
AGENDA 

REGULAR SESSION 

HIGHLAND AREA SENIOR CENTER 

187 WOODCREST DRIVE 

MONDAY, MAY 15, 2023 

7:00 PM 

 

NOTE:  This is an in person meeting.  However, anyone wishing to monitor the meeting via phone  

may do so by following the instructions on page 3 of this agenda.  
 

CALL TO ORDER / ROLL CALL / PLEDGE OF ALLEGIANCE: 

 

MINUTES: 

A. MOTION – Approve Minutes of May 1, 2023 Special Session (attached) 

B. MOTION – Approve Minutes of May 1, 2023 Regular Session (attached) 

 

PUBLIC FORUM: 

A. Citizens’ Requests and Comments: 

1. Finding Nemo Meet & Greet – Square Use Request – Hard Road Theatre Productions, Aimee 

Goodwin, Representative (attached) 

 

 

 

 

 

B. Requests of Council:    

 

C. Staff Reports:  

1. Discussion on Purchasing Policy 

 

NEW BUSINESS: 

A. MOTION – Approve Mayor’s Reappointment of George E. Jones to the Board of Police and Fire 

Commissioners (attached) 

 

B. MOTION – Approve Mayor’s Appointment of Thomas D. Friedrich to the Tree Commission (attached) 

 

C. MOTION – Approve Mayor’s Reappointment of Jill Lawson to the Telecommunications Advisory 

Commission (attached) 

 

D. MOTION – Approve Mayor’s Reappointment of Jeffrey Hebrank to the Liquor Control Commission 

(attached) 

 

E. MOTION – Approve Transfer of Grave in City Cemetery from Feuquay and Peregrin to Feuquay as Sole  

     Owner (attached) 

 

F. MOTION – Bill #23-46/RESOLUTION Authorizing Allocation of Hotel/Motel Tax Funding for 

Highland Jaycees – 2023 Schweizerfest (attached) 

 
 

Continued 

Anyone wishing to address the Council on any subject may do so at this time.  

Please come forward to the microphone. 
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G. MOTION – Bill #23-47/RESOLUTION Authorizing Allocation of Hotel/Motel Tax Funding for 

Highland Historical Society– Homestead Harvest Days (attached) 

 

H. MOTION – Bill #23-48/ORDINANCE Authorizing the Sale of City-Owned Surplus Real Estate,  

Specifically 1808 Olive Street, to WGO Investments, LLC (attached) 

 

I. MOTION – Bill #23-49/ORDINANCE Declaring Personal Property of the City Surplus and  

Authorizing its Sale and/or Disposal, Specifically one 1998 Pierce Fire 

Engine (attached) 

 

J. MOTION – Bill #23-50/RESOLUTION Waiving Normal & Customary Bidding Procedures and  

     Authorizing the Purchase of One 2023 Toyne Fire Engine from Dinges Fire  

     Company for $575,165.92 (attached) 

 

K. MOTION – Bill #23-51/RESOLUTION Waiving Normal & Customary Bidding Procedures and  

     Authorizing the Purchase of a New Systems Control and Data Acquisition  

     (SCADA) System from VIPower Services, LLC (attached) 

 

L. MOTION – Bill #23-52/ORDINANCE Amending City Code, Chapter 2 – Administration, Article IV. –  

     Department of Public Safety, Division 2. Emergency Medical Services and  

     Fire Department Divisions of the Fire Department (attached) 

 

M. MOTION – Bill #23-53/RESOLUTION Approving a Collective Bargaining Agreement with the  

     International Association of Firefighters (I.A.F.F.), Local #3672 (attached) 

 

REPORTS: 

A. MOTION – Accepting Expenditures Report #1242 for April 29 , 2023 through May 12, 2023 

(attached) 

 

EXECUTIVE SESSION: 

 The City Council will conduct an Executive Session pursuant to the Illinois Open Meetings Act, citing 

exemptions allowing such meeting as follows:  5 ILCS 120/2(c)(21) to discuss the approval of executive 

session minutes.   

 

ADJOURNMENT: 

 

 

 

 

 
Continued 
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BE ADVISED this is a public meeting conducted in accordance with Illinois state law and may be recorded for 
audio and video content.  City reserves the right to broadcast or re-broadcast the content of this meeting at 
City’s sole discretion.  City is not responsible for the content, video quality, or audio quality of any City meeting 
broadcast or re-broadcast. 
 
Directions for Public Monitoring of Highland City Council Meetings: 

In an effort to protect as many individuals as possible, including the leaders of our communities statewide, 
Governor J.B. Pritzker has issued a number of directives, one of which was to suspend the provisions of the 
Illinois Open Meetings Act (5 ILCS 120), requiring or relating to in-person attendance by members of a public 
body.  Specifically, (1) the requirement in 5 ILCS 120/2.01 that “members of a public body must be physically 
present;” and (2) the conditions in 5 ILCS 120/7 limiting when remote participation is permitted, are suspended.  
Public bodies are encouraged to postpone consideration of public business where possible.  When a meeting is 
necessary, public bodies are encouraged to provide video, audio, and/or telephonic access to their meetings to 
ensure members of the public may monitor the meeting, and to update their websites and social media feeds 
to keep the public fully apprised of any modifications to their meeting schedules or the format of their meetings 
due to COVID-19, as well as their activities relating to COVID-19.   

In following this directive, the City of Highland is providing the following phone number for use by citizens to 
call in just before the start of this meeting:   

618-882-5625 

Once connected, you will be prompted to enter a conference ID number.   

Conference ID #:  867900 

This will allow a member of the public to hear the city council meeting.   

Note:  This is for audio monitoring of the meeting, only.  Participants will not be able make comments.   

 
Anyone wishing to address the city council on any subject during the Public Forum portion of the meeting may 

submit their questions/comments in advance via email to lhediger@highlandil.gov   or, by using the citizens’ 

portal on the city’s website found here:  https://www.highlandil.gov/citizen_request_center_app/index.php.   

Any comments received prior to 3:00 PM on the day of the meeting, will be read into the record.   

Anyone requiring accommodations, provided for in the Americans with Disabilities Act 

(ADA), to attend this public meeting, please contact Breann Vazquez, ADA Coordinator, by 

9:00 AM on Monday, May 15, 2023. 

mailto:lhediger@highlandil.gov
https://www.highlandil.gov/citizen_request_center_app/index.php
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CHAPTER 1- INTRODUCTION 

 

 

A.  Introduction/Statement of Policy 

 

The purpose of this purchasing manual is to provide the City of Highland staff with guidelines and 

directions for the acquisition of goods and services.  When used with good judgment and common 

sense, the policies and procedures conveyed within will allow the City to obtain required supplies and 

services efficiently and economically.  City Council approval adopts this manual as City policy to 

replace Highland Municipal Code Section 2-416. 

 

The manual is divided into sections dealing with purchasing policies and procedures.  The policy 

sections contain all the purchasing policies reviewed and recommended by the City Manager and 

Director of Finance and adopted by the City Council which must be adhered to by City employees.  

The procedures sections provide a “how to” guide for processing purchase requisitions, purchase 

orders, travel authorization and expense reports and other procedures regarding payment processing.   

 

Employees are expected to read the policy manual and provide the Department of Finance with 

feedback regarding the policies and procedures contained within.  This manual is designed to be a fluid 

document and will be modified from time to time to conform with changes in legislation, technology 

and actual practice.  Although it may not answer every question related to purchasing practices, it does 

provide general guidelines for purchasing activities.  Employees who need help dealing with specific 

situations not covered by the manual should contact the Director of Finance for assistance.   

 

The City Manager, under the direction of the City Council, shall be the final authority with regards to 

enforcement of any of the provisions of this manual.  Failure to follow the procedures outlined in this 

manual may lead to disciplinary action in accordance with the provisions of the City of Highland 

Personnel Policy Manual.   
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CHAPTER 2 - PURCHASING POLICIES 

 

A. Code of Ethics 

 

All City personnel engaged in purchasing and related activities shall conduct business dealings in a 

manner above reproach in every respect.  Transactions relating to expenditure of public funds require 

the highest degree of public trust to protect the interests of the City and the residents of Highland.  City 

employees shall strive to: 

 

1. Ensure that public money is spent efficiently and effectively and in accordance with statutes, 

regulations, and City policies. 

 

2. Maintain confidentiality at all times. 

 

3. Not accept gifts or favors from current or potential suppliers which might compromise the integrity 

of their purchasing function. 

 

4. Specify generic descriptions of goods wherever possible in lieu of brand names when compiling 

specifications.  

 

5. Never allow purchase orders for identical goods or services to be split or variations to City Council 

approvals to be made in order to circumvent established policy.  

 

6. Purchase without favor or prejudice.  

 

7. Ensure that all potential suppliers are provided with adequate and identical information upon which 

to base their offer or quotation and that any subsequent information is made available to all 

bidders. 

 

8. Establish and maintain procedures to ensure that fair and equal consideration is given to each offer 

or quotation received and selection is based upon the lowest total cost compliant bid. 

 

9. Offer a prompt and courteous response to all inquiries from potential or existing suppliers. 

 

It shall be the responsibility of the City Manager to determine if a violation of this Code of Ethics has 

occurred and if disciplinary action is necessary in accordance with the City’s Personnel Manual. 

 

  

B. Gifts and Gratuities - City Guidelines for Accepting 

 

City personnel should be aware that offers of gratitude from vendors can be designed to compromise 

objective judgment in product or service selection.  Accordingly, it is City policy to observe the 

highest standards of ethics and to shield the employee, the City and the vendor from any suggestion or 

appearance of conflict of interest.  

 

No employee shall permit any influence by vendors which could conflict with the best interest of the 

City or prejudice the City's reputation.  Expenditures of City funds to vendors shall not by intention 

personally benefit any person officially connected with the City.  Employees shall strive to follow the 

following guidelines: 
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1. Tangible gifts or gratuities shall not be accepted where their value exceeds $100 per vendor 

annually.  Such gifts should be returned with a statement of City policy.  Promotional or 

advertising items of nominal value such as key chains, pens, coffee mugs, calendars and holiday 

candy are acceptable.  Gifts that are capable of being shared, such as a box of chocolates, shall be 

shared within the office or section where the recipient works. 

 

2. Association with vendor representatives at business meals or business organization meetings is 

occasionally necessary and is neither questionable nor unethical, provided the individual keeps 

himself/herself free of obligation.  

 

3. Personal loans of money or equipment are not to be accepted from a vendor or an individual 

associated with a vendor doing business with the City. 

 

4. Solicitation of vendors for merchandise or certificates to serve as door prizes or favors is normally 

prohibited.  However, exceptions may be approved by the City Manager. 

 

5. Corporate discounts granted to City employees are acceptable only if they are offered to all City 

employees and other corporate clients of the vendor. 

 

If in any doubt about the propriety of accepting a gift, the matter should be referred to the Department 

Director who will, if necessary, discuss the matter with the City Manager or his/her designee. 

 

C. Advanced Approval of City Purchases Required 

 

No employee shall purchase goods or services on behalf of the City without first seeking approval as 

required by this policy.  All purchases shall require advance approval of the appropriate Department 

Director and the City Manager in accordance with the guidelines described below: 

 

Dollar Limits   Required Approvals 

Under $1,500 Department Director or Supervisor if no Dept Director exists 

 

$1,501-$24,999 Department Director and City Manager 

 

$25,000 & Above  Dept. Director, City Manager and City Council 

 

Approval for purchases shall occur before the purchase is made.  At the discretion of the Department 

Director, approval levels for Supervisors may be increased to an amount not to exceed the Department 

Director’s authority.  In addition, the City Manager can delegate approval authority to a Department  

Director at their discretion in the event they are unavailable to approve purchases.
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CHAPTER 3 - COMPETITIVE QUOTES & EXCEPTIONS TO THE POLICY 

 

A. General Policy for Soliciting Quotes 

 

Employees are responsible for obtaining quotes for purchases of services and products in the instances 

outlined below. (Note below the Change in Dollar Limits when Possibly Doing Business with Person/s 

Connected with City.)  When submitting a purchase request prior to purchase, quotes shall be attached 

to a Purchase Request Form (see Exhibit on page 29) and returned to the appropriate department for a 

purchase order to be generated after signatures are obtained.  Requests submitted without the required 

quotes or a satisfactory explanation of why quotes were not obtained (e.g. sole source, emergency, 

standardized vendor etc.) will be returned to the originator without approval. 

 

Up to $1,500 Employees are encouraged to seek verbal quotes at least once a year. 

 

$1,501 - $4,999 Three verbal quotes must be obtained.  The quotes must be included on 

the Purchase Request Form.  Physical records regarding the dates, 

contacts, and quotes received shall be retained in the department’s files 

for auditing purposes. 

 

$5,000 - $24,999 Three written quotes.  The quotes must be listed on the Purchase Request 

form and copies of the quotes attached to it.  Hard copies shall also be 

retained in the department’s files for auditing purposes. 

 

$25,000 & Above Must be competitively bid in accordance with State law and City 

ordinances.  City Council approval is required for all contracts of this 

dollar amount. 

 

Supplies purchased more than once during a fiscal year (e.g. forms, copier supplies, etc.) do not need 

quotes every time a purchase is made.  However, competitive quotes for these items shall be sought at 

least once each year to ensure that vendors are competitive. 

 

Note: Change in Dollar Limits when Possibly Doing Business with Person/s Connected with City. 

 

Wherein the City could possibly be doing business with any City of Highland employee or any person 

appointed or elected to a City board or commission, the City Manager issues the following written 

policy outlining procedures for compliance with state law: 

 

 

Expenses $1,500 and over: Budgeted expenditures by the City for public purpose, wherein the 

expenditure is $1,500 or more and the City could possibly be doing 

business with any City employee or any person appointed or elected to a 

City board or commission shall require the Director to seek competitive 

sealed bids by legal advertisement in any newspaper of general 

circulation in an area of resource which will supply the need, and 

(mandatory) any local-published newspaper, at least 15 or more days 

prior to an established date on which no further bids shall be accepted.  

Bids received pursuant to such solicitation shall be opened and read at 

the date and time established for such opening. The expenditure shall be 

awarded to lowest responsible bidder, after approval of the City Council.    
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B. Joint Purchasing 

 

State of Illinois 

City employees are authorized to obtain goods and services using the State of Illinois Joint Purchasing 

program.  When available through the State program, it is not necessary for City employees to obtain 

quotes or to competitively bid the goods or services which are sought.  Employees shall be responsible, 

however, for ensuring that the goods or services are of a quality sufficient to meet the City’s needs and 

that pricing is competitive. 

 

When making purchases using the State’s assigned vendor, employees shall submit a purchase order to 

the vendor directly and shall include the State of Illinois contract number and the City’s assigned Joint 

Purchasing member I.D. number (L2590) on the purchase order.  This information should be included 

on the purchase order.  

 

Other Units of Government 

 

Employees are permitted to purchase items jointly with other units of government when the price of 

the goods or services sought is competitive and the quality meets the City’s standards.  Prior to 

initiating the transaction, employees shall seek the approval of the Director of Finance or designee.  

Questions regarding joint purchasing opportunities should be directed to the Director of Finance. 

 

C. Sole Source Purchases 

 

Contracts for parts, supplies or equipment that are available only from a single source are referred to as 

sole source purchases.  Sole source procurements may arise from the following circumstances: 

 

1. Equipment for which there is no comparable competitive product or is available only from one 

supplier 

 

2. Public utility services from natural or regulated monopolies 

 

3. A component or replacement part for which there is no commercially available substitute, and 

which can be obtained only from the manufacturer 

 

4. An item where compatibility is the overriding consideration, such as computer software 

5. A used item, for example, a television transmitter tower, that becomes immediately available and is 

subject to prior sale 

 

These items shall not be subject to requirements for seeking competitive quotes or bids.  However, 

purchases in excess of $25,000 shall be presented to the City Council prior to acquisition with a 

request to waive bids, approve the purchase and enter into a formal contract. 
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D. Emergency Purchases Policy 

 

Emergencies are defined as events that could not have been foreseen where immediate action is 

necessary to safeguard the public’s health and safety.  In the event of an emergency affecting the 

public health and safety, the City Manager or his/her designee may authorize a vendor to perform work 

necessary to resolve such emergency without formal bid solicitation.  Documentation of the emergency 

and the need for immediate action shall be presented to the City Council in a reasonable period of time 

following resolution of the crisis. 

 

The following procedures shall be followed in the event an emergency purchase order is needed: 

An emergency purchase order can be used authorizing a vendor to perform any and all work necessary 

only if the public health, safety, and services could be affected.  The Department Director will issue an 

emergency purchase order to the vendor.  If the emergency and the need for immediate action exceed 

$10,000, documentation shall be presented to the City Manager or his/her designee prior to such 

authorization.   

 

After the emergency has been resolved, the Department Director shall submit a purchase requisition 

for the goods purchased.  The department shall explain the need for the emergency purchase order and 

reference the purchase order number that was issued to the vendor. 

 

The Director of Finance or his/her designee will then add the requisition to the emergency purchase 

order. 

 

 

E. Competitive Bidding Exemption 

 

When, in the ordinary course of City business, no single purchase of, or individual contract for, 

specific types of supplies, materials or services exceeds $25,000, but the total dollar value of all 

purchases and/or contracts for said specific types of supplies, materials, or services during the City’s 

fiscal year does exceed said amount, said purchases may not be subject to the competitive bidding 

requirement and may not require the City Council to waive the competitive bidding requirement.  At 

his/her discretion, the City Manager shall determine whether these purchases require City Council 

approval of a waiver of bids.  Where a bid waiver is determined to not be necessary, said purchases 

shall still be subject to the requirements of Chapter 3, Section A of this manual concerning quote 

solicitation for purchases under $25,000.   

 

It is not the intent of this subsection to encourage the circumvention of the bidding requirements and, 

to the extent practicable, City staff is encouraged to rely upon the competitive bidding process.  Rather, 

the competitive bidding exemption provided by this section is intended to recognize and address those 

situations in which a competitive bidding requirement is not necessarily practicable, and can be 

eliminated without jeopardizing the City’s ability to obtain a low and competitive price from a 

qualified responsible contractor/vendor. 
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CHAPTER 4 - COMPETITIVE BIDDING & REQUESTS FOR PROFESSIONAL SERVICES 

 

A. When a Formal Bid Is Required 
 

All purchases of goods or services exceeding $25,000, except as noted in Chapter 3, Section E, shall be 

subject to the competitive bidding process, including a Notice of Municipal Letting for Council 

approval, and shall be let, by free and open competitive bidding after advertisement, to the lowest 

responsible bidder or any other bidder whom the City Council deems to be in the best interest of the 

City.   

 

With the exception of bids for capital projects handled through an engineering contract, all bids shall 

be issued using the City’s standard bid document as approved by the City Attorney. 

 

B. Preparing the Bid Document 

 

1. It is the responsibility of the respective departments to prepare the bid document.  When 

preparing the bid document, each department shall be responsible for obtaining a bid document 

number from the Executive Assistant and for ensuring that the most recent version of the bid 

document has been used. 

 

2. All bid documents must contain the following information: 

 

 Cover memo (includes signature line for City Manager approval) 

 Table of Contents 

 Notice to Bidders 

 General Terms, Conditions and Instructions 

 Specifications of the item/service 

 Bid Proposal Form 

 An appropriate sample contract (required if the bid is for goods, services, construction 

services, or goods and installation services) 

 All contractor certification forms (e.g. sexual harassment, tax compliance, contract 

execution) 

 

3. After the bid document has been prepared, it must be reviewed and approved by the applicable 

Department Director and City Manager. Then a “Notice of Municipal Letting” memo 

explaining the project and asking to go out for bids, including bids specs if possible, must be 

approved the City Council. 

 

4. The Department Director will be responsible for forwarding the legal notice to the newspaper 

for publication.  A legal notice of the bid must be placed in a newspaper with a general 

circulation in the City at least fifteen (15) days prior to the bid opening 

 

5. The Department Director will mail the approved document to prospective bidders.  Bid 

documents should not be mailed to bidders before the ad is placed in the newspaper.  This will 

help ensure that all prospective bidders have the same amount of time to complete the bid 

document. 
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C. Additional Requirements for the Bid Document 

 

1. Bid Bonds, etc -A bid bond, cashier’s check, certified check, or other approved security in an 

amount equal to 5% of the bid is required to guarantee the successful bidder will sign a contract in 

the following instances: 1) the bid is for a construction project, 2) any other bid for which the 

Director of Finance deems it necessary to protect the interest of the City. 

 

2. Performance Bond - When preparing the bid document, departments should consider whether to 

require contractors to provide a performance bond if awarded the contract.  In instances where the 

bid is for construction services or significant building improvements, it is customary to require the 

contractor to provide a performance bond.  A performance bond, issued by a surety company, 

stipulates a legal, written obligation to guarantee 100% payment for any financial loss caused by 

default of the contractor.  When assigned to the City of Highland, it grants an assurance as to the 

performance and successful completion of the terms of the contract and assures payment of the 

taxes, licenses or assessments associated with the contract.  The contractor shall provide the 

performance bond with the appropriate Labor and Material Bonds within ten (10) calendar days of 

award of the bid.  Bonds required to guarantee performance and payment for labor and material for 

the work shall be in a form acceptable to the City and shall provide that they shall not terminate on 

completion of the work, but shall be reduced to ten percent (10%) of the contract sum upon the 

date of final payment by the City for a period of one (1) year to cover a warranty and maintenance 

period which Contractor agrees shall apply to all material and workmanship for one (1) year from 

the date of issuance of the final payment by the City. 

 

3.  Insurance - Contractor agrees to provide and maintain certificates of insurance and endorsements 

evidencing the minimum insurance coverage and limits set forth below during the term of the 

contract.  Such policies shall be in force and from companies acceptable and satisfactory to the 

Owner to afford protection against all claims for damages to public or private property, and injuries 

to persons, arising out of and during the contract term.  A copy of the certificate of insurance and 

endorsement section of the insured’s policy shall name the City of Highland, its officers, agents, 

employees, representatives and assigns as additional insured.  The policy of insurance shall contain 

no provisions that invalidate the naming of the Owner as additional insured.  The insurance coverage 

and limits set forth below shall be deemed to be minimum coverage and shall not be construed in 

any way as a limitation on Contractor’s duty to carry adequate insurance or on Contractor’s liability 

for losses or damages under this Contract.  The minimum insurance coverage and limits that shall be 

maintained by the Contractor and his sub-contractors at all times while providing, performing, or 

completing the Work are as follows: 

 

A. Worker’s Compensation: The Contractor is required to carry, with a company authorized 

under the laws of the State of Illinois, a policy for protection against liability under the Worker’s 

Compensation and the Occupational Disease Statutes of the State of Illinois with limits of not 

less than $500,000 per claim.   

