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’ DISCLAIMER

This manual 15 not to be construed as an employment contract or 1o create contractual rights,
but rather to serve as a guideline for day-to-day policies and procedures. The Department
reserves the right to vary these policies to meet individual needs. Nothing in this manual may

) be construed as altering the employment status of any employee, Policies and procedures in
this manual are subject to change from time to time as the needs of the Department require
We will keep you informed of changes as soon as practical

For those employees of the Depariment covered under a Collective Bargaiming Agreement,
please refer to the appropriate Agreement for further information. [n the event of a conflict
between the policies set forth in this manual and the provisions of the Agreements, the
Agreements will prevail.
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Authority

The Administrative Office of the Illinois Courts

The authority for developing and implementing uniform standards for Probation and Court
Services is statutorily vested in the Probation Services Division of the Administrative Office
of the lllinois Couris {the AOIC). The Probation and Probation Officers Act, 730 1LCS
11045 (1). provides thai: “The Supreme Court of IHinois may establish a Division of
Probation Services whose purpose shall be the development, establishment, promulgation, and
enforcement of uniform standards for probation services in this State, and to otherwise carry
out the intent of this Act.”

llinois Probation and Court Services Departments shall comply with all applicable standards.
The AOIC Probation Division is responsible for providing technical assistance and
compliance monitering in regard to implementation of the operational standards for Hlinois
Probation and Court Services.

Director of Champaign County Probation & Court Services Department

As with the A0IC Probation Division, the authority of the Director of Court Services/Chief
Probation Officer is provided per State statute. Policies and procedures are required within
the Champaign County Probation &, Court Services Department in an attempt to operate
efficiently, effectively and consistently. The duties associated with being a Probation Officer
are set forth in 730 ILCS 110/12. Each dgpartment, however, must take into account local
practices, This ynanual is developed in order to maintain standards and to assist each member
of the Departiment in the completion of their duties. It is the responsibility of each employee
of this Departiment to read and completely understand the rules, regulations and policies of
this Depantment. Of further note, officers need to be aware of local Court practices so each
officer may effectively and efficiently perform their duties.

At orientation, new employees will be provided with a copy of the Departmient's Policies and
Procedures Manual, The manual is also located on the computer network. As needed,
revisions or additions to existing Departmental policies and procedures may be effected by
memoranda issued to the staff by the Director. Memorands, issued by the Director will take
precedence over previously issued operational directives. Employees are to maintain copies
of these changes to the Policics and Procedures Manual. A separate area in the manual is
included for placement of memoranda,

On a yearly basis, the Policy and Procedures Manual will be reviewed and necessary revisions
and additions made. This review will begin in October and will be completed by December
21 All revisions will be included in the Annual Plan submitted to the AOIC, Departmental
policies and procedurcs may be changed at any time to meet the requircments, of the judiciary,
Departmental needs, or to remain in compliance with AQIC guidelines.
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Forcword Deleted: a

Provisions for 1|« establishment of Probation and Court Scrvices Departments are contained Deleted: the
in Chapter 730 ILCS, Section 110 the Probation and Probation Officers Act), and Chapter Deteted: ,
705 ILCS, (the Juvenile Court Act). Probation and Court Services Departiments are created by Deleted: .
legislative act, subject to local judicial policy and administered by the Director of Court Deleted:
Services. Champaign County budgets for the salaries of each employee 1111 ensures the Deleted: 1

Depariment has adequate office space and office equipment to meet State mandates.
Although the County budgets fir the salaries of officers, the County receives reimbursement
from tlie AOIC for the salaries of all officers. The level of salary reimbursement is contingent

upon position classification by the AOIC, Operational and supervision standards established Deleted: A
by the ACIC must be met and maintained. Should the Department fail to do so, salary Deleted: dminsirative Office of the liincrs Courts
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Divisional and Unit procedural manuals shall be completed and published as required

Personnel under the supervision of this Department are unique and may interact differently.
This manual cannot cover every situation that may be encountered. The procedural manual
for each Divisien/Unit will assist employees in the daily performance of their assigned duties
No manual, however, will cover every situation. With that in mind, employees are urged and
cxpected to exercise good judgment in the performance of their duties, Employees must be
familiar with all rules and regulations and must never use discretion wantonly or
inconsistently.

The Departinent is governed by the rules of practice cstablished by the Chief Judge of the
Sixth Judicial Circuit. Copies of various Administrative Orders for officers of the Sixth Deleted: the

Judicial Circuit are contained in this manual
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familiar with the contents of the Champaign County Personnel Policy, Manual. Pursuant to
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b 3 Apphication Process,

¢. Section 2-2.4 Interviewine & {liring Procedure,
d. Section 2-2.5, Emplovee Promotion
e
f

v

v

Section 2-2.6 Department Head Hiring Procedure

. Section 2-2.7 Orieatation & Terms of Emplovment,

g, Section 2-1  Probationary Period

b Section4-2  Appointed Department Head Appraisals
i Sectivn 5-2.4  Involuntary Temtination Appeal
i- Section 5-3  Name Clearing Hearng

LK. Section 6-1  Grievances

. Section6-3  Disciplinary Action

m. Seetion 6-4  Involuntary Temination

n. Section 7-3  Compensatory Tune Overtime

Other exemptions may be covered by existing Agreements with the Fraternal Order of Police
(FOP) and the American Federation of State, County and Municipal Employees (AFSCME)
All employees covered by a Collective Bargaining Agreement shall be furnished with a copy
of the appropriate Agreement.

Should a conflict arise concerning Court and County policy, the Department shall comply
with Court policy based on statute or AQIC directives.

In the event of a conflict between the County Personnel Policy, Manual and the Agreements
with FOP and AFSCME, the provisions of the Agreements will prevail. Should there be a
conflict between the Champaign County Personnel Policy, Manual and the Champaign County
Probation &, Court Services Department Policigy, and Procedures Manual, officers should
abide by the Departmental manual and report the situation to their immediate Supervisor

Should there be a conflict between the Champaign County Probation & Court Services
Department Policics, and Procedures Manual and the Agreements with FOP and AFSCME,
the Agreements shall prevail.

With the approval of the Director of Count Services, Supervisors shall develop operational
procedures to ensure that standards are established and maintained and shall furnish each of
the officers under their supervision with a copy of their respective Divisional/Unit policies
and procedures. Officers are responsible for understanding the content and requirements of
their Divisional/Unit policies and procedures. Additionally, some operations may require
knowledge of and compliance with AOIC, [linois Departiment of Corrections, [linois
Department of Jusvenile Justice, Hlinois Departtment of Children & Family Services, pr other
local, State or national standards. Supervisors may also from time to time issue written
directives on operational issues. Officers shall follow those written directives until such me
as the policy or procedure is revised.
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Chapter 1 — Mission Statement

The mission of the Champaign County Probation & Court Services Departiment is to provide
services to the judiciary, community, and otfenders. Using a community correetims
approach, we improve public satety by enforcing cowrt orders while providing services to
juvenile and adult vitenders w aid in their rehabilitation,
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provides, appsopriste communily resources are to be ulilized 1o
ensurs ¢ach affender is afforded the apportunity 10 appropnately
address histher needs. Officers are to direct offenders toward law fi
conduct by promoting changes in values and beliefs. Victims are 1
be advised of their vights and afforded the apportumty to actinely
participate in the cviminal justice process. Finally, the Depaitment
to operate the Chainpaign County Jusenile Detention Center.
ensuring the safely of minors in our custedy. Each munoer in custod
i5 1o have access to educational sewvices and a wide-range of social
senices programining,*

Deleted: The mission of the Champaign County Probation &
Count Senices Departiment is 1o complete im estipations for the
cowrl and 10 hold offenders accountable. Officers chasely monitm
court orders on each offender ssntenced 10 probation and take
appropriate action when an offender violates those ovders. Workin;
closety with local social senvice providers, appiopriste coamununity
resources are utilized 10 ensure each offender is afforded the
apportunaty to address appropriately his/her needs, Officers direct
affenders toward lawful conduct by prometing changes in values
and beliefs, Victims are advised of their rights and given the
opportunity to participate actively in the cominal justice pracess.
Finally. the Department operates the Champaign County Jus enite
Detentivn Center. In addition 1o providing a safe and sevme
environment for minars in JDC custody, each munor has access o
educational serices as well as a wide range of social ser:
programming,
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Chapter 2 — Organizational Charts
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Chapter 3 — Statutory Duties of Probation Officers and Oath

The statutory duties of Probation Officers, as set forth in 730 ILCS 110/12, are:

1. To investigate as required by Section 5-3-1 of the ~Unified Code of Corrections™,
approved July 26, 1972, as amended, the case of any person to be placed on probation. Full
upportunity shall be afforded a Probation Officer to confer with the person under investigation
when such person is in custody.

2. To netify the Court of any previous conviction for crime or previous probation of any
defendant invoking the provisions of this Act.

3. All reports and notifications required in this Act to be made by Probation Officers shall be
in writing and shall be filed by the clerk in the respective cases.

4. To preserve complete and accurate records of cases investigated, including a description of
the person investigated, the action of the Court with respect to his case and his probation, the
subsequent history of such person, it he beeomes a probationer, during the continuance of his
probation, which records shall be open 1o inspection by any judge or by any Probation Officer
pursuant to order of Court, but shall not be public record, and its contents shall not be
divulged otherwise than as above provided, except upon order of Count.

5. To take charge of and watch over all persons placed on probation under such regulations
and for such terns as may by preseribed by the Court, and giving to each probationer full
instructions as to the terms of his release upon probation and requiring from him such puriodic
reports as shall keep the officer informed as to his conduct

6. To develop and operate programs of reasonable public or community service for any
persons ordered by the Court to perform public or community service, providing, however,
that no Probation Officer or any employee of a Probation Office acting in the course of his
official duties shall be liable for any tortious acts of any person performing public or
community service except for willful misconduct or gross negligence on the part of the
Probation Ofticer or employee.

7. When any person on probation removes from the county where his offense was committed,
it shall be the duty of the officer under whose care he was placed to report the facts to the
Probation Officer in the county to which the probationer has removed; and it shall thereupon
hecome the duty of such Probation Officer to take charge of and watch over said probationer
the same as if the case originated in that county; and for that purpose he shall have the same
power and authority over said probationer as if he had been originally placed in said officer’s
charge; and such officer shall be required to report in writing every 6 months, or more
frequently upon request, the results of his supervision to the Probation Officer in whose
charge the said probationer was originally placed by the Court.
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8. To authorize travel pennits to individuals under their supervision unless otherwise ordered
by the Court

9. To perform such other duties as are provided for in this Act or by rules of Court and such
incidental duties as may be implied from those expressly required

10, To send writlyn netification to a public housine agency it a person v probation tor a

felony who is under the supervision of the Probation Officer informs the Probaton Officer
that he or she has resided. resides. or will reside at an address that is a housing facility owned,

11. Ifa person on probation tor a felony oftense who is under the supervision of the
Probation Officer becomes a resident of a Facility hicensed or regulated by the Department of
Public Health, the [linois Departinent of Public Aid. or Hlinois Departiment of Human
Services, the Probation Officer shall within 3 days of the person becoming a resident, notify
the licensing of regulating Department and licensed or regubated fagility and shall provide the
licensed or regulated faciliy and licensing or regulating Department with copies of the
following,

{al {blank);

ic] the name and contact information for the assigned Probation Officer,

Pursuant to the requirements of 730 ILCS 110/10, all officers shall take and subscribe to an
gonstigiion angd laws of the United States and of the State of Nlinois, and Faithfully w perform
the duties of his or her office, In Champaizn County, officers are tvpicallv sworn in by the
Champaizn County Clerk.
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Chapter 4 — Code of Professional Conduct

Any violation of the Code of Professional Conduct may result in disciplinary action
against the employee. The disciplinary action taken will depend on the severity of the
infraction.

Pursuant to the authority to promulgate standards for Probation and Court Services
Departments as set forth at 730 ILCS 110/15(1), the Administrative Office of the llincis
Courts hereby promulgates the following standards, cffective January 20, 1995, a5 winenduil
and eftective April 15. 2011, The standards set torth below have been adopted by the Chief
Judge of the Sixth Judicial Circuit and are applicable to all cinployvees of the Champaign
County Probation & Court Services Departinent.

An independent and honorable judiciary is indispensable to justice in our society.
Probation/Court Services employees shall obscrve high standards of conduct so that the
integrity and independence of the judiciary may be preserved and reflect a devotion to public
service. [n recognition of the essential role that Probation/Court Services employees play in
the administration of justice in the State of lllinois, this code is adopred to promote the
integrity, efticiency and professionalism of probation services.

