured areas or the AOA, but is
temporarily not in possession of the original access medium, if the airport operator
follows measuras and procedures in the security program that --

(1) Verifies the authorization of the individual to have unescorted access to secured
areas or AOASs;

(2) Restricts the time period of entry with the second access medium;
(3) Retrieves the second access medium when expired,

(4) Deactivates or invalidates the original access medium until the individual returns the
second access medium; and

(5) Provides that any second access media that is also used as identification media
meet the criteria of §1542.211(b).

§1542.209 Fingerprint-based criminal history records ¢checks (CHRC).
(a) Scope. The foliowing persons are within the scope of this section --
(1) Each airport operator and airport user.

(2) Each individual currently having unescorted access to a SIDA, and each individual
with authority to authorize others to have unescorted access to a SIDA (referred to as
unescorted access authority).

(3) Each individual seeking unescorted access authority,

(4) Each airport user and aircraft operator making a certification to an airport operator
pursuant to paragraph (n) of this section, or 14 CFR 108.31(n) in effect prior to
November 14, 2001 (see 14 CFR Parts 60 to 139 revised as of January 1, 2001). An
airport user, for the purposes of this section only, is any person ether than an aircraft
operator subject to §1544.229 of this chapter making a certification under this section.

(b) Individuals seeking unescorted access authority. Except as provided in paragraph
{m) of this section, each airport operator must ensure that no individual is granted
unascorted access authority unless the individual has undergone a fingerprint-based
CHRC that does not disclose that he or she has a disqualifying criminal offense, as
described in paragraph (d) of this section.



(¢) Individuals who have not had a CHRC. (1) Except as provided in paragraph (m) of
this section, each airport operator must ensure that after December 6, 2002, no
individual retains unescorted access authority, unless the airport operator has obtained
and submitted a fingerprint under this part.

(2) When a CHRC discloses a disqualifying criminal offense for which the conviction or
finding of not guilty by reason of insanity was on or after December 6, 1991, the airport
operator must immediately suspend that individual's authority.

(d) Disqualifying criminal offenses. An individual has a disqualifying criminal offense if
the individual has been convicted, or found not guilty of by reason of insanity, of any of
the disqualifying crimes listed in this paragraph (d) in any jurisdiction during the 10
years before the date of the individual's application for unescorted access authority, or
while the individual has unescorted access authority. The disqualifying criminal offenses

are as follows -

(1) Forgery of certificates, false marking of aircraft, and other aircraft registration
violation; 49 U.5.C. 463086.

(2) Interference with air navigation; 49 U.5.C. 46308,

{3) Improper transportation of a hazardous material, 49 U.5.C. 46312.

{4) Aircraft piracy, 49 U.5.C. 46502,

(5) Interference with flight crew members or flight attendants, 49 U.S.C. 46504,
(6} Commission of certain crimes aboard aircraft in flight; 49 U.&.C. 46508,

(7} Carrying a weapon or explosive aboard aircraft; 49 U.5.C. 46505,

(8) Conveying false information and threats; 49 U.5.C. 46507.

(9) Aircraft piracy outside the special aircraft jurisdiction of the United States; 49 U.S.C.
46502(b).

(10) Lighting violations involving transporting controlled substances; 49 U.5.C. 46315,

(11) Unlawful entry into an aircraft or airport area that serves air carriers or foreign air
carriers contrary to established security requirements; 49 U.5.C. 46314,

(12) Destruction of an aircraft or aircraft facility, 18 U.5.C. 32.

(13) Murder.

(14) Assauit with intent to murder.
(15) Espionage.

(18) Sedition.

(17) Kidnapping or hostage taking.
18) Treason.

(



(19) Rape or aggravated sexual abuse,

(20) Unlawful possession, use, sale, distribution, or manufacture of an explosive or
weapon.

(21) Extortion.

(22) Armed or felony unarmed robbery.
(23
(24

(25) Felony involving a threat.

)
) Distribution of, or intent to distribute, a controlled substance.
) Felony arson.

)

(26) Felony involving --

(iy Willful destruction of property;

(i) Importation or manufacture of a controlled substance,

(i) Burglary;

(iv) Theft;

{v) Dishonesty, fraud, or misrepresentation;

(vi) Possession or distribution of stolen property;

(vii) Aggravated assault;

{viii) Bribery; or

(ix) lllegal possession of a controlled substance punishable by a maximum term of
imprisonment of more than 1 year.

(27) Viclence at international airports; 18 U.5.C. 37,

(28) Conspiracy or attempt to commit any of the criminal acts listed in this paragraph

(d).

(e) Fingerprint application and processing. (1) At the time of fingerprinting, the airport
operator must provide the individual to be fingerprinted a fingerprint application that
includes only the following --

(i) The disqualifying criminal offenses described in paragraph (d) of this section.

(i) A statement that the individual signing the application does not have a disqualifying
criminatl offense.

(ili) A statement informing the individual that Federal regulations under 49 CFR
1542.209 (I} impose a continuing obligation to disclose to the airport operator within 24
hours if he or she is convicted of any disqualifying criminal offense that occurs while he
or she has unescorted access authority. After February 17, 2002, the airport operator



may use statements that have already been printed referring to 14 CFR 107.209 until
stocks of such statements are used up.

(iv) A statement reading, "The information | have provided on this application is true,
complete, and correct to the best of my knowledge and belief and is provided in good
faith. | understand that a knowing and willful false statement on this application can be
punished by fine or imprisonment or both. (See section 1001 of Title 18 United States

Code.)"
{(¥) A line for the printed name of the individual.
(vi) A line for the individual's signature and date of signature.

(2) Each individual must complete and sign the application prior to submitting his or her
fingerprints.

(3) The airport operator must verify the identity of the individual through two forms of
identification prior to fingerprinting, and ensure that the printed name on the fingerprint
application is legible. At least one of the two forms of identification must have been
issued by a government authority, and at least one must include a photo.

{4) The airport operator must advise the individual that:

(i) A copy of the criminal record received from the FBI will be provided to the individual,
if requested by the individual in writing; and

(i) The ASC is the individual's point of contact if he or she has questions about the
resulis of the CHRC.

(5) The airport operator must collect, control, and process one set of legible and
classifiable fingerprints under direct observation of the airport operator or a law
enforcement officer,

(6) Fingerprints may be obtained and processed electronically, or recorded on
fingerprint cards approved by the FBI and distributed by TSA for that purpose.

(7) The fingerprint submission must be forwarded to TSA in the manner specified by
TEA.

(f) Fingerprinting fees. Airport operators must pay for all fingerprints in a form and
manner approved by TSA. The payment must be made at the designated rate
(available from the local TSA security office) for each set of fingerprints submitted.
Information about payment options is available though the designated TSA
headquarters point of contact. Individual personal checks are not acceptable.

(q) Determination of arrest stafus. (1) When a CHRC on an individual seeking
unescorted access authority discloses an arrest for any disqualifying criminal offense
listed in paragraph (d) of this section without indicating a disposition, the airport
operator must determine, after investigation, that the arrest did not result in a
disqualifying offense before granting that authority. If there is no disposition, or if the
disposition did not result in a conviction or in a finding of not guilty by reason of insanity



of one of the offenses listed in paragraph (d) of this section, the individual is not
disqualified under this section.

(2) When a CHRC on an individual with unescorted access authority discloses an arrest
for any disqualifying criminal offense without indicating a disposition, the airport
operator must suspend the individual's unescorted access authority not later than 45
days after obtaining the CHRC unless the airport operator determines, after
investigation, that the arrest did not result in a disqualifying criminal offense. if there is
no disposition, or if the disposition did not result in a conviction or in a finding of not
guilty by reason of insanity of one of the offenses listed in paragraph (d) of this section,
the individual is not disqualified under this section.

(3) The airport operator may only make the determinations required in paragraphs
(@) and (g)(2) of this section for individuals for whom it is issuing, or has issued,
unescorted access authority, and who are not covered by a certification from an aircraft
operator under paragraph (n) of this section. The airport operator may not make
determinations for individuals described in §1544.229 of this chapter,

{h) Correction of FBI records and notification of disqualification. (1) Before making a
final decision to deny unescoried access authority to an individual described in
paragraph (b) of this section, the airport operator must advise him or her that the FBI
criminal record discloses information that would disqualify him or her from receiving or
retaining unescorted access authority and provide the individual with a copy of the FBI
record if he or she requests it

(2) The airport operator must notify an individual that a final decision has been made {0
grant or deny unescorted access authority.

(3) Immediately following the suspension of unescorted access authority of an
individual, the airport operator must advise him or her that the FBI criminal record
discloses information that disqualifies him or her from retaining unescorted access
authority and provide the individual with a copy of the FBI record if he or she requests it.

(i) Corrective action by the individual. The individual may contact the local jurisdiction
responsible for the information and the FBI to complete or correct the information
contained in his or her record, subject to the following conditions --

(1) For an individual seeking unescorted access authority on or after December 6,
2001, the following applies:

() Within 30 days after being advised that the criminal record received from the FB)
discloses a disqualifying criminal offense, the individual must notify the airport operator
in writing of his or her intent to correct any information he or she believes to be
inaccurate. The airport operator must obtain a copy, or accept a copy from the
individual, of the revised FBI record, or a certified true copy of the information from the
appropriate courf, prior to granting unescorted access authority.

(il If no notification, as described in paragraph (h)(1) of this section, is received within
30 days, the airport operator may make a final determination to deny unescorted
access authority.



{2) For an individual with unescorted access authority before December 8, 2001, the
following applies: Within 30 days after being advised of suspension because the
criminal record received from the FBI discloses a disqualifying criminal offense, the
individual must notify the airport operator in writing of his or her intent to correct any
information he or she helieves to be inaccurate. The airport operator must obtain a
copy, or accept a copy from the individual, of the revised FBI record, or a certified true
copy of the information from the appropriate court, prior to reinstating unescorted
access authority.

{j) Limits on dissemination of results. Criminal record information provided by the FBI
may be used only to carry out this section and §1544.229 of this chapter. No person
may disseminate the results of a CHRC to anyone other than:

(1) The individual to whom the record pertains, or that individual's authorized
representative.

(2) Officials of other airport operators who are determining whether to grant unescorted
access to the individual under this part.

(3) Aircraft operators who are determining whether to grant unescorted access to the
individual or authorize the individual to perform screening functions under part 1644 of
this chapter.

(4) Others designated by TSA.
(k) Recordkeeping. The airport operator must maintain the following information:

(1) Investigations conducted before December 6, 2001. The airport operator must
maintain and control the access or employment history investigation files, including the
criminal history records results portion, or the appropriate certifications, for
investigations conducted before December &, 2001.

(2) Fingerprint application process on or after December 6, 2001. Except when the
airport operator has received a certification under paragraph (n) of this section, the
airport operator must physically maintain, control, and, as appropriate, destroy the
fingerprint application and the criminal record. Only direct airport operator employees
may carry out the responsibility for maintaining, controlling, and destroying criminal
records.

(3) Certification on or after December 6, 2001. The airport operator must maintain the
certifications provided under paragraph (n) of this section.

(4) Protection of records -- all investigations. The records required by this section must
be maintained in a manner that is acceptable {o TSA and in a manner that protects the
confidentiality of the individual.

(8) Duration -- all investigations. The records identified in this section with regard to an
individual must be maintained until 180 days after the termination of the individual's
unescorted access authority. When files are no longer maintained, the criminal record
must be destroyed.



() Continuing responsibifities. (1) Each individual with unescorted access authority on
December 6, 2001, who had a disqualifying criminal offense in paragraph (d) of this
section on or after December 6, 1991, must, by January 7, 2002, report the conviction
to the airport operator and surrender the SIDA access medium to the issuer.

(2) Each individual with unescorted access authority who has a disgualifying criminal
offense must report the offense to the airport operator and surrender the SIDA access
medium to the issuer within 24 hours of the conviction or the finding of not guilty by
reason of insanity.

(3) if information becomes avaitable to the airport operator or the airport user indicating
that an individual with unescorted access authority has a disqualifying criminal offense,
the airport operator must determine the status of the conviction. If a disqualifying
offense is confirmed the airport operator must immediately revoke any unescorted
access authority,

(m) Exceptions. Notwithstanding the requirements of this section, an airport operator
must authorize the following individuals to have unescorted access authority:

(1) An employee of the Federal, state, or local government (including a law enforcement
officer) who, as a condition of employment, has been subjected to an employment
investigation that includes a criminal records check.

(2) Notwithstanding the requirements of this section, an airport operator may authorize
the fellowing individuals to have unescorted access authority:

(i) An individual who has been continuously employed in a position requiring unescorted
access authority by another airport operator, airport user, or aircraft operator, or
contractor to such an entity, provided the grant for his or her unescorted access
authority was based upon a fingerprint-based CHRC through TSA or FAA.

(i) An individual who has been continuously employed by an aircraft operator or aircrafi
operator contractor, in a position with authority to perform screening functions, provided
the grant for his or her authority to perform screening functions was based upon a
fingerprint-based CHRC through TSA or FAA.

(n) Ceriifications by aircraft operators. An airport operator is in compliance with its
obligation under paragraph {b) or (¢} of this section when the airport operator accepts,
for each individual seeking unescorted access authority, certification from an aircrafi
operator subject to part 1544 of this chapter indicating it has complied with §1544.22%
of this chapter for the aircraft operator's employees and contractors seeking unescorted
access authority. If the airport operator accepts a certification from the aircraft operator,
the airport operator may not require the aircraft operator to provide a copy of the CHRC.

(0) Airport operator responsibility. The airport operator must -

(1) Designate the ASC, in the security program, or a direct employee if the ASC is not a
direct employee, to be responsible for maintaining, controlling, and destroying the
criminal record files when their maintenance is no longer required by paragraph (k) of
this section.



(2) Designate the ASC, in the security program, to serve as the contact to receive
notification from individuals applying for unescorted access authority of their intent to

seek correction of their FBI criminal record.

(3) Audit the employment history investigations performed by the airport operator in
accordance with this section and 14 CFR 107.31 in effect prior to November 14, 2001
(see 14 CFR Parts 60 through 139 revised as of January 1, 2001), and those
investigations conducted by the airport users who provided certification to the airport
operator. The audit program must be set forth in the airport security program.

(p) Airport user responsibility. (1) The airport user must report to the airport operator
information, as it becomes available, that indicates an individual with unescotted access
authority may have a disqualifying criminal offense.

(2) The airport user must maintain and control, in compliance with paragraph (k) of this
section, the employment history investigation files for investigations conducted before
December 6, 2001, unless the airport operator decides to maintain and control the
employment history investigation file.

(3) The airport user must provide the airport operator with either the name or title of the
individual acting as custodian of the files described in this paragraph (p), the address of
the location where the files are maintained, and the phone number of that location. The
airport user must provide the airport operator and TSA with access to these files.

§1542.211 ldentification systems.

(a) Personnel identification system. The personnel identification system under
§5§1542.201(b)(3) and 1542.205(b)(1) must include the following:

(1) Personnel identification media that --

(iy Convey a full-face image, full name, employer, and identification number of the
individual to whormn the identification medium is issued,

(i) Indicate clearly the scope of the individual's access and movement privileges,
(it} Indicate clearly an expiration date; and

(iv) Are of sufficient size and appearance as to be readily observable for challenge
purposes.

(2) Procedures to ensure that each individual in the secured area or SIDA continuously
displays the identification medium issued to that individual on the outermost garment

above waist level, or is under escort.
(3) Procedures to ensure accountability through the following:

(i) Retrieving expired identification media and media of persons who no longer have
unescorted access authority.

(it Reporting lost or stolen identification media.

(ili) Securing unissued identification media stock and supplies,



(iv) Auditing the system at a minimum of once a year or sooner, as necessary, to
ensure the integrity and accountability of all identification media.

(v) As specified in the security program, revalidate the identification system or reissue
identification media if a portion of all issued, unexpired identification media are lost,
stolen, or otherwise unaccounted for, including identification media that are combined
with access media,

(vi) Ensure that only one identification medium is issued to an individual at a time,
except for personnel who are employed with more than one company and require
additional identification media to carry out employment duties. A replacement
identification medium may only be issued if an individual declares in writing that the
medium has been lost, stolen, or destroyed.

(b) Temporary identification media. Each airport operator may issue personnel
identification media in accordance with its security program to persons whose duties
are expected to be temporary. The temporary identification media system must include
procedures and methods to -

(1) Retrieve temporary identification media;
(2) Authorize the use of a temporary media for a limited time only,

(3) Ensure that temporary media are distinct from other identification media and clearly
display an expiration date; and

(4) Ensure that any identification media also being used as an access media meet the
criteria of §1542.207(d).

(c) Airport-approved identification media. TSA may approve an amendment to the
airport security program that provides for the use of identification media meeting the
criteria of this section that are issued by entities other than the airport operator, as
described in the security program.

(d) Chaflenge program. Each airport operator must establish and carry out a challenge
program that requires each individual who has authorized unescorted access to
secured areas and SIDA's to ascertain the authority of any individual who is not
displaying an identification medium authorizing the individual to be present in the area.
The challenge program must include procedures to challenge individuals not displaying
airport approved identification media. The procedure must --

(1) Apply uniformly in secured areas, SIDAs, and exclusive areas;

(2) Describe how to challenge an individual directly or report any individual not visibly
displaying an authorized identification medium, including procedures to notify the
appropriate authority; and

(3) Describe support of challenge procedures, including law enforcement and any other
responses to reports of individuals not displaying authorized identification media.



(e) Escorting. Each airport operator must establish and implement procedures for
escorting individuals who do not have unescorted access authority to a secured area or
SIDA that --

{1) Ensure that only individuals with unescorted access authonty are permitted to
escort;

(2) Ensure that the escorted individuals are continuously accompanied or monitored
while within the secured area or SIDA in a manner sufficient to identify whether the
escorted individual is engaged in activities other than those for which escorted access
was granted, and to take action in accordance with the airport security program;

(3) Identify what action is to be taken by the escort, or other authorized individual,
should individuals under escort engage in activities other than those for which access

was granted;
(4) Prescribe law enforcement support for escort procedures,; and

(5) Ensure that individuals escorted into a sterile area without being screened under
§1544.201 of this chapter remain under escort until they exit the sterile area, or submit
to screening pursuant to §1544.201 or §1546.201 of this chapter.

(f) Effective date. The identification systems described in this section must be
implemented by each airport operator not later than November 14, 2003,

§1642.213 Training.

(a) Each airport operator must ensure that individuals performing security-related
functions for the airport operator are briefed on the provisions of this part, Security
Directives, and Information Circulars, and the security program, to the extent that such
individuals need to know in order to perform their duties,

(b) An airport operator may not authorize any individual unescorted access to the
secured area or SIDA, except as provided in §1542.5, unless that individual has
suceessfully completed training in accordance with TSA-approved curriculum specified
in the security program. This curriculum must detail the methods of instruction, provide
attendees with an opportunity to ask questions, and include at least the following topics

(1) The unescorted access authority of the individual to enter and be present in various
areas of the airport;

(2) Control, use, and display of airport-approved access and identification media;

(3) Escort and challenge procedures and the law enforcement support for these
procedures,;

(4) Security responsibilities as specified in §1540.105;

(5) Restrictions on divulging sensitive security information as described in part 1520 of
this chapter; and

(8) Any other topics specified in the security program.



(¢) An airport operator may not authorize any individual unescorted access to the AOA,
except as provided in §1542.5, unless that individual has been provided information in
accordance with the security program, including --

(1) The unescorted access authority of the individual to enter and be present in various
areas of the airport;

(2) Control, use, and display of airport-approved access and identification media, if
appropriate;

(3) Escort and challenge procedures and the law enforcement support for these
procedures, where applicable;

(4) Security responsibilities as specified in §1540.105;

(5) Restrictions on divulging sensitive security information as described in part 1520 of
this chapter; and

{(6) Any other topics specified in the security program,

{(d) Each airport operator must maintain a record of all training and information given to
each individual under paragraphs (b) and (c) of this section for 180 days after the
termination of that person's unescorted access authority.

(e) As to persons with unescorted access to the SIDA on November 14, 2001, training
on responsibility under §1540,.105 can be provided by making relevant security
information available.

(f} Training described in paragraph (c) of this section must be implemented by each
airport operator not later than November 14, 2002,

§1542.215 Law enforcement support.

(a) In accordance with §1542.217, each airport operator required to have a security
program under §1542.103(a} or (b) must provide:

(1) Law enforcement personnel in the nurmber and manner adequate to support its
security program.

(2) Uniformed law enforcement paersonneal in the number and manner adequate to
support each system for screening persons and accessible property required under part
1544 or 1546 of this chapter, except to the extent that TSA provides Federal law
enforcement support for the system.

{b} Each airport required to have a security program under §1542.103(c) must ensure
that:

(1) Law enforcement personne] are available and committed to respond to an incident
in support of a civil aviation security program when requested by an aircraft operator or
foreign air carrier that has a security program under part 1544 or 1546 of this chapter.



(2) The procedures by which to request law enforcement support are provided to each
aircraft operator or foreign air carrier that has a security program under part 1544 or

1546 of this chapter.

§1642.217 Law enforcement personnel.

(a) Each airport operator must ensure that law enforcement personnel used to meet the
raquirements of §1542.215, meet the following qualifications while on duty at the airport

1) Have arrest authority described in paragraph (b} of this section,

) Are armed with a firearm and authorized to use it; and

4) Have completed a training program that meets the requirements of paragraphs (c)
and (d) of this section.

(b) Each airport operator must ensure that each individual used to meet the
requirements of §1542.215 have the authority to arrest, with or without a warrant, while
on duty at the airport for the following violations of the criminal laws of the State and
local jurisdictions in which the airport is located --

(

(2) Are identifiable by appropriate indicia of authority;
{3

(

(1) A crime commitied in the presence of the individual, and

(2) A felony, when the individual has reason to believe that the suspect has committed
it.

(¢} The training program required by paragraph (a)(4) of this section must -

(1) Meet the training standard for law enforcement officers prescribed by either the
State or local jurisdiction in which the airport is located for law enforcement officers

performing comparable functions.

(2) Specify and require training standards for private law enforcement personnel
acceptable to TSA, if the State and local jurisdictions in which the airport is located do
not prescribe training standards for private law enforcement personnel that meets the
standards in paragraph (a) of this section.

(3) Include training in -
(i) The use of firearms;

(i) The courteous and efficient treatment of persons subject to inspection, detention,
search, arrest, and other aviation security activities;

{ii) The responsibilities of law enforcement personnel under the security program; and

(iv) Any other subject TSA determines is necessary.



(d) Each airport operator must document the training program required by paragraph
(a)(4) of this section and maintain documentation of training at a location specified in
the security program until 180 days after the departure or removal of each person
providing law enforcement support at the airport.

§1542.219 Supplementing law enforcement personnel.

(a) When TSA decides, after being notified by an airport operator as prescribed in this
saction, that not enough qualified State, local, and private law enforcement personnel
are available to carry out the requirements of §1542.215, TSA may authorize the airport
operator to use, on a reimbursable basis, personnel employed by TSA, or by another
department, agency, or instrumentality of the Government with the consent of the head
of the department, agency, or instrumentality to supplement State, local, and private
law enforcament personnet,

(b) Each request for the use of Federal personnel must be submitted to TSA and
include the following information:

(1} The number of passengers enplaned at the airport during the preceding calendar
year and the current calendar year as of the date of the request.

(2) The anticipated risk of criminal violence, sabotage, aircraft piracy, and other
unlawful interference to civil aviation operations.

(3) A copy of that portion of the security program which describes the law enforcement
support necessary to comply with §1542.215.

(4) The availability of law enforcement personnel who meet the requirements of
§1542.217, including a description of the airport operator's efforts to obtain law
enforcement support from State, local, and private agencies and the responses of
those agencies.

(5) The airport operator's estimate of the number of Federal personnel needed to
supplement availahble law enforcement personnel and the period of time for which they
are needed.

(6} A statement acknowledging responsibility for providing reimbursement for the cost of
providing Federal personnel.

(7} Any other information TSA considers necessary.

{c) In response {0 a request submitted in accordance with this section, TSA may
authorize, on a reimbursable basis, the use of personnel employed by a Federal
agency, with the consent of the head of that agency.

§1542.221 Records of law enforcement response.
(a) Each airport operator must ensure that --

(1) A record is made of each law enforcement action faken in furtherance of this part;
and

(2) The record is maintained for a minimum of 180 days.



(b) Data developed in response to paragraph (a) of this section must include at least
the following, except as authorized by TSA:

(1) The number and type of weapons, explosives, or incendiaries discovered during any
passenger-screening process, and the method of detection of each.

(2) The number of acts and attempted acts of aircraft piracy.

(3) The number of bomb threats received, real and simulated bombs found, and actual
detonations on the airport.

(4) The number of arrests, including --
(i Name, address, and the immediate disposition of each individual arrested,
(i) Type of weapon, explosive, or incendiary confiscated, as appropriate; and

(iii) Identification of the aircraft operators or foreign air carriers on which the individual
arrested was, or was scheduled to be, a passenger or which screened that individual,
as appropriate.