 

B. General Liability: The Contractor shall carry a comprehensive general umbrella liability 

policy for all operations with limits of not less than $1,000,000.00 each accident for bodily injury 

liability and not less than $1,000,000.00 each accident for property damage liability. 
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C. Professional Liability Insurance: The Contractor shall carry minimum of $500,000.00 

 

All such insurance must include an endorsement whereby the insurer agrees to notify the Owner at 

least 30 days prior to non-renewal, reduction, or cancellation.  The Contractor shall cease operations 

if the insurance is canceled or reduced below the required amount of coverage.  All costs for 

insurance as specified herein will not be paid for separately, but shall be considered as incidental to 

the Contract. 

 

4.    Additional Documents Required-The following forms must also be attached in order to be an 

acceptable: Hold Harmless and Indemnity Agreement, Certificate of Compliance with the Substance 

Abuse Prevention Program Certification, Certificate that the Contractor is not barred from Contracting   

with Unit of Local Government Because of Conviction of an Offense Related to Bidding, and a 

Certificate on Non-Delinquency of Tax. 

 

5.   Bid Submittal - All companies or individuals who wish to bid on a good or service must submit 

their bids in a sealed envelope before the deadline of the bid.  Upon receipt of a sealed bid, the City 

employee will initial and stamp the date and time of receipt on the outside of the envelope.  The 

sealed bid will be forwarded to the Finance Department.   

 

If bid documents are to be distributed at the City Hall, the front desk personnel must be supplied 

with at least 3 copies (or more depending on the number of bidders expected) of the bid document. 

 

6.   Pre-Bid Conference - If a pre-bid conference is conducted, departments should specify in the 

Notice to Bidders whether attendance is a mandatory condition of bidding.  At the pre-bid 

conference, the responsible department should ensure that all attendees sign a “sign-in” sheet to 

ensure compliance with this requirement of bidding.  Failure to attend a mandatory pre-bid 

conference shall disqualify a bidder from being awarded the contract unless, at the department’s 

discretion, bidders are allowed to not attend by signing a waiver.   

 

D. Bid Opening Procedures 

 

All sealed bids shall be publicly opened by the City Manager and/or Department Director or his / her 

designee at the time stated in the legal notice.  At least one other employee shall serve as a witness and 

tabulate the bid results.  All proposals shall be open to public inspection and a tabulation of all bids 

shall be available from the Department Director.  The following procedures must be completed prior to 

the bid opening: 

 

1. If the bid opening will be conducted at the City Hall, the originating department shall be 

responsible for reserving a conference room for the day and time.  This can be done by contacting 

the Executive Assistant.   

 

2. All bids must be received before the deadline on the day of the bid.  Each bid shall be marked with 

the initials of the City recipient and a date and time of receipt of the bid document.  City Hall front 

desk personnel should be notified of the time and place of the bid opening for that day and 

reminded that any bids received after the deadline for accepting bids should be labels “Not 

received in time” on the bid document and initialed and marked with the date and time of receipt. 
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3. A bid tabulation form must be completed.  The outline of the bid proposal form may be used to do 

this.  During the bid opening, both the person opening the bids and the person tabulating the bids 

must sign the bid tabulation sheet as witnesses. 

 

If bid security is required, it shall be forwarded to the Department Director immediately following the 

bid opening.  Procedures for depositing and returning bid security is described below in subsection E. 
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E. Post Bid Opening Requirements 

 

After the bid opening has taken place, the Department Director shall prepare a memorandum that 

explains the purpose of the bid, includes the names and addresses of the companies who submitted bids 

as well as the amount each company bid, and recommends which company should be awarded the bid.  

The recommendation should be based on the following: 

 

a) The ability, capacity, and skill of the bidder to perform the contract to provide the service required 

 

b) Whether the bidder can perform the contract or provide the service promptly, or within the time 

specified, without delay or interference 

 

c) The character, integrity, reputation, judgment, experience and efficiency of the bidder 

 

d) The quality of performance of previous contracts of services 

 

e) The previous and existing compliance by the bidder with laws and ordinance relating to the 

contract or service 

 

f) The sufficiency of the financial resources and ability of the bidder to perform the contract or 

provide the service 

 

g) The quality, availability, and adaptability of the supplies or contractual service to the particular use 

required 

 

h) The ability of the bidder to provide future maintenance and service for the use of the subject of the 

contract 

 

i) The number and scope of conditions attached to the bid 

 

j) Responsiveness to the exact requirements of the invitation to bid 

 

k) Ability to work cooperatively with the City and its administration 

 

m)  Past records of the bidder’s transactions with the City or with other entities as evidence of the 

bidder’s responsibility, character, integrity, reputation, judgment, experience, efficiency and 

cooperativeness. 

 

Once approved by the Department Director, their memo recommending award of bid should be given 

to the Executive Assistant in the City Manager’s Office by the Tuesday of the week preceding the 

week of the City Council meeting to be placed on the City Council’s agenda. 

 

With the exception of contracts let through an engineering contract, all bid files shall be maintained by 

the Department requesting the bid.  After the issuing department has prepared the City Council agenda 

item, the bid file shall be sent to the Executive Assistant along with the bid packages, original bid 

tabulation sheet, and all other documentation.  After Council approval, the bids will be stored in the 

Office of the Executive Assistant where they can be accessed when necessary (State law requires bid 

files be maintained for ten (10) years following the bid opening).  The signed contract will be 

forwarded to the Executive Assistant for safekeeping after it is received. 
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Signed contracts, certificates of insurance and performance bonds must be obtained from the contractor 

before work begins.  It is the responsibility of the applicable department to ensure that the City’s 

contract has been signed, and certificate of insurance and performance bond obtained before work 

begins. 

 

The Department Director associated with the bid shall be responsible for handling bid deposits.  If a 

bid deposit was required, it must be returned to all except the three (3) lowest responsive and 

responsible bidders on each contract within fourteen (14) calendar days after the opening of the bid and 

within 24 hours of when the award letter is mailed.  The bid deposit of the accepted bidder is to be 

returned only after acceptance by the City of satisfactory performance bond where such bond is 

required or completion of contract where no performance bond is required.  The remaining bid deposits 

of each contractor should be returned within fourteen (14) days after the City Council has awarded the 

contract. 

 

F. Waiver of Competitive Bidding – Sole Source 

 

The City Council, by a two-thirds vote of all the Councilpersons then holding office, may waive the 

bidding procedures and enter into a contract or agreement.  Requests for bid waivers shall be made 

only when goods or services are proprietary (i.e. sole source), where standardization is necessary or 

desirable (e.g. furniture), in emergencies as defined in this manual or when it is in the best interests of 

the City to do so.  In any instance, a statement justifying the need for a bid waiver shall be included in 

the department’s recommendation and accompany the memo for inclusion on the City Council’s 

agenda. 
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G. Requests for Professional Services 

 

Some contracts, by their nature, are not adapted to award by competitive bidding.  Examples include, 

but are not limited to, contracts for the services of individuals possessing a high degree of professional 

skill where the education, experience or character of the individual is a significant factor in 

determining their ability to meet the City’s needs.  These contracts generally result from a request for 

proposal (RFP) solicited from consultants for “Professional Services.”   

 

The City is required by the Local Government Professional Services Selection Act to follow specific 

procedures when hiring an architect, engineer or land surveyor.  The procedures must be followed 

unless 1) an emergency situation exists and an architect, engineer or land surveyor must be selected in 

an expeditious manner, or 2) when the cost of such services “is expected to be less than $25,000.”  If 

none of these conditions apply, the City must solicit proposals and adhere to the following 

requirements: 

 

1. Public Notice.  Permitting firms engaged in the lawful practice of their professions to annually file 

a statement of qualifications and performance data with the City.  The City must also 1) mail a 

notice requesting a statement of interest in the specific project to all firms who have a current 

statement of qualifications and performance data on file with the City and 2) place an 

advertisement in a local newspaper of general circulation throughout the City, requesting a 

statement of interest in the specific project and further requesting statements of qualifications and 

performance data from those firms which do not have such a statement on file with the City.  Such 

advertisement shall state the day, hour and place the statement of interest and the statements of 

qualifications and performance data shall be due. 

 

2. Selection Procedure.  The City then must evaluate the firms submitting letters of interest, taking 

into account qualifications, ability of professional personnel, past record and experience, 

performance data on file, willingness to meet time and budget requirements, location, workload of 

the firm and such other factors as the City may determine in writing are applicable.  The City may 

conduct discussions with and require public presentations by firms deemed to be the most qualified 

regarding their qualifications, approach to the project and ability to furnish the required services. 

 

3. On the basis of evaluations, discussions and presentations, the City shall select no fewer than three 

(3) firms which it determines to be the most qualified to provide services for the project and rank 

them in order of qualifications to provide services regarding the specific project.  The City shall 

then contact the firm ranked most preferred and attempt to negotiate a contract at a fair and 

reasonable compensation, taking into account the estimated value, scope, complexity, and 

professional nature of the services to be rendered.  If fewer than three (3) firms submit letters of 

interest and the City determines that one or both of those firms are so qualified, the City may 

proceed to negotiate a contract. 

 

4. Contract Negotiation.  The City shall prepare a written description of the scope of the proposed 

services to be used as a basis for negotiations and shall negotiate a contract with the highest 

qualified firm at compensation the City determines in writing to be fair and reasonable. In making 

this decision, the City shall take into account the estimated value, scope, complexity and 

professional nature of the services to be rendered. 

 

5. If the City is unable to negotiate a contract with the preferred firm, negotiations with that firm shall 

be terminated.  The City shall then begin negotiations with the firm which is next preferred.  If the 
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City is unable to negotiate a contract with that firm, negotiations with that firm shall be terminated.  

The City shall then begin negotiations with the firm which is next preferred. 

 

6. If the City is unable to negotiate a satisfactory contract with any of the selected firms, it shall re-

evaluate the architectural, engineering or land surveying services requested, including the 

estimated value, scope, and complexity and fee requirements.  The City shall then compile a 

second list of not less than three qualified firms and proceed in accordance with these procedures. 

 

If a contract is used other than the City’s standard contract, the following items should be included: 

indemnification, insurance, and venue.  This language can be obtained from the Director of Finance or 

the City Attorney. 

 

If, after reviewing these procedures, employees have questions regarding which services are exempt, 

they should contact the City Attorney for clarification. 
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 CHAPTER 5 - METHODS OF PAYMENT PROCESSING 

A. Regular Purchase Orders 

 

With the exception of purchases processed with a blanket purchase order (see description below), all 

purchases shall require the issuance of a regular purchase order to the vendor before an order for goods 

or services is filled.  No employee shall have the authority to purchase items on the City’s behalf 

without first entering a purchase requisition and obtaining the required approvals from supervisory 

staff or the City Council where applicable.  The City will not issue “confirming” purchase orders.  

Purchase orders will be required for all items purchased inside the City that exceed $1,000 individually 

or in aggregate.  Employees shall be responsible for planning for purchases exceeding $1,000 in 

advance, and should allow sufficient time to have a requisition processed and purchase order issued 

and mailed or faxed to the vendor.  With the exception of emergency purchase orders, the Department 

of Finance will not issue purchase order numbers in advance unless a requisition has been processed 

and has received the necessary approvals.  Receiving tickets will need to be turned in to the Finance 

Department as soon as possible after the item or items are received with the receiving date clearly 

marked. 

 

B. Change Orders To Regular Purchase Orders 

 

After a regular purchase order is issued to the vendor, it may become necessary to change it to include 

additional quantities, shipping costs, etc.  When this occurs, the employee who completed the original 

requisition shall process another requisition for the change order.  The employee shall note the 

original purchase order number for which the change is being made and explain briefly the need for 

the change.  Please note that change orders to original contracts of $10,000 or more require the prior 

approval of either the City Manager or City Council.  For more information, please refer to the 

financial policy on change orders included in this manual. 

 

C. Confirming Purchase Orders 
 

Except in the case of emergency purchase orders, the City will not issue confirming purchase orders to 

vendors.   

 

D. Prepayments 
 

The City will not pay for goods and services until the goods are received or the service is rendered. 

 

Exceptions: 

 

1. Deposits on certain jobs when approved by the Director of Finance. 

 

2. Memberships and books or periodicals. 

 

3. Payments to local, State, and Federal government entities. 

 

4. Service and maintenance contracts where necessary. 

 

5. Small orders (under $1,500.00) where the Department Director approves prepayment. 

 

6. Approval by the Director of Finance or City Manager. 
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E. Manual Checks 
 

Manual checks are interim checks issued to vendors as payments for goods delivered or services 

performed.  The checks are issued between normal accounts payable cycles when an emergency or 

other extenuating circumstance as determined by the Finance Department makes it impractical or 

unreasonable to process the payment following normal payment methods.  As the name implies, 

manual checks are labor intensive and time consuming to issue, therefore, their use as a method of 

payment shall be restricted to unique or special circumstances. 

 

All requests for manual checks must be processed by completing a purchase requisition form.  The 

completed form shall include the vendor’s name and address, the account number against which it is 

being charged, a description of the item purchased, and an explanation as to need for the check.  The 

form shall also include the signature of the applicable Department Director.  Completed forms shall be 

submitted to the Finance Department for approval.   

 

The Department of Finance will not issue manual checks in instances where reasonable means could 

have been taken to process the payment following normal payment methods.   

 

F. Petty Cash 

 

This policy sets forth procedures for the handling of petty cash monies at City Hall, Police Department, 

Electric Department, and the Korte Recreation Center.  It further establishes the procedures for 

reporting petty cash disbursements by department to the Department of Finance as well as 

reimbursements to each petty cash box.    Each location’s Department Director is responsible for 

seeing that the total number of receipts and cash equal the amounts detailed in Section 2b.  The Petty 

Cash box is subject to audit (Section 2h) and the Department Director will be accountable for any non-

compliance with this procedure or shortage of funds. 

 

All forms needed in order to effectively manage the petty cash process are referred to in the procedures 

section and are contained as Exhibits to this policy. 

 

The following policy and procedural guidelines have been established to promote a more efficient and 

accountable petty cash operation.  All departments within the City are responsible for abiding by this 

policy.  There are no exceptions. 

 

1. Petty Cash Disbursements to Employees 

 

a. Requests for petty cash may be made to the Office Manager at each location or Accounts 

Payable Clerk at City Hall. 

 

b. There is a $75 limit per petty cash request per employee per day.  Any amount above $75 must 

be submitted through the accounts payable process.  Reimbursable expenses under $75 incurred 

by an employee should be reimbursed from petty cash rather than through the accounts payable 

process. 

 

c. No one is allowed to take money from petty cash without a petty cash request form and a cash 

receipt which must be signed by the appropriate supervisor.  The petty cash request form must 

also be signed by the employee who will receive the money. 
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 If a petty cash request form is submitted without a receipt, the employee must bring back a 

receipt before they are reimbursed. If for some reason the employee did not obtain a receipt 

for submittal with the petty cash request form, supervisory approval MUST be noted on the 

petty cash receipt form. 

 

 All receipts must be original.  If desired, copies may be made and kept by each individual 

employee, but the original must be given to the respective person responsible for petty cash 

in each department. 

 

d. All petty cash request forms must contain the following information: 

 

 Date 

 

 Detailed description of the expenditure 

 

 Name of person(s) to receive money 

 

 Department 

 

 Receipt signed by the supervisor 

 

2. Reimbursing Each Petty Cash Box 

 

a. As stated above, the person responsible for the petty cash box is the Office Manager at City 

Hall.  They not only disburse petty cash to various employees, they must reconcile the petty 

cash box and request petty cash reimbursements by the payables deadline.  It is recommended 

that this be done on a bi-weekly basis, as needed. 

 

b. The maximum amount of petty cash allotted at City Hall is $400.  If this amount is not 

sufficient to meet the needs of the department, the Department Director can request an increase 

in the petty cash allotment.  This request must be approved by the Director of Finance. 

 

c. Petty Cash will be subject to periodic announced and unannounced audits to determine 

compliance with these procedures.  Any discrepancies with compliance or cash balance shall be 

immediately reported to the Director of Finance and a written report shall be provided with 

copies to the City Manager and Department Director. 

 

d. Any questions regarding these procedures may be directed to the Finance Department at City 

Hall. 

 

G. Credit Card Payments 

 

The City Council has provided each Department Director and various supervisory staff with a 

corporate credit card for use in making purchases. Each Cardholder is responsible for the security of 

the card and should not permit its use for means other than those permitted by this policy.  Credit card 

use shall be limited to the purchase of items under $1,000 (excluding payment of travel expenses) 

where a purchase order cannot be used (e.g. airline reservations, restaurants etc.).  Credit card 

purchases of $1,000 or more must be approved by the Finance Department or City Manager.  Credit 

cards shall not be used to circumvent the normal payment process.   
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As with all purchases made on the City’s behalf, goods purchased with a credit card are exempt from 

sales tax.  Therefore, employees shall provide the vendor with a sales tax exemption form in order to 

avoid being charged sales tax.   

 

Receipts for goods or services, or printout of orders placed on line, purchased with a credit card shall 

be obtained and submitted to accounts payable by the end of the billing cycle.  If a receipt is not issued, 

a packing slip may be provided to accounts payable.  Payment will not be made unless receipts (or an 

explanation as to why receipts are not available) are included with the credit card statement. It is not 

permitted to utilize the credit card for personal purchases at any time. 

 

The Finance Department shall maintain a list of the credit cards issued to each employee /department 

and shall request that they be returned prior to termination of employment.  Returned cards shall be 

forwarded to the Director of Finance or his/her designee and shall be canceled. 

 

H. Accounts Payable (purchases made without purchase orders) 

 

Purchase orders are the preferred method of payment for most City transactions.  However, in the 

following instances, payments will be made without purchase orders, after approval from the 

Department Director or Supervisor: 

 

1. Recurring monthly bills (i.e. phone bills, utility bills, etc) 

 

2. Credit Card Payments 

 

3. Reimbursements to City employees for expenses incurred 

 

The City will make every effort to pay invoices in a timely manner in order to receive any discounts 

available. 

 

I. Local Vendors 

 

Any items purchased from a local vendor may be charged to the City account with the vendor giving 

the employee a copy of the ticket for the item purchased (some places do not give tickets).   The 

employee will need to put an account number on the ticket, sign it clearly, and submit it to the 

Supervisor.  The Supervisor shall signify approval with initials, indicate account number, and submit it 

to the appropriate departmental payable processing staff or Finance Department.  Accounts Payable 

processing staff will match the tickets with the statement and set them up for payment. A listing of 

local vendors utilized can be obtained from the Finance Department. 
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CHAPTER 6 - MISCELLANEOUS PURCHASING POLICIES & GUIDELINES 

 

 

A. Change Order Policy 

 

State statute requires City Council approval of all change orders for $10,000 or more and for all 

change orders which, when combined with those previously approved, increase or reduce the 

contract price by more than $10,000.  The following financial policy is consistent with this 

statute. 

 

Change orders which increase or reduce the time for completion of the contract by more than 

30 days (regardless of the original contract price) require City Council approval. In these 

instances, departments shall follow the procedures for submitting change orders to the City 

Council outlined above. 

 

It shall be the responsibility of each Department Director to ensure that all change orders are 

submitted to the City Manager or City Council for approval.  In addition, Department Directors 

shall be responsible for monitoring all contract payouts and retainages and ensuring that the 

amount of the change order is correct. 

 

Changes to professional service contracts (e.g. engineering, architectural or land surveying work) shall 

be treated as contract amendments. 

 

PROCEDURES FOR SUBMITTING CHANGE ORDERS TO THE CITY COUNCIL 

 

Change orders requiring City Council approval shall be placed on the City Council’s agenda and shall 

be accompanied by a memorandum explaining the need for the contract revision.  If a change order for 

less than $10,000 is submitted to the City Council for approval, departments shall explain that City 

Council approval is necessary because the total value of all change orders exceeds $10,000. 

 

Change orders shall be numbered sequentially and shall bear the signature of the Department Director.  

In instances where a final balancing change order (regardless of the amount) reduces the contract price, 

departments shall instruct Finance to close out the remaining encumbered funds. 

 

In special circumstances, a change order requiring City Council approval may be authorized by the 

City Manager or his/her designee prior to being placed on the City Council agenda.  After receiving 

authorization, however, the department, following the requirements outlined above, shall have the 

change order placed on the City Council’s agenda for the following meeting. 

 

B. Fixed Asset Policy  

 

A fixed asset policy is herein established to insure compliance with governmental financial reporting 

standards and to safeguard City assets. 

 

Fixed assets shall include land, buildings, machinery, equipment and vehicles with a life expectancy of 

one year or more.  To be included in this definition, the capitalization threshold of the asset or 

minimum value of the asset at the time of acquisition is established at $15,000.   
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Responsibility for control of fixed assets rests with the operating department wherein the asset is 

located.  The Director of Finance shall ensure that such control is being maintained by establishing a 

fixed asset inventory that is updated on a regular basis and which documents all additions and deletions 

to the fixed asset inventory.  Operating departments shall report the disposal or relocation of a fixed 

asset promptly to the Director of Finance or his/her designee.  Assets acquired during the year shall be 

recorded as an expenditure against the appropriate capital expenditure account.  In the Comprehensive 

Annual Financial Report, these expenses are depreciated over the useful life of the asset. 

 

Assets shall be recorded in the fixed asset inventory by using an appropriate description and by 

recording or serial numbers where applicable.  Tagging of all assets will not be required.  Assets not 

capitalized under this policy but which, in the opinion of the Director of Finance may, in the aggregate, 

account for a substantial asset group, shall be inventoried by the appropriate operating department by a 

means or system suitable for maintaining control of the assets.  The Director of Finance shall 

determine the appropriate means or system to be used in these situations. 

 

C. Disposal of City Property 

 

City property of value may not be sold or traded without prior approval of the City Council.  