4.1  Probation/Court Services Employees Shall

A, Respect the authority and follow the directives of the Chicf Judee, or designes,
recognizing at all times the Probation Ofticer is responsible to the Court,

B. Respect the civil and legal rights of all persons;

C. Recognize the appropriate limits of the services offered by the Probation/Court Services
professiun, and direct individuals to alternative resources when appropriai;

D. Conduct each case with goncern for the probationer’s welfare, the public’s interest, and
with no purpese of personal gain,

E. Maintain relationships with colleagues in such a manner to promote mutual respect and
cooperation;

F. Understand the importance of all elements of the criminal justice system and cultivate a
professional cooperation with each segment,

G. Observe and uphold all federal, state and local laws;
H. Respect and protect the right of the public to be safeguarded from criminal/delinquent

activity;
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[ Accurately record and make available for review any and all case infornation which could
contribute to sound decisions affecting a probationer or the public safety;

I Seek only that personal data from the probationer needed to perform the olficers” dutics
il responsibilities;

K. Clearly distinguish between those public statements that are personal views and those that
are statements and positions on behalf of the Department and the Court. Onlv those
emplovees authorized 1o o so shall make public statenients oo behalt of the Department

and the Court;
L. Report without reservation any \ iolations of the taw, or ghis code on the part of other
Probation/Coun Services employees, probationers or other individuals, which could affect

either a probationer or the integrity of the Department. or the Court,

M. Immediately report to their Supervisor any attempt by any person fo violate the [aw or any
standards set forth in this Code of Professional Conduct.

4.2  Probation/Court Services Employees Shall Not
A. Use their ofticial position to secute privileges or advantages,

B. Permit personal interest to impair the objectivity which is to be maintained in their official
capacity,;

e

Develop a relationship with probationers other than that necessary to conduct business
Probation/Court Services employees shall not knowingly become socially, romantically,
or sexually involved with probationers {including those under court order or supery ision,
first offender probation, and condinional discharge). or with parolees, gngage in any
activity that could discredit or cause an embarrassment to the Probation/Court Services
Department_or the Court. Any such involvement shall be immediately reported to the
employee’s Supervisor,

D, Knowingly become personally or intimately involved with, ur engage in, any activity with

any person that would bring discredit. or cause an embarrassiment to the Departinent or the
Court;

E. Discriminate against any employee, prospective employee or probationer on the basis of
race, sex, creed, or national origin,

F. Accept any gift or favor of aiiv nature which implies an obligation that is inconsistent with
the free and objective exercise of professional responsibilities;

G. Solicit or accept any gift, favor, or compensation for anything to do with or related to the
performance of official duties, or for anything that might compromise the integrity of the
Court as provided by 730 ILCS 110/14,
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H. Falsify or improperly alter or destroy any records or documents relating to the operation
of the Department v (e T

. Conduct financial pusiness dealings with probationers, {including those under court order
for supervision, tivst oftender probation and conditional dizcharge), or with parolees
including but not limited to such maiters as serving as a tiduciary, accepting or making
loans, or cosigning promissory notes

| Engage in any pursonal. financial or business dealings, which may create an actual conflict
of interest with their official duties, or which, may create the appearance of a conflict of
interest with their official duties.

K. Disclose case information, under any circumstances,  unauthorized persons

4.3 Additional Provisions

The matters set forth above are not intended 10 be. and do not constitute an exhaustive list of
rules and regulations governing the conduct of Probation/Court Services employees. Such
employees are responsible for complying with all other applicable statutes, rules, regulations,
and other provisions governing Probation/Court Services employees in the discharge of their
ofticial duties.

The adaption of this Code of Conduct vests no rights in Probation/Court Services employees
and creates no limitation on previous, existing rights of the Supreme Count of Ithinois, Chief
Circuit Court [udges and -upervisory personncl with respect to the hiring, setting of tenns and
conditions of employment, discipline and discharge of Probation/Court Services umployees.,
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Chapter 5 — Recruitment and Hiring, Psychological Evaluation, Physical
Examination and Drug Testing. Background Investigation

5.1 Equal Employment Opportunity Statement

The Department, in compliance with Champaign County Policy, abides by all equal
employment opportunity guidelines. It is this Department’s policy, to protect all employees
and applicants for employment against discrimination based on race, color, religion, national
origin, ancestry, sex Lincluding presnancy), sexual orieniation, age, marital status, a physical
or mental disability unrelated to an individual's ability to perform the essential functions of
his or her job with or without reasonable accommodation, guielic infonnation, military
service, unfavorable discharge from the military. order of protection status. or arrest recond as
defined in the [llinois Human Rights Act, in all, aspects of employment_inciuding benefits,
discharge. discipline, firing, harassment, hiring, promotion, reeruitment, renewal of
etployment, selection tor training or apprenticeship, tenure, terms and conditions of
ciploviment. training, transter, and wages. 1Uis also illegal to retaliate against a person
because he or she complained about discrimination, filed a charge of diserimination, or
participated in an employment discrimination investigation or lawsuit,

This Department would note that it is a requirement of the Administrative Otfice of the
Ilinois Courts that all persons employed as Court Services Officers be citizens of the United
States of America.

5.2 Recruitment Procedure

Allsolicitations or advertisements for cinployviment will be in compliance with Section 2-2 2,
of the Champaign County Personnel Policy, Manual. Notices of openings are distributed to

Departinent

The Superisor of Administrative Seivices js required to obtain and review the current
eligibility list for non-Supervisory personnel maintained by the Administrative Office of the

notified |

5.3 Application Process

Each applicant will complete an online Employment Application in compliance with County
standards, including certification that the information provided in the application is true in all

or misleading statements occurs after commencement of employment. References will be
checked in accordance with County and Departmental policies 2= well as guidelines provided
by the Administrative Office of the [llinois Courts.
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Successful applicants will have completed all paperwork required by the Administrative
Office of the Illinois Courts in order to be certificd hy that agency as eligible for employment
as a Probation Officer in the State of [llinois. Only those individuals whose names appear on
the eligibility list maintained by the AU will be considered for employment by the
Department

Former employees wishing to be considered iur cimploy meat must submit a written request to
the Director, Fonner and current [linois Probation Otticers applving For employinent with
the Department will be considered after completion of an online Emplovment Application

{see above), ,

5.4 Psychological Testing

A conditional offer of employment may be made to candidates for the position of Court
Services Officer. All candidates must complete and pass a psychological evaluation as
ordered by the Chiet Judge of the Sixth Judicial Circuit. Failure to complete and pass the
required psychological evaluation will result in withdrawal of the ofter of employment. The
expense associated with paychological testing shall be paid by the Department. Repurts of
psychological testing are the propeny of the Departirent and shall not be diselosed to
vandidates

5.5  Pre-Emplovment Physical Examination and Drug Testing

ing a conditional ofter of emploviment, the applicant shall undergo and successiully
re-cimployirent physical examination, inchuding drue testing, The expense
associated with the physical examination and drug testing shall be paid by the Departinens
with the physician being designated by the Department, Failure of an applicant to
satisfactorily complete thy prescribed physical examination and lab tests as certificd by the
stenated by the Departiment shall result in withdrawal of the conditional ofter of
employinent. Should the applicant wish to challenge the results of the physical examination
and'or Jab tests, he or she may do so by reguesting a second opinion from a specialist agreed
to by the physician designated by the Department,  All costs incurred to obtain and provide a
second opinton shall be paid by the applicant. The final decision rezarding successtul
completion of the phyaical examination and drug testing will be made by the Director ot
Court Services,

5.6 Background Investigation

I ollowing a conditicnal offer of employment, the immediate Supervisor will contact the
applicant's previous employers and personal references and will record the results of those
contacts on forms approved by the Director of Court Services, The immediate Supervisor will
also check LEADS and the records of the [llinois Secretary of State to detennine if the
applicant has a history of prior arrests/convictions, and will request a scarch of the Child
Abuse and Negleot Tracking systein (CANTS) to detenmine whether the applicant has been a
perpetrator of an indicated incident ot child abuse and or neglect or if s he is involved ina
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pending investization. Written verification of contact with the applicant's previous
employers, contact with his’her personal references, and the results of criminal records and

C ANTS checks shall be forwarded to the Superyisor ot Administraiive Services for retention
in the employee's personnel file, should s hobe hired. Failure to successtully complete the
backeround check will result in withdrawal of the conditional offer of emploviment. In the
event that an offer of employment is not made, the results of the background investigation
shall be retained with the candidate's application form.

In addition to the foregoing, the Policies Governing Hiring, Promotions and Training of
Iinois Probation/Court Services Personnel established by the Administrative Office of the
Illinois Courts, effective July 1, 1998, shall be observed by this Department. Thase policies
are included herein as Appendix A.

The psychological, phusical and druy festing procedures outlined above apply only to the
recruitment and hiring of Court Services Officers. For non-certified personnel (1.e., Records
Clerks), the Department will comply with the employment and hiring procedures outlined in
Chapter 2 of the Champaign County Persornel Polici, Manual and the existing Agreement
with the American Federation of State, County and Municipal Employees,
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Chapter 6 — Probationary Periods, Promotional and Lateral Transfers

THE FOLLOWING POLICIES DO NOT APPLY TO EMPLOYEES COVERED
UNDER A COLLECTIVE BARGAINING AGREEMENT. THOSE EMPLOYEES
SHOULD REFER TO THE APPROPRIATE AGREEMENT FOR DETAILS
REGARDING PROBATIONARY PERIODS, PROMOTIONAL
AND LATERAL TRANSFERS.

6.1 Probationary Period

All employecs shall be subject to an 1nitial probationary period of one year : continuous
service to determine is/her ability and fitness for the position. The Director shall have the
sole right to determine the emplovee’s ability and fitness at any time during such probationary
period

6.2  Lateral Transfer/Promotional/Demotional Evaluation Period

Fie right to taterally wranster, promote. or demote an emgrlovee is vested exclusively with the
Director.  Any employvee invelved tn a lateral transter, promotion or demotion within the
Department shall be subject to an evaluation period ol one year s continuous service to
determine his'her ability and titness for the position. The remedy for failing to satisfactorily
complete the evaluation period shall be the retum to the previous job assignment or
termination of employment, the detenumation of which is vested exclusively with the

Director,
6.3 Promotions, Demotions and Lateral Transfers

A lateral transfer is defined as movement from/into paositions of equal pay within the
Department - A promotion 1s considered an opportunity to move into a position where an
increase of pay will occur. A demotion is considered movement into a position where a
deerease of pay will occur. The Director shall be responsible for setting forth the minimum
yualifications for all positions within the Department. Employees meeting the minimum
yualifications for a position may apply for the opening when posted. The posting will set
forth the minimum qualifications for the position as well as information regarding when and
where such application should be made.

Promotional openings will be filled by evaluating experience, education, and the work history
of each candidate, It is the goal of the Department to select the best matched candidate to fill
the specific requirements of each promaotion.
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Chapter 7 — Personnel Records

7.1  Personnel Files

Individual personnel files shall be maintained which minimally contain the following
documents:

* Employment application/resume

+ Copy of appointment by Chief Judge or Director. as apphicable

o Ciath from County Clerk’s Office. if applicable

»  Copy of college transcnipts or diploma (where appropriate)

e Venfication of past employment

¢ Documentation of personal references

+ Annual performance evaluation il applicable

¢ Documentaion of salary increases'decreases

# Verification that the employee has received the Departmental Policies and Procedures
Manual

¢ Veritication that the emplovee has received the Sixth Judicial Cireunt’s Sexual

o  Criminal history check

¢ Documentation of any counseling, commendation or disciplinary action

*  Whntten record of persons seeking to examine documents in the employee's
personnel file and dates those documents were examined

FNote: All fraining records are maintained jn the Departmental database and or the Relias
Learning Svstem and are available for review by jndividual employees. Emplovees can
obigin a printout, of their Jraining record from their Supervizor or from the Supervisor of
Administrative Services,

7.2 Medical Files

¢ Results of pre-emplovment physical examination. including druo testing, if applicable

s Bloodborne pathogen classitication infonnation and verification of completed training

o Inaident Reporting Fonms for anv incident of mugous imembrane or parenteral
expusure to blood, body fluids or tissue

s Vepification of all vaccinations or refusals

o Any infonnation related o mental'cmotional or subsance ahuse counseling or
treatment. including results of drug testing
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THE FOLLOWING PERSONNEL RECORDS POLICIES APPLY ONLY TO
DEPARTMENTAL PERSONNEL NOT COVERED BY A COLLECTIVE
BARGAINING AGREEMENT. EMPLOYEES REPRESENTED BY A
BARGAINING UNIT SHOULD REFER TO THE APPROPRIATE AGREEMENT
FOR FURTHER DETAILS.

7.2 Access to Personnel Files

Access to an individual's personne! file shall be reasonably permitted. Only the following
individuals shall have access to an individual’s personnel file:

The Chief Judge or his designee or other appropriate judicial or County officials
The Director of Count Services

Departimental -upervisory personnel for official business

The AOIC orits designees as necessary to discharge its responsibilities

The employee/designee pursuant to statute

7.4 Copying Files

i employec may not remove any part of his e, personnet file from the premises of the
Department; however, upon request. the employee will be provided with gopies of any
intformation contained within their personnel file at no cost (o the emplovee.