Subpart D -- Contingency Measures
§1542.301 Contingency plan.

(a) Each airport operator required to have a security program under §1542.103(a) and
(b) must adopt a contingency plan and must:

(1) implement its contingency plan when directed by TSA,

(2) Conduct reviews and exercises of its contingency plan as specified in the security
program with all persons having responsibilities under the plan.

(3) Ensure that all parties involved know their responsibilities and that ali information
contained in the plan is current.

(b) TSA may approve alternative implementation measures, reviews, and exercises 1o
the contingency plan which will provide an overall level of security equal to the
contingency plan under paragraph (a) of this section.

51542 303 Security Directives and Information Circulars.

{a) TSA may issue an Information Circular to notify airport operators of security
concerns, When TSA determines that additional securily measures are necessary to
respond to a threat assessment or to a specific threat against civil aviation, TSA issues
a Security Directive setting forth mandatory measures,

(b) Each airport operator must comply with each Security Directive issued fo the airport
operator within the time prescribed in the Security Directive.

(c) Each airport operator that receives a Security Directive must -

(1) Within the time prescribed in the Security Directive, verbally acknowledge receipt of
the Security Directive to TSA.



(2) Within the time prescribed in the Security Directive, specify the method by which the
measures in the Security Directive have been implemented (or will be implemented, if
the Security Directive is not yet effective).

(c) In the event that the airport operator is unable to implement the measures in the
Security Directive, the airport operator must submit proposed alternative measures and
the basis for submitting the alternative measures to TSA for approval. The airport
operator must submit the proposed alternative measures within the time prescribed in
the Security Directive, The airport operator must implement any aliernative measures
approved by TSA.

(e) Each airport operator that receives a Security Directive may comment on the
Security Directive by submitting data, views, or arguments in writing to TSA, TSA may
amend the Security Direclive based on comments received. Submission of a comment
does not delay the effective date of the Security Directive.

(f) Each airport operator that receives a Security Directive or an Information Circular
and each person who receives information from a Security Directive or an Information
Circtlar must:

(1) Restrict the availability of the Security Directive or Information Circular, and
information contained in either document, to those persons with an operational need-to-
know.

(2) Refuse to release the Security Directive or Information Circular, and information
contained in either document, to persons other than those who have an operational
need to know without the prior written consent of TSA.

§1542.305 Public advisories.

When advised by TSA, each airport operator must prominently display and maintain in
public areas information concerning foreign airports that, in the judgment of the
Secretary of Transportation, do not maintain and administer effective security
measures. This information must be posted in the manner specified in the security
program and for such a period of time determined by the Secretary of Transportation.

§1542.307 Incident management,

(a) Each airport operator must establish procedures to evaluate bomb threats, threats of
sabotage, aircraft piracy, and other unlawful interference to civil aviation operations,

(b) Immediately upon direct or referred receipt of a threat of any of the incidents described in
paragraph (a) of this section, each airport operator must --

(1) Evaluate the threat in accordance with its security program,

(2) Initiate appropriate action as specified in the Airport Emergency Plan under 14 CFR
139.325; and

(3) immediately notify TSA of acts, or suspected acts, of unlawful interference to civil aviation
operations, including specific bomb threats to aircraft and airport facilities.



(c) Airport operators required to have a security program under §1542.103(c} but not subject to
14 CFR part 139, must develop emergency response procedures to incidents of threats
identified in paragraph (a) of this section.

(d) To ensure that all parties know their responsibilities and that all procedures are current, at

least once every 12 calendar months each airport operator must review the procedures
required in paragraphs (a) and (b) of this section with all persons having responsibilities for

such procedures.
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R OIS ON AMENDMENTS T0O T RULES

Changes effective T1/18/2010 were made 1o the following Rule:

I Rule Vi, Section 3 - Applicants Preference. The Veteran's
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Preforance @ now Subsection (1) of Applicants Prefercnce, Veteran's Preference
is amended o inerease the minimum pereent of veterans referred from ten (| 0)

percent to fwenty (20) pereent, Subsection (B), Line of Duty Preference, has been
added.

Changes effective 12/(0/2009 were made (o the following Rules:

I Bisclaimer: Personne! Rules are not intended (o creale any property
imeresis nany Job o position forany emploves, or create an employment contract

hetween the City of Chicago and any employece,

2 Rule 1, Section 9 - Reclpssifieation of Pasitions: Clavifies ryles regarcing
reclagsification of positions. Reclassilications must not violate other governing
policies or peesonnel rules. and cannot be used as a means w provide salary

mereases or o promote or diseipline an employee,

-

3 Bule IV, Section 8 ~ Restdence: Changes the reguivernent 1o be a resident

of the City of Chicagy from the time of application to the time of em ployment,
Residency provision applies to all pesitions not iust Carcer Service Jrositions.

4 Rufe V- Equal BEmployment Opportunity: Claries rights protected and

protubited conduct under the Ulty™s Diversity and Bqual Opportunity in

Employment Policy.



3. Rule ¥I, hectinn 3 - Veteran's Preference: Expanded veterans
preference to include Armed forces, National Guard and Reserves; Veterans may
have an honorable or general discharge; Veterans preference can be awarded only
once, The preference shall be in the form of fve (33 percent added to the final
seore of those applicants with a passing score for ranked examinations. For all
other selection methods, applicants who pass will be given preference in
processing. A minimum of ten (10} percent of those referred will be velerans
provided there is a sufficient aumber of veterans who applied.

A, Rule VI - Career Sevvice Appointments: Deieted references (o
Reemployment lists and types of certifications, as they are incansistent with the
New Hiring Plan,

7. Rule X - Promotioss and Carcer Progressions: Added language that this
rule may be used o gstablished sequential promotions based on satisfactory
performance with demoenstrated attained job skills and years of expertence in a
position within a job family.

iy Rule X1 - Resignations: Section on “Requests for Reemployment”™ s
deleted. as it is inconsistent with the New Hirg Plan,

) Ritle XV - Tyaining and Career Development: Deletes specific reference
to the Commissioner of Human Resowrees for vesponsibility for certain training
initiatives, as the Office of Compliance has absorbed some of those training
functions,

1. Rule XVIH .. Complaints of Disertmination: Claries procedures to file
complaints under the City's Diversity and Equal Opportunity in Employment
Policy;

B Raude XVITL Section 42 - Sexuat Ovientation and Gender ldentity:
Replaced the term “sexual prefevence” with sexual orientation: added the term
“pender wdentity”

is suspended for employees on sick leave, medical, FMLA leave or dury disability
due their own iliness for the period they are on leave. A department head may
grant an exception where the outside employment is not inconsistent with the
reason {or the teave and would result in undue hardship to the employes,

2 Rule XX, Section 3 - Outside Employment: Dual employment approval

b3 Rule XX VI, Section I - Reclassification of Employees: Revised rule for
consistency with the Mew Hiring Plan; clarifies rules regarding reclassification of
employees, New positions that are a higher class grade or title must be approved
v the Office of Compliance. Employees appointed (o a new position must meet
the minimum qualifications of the new position.



J41, Bule RXVITE Sectlon 2 - Pandly Hiness (Domestic Pariner): Frpanded
definition of “immediate family member” to include a domestic partner's mother,
father, son or davghter, provided the domestic partier is registered with the [2epe.
af Hhuman Resources,

S Rule KXKIX - Conflict of uterest; Expanded conflicl of interest
prohibited conduct and disclosure reguivements o include domestic partners.

Lhnges effeetive 3/00/2007 were made wihe lollowing Rules:

b Rale IX, Section 1 - The Probationary Period is amended to include
people covered under the City’s cellective bargainiog agreements and entry level
Police Officers, Paramedics and Fivefighters,

2. Raute XIX, The drug testing policy was amended o include aleohol.

3 Rule XXIL, Section 1 - The term bransactions chanped to actions.

4. Rulde XXV, (All sections excapt 5) - The legitimale use of sick leave,

farmly itlness, defimtion ol iIness, reasonable evidence, confidentiality,
procedures and application sre all amende,

Changes effective [/19/2007 were made w 1he following Rules;

l. Rule VT, Section 4 - Changed to include (MM1) Medical Maximom
fmprovement under duty disability.
2 Rule X}, Seetion 3 - Changed o include (VESSA) Victims™ Economic

seeurity and Safery Act o the list of authorized absances for all emplovees.

Chanees effective 5/13/2003 were made o the following Rule;

I Fule XV, the time period in which a person can file a charge has been
extended from 90 days 1 ong year of the necurrence and the procedures o be
fotlowed onee a charge has been (led are deseribed in more dewail,



IHCLAIMER

Nothing in the Ciy ol Chicago's Personnel Rules is intended 1o create any property
interests inany job or position for any employes. The city of Chicago recognizes that
employees with career service status or rights under a coilective bargaining agreement
may have due process rights under the existing law; however, the City of Chicago
Personne! Rules are not intended to creale such property rights.

The City of Chicago Persannel Rules ave meant as a guide w the current policies and
procedures used by the City of Chicago with respect to it employees and are subject to
change by the City of Chicago unilaterally and at any time. The City of Chicago does not
intend that its Personne) Rutes, whether provided to employees at the time of
smployment, after commencement of employment, or at any other time. or through any
manner of dissemination, constitute part of any offer of employment or are otherwise the
basis for the formation of any contract, whether expressed or implied. These Rules
should not be interpreted expressly or by implication as evidence of the existence of an
cployrnent contract between the City of Chicago and any employes,

The City of Chicapgo Personnet Rules may be applied 1o employess who are cither at-will
or career gervice employees unless the language in a particular Rule specifically states
that it only apphigs to career service employees. Career service employees and/or those
covered by collective bargaining agreeiments have no right to continued employment
based on the city’s Personnel Rules but may have such rights as are pranted under the
applicable laws or collective bargaining agresments,

MNothing in the City of Chicago Personne) Rules i intended o change the status of an at-

will employee. Any at-will smployvee may be discharged without notice, for any reason
or ne reason. and an al-witl employee has no expectation of continued service.

RULE L - POSITION CLASSIFICATION

Section i - Definitions

The following are definitons of common pesition classification wrms.

Allocation - The process of assigning 4 position to a class of positions s the salary
schedule based upon an evaluation of its duties and responsihitities.

Class of Positions - A position or group of positons sufficiently similar in respect o
duties and responsibilities such that the same title may be used Lo designate gach position
by the group. the same salary range may be equitably applied, the same qualifications
required. and the same examination used to select quahficd emplovees.




L - Lvoup g positions into classes of pasitions based on theie dutios amd

rrsponsibilities,

Codass Specifications - Deseriptions of classes ol positions thar disiingish one class lrom
another. They are, i etfect, the general deseriptions utilize:d o determine the preper
evel 1o which o position should be assipned,

Resk Audit - A review of the duties and responsibiltiies of a posiion Urough an
terview with the tncumibent and/or incumbent's supervisor wsantly oceurring at the
snployee's desk or regular place of work,

Larade - A range of salarics na salary schedule to which a position ov elass may by
atocated, based on an evaloation of its duties and respensibilities.

5 that require the full or nart time
erployment of ene individual. A position exisis whether it s ffled or unfiliod,

Position Descrintion - The management approved written statement which describes the
current dutios and responsibilitics of one position.

a position o a different class

Reclagsifieation/Reallocation - Vhe process of reassigning
wspongibilities as they may

of pusitions based upon & recvaluation of s duties and/or |
have changed.

ade - The process of changing the exisiing selary grade allocation of a class of

-t

positions to a Jifferent salary prade based upon a re-evaluation of its duties and
regpongibilities.

Section 2 - Classifieation of Positions

All positions shall be grouped mto classes by the Commissioner of tuman
Resources. Bach class shall include those positions sufficiently similar in dulies and
responsibitities 50 that similar requirements as to training, experience. knowladpe, skill
and the same rates of compensation are applicable 10 the class,

section - Clage Uitles und Codey

{w) A standard elass iitle and code numbey shall be used w idemtify cach eluss in'the
Classification Plan and all positions aHocated to that olass,

() Lach chass title shall be generally deseriptive of the work of the class and
indicate. where applicable. it relative fmportance and responsibility arnong other

Classes,

toy The class tile and/or code shall be used Lo designnie positions of the ¢lass or o
ilentify sncumbents vy al) budget, payroll. and pecsonnel documents, other
official records and in internal correspondence or ather communicaiions relative
to the personnel admimistrative process



Mection & - Preparation and Content of £lass Specifications

The Commissioner of Human Resources shatl be vesponsible for the preparation and
maintenance of a written specification for each established clags of positions and such
class specifications shall constitute the official specifications of classes in the City
service, Such spectlications shall be based on a review of the duties and responsibilities
of alt positions in the City Service. Each class specification shall set forth the code andg
title of the class, examples of duties, a statement of education and experience
gualifications and the knowledge, abilities and skills desirable for efficient performance
of the worle, the date the original specitication ol a revision was approved, and such othar
pertinent information as the Commissioner of Human Resources deems appropriate.

Section 5 - Interpretation of Class Specifieations

The class specifications are descriptive and explanatoey and not restrictive, They are
mtended to indicate the kinds of positions that should be alfocated to the various classes
andl shall not be construed as determining the entire range of duties and responsibitities
that may be assigned t0 a given position or as limiting or modifying the power of any
department head to assign other duties appropriate (o the class of positions, and to direct
and congrol the work of employees under his or her supervision. The uge of a particular
expression or iustration as to duties shall not be held w axclude others nol mentioned
that are of similar kind or quality,

Lualifications commonly expected such as honesty, motivation and work interest
shatl be implied a3 requirements for each class, even though they may not be specificaily
mentioned in the specification.

The statement of quatifications in the specification for any ¢lass constitutes a guide w
e minimum gualifications desired in persons to be selected for positions of the class.

Section 6 - Classification and Pay Plan {(Schedule A)

The Compmissioner of Human Resources shall prepare and maintain the Clagsification
and Pay Plan, Schedule A covering all classified positions.

Seetion 7 - Position Control

As part of a position contro! system, the Commissioner of Human Resources shall
maintain a current record of every employee in the City Service with the employes's
name, tile and budgeted pay rate.

Section 8 - Allocation of New Positions

A department head shall submit w the Commissioner of Muman Resources, a
pusition deseription for any new position (0 be created. The Commissioner shali verify
and analyze the duties and responsibilities of each proposed new posinon and, on the
basis of this study: (a) determine the need for the position and. when justified, (b) allocate
the proposed new position o the appropriate ¢lass. or (¢)ereals a new class of positions,
The Cammissioner of Human Resources shall alsp have the vesponsibility w establish the



vitlegiey of amployient of the ponition bised o e provisions of Chapler 2274030 ol
the Mumieipat Code of Chivage,

Mo person shall be appointed twooany positon wi ase of such position and the
prospective employee's quatificarions bave been approved by the Commissioner ot
Haman Resources

Hection 9 - Heelassification of Positions

(a) Departments may modify the duties of their positions in oder to meet operational
needs. Whers a department makes o signifieant change in an incumbents” duties. the
department must ensure that they da not violate the Porsonnel Rules, the Clily s
Acting Up Policy, obligations under Collective Bargaining Agresment, or any pther

Uity |.1u!l<.y

{by A department head shafl report to the Commissioner of Human Resources
whenever a significant change s made W the duties and responsibilities of a [O&ition
volving either the addition of new duties or the takivg away or modification of
existing dutios.

te) Signilicant changes in the duties and vesponsibilities of 4 position may resull in
the position no longer betonging to the class of positions o which it is currently
alloeated by the Department of Human Resources

() The Comvnissioner of Haman Besources. upnn his o hee iniative, or at the
vequest of the departiment head, may investigate the classificalion of the poaition and,
o justified. skall reclassify the position o a more appropriate class.

(&) The purpose of o reclassification Jnstituted pursuaant o this section is 1o ensure
that a position, as delined by its dutics and responsibilities is allocated 10 the
appropriate ¢lass of positions and therefore properly classified. Reclassificalion may
not be used axoweans for providing salary ncreases or ax a promodional ool or in liey
of disciplinary action

() Wheo the reclassilication ol a position requires 1, the Commissioner of Fluman
Resources shall cres ale b new clags or make sther appropriate changes in the
T L R T U R T
{2) The Commissioner of Fhuman Rezources shall transmit o e de paruvent head
concerned and to the Budger Dirvector, o report setting forth any amendments to the
allovation ol a position or any other modification of ihe Classification Plan,



Section 1) « Beview of Allocationy or Realloeations

A department head may request a veview of the allocation or realfocation of any
chagsified position within twenty-one (21) days of notification, Any such review shall be
conducted under the direction of the Commissioner of Human Resources. Only one such
revigw shall be permitted per calendar year, 10 no request for review is Hled with the
Commijssioner of Fuman Resources within twenty-one (21) days of his or her notification
w the department head, the allocation or reatlocation shall be considered accepted by the
department head.

Employees may request of their department heads. in writing, a review of their

individual positions. it shall be the decision of the department head o request or not
request sueh review by the Commissioner of Human Resources,

Section 11 - Clagsification of Exempt Positions

The Commissioner of Human Resources shall classify all exempt positions, except
positions of elected officials; executive heads of City departments: members of hoards
and commissions whose appointment is subject Lo confirmation by the City Coungil;
administrative assistants to the Mayor, and such employees of the Mayor's Office
appointed by the Mayor: and employees of the City Council. Sueh classification shall
conform o the provisions of this Rule, and shall inglude the evaluation or grading of
exempt positions for pay purposes. The statements of duties and responsibilities and
desirable qualifications shall serve as puides for the selection and appointment of persons
o exempl ¢lasses of positions,

Section 12 - Maintenance of the Classification Plan

The Commissioner of Human Resources shall estaklish a system for the continuous
audit of the Classification Plan which wilf ensure the periodic coverage of all classified
pesitions, Such audit shall include verification of: (1) the current duties of positions, ()
the accuracy of their allocation, and (3) the accuracy and completeness of the class
specifications. Such audit may cover any or all positions within a departiment or
positions inchuded in designated occupation groups across departimental lines. The
Camimissioner of Human Resources shatl make appropriate changes based on such
studies.

Section LY - Relative Geading of Classes

The Comimissioner of Human Resources shall assign each class in the Classification
Plan to a grade in the appropriate salary schedule, or o another appropriate pay basis.
The class grade, or other pay basis. shall be specified in the Classification and Pay IMlan,
Schedule A, The Commissioner of Human Resources may autharize the reassignment of
a class o a higher or lower grade in any salary schedule: (1) on the basis of the request
of a department head on the grounds of inlernal consistency among c¢lagses, or significant
change in the duties and responsibilitics of a class; or (2) upon the initiative of the
Commissioner of Human Resources on the same grounds or because survey data on
prevailing practices in the fabor market indicate that the current grade assignment is
inappropriate. Lpon determination by the Commissioner of Muman Resources that




reassigriment s e be made, nonleadon shail be provided to the depariment head or
departinent heads conceyned and Lo the Budget Divector. Unfess ceconsideration is
reguested by a department head within twenty-one ( ation, the

reassigniment shall be made by amendment of the Ol

Seetion 44 - Budsetsry Anproyval

The establishment of positions and (he appointment ol persons o estahhishead
positions are subject Lo approvals as roquired by the budgetary process.

LUE £ - MAINTENANCE AND ADVMINISTRATION OF THE
COVPENSATION PLAN

Section § - Maintenance of the Compensation Plan

The Commissioner of Human Resources shall ceview the Compensation Plan in
relation to prevaiting pay and fringe beneffts practices in the appropriate Jabor markets,
and shail submit recommmended changes to the Mayor and Budget Diteoor.  These
recommendations may include new salary sehecduies, adjustments to existing schedules,
grade changes and other appropriate changes.

Based upon any significant change in the predorminant benefi nractices of other
einpioyers in the appropriate tabor markets, the Commissioner of Heman Resouroes may
recommend changes i fringe benefits and working conditions,

section 2 - Administration of the Compensation Plan

Regudations governing the adminiswation of the Compensation Plan and Employvee
Benefits shail be as sev forth in the annual Salary Resoluon as adoplad by the ity
Couneil,

kA B ORYT PR E A P N AL PN AN A R R e R S I D R L
B T R S T N o )

Section ) - Iinds of Appointments

Appoiniment (o a position inthe City Service shall be made as ane of the following:

b Positions Exempt from the Career Seevice:
{a) Senior Exeeutive Service
(h) Other exempt positions, as tollows:
(1) Exempt by Orcdinance
(2) Lixempt Conlidentia)
(3) Exempl Program

6



(]

Fositions in the Carcer Service as 'ollows:
(a2} Prabatonary appointment

(b) Carcer appointment

(c)y Frovisional appointment

Emergency appointment,

Section 2 - Senior Execuiive Service

Appointments to Senior Executive Service positions are made at the discretion of the
department haad.

Seetipn 3 - Other Exempt Positions

Lk

4,

Exempt by Ordinance - certain classified positions are in specific exempt
categories by definition of the positions as given in Chapter 2-74-030 of the
Municipal Code. These include elected officials, executive heads of City
departments, members of boards or commissions whase appointment is subject
to confirmation by the Cily Council, employees of the Law Department, palice
officers above the rank of Capiain, and firefighters above the rank of Battalion
Chief, employees whose work is seasonal and does not exceed 180 days in any
calendar year, a private seerctary [(or each elected official, administrative
assistants Lo the Mayor, and such employees of the Mayor's Office appointed by
the Mayor, employees of the City Council unless such pesitions are specifically
in Career Service by ordinance.

Exempt Conlidential - these are exemptions from Carcer Service based on the
need for flexibility in appeintment to positions which are necessary in order to
maintain confidentiality,

Exempt Program - These exemptions are based on the need for Nesxibility in
appointment 1o positions which are administratively necessary in order to effect a
program. ineluding, but not Hmited t, such programs as student worl experience
programs. trainee programs. federal public service employment programs, and
any other programs, which, because of the program requirements, cannot be
subject to Career Service requirements,

Procedures for Exemption of SES. Exempt Confidential and Exempt Pr
Positigns - The exemption of these positions shall be authorized by the following
procedure: (a) A department head shall veconimend the exemption o writing to
the Commissioner of Human Resources. with the specific basis and justification
for the exemption: (b) the Commissioner of Human Resources shall review each
proposed exemption and make his or her comments and recommendations (o the
Mayor; (cithe Mayor shall approve or disapprove the exemption and notify the
Commissioner of Muman Resources: and {(d) the Commissioner of Human
Resources shall then notify the department head in writing of the approval o
disapproval of the exemption.




ationary Cavcer Service Appointinent - When a porson who has not

viously completed a probationary periad as an emplovee of the Uity is
certifiod and appointed Trom o General Employment fist, she or he & plven
Probationary appointment and serves undor the Probationary appomtient tor the
duration of the probationary period, The probationary peciod will be for six
rmonths consistent with Seciion 1, Rule [X,

i addition ro the probationary period served at the time of inital appoiplimient,
employees promoted or appainted to g Career Service position of equal or greater
responsibility shall serve a 60-day ¢valuation period in that new position,
congistent with Section 1, Rule 1%,

Carcer Appomiment - au employee acquires Career Service shalus HpRoNn
satisfactory completion of the appropriate probationary period. 1 an emploves
has quit, been separated, retired or has not actively worked for the ity For 12
months (except for approved Jeave of absenee and duty disability), or has been
on layaff for more than 12 consecutive months i the employee had less than §
vears of service al the time of layolf, or wag on layvo ! for more than 2 years iff
the employee had 5 or more vears ol service at the tne of tavolf, the employee
must serve a probationary period upon return to Clity employment,

Provisional Appointment - Whenever g department head indicates o meed o 3 g
pasttion in the Carcer Service inoa class for which either an appropriate
employment list or the required number of eligible is not then available, and
pending the establishment of an employment Tist, the Commissioner of Fuman
Resourcey may authorize the vacancy to be filled by a Provisional appointment
for a period not to exceed nine montis.