 

If the item has value, notify the Finance Department and the Director of Human Resources to 

determine if the item needs to be removed from the City’s records. Include information identifying the 

equipment to be disposed, the name of the manufacturer, model number, serial number, and an 

estimate of salvage value if applicable.  The Finance Department is authorized to transfer usable 

surplus materials to another department requesting such materials, or to approve disposal of the 

property where appropriate.  The Department Director shall have the Executive Assistant prepare an 

ordinance for the City Council agenda recommending disposal of the property.   

 

In instances where City property no longer has value, departments may dispose of the property without 

City Council approval.  However, the Finance Department and the Director of Human Resources need 

to be notified to determine if the item needs to be removed from the City’s records. Include 

information identifying the equipment to be disposed, the name of the manufacturer, model number, 

serial number. 

 

D. Purchases Near the End of the Fiscal Year 

 

When purchases are made near the end of the fiscal year (i.e. April 30), departments shall be 

responsible for ensuring that they are expensed (i.e. charged) against the fiscal year in which they were 

received.  The date goods are received or services are performed determines which fiscal year they are 

expensed against.  Consequently, goods and services will be expensed in the current fiscal year only if 

they are received or performed by April 30th.  This is true regardless of when the purchase requisition 

is processed or the purchase order is issued.  Items not received by April 30 will be expensed in the 

next fiscal year. 

 

The Finance Department shall issue a reminder notice regarding year end purchases to all departments 

each year in April. 
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E. Use of Sales Tax Exemption Number 

 

1. Use by Employees 

 

City purchases are not subject to sales tax; therefore, employees shall make efforts to inform vendors 

of the City’s tax exempt status and to ensure that sales tax is not paid for purchases made with petty 

cash or credit cards.  Sales tax exemption forms may be obtained from the Accounts Payable Clerk in 

the Finance Department. 

 

Use of the City’s sales tax exemption number is restricted to purchases made on behalf of the City.  

State law prohibits use of the City’s sales tax exemption number to secure exemptions for personal 

reasons and such use will subject the responsible individual and all guilty parties to a fine of not more 

than $10,000 or to imprisonment for not more than five years or both, together with costs of 

prosecutions. 

 

2. Use by Outside Contractors or Vendors 

 

The Illinois Department of Revenue regulations allow contractors to use the City’s sales tax 

exemption number to purchase materials used in construction of public improvements which will be 

eventually dedicated to the City.  Use of the exemption number is limited to purchases directly related 

to work being done on behalf of the City.  Contractors are responsible for any tax due on purchases 

determined to be non-exempt and for purchases not made on the City’s behalf. 

 

Requests by contractors for the City’s sales tax exemption number shall be forwarded to the Director 

of Finance or his/her designee.  The City will provide a letter of explanation regarding the correct use 

of the City’s tax exempt number along with a sales tax exemption certificate.  It is the responsibility 

of the contractor to properly account for the use of the City’s tax exemption number.  The City of 

Highland reserves the right to audit purchases to assure compliance with the terms and conditions 

governing use in accordance with Illinois law. 
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CHAPTER 7 – TRAVEL POLICIES & GUIDELINES 

 

 

A. Travel Policy 

 

Travel can play an important role in accomplishing the City's mission to provide superior and 

responsive governmental services to the people of Highland. Travel is authorized only for items related 

to an employee’s work duties.  When conducting business on behalf of the City, employees are 

expected to use good quality services and accommodations appropriate for the business to be 

conducted.  Good judgment and ethical practices on the part of each traveler remain the most important 

factors in controlling travel expenses.  The City of Highland will adhere to all requirements listed in 

the Local Government Travel Expense Control Act (PA 99-0604).  

 

Each Department Director is responsible for obtaining travel authorization.  Travel authorization is a 

two part process including: 1) authorization of all overnight travel in advance; and 2) expense 

reporting following completion of the trip.  Authorization of travel expense reports is more than a 

formality.  It indicates that expenses submitted have been reviewed and have been found to comply 

with City regulations regarding travel and authorized business expenses.  

 

All City personnel traveling or incurring business expenses on behalf of the City, and those responsible 

for the approval of these expenses, are expected to use these measures to assist in maintaining control 

over travel expenditures.  The policies detailed here apply to all funds under City control and are 

superseded only in those instances where funding agencies apply specific and more restrictive rules 

and rates.  

 

B. Travel Authorization 

 

It is City policy that all travel that requires an overnight stay or is estimated to cost over $500.00 must 

be approved in advance by the employee’s Department Director and City Manager.  Requests for travel 

authorization shall be submitted using the City’s Travel Authorization Form (see Exhibit on page 30) 

before any travel arrangements have been made.  Travel costs (not including conference registration 

fees) that are in excess of $2,500 per traveler or for any travel by a board member must be approved by 

the City Council in a roll call vote before the travel arrangements can be completed. 

 

C. Travel Arrangements  

 

To reduce travel costs, City employees are encouraged to seek multiple quotes from an on-line travel 

service (i.e. www.travelocity.com, or www.expedia.com, when purchasing air travel and reserving cars 

and hotel rooms.  Whenever possible, travel should be arranged using the least expensive means 

possible.  Employees should use good judgment when determining logical routes for arriving at the 

intended destination. Remember to get quotes for all airports within 30 miles of your destination. 

Provide a print out of the on-line reservation options, highlighting the itinerary selected.  If the least 

expensive location / schedule is not selected, include an explanation. 

 

 

 

 

 

 

http://www.travelocity.com/
http://www.expedia.com/
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D. Air Travel  

 

Employees are required to request flights according to approximate arrival and departure time, rather 

than by specific carrier or flight number, in order to obtain the lowest available fare with logical 

routing for all trips. In general, lowest available fare is defined as the least costly fare available at the 

time of ticketing, and may include one stopover or connecting flight. In order to take advantage of 

available discounted fares, travelers are requested to make reasonable adjustments in their travel plans.  

 

Employees should make air travel arrangements as far in advance as possible to take advantage of 

special fare savings.  Travelers should be aware that some discounts have travel restrictions and 

cancellation penalties, and therefore good business judgment should be exercised.  

 

All air travel at City expense must be by coach. 

 

E. Ground Transportation  

 

It is expected that employees use the most effective ground transportation available, considering cost, 

time, availability, and scheduling.   

 

The cost of public transportation is reimbursable and requires a receipt.  

 

 a. Taxi and Airport Transportation 

 

Whenever practical, airport or hotel ground transportation should be the preferred method of 

transportation to hotels or meeting sites.  The most economical option should be used for 

ground transportation and a receipt is required for reimbursement of these expenses. 

 

 b. Rental Passenger Automobiles 

 

Rental automobiles may be used as necessary but must be approved in advance by the 

Department Director.  Receipts are required for reimbursement of all expense related to rental 

automobile use.  Rental cars should be limited to standard size passenger cars. 

 

 c. Personal Vehicles 

 

Expenses of travel by automobile are reimbursable at the IRS authorized rate.  The mileage 

reimbursement allowance covers all automobile related costs; gasoline, insurance, maintenance 

etc.  Toll charges and parking fees when supported by receipts, are reimbursable in addition to 

mileage allowance. The total personal automobile expenses shall not exceed the lowest 

available air fare. 

 

Employees using personal vehicles on City business must have adequate automobile insurance 

coverage.   The City’s insurance does not cover use of personal vehicles. 
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F. Meals  

 

The per diem allowance for meals including taxes and tips while on City business shall not exceed the 

Internal Revenue Service (IRS) standard allowance for the locality (See the Finance Department for 

the current allowances).  If the destination is not included in the IRS list, the standard meal allowance 

for the nearest city shall apply.  Meal expenses exceeding the standard allowance are the responsibility 

of the employee.   

 

When traveling on City business, employees should select restaurants which are reasonably priced for 

the locality.  In addition, employees shall be aware that the City will not pay for alcoholic beverages 

consumed with meals and that receipts are required for meals purchased during the course of the 

business trip. 

 

Per Diem allowances for partial days traveled shall be based on the per meal allowances outlined 

below.  These allowances shall also apply to employees attending in-state seminars and conferences 

not requiring an overnight stay.  In either event, employees will not receive a per diem allowance but 

will be reimbursed for meals not included in the registration costs.  The following limits shall apply to 

meals purchased while conducting City business: 

 

a. Breakfast 

Breakfast will be allowed whenever the incurred travel begins earlier than a normal breakfast 

(or concludes following breakfast) and no meal is served at the seminar or conference.   

 

b. Lunch 

Lunch will be reimbursed provided that the trip begins before the lunch hour (or concludes 

following the normal lunch hour) and lunch is not included as part of the conference or 

seminar.   

 

c. Dinner 

Dinner will be reimbursed when the employee is away from the City for the evening meal or 

does not return until after the normal dinner hour and no meal was provided as part of the 

conference or seminar.  The per meal allowance for dinner shall be the balance of the IRS per 

diem allowance for the locality.   

 

G. Hotels  

 

Travel necessitating overnight lodging is discouraged, however, an employee when traveling for City 

business and requiring overnight lodging should secure lodging no more or less than his or her home 

environment.  Lodging which equals a medium priced "chain-type" motel is acceptable.  Blocks of 

rooms at or near a conference site, set aside for conference participants, are likewise acceptable 

lodging. 
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H. Non-Allowable Expenses 

 

The City's policy is to reimburse its employees for all reasonable and necessary expenses incurred 

while transacting the affairs of the City. However, the City will not reimburse for the following items, 

considered to be personal in nature, while traveling for City business (all items may not be specifically 

listed): 

1. Cleaning, pressing, and laundry; 

2. Personal entertainment including movies, theatre tickets, videos or pay per view services in a 

hotel room, magazines, sightseeing fares, etc; 

3. Airline and other trip insurance;  

4. Beautician, barber, manicurist and shoe shine;  

5. Personal telephone calls except to report changes in schedule; 

6. Repairs on personal automobiles damaged while on company business;  

7. Traffic violations and court costs; 

8. Membership fees in airline clubs. 

9.   Family members traveling with employee. 

10. Additional expenses related to personal travel. 

11. Meals or lodging at a friend or relative’s home. 

 

I. Approved Forms of Payment  

 

Payments will not be made unless the Travel Authorization / Expense Reimbursement Form has been 

approved by the Department Director and City Manager and submitted to the Finance Department. 

 

Employees that have City issued credit cards may use them to pay for travel related expenses.  

However, employees shall still be responsible for submitting a completed Travel Authorization / 

Expense Reimbursement Form for approval before the travel purchases have been made and providing 

a completed form with accompanying receipts to the Finance Department upon return. 

 

J. Advances  

 

Travel advances may be issued to employees to cover travel expenses that cannot be paid for by credit 

card. The advance will be established at an amount that is reasonable.  All travel advances are issued 

and maintained subject to timely reporting of all travel expenses.  A travel advance will be issued upon 

receipt of a Travel Authorization / Expense Reimbursement Form containing the following 

information:  

 

1. Name, title and department of employee receiving the travel advance 

 

2. Account number the expenses will be charged to 

 

3. Purpose of the trip / Destination 

 

4. Beginning and ending dates of the trip 

 

5. Estimate of all expenses including registration, transportation, meals, lodging, and 

miscellaneous expenses including items paid directly 

 

6. Required signatures authorizing the expense 
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Credit cards are the preferred payment method during travel. (Receipts must be kept and attached to 

the Expense Report.  However, cash advance requests require the signature of the applicable 

Department Director and/or City Manager.  Travel advance forms must be completed and submitted to 

the Department of Finance at least twenty-five (25) days before the date needed, if possible.  

Employees are responsible for ensuring that the completed travel advance form is received by the 

Finance Department prior to the accounts payable deadline for the date the funds will be needed. 

 

Travel advances must be settled within seven (7) days after completion of the travel.  A travel advance 

will not be issued if any prior advance is outstanding.   

 

K. Expense Reporting  

 

The Travel Authorization / Expense Reimbursement Form should then be completed  in accordance 

with the instructions noted on the form.  Travelers should provide as much detailed information of all 

expenses on the statement as possible including the cost of registration, books, meals, hotel, airfare, 

etc. how it was paid -  whether it was paid directly to a vendor (e.g. registration fees) or by credit card 

(e.g. hotel bill).  Original receipts must be included. 

A copy of the Travel Authorization / Expense Reimbursement Form should be completed, showing the 

Post-Trip Actual Expenses and completing the bottom portion of the form, including required 

signatures.  This form, along with any unused travel advance money, should be turned in to the 

Finance Department within 7 days of completion of the business trip, 

 

 

 

 

NOTES:  

 

Questions regarding any aspect of this policy shall be directed to the Finance Department. 

 

Any deviations not discussed in these regulations must be approved by the City Manager.   
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PURCHASE REQUEST 
 

 

 

Item             Date       
 

Department         Employee         
 

Account Number          
 

 

 

Company Address Quote 

 

1.)                          

 

2.)                          

 

3.)                          

   

 

 

Company recommended for purchase           
 

If low quote is not recommended, please explain         

 

              

 

 

Approved 

 

Disapproved 

 

 

 

Department Director signature          
 

 

 

City Manager signature           
 

 

 

Attach written quotes if request is $5,000 - $24,999.  $25,000 and above requires competitive bids. (See 

purchasing policy) 
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City of Highland 

Travel Authorization Form / Expense Reimbursement Form 
 

Employee: __________________________________Dept. / Div._________________________ 

 

Reason/Destination_____________________________________Account # ________________ 

 

Dates of Travel:______________________________Transportation Mode:_________________ 

 

   Pre-Trip Estimated Expenses   Post-Trip Actual Expenses 

 

Registration:  ________________________  _______________________ 

 

Transportation: ________________________  _______________________ 

 

Meals:   ________________________  _______________________ 

 

Lodging:  ________________________  _______________________ 

 

Other:   ________________________  _______________________ 

 

Total:   ________________________  _______________________ 

Is a cash advance for expenses required?  If yes, enter amount: _______________________ 

Council Approval Required?   If yes, attach approval documentation          

Dept Director Signature_______________________________  Date_______________ 

 

City Manager Signature ______________________________  Date_______________ 

 
 

(To be completed after the Trip) 

Upon return, a receipt is required for all expenses paid for by the City of Highland. A receipt is 

also required for reimbursement of eligible expenses to the employee. In the case of per diem 

meal allowances, a copy of the meeting agenda is required.  

 

Total Actual Expenses   _____________ 

 

Amount Advanced:    _____________ 

 

Paid by City of Highland   _____________ 

 

Amount Owed To City / Employee  _____________ 

 

Employee Signature ____________________________________ Date____________ 

 

Director / City Manager___________________________________ Date____________ 

Travel requiring an overnight stay or is estimated to cost over $500.00, including registration, 

must be approved in advance by Department Director and City Manager.  Travel costs (not 

including registration) over $2,500 must be submitted to the City Council for approval. 
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RESOLUTION NO.     

 

A RESOLUTION AUTHORIZING  

ALLOCATION OF HOTEL / MOTEL TAX FUNDING 

Highland Jaycees – 2023 Schweizerfest 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-home 

rule municipality duly established, existing and operating in accordance with the provisions of 

the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

 

WHEREAS, City has determined applicants for hotel / motel tax funding shall fill out an 

application to determine whether the funding request may be granted according to  

65 ILCS 5/8-3-14, which reads, in pertinent part: 

 

The amounts collected by any municipality pursuant to this Section shall be expended by the 

municipality solely to promote tourism and conventions within that municipality or otherwise to 

attract nonresident overnight visitors to the municipality 

 

See 65 ILCS 5/8-3-14; and 

 

WHEREAS, City has determined the applicant has submitted a “Hotel / Motel Tax Funding 

Application” (See Exhibit A); and  

 

WHEREAS, City has determined the applicant has requested funds for tourism and/or  

conventions and/or overnight visitors to City, and the applicant’s request for funds may be 

permitted pursuant to the spirit of 65 ILCS 5/8-3-14 (See Exhibit A); and 

 

WHEREAS, the City Council finds that the City Manager should be authorized and directed, on 

behalf of the City of Highland, to execute whatever documents are necessary to allocate hotel / 

motel tax funds to the applicant pursuant to the “Hotel / Motel Tax Funding Application” (See 

Exhibit A). 

 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland, 

Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City  

  Council of the City of Highland, Illinois. 

 

Section 2. The “Hotel / Motel Tax Funding Application” (See Exhibit A) is  

  approved. 

 

Section 3. The City Manager is directed and authorized, on behalf of the City of  

  Highland, to execute whatever documents are necessary to allocate hotel /  

  motel funds to applicant pursuant to applicant’s “Hotel / Motel Tax  

  Funding Application” (See Exhibit A). 
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Section 4. This Resolution shall be known as Resolution No.    and shall be  

  effective upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and 

deposited and filed in the Office of the City Clerk, on the   day of   , 2023, the 

vote being taken by ayes and noes, and entered upon the legislative records, as follows: 

 

 

AYES:   

 

NOES:   

 

 

     APPROVED: 

 

 

 

             

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 
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RESOLUTION NO.     

 

A RESOLUTION AUTHORIZING  

ALLOCATION OF HOTEL / MOTEL TAX FUNDING 

Highland Historical Society – 2023 Homestead Harvest Days 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-home 

rule municipality duly established, existing and operating in accordance with the provisions of 

the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

 

WHEREAS, City has determined applicants for hotel / motel tax funding shall fill out an 

application to determine whether the funding request may be granted according to  

65 ILCS 5/8-3-14, which reads, in pertinent part: 

 

The amounts collected by any municipality pursuant to this Section shall be expended by the 

municipality solely to promote tourism and conventions within that municipality or otherwise to 

attract nonresident overnight visitors to the municipality 

 

See 65 ILCS 5/8-3-14; and 

 

WHEREAS, City has determined the applicant has submitted a “Hotel / Motel Tax Funding 

Application” (See Exhibit A); and  

 

WHEREAS, City has determined the applicant has requested funds for tourism and/or  

conventions and/or overnight visitors to City, and the applicant’s request for funds may be 

permitted pursuant to the spirit of 65 ILCS 5/8-3-14 (See Exhibit A); and 

 

WHEREAS, the City Council finds that the City Manager should be authorized and directed, on 

behalf of the City of Highland, to execute whatever documents are necessary to allocate hotel / 

motel tax funds to the applicant pursuant to the “Hotel / Motel Tax Funding Application” (See 

Exhibit A). 

 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland, 

Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City  

  Council of the City of Highland, Illinois. 

 

Section 2. The “Hotel / Motel Tax Funding Application” (See Exhibit A) is  

  approved. 

 

Section 3. The City Manager is directed and authorized, on behalf of the City of  

  Highland, to execute whatever documents are necessary to allocate hotel /  

  motel funds to applicant pursuant to applicant’s “Hotel / Motel Tax  

  Funding Application” (See Exhibit A). 
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Section 4. This Resolution shall be known as Resolution No.    and shall be  

  effective upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and deposited 

and filed in the Office of the City Clerk, on the   day of  , 2023, the vote being taken by 

ayes and noes, and entered upon the legislative records, as follows: 

 

 

AYES:   

 

NOES:   

 

     APPROVED: 

 

 

             

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

ATTEST: 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 
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ORDINANCE NO.     
 

ORDINANCE AUTHORIZING THE SALE OF CITY OWNED 

SURPLUS REAL ESTATE, SPECIFICALLY 1808 OLIVE STREET, 

TO WGO INVESTMENTS LLC, PURSUANT TO CONTRACT AS ATTACHED 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-

home rule municipality duly established, existing and operating in accordance with the provisions 

of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

WHEREAS, City has the authority, pursuant to 65 ILCS 5/2-2-12, to contract and be 

contracted with; and 

WHEREAS, City has the authority to sell surplus real estate pursuant to 65 ILCS 5/11-76-

2: 

65 ILCS 5/11-76-2 

Sec. 11-76-2. An ordinance directing a sale, or a lease of real estate for any term in excess 

of 20 years, shall specify the location of the real estate, the use thereof, and such conditions 

with respect to further use of the real estate as the corporate authorities may deem necessary 

and desirable to the public interest. Before the corporate authorities of a city or village 

make a sale, by virtue of such an ordinance, notice of the proposal to sell shall be published 

once each week for 3 successive weeks in a daily or weekly paper published in the city or 

village, or if there is none, then in some paper published in the county in which the city or 

village is located. The first publication shall be not less than 30 days before the day 

provided in the notice for the opening of bids for the real estate. The notice shall contain 

an accurate description of the property, state the purpose for which it is used and at what 

meeting the bids will be considered and opened, and shall advertise for bids therefor. All 

such bids shall be opened only at a regular meeting of the corporate authorities. The 

corporate authorities may accept the high bid or any other bid determined to be in the best 

interest of the city or village by a vote of 3/4 of the corporate authorities then holding 

office, but by a majority vote of those holding office, they may reject any and all bids. 

and; 

WHEREAS, by a previously passed Ordinance, according to 65 ILCS 5/11-76-2, City 

declared City owned property surplus, more particularly described as: 

 

a. PPN#  01-2-24-05-16-403-028; 

b. Address:  1808 Olive Street, Highland, IL  62249; 

c. Legal Description:  Zolk Suppiger Arduesers Add Lot 8 50 X 141; 

 

(hereinafter “Property”); and 
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WHEREAS, City has determined the requirements of 65 ILCS 5/11-76-2 have been met as 

follows: 

1. Location of the Property:  1808 Olive Street, Highland, IL  62249; 

 

2. Use of the Property:  vacant lot; 

 

3. Further use of the Property:  Residential; City requires purchaser to comply with all 

zoning and City Code requirements; 

 

 

4. Notice of the sale of the Property:   

 

Publication:  Pioneer Newspaper: 

a. On or about August 17, 2022 

b. On or about August 24, 2022; 

c. On or about August 31, 2022; 

 

5. Opening of the bids:  bids were opened on September 19, 2022; no bids were received 

at that time; 

 

6. Subsequent bids:  City received a bid of $5,000.00 from WGO Investments, LLC. 

and 

WHEREAS, according to 65 ILCS 5/11-76-2, City complied with all notice and bidding 

requirements, and City is authorized to accept subsequent bids for consideration by the City 

Council; and 

WHEREAS, City has determined it to be in the best interest of public health, safety, general 

welfare and economic welfare to sell the Property for $5,000.00 to WGO Investments LLC 

pursuant to the terms of the signed contract attached hereto as Exhibit A; and 

WHEREAS, City has determined it to be in the best interest of public health, safety, general 

welfare and economic welfare to authorize the City Manager and/or Mayor to execute any 

documents necessary to complete the sale of the Property for $5,000.00 to WGO Investments LLC. 
 