7.5 Correction of Personnel Record/Disagreements

Champaign County Personnel Policies and the Departmental grievance procedure may be
used to resolve any disagreements with respect to personnel records.

7.6, Maintaining Personnel Records for Temporary/Part-Time Employees

Individual folders for temporan part-time emplovees shall be maintained which minimally
contain the following documents:

* Employment application/resuine
Verification of past employment
Documentation of personal references
Criminal history check

e
[~

Release of Information to Outside Sources Regarding Current and
Former Employees

Any person or entity seeking information regarding a current or fonncr full fime employee
must reguest that mfennation in writing from the Director and provide the appropriate release
of information authorization allowing the Depaniment to divulge prior employment history
Only the Director, or his designee, is authorized to release jnformation regarding a current or
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former full-time employee. The Superintendent or the Director, with the submission of an Deleted: , Assistant Director
appropriate release, may release employment history information regarding current o1 former
part-time employees
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Chapter § — Performance Appraisals

APPLICATION OF THE FOLLOWING POLICIES MAY BE AFFECTED BY
EXISTING COLLECTIVE BARGAINING AGREEMENTS. EMPLOYEES
COVERED UNDER A COLLECTIVE BARGAINING AGREEMENT SHOULD
REFER TO THE APPROPRIATE AGREEMENT FOR FURTHER DETAILS.

The purpuse of performance appraisals is to provide a systematic method for the objective,
consistent assessment of job performance; to ensure that employees are aware of expectations
regarding the requirements of their current position; to encourage and promote individual
growth and development; and to assure that all merit increase: and salary adjustment
decisions are based on objective evaluation.

Each non-superyisory employee of the Champaign County Probation & Court Services
Department shall receive an annual performance evaluation completed by the emplaycee’s
inunediate Supervisor, and/or the Director of Court Services. Appraisals will be wsed for merit
pay increases when funded by the County and will be taken into consideration for promations,
demations, training nceds, job deseription maintenanee, suitability of job assignment and
organizational planning.

Annual performance appraisals, signed by the evaluator and the employee, will be forwarded
to the Supervisor of Administrative Services for retention in indwidual employee personnel
filey,,
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Chapter 9 — Working Hours, Attendance Records, Overtime,
Compensatory Time

APPLICATION OF THE FOLLOWING POLICIES MAY BE AFFECTED BY
EXISTING COLLECTIVE BARGAINING AGREEMENTS. EMPLOYEES
COVERED UNDER A COLLECTIVE BARGAINING AGREEMENT SHOULD
REFER TO THE APPROPRIATE AGREEMENT FOR FURTHER DETAILS.

9.1 Normal Work Day

The normal work day for gmployees 1n the Prebation Divisionis 8:00 am. t0 4.30 pm.,
Monday through Friday, for a total of 7.5 hours per day (excluding a one-hour mea! break).
Ofticers in the Juvenile Detention Division work 73 hours in a two-weeh pay period and are
provided with a one-hour uppaid meal break within the premises

Employees are expected to report for duty on time and be prepared to begin assignments,
Employees are not to begin work early, work late or leave early without prior approval from
the employee’s immediate Supervisor. Employees shall be awake and alert at all times while
on duty. On those occasions when an employee is held over because of a Court hearing or
some other exigent circumstance, the employee shall advise their Supervisor 1o later than the
follow ing workday. The employee shall report the reason and amount of actual time worked
Actual time worked, excluding meal breaks, are recorded on the employee’s time record in
the Couniy s timekeeping syaien,and are gvailable for supervisory review,

9.2  Schedules/Shifts Other Than Normal Work Day

For officers who are assigned work shifts or schedules other than the normal work day
{detined as Monday throueh Friday from 8:00 a.m. to 4:30 pan |, said shifts and schedules
will be developed by Management As indicated in the preceding Section, employees are
required to report on time, not begin early or work later than scheduled, and to recer: all
actual hours worked 1n the Counts s Jiiekeeping svstem. Time records with the number of
actual hours worked are maintained in the County s pimekeeping syvstem and e available for
SUPErVISOry review,

9.3  Shift Scheduling by Bid Process

Shifts and/or schedules (other than the normal work day) shall be filled on a seniority basis
through a bid process. The bid process and time frames shall be developed by " lanagement
and may change from time to time. Natice of schedule changes and the bid process shall be
posted for a minimum of ten (10} calendar days
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9.4 Attendance

Every employee is expected to attend work regularly. Furthermore, there is an expectation
that all employees will be at their workstations and ready to work at the starting time of their
assigned shift Good attendance is an important job requirement. An employee whao is
frequently absent or tardy places additional responsibilities on teltow employees. Excessive
absenccs and tardiness, even when reported, may be grounds for disciplinary measures.

On the infrequent occasions personnel may be late for work, or are late in returning to work
due to circumnstances beyond their control (i.e., flat tire, minor accident, unexpected traffic
delay, etc.) the individual,is to report to their Sppervisor noting the reason for being tardy. |

In accounting for actual hours worked and benefit time uscd, all employees of the Department
arc required to document their attendance utilizing the County s jumekeeping svsiem. The
method of documentation shall be determined by the Director of Court Services and may
change after notice is provided. |

9.5  Meal Periods

The standard lunch period for officers assigned to the Probation Ottice is 12:00 noon to 1:00
p.m. Emplovees in the Probation Oftice may not work more than five (31 consecutive hours
without taking a one-hour meal break. Officers not designated as duty officers are to take
their lunch break at the standard lunch break time, uniess siven approval to vany their lunch
break by their Supervisor,

One othicer gesignated as duty ofticer,shall take their lunch break Trom 1130 a.m. to 12:30
p.m., and the other duty ofticer shall take their lunch break from 12:30 pm. to 1:30 pam,
Administrative staff assigned to the Probation Oftice shall alternate their lunch periods, with
one staff member taking his/her lunch break from 11:30 a.m. to 12:30 p.m., and the remaining
agministrative staff member taking his/her lunch break from 12:30 p.m. to 1:30 p.m.; or other
times as may be mutually agreed upon by administrative statf with the approval of the
Supenyisor of Administrative Services or other superyisory personnel,,

Olticers assigned to the Juvenile Detention Center shall take a Junch/meal break within the
confines of the Center a0 times designated by the Supervisor on duty. Meal breaks for
Detention Ofticers will occur approximately at the mid-point of cach officer’s shift,
Deciention Ofticers should rotate their meal breaks and remain flexible so the operational
needs of the Center are maintained. Administrative staff assigned to the Detention Center
shall take their lunch break at approximately the mid-point of their shift.

Officers assigned to evening shifts not associated with the Detention Center should take a
one-hour meal break at approximately the mid-point of the officer’s shift. Regardless of the
officer’s assignment. ofticers may not use the meal periad to delay the start of v shorien the
workday,
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96 Breaks

Employees are permitted two 15-minute breaks per day. The first break should be taken
approximately one-quarter into the employee’s workday and the second break should be taken
approximately three-quarters into the workday. On those rare occasions when an employee is
unable to receive a break, the employee should advise hisher immediate Supervisor. Break
periods may not be utilized to delay the start of or shorten the workday. |

9.7 Minimum Staffing

For officers assigned to the Probation Division, generally, 50% of the officers scheduled for
duty must be present within cach Division/Unit. Management personnel are excluded from
this equation. Meal periods are also excluded from this requirement.

At the Juvenile Detention Center. officer staffing levels in compliance with established
standards must be maintained at all times Approximately 75%: of assigned Juvenile
Detention Center staff are to be present at any one time.

Regardless of the divisional assignment, actual stafting requirements may differ based on the
daily operational needs of the Division/Department,

9.5 Compensatory Time

Compensatory time for otficers represented by the Frateenal Order of Police is eamed by
employees who are required by their Supervisor to work in excess of 75 hours in a pay period.
Compensatory time is calculated at hour-for-hour for time worked between 75 hours and 80
hours in a pay period, and time and one-half for all hours worked over 80 hours.

For emplovees represented by the American Federation of State, County and Municipal
Employees, all hours worked from 37.5 up t0 40 in a one-vieek pgrind shall be calculated as
compensatory time on an hour for hour basis. qnplovee reguired ;n i\ n[k upore than 40

gamed, they should do s withio three (33 working davs, Supersisors will maintain written

documentation of compensatory time earned'used by the emplosyees under their supervision.

Should there be a requirement for an employee to work beyond the nonmal work week, the
opportunity to earn such compensatory time will be distributed and/or assigned as outlined in
the appropriate bargaining unit contract

An employee may accumulate up to 75 hours of compensatory time. Compensatory time
earned over 73 hours will be paid as overtime on an hour-for-hour basis in the pay, period in
which it was earned. Compensatory time off wili be taken with the prior approval of the
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employee’s Supervisor. A maximum of 37.5 hours of compensatory time off may be taken
consecutively.

Holidays, vacation days and personal days shall be considered hours worked tor the purpose
of calculating compensatory time,

THE FOLLOWING PARAGRAPH APPLIES ONLY TO SUPERVISORY PERSONNEL

Compensatory time (hour-for-hour) is available to Assistant Superintendents at the Jusvenile
Detention Center tor work performed in the regular line of duty bevond normal working
liours. _All other supervisorv personnel are not eligible for compensatorv time. Comgpensatory
tine may not be acerued beyond 75 hours and no payment of overtime will be made for

compensdtory time carned and submit it to their Supervisor tor veritication. Contpensatory
time mas be taken atany time with prior approval ot ithe emplovee’s Superyisor, A maximum
ol 37.5 hours of compensatory time may by laken oft consgeptivels

9.9  Paychecks
Payroll penods end every other Saturday night at 11 59 p.m,and pay periods begin a 12:01)
am. on Sunday morning. Pay notices are issued o cinplovees by email on the first Friday
following the end of a pay period. |

Champaizn County Probation & Court Services _ P 30
Policies and Procedures Manuval

Deleted: ovcnome

' Defeted: 10
_fDeleted: 9
I"l-J.eleted: *iDam

" Deleted: |
_'.De!eted: 1wl checks

Deleted: Only 1he Director, the Assistamt Director, the Clhick
Adintiistagin e Probaon Officer or their designee(s) an rZec
to pick up pay1obl chiecks from the Teeasueer’s Office |

checks wall e destnlted to employees by Supen isors or aw.
desipnedts).



Chapter 10 — Use of Personal Time, Vacation and Sick Time

10.1 Personal Time

Employees may take personal time subject to prior approval of a Supervisor. Subject to
exigent circumstances, personal time may be taken at any time. Personal time shall not be
used in increments of less than one-uriv hour,

10.2 Vacation

Employees are required to provide their immediate Supervisor with ten (10} working days
advance notice of their intent to use vacation time. 1f an employee fails to meet the advance
notice imeframe, exigent circumstances shall be considered and the requested time may be
approved, reduced or denied. Conflicts in the areas of multiple requests and minimum
staffing will be resolved by seniority. Vacation time shall not be used in increments of less

than pine-quarter hour,

10.3 Sick Time

The use of sick leave is limited to absence of an employee due to the employ ee’s illness,
disability, or injury or jllness, disability. or injury of an emplovee’s spouse. mother, father,
children. domesuce paniner. or sibling if the sibling resides in the employvee’s houschold.
When an absence is unplanned as a result of iliness or an emergency, employees are to call vr
text their immediate Supervisor no later than 60, minutes prior (o the start of sheir assigned

Superyisor’s cell or home telephone number. When calling in. gmployees must speak directly
to their immediate Supervisor. [f the immediate Supervisor is not available, the employee is
to notify another Supervisor pf the reason for their absence. Employees are not to leave voice
mail messages, nor are employees to leave word of absence with clerical staff or with oiher
pfficers. [n the event of notification by text, employees must receive confimation of receipt
from their Supervisor. Providing notice of absence other than by contacting supervisory
personnel will be rejected and shall constitute a violation of policy.

Jtis the expectation of the Department that employees absent from work duc to illness will be
at home. Mwlations of this policy may subject the emploves o disciphinany action

An employee may be required to obtain a statement from a physician when their absence is
due to illness, injury or other disability if the absence is continuous for a period exceeding
three (3) working days, In situations where an employee is returning to work following
surgery or an accident, a physician’s statement certifying the employee’s fitness to return to
duty may be required, regardless of the {ength of absence.

Employvees using sick time for medical appoiniments will be granted actual Jime for travel
to'from those appointments, L time remains on the employee’s assigned shift workdan
following their gppointment, the expectation 1s that the emplovee will return to work.
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Emplovees choosing not to retuen to work tollowing an appomtnent are to subimit a reques
for use of apprepriate benefit time 1.0, vacation, personal, or spmpensatory tinic)

10.4 Unpaid Leave of Absence

Emiployees requesting timg oft for which they do not have sufticiens accrued benetit time
shatl contact their innediate Supersisor and make a reguest for an Unpaid Leave of Absence
(LOAL An Unpaid LOA may be granted for a short-term disability, or for reasons other than
those covered by the Family & Medical Leave Act

sitution with their immediate Supervisor. Following that discussion, the emplovee will
complete the Champaien County Employee Leave Reguest Form, which will then be
submitted w the Director by the emplovee’s Supervisor. 1f possible, the reguest should be
submitted three {31 days prior to the requested Unpaid LOA. The Director will ngiity the
cmplovee of his decision regarding the request for Unpaid LOA and will also notity the
Supervisor of Administrative Services for payroll purposes.