An employee serving under a Provisional appointment must meet Uhe
qualification requiremenis for the position being fitlad. The empioyee sarving
under a Provisional appointment may be disciplined or teyminated at the
diseretion of the appointing authority. Such employee has no right o review or
appeal Trom such activng,



Seeting 5 - Bmerseney Appointment

Whenever a sericus emurgency exists in which substantial impaitment, harm or loss
to the citizens, the property of the City, or a program of the City wilf result, and which
malkes it impossible to fill a position in the Career Service by the narma) procedure, a
department head, with the consent of the Commissioner of Human Resouress, may
appoint any qualified person o sueh position under an emergency appointmant. Such
person shall be employed only during such emergency and for a period nat o exceed
ninety (90) calendar days.,

Section 6 - Personuel Management Seyvice for Exempt Positions

The Commissioner of Human Resources shall provide personne) IANAZEmIenl services
for exempt positions, Such services shall include salary and fringe benefit
adiministration, and services dealing with training, education, safety, health, counseling
and employee relations,

RULE IV - RECRUITMENT AND APPLICATIONS

SecHon | - Recvuitment

Recruitment of candidates for positions in the City Service will be carried out through
any methods appropriate Lo assure thal qualified persons have the opportunity to apply
and to be considered for such positions, The elements of the recruitment program tnay
include, but not be limited to:

- Recruiting persons in high schools and on college campuses.
~ Mainttaining effective contacts with sources of available candidates.
- Operating recruitment cenlers Lo service different geographical areas of the City.
- Publicizing notices or announcements of examinations through
City-wide and communily news media, internet technology, and by
direct notification to the various sources of avaitable candidates.
- Preparing and disuributing materials that are deseriptive and informative about
employment in the City Service.
- Recruiting w meet the Ciry's equal employment opparturity andfor alfhrmative
acuon objectives.

section 2 - Delesation of Recruitment Resnongibility

the Commissioner of Human Resources may delugate all or part of the responsibility
[or recruitment Lor a particular class of positions to one or more department heads. The
Commissioner of Human Resources shali maintain the responsibility of coordinating any
such recruitment effort belween the Department of Human Resources and the various
deparinents.
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Seviini ) - Announesmient of Sxninatings

Al esamination announcements loe positions in the Carger Service shall be posted in
the offices of the Depariment of Human Resources, amd may be disiributed to the news
media, o sommunity organizations, v members of the iy Council, and to any other
recriiment source deemed appropriate by the Commissioner of Fluman Resources. The
examination announcement shall inclucle the tide, duties. salary, and qualificalions
required toy the class of positions, as well as information on how o make application. the
date ol the examination, filing period. and other pertinent information.

Section 4 - Application for Career Service Position

Atbapplications for positions in the Career Service shall be made on forms prescribad
by the Commissioner of Human Resources, and shall become part of the applicant's
record.

Soction 5 - Residenee

Al appiicants (or positions in the City of Chicago shall be actual residents of the O
of Chizage at the time of employment. The Commissioner of Fuman Besources ma %
waive this residency requirament for a particular applicant wpon written request, or [ora
particular job based upon his or her determination that such waiver is for good cause and
serves the interest of the City. An individual walver is uot necessary where the rasiclency
requirement is waived for the job in question. The Conumissioner of Human Reseurces
shall make a deciston on any individual request, which shall be final. This waiver at Uie
time of application does pot atfect the requirement ta be an actual resident of the City of
Chicago at the time of appointment and during employment as set forth in Section
20152340 of the Municipal Code of Chicago.

Seetion 6 - Geperal Qualifications

ser Service shali satsly reasonable requircinen s

Appiteams for positions in the (e
wstablished by the Commissioner of Human Resources as (o qualifications. character ani

crirminal vecord.

Beottnn 7. Boieetinn nf A nedicatinne

The Commissioner of Human Resources may reject any appheant for the fotlowing
reasons:
(a) The applicant does pot possess one or more of the reguirements specified in the
annovncement of the cramination.
() The application was not received on e praseribed form on or belore the closing
date for receiving applications,
H



(¢} The applicart Telsificd or fabled (o complete the apphcation form, or otherwise
nade a lalse statement or omission of a material fact or practiced fraud or
attempted deception in attempling to secure appointiment,

(d) The applican! is unable to perform the essential functions of the position,

{e¢} The applicant curvently uses cannabis or cantrofled substances Hlegally or abuses
imoxicating beverages.

(1) The applicant has been convicted of a crime related 10 the cmpioyment sought.
Persons who have engaged in any act or eonduct prohibited by state oy federal
statute or municipal ardinance will be subject to review of such record by the
Commissioner of Human Resources or his or her designated representative and
may be subject to disqualification.

(g) The applicant was previously employed by the City and was dismissed for causc,
or resigned not in goeod standing, or the applicant was dismissed for relevant
cause by another employer,

RULEY - EQUAL EMPLOYMENT OPPORTUNITY

The City of Chicago is an Equal Employment Opportunity employer,  The City
of Chicago follows all applicable faderal, state. and local laws and ordinances prohibiting
discrimination.

Section 1 - Discrimination Praoliibited

The City of Chicago, through its Human Rights Ordinance, probibits
discrimination based on race, color, sox, gender identity. age, religion, disahility
{including, bul nat imited to, those living with HEV), national origin. ancestry, sexual
orientation. marital status. parental status, military service or discharge status and source

of income,

Seetion 2 - Flarassment Prohibited

The City of Chicagn prohibits unlawlul harassiment based on race. color, sex.
gender identity, age. refigion. disability (including, but not mited to. those living with
HIV), national origin, ancestry, sexual oricntation, military service or discharge status.

The City of Chicago. through its Human Rights Ordinance also prohibits sexual
harsssment which means any unweleome sexual advance or request for sexual favors or
conduct of a sexual nature when submission to such conduet is made ¢ither explicitly or
impticitly a term or condition of an individual’s employment or receip of City services:
or when submission to or rejection of such conduct by an individual is used as the basis
of an employment or service decision affecting the individual; or when such conduct has
the purpose or effect of substantally interfering with the work performance of an
employee or creating an intimidating, hostile or offenstve wark environment.



dection 3. Bepdiniion Prolibitad

fLis & vielotion of this rale, the City's Diversity, Soxual Harsssmon Policy and
Lqual Lmployment Oppoctunity Paliey an CHy erdinance lo retaliate against or harass
iy person wio asserts his or ber rights regarding employment diserimination by: 1)
opposing discriminatory practices in the workplace: 2) complaining about conciet
prohshited by this policy: 33 complaining to, cooperating with or azsisting the Departmens
of Human Resources, or Office of Compliance or individual departments in resn ving a
complaim of discrbmingtion.

Any aciion against an employee or applicant which affects the terms and
conditions of employment, including but not limited (o vefusal to hire, denial of
promaotion ar job benefits, discipline in oxeess of an oral reprimand, demotion,
suspension. or discharge may be considered retaliatory.

Section 4 - Apnlicabifity

Fhis rude applies (o applicants, volunteers, copsuliants and emplovess, whether
pard orunpaid, of the City of Chicago,

Section 5 - Penaliies

Emplovees Found 1o be in vialation of this rule will be subject to disciplineg, up o
ey . ]

and tnciuding discharpe,

section | - Geperal Provisions

Examinations shall be prepared and conducted under the direction of the
Commissioner of Human Resources, Fxaminations shatl be designed to furnish ¢ligible
Hists as needed for all classes of positions in the Career Service. There are two types of
examinations, general employment examinations and promotional examinations.  The
Commissioner of Fluman Resources shall determine the minimurs requirements for
pavticipation in the examination process.

The examinalion process may include consideration of any or all of the following
factors: edueation, wraining, experience knowledge, skills, abilities, personal
characteristics, past job pertormance, seniovity. time in grade, physical and/or mental
Fitiaee onor by EPTHL L v ahid i Jautry ws USLEOTUIED 10 De
appropriate by the Commissioner of Fuman Resources. The methoa by which such
factors are (o be considered s to be deterninge by the Commissioner of Human
Resources,

Fhis rule applies 1w peneral employment and promotional examinations. Additional
provisions applying to promotional examinations are found in Rule X

Examinations may be held ar one tme or on an open and continuyous basis.
Fxaminations mav resultin single or multiple eligible lsts,
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Section 2 - Lae of Examinations

The Commissioner of Human Resources may establish the use of the various parts ar
components of the examination process based on several factors inclucing, bt not
Himited to, the efficient administration of the examination precess, operational
congtderations, the relationship of the components to the position or class of positions,
and other factars as determined (@ be appropriate by the Commissioner of Fluman
Rescurces.

A single component, or several or all components, of the examination process may be
used to set pre-examination screening criteria, to establish passing or qualilying scoves, to
establish the relative fitness of applicants, o determine eligibility to cammence
pre-service training and for any other purpose as determined w be appropriate by the
Commissioner of Muman Resources,

The passing score on an examination or any component af an examination may be
based on the scores an the examination ar any part thereof, statistical analysis of the
distribution of seores, the requirements of the position involved, the number of positions
1 be [Hed within a yeasonable period of time, and other factors as determined to he
appropriate by the Commissioner of Human Resources.

Section 3- Applicants Preference

(a) Veteran’s Preference

Qualified applicants who have served on active duty in the Armed Forees ol the United
States, the Hlinots Nationa) Guard, or any reserve component of the armed forces of the
Linited States for a cumulative period of 180 days. and who have received an honorable
or general discharge, may be awarded veteran's preferenece when application is submitted
with proof of veteran status, unless superseded by a collective bargaining agreement
Veteran's preference can be awarded only once during employment with the City of
Chicago. To qualify for the preference, the applicant must be otherwise qualified for the
job and must be eligible for the position.

The preference granted under this section shalt be in the form of five (5) percent added to
the final score of those applicants with a passing score for ranked examinations, For all
other selection methods, applicants who meel ail quatifications will be given preference
in proceasing. A minimum of twenty (20) percent of those referred will be veterans
provided there are a sufficient number of qualified veterans who applied.

(h) Line of Duty Preference

Quaiilied applicants who are immediate family members of sworn Police and uniformed
Fire Department Personnel who died in the line of duty or who were inunediate family
members of individuals who have served on active duty of the Armed Forces of the
United States, the ltlinois Mational Guard. or any reserve component of the United Siates
wha died in the line of duty in a combat zone, will be granted preference for an entry
sworn Police or uniformed Fire Department position. providing the preference s not
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supesaeded by o colective bargaining soveument. e defhnidon ol rmmedinge il
metmber, line of duts, and combat zome wit! be Jetermined by the appropeiate awhorizmng
nd govesning hodiss. Vo quatify for the preference. the spplicant st viliory s i ify
(or the job and wascbe eligible for e posttion,

The preference gramted wnder this section shall be in the form of prelarence in processing,
Applicants whe quality under this section will receive considerstion heiore other
qualilied applicants for approved, vacant positions unless superseded by g colleclive

bargaining agreement.

Section 4 - Conduct of Examinations

The convenience of the City and the needs of the service may be sonsidered in
determining the time and place for Bolding exarinmiivis, Dxamination procedures shall
be comcdueted, and tests shall be held in such ways and under such conditions ay to
prevent fraud or other miscondust.

The Commizsioner of Human Resources mayv but is not requirad to authorize the
creation of study guides, reading lists, sample questions and other materials 10 assist
applicants in preparation for examinalions.  These matertals may be mack available by
any reasonable manner as detertiined by the Commissioner of Fuman Resources,  Phe
Commissioner of Fluman Resowrees may impose @ reasonable o arge for distihuiion of
these matevials. This vule does not require the distribsution of sueh malerials 1o each
rividual applicant,

Section 5 - Fraudulent Conduct or False Statement by Annlicant

Fraudulent conduct or false statements by an apphicant ar by others with the
applicant's connivance, in any application or examination, shall be cause for the
exclusion of such applicant from an examination, or for removal of such applicanr’s name
from al} employment lists. or for discharge from the service afier appaisiment,

section 6 - Applicant’s Backeround Lavestipaiion

Fhe Commissioner of Human Resources may investigate ihe background of
applicants based on any factor permitted by section | of this Rule mchudding, but not
limited to, education, raining, experience, knowledge, skills, abilities, personal
characteristics, past job performance. seniorisv. me i ormde mhvsiest sndine menta i
fILness, past behavior, coiminal backpround, and any other factors as detsrmined to be
appropriate by the Commissioner of Human Resources. The methaed of investigating
such lagtors shall be determined by the Commissioner of Human Resourees,

Section 7 - Confidentind Nature of the Sxawmiuation Process aned Material

Itig the responsibility ol every employee and representative of the Depariment of
Human Resources 1o treat as confidential any information avaitable to tham concerning
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examination materials and ratings cavned by competitors, Any employes engaging in
corrupt or neglipent practices i connection with examinations shall be sitbjecl to

disciplinary action.

In order o protect the seeurity of test matevial and 1o protect the rights and privacy of
applicants, alt applications, examination and test material shall be vegarded as privileged
and confidential and not available for public inspection.

Section 8 - Notification of Examinaton Resulls

Applicants shail be notified in writing of their final score and placement on the
eligible list or lists generated as a result of the examination process. The Commissioney
of Human Resources also may notify applicants of the vesults of any components of the
gxamination process, as de tesmined to be appropriate by the Commissioner, Where an
examination is pass/fail, the notification shall indicate whether the applicant has passed

the examination.

Section 9 « Respousibilities of Applicanis

All dppl;ccmts are respansible for reporting to and participating in all tesis or parts of
an examination, and furnishing all information or niaterials that are requested, in
accordance with the examination announcement and such instructions as are furnished by
the Department of Human Resources. Candidates who fatl o follow such instructions
shall be disqualified. Applicants and persons whose names are placed upon an
emptoyment list must notify the Commissioner of Fluman Resources immediately in
writing of any change of address or change of name.

RULE VI - EMPLOYMENT LISTS AND TRANSFERS

section 1 - Types of Emplovment Lists

Persons may be certified for appointment to positions from five types of employment
lists:

{ay Layolf lists, which contain the names of persons who have Career Service status
and have been laid off, and are available 1o be returned to employment in their
class of positions. They may also contain the names of persons who were on
leave of absence, or on Reinstatement tists. consistent with Section 7 of this

Rule,

{by Reinstatement Lists, which contain the names of persens who have completed
and are returning from feaves of absence and are available for reinstatement in
their ¢lass of positions,

(¢) Tuty Disability Priority Employvment lists, which contain the names of persons
whu have been determined to be permanently partially disabled while employees

fihe City, This determination witl be based on a medical evaluation and an

cvall,lmi()n of their present functional capabilities.




iata, which contain the names ol persons whu are qualificd for o
whons asa result ol prometional examinations.

ad Bnployrment Gats, whiclr contain the names of v wheo are qualiiied
as a vesult ol open competitive examinations for appoiniment to the ¢lass of
positions covered by the Hsts, Such sty shall also contain names of farmer
sinployees whose resignations hac bsen withdrawn and whose names appesred
on regtnployment Hsts peior to the abolition of such lists.,

cotion 2 - Caneral Conditions for Soneral Bmplovment aad Promational aikel

o

1
i

-

Buty Disability Priority Emploviment 1,ists
1

(@) Deparupenal Needs - The Commissioner of Human Resources may establish
employment Hsls for particulsr departments or ageneies and/or (o positions in
the Career Service as a whole, The Commissioner of Human Resources may
develop the employment gt w account for departmental necds oo the basis of
location or area of employvment, when satisfied that such action witl assist in the
administration of certifications and appointments.

1518 - Lomployment Lists may be mergod: (1) whenever twa or more
: positions have been consofidated, or, (2) whenever separate lisrs exis!
for the same class resulting [rom suceessive or continuous examinations. Such
merger may be made it the Conumnissioner of Human Resources determines the
merger helpful in the admmisiration of the selection ProGess,

ailability for Employment - 1shall be the responsibility of all persons whose
appear on emplayment hists to advise the Department of their continuing
availability for employment upon request ol the Comynissioner of Fuman
Resources. Fajlure 1o respond to the request shall be grounds for remaoval from o
list,

(<) Lffects of Waiver of Appointment - Except as specified elsewhere in these
Rules, a person whose name appears on an employment st may elect not Lo
accept appeiniment Lo a posilion, provided that he or she praperly informs the
Pepartment of Human Resources within five (5) working days of receiving
notification of certification, [f this waiver of appointment is appeoved by the
Commissioner of Human Resources, the efigible person will remain on the
employment list until the wajver bs withdrawn or expires. An eligible person
shall be entitled to two (2) waivers or a total of six (6) months of time on waiver.
whichever comes first. A person on a Duty Disability Priority Employiment iist
must aceepl the Nrst job offer and is not entitled to request waiver of such
appointment,

(¢) Causes for Removal - Mames ol eligible persons may be removed from

ATArTa

eimployment lists by the Commissioner of Muman Resources [or any of the
following reasons:

{1 Unfavorable background information as it refates to the position:

2) thabitice to deliver mait o the eligible person:
) £ I
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() Proolol ravdulent acts perpetrated by (he cligible person in the
application and/or examination process;

—_——

(4 Request of the eligible person;
(3)  Failure to report te the departinent st the time set by the department;
(6)  FFailure to report for work after appointment;

(7} Failure to complete and pass any pre-emplaoyment cenditions, such as
medieal o psychialric examinations,

(8) Faiture to advise the Department of Himan Resources of current
availability for certification and appointment as directed:

{9)  Waiver of certifieation and employment for a cumnulative period exceeding

$1% {6} months, ov more than twice during the life of the employment st
whichever comes {irst.

Section 3 - Geperal Emplovimnent and Promotion:al Lists

The Commissioner of Human Respurces may establish generat employment anc
promotional lists in a manner deternmined to be appropriate for the position, The
following methods may be used separately or in combination (o place names on such
fists:

(a) in categorres or groups of eligible apphicants based on relative qualifications, in

which relative qualifications are determyined by examination scores or other
appropriate factors;

(b)) by passing scoves on pass/fail examinations;
(c) by rankings in ovder of ralative excellence;
(d) by random selection within categories or groups of eligible appticants; and

(&) by any other method determined to be appropriate by the Commissioper of
Human Resources,

Eligible lists may be caneeled by the Commissioner of Fuman Resources at any time.

MNothing in these rudes shall Ihmit the Commissioner of Foman Resources from using
eligible lists for taw(lul affirmative acdon including, but not Himited to. non-rank order
appointments, appointments from within bands of scores and other appropriate methods
ol selection.

Gieneral employment lists may be based upon open and continuous examinations. As
persons are qualified on the basis of such examination their names shatl be added 1o the
list in the appropriate place.



Whena porsen's name is on o prometional st and he o she already oceupies o iy
pesition hgher thon the one examined or and with refaied duties. the PEFOn my b
granied corzor service status inthe lowar itle without leaving the Bigher position. This
vins B done onty 6 ihe employee can be certified in accordance with Qule VI of these
Personne! Ruales, W the depariment head requests such action i writing, and iF the request
is approved by the Commissioner of Human Resources,

Saeiion 4 - Duty Bisability Priovity Bmployment List

In the mterest of returning its Medical Maxinnnm tprovement (MMD employees
wark within thew present lunctional capabilitics. the City has established duty Dnsabilily
Priority Employment lists, A person on such a list will recejve priority hiring
considerations aver persons on Promational and Genera) Employment Jas as long as
applicable Collective Bargaining Agreement language does not confliet with such action.

An MM employee will be placed on a Duty Disabitity Priority Employment fisl
after a determination of their functional capabitities and an evaluation ol their avguired
oraning and experierce find they are able as eequired to perform the duties of that
specitic job ttle.

section 5 - Reinstatement Lists

- The name of a person secking reinstatement on a
eturn from a leave of absence shall be added tn the appropriate Reinstatement
lisl. Reinstatement lists shall be departmental only. Persons will be ranked on
such Hst according to continuous secvice with the Ciy as on it with the
Department ol Human Resparees,

{hy Limiton Reention . = The name of & person secking
reinstatement shall be retained on o Reinstatement list untif the emplovee is
reinstated except hat his or her name shatl be removed: (1) after 12 consecutive
months if no offer of reinstatement has been made or, (2) immediately if the
employee i5 offered and dectines an appointment.

aaction 6 - Lavolf Lists

fay Placement of Names on Lists - The names of Career Sorviee arnplovees Jaid olf
shall be placed oo appropriste Layolf lists aceording o Career Service seniovity
i the class us on file in the Department of Human Resources cecards. These
lats shall be departirental only.

At the disereion ol the Commissioner of Huwman Resources, the pame of an
employee wha was on a leave of absence or on a Reinstatement list when a
fayoll occurred, may be placed on the appropriate Lavolf list for the class
according to Career Service seniority in the class. This can be done only when,
ur the judgment of the Commissioner of Human Resources, i serves the bes)
mterest of the City.



(I Limit on Retantion i Name igt - The name of a person shall be retained on
a Layoll st untl the person is reemployed, excepl that the person's name wifl be
removed from the LayofT s

(1) after twelve (12) consecutive months, i the employee had less than {ive
(5) years of continuous service at the time af layofT and

(2) afler rwo (2) years, if the employee had five (5) or more years of
continuous service at the time of layoff,

Alsu, the employee's name will be removed if she or he is offered and declines
an appomiment during the layetf period.

Section 7 - Removal of Names

The Commissioner of Human Resources may review these lists periadically and
remove the names of those individuals who: (1) do not affirm in writing that they are
interested in reinstalement or, (2) cannot be contacted by regular mail at the address on
record,

Section 8 - Transfers

Any employee with Career Service status may request a transfer from a position in
one City department to a lower rated or equal rated position in another City department,
Such request must be approved by the heads of both departments involved in the wansfer
and by the Commissioner of Human Resources. The department head of the receiving
department shall have access to performance ratings of an employee seeking transter
prior to the approval of the transfer,

RULE VI - CAREER SERVICE APPOINTMENTS

Section L-Sequence of Bmployment Lists

The list of persons referred wo the department head shall be made from available
empioyment hsts in the followmg sequence:

{ay Layolf lists

(1) Remstatement sty

{(¢) Duty Disability Priority Emplayment Hsts
(dy Promaotional lists

(e} Cieneral Employment listg

A department head shall not be required to vertly eligibles from Layvoff or
Reinstatement or Duty Disabiiity Priovity Employment lists of other departiments.
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However. a department head inay vequest snch verilisation, [Fa departmental unit is

e ferved from oaw departinent W anothey, any evigting Layafl, Reinsiatement, or [y
Drisabitity Deieviny Omptoyviment et will belong wothe reeeiving duparmens

4odpnointmentds fo Carcer Sevvice Positions

Fhe departinent head shill make appointinenty to Career Service positiona from
amnng quatified persons cortificd to the department head by the Commissioner of Human
Resources.

I the case of eertifications from Layoff or Reinstutement lists, the clepartment hend
shatl appoint the person or persons certified, unless he or she shows., in wiriting to the
Commissioner of Fluman Resources, good cause For not appainting such person, I the
tatter circumstance. and with the approval of the Commissioner of Human Resaorces, the
department head shall request and the Commissioner of Muman Resources shall furnish a
new certification.

(n the case of certification from Duty Disability Priority Employment lists, the
department head shall appoint from the persons certified, unless. in complianee with
Collective Bargaining Agreement language, an eligible bidder is selected.

Whenever establisiment of special qualifications for a particular position has been
requested by the appointing authority, such ag fluency 1o a language other than Fnglish,
and approved by the Commissioner of Fluman Resources, certification shall be limited o
those eligible on the appropriate list possessing those special qualifications.

[n the event that an employment list ia not available from which a certification can he
made, the Commissioner of [uman Resources nay avthorize a Provisional AppGintment.
Any Provisional appointment may st for a perod of up to nine (9 months, bt anly
until a rew employment Hat beeomes available.

An employes can have Career Service status in only one title, When an ermployue
who has Career Service or Probationary Career Service status in a pogition leaves that
pasition and is centificd and appointed to a new position. she or he is separated
permanently from the {ormer position. with the following exception: such an employes
may. upon the recommendation of the depariment heads coneerned and the approval of
the Commissioner of Human Resources, (1) be reinstated in a vacancy it the same class
[rom which she o be wag separated. or () subject to the provisions of Rule VI Seetjon
B, have her or his name placed on a Reinstatemeant Hst (upon separation from the new
position) for the same clags. Senjoriy credit in the new position will be transferred o the
former position iFthe request (or reinstatemnent is made within one vear of the
appointment o the rew position.

A department head, with the agresmaent of the individual and the approval of the
Commissiner of Human Resources, may appoint & person from an einployment list (o a
position lower than the one examined for but with similar duties and qualifications, Fhis
can be done only if the person's name can be certified in accordance with Rule VI of

these Rules,



R - PROBATIONARY PERIOD

mection - Probationary Period

Exeeptas provided herein and in the City's collective bargaining agreements, persons
appeinted to Career Service positions will be Probationary empleyess for the first six (6)
months of employment, and will recejve no seniority or continuous service credit during
such probationary period. Auy period of absence from work in excess of ten (10) days
shall extend the probationary period for a period of time equal to the absence.
Probationary employees continuing in the service of the employer beyond their
probationary period shall be Carcer Service employees.

Employees who have achieved Career Service status in a position who ave thereafter
promoted or appeinted to another Career Service position of equal or greater
responsibility shall have an evaluation period not (o exceed sixty (60) days, 1o
demonstrate that he/she can perform the dutics of the new position. Emplayees found to
be unable to perform the duties of the new position at any time during this sixty (60) day
period shall be returned to their former position displacing, il necessary, any employee
who has been placed into said position,

A person appointed Lo an entry-level position as a Police Officer, shall serve a
required eighteen (18) maonth probationary period, regardless of prior Career Service
status in another City position, in the imerest of public safety. A person appotnted o an
entry-level position as a Fivefighter or Paramedhic shall serve a requived nine (93 month
probationary period, vegardless of prior Carger Service statug in another City position. in
the interest of public safety.