 NOW, THEREFORE, BE IT ORDAINED, by the City Council of the City of 

Highland as follows: 

Section 1.  The foregoing recitals are incorporated herein as findings of the City Council 

of the City of Highland, Illinois. 

 

Section 2.  City has determined it to be in the best interest of public health, safety, general 

welfare and economic welfare to sell the Property for $5,000.00 to WGO Investments LLC 

pursuant to the terms of the signed contract attached hereto as Exhibit A. 
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Section 3.  City has determined it to be in the best interest of public health, safety, general 

welfare and economic welfare to authorize the City Manager and/or Mayor to execute whatever 

documents may be necessary to sell the Property for $5,000.00 to WGO Investments LLC pursuant 

to the terms of the signed contract attached hereto as Exhibit A. 

 

Section 4.  This Ordinance shall be known as Ordinance No.    and shall be 

effective upon its passage and approval in accordance with law. 

 

 

Passed by the City Council of the City of Highland, Illinois, and deposited and filed in 

the Office of the City Clerk, on the    day of   , 2023, the vote being taken by 

ayes and noes, and entered upon the legislative records, as follows: 

 

 
AYES: 

 

NOES: 

 

ABSTAIN: 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm 

City Clerk 

City of Highland 

Madison County, Illinois 
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REAL ESTATE SALES CONTRACT 

THIS IS A LEGALLY BINDING CONTRACT. IF NOT UNDERSTOOD, SEEK 

COMPETENT LEGAL ADVICE.  

THIS REAL ESTATE SALES CONTRACT ("Agreement"), by and between City of 

Highland, Illinois (“CITY”) and WGO Investments LLC ("WGO"), is made and entered into 

effective as of the date the last Party executes the Agreement, and subject to 2/3 approval by the 

City Council (the “Effective Date”).  CITY and WGO may be referred to individually as “Party”, 

or collectively as the “Parties.” 

 

I. Sale of Property.  

 

a. CITY agrees to sell, transfer, and convey to WGO, and WGO agrees to purchase 

from CITY, in accordance with the terms of this Agreement, all of CITY’s right, 

title, estate, and interest in and to a portion of that certain real property known as: 

 

a. PPN#  01-2-24-05-16-403-028; 

b. Address:  1808 Olive Street, Highland, IL  62249; 

c. Legal Description:  Zolk Suppiger Arduesers Add Lot 8 50 X 141; 

(the "Property"). 

 

II. Purchase Price and Payment. The purchase price ("Purchase Price") for the Property 

is five thousand dollars and no cents ($5,000.00), which shall be paid as follows: 

 

a. Payment at Closing. At Closing, WGO shall pay to CITY the balance of the 

Purchase Price for the Property, subject to the prorations and adjustment shown 

below, by check or by wire transfer of funds. 

III. Prorations and Adjustments. The following prorations and adjustments shall be made 

to the Purchase Price at Closing: 

 

a. Taxes. All ad valorem real estate taxes ("Taxes") imposed on the Property for 

the year in which Closing occurs and any prior years which are not yet due and 

payable shall be prorated and adjusted to the Closing Date, hereinafter defined, 

based on the latest information available with respect to Taxes. All prorations 

will be on the basis of a 365-day year with the Closing Date being charged to 

WGO. The Taxes which are charged to WGO pursuant hereto shall be a 

Permitted Encumbrance, as defined below; and WGO shall be responsible for 

the payment of all of such Taxes, when they become due. 
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b. Release of Encumbrances. CITY shall convey to WGO, good, marketable and 

insurable fee simple title to the Property, free and clear of all liens and 

encumbrances, subject only to:  (i) the lien of taxes not yet due and payable, (ii) 

all matters shown in public records, (iii) any matter that is waived or not timely 

objected to by WGO that is shown on the Commitment (defined below), (iv) 

any matter that is waived or not timely objected to by WGO that would be 

shown by a current and accurate survey and/or inspection of the Property, (v) 

any matter created by or arising from an act, omission or acquiescence of WGO, 

or WGO’s employees, agents, contractors or subcontractors; (vi) any lien or 

encumbrance relating to general or special assessments; (vii) any other matters 

of title to which WGO expressly consents to in writing.  Each item listed shall 

be a "Permitted Encumbrance" and shall be collectively referred to as the 

"Permitted Encumbrances."  

 

Other than the Permitted Encumbrances, on or before Closing, CITY shall 

cause, at CITY's cost, any and all assessments, liens, security interests, 

mortgages or deeds of trust and other encumbrances affecting the Property that 

were not caused by WGO ("CITY Encumbrances"), to be satisfied and released, 

unless they are assumed by WGO at Closing. The proceeds due at Closing may 

be applied to satisfy or pay any such CITY Encumbrances. 

 

c. Expenses. CITY shall be responsible to pay for all expenses in connection with 

the payment of any CITY Encumbrances and recording costs to release any 

CITY Encumbrances, CITY's attorneys' fees, real estate transfer or 

documentary taxes. 

 

WGO shall be responsible to pay for the recording fee for the deed, WGO’s 

attorneys’ fees, WGO’s title insurance endorsements, if any, WGO’s lender's 

policy of title insurance and any endorsements thereto, if any, WGO’s tests and 

inspections, WGO’s survey, the premium for WGO’s basic owner's policy of 

title insurance in the amount of the Purchase Price, and such other expenses 

provided to be paid by WGO herein.  WGO shall also be responsible for 

paying 100% of any customary escrow or closing costs / fees charged by 

the Title Company.   
 

IV. Items to be delivered to WGO. After purchase of the Property, CITY shall deliver to 

WGO, in the form of photocopies of executed originals, any documents related to the 

Property that CITY is aware of and able to locate ("CITY Documents").  CITY shall 

make every reasonable effort to locate and deliver to WGO all CITY Documents. WGO 

acknowledges and agrees that CITY acquired the Property years ago and, as a result, 

CITY may not be aware of the location or existence of some, or all of, the CITY 

Documents. Based on this information, WGO acknowledges and agrees that CITY will 

be deemed to have complied with this Section 4, if CITY provides to WGO the CITY 

Documents that are known to exist, if any, by CITY after purchase of the Property, and 

without any obligation or duty being imposed on CITY to investigate or to confirm the 

accuracy or completeness of the CITY Documents. 
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V. Investigation of the Property. From and after the date that this Agreement is signed 

by the last party hereto, CITY grants to WGO and WGO’s agents and representatives 

access to the Property for the sole purpose of conducting a complete physical inspection 

of the Property including, without limitation, preparation of boundary line, spot and 

topographical surveys, soil sampling and boring tests, and such other engineering, 

environmental, and mechanical inspections and investigations as WGO may reasonably 

require (collectively, "Investigations").  

 

WGO shall indemnify, protect, defend and hold harmless CITY against all mechanic's 

liens and other claims, demands, causes of action, liens, fines, damages, losses, costs 

and expenses (including attorneys' fees and litigation costs) and all other liabilities 

asserted against or incurred by the Property or CITY's ownership therein in connection 

with WGO’s entry upon the Property or WGO’s inspection, surveying, test borings or 

other work performed by or through WGO, and WGO shall restore the Property to 

substantially the same condition as in which it existed prior to such Investigations. 

WGO shall pay for all inspections and reports ordered by WGO promptly, and shall 

not allow any liens to be filed against the Property. For purposes of WGO’s 

indemnification of CITY described herein, "WGO" shall mean any agent, broker, 

contractor, employee, or representative of WGO. This provision shall survive Closing 

or other termination of this Agreement.  

VI. Contingencies. In addition to any other conditions set forth in this Agreement, WGO’s 

obligation to consummate the purchase provided for herein shall be subject to 

fulfillment of the following items by WGO on or before ninety (90) days from 

execution of this contract, and subject to any and all following required action(s) by 

WGO (the "Contingency Date") (each a "Contingency" and collectively, the 

"Contingencies"): 

a. Title Commitment/Examination. WGO, at WGO’s cost and expense, may order 

a title search and commitment for title insurance ("Commitment") on the 

Property, together with complete copies of all exception documents to title 

("Exceptions") from Title Company. WGO shall notify CITY, in writing, on or 

prior to the expiration of the Contingency Date, if the Commitment reveals any 

Exceptions which are unacceptable to WGO; otherwise said Commitment shall 

be deemed approved and such Exceptions shall be deemed Permitted 

Encumbrances to which the deed conveying the Property to WGO shall be 

subject.  

b. Physical Inspection. WGO shall be satisfied with the results of the 

Investigations. WGO shall notify CITY, in writing, of any condition disclosed 

during its Investigations that is not satisfactory to WGO and CITY shall have 

thirty (30) days to cure such condition, with the Contingency Date 

automatically extended for such period, if cure is undertaken. 

 

c. Survey. WGO, at its sole cost and expense, may order a survey of the Property 

(the "Survey"). WGO shall notify CITY, in writing, on or prior to the expiration 
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of the Contingency Date, if the Survey reveals any matter(s) affecting the 

Property unacceptable to WGO, including, but not limited to, discrepancies in 

the legal description on the Survey as compared to the legal description 

recorded in the chain of title, verification of the total acreage of the Property, 

the Property boundary lines, and the location of all recorded easements and 

other encroachments, if any, the location of the improvements on the Property, 

and any other considerations deemed necessary by WGO. WGO shall notify 

CITY, in writing, if the Survey reveals any encroachments or other survey 

conditions which are unacceptable to WGO. If WGO fails to provide written 

notice of its objection to any items, prior to the expiration of the Contingency 

Date, to CITY that: (i) are disclosed on the Survey, or (ii) would have been 

disclosed on a survey of the Property if WGO would have secured a survey, 

such items shall be Permitted Encumbrances. 

 

d. Permitted Use. WGO shall determine the existing zoning and other 

governmental regulations that permit the use of the Property for WGO’s 

intended use. 

If WGO does not give written notice to CITY on or before the Contingency Date that 

any one of the Contingencies has not been satisfied, then WGO’s obligation under this 

Agreement shall be enforceable by CITY pursuant to the terms set forth herein. 

If WGO does give written notice to CITY on or before the Contingency Date that any 

one of the Contingencies has not been satisfied, and CITY cannot cure the 

Contingency within thirty (30) days of being put on notice by WGO, this Agreement 

shall be terminated and be of no further force or effect, except for WGO’s obligations 

and indemnity as stated herein.  The thirty (30) day deadline for CITY to cure any 

Contingencies may be extended by written agreement signed by both CITY and 

WGO. 

 

VII. Closing 

 

a. Place and Closing Date. Subject to the terms of this Agreement, the closing of the 

purchase and sale of the Property ("Closing") shall take place at the Title Company, 

on a date to be mutually determined by CITY and WGO, or after all Contingencies 

are waived or cured ("Closing Date"). 

 

b. In all instances, the Closing Date and Contingency Date shall be the same date. 
 

c. Possession. CITY shall deliver possession of the Property to WGO at Closing and 

shall remove any and all personal property that will be retained by CITY at that 

time. 

 

d. CITY's Obligations at Closing. At Closing, CITY shall execute and acknowledge 

in recordable form if necessary, the following documents (collectively, "CITY's 

Obligations") upon satisfaction of WGO’s Obligations (as defined below):  
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1. Deed. A Warranty Deed conveying fee simple title of the Property to WGO, 

subject to the Permitted Encumbrances. 

 

2. P-Tax. Execute along with WGO, an Illinois Transfer Tax Declaration Form. 

 

3. CITY's Affidavit. A commercially reasonable CITY's Seller’s Affidavit. 

 

4. Non-Foreign CITY Affidavit. An affidavit of CITY in form and substance 

satisfactory to WGO setting forth CITY's United States taxpayer identification 

number and certifying that CITY is not a foreign person as that term is used and 

defined in Section 1445 of the United States Internal Revenue Code. 

 

5. Miscellaneous. Any other documents reasonably required by this Agreement, 

the Title Company, or WGO to be delivered by CITY or necessary to implement 

and effectuate the Closing hereunder, including without limitation, a settlement 

statement, or other documents, consents, and approvals from CITY. 

 

e. WGO’s Obligations at Closing. At Closing, WGO shall, in addition to any other 

obligations of WGO as set forth in this Agreement, execute and deliver the 

following items to CITY or the Title Company, as the case may be (collectively, 

"Purchaser's Obligations"): 

 

1. Purchase Price. Deliver the balance of the Purchase Price by check or by wire 

transfer of funds to the Title Company (subject to adjustment and proration as 

hereinbefore provided). 

 

2. P-Tax. Execute along with CITY an Illinois Transfer Tax Declaration. 

 

3. Deed. Acknowledge and accept a copy of CITY's Warranty Deed conveying 

fee simple title of the Property to Purchaser, subject to the Permitted 

Encumbrances.  

 

4. Miscellaneous. Any other documents reasonably required by this Agreement, 

the Title Company, or CITY to be delivered by WGO or necessary to implement 

and effectuate the Closing hereunder, including, without limitation, a settlement 

statement, or other documents, consents, and approvals from Purchaser 

satisfactory to CITY. 

 

 

VIII. Notices. Any notice, request, approval, demand, instruction or other communication to 

be given to either party hereunder, except those required to be delivered at Closing, 

shall be in writing, and shall be conclusively deemed to be delivered when personally 

delivered, mailed, transmitted by telefax, or transmitted by email to the applicable 

addresses as follows:  
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If to CITY:   

 

City of Highland, Illinois 

Attn:  Chris Conrad, City Manager 

1115 Broadway 

PO Box 218 

Highland, IL  62249 

 

 

If to Purchaser:  

 

WGO Investments LLC 

Attn:  Tim O’Donnell 

229 E. Ferguson Avenue 

Wood River, IL  62095 

 

 

IX. Additional Covenants. 
 

a. Brokerage. CITY and WGO each hereby represent and warrant to the other that neither 

has dealt with any broker or finder in connection with the transaction contemplated 

hereby, and each hereby agrees to indemnify, defend and hold the other harmless 

against and from any and all manner of claims, liabilities, loss, damage, attorneys' fees 

and expenses, incurred by either party and arising out of, or resulting from, any claim 

by any such broker or finder in contravention of its representation and warranty herein 

contained. 

 

X. AS IS.  

 

a. WGO ACKNOWLEDGES AND AGREES THAT CITY HAS NOT MADE, 

DOES NOT MAKE, AND SPECIFICALLY NEGATES AND DISCLAIMS ANY 

REPRESENTATIONS, WARRANTIES (OTHER THAN THE WARRANTY OF 

TITLE), PROMISES, COVENANTS, AGREEMENTS OR GUARANTIES OF 

ANY KIND OR CHARACTER WHATSOEVER, WHETHER EXPRESSED OR 

IMPLIED, ORAL OR WRITTEN, PAST, PRESENT OR FUTURE, OF, AS TO, 

CONCERNING OR WITH RESPECT TO (I) THE VALUE, NATURE, 

QUALITY OR CONDITION OF THE PROPERTY, INCLUDING, WITHOUT 

LIMITATION, THE WATER, SOIL AND GEOLOGY; (II) THE INCOME TO 

BE DERIVED FROM THE PROPERTY; (III) THE SUITABILITY OF THE 

PROPERTY FOR ANY AND ALL ACTIVITIES AND USES WHICH WGO OR 

ANYONE ELSE MAY CONDUCT THEREON; (IV) THE COMPLIANCE OF 

THE PROPERTY OR ITS OPERATION WITH ANY LAWS, RULES, 

ORDINANCES OR REGULATIONS OF ANY APPLICABLE 

GOVERNMENTAL AUTHORITY OR BODY; (V) THE HABITABILITY, 

MERCHANTABILITY, MARKETABILITY, PROFITABILITY, OR FITNESS 

FOR A PARTICULAR PURPOSE OF THE PROPERTY; (VI) THE MANNER 
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OR QUALITY OF THE CONSTRUCTION OR MATERIALS, IF ANY, 

INCORPORATED INTO THE PROPERTY; (VII) THE MANNER, QUALITY, 

STATE OF REPAIR OR LACK OF REPAIR OF THE PROPERTY; OR (VIII) 

ANY OTHER MATTER WITH RESPECT TO THE PROPERTY, AND, 

SPECIFICALLY, THAT CITY HAS NOT MADE, DOES NOT MAKE AND 

SPECIFICALLY DISCLAIMS ANY REPRESENTATIONS REGARDING 

COMPLIANCE WITH ANY ENVIRONMENTAL PROTECTION, 

POLLUTION, ZONING OR LAND USE LAWS, RULES, REGULATIONS, 

ORDERS OR REQUIREMENTS, INCLUDING THE EXISTENCE IN OR ON 

THE PROPERTY OF HAZARDOUS MATERIALS EXCEPT AS EXPRESSLY 

SET FORTH IN THIS AGREEMENT. WGO FURTHER ACKNOWLEDGES 

AND AGREES THAT, HAVING BEEN GIVEN THE OPPORTUNITY TO 

INSPECT THE PROPERTY, WGO IS RELYING SOLELY ON WGO’S OWN 

INVESTIGATION OF THE PROPERTY AND NOT ON ANY INFORMATION 

PROVIDED OR TO BE PROVIDED BY CITY, OR CITY’S OWNERS, 

AGENTS, BROKERS, CONTRACTORS, OR EMPLOYEES. WGO FURTHER 

ACKNOWLEDGES AND AGREES THAT ANY INFORMATION PROVIDED, 

OR TO BE PROVIDED, WITH RESPECT TO THE PROPERTY WAS 

OBTAINED FROM A VARIETY OF SOURCES; THAT CITY HAS NOT MADE 

ANY INDEPENDENT INVESTIGATION OR VERIFICATION OF SUCH 

INFORMATION; AND THAT CITY MAKES NO REPRESENTATIONS AS TO 

THE ACCURACY OR COMPLETENESS OF SUCH INFORMATION. CITY IS 

NOT LIABLE OR BOUND IN ANY MANNER BY ANY VERBAL OR 

WRITTEN STATEMENTS, REPRESENTATIONS, OR INFORMATION 

PERTAINING TO THE PROPERTY, OR THE OPERATION THEREOF, 

FURNISHED BY ANY REAL ESTATE BROKER, AGENT, EMPLOYEE, 

SERVANT, OR OTHER PERSON. WGO FURTHER ACKNOWLEDGES AND 

AGREES THAT, TO THE MAXIMUM EXTENT PERMITTED BY LAW, THE 

SALE OF THE PROPERTY AS PROVIDED FOR HEREIN IS MADE ON AN 

"AS-IS" CONDITION AND BASIS WITH ALL FAULTS. IT IS UNDERSTOOD 

AND AGREED THAT THE PURCHASE PRICE HAS BEEN ADJUSTED BY 

PRIOR NEGOTIATION TO REFLECT THAT THE PROPERTY IS SOLD BY 

CITY AND PURCHASED BY WGO SUBJECT TO THE FOREGOING. ALL 

PROVISIONS OF THIS SUBSECTION SHALL SURVIVE CLOSING OR THE 

TERMINATION OF THIS AGREEMENT WITHOUT CLOSING, AS 

APPLICABLE. 

 

XI. Litigation.  

 

a. Governing Law. This agreement shall be governed by and construed in accordance 

with the laws of the State of Illinois.  The Parties hereby consent to the exclusive 

jurisdiction of the State of Illinois and hereby consent and agree that any action or 

proceeding involving the interpretation of, enforcement of, or in any way relating 

to this agreement shall be brought in the Circuit Court in Madison County, Illinois.   
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XII. Defaults and Remedies 

 

a. Default by CITY. In the event that CITY shall have failed to timely perform any of 

CITY's Obligations, covenants, and/or agreements contained herein which are to be 

performed by CITY, then WGO, at WGO’s option and as its sole and exclusive remedy, 

may: (i) specifically enforce the provisions of this Agreement; (ii) cancel and terminate 

this Agreement. 

 

b. Default by WGO. In the event that WGO shall have failed to timely perform any of 

WGO’s Obligations, covenants, and/or agreements contained herein which are to be 

performed by WGO, then CITY, at its option and as its sole and exclusive remedy, may 

either: (i) specifically enforce the provisions of this Agreement; (ii) cancel and 

terminate this Agreement. 

 

 

XIII. Miscellaneous 

 

a. Binding Effect. This Agreement is binding upon and inures to the benefit of the Parties 

hereto and their respective heirs, legal representatives, executors, administrators, 

successors and assigns. This Agreement may not be assigned by Purchaser without the 

written approval of CITY. 

 

b. Exhibits/Time Periods. Any reference herein to any exhibits, addenda or attachments 

refers to the applicable exhibit, addendum, or attachment that is attached to this 

Agreement, and all such exhibits, addenda or attachments shall constitute a part of this 

Agreement and are expressly made a part hereof. If any date, time period or deadline 

hereunder falls on a weekend or a state or federal holiday, then such date shall be 

extended to the next occurring business day. 

 

c. Agreement Separable. If any provision hereof is for any reason held to be 

unenforceable or inapplicable, the other provisions hereof will remain in full force and 

effect in the same manner as if such unenforceable or inapplicable provision had never 

been contained herein, and any such unenforceable provision shall be reformed to, as 

nearly as possible, reflect the parties' intent in an enforceable manner. 

 

d. Counterparts. This Agreement may be executed in several counterparts, via email, 

and/or via facsimile, and all such executed counterparts shall constitute the same 

agreement. It shall be necessary to account for only one such counterpart in proving 

this Agreement. The parties further agree that signatures transmitted by email, 

facsimile, or in Portable Document Format (pdf) may be considered an original for all 

purposes, including, without limitation, the execution of this Agreement and the 

enforcement of this Agreement. 

 

e. Fees. In the event of any dispute between the parties arising in connection with the 

subject matter of this Agreement, the party prevailing on the merits in any resulting 

action, mediation, arbitration, proceeding, or litigation shall be entitled to recover from 
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the other party all fees, costs, and expenses including, without limitation, attorneys' 

fees, consultants' fees, and litigation costs, incurred in connection therewith. 