An emplovee requesting Unpaid LOA for less than one shifi shall first discuss the situation
with theie immediate Supervisor. Following that discussion, the employee will submit &
reguest for Unpaid LOA 1o the Director via email. The employee must note the reason fur the
request, the date for which stheis requesting unpaid leave and the number of hours requested.
The cmplovee shall copy their immediate Supervisor un the emaik. The Director will notity

the Superviser of Adminisiragive Services for payroll purposes.

10.5 Benefit Slips

Whenever practicable, prior to using benefit time employees will complete a written request
tur use of benefit time on the form utilized by the Department. The employee will then
submit the written request to his/her Supervisor. Upon approval of the request, the Supervisor
will forward the completed benefit stip to the Superyisor of Administrative Senvives, To
cnsure proper accounting, Supervisors shall forward benefit slips to the Supervisor of
Administrative Services prior to the end of the pay period in which the benefit time was taken,
or as soon thereafter as possible. In the event that an employee is unable to complete a benefit
slip prior to using benefit time, the employee will complete a benefit slip immediately upon
their return to work.
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Chapter 11 - Safety and Health

11.1 Employee Safety

Employees v! this Department may be required to complete tasks that place them in a position
of danger. Employees should consider the risk inviolved in the task vs. the need to complete
the assignment. Safety of gmployees 1: always pur first concern. If an assignment is not
completed based on safety issues, the pinplovee should contact their Supervisor and explain
the situation. All employees are required to attend an orientation session conducted by the
Supervisor(s) and an Officer Safety Training Course prosidud by the Department,

11.2 Emergency Procedures

Emplovees at the Juvenile Detention Center should also refer to the Center’s Emergency
Response Manual for Emergency Procedures.

11.2.1 Fire Evacuation

Notice of cvacuativg jn case of a fire is required in the interest of safety of ali
employees. In case of fire, fire alanm or notification of a fire, employees are required
to leave the building immediately. [f an employee is with a client or visitr, the
employee is 10 assist the client vr v isitor in exiting the building  The staircase should
be used, if possible. Use of the elevatar should be avoided. Fire evacuation
information is posted pn each floor of the Department and is available from the

Supervisor of Administrative Services,

Am person discovering a fire should:

s Pull the fire alarm,

e Evacuate the area,

e From asafe arca Dial Extension #1608 Court Security, then call 9-1-1.

o State: “This is {yvour name) at {department, building, address, floor and
oftice numberl. Thereis a tire.” Provi wal details as requested.

Emplovees are directed to:

+ Leave the building via the closest exit

+  Take the closest stairway,

e Assistchients and visitors in exiting the building,

*  Repor to the asstened asseihly point.
The assembly poiat for the Probation Oftice is near the Center Court
of Lincoln Sqguare Mall.
The assembly point for the Jusenile Detention Center is defined in
the Divisional Emergency Response Manual,

+  Beaceounted for by Departinent representative

* Remain at the assanbly point until released by Supervisor.
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11.2.2 Bomb Threats

Bomb threats may occur within the Department. The primary concem is the
protection of staff and visitors in the building. The employee receiving the call should
remain calm and attempt to get as much information as possible. Write down the
information to include: the sex of the person making the call (if a detennination can
be made by voice), accent, if any_tone of voice (intoxicated sounding, hysterical or
calm); and the exact words used. The Director or an available Supervisor should be
contacted immediately. , Evacuation of the building may be ordered during the process
by the Director or by law enforcement personnel.

Bomb threats by Telephone:
¢ Take notes during the call. Record as much information as possible. including
details of the caller and background noise

o Have co-worker contact Court Sevurity at Extension #1608 {or 9-1-1 for the
Juvenite Detention Center).

o Do NOT interrupt or argue with calker.

& Ty toddentifv time of detonation, bomb placement.

Bomb threats by Fax/E-Mail:

¢ Do not touch the computer or I_[g machine that received the threat

o Contact Court Security at Extension 21608 {or 9-1-1 for the Juvenile Detentivn

Center)

o Follow allinstructions provided by Court Secarity or METCAD

11.2.3 Tornado Warnings

Tornado:s are a very real possibility in Central lllinois. Employees should make
themselves aware of the location of County shelters and procedures, Department staff
should take charge of all clients and visitors in the building and direct them to safety.

Upon notification of a Tornado YWarning, emplovees are to;

¢ Move to the designated shelter area
The designated shelter arca in the Probation Oftice is the Waiting Area,
Thc (lc:.i--natcd :.hc]tcr area at lhe Juy cnilc Detention Center is defined

o Assist clients an([ visitors with moving to the dL\ll natul shelter.
s Move well inside the designated shelter, remain guict and listen o the National

Weather Service Radio located in the shelter for weather updates.
¢ Remain in the sheler areas until the tornado warning has L‘(['IIIL(I or the

National Weather Service has stated that the arca is no tol wger threatened,

¢ When feaving the shelter area, be aware of possible dangers as a result of storm

damage.

11.2.4 Personal Injurvidledical Emergencs
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The persen discos ering the injurv/medical emergency should:
all Court Security at Extension #1608 or call 9-1-1.
_State: This is iy our naneed al (department, building, addiess, oo aind afiice
pumber). There is an injured personis)”
o Describe what vou are seeing
o Provide additional details as requested.
o Have co-worker meet emergeney responders al piigin entrance

Automatic External Defibrillator:

e Automatic External Defibrillators [AEDs) are bucated on the first and third
Noors of the Courthouse.

o An AED 15 located in Master Control at the Jusenile Detention Center.

o It needed, call Court Sceurity at Extension #1608 or call 9-1-1 to report a
medical emergency,

Summary:

o Treat alf medical situations as an emergency and call Court Sceurity at
Extension #1008 or call 9-1-1.

o Follow all safety protocols when dealing with bodily fluids that are not vars

¢ Have someone guide emergency responders te the vietiog,

11.2.5 Active Shooter

Good practices for coping with an active shooter situation:

e Beaware of vour environment for any pessible dangers

o Take note of the nearest two exits inany facility vou visit,

¢ Ifyopare inan office, stay there and secure the dowr

e Ifvouare in a hallway. set into a room and sceure the door.

e Asalastresort, attempt to fake the active shooter down, When the shooter is
at close range and vou cannot flee, vour chance of survival 1s inuch greater it
YOu trv to incapacitate him'her,

e CALL9-1-1- WHEN IT IS SAFE TO DO S50.

How to respond when an active shooter is in vour vicinity:
o Duickly determine the most reasonable way to protect vour own lite.
o Ifthere is an accessible escape path, attempt to evacuate the premises
s Besure to
o Have an escape routy and plan in mipd
o Evacoate rezardless of whether others agree or follow,
o Leave your belongings behind,
2 _Help others escape, if possible.
o Preventindividuals from entering an arca where the active shooter may

be,
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¢ Hide out if evacuation is not possible, Find a place to hide where the
active shooter is less likely to find vou. Your hiding place shoutd:

3¢ out of the active shooter’s view,

Provide protection if shots are fired i vour direction {i.e.. an otfice

with a closed and tocked door),

o Nolrap vou or restrict your aptiogs for oy ement.

¢ ‘Toprevent an active shooter from entering vour hiding place:
2 Lock the door,
o Blockade the door with heasy furniture.

o |fthe active shooter is nearby:
o Lock the door,
Silence your cell phone.
= Tum oft any source of noise {Le., radios, televisions)
Hide behind large items {i1e.. cabinets, desks)

o Remain guiet.

o If gvacuation or hiding are not possible:
o Remain calm
o Call 9-1-1. it possible. 1o alen police 10 the active shooter’s bcatipn
It vou cannot speak. leave the line open and atlow the dispatcher to
Listen

¢« Take action against an active shooter as a last resort and only when vour

life is in imminent danger.
o Attempt to disrupt and/or incapacitate the active shooter by:
®_ Acting as ageressively as possible against him/her,
*  Throwing items and improvising weapons,
*  Yelling.
*_ Committing to vour actions.

s How to respond when law enforcement arrives:

o Remain calm and follow officers” instructions.

o Putdown any Hems in your hands (i.c., bags, jackets)

o Immediately raise vour hands and spread vour fingers.

o Keep your hands visible at all times,

o Avoid making gquick movements toward ofticers such as holding onto
them for safety.

o Avoid pointing, screamine and or velling,

o Do ot stop 1o ask officers for help or direction when evacuating - just
proceed in the direction trom which the officers are eniering the
preiises.

11.2.6 Suspicious Letters/Packages
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Signs ot a suspicious letter/package:

o Oily. stained, ntay have an odor, poorly packagzed, wrapped i twine or tape

e Excessive postaze, no retury asddress, misspelled words

¢ Peculiar delivery instrsctions.

¢ Envelopes that may be lumpy,

o It the ttem ineets any of these eriteria, do NOT disturb, Call Court Security at
Extension #1608 or call 9-1-1.

if vou receive or obsersye a suspicious letter or package:

¢ Do not handle any further.

e Move all persons out of the immediate area.

¢ Call Court Security at Extension #1605 or call Y-1-1

e State. “This is (vour name) & {department. building. address. floor and oftice
number). There is a suspicious pachavy/letier here.”

¢ Deseribe what you are secing.

¢ Provide additional detarls as requested.

11.2.7 Suspicious Person/Activity

Examples of a suspicious person/activity:
o Staving in the same place for a long time, in or out ot' g vehicle,
s Taking photos of security cameras, loading docks. entry and exit points, ele,

e Trving to coneeal the use of a camera or video camera

s Making notes, diagrams or sketches of an arca.

e Attempting unauthorized aceess 1o facility areas.

s Asking unusual guestions about or having a prolonged and unexplained

wniterest 1n the facility, infrastructure, security. ele.

If vou observe a suspicious person/activity:

¢ Get a description of the person and their activity

e Call Count Security at Extension #1608 or call 9-1-1

e State: “This is (yvour name) af {departmenl, building, address. Hoor and office
numberk. There is a suspicious personfactivie”

¢ Describe what vou are seeing

e Provide additional details as requested.

Summary:
o A suspicious persen or achivity is anvthing that is out of the ordinary or it
liULh not appear’” to be guite right, such as’
o Package under a chair in a public arca.
Someone placing a large device inside a trash receptacle,
o Taking photos of a sensitive or secure arva or security svstem.
2 Bomeone asking a lot of guestions about security and satety protocols.

Champaign County Probation & Court Services Page | 37
Policies and Procedures Manual
Revised 2022




11.2.5 Closing of County Offices

In the event the Sheriff of Champaign County closes all County offices prior to the
end of the normal work day, Probation Oftice staft should leave the building and
proceed home as safely as possible. Should the weather become threatening and

[ vunt pffices are not officially closed, employces wishing to leave should make that
request to their immediate Supervisor (sce below for wse of benetit ime). Detention
staff must follow the directions of the Superintendent or an, Assistant Superintendent.
Employees goolucting Jicld contacts should not place themselves at risk on snow
covered roads and should discuss the situation with their Supervisor or the Director.

£1.2,9 Hazardous Weather Policy

112 hazardous weather situation arises before the start of an employee’s shift. the
Ivllowing procedure will be used:

An employee will not be required to torfeit a day "s pay during times of natural disaster

when, by order of the Sheriff, the County office building in which = he works is
closed.

If the County office building in which an employee warks is not declared to be closed
and the employee is unable to arive at work, the cmployee may:

e Utilize gecrued benctit time f1.e.. vacation, personal or compensatory timel,
e Have a day’s salary deducted from his‘her next paycheck,

If a hazardous weather siluatton anses after the start of an employee’s shifi. the
cmployee’s Supervisor may allow the employee o leave work early by appropriate
use of benefit tme and if consistent with office staffing requirements.

11.3 Accidents on County Property

Any accident which occurs on County property shall be immediately reported to the
individual’s Supervisor. The employee and his'her immediate Supervisor shall complete the
appropriate paperwork and forward il to the Super isor of Administrative Services for
nclusion in Ugpartmental records. The Supervisor of Adiministrative Services will then file
the information with the appropriate County personnel, if applicable. Any visitor reportedly
hurt on County property is to be directed to the County Board Office Adminisirative Services

Liepartment,
1.4 Accidents Invelving Departmental/County Property
Any propenty of the Department or the County which is damaged or broken shall be reported

to the individual's Supervisor. The employec and his‘her immediate Supervisor shall
complete the appropriate paperwork and forward 12 to the Supervisor of Administrative
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Suivices, tor inclusion in Departmental records. The Superisor ol Administraiive Services Deleted: Chel Admunistrative Probation Officer
will then file the information with the appropriate County personnel_if applicable, Deleted: d
Deletad: Chief Administiatn e Probation Ofificer

11.5 Vehicle Use Policy

The purpose ot this policy is te ensure that the vehicles oswned by the Departiment are well
maintained and kept in good operating condition and 1o ensure that otticers using the vehicles
are aware of their responsibilities for the care and condition of the vehicles

Deparunental vehieles are available to all otficers tor pfticial business. This may include
transporting detained minors to'trom the Juvenite Detention Center. conducting home visity
and curfew checks, mecting clients a1 schuols or elsewhere in the community, completing
cmploviment checks. and attending mectings or approved trainings. Oftficers are to refrain

When transporting detained minors to'trom the Juvenile Detention Centuer, officers should,
whenever possible, utilize a Departmental vebicle equipped with a security sereen.