Section 2 - Discipline of Probationers

The department head may suspend a Probationary employee. The emplovee does nol
have the right to request review of such action.

A department head may discharge an eroployee during the probationary period and
should notify the Commissioner of Human Resources in writing, Failure of the
department head to provide notification 10 the Department of Human Resources shall not
affect the lermination.

Section 3 - Carcer Service Status

Any employee who completes a probationary period shall have Career Service status
subject W Section | hereof,

RULL X - PROMOTIONS AND CAREER PROGRESSIONS
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LA olicy

Vagancies wabl be flled whse appropeiate thiough the nse of protii e
cammlnatons i oases where there are insutticient eligible candidates from within ihe
City Service or, in the judgment of the Commissioner of Fluman Resourcas, the job
recirermients aid the intergst ol the City Service are best served by considering
apphicants from outside the City Service, the Comumissioner of Muman Resources Y
anthorize the use ol a general employment examination. When a general employment
examinftion is authorized, persons frons within the City Service who meet the
guahification requirements may participate i the examinalion, and appropriate
cansideration may be given in the examination for their manner of perfvrmance and
strvice.

The Commissioner of Human Resources shall develop pramertional procedures that
give appropriate consideration o the applicants’ qualifications, records of performance
and abilities. These procedires may be used to establish sequential promotions based an
satisfactery performance, demonstrated attainment of job skills, and successful
completion of time in grade in a position within a job family. The methods by which
these characteristics are considered may inchude bot are not Hmited to the factors outlined
i Rule Vand the applicable provisions outlined in the collective bargaining agreement.

A diserete part ol a promotional examination may determine merit hased on
evaluation of'the applicants” records of performance by the ermploying department. The
method of evaluaiion shali be preseribed by the Commissioner of Human Resources, [n
sich case, the Commissioner of Human Resourses may maintain two promotional lists
based on a single examination; one based on evaluation of record of performance and one
based on the remaining parts ol the examination process. The Commissioner of Fuman
Resources shall determine the percentape of promotions to be made from cach list. No
person may be promoted based on record of performance unless he or she has achieved g
passing seove on aft parls of the examination for which a pass/[ait point has been
eutalilished.

Section 2 - RHpihility

The Commissioner of Human Resources shall determine the requirements for
participation in promotional cxaminations. This determination may include a
reuirernent that applicants have Career Service status in the appropriate thle or titles for
a specific period of thme. Such requirements may include the factors outtined in Rule V]
and other appropriate faclors.

The Commissioner of Human Resouraes also may consicder the same factors in
delermrining eligibilinv for participarion in pre-serviee trainine and for At

Whare appropriare, eligibility may be fimited o persons within a department whan
the experienee reguired for the promotional position can be obtaincd only within that
department,

RULA XL LEAVIS OF ARBSENCE

segtion d - Leaves of Absence for Career Service and Probationary
Career Borvice Smplovees




Leaves ol abysence may be granted to Carcer Service and Probationary Career Service
eiployees provided that the reasons [or such leaves are job-related, or are to relieve a
hardship condition, or are in response © a reasonable personal requirement, and in atl
cased are deemed beneficial to the City Service, The City's leave policies will be in
compliance with applicable laws. The granting of leaves of absence is a responsibility of
the department heads, subject to review and approval by the Commissioner of Human
Resources. Leaves of absence may be authorized for the fallowing purposes and under
the stated conditions:

(¢)

Probationary Career Service employees [or duty disability when the employee
cannat perform assigned duties because of a job caused injury or illness. Upon
provicing an approval and release for return o work to the prior position from
the Clity's designated health practitioner, the employee shall be returned 1o a
position ir the same ¢lass as the position formerly held, unless such position does
not exist by teason of a reduction in force, including, but nat limited to a lack of
appropriated funds for such position,

Leave toa Non-Career Service Position - A leave of absence without pay shall
be authorized to enable a Carcer Service or Probatiomary Career Service
employee to be elected or accept appointment to an elective office ortoa
compensated nop-Career Service position. Failure to request such leave of
absence shall be grounds for discharge. The leave may be extended for sa long
as the employee serves in that nen-Career Service position. An employee
seeking retwrn from a leave for appointment or election to another City office o
position will be reinstated to a position in the same class as the position formerly
held, if such position exists, is vacant and the department head wishes to fill it
H gqualified, as determined by the Commissioner of Human Resources, the
employee may be reinstated to a similar position of the same grade in the
department, i there is a vacant position which the department head wishes to 111,
I no vacancy exists as described, the employee's name shall be placed on the
appropriate Reinstatement list.

Probationary Career Service employee for personal reasons of the etnployee,
provided that the purpose of the leave is deemed beneficial o the City Service or
15 in response 1o a reasonable personal requivement. inchuding Family care
responsibility and seeking or accepting public affice not coverad by Subsection
() of this Section. Said leaves may be gramed for up to three {3) months
provided they may be renewed for like three (3) month periods not to exceed a
total leave of twelve (12) months.

An employee on personal leave of absence for one vear or less will be
reinstated (o a position in the same class as the position formerly held, if such
position exists, is vacant, and the department head wants to GH it |6 qualified. as
determined by the Commissioner of Muman Resources. the emploves may be
reinstated to a similar position in the same grade within the department. if there
16 @ vacant position which the department head wishes to fill, 1 no vacancy
cxists as deseribed, the employee's name shall be placed on the appropriate
Reinstatement list.

it
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section 2 - Administration of Leave of Abse

Mamerniby and Medwal Leave - Caveer Sevvice wd Probationary Career Seevice
eiployess shatl be granted lraves of alsenve without pay. wpon reguest, o
medical reasoms inelucling disability dne o matemity - Said moedion! leaves of
absence shall be granted for up o thres montls, provided said leavis shall e
renewanble for like threesmaonth periods. The departiment head shadl require
satisfactory prool of the need for a medical leave of absence or the extension of
such leave,

An employee, whe vetwns from a medical or maternity leave of absence shatl
be reinstated fo 4 position inthe same class as the position formerly held, if such
posilan exists, is vacant and the deparument head wishes to (11 it Otherwise the
employee's naime will be placed on a Reinstatement list, A written release from
the employee's physician will be required priov to reinstalement except in the
case of maternity,

Allleaves of absence shall be governed by the following procedures:

(o)

{h

{e)

e

(&)

L.eaves must be applied for by the employee seeking the leave on forms
praseribed by the Commissioner of Human Resources, Before the leave be Lins i
must e approved by the department head and, where required, by the
Commissioner of Human Resources, Al Jeaves must be repnrted to the
Cormnmssionet of Human Resourees.

The Commissioner of Fluman Resources shall be responsihle for giving hoth e
employee and the department head timely notitication of an upcoming expiration
wlfeave ol absence. The employee shall then be responsible for notification 10
the departnent head concerning her or his intention (o returm o work,

£ an employee fails to return to work upon expiration of his or her Isave of
absence, withoul making application for extension or withouwt being placed on a
Reinstatement hist, it shall be considerad that the employee resigned ¢ffective as
of the last day of the authorized leave of absence, The Commissioner of Fuman
Resources shall notify the employee that the resignation has been effected by the
action of the employee as authorized on the "Reguest for Leave of Absence”
larem.

A leave of absence may be canceiled by the Commissioner of Human Resourees
if the cause for ils oviginal authorization was Frandulent ov has ceased 1o exist. A
department head may seek to have an employee on leave of absence discharged.
and the right to reinstalement withdrawn by action of the Human Resources
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Allemployees who retuen from leaves of absence shall. as a condition of their
retuen, have the prasent ability to perform the required work without further
training after o reagonable amount of orienation

Any person who ks on a leave of absence from the City Service shall not be
considered i the certification and appointment from eligibie Hsts.
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Section - Auvthorized Absence for All fmplovees

(#)

(b}

(@)

(d)

{e)

Araining - Absence wilh pay may be gramed tor auendance at o college,
university or other training facility tor the purpose of waining in subjects velating
to the work of the employee as part ol an approved waining program. [f such
absence is for one month ar less, it shall be subject to, veported to and approved
by, the Commissioner ¢f Fuman Resaurces. 1 such absence is for more than
ang month, the Commissioner of Muwnan Resovrees shall recommend the
absence for approval by the Mayor.

Jury Subpoena - Anemployee who serves on a jury or is subject to a proper
subpoena (except if the employee is a party o litigation) shall be granted leave
with pay during the term of such absence, provided that the employee deposits
her ar his jury duty pay or witness fees with the City Compuralier for those days
which the employee was scheduled to work for the City and receives pay or
compensatory time for sald wark.

Miitary Training or Speciat Duty - Any employee who is a member of a reserve
force ar national guard of the United States or of the State of {lineis, and who is
ordered hy appropriate authorities 1o attend a (rairing program o w© perform
other duties under the supervision of the United States or the State of [linais.
shall be granted paid leave of absence during the period of such activity, not (o
excesd fourteen (14) calendar days in any calendar year, in the case of a member
of a reserve force: and nat to exceed {ifteen (15) calendar days in the case of the
national guard. Employees hired after February 13, 1986, shall deposit their
military pay with the City Comptroller for all days compensated by the City of
Chicago. Such leave shall not resubt in deduction from vacation leave credit.
Family and Medical Leave - The City of Chicago is an employer subjeet to the
federal Family and Medical Leave Act. The 1S, Department of Labor
publication entitled "Your Rights Under The Family and Medical Leave Act of
1993", WH Publication 1420, is hereby incorporated as an Addendum to
Personnel Rule X1, for the information of City employees. Additional policies
and procedures covering Family and Medical Leave shalf be promulgated by the
Commissioner of Human Resources and other City agencies and departiments
with authority over such matters. and shall be distributed o the various agencies
and departments for implementation.

VESSA Leave - The City of Chicago is an employer subject to the Vietims®

Economic Security and Satety Act (VESSA), which protects the employment

securily and workplace safety of employees who are victims of domestic or
sexual violence or empioyees who have a family or household member who is a
victim of domestic or sexual violence. VESSA provides employees with the
legal right ta an annual afloiment of up 1o twelve (12) weeks of unpaid leave,
reasenable accommodations to workplace facilities or job requirements and
protection agamst diserimination. "Family member” includes a parent.

spouse, son, or daughter. "Household members” are persons jointly

residing in the same household.

o

- VESEA

Emplovee Rights Ung

Employees who are eligible, may take up o twelve (12) workweeks of unpaic
teave during the twelve (12) months following their request for VESSA leave,

I3



o VMESEA may te o aken inoincremeins mtepmivientiy, or onoa redueed vl

sehedhile.

o The ACT dees pol oreate a right dor an srploves W iake unpaid Jeave i
exceeds the unpaid deave e allowed under, or s in addition to. the T
leave time permitled by the Family and Modical beave At

o Afthough VESSA fenve may be unpaid, an employee may slect o
substitute acerued paid leave for any portion of VESSA leave. Fowever,
an employer may not conpel an employee (o ethaust any partion oi
fis/her paid leave belore using (or in substilution of) VESSA leave.

o Liroup haalth plan benefits must be maintained through the duration of
leave under the conditions coverage would have been provided if the
emplovee had continued in employment.

:to the same or equivalem

An employer must reinstate an emplo
A leave,

posttion upon lus/her return from VE
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EMPLOY RE RICHTS AND RESPONSHIHLITUES
LR TELE EAMDAME MELLCAL LEANE ALY

Vse of Leave

A emploves does aob need o ooase this Tenve entitdemen moene Bock Leave sy by
ety intaembintantly or on a reluced leav sohedube when medieally necessar
Eamployees nrugt make resonable efforg o schedule feee T plhnned mediel
trealiment 50 a8 norw wealy diarupt the employer's operabions Leave dye 1o
uahilying exigenoies may alse be iken on an wsienuitent basis

Bagae benve Jantitleoent

FMLA tequires covarsd employens o pronods up o 12 welis of unpand, jebeprotected

wave o elinble emplovess fon the Collowing reasons

¢ Far mespaoty dus to pregnancy, prenatal medieal care or child i,

< o eare for the amployee's chled atter irth, or placement e adoption or fostar cans,

*Toare for e employee's sponse son o daaghien or paent weho has osertons
healiby touditian,

oy aogerions headth conthitwn i makes the ernplovee uiiable to perform the
cmplovee’s job

Substitation of Paid Leave for Unpaid Leave
Employeas indy choose of emplovers may réquire use of accrued pad leave while
wking FMLA Teave  noosder 1o use paut lepve for FMLA leavr soplovers ium

Mititary Faanily Lenve Entitlenients somply with the emplover™s normal pmd leave potieies

higible gmployass with o spouse, sont, daughter, o parent on activa diny or goll o
aetive dutly searos e Mational Guard or Reserved in suppar? of a contngéngy Employer Responsibitities

apetaban iy usy (et P Aeweek brave goriienenn o sddeass cermaim quakifying Employees mus provide 39 duys advimee notrce of the need o nke FMLA teove wihap
exigencies  Ounlify g exigencies may inglude atiending earlam military evenls, the gl 15 foceseenble Win 30 days notice 1 nol possible, the umployes must
arrangng for alternntive childeere, addressing certan finnngial and degal arrapgements,  provicle notice 83 toon a8 praencable and generally mus somply wih an emplover s
attending eertain counselimg sassions, ond allending post-teploviment remnlegration narmad eqdl-in procegdures

briufings
tmployees must provide sutficien infonmatign for the employer 1o detetming i s

laave may quatify for FMLA protection and the anhizipeted tnnng and duration of the
leave Sefficient infonmation may mclude that the 2mploves 15 analile to perforin sob
functiong, te Sy member s unadsle o parform dly activitet U need for
hospiabization o continusng treatment Hy a bealth eave proveder or circhmsianees
supporting the need Tor mbitary Gimily leove  Employses wiso must inform the
emplover 1f the reguesied boave o for o censon Jor which FMUA leave was previousty
inken of certibed Smplayess also may be reguirgs! i peovide a cerifiention snd
purtache recerbfication supporting the naeq for lenve

FALA alsopchdes o specal leave sntitleinent than permigs ehigible smployvees o ake
up w26 weeks of loave (o care foy o covered senvice mamber durmg a singhe 1 Z.mensth
persod A coverad serviee member)s a current member of the Armed Forees, meluding
a member of the Mational Guard o Reseeves, who his o serzoos myury or ilness
netrrgd 1y the hing of duty on active duty that may retelet the senoce member
madeally unfit to parforn: s or het duties Tor wheeh the serviee mamber i3 ungdergong
medical treatiment, recuperation, or therapy. or 15 in owtpotieny stotus, of is on the
temporary disidulity retred g

Finpuyer Respoasibilitics

Covered employers must inform employees requesting Jsave whether they are eligible
ungler FMLA 1 they ure, the notice inus! specify any additionul infornabon reguitsd
as well ag the cinployees’ nghts aid respongibilivies M they wre oot chpible, the
employer must provide o reason foe the inghgivliy

Benedlts ang Proteceinns

Ponng FMLA Jeave, the eimploayer must mamisn e emplover s henlth coversge
unedgr any Cgroup health ghan” on e same tenms w5 f the emplovee Bad contnugd o
work  Lpon rewarn from FMLA leave, thost amplovees must e resiored o therr
arypmal o egpovalent postions wib squivalent poy, benefits amd other employimen
Ll

Lise of FMLA levve connot result i the loss of any smploymant beng il thm acerued
frrar 0 the start of an gmploves's leave

Lovered employers rushinform erplayees O leave will he desigmted ox FMELA-
protected and the amount of leave counted agaimst the employee's leave entlemest 1]
the amplovey determimes that the leave w ool FMLA protected, the smplover must

Eligibiliey Reguirements nolify the employes

Eimploviees are eligshle i they have workid for o covered emoloyo for at lepsi one
venr, for 1,250 hours aver the previous )2 months, and 1f af least 30 emplovees are Unlnwiul Acts by ¥anployecs
smployed by the employer watlin 75 mles PEMLA makes 0 untawlul for any emplovet o
imigrfere with, résicow, or deny the exercise of anv night provided under FMLA
+ Discharge or diennunale agamst any pecson for opposing ay prachce mude

Definition of Seriaus Health Condivign
unlawful by FMLA or far invalvement m any proceeding under a7 relnbing to

A serrous headth conghtion s anadingss, mpay sapioment, or physicat or mentd
contitgon thil sivvaives el an overmght 2y i aosedheal care facibty, o continamyg LA
irenunanl by a health care provider [or n condition Dan either prevents the employee tinforeement
from performimg the funcuons of the emplovee s job, ar prevents the qualiiod ey An empioyee may Qe a complang with the U 5 Department of Labot ap mie bring o
membel from participabng m sshool ar other daily deavibes privite Envsit agans! an employes
Subipeed 1o cerian condilions, the coMuing TeLUNent reguirement may be met 1w g FMLA does nos affect any Faderal or Stale iaw probibung discrimmaion o
; period of menpacity ol wore than 3 eonsecative crfendur days combned with o lenst sapersede any Sunte of ol 1w o collsetive Bargaiming agreeinent which provides
e visits toa health cove provider or one visit ang o regonen of coninwing traatmant, prenter fmimily ar medical lenve nglis
or ingapngily due o pregooney, on neapueny due wop chronie condinan Oty FRALA seetion 109 (29 103 € § 1659) regueres FMLA covered emplovets 1 post the
conditiong may neet he tdefinibon of coutmeng realinent text of tng nptee Repulations 39 CF R& 25 300000 may regquire additional
dhiselosur s

For ndditional iformacion
PoBOOad LIS WAGE (1-506 879240 TTY: |-877-488.53627
WWW . WAGEHOUR. DOL.GOV
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Lldt S LLAVER OF ABSENCE FOR NOM-CAREER S5 V(0T
EMEPLOYERS

X

aeetion 4

Subject to the provisions ol this Rule, an employee who does not have Career Serviee
or Probationary Carser Service status may be granted & leave of absence, provided that
the reasons for such leaves are job-related, or are o relieve a hardship eondition, or are in
response Lo a teasonable pevsonal reguiirement. The granting of such leaves is the
responsibility of the department heads, subject to review and approval by the
Commissionar of Human Resources. Eor the purpnses of this Rule, the term "department
head" mcludes the Mayor with respect to departrment heads.

Seetion 2

Emplovees who do not have Career Service status are and remain emplovees "al
will” They may be disciphned or discharged ar any time for any reason or no reason.
The granting of & Jeave of absence confers no rights to emplayment with the Clty, either
before a leave, while on leave, for reinstatement purpeses or thereafler

Spetion 3

la non-Career Service employee is granted a leave of absence, the department head
may. but shall not be obligated o, keep the position vacant and reinstate the employee
upen termination of the leave iF the person meets the qualifications for the position, The
Clity's leave policies will be in compliance with applicable laws,

Section 4

Applications {or leaves ol absence shall be made on Forms prescribed by the
Commissioner of Human Resources and shall contain a copy of Section 2 ol ths Rule.

PR AL - BEPLL PIUINS IN FONRCH

Reductions in force, including layoffs, may be made in the absence of sulficient wiorrk
or funds, upoi abolition of a position because of 4 change in duties associmted with i1, or
because ol a chunge in organizational straciure,

() Motice - Whenever a reduction in foree oceurs. the appropriate departmem head
shall give written notice o the Commissioner of Muman Resources and to the
alfecred employee,



(b) Qrder ol Separation aud Layo[fs - Reductions in torce shail be made according
to class within s department. They shall be made in the lollowing order in the
department:

- first, provisienal employees in the class must be separated;

- next, Probationary Career Service employees in the class
must be separated;

- then Career Serviee employees in that same class may be
taid off.

The department head shall determine the ovder of separation of Provisional and
of Probationary Caregr Service employees,

When employees with Carcer Service status are faid off, such layoffs shali be
made according to Carcer Service seniority i the class from which layofT are
he made within the department. If two (2) or more employees have equal Carcer
Service seniority, the department head shall determine the order of fayoff of
such employees.

(c) Remstatement of Carger Service Emplovees - The names of employess with
Career Service status who are laid off shali be placed on appropriate Layoff lists
and shall be considered preferentially lor reappotniment o their former positions

accordance with the Personne! Rules on Emplovment Lists and on

5.

in
G

RULE XJI - RESIGNATIONS

An employee shall subimil her or his resignation to the department head in writing. The
resignation should be submitted al least two weeks prior to leaving the City Service.
Failure 1o give proper and Limely notice of resignation shali be a factor considered in any
future apphication for emplayment with the City.

Onee a resignation is given (o the appropriate departmenta) guthority by the
employee, it cannol be withdrawn by the employee. irtespective of its effective date.

When an emnploves resigns, the employment relationship with the City is terminated
the former employee may apply for positions through the City's existing hiring process.

RULE X1V -~ PERFORMANCE EVALUATIONS

CSection 1 - Performance Evaluation Policy

The performance of all employees shall be evaluated periodically. The evaluation of
performance shall be an integral part of the responsibility of each supervisor under the
deparument head. Tt shall be the responsibility of each department head to assure that
performance evaluations of employees are made and used in an appropriate manner,
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geetion 2 . Performance Fvnluation Svstems

The Commissioner of THuman Resources shall develop perfurmance evaluyalion
systems which may take into aceount differences in work perfonmed and level of
positions invelved. The Commissioner of Muman Resources will authorize and assiat
departments in developing performance evaluation systems. The Commissioner of
Fluman Resources may adopt the use of specia) rating systems for promotions, which
may report on an emplovee's promotional potential as wetl as performance.

seetion 3 - Performance Evaluation Records

The evaluation of the performance of individual emplovees shall be maimained as 2
part of the employee's personnel recovd, and shall be avaitable to the cmployae upon

writlen reguest,

mection 4 - Application of Resutes of Performance Evaluation

The vesuits of performance evaluations shall be considered in de ermining salary
increases for mevitorious service or denial of salary increases related (o performance.
The performance tatings ol employees may be used as; a basis tor termination or
retention; as o factar in prometional examinations: and as a factor in transfers.
reinstatements, and disciplinary actions ingluding discharges.

Section 8 - Review of Performance Bvaloation

An ehployee rmay request a review of a performance evajuation. Any reuest for
review of the performance evaluation must be made in writing 1o the department head
within seven (7) calendar days of the date the emplevee signed the evaluation. A review
of the evaluation shatl he made under e direction of the departiment head

section |- Resoonsibility for Training

Fzach department head shall have the vesponsibility 1o iclenttfy rraining needs, and,
based an availuble resources and staff, (o prepare and conduel training programs that will
effectively meet those needs which are wnigue to the uperations of the department
voncerned.

Hl



Seetion 2 - Types of Training and Caveer Development Programs

The Commissioner of Fluman Resources shall ensure that the overall training
program of the City provides a proper balance between the waining of employees o
improve their current effectiveness and the developmem of employees for career
advancement. Appropriate methods of on-the-job and off-the-job waining shall he
utifized as required to effectively salisfy vaining necds.

Employee development opportunities will be designed and implemented to assist in

preparing individuals in the wark force for more effective and efficient performance. as
well as for advancement opportunilies.

Section 3 - Use of Non-City Facilities

The Commissioner of Human Resources, or a department head with the approvat of
the Commissioner of Human Resources. may enter into agreements with universilies,
solleges and other educational instititions, organizations and incividuals for education or
training services for employees under planned training programs, The Commissioner of
Fluman Resources may enler inta agreements with other public jurisdictions for joint
stalfing, participation in programs and use of training facilities.

RULE XVI - GRIEVANCE PROCEDURE

Section L - Scope of the Grievance Procednre

The grievance procedure 15 a mechanism for resolving employee problems
concerning a department's administration of the terms and conditions of employment.
The grievance procedure is not intended to modify ar change existing rules and
regulations insofar as they are applied in a manner that is not arbitrary, capricious or
discriminatory, Furthermore, the City retaing the exclusive right to control and manage
the several departments and to direct the work of employees.

This specifically includes, bul is not Hmited 1o, the vight to select, classily and
promote employees. Employees in the categories of Probationary Career Service, Career
service, Provisional and Exempt Seasenal may use the grievance procedire as sel Forth in
this Rule,

In order to assure standard implementation of this Rule. the Commissioner of Human
Resources is responsible for establishing methods which monitor the use of all sections of
thiz Rule,

Wage rates, salary schedules and fringe benefits are determined by the City Council,

These matters, as well as selection and promotion, position ¢lassification, discipline and
performance cvaluation are not subject to this grisvance procedure,



segtion 2 - Complaing Defined

A compiaing is 2 problem of an individyal crployvee brought to the aliention ol e ey
his immediate supesvisor arally or in writing,

A grievanee is a written request foe review ot o department's administration of writen
or eral rudes and regudations which relate chrectly 1o the terme and conditions of
ernployimant.

peetion 4 - Grievance Review Board

The Civievanpce Review Board shall consist of three members: the ¢ ammissianer of
Flman Resources. the Budget Director and the Comprrotler.