 

f. Entire Agreement. This Agreement constitutes the entire agreement between CITY and 

WGO, and, except for any addenda attached hereto, there are no other covenants, 

agreements, promises, terms and provisions, conditions, undertakings, or 

understandings, either oral or written, between the parties concerning the Property other 

than those herein set forth. No subsequent alteration, amendment, change, deletion or 

addition to this Agreement shall be binding upon CITY or WGO unless in writing and 

signed by CITY and WGO. No subsequent amendment or change to an addendum shall 

be binding, unless signed by all parties. 

 

g. Construction. This Agreement shall not be construed more strictly against one party 

than against the other merely by virtue of the fact that it may have been prepared by 

one of the Parties, it being recognized that CITY and WGO have contributed 

substantially and materially to the preparation and/or negotiation of this Agreement. 

 

h. Compliance with Laws, Regulations, and Accreditation. WGO and CITY believe and 

intend that this Agreement complies with all relevant federal and state laws as well as 

relevant regulations. Should WGO or CITY have a good faith belief that this 

Agreement creates a material risk of violating any such laws or regulations, or any 

revisions or amendments thereto made prior to the Closing, WGO or CITY shall give 

written notice to the other Party regarding such belief. The Parties shall then make a 

good faith effort to reform the Agreement to comply with such laws and regulations. 

If, within thirty (30) days of first providing notice of the need to amend this Agreement 

to comply with laws and regulations, the Parties, acting in good faith, are (i) unable to 

mutually agree upon and make amendments or alterations to this Agreement to meet 

the requirements in question, or (ii) alternatively, the Parties determine in good faith 

that amendments or alterations to the requirements are not feasible, then either may 

terminate this Agreement upon thirty (30) days prior written notice.  Upon the 

termination of this Agreement pursuant to this Section, and notwithstanding anything 

to the contrary set forth herein, any money shall be returned, and both CITY and WGO 

shall be relieved of their respective obligations under this Agreement unless such 

obligations survive the termination of the Agreement.    

 

SIGNATURE PAGE TO FOLLOW 
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IN WITNESS WHEREOF, the parties hereto have executed the Agreement as of the 

date(s) below: 

 

City of Highland, Illinois: 

 

 

 

By:       

 

Date:       

 

 

 

 

WGO Investments LLC: 

 

 

 

By:       

 

Date:       

 

 

  

 



                                     
 

City of Highland 

May 8, 2023 

 

To: Chris Conrad, City Manager 

From:  Breann Vazquez, Director of Community Development 

RE:  Sale of 1808 Olive Street – REVISED 

 

 

I recommend that the City Council agree to sell 1808 Olive Street by ordinance to WGO Investments LLC 
for $5,000. 

The home on this property was demolished in October 2020 due to being structurally compromised and 
causing a public safety hazard. Heirs of the estate deeded the property to the City in May 2021. The City 
has maintained the property to date. City staff has attempted to sell this property multiple times with 
no success.  

The proposed buyer plans to construct a single family home on the lot.  



 

 

ORDINANCE NO.     

 

ORDINANCE DECLARING PERSONAL PROPERTY OF THE CITY OF HIGHLAND 

SURPLUS AND AUTHORIZING ITS SALE AND/OR DISPOSAL,  

SPECIFICALLY A 1998 PIERCE FIRE ENGINE 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-

home rule municipality duly established, existing and operating in accordance with the provisions 

of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

 

WHEREAS, 65 ILCS 5/11-76-4 provides that whenever a municipality in the state of 

Illinois owns any personal property which, in the opinion of a simple majority of the corporate 

authorities then holding office, is no longer necessary or useful to, or in the best interests of the 

municipality to keep, a majority of the corporate authorities at any regular or special meeting called 

for that purpose, may:  (1) by Ordinance authorize the sale of such personal property in whatever 

manner they designate with or without advertising the sale; or (2) may authorize any municipal 

officer to convert that personal property to the use of the City; or (3) may authorize any municipal 

officer to convey or turn in any specified article of personal property as part payment on a new 

purchase of any similar article; and 

 

WHEREAS, the Fire Department currently owns a 1998 Pierce Fire Truck (“Pierce Fire 

Truck”); and 

 

WHEREAS, in the opinion of this City Council, the Pierce Fire Truck is no longer 

necessary or useful to, or in the best interests of the City to retain, and should be declared surplus 

personal property; and 

 

WHEREAS, the Fire Chief has informed the City Council the Pierce Fire Truck will be 

sold for the highest value possible, or disposed of if deemed to have no little or no value; and 

 

WHEREAS, City has determined the City Manager, or his designee, is permitted to sell 

the surplus personal property, specifically the Pierce Fire Truck, for the maximum value that can 

be obtained, or to dispose of the surplus personal property where appropriate, to be determined 

solely by the City Manager, or his designee; and 

 

WHEREAS, City has determined it to be in the best interest of public health, safety, 

general welfare and economic welfare to declare the aforementioned personal property surplus, 

and sell and/or dispose of the same. 

 

NOW, THEREFORE, BE IT ORDAINED by the City Council of the City of 

Highland, Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City 

Council of the City of Highland, Illinois. 

 



 

 

Section 2. The City personal property, specifically the aforementioned Pierce Fire 

Truck, is hereby declared no longer useful to the City or necessary for City purposes, that the City 

personal property is declared surplus, and that it is in the best interest of the City to sell and/or 

dispose of the same. 

 

Section 3. The City Manager, or his designee, is directed and authorized to sell the 

surplus personal property for the maximum value that can be obtained, or to dispose of the surplus 

personal property where appropriate, to be determined solely by the City Manager, or his designee. 

 

Section 4. This Ordinance shall be known as Ordinance No.     and 

shall be in full force and effect from and after its passage, approval, and publication in pamphlet 

form as provided by law. 

Passed by the City Council and approved by the Mayor of the city of Highland, Illinois 

and deposited and filed in the office of the City Clerk on the   day of   , 2023, 

the vote being taken by ayes and noes and entered upon the legislative record as follows: 

 

AYES:   

 

NOES:   

 

ABSTAIN:  

 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

Mayor 

City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm 

City Clerk 

City of Highland 

Madison County, Illinois 







 

 

RESOLUTION NO.      
 

A RESOLUTION WAIVING COMPETITIVE BIDDING REQUIREMENT AND 

AUTHORIZING PURCHASE OF 2023 TOYNE FIRE ENGINE  

FROM DINGES FIRE COMPANY FOR $575,165.92  

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a 

non-home rule municipality duly established, existing and operating in accordance with the 

provisions of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois 

Compiled Statutes); and 

WHEREAS, the Fire Chief has informed the City Council that the Fire Department is in 

need of a new fire truck; and  

WHEREAS, the Fire Chief has informed the City Council that quotes for a new fire truck 

were solicited from Fire apparatus Supply Team, Banner Fire, and Dinges Fire Company 

(“Dinges”); and  

WHEREAS, the Fire Chief has informed the City Council that Dinges can sell City a 

2023 Toyne Fire Engine (“Toyne”) which offers more needed features at a lower cost; and 

WHEREAS, the Fire Chief has informed the City Council that Dinges can deliver the 

new Toyne fire trucjk within 6-12 months, compared to at least 24 months for delivery from 

competitors; and 

WHEREAS, the Fire Chief has informed the City Council that Dinges can sell City 

the Toyne fire truck for $575,165.92 (See Exhibit A; “Dinges Proposal”); and 

WHEREAS, the Fire Chief recommends purchasing the Toyne fire truck according to 

the Dinges Proposal (Exhibit A) for the reasons stated herein; and 

WHEREAS, the City Council finds that the Dinges Proposal (Exhibit A) is fair and 

reasonable and, so, should be approved; and 

WHEREAS, the City Council deems it to be in the best interests of City to waive the 

competitive-bidding requirement that would otherwise apply and to purchase the Toyne fire truck 

according to the Dinges Proposal (Exhibit A). 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of 

Highland, Illinois, as follows: 

Section 1. The foregoing recitals are incorporated herein as findings of the City Council 

of the City of Highland, Illinois. 

  



 

 

 

Section 2. The purchase of the Toyne fire trucki, according to the Dinges Proposal 

(Exhibit A), is approved. 

Section 3. The City Manager and/or Mayor is directed and authorized, on behalf of the 

City of Highland, to execute whatever documents are necessary to make the purchase as set forth 

in the Dinges Proposal (Exhibit A). 

Section 4. This Resolution shall be known as Resolution No.     and 
shall be effective upon its passage and approval in accordance with law. 
 

Passed by the City Council of the City of Highland, Illinois, and deposited and filed in the 

Office of the City Clerk, on the   day of   , 2023, the vote being taken by ayes 

and noes, and entered upon the legislative records, as follows: 

 

 

AYES:   

 

NOES:   

 

ABSTAIN:  

 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

Mayor 

City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm 

City Clerk 

City of Highland 

Madison County, Illinois 
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RESOLUTION NO.      

RESOLUTION WAIVING COMPETITIVE BIDDING REQUIREMENT AND 

APPROVING AND AUTHORIZING THE EXECUTION OF AN AGREEMENT WITH 

VIPOWER SERVICES LLC TO PROVIDE SCADA SERVICES FOR THE 

DEPARTMENT OF LIGHT AND POWER 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-

home rule municipality duly established, existing and operating in accordance with the provisions 

of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

WHEREAS, City Council has been advised of the need for a new SCADA system for the 

Department of Light & Power; and 

WHEREAS, the Director of Light & Power has informed the City Council that the current 

SCADA system was purchased in 1999 and is obsolete; and 

WHEREAS, the Director of Light and Power has recommended to the City Council that 

City should waive the normal bidding process for the new SCADA system in the interest of public 

safety to avoid potential bidders being permitted to analyze detailed specifications of City’s 

electric system, and reverse engineer City’s electric system, based on the required bidding process; 

and 

WHEREAS, BHMG Service Corp., n/k/a VIPower Services LLC (“VIPower”), has been 

a provider of services to the Department of Light and Power for the past ten years, including 

maintenance, troubleshooting and repairs; and 

WHEREAS, the Director of Light and Power has recommended hiring VIPower to 

engineer and update the SCADA system for the Department of Light and Power because VIPower 

is already intimately familiar with City’s electric system and will be able to provide a superior 

level of service at a reduced cost; and 

WHEREAS, VIPower has provided a proposal to engineer and update the City’s SCADA 

system for $426,000.00 (“VIPower Proposal”) (See Exhibit A); and 

WHEREAS, City Council deems it to be in the best interests of City to waive the 

competitive-bidding requirement and to agree to the VIPower Proposal as attached (See Exhibit 

A); and 

WHEREAS, the City Council also finds that the City Manager and/or Mayor should be 

authorized and directed, on behalf of the City of Highland, to execute whatever documents are 

necessary to waive the competitive-bidding requirement and agree to the VIPower Proposal at 

attached (See Exhibit A). 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland 

as follows: 
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Section 1. The foregoing recitals are incorporated herein as findings of the City 

Council of the City of Highland, Illinois. 

Section 2. City shall waive normal and ordinary bidding procedures, and the VIPower 

Proposal (See Exhibit A) for engineering and updating of the City’s 

SCADA system for $426,000.00 is approved. 

Section 3. The City Manager and/or Mayor is authorized and directed, on behalf of the 

City of Highland, to execute and date whatever documents may be 

necessary enter the VIPower Proposal (See Exhibit A) for engineering and 

updating of the City’s SCADA system for $426,000.00. 

Section 4. This Resolution shall be known as Resolution No.     and 

shall be effective upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, and deposited and filed in 

the Office of the City Clerk, on the    day of   , 2023, the vote being taken 

by ayes and noes, and entered upon the legislative records, as follows: 

 
AYES:   

 

NOES:   

 

ABSTAIN:  

 

 

      APPROVED: 

 

 

 

              

Kevin B. Hemann 

Mayor 

City of Highland 

Madison County, Illinois 

 

ATTEST: 

 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 













































































 

 

 
 

 

 

ORDINANCE NO:     

 

ORDINANCE AMENDING CITY CODE, CHAPTER 2 – ADMINISTRATION,  

ARTICLE IV. – DEPARTMENT OF PUBLIC SAFETY,  

DIVISION 2. EMERGENCY MEDICAL SERVICES AND  

FIRE DEPARTMENT DIVISIONS OF THE FIRE DEPARTMENT 

 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a 

non-home rule municipality duly established, existing and operating in accordance with the 

provisions of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois 

Compiled Statutes); and 

 

WHEREAS, City has determined it necessary to amend the City Code to clarify the EMS 

department’s defined scope of work under the City Code; and 

WHEREAS, the City Council finds that the City Manager and/or Mayor should be 

authorized and directed, on behalf of the City, to execute whatever documents are necessary to 

amend the City Code to reflect the changes to the City Code as stated herein. 

NOW, THEREFORE, BE IT ORDAINED, by the City Council of the City of 

Highland, Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City Council of 

the City of Highland, Illinois. 

 

Section 2. City Code of Ordinances, Chapter 2 – Administration, Article IV. – Department 

of Public Safety, Division 2. – Emergency Medical Services and Fire Department Divisions of the 

Fire Department, shall be amended to read as follows: 

 

DIVISION 2. EMERGENCY MEDICAL SERVICES AND FIRE DIVISIONS - FIRE 

DEPARTMENT  

Sec. 2-221. Established; composition. 

The Fire Department shall be reorganized to have two (2) divisions:  Emergency Medical Services  (EMS) 
Division and the Fire Division.  The EMS Division shall immediately report to the EMS Chief, then to the Director of 
Public Safety.  The Fire Division shall immediately report to the Fire Chief, then to the Director of Public Safety.  
The EMS Chief shall be in charge of the administration of the EMS Division, and other line or duty officers as 
members of the city council may from time to time provide for.   The Fire Chief shall be in charge of the 
administration of the Fire Division, and other line or duty officers as members of the city council may from time to 
time provide for. 



 

 

 
 

Sec. 2-222. Appointments. 

(a) The Fire Chief and the EMS Chief shall be appointed by the city manager, upon recommendation of the 
director of public safety.  

(b) All other officers, firefighters, paramedics, emergency medical response personnel and other members of 
the fire department shall be recommended for appointment by their respective chief and the director of 
public safety and approved and appointed by the city manager.  

Sec. 2-223. Officers' duties and responsibilities. 

(a) Fire Chief. The chief of the Fire Division shall be a citizen and resident of the city, over the age of 21 years, of 
good moral character; shall be physically fit; and shall have ability to command members of the fire division 
and hold their respect and confidence. The fire chief shall be selected based on training, experience, 
executive and administrative qualifications and overall merit and fitness for the position. The fire chief shall 
be appointed for an indefinite period of time, and tenure of office shall depend upon good conduct and 
efficiency. The fire chief shall be responsible for:  

(1) Training and discipline of members of the Fire Division;  

(2) The organization of the fire department division as an effective firefighting unit;  

(3) Inspections and investigations as necessary to reasonably ensure compliance with the abatement and 
removal of fire hazards and keeping records of all fires, fire calls, and determining the cause of all fires 
and reporting such monthly in writing to the director of public safety; and  

(4) Compliance by the Fire Division and members thereof with all the laws, ordinances, insurance services 
office of the state, National Fire Prevention Administration standards, this Code and directions received 
from the Director of Public Safety relating to the Fire Division.  

(b)  EMS Chief. The chief of the EMS Division shall be a citizen and resident of the city, over the age of 21 years, of 
good moral character; shall be physically fit; and shall have ability to command members of the EMS Division 
and hold their respect and confidence. The EMS Chief shall be selected based on training, experience, 
executive and administrative qualifications and overall merit and fitness for the position. The EMS Chief shall 
be appointed for an indefinite period of time, and tenure of office shall depend upon good conduct and 
efficiency. The EMS Chief shall be responsible for:  

(1) Training and discipline of members of the EMS Division;  

(2) The organization of the EMS Division as an effective EMS unit;  

(3) Compliance by the EMS Division and members thereof with all the laws, ordinances, insurance services 
office of the state, National Fire Prevention Administration standards, this Code and directions received 
from the Director of Public Safety relating to the EMS Division.  

 

(c) Member appointments. All members of the Fire Divisions appointed after May 1, 2023, shall meet minimum 
standards as shall be promulgated by the rules of the fire department division as authorized by this division 
which shall provide, as a minimum, the following qualifications:  

(1) At least 18 years of age.  

(2) Possession of a high school diploma or its equivalent.  

(3) Physically and psychologically healthy as determined by appropriate tests.  



 

 

 

(4) Of good character and not have been convicted of a felony or crime involving moral turpitude.  

(5) For members of the Fire Division, residence within the city limits or at the discretion of the Fire or Chief 
and the Director of Public Safety. For members of the EMS Division, residence as defined by the 
applicable Collective Bargaining Agreement 

(6)      If you are employed full time by the City of Highland residency not required at the discretion of the 
EMS or Fire Chief and the Director of Public Safety. 

(7)      A current member in good standing with the Highland Fire Department relocates outside of the city 
limits with approval from the Fire or EMS Chief and the Director of Public Safety. 

(8)     A firefighter currently on a fire department other than Highland Fire Department that resides in city 
limits. 

Such members shall have such duties as are assigned to them by the fire or EMS chief, and as are set out in the 
standard operating procedures policy manual.  

Sec. 2-224. Inspection authority. 

The fire chief, or the chief's designee, shall have full authority to inspect all premises and order the removal 
and abatement of all fire hazards as defined by this Code, Illinois Compiled Statutes, the insurance services office 
of the state, and National Fire Prevention Administration standards.  

Sec. 2-225. Equipment and facilities. 

The Fire Chief shall have control over all of the firefighting apparatus and fire department facilities within the 
city and owned by the city; shall be responsible for its care and condition; and shall make a report to the director 
of the department of public safety as to the condition of the equipment and facilities on or before February 1 and 
August 1 of each year. The Fire Chief may submit additional reports and recommendations to the director of the 
department of public safety as deemed necessary.    

The EMS Chief shall have control over all of the EMS equipment and department facilities within the city and 
owned by the city; shall be responsible for its care and condition; and shall make a report to the director of the 
department of public safety as to the condition of the equipment and facilities on or before February 1 and August 
1 of each year. The EMS chief may submit additional reports and recommendations to the director of the department 
of public safety as deemed necessary.   

Sec. 2-226. Discipline. 

(a) The EMS or Fire Chief shall have authority to discipline the members of his/her respective Division for just 
cause, including the suspension of any such member for a period of up to 30 days. Suspension greater than 
suspension or discharge shall be only upon the prior approval of the department of Public Safety Director.  

(b) Any member of the EMS or Fire Division having been disciplined while still a probationary employee is denied 
any appeal process. Any nonprobationary member of the EMS or Fire Division who has been disciplined in 
any manner other than oral reprimand may request a hearing to appeal the disciplinary action by submitting 
a request in writing for a hearing to the EMS or Fire Chief within five working days of receipt of notice of such 
discipline, and notice of such right to appeal together with the time limit constraints and the procedure set 
out in this section shall be given to such disciplined member at the time notice of the imposition of discipline 
is given.  

(c) Such appeal shall be heard by the mayor as a hearing officer who shall render a recommendation to uphold, 
reverse or modify such discipline to the city council within 15 days of the completion of such hearing. Such 
hearing shall commence within 15 days of receipt of request for such. All parties shall have the right to be 



 

 

represented by counsel, present evidence and cross examine witnesses at such hearings. The hearing officer 
shall make the decision in writing and shall serve a copy of the decision on all parties to the proceeding and 
shall file such decision with the city clerk. The city council shall consider the hearing officer's 
recommendation at the next regular council meeting following filing of the decision with the city clerk. The 
city council may uphold, reverse or modify such disciplinary action and shall notify all parties in writing of its 
decision within five days of the making of such decision.  

(d)  Nothing in this Section shall preclude the application of any disciplinary and/or due process provisions of the 
applicable Collective Bargaining Agreement, as it pertains to EMS employees. 

Sec. 2-227. Record of fire calls. 

The Fire Chief shall keep in convenient form a complete record of all fire calls. Such record shall include the 
following:  

(1) The time of the alarm;  

(2) The location of the fire;  

(3) The cause of the fire if known;  

(4) If a fire call, the type of building and the name of the owner and tenant, the purpose for which 
occupied and the value of the building and contents;  

(5) The names of the members of the Fire Division responding to an alarm if a fire call; and  

(6) Such other information as may be deemed advisable or required from time to time by the Director of 
the Public Safety or other governmental agency.  

Sec. 2-228. Volunteer Firefighter Compensation; pensions. 

(a) Payment of volunteer firefighters shall be on a per call basis and shall be in accordance with the National Fair 
Labor Standards Act.  

(b) The firefighters' pension fund established by the city shall be administered by the city council in accordance 
with Illinois Compiled Statutes chapter 40 (40 ILCS 5/1-101 et seq.), as amended.  

Sec. 2-229. Firefighter Training. 

(a) Training schedules and standards designated to meet state statutory requirements, city codes, state 
insurance service office and National Fire Prevention Association standards, and Fire Division rules and 
regulations shall be promulgated by the fire department training committee and the Division training officer, 
who shall be a state-certified fire instructor. Such training program shall be reviewed annually an approved 
by the fire chief and director of department of public safety.  

(b) The training officer shall be responsible for applying for and pursuing reimbursement for training expenses 
through the state training and certification program.  

Sec. 2-230. Departmental policy. 

The EMS and Fire Chiefs shall each cause to be generated a standard operating procedures policy manual of 
rules and regulations to be reviewed by the Director of Public Safety and approved by the city manager on an 
annual basis, which shall contain the following:  

(1) Duties and responsibilities;  



 

 

(2) Minimum qualifications and job descriptions of all members of the fire department division;  

(3) An organizational chart;  

(4) Training goals and objectives for the department;  

(5) General rules of operating the fire department division;  

(6) Action which may cause disciplinary response;  

(7) Equipment operation procedures;  

(8) Alarm response procedures;  

(9) Command structure by title and occupant of position; and  

(10) Levels of proficiency of all members of the fire department division.  

Sec. 2-231. Reports. 

All reports of the EMS and Fire Divisions will be reviewed by the Director of Public Safety and forwarded to 
the city manager along with any recommendations or additional information.  