Departmental vehicles are available to abl officers on a first-come basis and must be signed
out using the designated sign out form, Vehicles mav be reserved for out-of-tow n trips the
nizght before a scheduled trip. 1t is the officer’s responsibility i return the kes following use
of'a Departimental vehicle,

The ofticer signing vut a vehicle is responsible for inspueciing the vehicle befope leaving the
parking area. Any damage, operational or cleanlingss issues should be immediately reported
to a Supervisor. Supervisors and the Public Service Work Coordinator will coordinate
inspection of all vehicles to ensure cleanlingss and o maintain the operating condition of the
vehi

LS.

The ofticer whe last signed out a vehicle for use shall be responsible tor all damage or issucs
with cleanliness. 1 a vehicle is aceepted in a damaged or unaceeptable condition, the
ofticer/driver assumes responsibility, The excuse that a vehicle was damaged or in an
unacceptable condition when signed out will not be allowed unless the damage or condition
was reported to a Supervizor in advance,

I during the inspection process or operation of a vehicle an officer becomes aware ot damage
or an operational tssue, the ofticer shall report the issue o their Supervisor immediately. The
Supervisor will then assume responsibility for ensuring that the vehicle is repaired, serviead,
or taken oul of service, if necessary

Ofticers wha intentionally damage @ Departmental vehiele or fail to follow
policies procedures on the use of vehickes are subject w Departmental discipline,
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11.6 Accidents While Driving Departmental Vehicles

Officers should have a complete understanding of the requirements of Illinois Revised
Statutes Chapter 623, Sections 5/11-401, 5/11-402, 5/11-403, 5/11-404, 5/11-406, 5/11-407,
5/11-408, 5 11-409, 5/11-410,5/11-411 and 5/11-412  Any violation of the above legal
requirements will be considered “severe misconduct™ and Departmental discipline may be
imposed, to include termination of employment.

[n case of an accident, employees shall immediately check for injuries and render aid, if
needed. A police report must be completed immediately. Employees shall provide required
information to police and others involved. NO ADMISSIONS of guilt should be made at the
scene, Afier leaving the accident scene, the officer shall write notes as to what occurred.
These notes should be complete enough from which to wrile a 1otal account of the accident,

DO NOT WRITE ON THE FORMS PROVIDED. If you wish to use the forms, make copies.

The next wark day, the ofticer and Supervisor will complete the fonms and return them to the
Supervisor of Administrative Services, The Supervisor of Administrative Services will then
tile the information with the appropriate County personnel,

11.7 Usc of Emergency Lights in Departmental Vehicles
Red emergency lights in Departnental vehicles will be used only for the following reasons:

*__Asa warning to other vehicles on the roadway in case of a traffic accident

®  Axarcquust for the right-of-way when proceeding to a call tor assistance by a
police department

When using yed emergency lights, ALL TRAFFIC LAWS MUST BE FOLLOWED,; this
includes traftic signals, stop signs, speed limits and any other traffic regulation signs posted.

Red emergency lights WILL NOT be used for the purpose of conducting traffic stops.
11.5  Assisting Police Officers

In the event a Probation Officer is requested to assist a police officer, the individual officer
should comply, if possible. Probation Officers should carefully consider each situation, the
ollicer’s physical ability and Departmental regulations.

11.9 Unauthorized Persons in Departmental/ County Vehicles

Only employees of the Department/County {full- or part-time employees} are permitted to
operate a Departimental vehicle. Employees may allow individuals in custody, interns, Court
or police personnel, County employees or other individuals on official business to be
passengers in the vehicles.
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The Director of Court Services may pemmit other individuals 1o be present in a County-owned
vehicle; however, this authorization must be obtained prior to an individual being present in
the County-owned vehicle,

11.10) Hostage Situation

Any employee who learns of a hostage situation is to notfy immediatcly the appropriate law
enforcement agency of jurisdiction

11.11 Employee Death Threats

Any employee who receives a ~death threat” is to potify nnincdiatels the appropriate law
enforcement agency of jurisdiction. [f practical, the criploy ce’s immediate Supervisor is to
be contacted prior to the employee notifying law enforcement _[f advance notice is nut
praciical, the emplovee should contact their immediate Superyisor as soon thereatior as
possible and apprise them of the situation,

11.12 Employee as Witness to Incident

An employee that may be a witness to an incident involving injury requiring medical
treatment ot 2 witness to an incident where a death occurs shall assist in ensuring that
appropriate medical/law enforcement personnel are notified and the cinployee shall check for
injuries and render aid, if practical. Upon contact with the appropriate authorities, the
employee shall cooperate with the investigation of the incident.

11.13 Employee as Victim of an Offense

If an employee of the Department, while in the performance of their duties, is a victim of an
offense (i.e.. burglary, assault, aggravated battery, etc ), the employee should first seck
appropriate medical attention, if necessary, and then contact the law enforcement agency of
jurisdiction. The employee should contact their immediate Supervisor as soon as possible and
apprise them of the situation. The Supervisor will assist the employee in completing the
appropriate paperwork to satisfy all Departmental/County incident, reporting requirements,

11,14 Employee Confrontation with Probationer/Public

If an employee of the Department is involved in a confrontation with a glient or a member of
the public, the employee must be cognizant of all rules and regulations of the Department
regarding conduct, professionalism, and ethics. The employee must also keep in mind his/her
personal safety and approach/handle the situation to ensure that safety.

11,15 Employee Contact While in Field

In all situations involving employees of the Department, safety of the employee is the
governing factor._The Department provides equipment {uc|! phones, radios, g1¢.} to assist
employees in maintaining contact with the Department in any type of duty assignment.
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Supervisors will determine appropriate schedules whereby employees will maintain contact
with the Department on a regular basis thraughout the employee’s shitt and employees are
encouraged to use the available communication equipment to report their location. At
minimuim, employees participating in any type of field work will maintain contact with the
Department every three () hours.

All reports of incidents regarding [lgpartmental/C punty property damage or personal injury Deleted: 4
sustained during employment will be forwarded to the Director and maintained in a Deleted: «
Lrepartmental “incident reporting” file. Deleted: s

Daleted: 4
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Chapter 12 — Medical Files/Bloodborne Pathogens

12.1 Medical Files

Medicat information on employees of the {hampaizn County Probation & Court Services
Department shall be maintained n accordance with County and Department policy by the

Supervisor of Administrative Services, The files shall be kept separate from the standard Deleted: Cluel Administratn e Probation Officer
personnel files and shall contain the employee's psychological evaluation(s), if applicable; Deleted: ,
resubts of pre-emploviment phyvsical examination and drue testing, 11 applicably; classification
information on each individual and the procedure used in the classification process, Deleted: .
verification of all vaccinations or refusals; verification of completed Bloudborne Pathose Daleted: .
training, and any information related to mental/emotional or substance abuse counseling, Deleted: .
including resubts of drug testing, Deleted: .
Dateted: ,

12.2 Protection Against Occupational Exposure to Hepatitis B Virus
(HBV) and Human Immunodeficiency Virus (HIV)

The Champaign County Prebation & Count Services Department is committed to maintaining
an environment for all workers free from exposure to blood-borne infection. To maintain
such an environment, it is essential to implement effective measures of protection. Staff must
be trained in proper procedures and the workplace just be monitored to ensure procedures
are routinely followed.

It is essential for employees to be fully aware of the reasons for the preventative measures
used. Staff may incorrectly interpret the work practices and protective equipment as
signifying that a task is unsafe. Training and orientation matenals will be designed 1o prevent
these incorrect interpretations.

The Superintendent of Juvenile Detention shall act as the Expasure Control Officer (ECO) for Defeted: Assistant Duector of Court Sertices
the Department. The ECO is responsible for evaluating working conditions and specific tasks

that workers are expected to encounter as a consequence of employment. The ECO will

designate each task as falling into one of three (3) vategories of potential exposure: Deleted: C

12.2.1 Category |

All procedures or other job-related tasks that involve an inherent potential for mucous
membrane or skin contact with blood, body fluids or tissues, or a potential for spills or
splashes of them, are Category I tasks. Use of appropriate protective measures are
required for every employee engaged in Category [ tasks (e.g., High Rish Ofticers in

the Adult and Jusenile Probation Divisions, the Specialized Drug Probation Ofticer, Deleted: Felony and Jusenile IPS Officers
full-time Petention personnel, and Transportation Drivers}, Deleted: Drug Officers
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12.2.2 Category 11

The normal work routine involves no exposure to blood, body fluids or tissues, but
exposure may be required as a condition of employment.  Appropriate protective
measures are available to every employee engaged in Category Il tasks (e.g., the
Director, the Supervisors of Adubt and Juvenile Probation Senvices, all Standard Adult
and Juvenile |"robation Officers, and the Public Service Work Coordinator).

12.2.3 Category kI

The nonmal work routine involves no exposure to blood, body fluids or tissucs
(although situations can be imagined or hypothesized under which anyone, anywhere
might encounter potential exposure to bl body fluids vr tissue<). Persens who
pertorm these duties are not called upon as part of their employmaent to perform or
assist in emergency medical care or first aid or to be potentially exposed in some other
way. Tasks that involve handling of implenients or utensils, use of public or shared
restroom facilities or telephones, and personal contacts such as handshaking are
Category I tasks (e.g., the Supervisor of Adiministranive Services and support staft,
incluiing part-time Master Control personnel at the Juvenile Detention Center).

The ECO will review all job descriptions and assign cach staft position to onc of the above
rategorics based on the tasks required by the particular position, The Director of Court
Services will review the assignments and the rationale,

The ECO will develop Standard Operating Procedures (SOPs) for each task, and will youtincly
monitor the workplace to ensure that procedures are followed, SOPs for each task will detail
the proper use of protective equipment and the appropriate procedures to protect both staff
and clients from potential exposure. SOPs will provide guidance on procedures to follow in
the event of spills or personal exposure 1o body fluids or Jisstgs.

Universal Precautions will be observed at all times.  All employees of the Champaign County
Probation & Court Services Department, within ten (10} working days of employment, will
receive training in Universal Precautions and SOPs for Performing Category [ and Category I
tasks. [t shall be the responsibility of the employee's immediate Supervisor to ensure that all
required training is provided and completed within the specified time limits.

I'he training will ensure thart all staft:
e Understand the modes of transmission of HBV and HIV.
¢  Can recognize and differentiate between Category 1 and Category [1 tasks,
» Know the types of equipment and protective clothing generally appropriate for

Category | and Category [I tasks and understand the basis, fir selection of clothing and
equipment.
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*  Are familiar with appropriate actions to take and persons to contact if unplanned
Category ] tasks are encountered.

s  Are familiar with and understand all the requirements for work practices and
protective equipment specified ;n SOPs covering the tasks they perform,

¢ Know where protective clothing and equipment are kept, how to use them properly
and how to remove, handle, decontaminate and dispose of contaminated clothing or
equipment.

* Know and understand the imitations of protective clothing and equipment. For
example, ordinary gloves offer no protection against needlestick injuries. Supervisors
and employees should be on guard against a sense of security not warranted by the
protective equipment being used.

¢ Know the corrective actions to take in the event of spills or personal exposure to
blooed, body tluids or tissues, the appropriate reporting procedures and the medical
monitoring recommended in cases of suspected parentural exposure.

The Champaign County Probation & Court Services Department will provide, at no cost to
employees, the following:

¢ Voluntary HBV immunization for all workers whose employment requires them to
perform Category | tasks,

*  Voluntary immunization for all v employees who request the same. Such request
shall be made in writing to the employee’s immediate Supervisor

* At the request of the employee, monitoring for HBY and HIV antibedies following
known or suspected parenteral exposure to blood, body fluids or tissues. The results
of these tests will be confidenhial,

* Medical counseling for all workers found, as a result of the monitoring described
above, to be seropositive for HBV or HIV.

The employee’s immediate Supervisor shall be responsible for ensuring that the immunization
procedures are explained to the new employee and that the required records are provided to
the Superysor of Adininistrative Services for filing in the employee’s medical file.
Employees do have the opportunity to decline such immunization provided the appropriate
declination forms are completed.