Bection 5 - Bmployer Rights

Mo eligible sinployee shall be prohibited or restrained from using this gricvance
procedure. [ndividuals who attempl 1o interfere with an emploves's use of this procedure
may be subject w disciplinary action,

Beginning at the second step of this procedure {Section 8, tie employee has the right

to be accompanied by another City employee. Beginning al the third step of (his
procedure (Section 9), the employee has the right of representalion,

Section 6 - Bwmiplovee Comnlaint Procedure

Lo The grievance procedure is initiated by an employes bringing a problem to the
rltention of the immediate supervisor ovally or in writing. The complaint must be
made withm ten (1) working days of the occurrence of the problem

THE SUPEIVISUS {0 U8 CMPIOYEE are urgad womake every ¢llort (o resolve the
prebier,

Within live (5) working days of the receipt of the complain, the supervisor shati
weadly inform the employee of the decision.

iag

meetion 7 - Sten Oue: Filing g Grievance

I Wthe employee is dissatisficd with the oral deeision, a erigvance may he {1
with the womediate supervisor.



4.

Section

The grievance must be filed on the "Grievance Initiation Form" within ten (10)
working days of the oral decision. Al questions on this form must be answered,
staling as many pertinent specifics as possible.

The immediate supervisor shall submit a written report and recommendation to
the senior supervisor on the "Grigvance Disposition Form” within five (%)
working days of receipt of grievance,

The sentor supervisor or her/his designated represemative shall investigate the
grievance and the immediate supervisor's report and recommendation.
Thereafter, the senior supervisor shatl render a decision, in writing, within five
{3) working days after receiving the immediate supervisor's report and
recommendation. The senior supervisor shall use the "Grievance Disposition
Form®.

8- Step Two: Deparoanent Hesd Roeview

Section

[f the employee is dissatisfied with the senior supervisor's decision. she or he
may recuest a review of the decision by the department head. The employee
must request this veview within five (5) working days of the receipt of the senior
supervisor's decision, The employee shall use the "Grievance Appeal Forn."

The department head or her or his designated representative shall undertakee the
review using procedures that facilitate timely and fair resolution of the dispute,
The department head shall inform the employee in writing of her or his decision
within ten {10) working days of the receipt of the employee's request for review,

The department head will, at the tlime of issuing the written decision, supply
the Grievance Review Board with copies of all appropriate material used in the
department review, The department head shall also provide a brief, written
explanation of the grounds for the dispoesition of the gricvance.

9 - Step Three: Appeal to the Grievance Review Bomrd

IMthe employee is dissatisfied with the department head's review and decigion,
the employee may rake an appeal to the Grievance Review Board within five
{3) working days ol the receipt of the department head's decision. The employee
shall use the "Cirievance Appeal Form™.

The Beard shalt conduet a hearing of the appeal as soon as practicable. The
hearing may be conducted by the Board, Board member(s) or by a Fact Finder
designated by the Board. The employee and the department will be given an
apportunity Lo present evidence at the hearing, The hearing will be informal and
aot bound by strict rules of evidence,



The function of the Facl Finder s o assemble alt available facts swrrounding
the gricvance and, thereatter, issue a weitten report W the Board, The Board
shall advise both the employse and the department head of its decision in
writing. The decision of the Bowrd 15 final and binding,

S0 Pa grieving employee works under the divection of a member of the Cricvance
Review Board, that Board member shall not participate in the grievance revigw,
Fhe remaining two (2) members of the Board will appoint a third department
head w serve on the Bowrd for that grievance,

40 Three (3) months from the date of the Baard's decision. the department head
shall submita report to the Board regarding the implementation of he decision

Section 10 - Diserimination Charees

This grievance procedure may be usad by an employee who has a problem involving
a discrinination charge. An employee who files a grievance mvolving discrimination
under s Rade XVEmay not file a diserimination charge wnder Rule XV for such
alleged discrimination,

section 11 - Genernl Provisions

Modification of Time Limits - Bach party Lo g grievance shatl respond in such manper
that the gricvance shall be prompily resolved. However, with the written consent of both
parties, the time limits outlined in this Rule mayv be extended for no longer than a
matching period of time,

[ailwre 1o Observe Time Limis - Failure of any delegated representative of the City
to respond within the time limits shall entitle the emplovee o carry the grievance to the
rext higher step in the grievanee procedure. Failure of an emplovee o comply with the
tine limits outlined in this Rule or as modified shall be deemed o constitute a
withdrawat and waiver of her or his claim,

Wae of Oty Time - The employee shall be allowed reasonable working lime o file a
grivvance. a request for review, or an appeal. and 10 attend related hearings. This vse of
tme shatl not interfere with the regular operations of the department,

Refinition of Working Days - "Warking Days" in this Rule shall mean all days other
than Saturday, Sunday, and Tegal holidays. Satwrday, Sunday. and legal holidays shalt be
exciuded in computing the number of days within which action must be taken or notice
given within the terms of this Rule.

Withdrawal o Grigvance - An emplovee ma y request withdrawal of 2 grievance al
any time.

we Resolutions - Any
e Raview Board shall aor set o

ilective fate and Precedent Ssting Value of Griey:

resolutien of s complaint helow e level of the Grievane
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procedent for the resolution of ather grievances.  Any resolution of a complaing or
grievance by an imnediate supervisor or a senior supervisor that would result in the
expenditure of funds or additional time off, shall not be effective unless and until
approved by the appropriate department head.

Meetings Between the Parties - AH parties o a grievance are urged 1o meet to resolve
the problem.

Designation of Senior Superyisor(s) - The department head shall designate one or
more senior supervisors for the purpose of investigation and resolution of gricvances,

Employees Covered Under Other Grievance Procedures - Any employee covered by a
grievance procedure negotiated under collective bargaining processes is not eligible o
file a grievance under this Rule.

RULE XVl - COMPLAINTS QF DISCRIMINATION

aection |- Rights protected

Any employee or applicant for City employment who believes that he/she has
heen diseriminated against on the basis of race. color, sex, gender identity, age. religion,
disabiity (including, but not hmited to, those living with HIV), national origin, ancestry.
sexual orientation. marital status, parenal status, military service or discharge status or
source of income may fte a complaint with the City of Chicage - Office of Compliance
or histher department’s EEO Liaison.

Any person who believes that they have been subjected to harassment by a City
employee on the basis of race, color, sex. gender dentity, age, veligion, disability
{including, but not hirnited to, those living with HIV), national origin, ancestry, sexual
orientation, military service or discharge status may file a complaint wih the Office ol
Compliance or Kis/her department’s EEQ Lialgon.

Section 2 - Excentions

Any person making a complaint of discrimination or harassmeni concerning ihe
Chicago Police Department or the Chicago Fire Department must make that complaint in
accordance with the General Orders in effect in both departments.

Bection 3 - Malkine Complaints

Anyene who beheves that he/she has been subjected to any action, decision or
haragsment in violation of this policy, or who wilnesses another being subjected to
improper conduct may make a comptaint or report to the Office of Compliance or his/her
department’s EEQ Liaison.

H
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SUpervisors, managers, or human vesources personne! who recuive somplafngs o
who become aware of any harassment in viokition of this polwy must nehfy the Offlce of
Compliance, BSupervisors and managers should also enconirage individuals who beligve
that the Uity of Chicago’s Diversity and Haual FEmployment Cipportanity Plan has been
vialated 1o consull with a representative of the Office of Compliance.

An individual who believes that this policy has been vinlated may report the
incident orally or tn writing, Where the complaint is taken oraliy, the MANRgEer or
supervisar receiving the complaint or the OfFice of Compliance staff member shall
document the complaint in writing. The Office of Comnpliance witl assist any individual
to determine whether the conduct or ckesision complained about would violate City policy
i Tound to be true,

Persons who wish 1o discuss a possible viclation of this policy without revealing
their identity may do so by telephoning or writing the Qffice of Compliance. In such
cases, the Office of Compliance shall investigate, il warranted, or talke such follow-up
action as may he appropriate and possible, given the constraints required by anonyiiry.

Ifany cmplayee knowingly makes a false accusation of discrimination or
knowingly provides false information in the course of an investigation of a corrygstaim,
such conduct may be grounds for diseipline. A compluint made in goad faith, even if
lound to be unsubsiantiated, will not be considared a false accusation.

Section 4 - Time Jimits

A complaing ol unlawful diserimination or harassient must be filed within one
year of the event giving rise to the complaint, For harassment complaints, & series of
acts, some of which may predate the one-year time limit will be considered so long as the
maost recent complaint of harassmenl occurred no more than one year prior to the filin iol
the complaint and the untimely allegations appear to constitute a pattern of havassmen!
such thal all the allegations should be considered together. 1f the complaint hag not been
Filed within the tme limit, the emplovee will be deemed to have waived his/her
sornplaint

A complaint of retalistion must be (Tled within three vears af the date of e
original complaint of discrimination or harassment giving rise o the alleged rerahiation.
[n the diseretion of the Diversity Officer, allegations occurring outside the time limil may
be considered if there is clear and convineing evidence of a causal conpection belweer
the claimed vetaliatory action and the original eomplaing

The ing ol a complaint of discrimination does not Nimit, extend, replace, or
delay the vight of any person to fite a similar charge with the Chicago Commission on
tluman Relations or any state or federal agency having authority o hear matters of
discrimination charges,
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Beetion 5 - Privacy

Atl complaints and investigations wiil be handled, to the extent possible, in a
manner that will protect the confidentiatity of those involved. Complaints of
diserimination may be discussed with other persons who may have information about the
compiaint and those who have a legitimate need o know about the facts or resolution of a
complaint. Alsn, in many circomstances, the law requires the City to disclose
information provided to the Office of Compliance to other governmental agencias, The
Office of Complisnce will provide notice 1o the Office of the Inspector General af all
complaints.

Section 6 - Disnoesition

The Diversity Officer or his/her designee shall divect the investigation of the
cormplaint, The Diversily Officer shall report the resubts of such investigation o the
person who [ied the complaint in writing.

The Office of Compliance shall make o final decision regarding the complaint
based on a report prepared by the Diversity Officer and hiz or her stalf. The complainani,
his/her Department Flead, and the deparoment’s EEOQ Liaison will receive written reports
of the tnvestipation and final disposition rendered by the Office of Compliance,

The Department Head muost either comply with the decisions rendered by the

(Htice of Compliance or within 30 days of receiving the report of the Office of
Compliance explain in writing the reasons that he or she has taken angther or ro action,

RULK XVHA - DISABILITY APPEAL PROCEDURE

Section 1 - Appeal Procedure for Emplovees/Applicants Rejecteodd

Any applicant or employee who 1s rejected for City employment based on a physical
examination, and who believes such rejection s based on a disability which,

(2) under law, the City s reguired to reasonably accommodate to ablow the person to
perform the essential functions ot the pasition in question; or.

(b} does not exist, or exists. but does not prevent the person from performing the
gesential functions of the position:
may {ile a written appeal with the Commissioner of Fhonan Resources within ten (10)
days of receipt of written notice of such rejection. [f mailed. ngtice shall be desmed to be
received five (5) days after mailing. The written appeal may be delivered to the
Diepartment of Human Resources, Room 1100, City Fall, during regolar business hours,
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ormtlad by cevtified mail, vetuen receipt requester]. The appeal must inchude the name.
address, ang tefephone number of the Peison rejocied. the position ane deparunent or
agency involved, the circumatanees of the rejection and any matlers, metuding any
medical evidence, which the person belioves supparts the appeal, The Commissioner of
Fluman Resoarces shall cause the appeat 1o bhe investigated which may, but need not,
inehide consullations with Ciiy or other physicians. The Commissioner of Fuman
Resources may, bt need not, direet that the person be re-examined at City expense. The
Commissioner of Human Resources shal) render a decision in the appeal which shel he
binding on the applicant, employee and agency or department head.

seetinn 2 - Exemptions

This Rule does notapply to sworn pogitions in the Depurtment of Police or 1o any
position i the Fie Department.

RULIL NVEL - DISCIPEINARY ACTIONS AND PROCEDURES FOR
CARBER SERVICE EMPLOYRERS

The City of Chicagn has an inlerest in promation of ordes and generat welfare of alf
empioyees. as well ag the gencral public. The Ciry of Chicago, a public employer,
requires that s employees peeform their duties in a manner which furthars the elfivienuy
and best interests of the City, and which results in the bighest tevel of public trust and
confidence in municipal government,

the deparument head has the awthority ang respongibility to take disciplinary aclion
against any employee whose conduct docs not Farther the efficiency and best interests of
the City of Chicago. The degree of discipline 1o be meted out i dependent on varous
factors teluding, but not limited w, the sericusness of the o flense, the emploves's work
record and the totaliy of the circumsiances. The fotlowing conduct, discussed below.
whep engaged i by an emplovee, will result in disciplinary action which may include
discharge unless the employer, taking all cireumstances into account, deams 1 10 he
excusable.

As with all the Personnel Rules, it should be noted that i an employee is coverad by a
Collective Bargaining Agreement, that agreement shal) govern in the event of a conflict
between any part of this Rule and any such agreement, Employees covered by such
agreement can only be discharged for just canse.

LARDINESS/ABSENTRILISM

Lo Absence without feave, While a departiment head may discipline an emplovee for
an absence withow feave ol any duration, ineluding discharge in appropriste
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cireumstances, a department head is required w initiate discharge action against
an employee who is absent without leave [or live (5) consecutive work days.

Leaving the department, office or work site without proper autharization.
Failing to call in advance when tardy ov not showing up for work.

Maving an irregular or excessive absence or tardiness record or a pattern of
repeated absence or tardiness at a specific time or on specific days of the week or
month or in relation tw holidays,

Failure to return to work on time afler breaks, lunch or rest periods withaut prioy
mithorization to extend the tune of such breaks, lunch, or rest period.

MISREPRESENTATION

G,

Failing to disclose any information requested or providing a false or misleading
answer to any questing in any application, qusstionnatre, information form or
other document provided by the City.

Falsely representing to a superior the quality and/or quantity of work performed
by ¢ither the employes making the representation or any other cmployee.

Making lalse. inaccurate or deliberately ingomplate statements in an official
mguiry, investigation or other official proceeding.

Fraud in securing employment.
Requesting or accepting a leave of absence on fraudulent grounds.
Falsification of any atlendance or other employment records.

Engaging i a profession, business, trade, investment. occupatton or other
activity which resuits in a conflict of interest with present City employment.

Lise of gick leave in an unautborized manner for purposes ather than allowed
under City rules and regulations,

CRIMINAL OR IMPROPER CONDUCT

14,

favolvement inthe illegal sale, delivery, receipl, possession or use of any
controlted substance either on or off the job site during hours of employment or
non-working 1ime,

Engaging in any act or conduct prohibited by the Municipal Code of the City of
Chicago. the Hiinois Compiled Statutes, applicable laws of other states. or
federal statutes.



6

18

[,

20.

R

Pessessing, carrying. storioy, or using dangerous chemicals or any hazavdons
subistance ni defined by the Unitorm Hazapdous Substances Act of Hinois an the

Jeh when not authonzed w do s

Misapprapristing any funds of the City ovany other pubtic or private
nrganization,

Cambling or berting during working time or on work premises.

Thelt or unaathonzed posseasion of Chiy of Chicago or other public property. or
use of such property for unauthorized purposes; Raving ather City siployees
perform services or directing other City employees o perform services for
wnauthorized purposes or aceepting the henefits of such performance.

Betaliation against an employee who reasonably and in gand [aith has fled »
grievance, charge or complaint regarding the ierms or conditions of employmeny;
and/or against an employes whe has properly testified, assisied or participated in
any manoer in an investigation, proceeding or hearing regarding such grievance,
charge or complaint

Lisimg one's official status as a public employee to effectuate the sale. disposal or
exchange of property or other ohject of value belonging to any member of the
public through fraud, heft, or misrepresentation or complicity with others in
sueh ants,

(Repealed 2/95 and reserved For future amendiment; see Rule Voand Rule XV ).
Secton L, #42, (&), (hy, (), and (¢,

Discourteous treatment, including verbal abuse. of any other City employse or

member of the public, Provoking or inciting another emplovee oc member of the
public io engage in such conduct,

Reporting lor work under the influence of aleohol or drags; drinking aleoholic
beverages ov using drugs not prescribed or in a manner not prescribesl b a
physician during working bours: possession of alcohol or ilepal drizgs white an
ety

[nsubordinate acuong, ineleding Tailure wocarry out a rule. order or directive
related 1o the performance of the employee's duty: assaulting, threatening.
intimidating or abusing a supervisor either physically or verbally,

Restricting production outpaa, encoura aing athurs Lo do 5o or supporiing cthers
doing o,

Ciiving preferential treatment in the course of employment Lo any organization or
person unless avthorized by law
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28,

Losy of professional or other ticense or failing o attain prerequisites necessary o
obtamn or renew professional or other license when such a license is required to

meet the standarids of (he posttion.

CONDUCT INVOLVING JOB PERFORMANCE

9,

30,

32

33

36,

37

34

),

Failing to take action as needed to complete an assignment or perform a task
safely.

Solicitation of other employees for any purpuse, during the working time of the
employee soliciting or being solicited, or in areas to which (he [H.lbl](, has access
for the purpose of transacting business relating o City government.

Uising the office, work site, work locations, work vehicte. work tools or work
materials and supplies to canduct a secondary business, trade or occupation.

Treating discourteously any member of the public where such person can
reasonahiy believe that the employee is acting within the scope of her or his
emplovment,

Interfering with others on the job.

Distributing literature in any wotking area, or arca where City business is
conducted with members of the public. during the work time of the employee
who is distributing or the employee who is receiving the Hierature, except in the
cowrse of performing the duties of the position.

Acting negligently or willfully in the course of employment so as 10 damage
public or private property or cause injury 10 any persorn,

Failing to comply, in carrving out any acts in the scope of emploviment, with
laws or departmental rules governing health. safety. and sanitary conditions,

Mismanagement or waste of [unds,

[nattention wr duty meluding loaling. sleeping on duty, or lobering in the work
area.

Incompetence or ineffictency in the performance olihe duties of the position.
This means performance of the duties of the position at a level lower than that
erdinarily expected of other employees in similar positions, due either to lack of
ability, knowledge or fitness, lack of effort or motivation, carelessness ar
neglect.

Solicitation or aceeptance for personal use of any fee or other valuable thing

which may be construed as a bribe: that is when such fee. gift. or other valuable
thing is solicited by or given to the employee. in hope or expeciation of receiving
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treatment better than that aceorded other porsuns. or using cos's office 5o as o
give the appearance of such impropriely,

4

47

g

)

‘.

Failure o be an actuat resident of the City of Chicayo.

Disertrnination against an employee or applicant beg

ause of race, colov, religion.

sex, chisability (including, but not limited to, HIV - status). natonal origin,
ancestry, age over 40, sexuai ovientation, or gender tdentity. Discrimination in
the portormance of Job dulies against any member of the public because of race.
color, religion, sex, disability (including, bat net Himited o, LIV - statug),
natronal origing apcestry, age over 40, sexual orientation, or gender identity.

{a)

{d)

sexual harassment, which means any unwelcome sexual advange or
reuest for sexual favors or condues of o sexual nature when
sutnmission to such conduct is made either explicitly or implicitly
tenn or condition of an individual's employment or receipt of Uity
services; or when suhmission to or rejection of such conduet by an
mdhivichal is wsed as the basis of an employment or serviee decision
affecting the individual; or when sueh conduet has the purpose or
effect of substantially interfering with the work performance of an
employee or ereating an intimidating, hostile or offengive work
enviromment, Conduct which can, in certain clrcumslances, he
considered sexual harassment ineludes but is not hirited to sexvally
suggestive of offensive remarks, sexually suggestive pictures, sexually
suggestive gesturing, verbal harassment or abuse ol a sexual nature.
subtle or direct propositions (o sexual favors, and iouching. patting or
piching,

Failure of a supervisor, who is having a romantc relationship with any
City employee over w hnm lie or she Im‘« supervisory authoriy, io
report thig fact o los o her sapervisar,

u!!uw ol a HLI]JL‘IVI%(JI W hu s oaware of or peasonably shouid be avwre

..I: R L v B
v R LR e AL VLN nl,.uuy\..«. LY ey,

u)l!dm.t as zt,qunml by the C ity's Policy on Sexual Harassment,
whether or not anyone complaing sbout such conduet.

Farhire to cooperate with and trathfully answer inguiries of the City's
wexual Haraszment Officer,

IFailure to comply with the requirements of secondary employment as delineated
i Personnel Rule XX, Section 3

Viclation of confidentiality of personnet vecords ol Uity emplovees or other
maanieipal recovds

42



50

]

51
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Y

Any act or condict in violation of, or Failing o perform any ducy required by, the
Ethics Ordinance, Chapter 2- 156 ol the Municipal Code of Chicago, as amended.

Failure ta report misconduct by City employees o the proper City autharity.

Failure to immediately report 10 & supervisor any an duty accident or injury
which the employee is involved in or observes,

Violating any departments] regulations, rules or procedures.

Unawhorized entry into City facilities, any pan thereof, or unawthorized presence
on City property.

Conduet unbecoming an ofticer or public employee.

Violating the City's drug and alcohol testing policy. A department head is
required to initiate a discharge action against any employee who tests positive for
ilegal drugs and/or aleohot use; refuses to cooperate with testing procedures; is
found to be under the influence of illegal drugs or aleohol while on duty and on
the employer's premises; is found in possession of aleohol, drugs or drug
paraphernalia; ov is found setling or distributing drugs or druy paraphernalia on
the employer's premises.

Faiture (o pay an overdue debt owed 1o the City within thirty (30) days of
receiving a demand therefore, unless the employee:

(1) has entered into an agreement with the City of Chicago through the
appropriate departiment for the payment of all delts owed o the City and js
in compliance with the agreement: or

(2} s contesting liability for the amount of the debi in a pending administrative
or judicial proceeding: or

(3) has filed a petition 1o bankruptey and the debis owed the Chy are
dischargeuble in hankruptey.

Any act or conduct in viotation of, or failing (o perform any duty required by,
Personnel Ruie XXIN - Conflict of Interest,

Any act of violence in the workplace or viclation of the Cliy’s Violence in the
Workplace Policy. Violence includes written or verbal communications,
whether direct or indirect, which are of a threatening, intimidating or coercive
nature; the threat or use of physical foree, including fighting or horseplay:
stalking; vandalism or destruction of property; and the use or possession of any
weapon and/or ammunition. unless the specific weapon and/or ammunition is
authorized by the City for a particular work agsignment. For the purpose of this
paragraph, violence does not inclide actions wken by security personne} within
the scope of their employment. but does include such emplovees™ actions with
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respect o co-workers. specitic acls or omissions which are in violation of the
Viodence in the Werkplace Policy inglude:

{a)

(k)

()

{e)

(2)

bailwre of o manager or supervisor w implement and maintain safe
workplace practices, inchuding the Violenee in the Warkplace Polioy.
or failure o communicate the Palicy to subordinates,

Eaihire of an employee, including a manager or supervisor, o report
an incident of violence in the workplace or any potentially dangerous
Aituation to his or her supervisor or the departmontal Violence in (he
Wonrkplace Liaison.

Failave of an employee, ineluding a manager or supervisor, 1o
prompily report an incident of violence to law enforcement authorities
when the employes knows or should know that a violation of Jaw may
have oceurred and the employee 15 unable to repert the ncident to the
employse’s supervisor or departmental Violence in the Workplace
Liaison.

Erilure of an employee. including o managey or supervisor. to notify
Ris or her supervizor and deparanental Viotence in the Warlkplace
Laaison when an Order of Protection has been obtained by or against
the employee naming City premises,

Faihire of an employee, including a manager or supervisor, to
couperale with a Violence i the Waorkplace fiatson o the City's
Violence in the Workplace Coordinator in the course of an
mvestigation of workplace violence.

Failure of an employee, including a manager or suUpervisor, W assist
jpersons injuced as a result of workplace violenee, including
summoning EMS personnei, staying with the injured person{s) until
EMS arives, and assisting City officials in reaching the ermergeney
contacty of any injured person{s),

Rewhiation against any person for having made a good faith complain:
srreport of vinlenae in the workplace, or participating in or aiding sn
investigation of vialence in the worknlace.

350 Lxeessive Toree or other improper use of authority by securily personnel.

Section 2 - Progressive Discipline

(

1

&

U The Clty of Chicago appraves of the concept of progressive and corrective

diseipline for Ca

P hervice emplayees and recommends its use when

appropriate. Progressive discipline is a systematic approach to correet unwanied
behavior and deter its oceurrence hy administering disciplinary actions based
upon vartous factors, including, but nat limired to, the severity of the infraction,
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(13)

the number of times it has oceurred, and the totality of the circumstances
survounding the misconduct, The City of Chicago uses progressive discipline at
its discration and does not solely rely on this concept in every instance when
taking disciplinary action.

While it is not possible to list every act which will or might result in
diseiplinary action, actions itemized in Seetion | reflect conduct which is

deemed to be inappropriate and which may result in disciplinary action. This list

is not exhaustive, but is offered instead to generally provide notice of
inappropriate conduct. Supervisors may deem that conduct other than that
itemized above is improper and warrants discipline. Further, the department
head, or her/his designee, has the discretion to determine what degree of
discipline is appropriate afler weighing all the situational factors involved in the
misconduct.