 
 

Sec. 2-232. EMS Division Benefits and Protections 
 
 Fire Department-EMS Division employees, as non-exempt, civilian employees with no fire suppression 
activities, shall receive the benefits and protections of the Fireman’s Disciplinary Act, and all other statutory 
protections afforded to firefighters and non-firefighter paramedics and EMT’s as civilian employees of a Fire 
Department, and shall retain their prior status as “fire fighters” as defined under the Illinois Public Labor Relations 
Act, 5 ILCS 315/3(g-1), and as certified for inclusion in the IAFF by the Illinois Public Labor Relations Board. 



 

 

Section 3.  This Ordinance shall be known as Ordinance No.    and shall be 
effective upon its passage and approval in accordance with law. 

 
This Ordinance adopted by the City Council of the City of Highland, Illinois and 

deposited and filed in the office of the City Clerk on the   day of    , 2023, 

the vote taken by ayes and nays and entered upon the legislative records as follows: 

 

 

AYES:   

 

NOES:   

 

ABSTAIN:  

 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

Mayor 

City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm 

City Clerk 

City of Highland 

Madison County, Illinois 
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RESOLUTION NO.      

 

RESOLUTION APPROVING A COLLECTIVE BARGAINING AGREEMENT 

BETWEEN THE CITY OF HIGHLAND AND  

THE INTERNATIONAL ASSOCIATION OF FIREFIGHTERS 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-

home rule municipality duly established, existing and operating in accordance with the provisions 

of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

 

WHEREAS, the Illinois Labor Relations Board (“ILRB”) has recognized the International 

Association of Fire Fighters (“IAFF”) as the exclusive representative for the Bargaining Unit 

comprised of all workers from the IAFF Bargaining Unit; and  

 

WHEREAS, because of that recognition by the ILRB, the City is obligated by the Illinois 

Public Labor Relations Act (5 ILCS 315/1, et seq.) (“Act”) to bargain with the IAFF concerning 

the Bargaining Unit’s wages, hours and working conditions; and  

 

WHEREAS, the City, by and through its designated bargaining team, has complied with 

the Act and has conducted negotiations with the IAFF; and 

 

WHEREAS, the City, by and through its designated bargaining team, has conducted 

negotiations with the IAFF regarding the IAFF Bargaining Unit; and 

 

WHEREAS, the City and the IAFF now desire to enter into the collective bargaining 

agreement (“Agreement”) regarding the City employees from the IAFF Bargaining Unit (See 

Exhibit A); and 

 

WHEREAS, the City Manager is authorized and directed to execute any documents 

necessary to ratify the Agreement (See Exhibit A). 

 

NOW THEREFORE BE IT RESOLVED, by the City Council of the City of Highland, 

Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City 

Council of the City of Highland, Illinois. 

 

Section 2. The Agreement between City and IAFF, from May 1, 2023, through April 

30, 2024, is approved (See Exhibit A). 
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Section 3. The City Manager is authorized and directed, on behalf of the City of 

Highland, Illinois, to execute the Agreement (See Exhibit A). 

 

Section 4. This Resolution shall be known as Resolution No.     and 

shall be effective upon its passage and approval in accordance with law.  

Passed by the City Council of the City of Highland, Illinois, and deposited and filed in 

the Office of the City Clerk, on the    day of   , 2023, the vote being taken 

by ayes and noes, and entered upon the legislative records, as follows: 
 

 

AYES:   

 

NOES:   

 

ABSTAIN:  

 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm 

City Clerk 

City of Highland 

Madison County, Illinois 
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ARTICLE 1 
PREAMBLE 

 

 This Agreement entered into by the City of Highland (hereinafter “Employer”) and the 

International Association of Fire Fighters, Local 3672 (hereinafter “Union”), has as its purpose the 

promotion of harmonious relations between the Employer and the Union; the establishment of an 

equitable and peaceful procedure for the resolution of difference; and the establishment of the 

entire agreement regarding rates of pay, hours of work and other conditions of employment. 
 

ARTICLE 2 
RECOGNITION 

 

 (a) The City recognizes that, pursuant to the Illinois Public Labor Relations Act, the 

Union is the exclusive bargaining representative for all the employees in the unit set forth below, 

found to be appropriate for the purposes of collective bargaining.  The Unit shall include all full-

time Emergency Medical Technicians employed by the City of Highland Fire Department, but 

exclude the Fire Chief, all part-time and temporary employees, all other employees of the City of 

Highland, and all Confidential and Managerial Employees and Supervisors, as defined by the 

Illinois Public Labor Relations Act. 
 

 (b) The Union recognizes its responsibility as bargaining agent and agrees to represent 

all employees in the bargaining unit fairly. 
 

ARTICLE 3 
MANAGEMENT RIGHTS 

 

 (a) The City shall not be required to bargain over matters of inherent management 

policy, which shall include such areas of discretion or policy as the functions of the City, standards 

of services, its overall budget, the organizational structure and selection of new employees, 

examination techniques and direction of employees. 
 

   (b)    Both parties recognize that, except as expressly stated herein, the City shall retain 

the full and unrestricted right to operate and direct the affairs of the City of Highland in all of its 

various aspects, including, but not limited to:  the right to establish budgetary controls; the right to 

direct the working forces; the right to plan, direct and control all the operations and services of the 

City; the right to determine the methods, means, organization and number of personnel by which 

operations and services are to be conducted; the right to assign and schedule working hours; the 

right to hire, promote, suspend, discipline and discharge or relieve employees; the right to make 

and enforce reasonable rules and regulations; the right to establish work and productivity 

standards; and the right to change or eliminate existing methods, equipment or facilities and all 

other management rights guaranteed by law. 
 

 (c)        Any terms and conditions of employment not specifically established by this Agreement 

shall remain within the discretion of the City to modify, establish or eliminate. 
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ARTICLE 4 

PREVAILING RIGHTS 
 

 Rights and privileges of employees, contained in policies currently in effect upon execution 

of this Agreement and which are not covered by the language of this Agreement, shall remain in 

effect if they impact employee wages, hours, terms or conditions of employment.  Such rights and 

privileges may be changed only after the impact of such change has been bargained by the Union 

and the City upon a written demand for bargaining by the Union. 
 

ARTICLE 5 
GENDER 

 

 When the male gender is used in this Agreement, it shall be construed to include male and 

female employees. 
 

ARTICLE 6 

WAIVER/ENTIRE AGREEMENT 
 

 This Agreement, upon ratification, supersedes all prior practices and agreements, whether 

written or oral, unless covered under Article 4, or expressly stated to the contrary herein, and 

constitutes the complete and entire agreement between the parties, and concludes collective 

bargaining for its term. 
 

 The City and the Union, for the duration of this Agreement, each voluntarily and 

unqualifiedly waives the right, and each agrees that the other shall not be obligated to bargain 

collectively with respect to any subject or matter referred to or covered in this Agreement, 

including the impact of the City’s exercise of its rights as set forth herein on wages, hours or terms 

and conditions of employment.  In so agreeing, the parties acknowledge that, during the 

negotiations which resulted in this Agreement, each had the unlimited right and opportunity to 

make demands and proposals with respect to any subject or matter not removed by law from the 

area of collective bargaining, and that the understandings and agreements arrived at by the parties 

after the exercise of that right and opportunity are set forth in this Agreement.  The parties further 

agree that they had not waived their rights to bargain collectively over policy matters directly 

affecting wages, hours and terms and conditions of employment as well as the impact of those 

changes that are not specifically referred to or covered by this Agreement. 
 

ARTICLE 7 
SAVINGS CLAUSE 

 

 In the event any Article, section or portion of this Agreement should be held invalid and 

unenforceable by any board, agency or court of competent jurisdiction or by reason of any existing 
or subsequently enacted legislation, such decision or legislation shall apply only to the specific 

Article, section or portion thereof specified in the board, agency or court decision or subsequent 

legislation and the remaining parts or portions of this Agreement shall remain in full force and 

effect.    
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ARTICLE 8 

RESIDENCY REQUIREMENTS 
 

 All members of the bargaining unit covered by this Agreement, shall as a condition of 

continuing employment, establish and maintain a bona fide residence within eighteen (18) miles of 

the City limits of Highland within six (6) months after completing the probationary period.  Final 

decision on mileage determination shall be approved by the city and shall be reviewed using 

distances measured in mapping software with the greatest zoom level possible.  i.e., City GIS 

system. 

 

ARTICLE 9 
EMPLOYMENT CONDITIONS 

 

(a) Fitness for Duty.  If there is any question concerning an employee’s mental or 

physical fitness for duty or fitness to return to duty following a layoff or a leave of absence, the 

City may require, at its expense, that the employee have an examination by a qualified and licensed 

medical or mental health professional(s) selected by the City.  If the City requires an employee to 

submit to an examination by a physician or other medical or mental health professional designated 

by the City, the City will pay the medical expenses to the extent that they are not covered by 

insurance ( i.e., without any out of pocket expenses to the employee).  The employee may also 

seek an opinion from his/her personal physician or mental health professional and assume the 

medical expenses for this opinion/examination to the extent that they are not covered by insurance. 
 
In the event of any dispute between the employee’s personal physician / mental health 

professional and the City’s physician / mental health professional, the employee may request that 

the dispute be submitted to a third physician / mental health professional mutually selected by the 

employee’s physician and the City’s physician.  The opinion of the third physician / mental health 

professional shall be determinative of the employee’s actual illness or fitness to return to duty, and 

the cost of the third opinion will be split equally between the employee and the City.  If the majority 

of the physicians / mental health professionals determine that an employee is not fit for duty based 

on the results of such examination(s), the City may place the employee on sick leave or if an 

employee has exhausted all of his sick leave, on unpaid medical leave.  The results of medical 

examinations shall remain confidential. 
 

 (b) Safety.  All employees are expected to perform work in an efficient, safe and 

capable manner particularly as it affects other employees, costs and quality of work.  Employees 

will be held responsible for the condition of areas in which they work and shall cooperate in 

maintaining general cleanliness and orderliness of the work areas. 
 

 (c) Absences and Tardiness. 
 

  (1)  It is understood that unauthorized or unreported absences, excessive 

absenteeism, repeated or excessive tardiness, or the abuse of sick leave 

(improper or excessive use) constitutes cause for discipline, up to and 

including discharge. 
 

  (2)  An employee who cannot report for duty at the scheduled time shall report 
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the reason therefore to his immediate non-bargaining unit supervisor prior 

to the date of absence when possible, but in no event later than one (1) hour 

prior to the start of the shift, unless circumstances prevent the employee 

from doing so.  Any unauthorized or unreported absence or repeated or 

excessive tardiness shall be considered as absent without leave and a 

deduction of pay shall be made.  Any unreported leave of two (2) 

consecutive working days or more shall be grounds for discharge.  The 

threshold between late arrival and unauthorized absence is one (1) hour after 

the starting time. 
 

 (d) City Vehicles.  Individuals, other than employees, shall not be permitted to ride in 

City vehicles unless with proper authorization.   
 

 (e) Americans With Disabilities Act.  The parties agree that the City may, 

notwithstanding any other provisions of this Agreement, take action that is in accord with what is 

legally permissible under the Act in order to be in compliance with the Americans With Disabilities 

Act. 
 

(f)        Distribution of Agreement.  The City shall provide the Union with a copy for each 

employee covered under this Agreement. 

 

ARTICLE 10 

PROBATIONARY 
PERIODS 

 

 (a) Probationary Period.  All new employees of the bargaining unit and those hired 

after loss of seniority shall serve a probationary period of six (6) months.  During the probationary 

period, the employee may be disciplined, suspended, laid off, demoted or terminated at the sole 

discretion of the City.  Neither the reason nor the action may be the subject of a grievance.   
 

 There shall be no seniority among probationary employees.  Upon successful completion 

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

most recent date of hire with the City in a position covered by this Agreement. 
 

 (b) Promotional Probationary Period.  In the event an employee is transferred to a 

different position or classification paying the same wage rate or promoted to a position paying a 

higher wage rate, such employee shall be considered a probationary employee for the first six (6) 

months in the new position.  During this probationary period, the City may return the employee to 

the employee’s former position at the employee’s former rate of pay if the position is vacant.  If 

the employee’s position is not vacant, the City may implement the lay-off provision of this 

Agreement.  
 

 (c) Time absent from duty or not served for any reason shall not count toward the 

satisfaction of any probationary period. 
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ARTICLE 11 
SENIORITY 

 

 (a) Seniority shall, for the purpose of this Agreement, be defined as an employee’s length 

of regular full-time continuous service with the City in a position covered by this Agreement 

beginning with his last date of hire.  No seniority computation shall accrue when any employee is 

off the job due to any strike or work stoppage. 
 

 (b) Seniority does not apply and shall not establish any right to any particular types of 

work, assignment, equipment or location of work. 
 

 (c) Seniority and the employment relationship shall be terminated when an employee: 
 

  1. Resigns or quits; or 

  2. Is discharged; or 
  3. Is absent from work for two (2) consecutive working days 
   without authorization, unless the absence and failure to 

   report is due to circumstances beyond the employee’s 
   control; or 

  4. Is laid off and fails to report to work within three (3) 
   working days after having been recalled; or 
  5. Does not report for work within forty-eight (48) hours 

   after the termination of an authorized leave of absence; or 
  6. Is laid off for a period in excess of two (2) years; or 

  7. Retires or is retired; or 
  8. Misrepresents the facts on his employment application, and 

   such misrepresentation is material to his employment; or 
  9. He gives a false reason for obtaining a leave of absence or 
   does not present proof of necessity within a reasonable period. 
  

 (d) If an employee is rehired to a position in the bargaining unit within one year, after 

a voluntary resignation, his seniority may be restored, at the sole discretion of the City Manager.  

This section shall not be subject to the grievance procedure. 
 

 (e) Each year the City shall post on a bulletin board in the Fire Department a seniority 

list showing the seniority date of each employee in the bargaining unit.  A copy of the seniority list 

will also be furnished to the Union. 

 

ARTICLE 12 
LAYOFFS 

 

 (a) The City may lay off an employee whenever such action is made necessary by 

reason of shortage of work or funds, abolition of a position, or change in organization.  Layoffs, 

when necessary, shall be governed according to the length of service of the employee within a job 

classification. 
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 (b) Applicants for City employment in a job classification shall not be hired while there 

are laid off employees who have seniority in that job classification, with the most senior being 

recalled first. 
 

 (c) In the event that an employee is laid off, he or she shall have the right to replace a 

less senior employee in another job classification within the bargaining unit if qualified for the job 

without additional training. 
 

 (d) Non-probationary employees who are laid off shall be placed on a recall list for a 

period of two (2) years.  If there is a recall in the job classification from which the employee was 

laid off, an employee shall be recalled in the inverse order of the layoff providing he is fully 

qualified and able to perform the work for which he is recalled without further training.  Employees 

who are eligible for recall shall be given three (3) days’ notice of recall and notice of recall shall 

be sent to the employees by certified or registered mail with a copy to the Union, provided that the 

employee must notify the Employer of his intention to return to work within twenty-four (24) hours 

after receiving notice of recall.  The Employer shall be deemed to have fulfilled its obligations by 

mailing the recall notice by certified mail, return receipt requested, to the mailing address last 

provided by the employee, it being the obligation and responsibility of the employee to provide 

the Employer with his latest mailing address.  If an employee fails to timely respond to a recall 

notice his name shall be removed from the recall list.   
  

• Effects of Layoff.  During the period of time that non-probationary employees have 

recall rights as specified above, the following provisions shall be applicable to any 

non-probationary employees who are laid off by the City. 
 

1. An employee shall be paid for any earned but unused vacation days, 

 comp time, and sick hours at the employee’s option. 
  2. An employee shall have the right to maintain insurance coverage by paying 

in advance the full applicable monthly premium for single and, if desired, 

family coverage. 
  3. If an employee is recalled, the amount of accumulated, non-compensated 

sick leave days that the employee had as of the effective date of the layoff 

shall be restored. 

  4. Upon recall, the employee’s seniority shall be adjusted by the length of the 

layoff. 

 

ARTICLE 13 
ASSIGNMENT DURING DISABILITY 

 

 The Employer shall have the right to offer a less strenuous position, entitled “light duty,” 

to an employee who is medically unable to perform his/her regular duties.  A light duty assignment 

will be within the ability of the employee as provided by a physician without being hazardous to 

other employees.  The light duty position may be discontinued by the Employer at any time.  The 

employee will receive his/her regular rate of pay during light duty.  An employee shall not be 

required to accept a light duty position offered under this Article, but if the employee so refuses a 

position within his/her ability as provided by a physician, he/she will not be eligible to receive 

workers’ compensation.  Other benefits, including accumulation of seniority, shall continue for 

those employees who accept light duty under this Article.  Fitness for Duty shall be determined as 
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per Article 9. 

 

ARTICLE 14 
DISCIPLINE 

 

 (a)  Both parties agree that employees represented by the Union are expected to provide 

services to the City and its citizens in an economic and timely fashion and corrective discipline 

may be needed to ensure said provision of services.  Disciplinary action may include but shall not 

be limited to: oral reprimand, written reprimand, suspension and discharge. The City shall not 

suspend or discharge any post-probationary employee without just cause.  The City further agrees 

that disciplinary actions shall be in a timely fashion. The City agrees that an allegation of arbitrary 

or capricious application of the contract provisions contained herein, regarding suspension or 

discharge, shall be subject to the grievance procedure, provided, however, that oral reprimands can 

be grieved up to the final step of the grievance process and may not be arbitrated. 
 

 (b) The City agrees with the tenets of progressive discipline where appropriate.  Once 

the measure of discipline is determined and imposed, the City shall not increase it for the particular 

act of misconduct. 
 

 (c) Any disciplinary action in an employee’s file will be removed from the file after 

one (1) year, if there has been no recurrence of the type of conduct giving rise to the warning and 

the employee submits a request in writing to the Director of Human Resources requesting that the 

disciplinary action be removed from their personnel file. 
 

 (d) Any disciplinary action resulting in a corrective action involving time off may be 

removed from the file after three (3) years, if there has been no recurrence of the type of conduct 

leading to the time off and the employee submits a request in writing to the Director of Human 

Resources requesting that the disciplinary action be removed from their personnel file. 

  

 (e) Any disciplinary action, verbal or written, cannot be used against any employee 

after documentation of such has been removed from the employee’s file. 

 

ARTICLE 15 
GRIEVANCE PROCEDURE 

 

 (a) Definition.  A grievance is a dispute or difference of opinion raised by an 

employee covered by this Agreement during the terms of this Agreement against the City 

involving him as to the meaning, interpretation or application of the express provisions of 

this Agreement.   
 

 (b) Procedure.  A grievance shall be processed in the following manner: 

 

  Step One Between the aggrieved employee(s) with the Union Steward or  

    designee and the aggrieved supervisor.  The grievance will be  

    presented to the Grievance Committee, comprised of Union  

    members as established by the Union, within seven (7) regular  

    business working days from the date of occurrence of the event  

    that gives rise to the grievance, or within seven (7) regular business 
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    working days of the date on which the employee knew, or should  

    have known, of the matter giving rise to the grievance.  This  

    Committee can: (a) recommend the grievance to move forward  

    through the established process, (b) conduct a hearing to obtain the 

    positions of all parties named in the grievance, (c) recommend that  

    the grievance not proceed any further. 
  

  Step Two A committee recommended grievance will be presented within  

    three (3) regular business working days from the date of   

    committee approval.  The grievance shall be submitted to the  

    Employer  (Chief or his designee) in writing and the   

    Employer’s response shall be in writing within seven (7) regular  

    business working days after receipt.   
   

  Step Three In the event the grievance is not satisfactorily settled in Step 2, the  

    Union may request a meeting between the Public Safety Director  

    and the Union to discuss the grievance.  Such request   

    must be made within seven (7) regular business working days of  

    the Employer’s answer to Step 2, and the meeting will be held  

    within the seven (7) regular business working days of the request  

    unless a later date is mutually agreed upon. 

 

  Step Four. In the event the grievance is not satisfactorily settled in Step 3, the  

    Union may request a meeting between designated representatives  

    (Director of Human Resources and/or City Manager) of the  

    Employer and the Union to discuss the grievance.  Such request  

    must be made within seven (7) regular business working days of  

    the Employer’s answer to Step 3, and the meeting will be held  

    within the seven (7) regular business working days of the request  

    unless a later date is mutually agreed upon. 
 
 (c) Arbitration.  If the Union is not satisfied with the City’s decision at Step 4, the 

Union may, by written notice to the City, refer the grievance to arbitration within ten (10) calendar 

days after the decision is provided by the City at Step 4. 
 

  (1) The parties shall attempt to agree upon an arbitrator within ten 

   (10) days after receipt of the Union’s written notice of referral. 
   In the event the parties are unable to agree upon the arbitrator 
   within said ten (10) day period, the parties shall jointly request 

   the Federal Mediation and Conciliation Service to submit a 

   panel of seven (7) arbitrators who are members of the National 
   Academy of Arbitrators.  Each party retains the right to reject 
   one panel in its entirety and request that a new panel be submitted. 
   Both the City and the Union shall have the right to strike three 
   (3) names from the panel.  The party requesting arbitration shall 
   strike the first name; the other party shall then strike a name.   
   The process shall be repeated and the person remaining shall be 

   the arbitrator. 



 

9 
 

 

(2) The arbitrator shall be notified of his selection and shall be requested 
   to set a time and place for the hearing, subject to the availability of 
   Union and City representatives. 
 

  (3) The City and the Union shall have the right to request the 
   arbitrator to require the presence of witnesses or documents.   
   The City and Union retain the right to employ legal counsel. 
 

(4) The arbitrator shall submit his decision in writing within a reasonable period 

following the close of the hearing or the submission 

   of briefs by the parties, whichever is later. 
 

  (5) More than one grievance may be submitted to the same arbitrator 
   where both parties mutually agree in writing. 
 

 (d) Limitations on Authority of Arbitrator.  The arbitrator shall have no right to amend, 

modify, nullify, ignore, add to, or subtract from the provision of this Agreement.  The arbitrator 

shall consider and decide only the question of fact as to whether there has been a violation, 

misinterpretation or misapplication of the specific provisions of this Agreement.  The arbitrator 

shall be empowered to determine the issue raised by the grievance as submitted in writing at Step 

Two.  The arbitrator shall have no authority to make a decision on any issue not so submitted or 

raised.  The arbitrator shall be without power to make any decision or award which is contrary to 

or inconsistent with, in any way, applicable laws, or of rules or regulations of administrative bodies 

that have the force and effect of law.  The arbitrator shall not in any way limit or interfere with the 

powers, duties and responsibilities of the City under the law and applicable court decisions.  Any 

decision or award of the arbitrator shall be final and binding on the parties, City, Union and the 

affected employee(s). 
 