The Champaign County Probation & Court Services Department will retain records of the
procedures used to classify job tasks, copies of all SOPs for Category | and Category I tasks,
training records and records of workplace monitoring.
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The ECQ, the Director of Court Services and the Supervisor responsible for the area in which
an incident occurs will investigate and report on conditions associated with any incident of
mucous membrane or parenteral exposure to blood. body fluids or tissue. The immediate
Supervisor will ensure that all appropriate incident reporting forms are completed and
forwarded o the Supery sor of Administrative Services for inclusion in the medical file and
investigation, if applicable, The ECO will recommend to the Director corrective measures to
prevent a recumvence or similar exposure; this recommendation will be by written report

Champaign County Probation & Court Sery tees
Palicies and Procedures Manual
Revised 2022

e
[=33




Chapter 13 — Training

13.1 Basic and Ongoing Training Requirements

New employees will be provided with a period of orientation and training so that they can
acquire the knowledge and skills necessary o the performance of their job duties. In addition,
all newly hired officers of the Champaign County Probation & Court Services Department
shall complete the required basic training according to duty assignment (Juvenile Probation,
Adult Probation, and Juvenile Detention}. For each subsequent year, Probation Officers are to
attend (and provide attendance documentation) 2 minimum of 20 hours of training, Training
options may be presented to supervisory personnel by line-staff. Supervisors are to review
training requests from line-staff and forward those requests to the Director. The Director will
determine, w liciher the training meets the needs of the employee and the Department, All
attendance at training must be documented in the employee's training records. which are

Detention Officers are to complele, a minimum of 40 hours of documented training per year,
In addition to the 40-hour Basic Training course required by the Administrative Office of the
Minois Courts, specialized training may also be required. Examples of specialized training
include First Aid, CPR, gtc.

13.2 Training Attendance and Presentations

Employees scheduled to attend any training session, workshop or conference shall arrive on
time and remain in attendance throughout the session(s). When attending training, employees
are reminded that they represent the [Jgpartment. Upon returning from a training program, all
officers shall supply copies of any handout materials to their immediate Supervisor, The
Supervisor may require the employee to present a summary of the training information at a
staff meeting. The Supervisor of each Division/Unit shall decide if additional dissemination
of materials is necessary or desirable. Employees are encouraged 1o save all written materials
from training sessions to assist them in presentations of training materials,

13.3 Maintenance of Training Records

Supervisors are responsible for maintaining and updating the training records of the
employees under their supervision, utilizing the fraining records system cinployoed by the
Department. As employees complete training sessions, Supervisors will update the
Departnient’s training database or the Rebias Learning Svstem as appropriate. These training
records are available for each employee to view and obtain printed copies. The Department
does pot maintain paper copies of cenificates, training completion, etc. All training
information will be maintained in the Departunent’s trainine database or the Relias Learning
System. Only the employee, Supervisors, and the Director are permitted access to an
individual employee’s training records.
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Chapter 14 — Use of Force, Weapons, Investigations

14.1 Definitions

The toltowing detiniions apply w this Chapter 14 — Use of Foree, Weapons, Investizations,
Officers should pay special attention to bolded and italicized terms, which are terms ot art
having specific meanings as detined here,

Al Ofticer: Sworn ofticer belonging to the Champaien County Probation & Court
Services Departiment. and any person whom the Ofticer has suninoened or directed to
assist such Officer.'

1. Force: An Ofiicer’s effort, in performance ot otficial duties, o compel complisnce
trom_another individual by means of physical contact, cither directly or through the
use of cquipment such as chemical azents and weapons”

G Deadly Force: Anv use of force that creates a substantial risk of causing death or
gredt badily harm. Deadlv force includes, but is not limited to. the discharze of a
firearm in the direction of a person, a chokehold, and restraint above the shoulders
with risk of positional asphyxiation.®

i Chokehold: Any application of direct pressare to the throat, windpipe, or
airway of another. “Chokehold™ does not inelude any holding involying contact
with the neck that is notintended 1o reduce the intake of air such as a headlock
where the only pressure applicd is to the head.?

ii, _ Restraint above the shoulders with risk of positional asphyxiation: A
technique used to restrain a person above the shoulders, including the neck or

U e geweryrth 720 11LCH 507 (repgateds mennoning oflivers depulicine citizensh,

: I]L.. 1w single, wnn ersally agreed-upwon dcrmu_.-_r_.%r_g.:u_m' torce. he Intgmaticnal Assouisaen of O hefs
ol Polive bas deseribed wae of force as the “amoun ef effort reguired by polce 10 gompal complianee by an
wrw ibfimg subject ' Navsonal Tnstiute of Justice rnaiinal Assogitivn of the Chigts of Polpee, Police
Use ot Foree in Amertea, 2001, Alesandria, Virginiy (hitps: onilafp gos o grtgles gvern jgws -polige-ws-
torce=notel, last accessed 334 207 1)

An odicer s goal 15 o fegi

comirl s soo s poiaible while protegitng the communay e ol foree ts an
officer s last oplaon — 3 pecessan course of dotien B restore safeny in a comununits when gbser praciices ang
inefiective. Natienal Instiute of Jusiice (id §
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head. in a position w hich interteres with the person’s ability to breathe afier the
person no longer poses a threat o the officer or any other person.”

in. _ Discharge of a firearm: The firing ofa fircanm in the direction of a person or in
the direction ot'a vehicele in which a person is riding, regardless of the Ofieer’s
intent,”

D. Great Bodily Harm: Bodilv injury which causes a substantial risk of death. causes
disfizurement, causes permanent disability. or causes protracted loss or impairment

E. Active Resistance: The subject is taking atfinnative physical action to defeat the
Offieer’s abitity 1o effect the arrest or maintain custods of the subjeet.’

F. Imminent: The present ability. epportunity, and apparent intent o immediately take
an aclion or cause har, Whether a threat is “imminent” depends on the totality of
the circumstances and what a reasonable officer in the same situation would believe,
An imminent harm is not merely a fear of future harm. no mater how great the fear
and no makter how great the likelihood of the harmy, but is one that, from

appearances, nust be confronted and addressed.”

G. Totality of the Circumstances: All facts known to the Ofticer on the scene or that
would be known to a reasonable officer in the same situation.'

Examples of relevant tacts include: the conduct ot the Officer and the subject
leading up to the use of foree, the need for force and the amount of force used,
the Officer’s eftors to temper or limit the amount of force needed or used,

TUILCS 573,51,
YIMILLS 5T,

T The perm great bodily hasm gs pol swseptible 1o @ previss bezal defintion It turns squarely sigson the extent

¢f the harm infheted. Gremn 1 Banm eguines hamn greater of more secs than the bodily hanm aceded 10
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svire than that get outin the M s defimion, Ulnmateh, the issue of whether ithe harm
inflicted upon a vieprm rises to the kel of gregl budils hareg 15 a question for the tner of fact
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whether the subject is resisting arrest or aiicmpting to evade arrest by flecing,

and the threat o self or others that the Otficer reasonably believes is present.”

. Reasonable Beliel: The Ofiicer’s ebjectively reasonable perception, based on the
decision, rather than with the benefit of hindsight. The totality of the circumstances
shall acceun for oceasions when Oificers may be toreed o make guick judements
about thic use of foree "

1. Objectively Reasonable: Reazonable trom the perspective of a reasonable officer
facine the same wtality of the circumstances v the scene that the Ofticer faced on
the seene

14.2  Usc of Force Guiding Principles

Ihe authority to use foree to accorplish lawful objectives is a serious responsibility that
Otticers shall exercise judiciously and with respect for human gights and dignitv., and for the
sanctity of every human Life

Oificers are justified in using only that toree which is ebjectively reasonably necessary to
decomplish law ful objectives. All use of force must conform to the statutes of the State of
[ltinois as outlingd in inpis Criminal Law and Procedures {720 1LCS 5/7 et seq }and to
federal constitutional and statutory laws.

(Hlicers” authority to use force is limited in scope to their statuton authorits as Probation
Oftticers. and to their authoriy when deputized by peace ofticers. Officers may, anywhere
within the State, arrest any probationer wha is in violation ot anv of the conditions of his or
her probation, conditional discharge, or supervision, It is the dutv of the Officer making the
drrest to take the probatiener betore the Court having jurisdiction over the probationer for
further order, '

" See Graham v 8onnor, 900 LS 356, 396 (19591 Tth Crreuit Pattern Jury Instructions 7. 10

12 S 720 JLES 3 7-500)

P See 7200 0LS 3. 7-50f), Girahain v Congor, 490008 336, 396-397 (19391 Thempson v, Lt of Chicage, 473
b 3d 44 435 i7th Cic 199600 What eonstitates “reasongbleness” w il regand 1o an officer s actions in
apprchomding a suspees wider the Fourth Amendiment 15 pot capakle of precise definition o mec
apphyativn but reguires careful ion 1o the facts angd girgumstances of each panticelar casc,
gesenity of the crime at issue, whether the suspect poses an immediate theeat to the satety of the officers or
gitrs, and whether e is actively resisting armest or allempting to evade arrest by flizht. The reasonableness of g
pantisular use of Bree must be judged rop the perspective of a reasonishle officer an the svene, rathgr thin with
the 20:20 vision ol bindsight_This galgulus of peasonableness must alkow For the Tact thit police officers are
alten foreed 1w make sphi-segoml prlgments in circumsianees that are lense, weerisin, and rppdly esolving
abowt the aimount of foree thal Is necessary ina partioutar siuanion "k see efvo Tth Cogeit Patiern fun
pstiuctions 7.000& 7.1 1{4),

U0 RS 5:.7-A10); see afso T20 ILCS 3 7-31¢)
TS TS0 28
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Ofticers will not use unnecessary foree when making an arvest or when dealing with a
probaticner or any other person. The use of unnecessany or excessive foree will result i
discipline. up to and including termination and cooperation with civil authorities o the
prosceution ot criminal activity,

14.3 Use of Force Specific Policies

14.3.1 General

An Officer is justified in the use of force against another when and to the extent the
Ofticer reasonably believes that the use of toree 15 necessany to defend himself or
another against such other’s imeminent use of unlaw tul foree,'”

Stated differents . an Ofticer’s use of force miust be propontional, ebjectively
reasonable. and necessary.

In_determining the appropriate tevel of foree, Officers should apply the levels ef foree under
the Department’s trained use of torce continuum along with the following three-factor test;

I. How scrious is the offense the Officer reasonably believes has occurred or

reasanably believes is occurring at the time the particular force is used?

2. What 15 the physical threat to the Ofticer or others?

3. _Is the subject actively resisting or agemptng to evade arrest by flight or dees the
subject pose a threat of fmminentdy intlicting great bodily farn 1 the Officer or 1o
other persons?

14.3.2 Dcadly Force

Deadly force
Thus an Ofticer is justitied in the use of deadly force onlv it the Officer reasonably
believes that deadly force is necessary to prevent imminent death or great bodily
harm w himself or to another.' Specitic applications of this guiding principle to the
situations of arrest and preventing escape are outlined below,

W70 CS 57-1{a).

17 L ompgre Chiguge Police Departagnt, Sreneral Drfer G003-02, 111

thps derectiygs chicamopalive org directis o3 data'aTas TheX - E24ER -2 0 -5 101
413065 da T2 Bal ¥ pdfPhistrue] flast accessed May 20, 20210}

NEIALLS ST-5

MTINCS S T-Ha) L he simete albas for deadly foree in resputise to the eomunission of a toretile Belom;

B gy er, e new g ishong o 720 IS 37 seem o intend that officers oo wse deadls Forge for any obd fugcble
1 L i I k I HLiMe

fedny, Rather, deadiv tiwce mas gnly be used when life b petaally (hresteps

2 o
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Exhaustion of non-deadly options: Officers must evaluate cach sitwation in hait of 1s
vwn particular circumstances and must use resources and technigues other than deadly
foree if such resources and fechnigues are available, reasopably safe, and leasible to a
reasonable officer.”

1he use of deadly foree 1s prohibited when there is no longer an dmmineant threat ol
great bodily hurm to the Officer or 1w another. -

14.3.3 De-Escalation

Onceatis ebjectively reasonable that the subjects active resistunce has ceased and
that the Ofticer has gained control of the subiect. the Officer is no loneer auchorized to
use torce,--

Where teasible, an Otficer sheuld take extra care to de-escalate or otherwise avond

o who the Officer reasonably believes 1o have
physical, mental bealth, developmental, or intellectnal disabilities, begause such
persons are more likely to have impaived ability to understand or comply with the
Oftiicer's conunands *

14.3.4 Prohibited Uses of Foree

Al An Otticer shall not use a chivkehold or resiraint above the shoulders with risk of

positional asphyxiation. or any lesser contact with the throat or neck arca of anothier,
in order to prevent the destruction of evidence by ingestion.™

B. An Otticer shall not use foree as punishment or retaliation.””

e, An Otticer shall not discharge Kinetic iinpact projectiles or any other non- or less-

lethal projectiles in a imanner that targets the head, neck, groin, anterior pelvis, or
back ™

720 |LCS $.7-5(d).
2 73 |l 507-3a0,

= fohnsen v Sgou, 376 .30 638, 660 { Tth Cir, 2009 (1s v el established that 2 police officer may not
gonjinge 1 use foree pepinst a suspect whio 15 subdped ged complige with the officer s orders, Bt tha:
pringiple depends erntjgislly on the fect that e swspect 15 mdeed subdused. Lere, Scott had pe jdeg how Johnion
was guing to behave opeg b wis cormered, No law bt vy Epow of required Seutt 1 1ake Johnson's apparent
surrender i face s alus, 3 split second atier Johnson stopped runnina, ¥, see alse Ahcea s, Thomas, 815 F.3d 383
288-289 (Tth Cir, 2016).