IYPES OF DISCIPLINARY ACTION - The types of disciplinary action

which may be imposed include the following:
Reprimand, which is 2 censure expressing formal disapproval of the actions

of an employee, but carrving no loss of privileges. A reprimand may be oral

or in writing, but in either case is made part of the employee's record.

suspension, which is the temporary removal from employment,

aceompanied by a concurrent and temporary loss of the privileges of

ernployment, including, but not limited w, salary or wages. The depatiment

head has authority to suspend an employee for thirty (30) days or less.

Demotion, which is the reduction of the grade or class of employment and
corresponding permanent reduction in salary or wages.

permanent loss of all priviteges of employment, Discharge includes the
withdrawal of any right Lo reinstatement from layofl or leave of absence.

section - Notiftcation - Suspensions of Thirty (30) Days or Less

Whenever a disciplinary action is to be taken agamnst a Career Service emplovee,
except where the disciplinary action is an oral reprimand, the employee shall be notilicd
in writing and on a timely basis, of such action. The notification shall include a
description of and cause for the disciplinary action, As appropriate, the Career Service
employae shall further be advised as ollows:

{a)

(¥ the disciplinary action 15 & suspension of not more than ten (10) davs, the

employee has the right to request a department review of the actions. Such

reguest must be submitted in writing to the departiment head within five (3)
working days of the notification of the disciplinary action.

If the disciplinary action is a suspension of more than ten (10} days and less than

thirty-one {21} days, or a sccond suspension within a six-month period, the



eaployes has the righl o request the Human Resources Roard for a hewring
review such action, Such reguest must be submitted (o the Mo Resources
Broard in writing within Bve (3) working days of notification ol the disciplimary
action.

The written notice may be personally served or mailed (o the employee.

Bection 4 - Reviews and Hearings for Career Service I mployvees

fa) Liepartmental Review of Suspensions of Ten (10) Davs or Less - The procedure
for review of suspensions of ten (10) days or less is determined by the
deparument head, subject to the approval of the Commissioner of Human
Resources. This procedure should include, but is nat limited to, adequate notice
of the time and place ol review, an oppartunity for the employee to be henrd and
the right to ask questions. The department head may designate a review ofFicer
or a review panel on a case by case basis to review such disciplinary actions.

(5 Heavings Before the Human Resources Board - Any Career Service gmployes
who 13 suspended for morg than ten {10) days bul less than thirty-one (31) days,

or who s suspended within a six (6) month period after a previous suspension,
may request s review ol any such suspension by the Human Resources Roard. [n
all disciplinary actions under the controt of the Human Resources Board.
hearings shall be conducted by a member or members of the Human Resources
Board or by a hearing officer appointed by the Board.

ation - An employee may appear oo her or his own behalf, or be
represented by an attormey at law licensed (o practice in the State of Tlinois
The employee shall have the right to know Lhe charges. o presen testimony
ort her or his own bebalf and to cross examine other witnesses.

(1} Kepresenta

() Approval, Bisapproval or Modification of Disciplinary Action - The Board
may approve or disapprove the disciplinary action sought by the eraployee's
department head, or may increase or reduce the severity of the chseiplinary
action as the facts warrant,

(3 Human Resouncces Boarg Pecisions Pinal - All findings and
recommendations made by the Boacd member(s) or by a heavine o fficer
shatl be cevtilied to the full Human Resources Board, The decision of the
Board shall be final as to approving, dizapproving, or modifying the
decision of the Board member(s) or hearing officer. Also, it shall have the
authority o call for an additional hearing before the full Board, Should it
vequire an additional or new hearing, the Board shail afford to she employee
all of the protections available at the initial hearing.

(N Certification of Findings and Enlorcement - After the Human Resources
Board makes its final deeision on charges or reguests for review. it shall
cortify the decision w the Commissioner of Fuman Resourees who shall
notify the appropriate departimeat head,
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section 5 - Disciplinary Procedure - Dischavge, Demotian or Suspension Over
Thirty (301 Days

A Caregr Service employee may be discharged, demoted or suspended for a period
exceeding thirty (30) days by the department head or designee subject o appeal to the
Muman Resources Board upon request of the employee in accordance with procedures
preseribed by the Human Resources Board, Such procedures shall provide for statement
of the charges upan which discipline is based together with an explanation of the
evidence suppuorting the charges and an opportunity for the employee o respond to the
charges in writing before action is taken. The chavges and explanation of evidence neec
not be in any particular form, b must be sulficient w apprise the employee of the
matters on which digcipline may be based. The employee’s response must be reviewed
by the department head or designee responsible for making the decision, provided that
such designee may not be the person who inttated the charges against the empioyee, MNo
permanent employee in the Career Service may be discharged, demoted or suspended for
more than thirey (30) days unless the statement of charges and any matters in support are
first reviewed by the Departments of Law and Muman Resources, before the employes is
notified of such action,

Section 6 - Poywers and Duties of Depariment Fleads

Deparument heads shall expressly have the right to discipline a Career Service
suborcinate for cause subject to the review processes described above. The department
head may detegate w0 subordinates the authority to discipling employees.

RULE XVILIA - DISCIPLINARY ACTIONS FOR NON-CAREER SERVICE
EMPLOYLE

Mon-Career Service employees are empioyed "at will™. They may be diseiplined or
discharged at any time for any reason or no reason and have no expectation of continue
employment. Likewise, they may resign at any time for any reason, Therefore. while the
work rules applicable to Career Service employees sel forth in Section | of Rule X VI
may be utitized as guidelines by supervisors in dealing with non-Career Service
employees, and will be useful to such employees in conforming their conduct ta City
requirernents, discipline is not Jimited to the reasons stated therein, nor are the hearing
and progressive discipline procedures applicable. Departiment heads shall expressly have
the right to discipline or otherwise take action concerning a nan-Career Service
subordinate. The deparument head may delegate to subordinates the authority to
discipline non-Career Service employees.



BULE KUK - DRUG AND ALCUROL TRSTING POLICY

The Uity of Chicago has an obligation o mainain a safe, heaiih y and produsiive
wark cavironment for itz employees. An emplovee under the inFluence of drugs or
aleohol on the job can be a sevions salcty visk to himself or heesell, (o other smploves,
and in certain instances, o the general public. Abuse of diugs or aleahol alse has a
negative impact on the productivity ang heaith of City employees. In order to maintain g
safe and healthy work environment the City of Chicago has established the fallowing
drug and aleohol teating policy.

ool Alcobiol Testing

The City may require testing of an emplovee for whom thers is a reasonable
suspicion that the employee has used drugs or aleohol or is under the influence of
divgs or alcohol while at work, an Ciy property or on City business,

The City may require testing of any employes invalved in an accident which
results in significant injury requiring medical aention or significant property
damage while at worl. on City property or on City business.

The City may require testing al any emplovee involved in a et while at
s | i ! ¥ ] E
work, on City property or on City business.

L= Any mental emetional, sensory or physical impairment
gs or aleohol,

due to the use of dri
Wegal drug® - Any drog that is not legally obainable: that is b used ina
manner or for a purpose other than prescribed

Reasonable suspicion” means a beliel that an employee may be under the
influence of deogs or aleehol. Buch beliof must be based on some objective
indicia, which may mclude, but is not limited 1o, the following matters: erratic
ar unusial belavior by an employee, meluding, but not limited o, noticeable
imbalance. incoherence and disorientation, which would lead a person of
ordinary sensibilities to conclude that the employee is under the influence of
drugs and/or aleohol: obscrvation of possibte ingestion of aleohol oy yse ol
druga: and invelvement in an accident. fight or other circumstances which coutd
lead a reasonable person to hefieve that the vse of drugs or alcobol may have
been involved,

ry Aclion

s

Any employee who tests positive fov drugs andror aleohol use and refyses 1o
cooperate with lesting procadures will be terminaed for a fiest olTense.



A,

Fimplovee Agsistance Program

The City has established an Employes Assistance Program (FEAP) which
provides help o employees experiencing personal diffienltics, The City
encolrages anyaene with a drug or aleohol problem o utilize the TAP. Lise of the
EAP is voluntary and confidential. It is the responsibility of all employees to
seek assistance from the EAP before alcohol abuse or dug use leads to

disciplinary action,

Au employee's decision o utilize the FAP will not be used as the basis for
disciplinary action. However, participation in an EAP program will not prechide
discipling, noe will it be a defense o disciplinary action where the information
leading to the adverse employment action was gathered from sources other than
EAP, Under no circwmstances will enrollment in an EAP program after
disciplinary action has been initiated be deemed a delense o such action.
Further, the C'ity is under no obligation w offer participation in an EAP program
prioy o, orin licu of, imposition of discipline.

RULE XX - EMPLOYES RELATIONS

Section | - Scope of Employee Relations Program

The program of employee relations 1o be maintained and conducted within the City
Service shall be designed o

(a)

()

()

Provide lines and means of commurication hetween employees and management
for factlitating the submission and discussion of suggestions on matters of
personnel policy or procedures,

Provide the means for encouraging the submission of emplovee suggestions as
weil as evaluating and rewarding emplovees for improving efficiency or
promoting cconamy in the conduet of City activilies,

Recognize owtstanding service to the City by Hs emplovees through certificates.
citstions and special awards.

Provide for the promation of activities concerned with the health, welfare,
recreation, counseling and salety of employees.

Section 2 - Responsibility for Employves Relations Programs

The Commissioner of Humuan Resources shall be responsibic for:

(a)

designing all elements of the program of emplovee relations.
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(b1 distributing inibimadion, encouraging departnental parbicipation, and furnishing
technical advice and assistance 1o he depariments for their smployee relations

delivitios

fo) administering employee velattons activities thal are Cliv-wide in character, and

{d} evaluating employes refations activities Lo assure that intended bere fits are

attatned.

The department heads shalt be responstble For the specitic design and conduet of
employee relalions activities within theiv respective departments,

Section 3 o Otside B

1plovimnent

(a} Ggiteria - Outside employment is any paid employment performed by an
ernployse inaddition o hig or her employment with the City. The following
criteria witl apply to outside emplovment,

(1)

(0}

Such enploymaent shatl oot interfere with the efficient performance of the
emploves's duties.
Such employment shall ot involve a conflict of interest

Steh employment shall not occur during the employee's regular or assigned
worliing hours,

No employze granted permission (o engage in oulside employment shali
waork at said outside employiment for a tonger period of time than stated in
his or her request for permission o engage in such employment,

Aty employee accepting outside employment shall make arrangemernls with
the outside employer o be relieved from s or her sutside duties il and
when called for emergency service by the Ciee

Foremployees who are on sicl leave, medical feave. FMLA leave or uty
disability leave due w their own illness o imjury, approval (o work outside
emptovment will be suspended for the period ol the leave. Smplovess whe
nave pueen approved tor FMLA mermittent leave will not be allowed to
wark outside employment on any calendar day when the wtermittent leave
15 taken. A department head may grani an exception w this subsection
Ha) o) following receipt ol a writien request by an affected amployes.
where the employee has demonstrated that the pature of the cutside
employment s not inconsizlent with the reason for the leave, and thal
application of this subsection svould result in an undue hardshin o the
smploves.



(hy Procedure - Any employes desirmg o perform outside employment shall first
file a vequest in writing with her or his department head for permission w engage
in outside employment. The request shall state the type of employment and the
hours of waorl, the name of the prospective employer, and the place where the
smployee is o be employed. The department head may either approve or
disapprove the réquest.

The department head shall maintain records of such outside employment which
shall be available for and subject to andit by the Commissioner of Human
Resources.

RULE AXT - PERSONNEL ADMINISTRATION - RELATIONSHIP TO CITY
DEPARTMINTS

Section 1« Responzibility of Heads of Departments Toy Personnel Administration

The principal responsibilities of each department head for personnel administration

inglude:

(a) The designation of key employee(s) 1o be respansible for assisting the
department head in managing the personnef matters of the department including
employee grievances, veview of disciplinary actions, equal employment
opportunity and employee training,

() The development and administration of departmental work rules,

{v) The inittiation of personnel actions for emplovees related to employment, salary
adjustments, promotions, discipline and related personnel transactions,

(et The assigniment and supervision of work of employees.
() The evaluation of he performance of employees,

() The development and implementation of waining programs and other programs
o improve work effectiveness

(g) Cooperation with the Department of Human Resources in connection with such
matlers as job analyses: recriitment: job-related selection procedures. ingluding
Caveer Service examinations: and other eehnical matters.

() The maimenance of departmental personne! recerds,
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mection 2 - Denarimental Pevsonoc] Committes

Fhe Commissioner of Human Resources shall establish one or move dapartinerial
personnel commitizes, consisting of departmental personne! officees and othor employees
with experience and proven abifity, designated by thelr respective department heads to
cooperate with and advise the Commissioner of Tuman Resources oo the application and
noprovement of any of the glements of the system of persanne! administration.

RULE AXTE- PERSONNEEL RECORDS

section § - Personnel Information Systems

The Commissioner of Fuman Resources shal) establish and maintain a system of
personnel records and ceports covering all City employees, which shatl satisfy the
requirenents of and be inlegrated with all elements of the system of personne
administation and with processing of pavrolls. Such system of personnel records and
reports shall be os fully avtomated as is economical and practicable. It shalt requive the
participution of the City departments and agencies ag they are invalved in the preparation
and processing of personnel records, reports and payralls,

Fhe system of pursonnet recards and veports shall comprise a comprehensive
peesoneel wformation system. which shall include, but not be limited o, the following:

{a) A master employee record For cach emploves, containing personnel aclions
affecting the employee.

() Avecord of the states of all accupied positions in the City servics.
(&) Employment Jists and certifications.

(ch) A gvstem of personnel action reparts and records to cover appoinbnents.
promaotons. separalions and other personnel aetions,

ANIENON records,

{or)
(R Emplovee performance review renords.
(g) Lunploves leave of absence records.

(hy Employee files for use within a department and o be tansmiticd when an
emplovee transfers w another department.

(0 Payroilcelated records maintained by the departvents, such as time and
attendance recordds, sick leave records. and vacation leave records

A



Section 2~ Confidential Natnre of Personnel Records

All personnel records of City employees and records and iaterial velating to the
administrasion of the personnel management system shall be considered confidential and
the properly of the City, Emplovee information as to name, class title, and grade level
shall be public information, and avatlable in accordance with such procedures as the
Commissioner of Human Resources prescrtbes, Employee information shall be available
for inspection by the employee involved at roasonable times and in accordance with such
procedures as the Commissioner of Human Resources prescribes, Emplovee information
and related personnel records and reporss shatl be made available For official purposes al
the discretion ofl and in accordance with, procedures prescribed by the Commissioner of
Human Resources.

Information obtained concerning the medical condition or history of any employee or
applicant shall be collected and maintained on separate forms and in separvate ineclical
files and be treated as a confidential medical record, except that supervisors and
managers may be informed regarding necessary vestrictions on the work or duties of the
employee and necessary accommaedations: first aid and safety personnel may be informed
when appropriaste if a disability might require emergency treatment; and governmental
olficials investigating compliance with the Americans With Disabilities Act of 1990 shall
be provided relevant information. Nothing herein shali prohibit the use and/or disclosure
of such information by the City consistent with law. nor shall anything herein be deemned
to authorize or require an unwarranted invasion of privacy of any applicant or emplovee.

RULE NXII - CERTIFICATION OF PAYROLLS

Section | - Payvroll Changes

A personnet action report must be approved by the Conmmissionar of Human
Resources on an approved form before the related payroll change may take effect,

Soction 2 - Review and Certification of Payvrolls

Pavrolls for services rendered covering compensalion for any emplovee inthe City
Service shall be lorwarded to the Commissioner of Human Resources by department
heads or other appropriate officers for certification to the Comptreller or other auditing
officer as to the legality of employment and right of any officer or emplovee to
compensation in accordance with the provisions of Chapter 2-74 of the Munieipal Code
and the Personnel Rules.

The Commissioner of Hwman Resources shall vemove the names of persans from &
pavroll when such certification cannot be made, and noufy the Compurotler and
cdepartment head involved.

After the Commissioner of Human Resources has examined a given payroli and has
detenmined that all employees remaining on the payroli have been appointed in



aecordines witly the provisions ol the Munivipal Code and the Personnel Rules, she or he
st eertily the payrothand retarn it the Comptroller or other auditing o(Geer for

AIRAHSH IS

RULER KMIV AND 8V

Rute XXV (Licetion Rules) and Rule XXV (Probationary Peviad -
Departments| Employment Service) are vo longer applicable,

NOTI

RULE AXVE - RECLASSIFICATION OF EMPLOYEDRS

soetton § - Corvection of Classification

The purpose of the position classification svsiem is to ensure that positions are
aHouated to class Otles that adequately describe the duties and responsibilitios that are
actualty performed. The clagsification system cannot be uged as a method of providing
salary mereases or promations, nor may it be used as or in liew of disciphnary action
prrovided s Rule XVIHL

A department may reguest a veclagsilication of s pogition or class of positiens;
however, ne position lisled as & Shaloman Exempt positon pursuant to the City s Fliving
Man may be rectassified without prior notice 1o the Corporation Counsel's OfTice and the
Offee o Compliance.

fthe Commissioner of Human Resources shall, upon the reguest ol a departrent head,
orupon his or her own butiative, anatyze the duties of a elass of positions in a departmen
and the duties actually performed by any incumbent in such class of positions by
gonducting a desk audit or othenwize analyzing whether the duties pertormed by an,
incumbent i such clags of positons are consistent with tha lass.

Hoafler a desk audi or ether anabysis, de Commissionsr of Tlaman Resources finds
that any pesition-with Career Service sttus s improperty classitied in that the person in
such elags of positions 15 not performing a sufficient portion of the job duties of the lass.
Ee COodmimissoner o Human Kesources shath cause the position to be veelassifed from i
cureent class titke tooa new class trle, 1 the new class Utle is in the Career Service. the
person shall have Carcer Serviee status,

H the new position is ata higher class grade or Litle than the previous position. the
Office of Complianee must approve the reelassification prior o an emploves's
appointment (o the new grade or position.

Foran employee corrently parforming the duties of the new position to be appointed
Lo the new position. the employee mast meet the minimum qualifications of the new
[agition,
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A reclassiticatfon ueder this rule shall be deemed to be an appointment, An
appeintment (o the new class tile is effective the date of the reclassification. No persen
reclassified under this Rule shall receive crodit for service rendered in the previous
position while in the new class title, except for the purpose of determining satary as
reguired in the Regulations Governing the Administration of the Compensation Plan and
Employee Beneflits for Classified Positions set forth in the Annual Appropriation
Ordinance (Classification and Pay Plan, Schedule A). An emplovee reclassified under
this Rule who previously held and accrued Career Service seniority in the new class title
shalt receive credit for such seniority so long as the employee is entitled to continuous
service credit for such previous service. Reclassification as provided for in this section
shall have priovily over appaintments from employment 1ists as provided in Rule V11

A Career Service employves whose position has been reclassifed shall be entitled

to ihe notice and review procedures detatled o sectong 2-14 of this Rule. if as a result of
the reclassification. the levms and conditions of his or her employment were alterec.

Sectjion 2 - Notice 1o Enployee

Not less than fifleen (15) calendar days before such a reclassification becomes
elffective, the Commissioner of Murman Resources shall cause a notice to be delivered to
the employee. Such potice shall include a description of the reasens on which U
Commisgsiongr of Human Resources based the reclassiDeation decision, the effective date
of reclagsilication, a sratetnent that the employes may request a review of the
reclassification as provided for herein and a2 copy of this Rule.

Seetion 3« Reauest For Review of Reclassifieation

Anemployee who desives a review of the reclagsi(eation must file a written request
with the office of the Commissioner of Fluman Resources within five (5) calendar davs of
receipt of the notics of reclassification, during normal business haurs and on normal
business davs. Extensions of time for filing shalt not be granted. Such written reguest
shall be accompanied by a written statement of any reasons why the reclassification is not
warranted, Upon reeeipt of such request. the Commissioner of Human Resaurees shall
designate a review officer who shall review the reasons for reclassification and the
employee's statement. as set forth in Section 5. below  The designated review officer
shall render a decision concerning the review prior to the effective date of
reclassification: if such decision is not rendercd by the elfective date, such effective date
~shall bie postponed pending the decision. A copy of such decision shall be sent o the
employee, the concerned department head and the Classification [ivision of the
Department of Human Resources,



Sevtion 4 - Appead to Comissioner of Hunien Resou reey

Any eraployee reclassificd hereander, ar s department employing a person whose
reclagstiication was reviewed by a designated review officer, dissalisfied with the
decizion of the designated veviow officer. may appeal such decision to the Commissioner
of Fluman Resourves. The decizion of the designated review officer shall not be stayed
pering this appeal. Such appeal shall be initiated by filing a written request for appeal
us described in Section 6, helow, with the office of the Commissioner of Human
Resources within ten (10) calendar days after the decision of the designaied review
officer. Such request shall e filed during normal business hours and on normal business
days, Extensions of time for filing shatt not be granted.

Lpot receipt of such reguest and the submissions deseribed in Sections 7 and #
below, the Comimissioner of Human Resowrces shall seta dime and date for hearing such
appeal, to be commenced within one hundred fwenty (1203 calendar days of recel ptol
such request, Such hearing shall be recorded by means of 2 tape recorder or other
refiable method and shall be conducted by the Commissioner of Human Resources or
bearing otficer designated by the Commiissioner of Human Resowrces. Al said hearing,
the eraployew and eeploying deparunent shall have the rght W present testimony and
Cross examing witnesses in the manner designated in Sections 9, 10, T and 12, below,
Fotlowing the hearing, the Commissioner of Fluman Resources shal) render a (inal
decision o the reclassifteation or, i the hearing was conducted by a hearing officer, shall
review the smmary and recommendation of the heariag ofTicer and shall render a final
decision on the reclassificalion, Said Hnal decision may reverse, affirm or modify the
decigion of the designated review officer. The Commissioner of Human Resources shall
apprise the partizs of said final decision. Sucl decision shall rot be further appeated

urder this Huole.

Uipen receipt of a request Tor review. a copy of the reguest will be lorwarded o the
designated review officer The review officer wilt conduct 4 review ol all eelevant
documents and may. i§ necassary. comact the Classification [ivision. the employing
department anddor the emplovee ta oluain clarifeation on any of the informaion

presented.

section 9

Any employver reclassiied hereunder, or a deparnment employing « person whose
reclagsification was reviewed, who seeks o appeal the decision of the review ofTicer
shatlo within ren (10) cadendar days after the decision of said officer, file a writlen notice
afappeal with the office ol the Caonrissioner of Human Resources. A copy of the notice
of appeal shall be served upor the oppoesing party. Such notice should state the name of
the employee, his/her depariment and a description of the disputed reclassification
fasues).
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Section 7

Within fourteen (14) days of filing a notice of appeal, the party seeking an appeal
shall file 2 submission with the office of the Commissioner of Human Resources setting
forth the facts and reasons for the appeal. A copy shall be served on the opposing party.
I such submission. there shall be a clear and brief recitation of all relevant facts,
arguments, and documentary evidence, attached as exhibits, which the party seeks 1o rely
an, The parly secking appeal shall point ou, with particularity, any disagreement with or
claimed error in the findings of the review officer, The submission may contain, but is
not limited to, the documents presented 1o the review officer. The party seeking the
appeal shail also indicate the name of any witness who may be called to testify at the
hearing and shall Further describe the material and substantive facts to which the withess
will testify. The submission must conzain the name(s) of any person(s) designated to
appear on behaif of such party at the hearing, i any.

Section 8

Withimn fourteen (14} days of veceipt of the submission of the party seeking the appeal,
the opposing party shall file a submission with the office of the Commissioner of Human
Resources, setting forth the facts and reasons for the reclassification. A copy shall be
served on the party secking appeal. [n such submission, there shall be a clear and briel
recitation of all relevant facts, arguments and docamentary evidence. attached as exhibits,
which the party seeks to rely on. The submission may contain. but is nat imited to, the
documents presented (o the veview officer, The opposing party shall also list the name of
any witness who may be cabled to testify at the hearing, and shall further describe the
material and substantive facts 1o which the witness will estify. The submission must
contain the name(s) ol any person(si designated o appear on behall of such party at the

hearing, if any,

Section @

N discovery shall be requested by or granted w. any party. The submissions ol the
partics. together with the findings of the review officer. shall frame the issues (o be
addressed at the hearing, Matlers not related 1o the propriety of the reclassification
and/or decision of the review officer shall not be addressed at the hearing. Matters not
rassed by a party in such party’s submission may not be raised in the hearing. The
Commissioner of Muman Resources or hearing officer may limit the issues treated and
matters presented at the hearing based on a review of the submissions of the partics and
the relevancy of the issues presented o the reclassification issues.