 (e) Time Limits.  No grievance shall be entertained or processed unless it is submitted 

within seven (7) calendar days after the first occurrence of the matter giving rise to the grievance. 
 

 If a grievance is not presented by the employee within the time limits set forth above, it 

shall be considered “waived” and may not be pursued further.  If a grievance is not appealed to the 

next step within the specific time limit or any agreed extension thereof, it shall be considered 

settled on the basis of the City’s last answer.  If the City does not answer a grievance or an appeal 

thereof within the specified time limits, the grievance shall be deemed denied at the step and the 

grievant may immediately appeal the grievance to the next step.  The parties may by mutual 

agreement in writing extend any of the time limits set forth in this Article. 
 

 (f)  Arbitration Fees/Expenses.  The fees and expenses of the arbitrator shall be borne by 

the party whose position is not sustained by the arbitrator.  The arbitrator, in the event of a decision 

not wholly sustaining the position of either party, shall determine the appropriate allocation of his 

fees and expenses.  Each party shall be responsible for compensating its own representatives and 

witnesses. The cost of a transcript shall be shared if the necessity of a transcript is mutually agreed 

upon between the parties. 
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ARTICLE 16 
SHIFT EXCHANGE 

 

 Employees shall have the right, subject to notification and approval of the Department 

EMS Coordinator / or designee, to exchange hours of equal length with another union employee, 

when the change does not create a continuous shift longer than 48 hours, interfere with the 

operation of the Emergency Medical Services Division, occurs within the same pay period, and 

does not create or occurs without expense of overtime.  An employee involved in a switch is 

expected to work that shift and is not allowed to use benefit time during the switch. An employee 

mandated at the request of the Department EMS Coordinator to work longer than 48 hours shall 

be paid overtime at double the regular hourly rate. This excludes shifts running over 48 hours due 

to the continued performance of job duties as related to ambulance calls / runs. 

 

ARTICLE 17 
HOURS OF WORK AND OVERTIME 

 

 (a)  Application of this Article:  This Article is intended only as a basis for calculating 

overtime payments and nothing in this Agreement shall be construed as a guarantee of hours of 

work per day or per week. 
 

 (b) Normal Workweek and Workday:  Except as provided elsewhere in this Agreement, 

the normal workday for full-time employees shall be a 24 hour shift and the normal workweek for 

full-time employees shall be 24 / 72 shift rotating thru a 28 day period.  The schedule shall be 

attached to this agreement as appendix B.  The maximum number of hours to be worked 

continuously is 48 hours.   
 

 (c) Rest Time:  Employees required to be on duty more than sixteen (16) continuous 

hours shall be allowed eight (8) hours rest time but must respond to all calls of emergency as well 

as maintain the equipment in ready status. 
 

 (d) Overtime Pay:  It is recognized that in addition to the normal workday and 

workweek, an employee may be required to work such additional time as is necessary in the 

judgment of the City.  An employee shall be compensated at one and one-half (1-1/2) times his 

regular straight-time hourly rate of pay for all hours worked in excess of forty (40) hours in a 

payroll week.  Hours worked shall not include any uncompensated periods nor shall it include any 

paid leaves of absence except as provided below.  It is agreed that hours worked shall include 

holidays, compensatory, vacation and sick leave time.  Before an employee becomes eligible to 

work any overtime under this Agreement, the additional hours worked must be agreed by the 

Director or his designee.  Overtime shall be calculated to the nearest fifteen (15) minutes. 
 

 

(e)  Overtime Assignment: The City reserves the right to require and assign overtime.  

The City reserves the right to seek volunteers for overtime or to select specific employees for 

overtime assignments.  The City shall attempt to distribute scheduled overtime opportunities to 

those desiring to work overtime.  The Union understands that overtime must be filled and that it 

will either be filled on a voluntary or mandatory basis.  The Union also realizes that some 
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bargaining unit members do not desire to work any voluntary overtime. 
  

VOLUNTARY OVERTIME 

 

 1.  Individuals wanting to work overtime (OT) will submit to administration, their     

  availability for the following month on or before the 23rd day of each month. 

 2.  On the 23rd of the month, the current seniority list will be altered.  Those who 

  submitted availability to work voluntary overtime will remain on the list and in 

  the order of seniority.  Those who did not submit availability will be removed 

  from the list for that following calendar month. 

 3.  Any 24-hour opening of OT will be split into two (2) 12 hour shifts. 

 4.   Shifts will be filled with a person who is available for that day and who is highest 

  on the seniority list.  Once the person has been placed on a shift, they will be 

  moved to the bottom of the list and the process of filling the OT openings will 

  continue in this manner until the schedule is completed for the upcoming month. 

 

MANDATORY OVERTIME 

 

 1.  The list for MANDATORY (assigned) OT will initially be the existing seniority 

  list in the reverse order, starting with the least senior member. 

 2.  When there are no offers to work OT on a voluntary basis, personnel will then be  

  required (mandated) to work the vacant time slot(s). 

 3.  The mandatory list will be used for this purpose, starting at the top of the list and  

  working their way down the list in order, until sufficient staffing has been   

  achieved. 

 4.  Once a person is mandated to work, regardless of the length of time worked, their  

  name is then moved to the bottom of the mandatory call-in list, thus creating a  

  new order to the list. 

 5.  The order of the mandatory list is thereafter predicated on whoever was mandated 

  last then moves to the bottom of the list.  All remaining on this list will rotate  

  upwards on the list.  

 
 

(f)     Call-In Pay.  A full-time employee who is called to work before or after his normal  

hours of work (i.e., hours not contiguous to his normal shift) will be paid one and one-half (1-1/2) 

times his regular straight-time hourly rate of pay for all hours worked pursuant to Article 12, 

Section (d) with a minimum of two (2) hours compensation or his actual time worked, whichever 

is greater. 
 

 (g) No Pyramiding.  Compensation shall not be paid more than once for the same hours 

under any provision of this Article or Agreement.  (For example, an employee will not be paid both 

time and one-half (1-1/2) pursuant to Article 12, Section (d) and holiday pay pursuant to Article 

20, Section (b) for the same hours actually worked on a holiday.  Provide, however, this provision 

shall not be construed to prohibit an employee being paid his regular pay for the holiday pursuant 

to Article 20, Section (b) and holiday pay for all hours actually worked on the same holiday 

pursuant to that same section.) 
 

(h) Coverage during the use of benefit time.  Benefit time shall be taken only after it is 
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earned. Employees shall request desired benefit time in writing to their immediate supervisor no 

less than two (2) weeks in advance, at which time the City shall be responsible for finding a 

replacement employee. If benefit time is requested with less than two (2) weeks’ notice, the 

employee wishing to take benefit time will be responsible for finding a replacement employee. No 

benefit time will be denied to the employee if the employee timely provides a replacement 

employee for approval by management consistent with the administrative policy for the mandating 

of employees to fill absences. 
 

(i) Scheduling of Overtime When Staffing Vacancies.  When a position is vacated by 

a union member, it is agreed the City of Highland has the right to fill available shifts at its 

discretion.  However, if a position is vacated by a union member is not filled within 30 days from 

the last day worked, the union members will have the first opportunity to be scheduled for the 

vacated shifts. 
 

 (j) Christmas Holidays.  Whenever possible, every attempt will be made to avoid 

requiring an employee from being required to work both Christmas Eve and Christmas Day, 

unless that employee volunteers to work said holiday, and unless a state of emergency has been 

declared. Parties understand and agree that deviation from the current “mandate policy” may 

become necessary to comply with this effort. 

 

ARTICLE 18 

PREVIOUS SHIFT SUPERVISORS PAY 

 

 The poition of shift supervisor does not currently exist in the department.  If the City should 

add the position in the future, the parties agree to bargain the benefits related to the position. 

 

ARTICLE 19 
HOLIDAYS 

 

 (a) All employees governed by this Agreement will be granted and entitled to the 

following holidays: 
 

   New Year’s Day  President’s Day Memorial Day   
   Independence Day  Labor Day  Veteran’s Day 
   Thanksgiving Day  Christmas Eve  Christmas Day 
   Martin Luther King Day ½ Day New Year’s Eve 
 

 (b) An employee will be granted holiday pay equal to 6 hours at the regular straight-

time hourly rate of pay for Christmas Eve and New Year’s Eve. If such a holiday falls on a workday, 

an employee shall also receive his regular straight-time hourly rate of pay for 1/2 his regular shift 

hours actually worked and  pay equal to one and one-half (1-1/2) of his regular straight-time hourly 

rate of pay for the remaining half of the regular scheduled shift.  An employee mandated to work 

an open schedule position on the eve’s and who actually works on the eve shall be paid, in addition 

to his holiday pay, double time (2) of his regular straight-time hourly rate of pay for ½ all hours 

actually worked on the holiday. 
 

 (c) For each of the holidays listed, except as noted in Section (b) of this Article, a full-

time employee shall receive pay equal to 12 hours at the regular straight-time hourly rate of pay.  
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An employee scheduled to work on the holiday and who actually works on the holiday shall be 

paid, in addition to 12 hours holiday pay, pay equal to one and one-half (1-1/2) of his regular 

straight-time hourly rate of pay for all hours actually worked on the holiday.  An employee called 

to voluntarily work an open schedule position on the holiday and who actually works on the 

holiday shall be paid, in addition to his holiday pay, one and one-half (1-1/2) of his regular straight-

time hourly rate of pay for all hours actually work on the holiday. An employee mandated to work 

an open schedule position on the holiday and who actually works on the holiday shall be paid, in 

addition to his holiday pay, double time (2) of his regular straight-time hourly rate of pay for all 

hours actually worked on the holiday. 
  

 (d) In order to be eligible for holiday pay, an employee must work his full scheduled 

work day before and after the holiday (unless on pre-approved paid benefit time, including sick 

leave with verification after the second occurrence in the calendar year). 

 

 (e) Personal Time: Employees will receive personal time equal to 48 hours (2-24 

hour days) on May 1 of each year.  (Please note that part of this personal time replaces the previ-

ous birthday holiday.)  This time must be used prior to the following May 1 with no carryover 

allowed.  Personal time will not be paid out when an employee leaves employment with the City.  

 

ARTICLE 20 
VACATION 

 

 (a) All full-time employees, as defined in this Agreement, who have completed one (1) 

year of continuous service from the anniversary date with the City, shall be entitled to vacation 

with pay as follows and based on an average work week of 42 hours over a 28 day period: 

 

Regular full-time employees are eligible to accrue vacation annually on the following basis: 

 

1. Upon completion of the first (1) year of continuous service from the anniversary date, em-

ployees shall be granted one (1) week per year. 

 

2. Upon completion of the second (2) year of continuous service from the anniversary date 

and through the sixth (6) year of continuous service from the anniversary date, employees 

shall be granted two (2) weeks per year. 

 

3. Upon the completion of the sixth (6) year of continuous service from the anniversary date, 

and through the eleventh (11) year of continuous service from the anniversary date, em-

ployees shall be granted three (3) weeks per year.  

 

4. Upon completion of the eleventh (11) year of continuous service from the anniversary, and 

through the twentieth (20) year of continuous service from the anniversary date, employees 

shall be granted four (4) weeks per year. 

 

5. Upon completion of the twentieth (20) year of continuous service from the anniversary 

date, employees shall be granted five (5) weeks per year. 
 

 (b) No vacation time may be carried over from one year to the next unless approved by 
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the City Manager.  Requests must be made in writing prior to the expiration of the vacation time. 
 

 (c) Vacation shall be taken only after it is earned.  Vacation requests made by May 1, 

of each year will be awarded by seniority. Vacation requests after May 1, will be awarded to the 

first employee who gives written notice of request. Vacations will be allowed with two weeks’ 

notice, so long as usage of vacation time does not conflict with minimum staffing requirements. 
 

 (d) Within each job classification, vacations shall be scheduled insofar as practicable 

at times desired by each employee within the determination of preference made on the basis of 

seniority in classification.  However, it is expressly understood that the final right to designate 

vacation periods and the number of employees in any job classification and/or department who 

may be on vacation, is reserved to the City because of the nature of the work and the requirement 

that the orderly performance and continuation of services be maintained. 
 

 (e) Vacation requests may be rescheduled by the City when, in the City’s sole 

discretion, an emergency exists or when the vacation would result in insufficient manpower to 

accomplish the City’s needs. 
 
 (f) In the event an employee is entitled to vacation time and resigns or retires from his 

employment, the City shall pay the employee for the amount of accrued vacation time to which he 

is entitled. 

 

ARTICLE 21 

SICK LEAVE 
 

Subject to other provisions of this Article, in order for an eligible employee to receive 

compensation for accrued sick leave, the employee shall: 
  

 1) be unable to perform work duties due to illness or disability, or 
 

 2) require medical, dental, ocular or chiropractic care, or 
 

 3) have a contagious disease which may, in the course of the employee’s work 

duties, endanger the health of others, or 
 

 4) take or receive not more than three (3) days per calendar year in the event of a 

serious illness in the employee’s immediate family as hereafter defined, 

provided such illness is of such a nature so as to require the attendance of a 

physician and, in addition, it must also appear to the satisfaction of the City 

that the illness in the immediate family reasonably requires the presence of the 

employee for the welfare of the ill relative.  Immediate family is defined to 

mean spouse or natural or adopted children, parents both natural and step. 

Employees shall notify the on-duty supervisor one (1) hour prior to the time set 

for beginning the employee’s daily duties. Sick leave notification must be 

made to the on-duty supervisor personally for each workday that sick leave is 

being requested. Sick leave may be used only in (1/4) hour increments. 
 

Full time employees hired prior to May 1, 2012 shall upon voluntary separation for reasons other 
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than misconduct or unsatisfactory performance, be paid for accumulated and unused sick leave 

up to a maximum of two hundred forty (240) hours.  Full time employees hired on or after June 

1, 2012 shall upon voluntary separation for reasons other than misconduct or unsatisfactory 

performance be paid for accumulated and unused sick leave as follows: 
 

• Separation of an employee with less than five (5) years of full time service shall receive no 

compensation for accumulated and unused sick leave. 
• Separation of an employee with five (5) or more years of full time service but less than ten 

(10) years of full time service shall receive compensation for fifty percent (50%) of their 

accumulated and unused sick leave with a maximum limit of one hundred twenty (120) 

hours. 
• Separation of an employee with ten (10) or more years of full time service but less than 

fifteen (15) years of full time service shall receive compensation for seventy-five percent 

(75%) of their accumulated and unused sick leave with a maximum limit of one hundred 

eighty (180) hours. 

• Separation of an employee with fifteen (15) or more years of full time service shall receive 

compensation for one hundred percent (100%) of their accumulated and unused sick leave 

with a maximum limit of two hundred forty (240) hours. 
 

An employee who is sick and eligible to receive sick leave payment may take two (2) days off 

without a certificate from a medical professional. An employee who is off in excess of two (2) 

days shall furnish a certificate from the attending medical professional certifying the nature of the 

illness and that the employee is fit to return to work before payment of sick leave is made by the 

City, however, consecutive sick leave days will not be counted as additional occurrences.   
 

Absences for medical, optical or dental appointments shall not be considered occurrences if notice 

is given by the employee at least one (1) day in advance of the planned absence, although 

employees shall make a reasonable effort to notify the supervisor of appointments for medical, 

dental or optical examinations at least two (2) weeks in advance of appointment whenever possible. 

In addition, if an employee becomes ill and leaves work due to an illness, the absence will not be 

counted as an occurrence. 
 

The City may require an employee to furnish a certificate from a medical professional when a 

pattern of sick leave usage has developed or sick leave abuse is suspected. The City may also 

require, at its discretion, and at its expense that an employee have a physical examination with a 

professional selected by the City. The employee shall provide the City with accurate information 

concerning the reason for sick leave usage and cooperate fully with the City in connection with 

any inquiries or medical examination required by the City. No employee shall claim sick leave 

when physically able to work or engage in other employment or activities during sick leave. Abuse 

of sick leave and/or failure to provide a certificate from a medical professional shall be subject to 

discipline, up to and including discharge. 

 

ARTICLE 22 

PAY PROCEDURE 
 

 (a) It shall be the responsibility of each employee to see that his compensable hours 

are accurately entered into the Aladtec computer, for each day or event for which you are being 

paid by the City.  An employee is required to enter his own time into the Aladtec program in order 
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to be eligible for compensation.  If an employee inadvertently fails to enter the correct time in or 

out, the employee shall notify his supervisor or Director at the earliest possible time.  Upon 

becoming aware of an error during clock in or out, the supervisor or Director shall log the proper 

time for the employee’s on Aladtec.  Employees are prohibited from beginning work or clocking 

in prior to the beginning of the regularly scheduled workday unless approved in advance by the 

supervisor. 
 

 (b) Falsifying or attempting to falsify any time log, or clocking in another employees 

hours, for the purpose of effecting compensation shall be grounds for disciplinary action up to and 

including termination. 
  

 (c) All employees governed by this Agreement will be paid every two (2) weeks as 

established by the City.  If such payday is a holiday, payday shall be the preceding workday. 
 

 (d) Employees shall be paid in accordance with the salaries set forth in Appendix A. 

 

 (e) Payroll shall be calculated per the “Check Leveling” method as shown in  

Appendix C as attached.  When duty shifts fall on a Holiday where additional compensation is 

earned per Article 19 HOLIDAYS, of this contract, the additional compensation will be factored 

into the appropriate pay period calculations. 
 

ARTICLE 23 
COMPENSATION AT RESIGNATION, DISMISSAL, 

RETIREMENT OR LAYOFF 
 

 Any Employee retiring or resigning from City employment shall file a written resignation 

with his department supervisor at least two (2) weeks prior to the effective date of his retirement 

or resignation, in order to receive payment for accumulated unused benefit time, as provided in 

other Articles in this Agreement. 

 

ARTICLE 24 

JURY DUTY 
 

 (a) A full-time employee shall be granted a leave of absence with pay for jury duty or 

attendance in court or before a legislative or administrative body in connection with his official 

duties. 
 

 (b) In the case of jury duty, an employee who loses time from work during his regularly 

scheduled hours of work shall be paid his regular straight-time rate of pay for such time lost upon 

receipt of the entire sum paid for jury service (minus travel compensation). 
 

 (c) The employee must provide the City a memorandum from the Clerk of the Court 

verifying the employee’s performance of jury duty. 
 

 (d) The employee must report back to his assigned job for the City during normal 

working hours, if not on active duty as a juror or witness, unless excused by his supervisor or 

Director. 
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ARTICLE 25 

BEREAVEMENT LEAVE 
 

Employees will be granted up to 24 hours of paid Bereavement Leave for the death in an 

employee’s immediate family, consisting of wife, husband, children, grandchildren, grandparents 

and the following relatives of the employee or spouse: father, mother, brother, sister.  If an unusual 

relationship is not covered, an employee will seek approval on a case by case basis.  To receive 

pay, the employee must attend the funeral of such person.  Documentation may be required. 

 

(a) In order to receive the bereavement leave with pay, the employee must notify the departmental 

supervisor at the earliest possible opportunity.  If additional time is required by the employee, it 

must be approved by the City Manager and additional time may be taken and charged to sick leave. 

 

(b) Pallbearers – When an employee serves as a pallbearer, they shall be permitted to be absent 

from work without loss of pay for the time required to perform their duties as a pallbearer, not to 

exceed one day.  Notice of the employee’s absence to serve as a pallbearer must be given to their 

supervisor at least one full day in advance of the absence from work.  Documentation may be 

required. 

 

ARTICLE 26 
LEAVE OF ABSENCE WITHOUT PAY 

 

 (a) The City, at its sole option, may grant employees, as defined in this Agreement, a 

leave of absence without pay for a period not exceeding ninety (90) days.  Extension may be 

granted on a case-by-case basis, for an additional ninety (90) day period at the City’s sole option.  

No vacation or sick leave benefits will accrue during a leave of absence without pay, nor shall any 

paid sick leave accrued prior to leave commencement be granted to persons on unpaid leave. 
 
 (b) An employee, while on approved leave of absence without pay, shall be entitled to 

accrual of seniority for the period of such leave. 
 

 (c) The City shall grant unpaid leaves of absence that are in accord with what is legally 

permissible under the Family and Medical Leave Act of 1993. 

 

ARTICLE 27 
PENSION AND RETIREMENT PLAN 

 

 (a) All full-time employees shall be entitled to retirement benefits provided by the 

Illinois Municipal Retirement Fund (40 ILCS 5/7-101 et. seq.). 
 

 (b) Any employee retiring or resigning from City employment shall file a written 

resignation with his or her department supervisor at least two (2) weeks prior to the effective date 

of termination in order to receive payment for accumulated unused benefit time, as provided in 

other Articles of this Agreement.   
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ARTICLE 28 

INSURANCE 
 

 (a) The Union and employees shall agree to abide by the terms and conditions of the 

City ordinances for the provision of health and life insurance for the City employees. 
 

 (b) The City shall pay the premium cost toward medical, hospital and major medical 

insurance for all full-time employees of the City as it may now or hereafter be contracted for by 

the City. 

 

 (c) Effective May 1. 2021, the City shall pay forty percent (40%) of the premium for 

a family plan of hospital, medical and major medical insurance for dependents as now or 

hereafter contracted for by the City.  
 

 (d) Effective May 1, 2022, the City shall pay fifty percent (50%) of the premium for a 

family plan of hospital, medical and major medical insurance for dependents as now or hereafter 

contracted for by the City. 

 

 (e) If the Personnel Code of the Highland Municipal Code (Div 5, Sec. 2-156 et seq.) 

is amended by a vote of the City Council of the City of Highland to provide any change in 

employment benefits of any kind to the City’s non-union employees as a whole, the City will grant 

the same change to the employees represented by IAFF Local 3672.  This applies only to 

amendments of the Highland Municipal Personnel Code, and not to collective bargaining 

agreements negotiated by the City and other bargaining units. 