B ILCS 57-3g)
B IILCS 5.7-5 5(b).
B ILCS §:7-3. 5l

B 720 1L.CS 5/7-5.5(Hii)
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[ An Ofticer shall nog discharpe tircanns or kinetic impact projectiles indiscriminagely
ntv a crowd.”

E. An Ofticer shall nof use cliemical agents or ieritants, including pepper spray and war
2as, prior to issuing an order to disperse 1n 4 sufticient manner to ensure the order is
heard and repeated it necessary, follow ed by sufticient time and space to allow
compliance with the order.™

F. Preventing Self-Harm: An Ofticer shall not use deadiy force against a person based

would believe the person poses an fmpinent threat of death or grear bodify harm 1o
the Otfficer or another person, ™

G. Property Offenses: An Otlicer shall not use deadly foree asainst a person who is
suspected of conmitling a property oftense, unless that offense is terrovism or unfess
deadly force is otherwise authorized by law.™

14.3.5 Effecting Arrest

th

A, An Ofticer 13 justitied in the use of any force. other than deadly force. whic
Oflicer reasonably believes, bascd on the forality of the circamstances, 1o be
1
NECESSAry:

1 Tu eftect the arrest; OR

it. Todetend such Otticer or another person from bodily harn while making the
arrest,

B. An Officer need not retreat or desist trom eftorts to make a law ful gmest because of
reststance or threatened resistance to the arrest. However, the Officer should
consider the options of tactical reposttioning or other de-escalation tactics -

33

When effecting amest, an Ofticer is justitied in using deadiy force only when:

B0 MACS 3:7-F 30Miv )

270 LS 5 T-Slg- 1,

720 LS 3 TSl 5y

NS § T,

R 73 ILCS 5 7-50a): e alio 720 1L0S 3 747,

VINILCS 3751
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i Direct encounter. The Otficer reasonably believes, based on the rorality of
the circrimstances, that deadly foree 1s necessary to prevent death or great
bodily frarm 10 the Ofticer or another pepson; OR

1 Fleeing subject The Otticer reasonably believes. based on the totaling of the
cirewmstunces, that deadty force 1s necessary 1o prevenl the arrest from being
defeated by resistance or escape AND reasonably believes, based on the

rotality of the circamstances. the tollowing:

a._the person o be arrested is likely 10 cause grear bodify harm (o
another; AND

b. One of the following is true;

1. The person to be amested commisted or attentpted a forcible
felony which invelves the infiction or threatened infliction of
great bodily furn, OR

13

The person 1o be atrested iy attempting W eseape by use of a
deadly weapon: OR

3. The person to be arrested otherwise mdicaies that he will
endanger human tife or intlict great bodily harvm pnless arrested
without delay.

1y, Identification and Warning: Where feasible, betore using any toree an Ofticer
shall make reasonable efforts to identity himselt or herselt as an Officer and to warn
that deadly force may be used. unless the Otficer reasonably believes that the person
to be arrested is aware of those tacts

E. An Ofticer making an arrest pursuant o an invalid warrant is justified in the use of
any force which s'he would be justitied in using if the warrant were vatid, unless the
Ofticer knows that the warrant is invaligd ™

14.3.6 Preventing Egcape™

A An Ofticer who has an arrested person in custody may use foree — except deadiy
pree = 1o prevent the arrested person s escape from custodv as the Ofticer would be
justified in using if the Officer were arresting such person.

B. An Officer iy justified in the use of foree - exeepl deadly force — which the Ofticer
reasonably believes to be necessary o prevent the escape from a penal institution of
a person whom the Officer reasonably believes w be law fully detained in such
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uffense

G, Deadiy force shall not be used 10 prevent escape from custody or a penal institution
uniless, based on the rerality of the civcnmstances._ deadly force is negessary o
prevent death or great bodily harm to the Ofticer or another person,

14.4 Officers’ Duties In Use of Force Situations

14.4.1 Duty to Render Medical Aid

A, AMLOfficers must, as soon as reasonably practical, determine it a person is injured
whether as a result of a use of foree or otherwise, and render medical aid and
assistance consistent with wraining and request emergency medical assistance if

necessary.”

B. “Render medical aid and assistance” includes, but is not limited w., (1) performing
einergency life-saving procedures such as cardiopulmenary resuscitation or the
administration of an automated external defibritlator: and (i) the carrving, or the
making of arrangements for the earrying, of such person o a phvsician, surgeon, or
hospital for medical treatment if it is apparent that treatment is necessary, or if such
carrying is requested by the injured person.®

C. The Officer’s decisions regarding medical aid must be ebjectively reasonable ' An
Officer does not violate this duty it the failure to render aid is dug to circumstances
such as lack of appropriate specialized training. lack of resources or equipment, or
both, or if it is unsafe or impracticable to render aid,*

I4.4.2 Duty to [ntervene

A.____An Officer has an atfinuative duty, without regard tor chain of command, to prevent
or stop another peace oflicer in the Oficer’s presence from using any unauthorized
force or force that exceeds the degree of force permitted, if any.*!

B. The duty ter intervene applies when the Otficer has a realistic opportunicy to do
: .
something to intervene?

HIMIes 3315,
DIMILCS S T-1E,
¥ 7ih Carcuit Patters Jury dnstruction 7114,
M0 MECS 26000127 ah, S0 ILCS 703 6.3ia)
A0S 57416,

20 S 2600002 Toag, 30 BLCS FO5 & Mad: Teh CCircuin Pattern Jugs dostpaction 7,2203
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i Lhe Otficer’s deciziens resarding whether to intety ene inust be ebjectively
reasonable. which requires the Otticer 1o take reasoable steps, under the tetalite of
the circumstances to prevent harm from oceurring

. An Otticer who intervenes shall report the intervention te the Director of Counrt
Services. The report must include the date, time, and place of the occurrence: tie
identity, it known, and description of the participants, and a description of the
mterveation actions taken and whether they were successtul - The report inust be
submitted within five (33 calendar davs afier the incident.

k. No member of this Departiment shabl discipline or retaliate in any way against an
Officer for ntervening as required by the Jaw and this policy. or for reporting
unconstitutionat or unlaw ful conduct, or for failing to follow what the Officer
reasonably believes is an unconstitutional or unlaw tul directive.*

14.5 Weapons

14.5.1 Chemical Sprays

Officers may camy a non-tlammable base Oleoresin Capsicum (OC) for hunans enly
while in the perforimance of their duties. Satd chemical agent is noi 1o exceed 10%
solution. Ofticers may elect to carry the streany, mist o foam spray, Officers shall be
wrained in the use of chemival agents before beinge authorized to carry or wse these
agents. All deplovments must be consistent with Deparimental use ol foree training
and policy.

A, Chemical sprav nav only be used it the subject is acrively resisting, Chemical spray
shall not be deploved as a compliance technique for a peeson who ts passively or
verbally non-compliant

B, Chemical sprav shall never be used as a punitive or retaliatory measure.

| o Ofticers should never spray trom a pressurized can diveetls into g subjects eves
trom a close distance due to the petential for eve injury as a result of the pressurized
stream. CMTicers should never sprav direcily into a subject’s eves (rnn ¢loser than
three feet or the distance recommended by the manutacturer of the sprav {whichever

. CHticers shall consider alternatives to chemical spray when attempting to contrel 4
sithject in a crowded-coclosed area due to the innocent over-spray that may cause the

onset of panic.

Tk Careuit Paggersy Jurs Instruction 7.2244).
BT LLS 3.7 16ibb.

BTIALLS 3.7 Lbic)
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]

Oitivers shall consider aliernatives o chanical spray when the event is inside a
building, particularty where the building has a closed-veatilation svstem due to the
patential inipact on innocent persorns wio may hase to be evacuated {tempurarily)
tirem the location

F. Onee control is gained, Otheers should mmmediately provide tor the decontamination
ot the subject.

G. If the person shows any signs of phvatcal distress o does not recover in a reasonable
amourtt of time, Officers should immediately direct an eimersency medical response
and render first-aid to the degree for which they are trained.

14.5.2 Control Instruments

Officers may ¢lect o carny a“RKubaton” while in the pertirmance of their duties. The
Department authorizes a Kubaton made of plastic material, no more than six {6} inches
in tength. Otticers shall be trained in the use of contral instruments before being
autherized o camy or use these instruments.

14.5.3 Impact Weapons

Officers mav carry impact weapons while i the performance of their duties. The
Departiment authorizes the use ot a collapsible baton, Thy bajon will be of an
approved manufacture, cither 16 or 21 inches in length. Officers must participate in
and pass an authorized course before carrving or using an bmpaci weapon.

Al linpact weapons may be utilized in cases where the Otticer reasonably believes the
use of this weapon | ry (o bring the event under control

B.  Examples would be where other options hayve been utilized and failed or where.
based on the Officer’s reasonable belief. the other options would not be successtul
in bringing the event to a spevessful conclusion.

C.  Officers shall notiatentionally strike a person wit

L an impact weapon where it woyld
create a substantial likelthood of causing grear bodify harm or death. unless the use
ol deadly force would be justified.

14.5.4 Unauthorized Weapons

Otficers shall not carry or wse any unauthorized weapons: onlyv weapons specitically
authorized in this policy nay be carried or used, The following weapons are not
authorized for possession’use by Court Serviees Ofticers:

~ _Flat saps or slappers
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7 Weishted or sap gloves.

14.6 Emergency Situations

Ity an ctiersency situation, Ofticers are authorized 10 vse any available weapon tou selt-detense or
the detense of another person. The level of foree used must be consistent with law and

not appruved and listed in the Frreamms Policy {Chapter 15).

14.7 Emplovee Assistance Program

Emplovees are advised that the Emplovee Assistance Program iy available for consubtaton in the
event thin the employvee is involved in a violent controntation. The EAP can be contacted an
1-877-EAP-9002.

14.8 Use of Force Model

THE ‘USE OF FORCE MODEL” ADOPTED BY THE DEPARTMENT IS ATTACHED
TO THIS MANUAL AS APPENDIX C AND SHOULD BE REFERENCED AS OFFICERS
READ THE FOLLOWING SECTIONS.

Force Model represents means of establishing contred, not in the order of frequency of
oceurrence or chronology, but in the order of intensity and severity within each category, As
line BC progresses trom point B to point C, the chance of establishing control of a subject
imereases, but so does the chance of bodily harm to the subject

14.8.1 Social Control

1. Presence

Mere presence is a form of control, “Presence.” as we wse i1 primarily means the
Ofticer as a personification of legal authority, and secondarily, the degree of

presence” man, at any place in the continuum, suddenls cause the subject to come to
the realization that he should abandon his resistance or assault, However, the higher
the intensity of the initial resistance or attack, the less hkely this will oceur

2. Verbal Direction

“Stopor Pl shoot.” Verbat direction fadvice. persuasion. and warning) mas take hold
of the subject’s intent atany place within the resistance/attack continuum, {lowever,
the more intense the subject’s resistance. the Tess probable that words atone will
suftice, unless there is time to establish dialogue.
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Presence and verbal direciion can and should be used wath higher lesel controls. when
higher des el controls are necessary. Verbal divection is an element of phyvsical control
procedures,

14.8.2 VWeaponless Control

When words do no control, and lethal toree 1s not appropriate, weaponless control is
available to Hillin the gap. In this model. weapondess control has been divided into
three (3} categories from the least probability of control and least inpurious te the
greatest probability of control but with the greatest possibiluy of bodily hann 1o the
sibject,

3. Pressure/Pain Holds

These techniques consist of the application of non-impact pressure to pam receplors.
This pressure causes control, establishing an overwhelming desire in the subject to
find relief from the pain, either by eessation of all resistance fmult-directional
holding} ur by propelling him/herselt'in the direction of retiet allowed by the Officer
{single directional pressurel, However, the outcome of the use of pressure pain‘helds
{Le ., wristlocks or pressure-sensitive areas of the body} is not always predictable
Charactenistics of Pressure/Pain holds are:

7 Good for passive resisters

7~ Low probability of hann to subject

# _Easily elevated w higher intensity within cateyorny

#__May be inetfectise for active resisters or high level passive resi

#_Unpredictable eftect on subject. untrustworthy

~ Has most temporary eftect of all categories ot technigues

4, Stunning

Stunning is used 10 inhibit the subject from purposefully directing his attention o a
coordinated resistance. Below-the-shoulders™ inhibitions of respiration. imuscular
capability, or the ability to concentrate are tonns of stunnine. Examples are a palm
hee! strike to the lower rib cage or w the solar plexus. The use of stunning can aive
the Otfticer the opportunity to apply immobilization technigues, handeufts or other
restraining devices to the previously active resister, Characteristics of Stunning
Techniques are;

# Lo be consistent with Secion 1400, cellecting the new M sians s deliions of desdi e
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~_Good tor medinm active resisters and low -les el assailants

7 Some probabiliny of injury o the subject

Easily clevated o hisher intensity within cateeory

N

Can provide needed time to immaohilize the subject

%

7 Mav be constdered exeessive control ot a passiye resister

~_Flecting ctiectiveness

5. Direct Mechanical Technigues

Direct mechanical technigues deal directly with the sheletal or mechanical suppont
structure of the subiect’s bods and the use of mechanical Impact pressure or leyeraee.