Section §0

Within seven (7) days of receipt by the office of the Commissioner of Human
Resources of the subnussions of the parties. notification will be served by the office of
the Commissioner of Human Rezources of a time and date Tor hearing of said appea),
which hearing shail be held for the puepose ol presenting argument anc/or accepting
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evidence on dssues of Tt Said hearing shall be commencad within one hundred tventy
(120) eafendar days of receipt ol the request for appeal. By agreement of the parties and
Comnisatoner of Human Resources, the hearing may be waived,

Sectton 1

At the hearing, the department emploving a person whose reclassification was
reviewed shall procesd first, The Commissioner of Human Resources or hearing officer
shall preside over and vegulate the hearing. rule on any matter of provedure, and fully
develop the record. The Conunissioner of MHuman Resources or hearing officer shall have
full power and vesponsibility to conduct the bearing in an wrdeely and efficient manner.
wihreh shath include controling and liniting the questions which a pary seeks (0 ask of
another party and/or witness, 1o questions which seek to elicit evidence which is retevan
and material o the reciassification fssue. Rules of evidence and formal objections are
inapplicable during the course of satd hearing and the Cormmissioner of Human
Resources or hearing ofticer should admit such matters into the record as are relevant and
wauld be relied upon by a reasonable person in the conduet of her or his affairs, which i
reasonably reliable and reasonably necessary to the resolution of the matter for which it iy
offered. The Commissioner of Fluman Resources or hearing officer shatt exclude
repelitive evidence. I a dispute arises vegarding the propricty of any maier introdugud
by a parly during the course of the hearing, the Commissioner of Fluman Resources or
hearing ofticer shall use herhis discretion in determining whether such maltters are
applicable to the proceedings,

Section 12

Parties may appear al the hearing on behatf of themselves, or may bring a
representative o agsist them, subject to the proviso that an employee shatl not designate
any employee of the City of Chicago who is employed in a supervisory capacity by the
Cliry ag her/his representative.

section 15

Continuances shall not be granted (0 a party exeept lor good cause. (Ones a hearing
has commenced. a continuance mav be granted by the Commissioner af Faman
Resourees or hearing oficer at ber/lis diseretion.

Atelose of all evidence. i the hearing was conducted by a hearing offeer. the
hearing ofBeer shall veview the record and prepare 2 weitten summuary and
recommendation veparding the veclassificatinn issue



RULE SXVIi

NOTE: Rule XXVI[ (Attendance) is no lenger applicable by action of the City
Council.

RULE XXViil - SICK LEAVE

Secpon | - Legttimate Use of Sick Leave

Itis the poticy of the City of Chicago that sick leave is an employee benefit Lo be used
ehly fora legitimate illness or injury of an employvee, or # legitimate illness or injury of a
member of an employee's immediate tamily which necessivates the employee’s ahsence
from work. Sick leave may also be used for an emplovee’s medical appointments or the
medical appointments of an immediate family membaer,

Section 2 - Family Hiness

Abuse of sick leave shall be delined as sick leave taken for any purpose other than an
employee’s personal Hluess or itlness of an immediate family member that necessitales
the employee’s absence. An immediate famity member inciudes the employee's (i)
maother, father, husband, wife, brother or gister (including blood, step or hald), son or
danghter (including blood. step or adopicd), father-in-law, mother-in-fiw,
daughter-in-law, son-in-law. grandparents or grandehildren: or (1) domestic pariier or
the domestic partner’s mother. father. son or daughter (including blood, half, step or
adopted), provided that the employee’s domestic partner is registerod with the
Department of Muman Resourcees.

Section 3 - Definition of {Hness

The werms "iliness” or "injury™ encompass any sickness, diness orinjury that unduly
restricts or renders the employee incapable of performing her/his normal duties

Aniliness or injury of a member of the employvee's invmediate family s one where the

employee is required 10 attend ov provide needed care for a member of the immediate
Famity who s in fact il} or incapacitated,

Section 4 - Reasonable Evidence

The employee has the burden of establishing that an iHness related absenve was
legitimate, Failure o pravide such reasonable evidence as may be required by
department supervisory personnel may result in the denial of sick leave benefits or
revocalion of benefits granted, The determination as w appropriatencss of the siek leive
will be made by the employee's supervizor, In addition o denial of sick leave benefits.
where the clrewmstances indicate that the employee is abusing sick leave. disciplinary
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measures (suspension. eemination, gle ) may be taken. Diasciplinary action may also be
takeny when there i excussive absenteeism,

What constitutes reasonable evidence will depend upon the facts and circumstances in
cach individual case and may inelade one or more ol the following: (a) docor's nole oy
certifiation, (b medical velease, (e} coploy ey directed physicat cxamination, (d)
telephoning the employee at home to verity herthia being there. () employee's personal
statement or employee s sick leave certificalion. or (£ questioning the employes.,

Seclion 5 - Patterns of Abuse

he followiag pallerns of sich leave use may be considered as indicators af sick feave
abuse: day{s)

(a} at the beginning or endd of the work week,
(b)Y before or alter vacation.

(o) after payday.

(e} hefore ar aller nulitary or ey dury,

(&} betore or aBer a destenated holiday, or

{0 any other pattern such as every Wadnesday oy once @ooenth.

Such patterns IIHRY he inw:.rstij.;z!'tc‘;tr_i by clepartment supervisory personned, and corrective
action takern where warranresd

SBection 0 - Confidentiality

Fhe Ciry s mindful that medica! records and other medical information often contain
intimate detals of a highly personal nature. The confidentiality of any information
provided by eraployees purssant o this vle will be scrupulousty guarded, Only
designated department supervisors are authorized to recetve or have access to employes
medical informationn. Any unauthorized disclosure of employes medical information may
subject the individualiswho disclosed the information o disciplinary action.

Soection 7 - Provedures

Fhe following procedures shall be followed by all City personnei when the
employee's absence is or will be due o the ilness or injury of the emplovee or a member
ol the employee’s nmediate family or due o an emplovee's medical appointment or the
meclicat appointment of a member of the emplovee's immediale Gamily.

itcation - The emploves shall notify herfhis superyisor of the absence andd
the reason therefore in the Ume period specilted by the employes’s departiment or
as soon as s reasonably possible. In emerdency situations. this notification may
be made on behall of the employves by any responsible person. The notification
shall be made s persan or by telephane,
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When someane other than the employee is or has been requested to make the
reguired notification, the employee will be sately responsible for the notification
being made. 1an employee becomes sick ov it during histher work shift. the
emplayee must natify or cause notification w be made to the appropriale
sipervisor.

I the event sick teave notification is not made within the time period reguired
by the employee’s department, the absence shall be withous pay, unless the
employee can tater substantiate and document shat 11 was impossibie to malke ar
cange such notification.

Sick leave notitication must be made for each workday that paid sick leave i
being requested. An employee with & disabling condition and/or one who is
hospitalized may satisfy the notification reguirement with a physician's written
statement of the nature of the employee's condition, the reason why this
condition prohibits work and the expected duration of absence. Such statement
may suffice for up to a month. Therealler, additional statement(s) may be
subkmitted on g monthly basis, or more frequently if the department head
PG TTES,

Absenges of Three (1) or More Consecutive Work Days

(1) If an employee is absent from warle {or three (3) or more consecutive work
days and the employee received professional medical attention. the
employee must submit a doctor’s nete vr certification upon the employee's
return o work. The doctor's note or certitication will be submited to the
eimployee's supervisor, A form prascribed by the Commissioner of Human
Resources will be utilized for submission of the certification,

(2) I an employee is absent from worle for three (3) or more congecutive work
days and the employee did not receive professional medical attention, the
employce must submit a personal certification upon the employee's retin to
work. The personal certification will be submitted to the employee's
supervisor. A form preseribed by the Commissioner of Human Resources
witl be utilized for submission of the certification.

Absences of Less Than Three (3 Conscoutive Work Davs - Where a supervisor
has sufficient reason to believe that an employee's absence from work [or less
than three (3) days is not due to illness, although ciaimed to be so by the
cmployee, the employee must submit a certitication or any other such reasonable
evidence as may be necessary (o provide sufficient and legitimate justification
for the emplovee's absence, The certification or other evidence will be submitted
o the employee's supervisor upon reguest and in the form requested.

() _Absences Due to The Hness or Dnjury of Immediate Family Member - T an
ermployee is absent from work due to the iliness or injury of a member of the
empioyee's immediate family, the employee must submit a personal certifieation
upon the employee's return 1o work, The personal certification will be submitted
to the employee's supervisor on a form prescribed by the Commissioner of
Human Resources.
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(o)

{2

fht

Absences Due o Medien]l Appoimtments - {5 an employeas 5 absent From work
due to s medical appoiniment or the medieal appointment of ais invmediate
farnily member. the employee must submit a certification of the appointnen
upon the cmployee's retirn o works The cortifieation of appointment will be
submitted 1o the emplovee’s superyiyor on o [orm prescribed by ihe
Commissioner of Human Resources.

- [Mas employee is absent from work due to iflness or injury or
ppointment and the employee received professional medical
attention and 4 review ot the pertinent medivat records is decimed pecessary. the
employee must provide a Medical Authorization/Release for refease of mecheal
records upon reguest. The Medical Authorization/Release should be submitied
to the employvee's supervisor on & fonn preseribed by the Covvmissioner of
Human Resources,

Lmplover Directed Medical Examinations - 0 an emplovee {5 or seeks to be

2t From work due wooan itness ar injury. the depariment head or hissher
designes may direet the employee to submit 1o & medical examinalion in any of
the following nstances: a) L veeify the employee's nredical condition, b) (o
varify the medical diagnasis of the emplovee's personal physician, o) o verify
the employests ability o reinm o work: and/or o) in cases where the cl(..p.u[n:(,nl_
head or histher designes believes that questionable circamstances exst,

As aresult of sueh physician's statements and examinations. the City may
approve or deny the employee's sick feave raguests and may establish limis and
conditions for any further approved sick lesve connected with the emplovee's
iness or injury,

Whenever an employee is directed 10 submil to a depariment directed medical
examination, the employvee must provice a Medical Authorization/Release for
retense of medical records upon request, The Medical Authorization/Release
should be submitted o the emplovec's supervisor on a fanm preseribed by the
Commissioner of Tluman Resources.

Retwn o Work Certilication - 1 an emplovee s absent fron wark due o an
tiness or injury. the City may require that a physician certify the emplovee's
abrihty o retoen b wends ma coandition Preepdent e the mmaloses's aetiad et
to work based on recovery from the iliness or inury. Mowever, the de P lriend
head or histher designee may require & complete phyaical {'.,\s;llﬂlﬂrjll(.'lll for good
cause shown, The phyvsician's certification of an employee'’s ability to return o
work must be submitted directly 1o the designated City officiali =) by the
certitfving physician o a formn presenbed by the Commissioner of Human

Resources,

This certification must be provided for any emploves who is sick or disableg
for wen (10) o more consecutive work days and must De submirted 1ot
department head or other appropriate supervisor belore the emplover will be
permiited Lo return o waork,



The City may also require, at its discretion, that an employes submit to a
depuriment divested medical examination in conjunction with the certification
received from the employee's physician.

Nuothing in this section affects the City's right o otherwise independently
review the emplovee's medical situation.

Section 8 - Application

This rule is applicable o all City employees. Failure 1o follow s provisions may
result in the denial of requested sick leave benefs, and/or other disciplinary action. up to
and including termination,

ADDENDUN/RULE 28

The terms “ilness” or “injury” as defined herein do not inctude fatigue due o
working overtime or a lack of sleep: or sickness or injury due 1o mwsication or the
ehployee's own willful, illegal action,

The following are examples of Hlnesses and/or injuries that are not covered under (his
policy:

{a) hangovers but not illnesses or injuries resulting from the long term effects of
aleohol abuse:

by lack of steep unrelated to o covered iliness or injury:

(¢) fatigue due o working overtime;

(d) larigue due to activities unrelated w @ covered iHness or injury:

() intentionally seif inllicted injurics:

(5 ijuries hat result from and/or oceur while the employee is engaged in a
violation of City. state or federal criminal ordinances and/or laws andfor statutes:

() injuries that result from and/or oceur while the employee is engaged in a
violation of Chy of Chicago Personuel Rules and Procedures:

() injuries resulting from use of illegal drugs but not thnesses or injuries that resul
from the Jong tevmn ellects of drug abuse.

These examples ol illnesses and/or injuries not covered under this policy are
Hlustratve and are not to be considered exhaustive.

Ihis policy 15 designed to cover only legitimate lnesses and injuries, [0is ot the
policy ol this City to reward malingering and/or other improper conduct by providing

FE]



siele leove benefits 1o the employees that abuse the sick leave privileges. Therelore,
mental and physical vonditions that are the result of the employes's own wrongful
conduci: and/orare designed 1o abuse the sick leave privileges are not legitimate

es o injuries, as defned in tis pulivy. and do notentitle such emplovees w uilize

sl leave banells,

tHine:

e o

RULE XXIX - CONPLICYT OF INTEREST

ol - Delinitions

Whenever used in this Rule. the foliowitg terms shatl have the meanings provided

helow:

{a)

{1

(v}

City.
within the scope of their employment) who b4 paid from the city easury or

2w mians any person {including his/hwer agents or employess acting

Couygne

pursuant o City ardinance, lor sorvices to any O iy ageney, cegardless ol the
naturee of the refationship of such individual o the City for pUrpOSes other than
Chapter 2-156 (Covermmemal Ethics) of the Municipal Code of Chic ago.

me HEN L‘ to. from or with !hc o ll) Grany Cuy FRCNCY i an amount inoexces

VEES ()

Frneans any one or any combination of sales. purchases, e
saof

S10.000.00 in any 12 consecutive months,

I'-‘il‘l':mc;ial [nie

o5l Means

any interest as a result of which the owner currenily receives or is
entitled to receive in the future more than $2.500.00 per vear;

any interest with a cost or present value of 55,000.00 or move: or

any interest representing more than 10 percem of a Corpors atietn, partngeship
sole proprie orskip, Brm. enterprise, franchise, organization, holding
COMmpalty, |0HH stogly ¢ MTHIEN Y, l(.LLI\.f'IHlH[) Lrst, or any h, ul (..nlit)
organized for profit provided. however, financial interest ,‘,Imll not incude:

il N [ B |
i | M e vl s A ik el

C‘mp]mme :\fhu h mtmcar is |c,ILt1uI o the spouse or domestic partnsr’ s
independent occupation, prolession or employment;

e ten b ax et F rl-..‘. .‘-.-.--..‘-..

any ownership theough purchase at fair market value or inheritance of
less than one pereent ol the shares ol & corporation. or any corporate
subsidiary, parent or affiliate thereol, regardless ol the value of or
dividends on such shares, if such shares are registerad on a securities
exchange pursuant to the Seewrities Ixchange Act of 1934

amended:

{rit
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(h)

Section

the authorized compensation paic to an olficizl or employee for his
oftfiee ar employment;

any economic hencfit provided equatly to all residents of the Cily:
a Ume or demand depositin a inancial institution:

an endowrnent or insurance policy or annuity contract purchased from
an nsurance company.

Eraplovee means an individual employed by the City of Chicago, whether part-
time or Fulb-thnwe, bul excludes elected officials and City contractors.

Person means any individual, entity. corporation, parinership. firm association.

union, st estate, as well as any parent or subsidiary of any of the foregoing,
whether or not operated tor profit,

Seeling o do bugsiness means;

(1) waking any action within the past six months to obtain a contract or business
{vom the City when, if such action were successful. it would resull in the
person’s doing business with the City: and

(2} the contract or business sought has not been awarded to any person,

Contract management authority mesns personal involvement in or direct
supervisory responsibility for the formulation or execution of a City contract.
inchuding without Himiation the preparcation of specifications, evaluation of bids
or proposals, negotiation of contract terms ov supervision of performance.

“Business refationship” means any contractual or other private business dealing
of an emplovee with a person or entity which entitles the employee to
compensation or payment in the amount of $2,500.00 or more in a calendar year:
provided, however, that the exclusions applicable 10 a “Tinancial interest” shall
apply with respect o business relationshin.

COwnerslup interest” means any mterest representing more than 5 percent of a
carporation, partnership, sole proprietorship, firm, enterprise, franchise.
wrganization, helding company. joint stock company, receivership, tust, or any
legat entity organized for profit: provided, however, that ownership interest does
Aol eean any ownership through purchase at Fair market value or inheritance of
less than one percent of the shares of o publicly traded corporation.

2 - Certain Business Relationships Probibited/Disclosure Reguirements

(a)

No non-clerical employee of the Office of the Mavor, or any member of the
Mavor's security detail. or entity it which such persons have a linancial interest,
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shall have any emplfoyment selationship with any ety other than the City, nor

shalt sveh persons have a HNoancial intorest. as ser forth in scction 2-156-019 (1)
fCovernmantal Fhics) in aoy business. Mo spoose or donestis oartser ol such
crploye shall de bustness with the Chiy or o sister agency of the City, or have

iy owenership interest in sy enlity doing o seeking 1o do business with the Oty
or asister agency of the Clty, o in any entity thai is a suhcomractor an any City
coniracl, or on the contract of a sister npency of the {Mity.

() (1) Noemployes of any other executive depastment or agency, or enlily in
which such an employse has o financial soterest, shall have any employment
or business relationship with any person whao s doing business with the Ciuy
Hthe employee exercises conlract mranagemant authority with respeet 1o that
person’s business with the Cliy, Mo spouse or domestic partner of such
emplovee shall have a linancial interest in any contract when the employee
SREPLISCS contiutt management awthority with respect to that conteactonr’s
City business. The ownership intcrest of the spouss or domesiic partner of
any emplayee in any entity that has a contract with g person doing other
Clisy husginess shall be disciosed Lo the Board of Ethics by the employee, on a
foren b be preseribed by the Board, on oy before May 1 of each veur.

(Mo deparunent or agency head shall have any ciaployment relagonship with
any entity other than the City; nor shalt such persons have any husiness
refationship with any pecson doing business with the City,

fod o For purposes of this Section 2, the term “sister agency ol the City” shall melude
the Chicago Schoot Reform Board of Trustees or the successor Chicage Board of
Fetucation, the Beard of Trustees ol Cuomrmunty College District 508, the
Chicago Transit Authority. the Chicago Park Distriet, the Metropolitan Pier anel
Exposition Authority, and the Public Buillding Comnyission.

Ceytain Loavs Prohibiied

seetion

For purpnses of s Section 2 the term sister agency of the Uity shalt include the
Chicago School Reform Board of Teustees or the succeasor Chicago Board of Bducation,
the Bowrd ol Trustees of Conmunity College Distict 508 the Chicago Transit Authority.
the Chicago Park Districe the Metropobian Prer and Exposition Awhority, and the Public
EUHOIE L OMIISEION,

seetion 4 - Recomunendation of Business Assoeciates PFrohibi

Mo empleyee shatl vecommend. retain or bhire as a City emiplovee or £t conyacton
any person wirth whom the emplovee has a bosiess celabonship,

vy
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GATE & CODE
#

1 Al

1A AL

18 AL

16 ML,

2 AL

2A Al

28 AL,

2C ALIMS
2D AL/MS
2E MS
2F AL/EA
265 AL/FA
2H AL

2- Al

3 ML
3A ML
3B AL

30 ALJTL
3D ALML
3E AL/IL
3F AL

3G Al

3H Al

3-1 AL

3J AL

3K AL

3L AL

4 ML/ A
44 AL/FA
4B AL

ac AL

4D AL/IL
4F ALAL
a4F ALY,
aG AL/
Ay ALAL
4- AL,
4. AL/,
4K ALAL

44, ALAL

APPENDIX G

CITY OF CHICAGO
DEPARTMENT OF AVIATION - SECURITY
Q'HARE INTERNATIONAL AIRPORT
AQA GATES AND PROPERTY GATES LOCATION
UP DATE 30 APRIL. 2002

LOCATION DESCRIPTION

NEXT TO SNOW GATE NORTH END OF THE AMC

PEDESTRIAN GATE BY THE DEICER TANKS

ACROSS FROM DOOR #8 AT THE AMC.

ACROSE FROM THE AMC FRONT ENTRANCE

BY THE AMC FUEL PUMP (STAGING AREA "C")

PEDESTRIAN GATE BY THE EAST END OF THE AMC ACROSS FROM DOOR #7
SPINE RD AND MONTROSE THE SNOW DUMP

NORTH OF GATE #28 ON SPINE RD AND MONTROSE

TROUGH GATE 2C NEXT TO THE TRAILER (CONTROL BY A.O.R)
ROLLER GATE EAST OF GATE 2D

ON BPINE RD. NORTH/WEST END OF THE AOR TRAILER

NORTH/EAST END OF THE AOR TRAILER

PEDESTRIAN GATE ON SPINE RD. BY THE 271 APFROACH
PEDESTRIAN GATE ON SPINE RD. BY THE 22L APPROACH

UNITED EXPRESS CENTER CARGO BEHIND DHL. CARGO

UNITED EXPRESS CENTER CARGO BEHIND BURLINGTON CARGO
NORTH OF BURLINGTON CARGO BY THE DOBES KITCHEN

EAST OF GATE 3B BY THE DOBRS KITCHEN

ON TAFT RD AND IRVING PARK BY THE COM ED POWER PLANT

ON TAFT ACROSS FROM GATE 3D

SOUTH OF GATE 3E ON TAFT RD BY THE FAA ANTENA

PEDESTRIAN GATE ACROSGE FROM AIRBORN EXPRESS ON TAFT RD
EAST OF GATE 3G AT THE END OF TAFT RD BY THE CLARK BROS INC
CARGO

PEDESTRIAN GATE EAST ON IRVING PARK BY THE FOUR RIGT APPROACH
EAST OF GATE 3-1 ON IRVING PARK EAST BOUND

EAST OF GATE 34 ON IRVING PARK EAST BOUND

SOUTH ON MANNKMEIM TO SEYMQUR TO THE END OF THE ROAD THE WATER
REC. POND

PEDESTRIAN GATE WEST OF POST #3 BY THE FOUR RIGT APPROACH
WEST OF POST #3 NEXT TO GATE 4 BY THE 4R ARPPROACH

WEST QF POST 5A BY THE BONE YARD

WEST OF GATE 4B ON THE BONE YARD

WEST OF POST 5 ON THE EAST BOUND

WEST OF POST 5 ACROSS FROM GATE 4D BY THE FAA RADAR HOUSE
WEST OF GATE #4E THE LANDIS&GYR TRAILER WEST OF POST 5
WEST OF POST 5 ON THE BAST BOUND BY THE ALFRED BENESCH CONST
YARD

EAST OF GATE 4G THE HYRE ELECT. YARD

EAST OF GATE 4H HARMAN ELECT. YARD

EAST OF GATE 41 EA COX CONST YARD

EAST QF GATE 44 DIVANE ELECT. YARD

EAST OF GATE 4K



4-0

5E

G-l

1A
12

13
13A
138

13C
14

14A
4B

140
1400
14E

14F
14G

1dH

141

14J
14K
144

15

15A
158
16C
16

AL/L
AL/,
AL/L
ML
ML
ML
RL
AL
AL/IL
CR
CR
RG
RG

ML
ALAL

ALAL
AL

AL
Al
AL

AL
RL

AL
AL
AL
FA
AL/FA

ML/ A

EAST OF GATE 4L KARRIGAN CONST. YARD

EAST OF GATE aM ALDRIDGE ELECT YARD

EAST OF GATE 4N MOQRE LANDSCAPING YARD

EAST END OF AMERICAN AIRLINE CARGO ON THE SOUTH CARGO

KLM CARGO NORTH ENE OF THE BUILBING

KILM CARGO S0UTH END OF THE BUILDING

EAST OF GATE #5A THE UPS BECURITY POST

WEST OF GATE 5C BY THE UPS CARGO

NORTH/EAST END OF THE UPS CARGO

FEDESTRIAN GATE WEST OF GATE 8E ON THE UPS CARGO
NORTH/WEST END OF THE UPS CARGO BUILDING

WEST OF GATE #5G UPS LOADING RAMP #3(CONTROL BY UPS)

UPS LOADING RAMP #4 FRANKLING PK METROGJEFFERSON

UPS LOADING RAME #3 ADDRISONEPALATINE

UPS LOADING RAMP #2 NORTHBROOK & BEDFORD PARK

LIPS LOADING RAMP #1 NORTHEROOK & BEDFORD PARK

SOUTH/EAST OF NCRTHWEST CARGO ON THE S0UTH CARGO

NORTH OF GATE 6 ON THE SOUTH CARGO

SOUTH/WEST END OF NIPPON CARGO

NORTH/EAST END OF FED EX CARGO BUILDING 612

SOUTH/WEST END OF FED EX CARGO BUILRING 612

NORTH/WEST END OF LUFTHANSA CARGO ON THE SQUTH CARGO
NORTH/EAST END QF LUFTHANSA CARGO THE AIR FRANCE CARGO GATE
SOUTHIWEST FENCE OF THE FED EX CARGO TRUCK PARKING LOT BY
BUILDING 611

NORTH/EAST END OF FEDEX BUILDING #6114

NORTH/WEST END OF FEDEX BL.D 611

SOUTH/EAST END OF THE CEMETERY BY THE 8Y THE FED EX RAMP ZONE
72-2

NORTH/WEST END OF THE CEMETERY OVER FLOW GATE ON CRYSTAL
CREEK ZONE §7-1

WEST ON IRVING PK RD TO DIVISION 8T TO YOUR RIGHT (DEPT OF
FORESTRY LOCK}

NEXT TO GATE #14 (DEPT QF FORESTRY LLOCK)

WEST ON IRVING PK RD TQ THE TRAIN TRACK BRIDGE TO YOUR RIGHT FIRE
GATE

WEST OF GATE # 148 JUST BEFORE GATE #14 ON IRVING PK WEST
ACROSS FROM GATE #14C ON IRVING PK RD EAST BOUND WEST OF TAFT
ACROSS FROM GATE #14 WEST OF DIVISION ST ON IRVING PK RD EAST
BOUND

THROUGH GATE #14E FOLLOW THE GRAVEL RD THE END MAKE A LEFT
WEST OF GATE #14 JUST AFTER THE STOP LIGHT TO YOUR RIGHT ON
IRVING PK RD WEST BOUND THE DEPT. OF FORESTRY

WEST ON IRVING PK RD TO GARDEN ST TURN RIGHT TO THWE END GATE I8
LOCATED IN BENSENVILLE

WALKING GATE NORTH 14A ON DIVISION 5T

NORTH OF 14f ON DIVISION 5T,

FAA GATE ON HILLSIDE AND ORCHARD

SOUTH OF GATE 14K BY THE CREEK ON BILLSIDE ANG ORCHARD IN
BENSENVILLE

THROUGH THE SECURITY POST 2 AT HAUL RD NEXT TO LOCKHEED
FUEL FARM

(THE FAA WALKING GATE AT THE 14R. APPROACH LIGHTS)

SWING GATE ON WILLOW CREEK ON HAUL RD (NORTH CREEK)

SWING GATE ON WILLOW CREEK ON HAUL RD (CENTER CREEK)
SWING GATE ON WILLOW CREEK ON HAUL RD (SOUTH CREEK)

TANK FARM MAIN ENTRANCE(CONTROL BY A.G.1)



LOCATION DESCRIPTION

CRASH GATE #1 ON TANK FARM{CONTROL BY AG 1)

NORTHWEST OF GATE 16B CRASH GATE #5(CONTROL BY A.G.D

NORTH QOF GATE 16C(CONTROL BY A.G.D

SOUTH OF GATE 16C CRASH GATE #7(CONTROL BY A G.I)

SOUTHWEST OF 15E BY THE CREEK(CONTROL BY A G 1)

SOUTHEAST OF AGI BLD

SECURITY GATE LOCATED ON THE NORTH END FENCE LINE, WEST OF POST
OMNE EAST OF THE ARC BUILDING 200FT. NORTH OF THE OLD POST ONE
CREEK.