 

 (f)  The City shall pay the premium for a $20,000.00 life insurance policy with the 

employee having the exclusive right to have the beneficiary of his choice. 
 

 (g) Cost Containment.  The City reserves the right to maintain or institute cost cutting 

measures relative to insurance coverage.  Such changes may include, but are not limited to, 

mandatory second options for elective surgery, pre-admission and continuing admission review, 

prohibition on weekend admissions except in emergency situations, and mandatory out-patient 

elective surgery for certain designated surgical procedures. 
 

 (h) Terms of Policies to Govern.  The extent of coverage under the insurance policies 

referred to in this Article shall be governed by the terms and conditions set forth in said policies.  

Any questions concerning coverage shall be resolved in accordance with the terms and conditions 

in said policy and shall not be subject to the grievance procedure set forth in this Agreement. 

 

ARTICLE 29 

MILITARY LEAVE 
 

Military leave will be permitted in compliance with the Uniformed Services Employment and 

Reemployment Rights Act (USERRA 38 U.S.C. 4301- 4335) and  the Illinois Military Leave of 

Absence Act (5 ILCS 3251). 
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ARTICLE 30 

UNIFORM ALLOWANCE 
 

 (a) All uniforms provided by the City for employees in the performance of their duties 

shall be furnished without cost to the employees by the Employer and maintained in good, safe 

condition.  Uniforms issued by the City shall be replaced by the City for normal wear and tear and 

must be returned to the City when an employee leaves employment. 
 

 (b) When the uniform, including civilian clothing, is damaged or stolen while 

performing Fire Department duties, the Employer shall reimburse the employee for the full amount 

of the loss suffered. 
 

 (c) Employees who are off duty, not on call or not performing City related services 

shall not wear the uniforms provided by the City, except when traveling to and from work.  All 

employees are required to report to work being clean and neat in appearance. If responding to a 

call on thirds, employees will not be required to wear a duty uniform. 
 

(d)  New hires shall be furnished with four (4) winter shirts, four (4) summer shirts, four 

(4) pairs of trousers, a name plate, a badge, collar pins, four (4) t-shirts, a coat, a cap, duty belt and 

black duty boots. 
 

 (e) No patches, buttons, badges or any other insignia may be worn on an employee’s 

uniform unless distributed or approved by the Employer. 
 

 (f) Upon termination of employment, all uniforms must be returned to the Employer. 
 

• The City shall provide on-site a laundry facility to Employees for the sole purpose 

of cleaning of EMS duty uniforms. Additionally, clothing lockers shall be provided 

for the storage of uniforms on site. It shall be the responsibility of the employee to 

launder his/her uniforms on a regular basis on his/her duty shift. No overtime shall 

be paid in the laundering of uniforms. 
 

• Employees shall be provided black duty boots/shoes based on the following criteria: 
 

 Non-safety toe boots/shoes – The City shall pay one hundred percent (100%) of 

total cost to a maximum of $80.00. Replacement to be approved based upon 

condition as determined by management, but shall not exceed annual replacement. 
 

Safety toe boots – Must meet ANSI certified rating for safety toe. The City shall 

pay one hundred percent (100%) annually for the purchase of steel-toed safety 

shoes up to $150.00 when required for employment. If an employee requests to 

purchase the above items earlier than the outlined time frames due to damage or 

safety purposes, it will be at the Dept. Directors discretion as to whether or not the 

City will pay for the purchase. 
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ARTICLE 31 

SECONDARY EMPLOYMENT RESTRICTIONS 
 

 (a) Employees are permitted to engage in outside employment subject to the following 

  restrictions: 
  1. Any outside employment is secondary to City employment and shall not 

interfere with proper performance of City employment.  In the event an 

employee accepts employment by an employer or employers, other than the 

City that appears to affect the performance, quality and timeliness of his or 

her duties, he or she shall be required to resign from the secondary 

employment or subsequently be subject to disciplinary action by the City. 

 

  2. No employee shall accept employment with other individuals or 

organizations or self-employment without written notification to the City 

Manager and approved annually (May 1), said approval shall not be 

unreasonably denied, nor shall any employee accept employment which 

requires the use of City equipment, facilities or materials. 

 

  3. Employees are prohibited from working for any contractor or company that 

has a contract with the City during the period of the contract.  
    

  4. No leave of absence shall be granted to enable any employee to try or accept 

employment elsewhere or for self-employment. 
 

 (b) Any doubt as to a possible conflict of interest in regard to the restrictions stated in 

  subsection (a) of this Article shall be discussed with the City Manager. 

 

ARTICLE 32 

NO STRIKE 
  

 (a) No Strike.  During the term of this Agreement, neither the Union nor any officers, 

agents or any employee, covered by this Agreement, for any reason, will authorize, instigate, 

promote, institute, aid, condone or engage in a slowdown, sit-down, work stoppage, refusal to 

perform overtime, mass absenteeism, strike, sympathy strike picketing or any other interference 

or disruption of the work, operations, functions or obligations of the City. 
  

 (b) Responsibility of Union.  Should any activity proscribed in Section (a) of this 

Article occur, which the Union has or has not sanctioned, the Union shall immediately notify the 

employees, stating that it disapproves of such action and instructing all employees to cease such 

action and return to work immediately, and take such other steps as are reasonably appropriate to 

bring about observance of the provisions of this Article, including compliance with reasonable 

requests of the City to accomplish this end. 
 

 (c) Violation.  The City may discharge or discipline any employee who violates this 

Article, and any employee who fails to carry out his responsibility under this Article, and the 

Union agrees that the City has the right to deal with any such strike activity by imposing 

discipline, including discharge or suspension without pay on any, some or all of the employees 
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participating therein, as the City may choose; and further, that the only issue that may be raised 

in any proceeding is whether or not the employee actually engaged in any such prohibited 

conduct. 
 

 (d) No Lockout.  During the term of this Agreement, the City shall not lockout any 

employee as a result of a labor dispute with the Union. 
 

 (e) Judicial Relief.  Nothing herein shall preclude the City or the Union from 

obtaining judicial restraint and damages in the event of a violation of this Article. 

 

ARTICLE 33 
DUES DEDUCTIONS 

 

 The Employer shall honor any payroll deduction requests made by the Employee, 

including but not limited to, union dues, savings accounts, child support obligations, voluntary 

insurance premiums, and tuition accounts for dependents. 

 

ARTICLE 34 
INJURIES AND PROPERTY DAMAGE 

 
 (a) Injuries.  Every employee who is injured while working shall report such injury to 

his supervisor immediately upon the occurrence of such injury.  If the employee is 

injured to such an extent that medical attention is required, he shall immediately 

seek the same, and as soon as practicable notify his immediate supervisor.   
 

• Property Damage.  Every employee who is involved in an occurrence in which 

property of the City is damaged or in which other property is damaged shall report 

such occurrence as soon as practicable to his supervisor. 
 

• Failure to report an accident, injury, property and/or equipment damage or 

reporting of unsafe conditions may result in disciplinary action.  Failure to follow 

any City safety rules, policies, procedures, practices, etc… may result in 

disciplinary action, specifically if there is an accident, incident, or damages and 

the employee is deemed at fault. 

 

ARTICLE 35 
BULLETIN BOARD SPACE 

 

 The Employer shall provide three (3) foot by three (3) foot of space on a bulletin board 

for the use of the Union in the firehouse at a convenient location accessible to employees. 
 

ARTICLE 36 
POSTING OF SCHEDULES 

 

 The Employer shall set up a full-time employee shift schedule for a twenty-eight (28) day 

period, posted in convenient locations accessible to employees and copies forwarded to each 

employee on a timely basis which will cover the normal manning requirement on each shift. 
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ARTICLE 37 

MILEAGE ALLOWANCE 
 

 Employees required to use their private automobiles for Emergency Medical Services 

business when the City’s service car is not available, shall seek prior approval to be compensated 

at the current approved Federal mileage rate. 
 

ARTICLE 38 
TUITION REIMBURSEMENT 

 

Training courses, seminars, conferences, and other such professional development 

activities attended by an employee in an on-duty pay status must be approved on an individual 

basis by the City Manager, and reimbursement for fees and travel must be approved by the City 

Manager based upon the nature of the training involved.  The Employer will reimburse all 

employees for any cost incurred for books, fees and tuition of courses required to obtain or 

maintain E.M.S. licensure.  All necessary time, as determined by the City, spent to obtain or 

maintain E.M.S. licensure shall be considered hours of work, except that the City shall not be 

required to reimburse any individual for more than 32 Continuing Education Hours in a fiscal 

year.  Books and materials paid for by the City under this Article shall remain the property of the 

City and those less than two (2) years old shall be returned to the City by the employee upon 

termination of employment. State mandated periodic re-licensure fees not to exceed $40.00 will 

be reimbursed to the employee following each successful re-licensure period as established by 

the Illinois Department of Public Health.  Employee will provide evidence of successful renewal 

of license in order to obtain reimbursement. 
 

ARTICLE 39 

CONTRACTING OUT 
 

 The Employer shall not contract out any bargaining work unless mutual agreement is 

reached with the Union or an emergency occurs.   
 

ARTICLE 40 
DRUG TESTING POLICY 

 

Section 1 Statement of Policy: 

 It is the policy of the City of Highland that the public has the reasonable right to expect 

persons employed by the City to be free from the effects of drugs and alcohol.  The City, as the 

employer, has the right to expect its employees to report for work fit and able for duty.  The purpose 

of this policy shall be achieved in such manner as not to violate the law. 
 

Section 2 Prohibitions: 

Members of the bargaining unit covered by this Agreement shall be prohibited from: 
• Consumption or possession alcohol at any time during the workday or anywhere on 

any City premises or job site, including all City building, properties and vehicles while 

engaged in City business, except as required in the line of duty; 
• Illegally possessing, selling, purchasing, or delivering and illegal drug at any time, 

except as required in the of duty; 
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• Being under the influence of alcohol while on duty; 

• Being under the influence of drugs at any time except as prescribed by a physician; 
• Failing to report to their supervisor any known adverse side effect of medicine or 

prescription drugs, which they are taking. 
 

Section 3 Testing: 
 

 The City has the right to engage in drug and alcohol testing for the following: 
• Reasonable suspicion, pursuant to Section 4 of this Article. 
• Aftercare, pursuant to Section 7(d) of this Article. 

• Testing pursuant to section 9 of this Article. 
Testing a member by any one of the above-mentioned methods shall not prevent the testing 

of the same member through any of the other above-mentioned methods. 
 

Section 4 Reasonable Suspicion Testing: 
 
 Where the City has reasonable suspicion and just cause that a member of the bargaining 

unit is under the influence of alcohol during the course of the work day, or under the influence of 

illegal drugs, unauthorized drugs, or the abuse of legal drugs, at any time, the City shall have the 

right to require the member to submit to an alcohol and/or drug test. 
 

 For reasonable suspicion, when a member is ordered to submit to testing authorized by this 

agreement, the City shall provide the member with a written notice of the order setting forth all of 

the objective facts and reasonable inferences drawn from those facts which have formed the basis 

of the order to test.  Refusal to submit to such testing may subject the member to discipline, but 

the member’s taking of the test shall not be construed as a waiver of any objection or of rights that 

he may have.  Delays in submission to the testing on the part of the member may constitute refusal 

to submit to testing.    
 

Section 5 No Periodic Testing 
 

 There shall not be periodic testing by the City, either random or unit wide. 
 

Section 6 Test to be conducted 
 

 In conducting testing authorized by this Agreement, the City shall 
• Use only a clinical laboratory or hospital facility that is licensed pursuant to the 

Illinois Clinical Laboratory Act that has been accredited by the National Institute 

of Drug Abuse (NIDA). 
 

• Insure that the laboratory or facility selected conforms to all NIDA standards. 
 

• Establish a chain of custody procedure for both sample collection and testing that 

will insure the integrity of the identity of each sample and test result.  No bargaining 

unit member covered by this Agreement shall be permitted at any time to become 

a part of such chain of custody. 
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• Collect a sufficient sample of the same body fluid or material from a member to 

allow for initial screening, a confirmatory test, and a sufficient amount to be set 

aside reserved for later testing if requested by the member. 
 

• Collect samples in such a manner as to preserve the individual member’s right to 

privacy, insuring a high degree of security for the sample and its freedom from 

adulteration.  Members shall not be witnessed by anyone while submitting a 

sample, except in circumstances where the laboratory or facility does not have a 

“clean room” for submitting sample or where there is reasonable belief that the 

member has attempted to compromise the accuracy of the testing procedure. 
 

• Confirm any sample that tests positive in the initial screening for drugs by testing 

the second portion of the same sample by gas chromatography, plus mass 

spectrometry or an equivalent or better scientifically accurate and accepted method 

that provides quantitative data about the detected drug metabolites. 
 

• Provide the member tested with an opportunity to have the additional sample tested 

by a clinical laboratory or hospital facility of the member’s own choosing, at the 

member’s own expense, provided the member notifies the City in writing within 
seventy-two (72) hours of receiving the results of the tests and further provided that 

the clinical laboratory or hospital facility is licensed pursuant to the Illinois Clinical 

Laboratory Act that has been accredited by the National Institute of Drug Abuse 

(NIDA).  The member shall be responsible for the forwarding the test results to the 

City within 72 hours after receiving the test results. Should the member’s sample 

prove to be negative the City shall cover the cost. 
 

• Require that the laboratory or hospital facility report to the City that a blood or urine 

sample is positive only if both the initial screening and confirmation test are 

positive for a particular drug. 
 

• Require that with regard to alcohol testing, for the purpose of determining whether 

the employee is under the influence of alcohol, test results that show an alcohol 

concentration of 0.08 or more based upon the grams of alcohol per 100 milliliters 

of blood be considered positive.  The foregoing standard shall not preclude the City 

from attempting to show that test results between 0.00+ and 0.08 demonstrate that 

the member was under the influence, but the City shall bear the burden of proof in 

such cases.  All testing shall be conducted at a clinical laboratory or hospital facility 

pursuant to Section 6 of this Article. 
 

• Provide each member tested with one copy of all information and reports received 

by the City in connection with the testing and the results. 
 

• Insure that no member is the subject of any adverse employment action except 

emergency temporary reassignment with pay during the time necessary for 

confirmatory results under Section 6 (f) of this Article to be made.  Any such 

emergency reassignment shall be immediately discontinued in the event of a 

negative test result. 
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Section 7 Voluntary Requests for Assistance 
 

 The City shall take no adverse employment actions against a non-probationary member of 

the bargaining unit who voluntarily seeks treatment, counseling or other support for an alcohol or 

drug related problem, other than the City may require the member to be placed off of work without 

pay if he is then unfit for duty in his current assignment.  The member may take any accumulated 

sick leave, compensatory time, or vacation during this time off.  The City shall make available 

through its employee assistance program, a means by which the member may obtain referrals and 

treatment.  All such requests shall be confidential and any information received by the City through 

whatever means shall not be used in any manner adverse to the member’s interest. 
 

 Voluntary requests for assistance do not apply to probationary employees.   

 

 Voluntary requests for assistance will not have any adverse employment action being taken 

 against the member.  

 

 Voluntary requests can be made on only one occasion by any individual member.   
 

 Voluntary requests for assistance shall not be used merely as an attempt to avoid 

 discipline for violations of prohibitions under Section 2 of this Article. 
 
 

 The foregoing is conditioned upon: 

• The member agreeing to appropriate treatment as determined by any and all 

physicians involved. 

• The member permanently discontinuing his use of illegal drugs, unauthorized 

drugs, abuse of legal drugs or the abuse of alcohol. 

• The member completes the course of treatment prescribed, including an “after 

care” group for a period of up to 24 months from the date the member officially 

completed the employee assistance program. 
• The member agrees to submit to random testing during the hours of work during 

the period of “after care.” 
• Members who do not agree to the foregoing, who test positive a second or 

subsequent time for the presence of illegal drugs, unauthorized drugs, or the abuse 

of legal drugs, or alcohol shall be subject to discipline, up to and including 

discharge. 
 

Section 8 Discipline/Discharge 
 

All discipline shall be done in accordance with Article 10 of this Agreement.  All 

potential defenses the member has as to legitimacy or appropriateness of testing procedure, 

reasonable suspicion, accuracy of the tests, and any other claims and/or defenses of the member 

may be offered to the City Manager. 
 

Nothing in this Article shall be construed to prevent a member form asserting, or the City 

Manager from considering, treatment in lieu of discipline and any disciplinary proceeding 

conducted by the City Manager.  Nothing in this Article shall be construed as preventing or 

limiting the City Manager in issuance of discipline, including discharge, instead of treatment in 
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lieu of discipline. 
 

Section 9 Applicability to Bargaining Unit 
 

 This Article shall apply to any bargaining unit member, and shall not limit the right of the 

City to conduct any tests or to provide for any rules or regulations, restrictions or prohibitions as 

it may deem appropriate for persons seeking employment as Emergency Medical Technicians 

with the City of Highland. 
 

Section 10 Confidentiality 
 

 Employees and the City agree to keep the names of the employees undergoing this 

procedure confidential.  The City agrees not to contact law enforcement authorities as a result of 

a positive test. 
 

Section 11 Right to Contest 
 

 All issues relating to the drug and alcohol testing process (e.g., whether there is 

reasonable suspicion and just cause for ordering an employee to undertake a test, whether a 

priority chain of custody has been maintained, etc.) may be grieved in accordance with the 

grievance and arbitration procedure set forth in Article 11. 
 

 An employee, with or without the Union shall have the right to file a grievance 

concerning testing permitted by this order, contesting the basis for the order to submit to the 

tests, the right to test, the administration of the tests, the significance and accuracy of the tests.  It 

is agreed that the parties in no way intend or have in any manner restricted, diminished, or 

otherwise impaired, any legal rights that employees may have with regard to such testing. 
 

Section 12 Indemnification 
 

 The City agree to hold the Union harmless and to bear any expenses incurred by the 

Union in defending litigation arising out of the City’s activities in carrying out the drug/alcohol 

testing program.  This is true only if the employee is found to be in the right. 
 

ARTICLE 41 

DURATION 
 

 This Agreement shall be effective upon signing and shall remain in full force and effect 

until 23:59 on April 30, 2024.  It shall be automatically renewed from year to year thereafter 

unless either party shall notify the other in writing at least ninety (90) days prior to the 

anniversary date that it desires to modify this Agreement.  In the event that such notice is given, 

negotiations shall begin no later than sixty (60) days prior to the anniversary date unless the 

parties mutually agree otherwise. 
 
 Notwithstanding any provision of this Article or Agreement to the contrary, this 

Agreement shall remain in full force and effect after the expiration date and until a new 

agreement is reached unless either party gives at least ten (10) days’ written notice to the other 
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party of its desire to terminate this Agreement, provided such termination date shall not be before 

the anniversary date set forth in the preceding paragraph.  No provision of this Article shall be 

deemed as a waiver of rights under Section 14(l) of the Illinois State Labor Relations Act            

(5 ILCS 315/14(l)). 
 

 Executed this _________ day of __________________, 20___ 
 
 

CITY OF HIGHLAND                                               INTERNATIONAL ASSOCIATION  
       OF FIRE FIGHTERS, LOCAL 3672 
 

By:  ____________________________  By:_____________________________   

        Mayor, City of Highland      President, I.A.F.F. Local #3672 
 
 

By:  ____________________________ 

        City Manager 
 
 

Date: ___________________________  Date: ____________________________ 
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APPENDIX A 

 

 

 

 

WAGES 

 

 

Effective 5-1-2023 EMT-B ($1.25) EMT-P (3.5%) 

Probationary Period $16.33 $23.12 

Post-probation through three (3) years of service $17.84 $24.68 

Beginning 4th year through 7th year of service $18.41 $25.69 

Beginning 8th year through 12th year of service $19.09 $26.89 

Beginning 13th year through 16th year of service $19.61 $27.81 

Beginning 17th year through 25th year of service $20.38 $29.17 

After 25th year of service $20.71 $29.75 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix B 
Shift Schedule 
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Appendix C 
 

Check Leveling (Example Only) 
 

CURRENT 

   Reg + OT = total hours Hourly Rate    

Pay Period 1 Week 1 52 $22.34 $1,161.68   

Pay Period 1 Week 2 52 $22.34 $1,161.68 $2,323.36 

Pay Period 2 Week 3 52 $22.34 $1,161.68   

Pay Period 2 Week 4 24 $22.34 $536.16 $1,697.84 

        

28 Day Cycle  180   $4,021.20 

13 Cycles   2340     $52,275.60 

52 Hours above = 40 regular plus 8 hours at 1.5 time (O.T)  

      

PROPOSED - CHECK LEVELING 

   Average of hours     

Pay Period 1 Week 1 45 $22.34 $1,005.30   

Pay Period 2 Week 2 45 $22.34 $1,005.30 $2,010.60 

Pay Period 3 Week 3 45 $22.34 $1,005.30   

Pay Period 4 Week 4 45 $22.34 $1,005.30 $2,010.60 

        

28 Day Cycle  180   $4,021.20 

13 Cycles   2340     $52,275.20 

 



 
 

 

Date:   May 12, 2023 

To:   Honorable Mayor Hemann, City Council 

From:  Chris Conrad, City Manager 

Re:   IAFF Contract and Ordinance change 

 

Staff recommends council approve the IAFF Contract that contains a 3.5% increase for medics 

and a $1.25 flat increase for EMT-Basics. This contract is a 1 year term.  Part of the negotiations 

included our agreeing to change the ordinance that specifies the structure of the Public Safety 

Department.  You may recall that in February of 2022 we had made changes to the ordinance that 

formally established the Public Safety department and had EMS as a separate department from 

Fire.  At the request of the union we are submitting for your approval a modification of that 

ordinance that places EMS under the fire department umbrella as a separate division within the 

fire department.  This makes no change to how we are operating or their chain of command.  This 

does allow the union members to be protected by fireman specific legislation such as the Fireman’s 

Disciplinary Act and brings them into compliance with their membership in the IAFF.  Neither 

staff nor our labor attorney has any objection to these provisions as it was never our intent to 

remove those protections.  They are now classified as civilian, non-firefighting, non-exempt, 

employees of the Fire Department. 

 

Respectfully, 

 

 

 

Chris Conrad 

City Manager 
 

City of Highland 

DocuSign Envelope ID: 57A23074-B101-4EA1-8A5E-4C4B109B8DDC
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