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2.9 RESIDENCY REQUIREMENT 
 
All existing employees, except Department Heads, hired prior to May 1, 2005, must live within 
the following boundaries: Interstate 474 (north), Springfield Road (east), Townline Road (south), 
and Manito Blacktop north from Townline Road to the Illinois River (west).  
 
Department Heads, and all employees hired after May 1, 2005, shall reside within the corporate 
limits of the City of Pekin.  Residency requirements for employees covered under collective 
bargaining agreements shall be governed by those agreements.  Residency requirements for non-
union sworn police and fire personnel shall also be governed by the police and fire collective 
bargaining agreements. Employees hired after May 1, 2005, who do not reside in Pekin, may 
have up to twelve (12) months from their date of hire to establish residency. Exception to this 
policy may only be temporary, for personal hardship reasons, and must be authorized by the City 
Manager.  An employee who fails to meet this requirement shall be terminated.  Those 
employees hired prior to the adoption of this policy, and pursuant to a policy permitting 
residency outside the City limits, may retain that residence without penalty, provided that any 
relocation they may make during their employment shall only be into the City limits. 
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4.9   SICK PAY PLAN 
 
All Regular full-time employees, will earn 1 day per month (12 days per year) to a maximum 
accrual of 240 days, for the purpose of protecting them from loss of income due to their inability 
to work because of personal illness or injury, or the employee’s and/or immediate family 
member’s recuperation from illness or injury, or surgery. Immediate family members shall 
consist of mother, father, brother, sister, mother-in-law, father-in-law, child (adopted, biological 
or step), maternal and fraternal grandparents. Employees covered by collective bargaining 
agreements, should refer to the respective contract or written agreement language.  Accumulated 
sick leave will not be paid off when an employee changes from a benefit eligible classification 
status, or at any termination of employment. 
 
All sick leave absences, regardless of their expected length, must be communicated to the 
employee’s immediate supervisor as soon as known and possible to allow sufficient time to plan 
for the employee’s duties and responsibilities to be met during the employee’s absence.  
Employees are to inform their supervisor of their impending absence, the best estimate of the 
expected length of the absence, and the reason for the absence no later than the beginning of their 
scheduled shift.  Extenuating circumstances will be taken into consideration.   
 
Department heads may, at their discretion, require a physician’s certification of the need to take 
sick leave. and/or to return to work. A physician’s certification to return to work must be 
provided to the immediate supervisor if the employee is off 3 (three) or more days.  Failure to 
provide such certification may be the basis for denial of sick leave and the equivalent reduction 
in pay for the time absent from work. 
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6.6    PURCHASING CARD PROGRAM 
 
The purpose of the City’s Purchasing Card Program is to establish a more efficient, cost-
effective method of purchasing and paying for small dollar transactions. The program is 
designed, in part, to replace department purchase orders, and eliminate the use of petty cash fund 
reimbursements for small dollar purchases including office supplies, subscriptions, computer 
software and accessories, maintenance and repair materials, and other petty cash type items. 
 
Cardholder Use Only – The purchasing card may be used only by the employee to whom the 
card has been issued or employees who have been authorized to do so. The cardholder is 
responsible and accountable for all transactions that occur on his or her card. The cardholder 
may be held personally responsible for inappropriate charges. 
 
City Purchases Only – The purchasing card is to be used for City authorized purchases only.  
The purchasing card cannot be used for any personal use and any such use will require 
immediate reimbursement and may result in disciplinary action which may include 
dismissal.  Note: No disciplinary action will result when unauthorized purchases are 
inadvertently included on approved out-of-town travel expenses, however, immediate 
reimbursement is required. When unauthorized purchases are inadvertently included on 
approved out-of-town travel expenses, immediate reimbursement is required with 
explanation included. 
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6.8  COMPENSATORY TIME OFF (COMP TIME) 
 
Comp time for employees covered under collective bargaining agreements are governed by and 
described within the respective contracts.  Additionally, the City provides comp time for non-
exempt, non-union employees and for employees who are exempt from the overtime provisions 
of the Fair Labor Standards Act.  Regular full-time exempt employees may accrue up to forty 
(40) hours of comp time each calendar year.  Regular full-time non-exempt, non-union 
employees may accrue up to forty (40) hours at time and one-half (60 hours total).  Each 
individual employee is responsible for maintaining written accrual and utilization records on 
their time sheet in accordance with the terms of this policy. 
 
It is anticipated by the City that such comp time will be used for personal commitments, rest and 
recuperation after particularly heavy work loads or allow for additional time in conjunction with 
scheduled vacation time.  It is not to be used on Mondays and Fridays to extend the weekend or 
immediately before or after a holiday without department head or City Manager approval.  Such 
approval to be withheld only on a showing of undue hardship on departmental operations. 
 
Non-union employees shall not be compensated, either during or upon separation of employment 
from the City, for any accumulated but unused comp time. 
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Step 3:  The employee shall submit his or her complaint in writing to the City Manager 
Personnel Director.  A thorough investigation shall be completed and a conference shall 
be scheduled among the employee, his or her immediate supervisor and/or department 
head, and the City Manager.  A ruling on the matter will be delivered in writing to the 
employee within fourteen (14) calendar days following the conference, and the decision 
of the City Manager shall be final and binding.   
 
Time Limits:  A complaint may not be considered under the Procedure if the time elapsed 
between its occurrence and the initial discussion with the supervisor equals or exceeds 
thirty (30) calendar days. 
 
An employee wishing to appeal a decision rendered at any of the steps must do so within 
three (3) working days after notification of the decision.  Should three (3) working days 
pass without notification by the employee of his or her intentions to appeal, the matter 
shall be considered settled. 
 
In cases that require extensive investigation, time limits specified in the steps may be 
extended as mutually agreed by the parties, who will attempt in good faith to reach a 
decision as promptly as possible. 
 
Right of Employee to Proceed Directly to Step 2 or Step 3:  If the subject of an 
employee’s complaint concerns his or her immediate supervisor or department head, the 
employee may proceed directly to the next step of this procedure.   
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8.2 THEFT AND FRAUDULENT ACTIVITIES POLICY 
 
The purpose of this policy is to provide an effective and efficient means of reporting and 
handling suspected fraudulent acts involving the property or resources of the City.  Fraudulent 
transactions ordinarily involve a willful or deliberate action with the intent to obtain an 
unauthorized personal benefit for the party to the fraudulent transaction or for a third party.  
Fraudulent transactions may include but are not limited to:  misappropriation of City funds, theft 
of the City property, or falsification of records or reports. 
 
The City will not tolerate theft, waste, or abuse of funds, property, or other resources through 
fraudulent means. Employees should report suspected irregularities or possible fraudulent 
activities to the City Manager.  All reported allegations will be fully reviewed; substantiated 
fraudulent activities will be discussed with the City’s attorney and a decision whether or not to 
prosecute will be determined, unless covered by state statutes. 
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