SAME LOCATION AS GATE 17, JUST 100FT EAST OF THE ARC BUILDING, ON
THE NORTH END FENCE LINE

ACROSS FROM AMERICAN EAGLE HANGER WEST OF 'Y TAXI WAY (94R.
HOLDING PAD)

WALKING GATE WEST OF GATE #18 ACROSS FROM EAGLE HANGER
WALKING GATE NORTH OF GATE # W18A ACROSS FROM EAGLE HANGER
WALKING GATE EAST OF GATE #18 ACROSS FROM EAGLE HANGER

UAL PARKING LOT BY POST 2 WEST END OPEN GATE

UAL PARKING LOT BY POST 2 EAST END OFPEMN GATE

WEST OF GATE 18 JUST BEFORE THE MAUL RD POST 2A THE OLD GATE 17
ARC BLD MAIN ENTRANCE (ARC BLD. 1S LOCATED BY POST ONE

SOUTHWEST) CONTROLLED BY THE LAEOR

GATE & CODE
#

18A ALK,
16C ALAL
160 ML/L
16E ALAL
16F Al/IL
160G AL,
17 ML,
174 ML
18 ALIEA
18A ALNL
188 ALAL
18C ALAL
180 ALAL
18E ALAL
T8k ALIFA
19 Rt,
18A ML
198 AL/L
190 AL/
19D AL/IL
19€ AL/L
191 ALAL
196G AL/L
198k ALNL
181 ALIL
194 ALML
19K AL/L
191 AL
19M AL
10N ALL
180 ALML
19F ALAL
190 AL/IL
TaR AL/IL
195 AL/IL
18T AL/IL
12U AL
18V AL
19W AL
19X AL
1y AL
192 AL
20 ALIA
20A ALEA
208 AL
200 AL
2 Al
21A ALK,
218 Al

WALKING GATE INSIDE ARC BLD YARD

SOUTR OF GATE 19 BY THE ARG BUILDING CONTROL BY AOR
WEST OF GATE 19B BY THE ARC BUILDING CONTROL BY AOR
WEST OF GATE 19C BY THE ARC BUILDING CONTROL BY AOR
WEST OF GATE 19D BY THE ARC BUILDING CONTROL BY AOR
WEST OF GATE 19€ BY THE ARC BUILDING CONTROL BY AOR
NORTH OF GATE 19F BY THE ARC BUILDING CONTROL BY AOR
NEXT TO GATE 19G BY THE ARC BUILDING CONTROL BY AOR
NORTH OF GATE 18H BY THE ARC BUILDING CONTROL BY AOR
NORTH OF GATE 151 BY THE ARC BUILDING CONTROL 8Y AQR
EAST OF GATE 19F BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 19K BY THE ARC BUILDING CONTROL 8Y AOR
EAST OF GATE 19L BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 19M BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 19N BY THE ARC BUILDING CONTROL 8Y AOR
EAST OF GATE 190 BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 18P BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 100 BY THE ARC BUILDING CONTROL BY ADR
EAST OF GATE 19R BY THE ARC BUILDING CONTROL BY AOR
EAST OF GATE 195 8Y THE ARC BUILDING CONTROL, BY AQR
WALKING GATE NEXT TO POST 1 ESCORT

SOUTH OF GATE 15U WALKING GATE

WALKING GATE SOUTH OF POST 1 BY THE STOP LIGHT
WALKING GATE SOUTH OF GATE 19W BY THE $TOP LIGHT
WALKING GATE BY THE FAA LIGHT TOWER ON HINSDALE RD.
NORTH OF GATE 18Y ON HINSDALE AND OLD HIGGINS

OLD HIGGINS AND MT. PROSPECT EXITING POST ONE

MT. PROSPECT AND TOUHY EAST BOUND

EAST OF 20A THE SUB PUMP ON TOUHY EAST BOUND
SOUTHEAST OF GATE 208 WALKING GATE BY THE CEMENT PLANT
MT PROSPECT AND TOUMY SOUTHWEST CORNER

NORTH QF GATE 21 DEPT OF TRANSPORTATION YARD
TOUHY TO MT PROSPECT GO NORTH TO JARVIS ON JARVIS GO WEST.



GATE & CODE
#
21C Al
210 AL
21E AL
21F AL
216 AL
215 AL
22 ALIFA
22A ML
228 ML
22C ML
220 ML
22E ML
22F ML
226G ML
22+ AL
221 ML
23 Al
23A Al
238 Al
23C RL
23D AL
23k Al
R3F AL
233G AL
23H AL
23| AL
23J AL
23K AL
23L AL
230 AL
23N Al
230 Al
23K AL
230 Al
23R Al
235 MLCOR
24 AL/
24A ML/
248 ALAL
240 Al
240 AL,
24K AL,
24F AL
243 ML
24H ML
24'| ML
25 ML/F A

LOCATION DESCRIPTION

WEST OF GATE 21B THE WATER RECLAMATICON POND CONTROL BY THE
WATER DEPT.

NORTHWEST END QF BASEBALL FIELD ON MT. PROSPECT

WALKING GATE SOUTHEAST 21D ON THE BASEBALL FIELD

SOUTH OF 21E ON THE BASEBALL FIELD

SOUTHWEST OF 21F ON THE BASEBALL FIELD

WEST OF GATE 21G ON THE BASEBALL FIELD

THE RADIO SHOP GATE BY THE 14, HOLD FAD

SOUTHEAST OF RADIO SHORP

NEXT TO GATE 22 BY THE RADIO SHOP

MORTH OF GATE 22 BY THE 14 APPROACH

NORTH GATE 22C BY THE 14L APPROACH

NORTH OF GATE 22D BY THE 14L APPROACH

EAST OF GATE 22E BY THE 14L APPROACH

EAST OF GATE 22F BY THE 14 APPROACH

SOUTHWEST END QF RADIO SHOP
ROLLER GATE NEXT TO GATE #22

BETWEEN GATE #22 AND RESCUE #2 IN FRONT OF AA BLUE HANGER
(NORTH LIGHTING VALILT)

SOUTH OF GATE #23 IN FRONT OF AAL BLUE HANGER ENTRANCE
NEXT TO GATE #23A IN FRONT OF AAL BLUE HANGER ENTRANCE
SOUTH OF GATE 23B BY RESCUE #2

SOUTH-WEST OF RESCUE #2

SOUTH-WEST OF GATE #23D IN FRONT OF AA GEM BUILDING
SOUTH-WEST OF GATE #23E 8Y THE AA GEM BUILDING

SOUTH-WEST OF GATE #23FJUST BEFORE POST #2

SOQUTHWEST OF GATE 235G BY THE AA GEM BUILDING

ROLLER GATE SOUTHWEST END OF AAL HANGER #2( CONTROL BY AAL )
NORTHEAST OF BLUE HANGER CONTROL BY AAL.

NEXT TO 23J ON THE BLUE HANGER CONTROL BY AAL

NORTHEAST END OF UAL SERVICE CENTER CONTROL BY UAL
NORTHWEST END OF UAL BLD 770 CONTROL BY UAL

SOUTH OF GATE 23M BY UAL BLD 770 CONTROL BY UAL.

WALKING GATE BY GATE 22 SOUTH OF RADIC SHO®

SOUTH OF GATE 230 WALKING GATE BY THE RADIO SHOP

SOUTH OF GATE 23P WALKING GATE BY THE RADIO SHOP

SOUTH GF GATE 23Q WALKING GATE BY THE RADIO SHOP

ROLLER GATE SOUTH OF GATE 22 JUST BEFORE THE RADIO SHOP.
FROM POST ONE GO NORTH TO TOUMY AVE TURNM RIGHT TO WOLF RD
TURN RIGHT AT WOLF TO THE END

THROUGH GATE #24 ON WOLF RD (A O.R AND MEDECO LOCK)

NEXT TO GATE 24A ON WOLF RD.

SOUTH CF GATE 24 ON WOLF RD

SOUTH OF GATE 24 CFD TRAINING FACILITY BY WOLF RD

NEXT TO GATE 24D ON THE CFD TRAINING FACILITY BY WOLF RD
SOUTHWEST OF UAL RESERVATION CENTER (FAA RADAR HOUSE)
THROUGH GATE #24 JUST BEFORE GATE 24A MAKE A RIGHT TO THE END
THROUGH GATE 24A GO ARQUND THE FIRE TRAINING FACILITY TO YOU
LEFT FOLLOW THE NEW DIRT ROAD.

THROUGH GATE 24A GO ARQUND THE FIRE TRAINING FACILITY TO YOUR
LEFT FOLLOW THE NEW DIRT RD. JUST EAST OF GATE 24 H.

THROUGH GATE 24 AND 24A MAKE A LEFT AT FIRST RD.TO THE EMD (THE
RUNWAY 22R. APPROACH LIGHT)



GATE & CODE
#
254 ALAL
258 ALFA
25C Al
250 MT
25 MT
25F MT
256G MT
25H MT
2ol MT
25J AL
25K AL
HURTS
251 RL
29M Al
26 MUL/FA
2GA ALIMT
268 ML/OR
26C ALIME
26D Al
26F AL
26F Al
260 AL
26HM AL
261 AL
264 ML
26K ML
2TA AL
29 ML
29A MBI
298 MS/IL
29C ML
28D 5T
30 AL/IL
31 ALAL
31A ML/OR
318 ML

310

Al

LOCATION DESCRIPTION

FROM THE AMC TO MANNHEIM TURN LEFT TO RT 72 TURN LEFT FOLLOW
THE RR JUST AFTER THE CREEK TO YOUR LEFT

ACRQSS FROM GATE #25A

BEFORE GATE #2588 JUST AFTER THE STOP LIGHT TO YOUR RIGHT WEST
ON RT.72 :

MILITARY MAIN ENTRANCE ON HIGGING

EAST OF GATE 25D ON HIGGINS

EAST OF GATE 25E ON HIGGING

NEXT TO GATE 25F ON HIGGINS

SOUTH OF GATE 256G ON HIGGING AND MANNHEIM

SOUTH OF GATE 28H ON HIGGING AND MANNHEIM

SOUTH ENTRANCE TO THE MILITARY BY ZEMKE AND MANNHEIM

SOUTH OF GATE 25J ON BESSIE COLMAN DR, THE OVER FLOW LOT FOR

THROQUGH THE MILITARY GATE GO SOUTH T STOP SIGN MAKE A RIGHT TO
THE END

WEST OF GATE 25L THRQUGH WOLF RD GATE MAKE A LEET AT FIRST RD
TO THE END

GO NORTH ON BESSIE COLMAN DR, PASS THE LIMO LOT 3TOP LIGHT JUST
ACROSS THE PARKING LOT"E" TO YOUR LEFT

NEXT TO GATE #26

THROUGH GATE 26A STRAIGHT AMEAD TO THE END.

NORTH OF GATE 268 ON BESSIE COLEMAN

NORTH OF GATE 26C ON BESSIE COLMAN

NORTH OF GATE 260 ON BEZSIE COLMAN

NORTH OF GATE 26E ON BESSIE COLMAN

NORTH OF GATE 26F ON BES3IE COLMAN

WEST OF GATE 26G ON BESSIE COLMAN

SECURITY GATE NEXT TO GATE 26A ON BESSIE COLMAN ON THE
SOUTH/EAST END FENCE LINE OF THE MILITARY.

THROUGH GATE 26A AND 26! TO YOUR LEFT ABOUT 150FT ON THE
SOUTH/EAST END OF THE MILITARY FENCE LINE

THROUGH GATE 26A AND 26| STRAIGHT AHEAD TO THE FENCE NEXT TO THE
SUBURBAN CAB LOT ON THE SQUTH/EAST END QF THE MILITARY FENCE
LINE.

SOUTH BOUND BESSIE COLMAN LIMO LOT

ON THE F.1.8 RD BY RESCUE #3 UNDER THE 1 160 EXPRESS WAY

FROM TERMINAL #3 GO EAST JUST BEFORE THE BRAVO TAX!I BRIDGE
WALKING GATE (ATS LOCK) CONTROL BY THE ATS

FROM POST #10 FOLLOW THE ROAD TO YOUR LEFT AT STOP SIGH TURN
LEFT NEXT STOP TURN RIGHT FOLLOW THE RD. JUST BEFORE THE BRAVO
TAXI BRIDGE WALKING GATE (ATS LOCK) CONTROL BY THE ATS

FROM TERMINAL #3 GO EAST ON 190 FOLLOW THE FENCE JUST BEFORE
TERMINAL #5 NEXT TO THE ATS VOLTAGE HOUSE WALKING GATE (ATS
GATE) CONTROL BY THE ATS

PARKING LOT B PCt ACROSS FROM TERMINAL ONE

FROMPOST #10 TURN LEFT GO TQ END OF RD TURN LEFT TO FIRST 3TOP
TURNLEFT JUST BEFORE PIER #71 UNDER THE ATS TRACK

FROM THE AMC GO TO SPINE RD TURN LEFT TO GO TO THE FIRST 3TOPF
SIGN TURN LEFTINTO THE LOT (EAST CORNER OF LYNS CARGO
SOUTHEAST OF LYNS CARGO

FROM POST #11 TURN RIGHT FOLLOW THE FENCE JUST BEFORE THE LYNS
CARGO

ACROSS FROM POST 11 CPD NEW OFFICE



GATE & CODE LOCATION DESCRIPTION
#

31D AL NORTH OF GATE 31C CPD NEW OFFICE

3E AL WEST OF GATE 31C 8Y CPD NEW OFFICE

31F AL WEST OF GATE 31E BY CPD NEW OFFICE

32A M8 NEXT TO GATE #32 CONTROL BY ATS

328 ALAL  TERMINAL #5 RAMP M-21 BETWEEN TERMINAL #5 AND THE ATS TRACK
(WINDY CITY LOCK)

32¢ ALAL  TERMINAL #5 RAMP M-1 BETWEEN TERMINAL #5 AND THE ATS TRACK
(WINDY CITY LOCK)

320 ALIL  WEST OF GATE 32A CONTROL BY ATS

328 ALAL  WALKING GATE EAST END OF TERMINAL 5 CONTROL BY ATS

33 AL FROM THE AMC GO TO SPINE RD TURN LEET GQ NORTH JUST PASS THE
FIRST STOP FOLLOW THE RD TO ATS MAINTENANCE FACILITY CONTROL BY
THE ATS

33A AL SOUTH-EAST END OF THE PARKING LOT BY THE ATS MAINTENANCE
FACILITY

338 AL NEXT TO GATE #33A CONTROL BY ATS

33C AL NORTH-EAST END OF THE ATS MAINTENANCE FACILITY CONTROL BY ATS

330 AL NORTH END OF ATS BLD CONTROL BY ATS

33E AL SOUTHEAST END OF ATS BLD CONTROL BY ATS

34 Al FROM TERMINAL #5 LAND SIDE GO NORTH ON BESSIE COLEMAN DR TO THE
FIRST STOP LIGHT TURN RIGHT THE GATE WILL BE TO YOUR LEFT (THE
HELIPORT)

A AL WALKING GATE NEXT TO GATE # 34 AT THE HELIPORT

34B AL WALKING GATE NEXT TO GATE # 34 AT THE HELIPORT

35 AL NEXT TO GATE #34 (THE HELIPORT)

36 MS/L  SAME LOCATION OF GATES #34435 BY THE ATS TRACK FENCE LINE (ATS
EMERGENCY EXIT GATE) CONTRQL BY THE ATS

364 MS/IL  SAME LOCATION OF GATE #36 A FEW FEET NORTH (ATS LOCK) CONTROL BY
ATS

368 MS/IL  SAME LOCATION OF GATE #36A A FEW FEET NORTH (ATS LOCK) CONTROL
BY ATS

a7 AL FROM THE AMC TO MANNHEIM TURN LEFT TO LAWRENCE TURN RIGHT TO
SCOTT TURN LEFT ON SCOTT FOLLOW THE RD TO THE FIRST OPEN GATE

37A  ALFEA  THROUGH GATE #37 GO NORTH THE GATE AT YOUR RIGHT HAND

378  ALAL  NEXT TO GATE #37A ON SCOTT ST.

37¢  ALAL  THROUGH GATE #37B FOLLOW THE GRAVEL RD STRAIGHT TO THE END

370 ALAL  NEXT TO GATE #37C ON SCOTT 5T,

37E AL THROUGH GATE #37B FOLLOW THE GRAVEL RD TQ YOUR RIGHT GO TO THE
FENCE NEXT TO LIFT STATION BUILDING #901 ON SCOTT ST

37F  AL/FA  ON SCOTT ST NORTH OF GATE #37B

376 RL GO NORTH ON SCOTT ST FROM GATE #37F (THE WATER RECLAMATION
FRONT GATE)

37H AL NEXT TO GATE 37 ON 8COTT ST

37) AL NORTHEAST END OF WATER REGLAMATION BY THE RAIL RD TRACK

38 RL. FROM POST #10 TURN LEFT TO THE END Of THE RD TURN LEFT JUST
BEFORE THE STOP SIGN (RESCUE #3 EMERGENCY GATE QCC

CONTROLLED)

39 ML FROM THE AMC GO TQ MANNHEIM TURN LEFT GO NORTH TO RT.72 TURN
RIGHT AT RT.72 GO EAST TO THE WILLOW CREEK FITNESS CENTER TURN
RIGHT TO THE END OF THE RD. GATE WILL BE TO YOUR RIGHT HAND

39A ML NEXT TO GATE 39 ON ROSEMONT

398 ML NORTH ON MANNHEIM TO RT 72 TURN RIGHT GO EAST TO SCOTT §T TURN

RIGHT GO SOUTH TO NORWOOD TURN LEFT GO EAST TO RUBY TURN
RIGHT GO SQUTH 8Y THE CREEK TO THE RIGHT. THE SUB PUMP



GATE & CODE

LOCATION DESCRIPTION

#
280 ML/ NORTH ON MANNHEIM TO RT. 72 (HIGGING) GO EAST TO SCOTT 8T. TURN
RIGHT GOING SOUTH TO NORWOCOD TURN LEFT GO EAST TO RUBY 8T
TURN RIGHT TO THE END BY 5901 RUBY ST
38D MUAL  NEXT TO THE O'HARE TOLL WAY BOOTH ON | 190 WEST BOUND NEXT TO
THE TRACKS
JUST BEFORE THE MANNHEIM NORTH BOUND RAMP (MUST ENTER BY GATE
39C)
39€ ML/ NEXT TO GATE 380 BY THE O'HARE TOLL WAY BOOTH (MUST ENTER BY
GATE 39C)
40 AL CITY WAREHOUSE ON MANNHEIM AND IRVING PK.
40A AL EAST OF GATE 40 ON MANNHEIM AND IRVING PK
40B AL EAST OF GATE 40A ON MANNHEIM AND IRVING PK
A00 Al WALKING GATE ON IRVING PK AND MANMNHEIM
400 AL EAST OF 408 ON MANNHFEIM AND IRVING PK
44 AL THE F LOT THE ENTRANCE TO THE CITY POUND
41 A AL NEXT TO GATE 41 CITY FOUND
42 ALIST IN THE "E" LOT BY SECTION E8 SOUTHEAST OF THE FENCE BY THE ATS
TRACK CONTROL BY STANDARD PARKING
A2A ALIST INTHE "E" LOT SOUTHEAST OF THE FENCE CONTROL BY STANDAR PARKING
428 ALIST WALKING GATE ON MANNHEIM SOUTH BOUND AND ZEMKE
42C AL/ST NEXT TO 428 ON MANNHEIM SOUTH BOUND
420 ML SIOUTH OF 42C ON MANNMEIM SOUTH BOUND
Ke-1 ALIKS FROM POST ONE GO NORTH TO TOUMY TURN LEFT GO WEST JUST AFTER
THE RAIL ROAD TRACK AT YOUR RIGHT HAND CONTROL BY CFD
K9-2 ALK WEST OF GATE #K9-1 CONTROL BY CFD
KG-3 AL/KEG SAME LOCATION OF GATE #K8-2 CONTROL BY CPD
K5-4 AL/KS SAME LOCATION OF GATE #K9-28K5-3 CONTROL BY CFD
K9-5 ALKE SAME LOCATION OF GATE #K19-2, Ki-3&4K9-4 CONTROL BY CPD
Ke-B AL/KD FROM POST ONE GO SOUTH TURN LEFT AT STOP LIGHT GO EAST TG THE
FIRST ENTRANCE (THE RADIO SHOP)} TURNM LEFT AND THEN RIGHT
THREOUGH GATE #22 TO YOUR RIGHT HAND CONTROL BY CPD
BLULD 510 AL DEPARTMENT OF AVIATION ELEVATOR --- FROM POST #4A GO NORTH TQ
THE LYNXS CARGO EAST END RIGHT NEXT TO AIR CANADA CARGO
GATE CODE
ML = MEDECO LOCK AL = AMERICAN LOCHK 495
FA = FAALOCK K9 =CPD K9 HAS THE KEY
MS = MASTER LOCK RL = ROLLER GATE HAND CONTROL
FG = CFD RESCLE GATE W = WALKING GATE
MT = MULTIFLE LOCKS IL =INTERLQCKED
CG = CFD CRASH GATE RG = RAMP GATE
CR = CARD READER OR = AOR LOCK
ST = STANDAR PARKING MT = MILITARY
TELEPHONE NUMBERS
COMPANY NAME PHONE NO, COMPANY NAME PHONE NO
FAA 601-5675 LUFTHANSA G86-8725
AR FRANCE 686-8178 NSMJAWA £686-0077
FED EX 501-2020 UPS 686-6672
AOR 894-3628 LINHALL CONST 894-3828



GATE & CODE LOCATION DESCRIPTION
#

STAGING AREAS
AY MILITARY MAIN ENTRANCE RESCUE #4
B) POST NUMBER ONE ESCORT
C) MONTROSE/MANNHEIM BY THE FUEL PUMP
D) CARGO ROAD/RVING PARK 8Y THE POST OFFICE
E£) POST ELEVEN ACROSS FROM SIGNATURE BUILDING
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