This differs from pressure/pain holds and stunning in that the support steucture of the

particular muscles. Either impact pressure or opposing prohibitive pressures may be
used. Anv of these pressures can fracture bones or cause damage to connective tissue,
muscles or organs. Mechanical technigues penerally offer the hest chanee for
establishing physical control of a subject, but also the greatest chance of injury,
Characteristics of Dircet Mechanical Technigues are:

~ Best chance tor weaponiess control of the assailant

~_Greatest probability of bodily ham w subject of weaponless control technigues

~_May be considered excessive use ot foree for active resistance

6. Concentrated Impact Pressure

Concentrated impact pressure. such as penctrattng strikes and kicks, may be used to
stun as well as o stop, Concentrated impact pressure is intended to penetrate into
tissue to a depth sufticient to aftect specific nerve centers or museles with enough
force 10 stop an attacking subject,

7. _Prohibitive Joint Locking and Breaking Techniques

These technigues, such as wrist and anm locks. are ofien applied as an intermediate
method of assailant control. They difter from pain/‘pressure holds in that when
massive toree is applied after the joint lock is tullv established. dislocations. sprains
bone. wendon or ligamen: damage may result. The body parts in guestion may then no
longer retain the capability of continuing the attack,

14.8.3 Weapons Control

8. Impact Weapons
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Use of lmpact Weapon {batons} technigues starts al about the same poing on the
continuum as mechanical weaponless technigues. Batons or other impact weapons
can be used with vanous degrees of intensity,

As the matehing category on the vertical asis would indicate, it a subject were
aggressively oftensive te an officer ur others. even without the use of a weapon. an
ofticer should be able to apply a baton technigue of the appropriate level of intensity.
It a subject were likely to hann others, perhaps more intense baton technigues would

baton may be usctul

9, Control Instruments

| instruments are those which are designed to apply non-impact pressure to pain
sensors, thereby establishing control over subjects who passively resist. The use of a
control instrument, such as the Yawara ( Kuhaton) or other short stick instrument,
when expertly applied, can increase the chances of establishing controt by amplitving
non-impact pressure. These instruments are desighed to maximize pain, but when
used strictly as control instruments, cause little tissue damage. The pain should cease
when the subjeet ceases to resist. In the Use of Foree Model, control instruments are
classified svnonvimously with pressure/pain holds,

10. Chemical Agents

Chemical agents are not lethal. They require some time to take eftect. therefore, they
are generally useful on subjects who resist, or who are actually assaulting within thg
range of the chemical azent. When treated properly atier use. the subject on whowm the

11. Departmental Personnel Authorized for Firearms

Departmental policy limits the carrving of any tircarm to Ofticers specifically
authorized by the Dircctor of Court Services and the Chief Judge of the Sixth Judicial
Circuit

14.9 Reporting Use of Force

It is the purpose of this polivy to provide Court Services Ofticers and Supervisors with
guidelines for reporting use of foree. Members of this Department must accurately,
completelv and timelv report anv Use of Foree. A Supervisor will conduct a prompt
investigation and report the findings to the Director of Court Services.
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14.9.1 Reportable Use of Force

The following uses of toree iy the exercise of the Officer’s ofticial duties must be

reported, whether they oceur on duty or oft duty,

A

Soft Hand Control: Llse of grabs, bolds and joint Tocks to restiain a person (escort
holds, joint manipulation. immobilizaton, pressure-sensitive stimulation}

Chemical Sprav: Where subject exhibis some level of active resistance/active

-

agzression, Officers may use chemical sprav 10 temporartly incapacitate the subject,

Hard Hand Conirol: Punches. takedowns and other physical sirikes, including

knees, kicks and elbow strikes that have the possibility of creating mental stunning
ancl'or motor dvstungtion.

Impact Weapons and Control Instruments: Collapsible batons and Kubatons may

be utilized in cases where the Officers believe the use of these weapons would be
reasonable o bring the event under control. Examples would be where other options
hay e been utilized and failed or where. based on the ofticer’s perception at the time,
the other options would not be successful in bringing the event to a successful
conclusion,

Pointing of Firearms: Any time an Officer points a tircann ai a person,
notwithstanding the fact that the firearm ultimately was not discharged.

Firearms Discharge: Anv discharge ot a fircarm other thao at the range or duning

G.

gualification whether intentional, unintentional or accidental, for animal dispatch,
whether a subject is hit or not, will be reported in a manner consistent with Section
15.12 ot these policies

Deadly Force: Anv use of force as defined in Section 14.1.C,

14.9.2 Procedures

Al Officers who are involved in an incident that requires any reportable foree option are
reguired to immediately notity theic Supervisor, The involved Qfficer will provide a
detailed documentation of the use of foree

B. A Use of Foree report shall be prepared by a Supervisor whenever an Officer of this
ageney vilizes reportable foree, other than sofi hand control, in the performanee of

C. The Use of Foree report will be completed in detail including a natrative account of
the following:

The actions of the subject that necessitated that use of foree as a response to
overvome the resistance of the subject
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1. The reasons why toree was required and the tvpe of toree the Otticer utihzed in

1 Any iniuries or complaint of injunies ot either the subject or the Officer and any
medical teatment received.

D, All uses of force ar the Juvenile Detention Center will be reported and reviewed 1n
accordance with the Center’s Use of Foirce polics.

£4.9.3 Supervisory Responsibilities

Onee notitied of an incident in which an Otticer has used foree, other than soft hand

immediate Supervisor is not available, will accomplish the following:

A, The Supervisor will ensure that a gualified health care provider handles any injuries
or other medical condition being experienced by the involved person(s). IF any
involved personisi h
notified.

B. The Supervisor investigating the use of force will review and approve the Officer’s

reports of the incident, when practicable.

s Should the Superyisor determing that unreasonable force was utilized. the Director of
Court Services will be notified and will assume control of the use of torce
investigation.

Onee notified of an incident in which an Officer has used force resulting in great
bodily arm t¢ any person, the Supervisor, to the extent that one is available, will
unmedeately respond to the scene to investigate the incident. 1 the involved Ofticer’s
Supervisor is not available to respond, another Supervisor will be dispatched 1o
complete the Use of Foree repont.
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Chapter 15 - Firearms

& Court Services Departinent to quality for, o be issued, and to carry a tircann, U establishes
the authority, duties and responsibilites tor the development. promulgation and coordination
of all fircarms training programs; and defines a program designed to improye the skills,
knowledge and abilities of all personnel in order to successtully meet the Department's
miission. |t also establishes policies for conducting tircarms training, medical phvaical
cvaluation, psychological examination, and qualitications, completion of an approved

fircarms training course for authorized personnel of the Probation & Court Services
Depariment and defines successtul completion of that training

Use of firearms_shall be in accordance with the Depaniment’s Use of Force Policy anil
Procedures, Chapter 14, and in accordance with the Depariment’s Fircarms Policy and
Procedures, this Chapter 135,

15.1 Definitions

Ahe foHowing detinimons apply to this Chaper 13 — Fireans  Otticers should pay special
attention to bolded and walwized words. which are terms of an having specific meanings as
defined here

A. Officer: Sworn Otficer belongine to the Champaign County Probation & Court

Services Department

B. Authorized Personnel: A Probation & Court Services Depariment einplovee who s

a sworn Ofticer of the Court appointed by the Chicf Judee. has suceessfully
completed fircanns training. and has passed all required gualitications may be
granted pennission in writing to carty a fircarm by the Director of Court Services
and the Chiet Judee of the 6™ Judicial Circuit.

. Firearm: Fircanms are defined in Section 15.8 of this policy.

b, Concealed Firearm: Means any firean which is hidden from nonnal or connmen
view

E. Firearms Training Coordinator: Schedules basic training and gualitications,

maintains and issues tireanns. equipment and supplies for firearms training program
and gualifications, Maintains, compiles and reports fircarmns gualifications,

i Range Master: A fircarms training/program manaser who conducts fircarms
training and gualifications for Officers,
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H.

G

Deadly Force: This term has the same definnion as given in Chapter 14, Section
14.1. Connected to “deadly foree.” Ofticers should also review, grear bodify harm,
chokeliold, restraint above the shoulders swith rish of pesitional asphyxiation. and
discharge of a fircarm as detined in Chaprer 14, Section 14,1,

Imminent. This term has the same definition as given in Chapter 14, Section 141,
Connected to “imminent,” Olticers should also review. torality of the circrumstances,
ehjectively reasonable, and reasonable belief as defined in Chapter 14, Section 14.1.

15.2 Firearms Qualifications

15.2.1 Screening

Prior to an Officer being authorized to carry a fircarm by the Direetor ot Court

Services and the Chief Judge of the 6" Judicial Circuit. the following screening
process must be completed.

A,

An updated NCIC background check is completed on the Officer,

if one was not completed at the time of hire.

Candidates who pass the medical examination are scheduled for an updated
psychological evaluation, 1o include a recommenlation as to whether they are found
suitable to carry a fircarm.

E.

15.2.2

i the Ofticer fails to nweet any of the gualifications listed above, the CHicer will not
be authorized to carry a tircamn.

Administrative Review

Al

Upon successtul completion of the 40-Hour Mandatory Firearms Fraining Progran,
areview of the Oflicer’s training Ale will be conducted by the Fircarms Training
Coordipator and a final recommendation made to the Director of Court Services.

The Director of Court Services will submit a recommendation to the Chiet Judee 1o

authorize Oticers to carry fircarms who have successfully completed this process
The Chicf Judge will authorize those Officers who s'he approves, in writing, to carry
a fircarm

The Director of Court Services, Chief Judge or Presiding Judge may revoke the

authorization te carry a fircann, apd seize and secure a Departmental issued weapon,
when there is reasonable cause to do so and shall submit a written incident report tw
the Chief Judge and or Presiding Judee.
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Reasonable cause invludes bur is not limired 1o observed erratic or unsafe use
of a weapon and making inappropriate or threatening comments while using or
while in possession of a fivear

Medical Limitations

Al Officers authorized 1o carry a fircami shall receive a medical physical evaluation,
it ene was not completed at the tme of hire, and an updated psychological evaluation
prior to being issued @ weapon or being authorized to carry a weapon,

Ofticers authorized to carry a tircann shall notity their immediate Supervisor of any
physical or pharmacolosical conditions causing physical or emotional impainnent as
itinay attect their ability to act or handle a fircarm or other weapon safely and
proficieatly. Impairment shall be defined as a condition that can aftect judgment,
reaction time or motor skills,

In_those inastances where an Otticer vr Supervisor believes and'vor medical personnel

indicate that medication used may alffect judgment and!or reaction time while on duty,
authorization to carry a fircarm will automatically be suspended.  Authorization shall
be reinstated upon the cessation of the medication and its eftects, or with a physician’s
riling that e medication’s potential gontraindications would not be hazardous 1o

handling a fircarm sately and proficiently

15.3 Firearms Training

Itis the policy of the Probation & Count Services Departmient (o maintain a fircarins training
yrogram which shall direct effonts toward the development of new skills, improving and
updating old skills, safety, care of the fireamm, constraints on its use, re-certitication of
performance in high liability areas. the development of specialized skills, creating an
awarencss of new teehnigues and echnologies for all Officers and to manage the
Department’s mandatory retraining program.

[ s also the policy of this Department to ensure that every Ofticer authorized 1o carry a
tircann be allowed (o maintain training as preseribed by the Hinois Law Enforeeiment
Iraming and Standards Board. The Range Master, with the Prector’s approval. resery es the
right to determine, mandate and schedule the required training, The Range Master must have
received specialized training for that position including completion of the Train the Trainers
Conirse

The fircarms traiping program shall be specifically planned. courdinated. and supervised by a
guatified emplovee at the supervisory level, anad shall be reviewed apnually and updated as
needed.

Prior to assignment to & positien iny olving possible use of a fircaon. all Ofticers authorized to
use fircarms shall receive appropriate fircarms training. This training shall cover the use, safety,
care, and constraints_involved in the use of fircarms, and all authorized Officers shall
demonstrate competencey in the use of tircanns. at least annuatly.
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A Supervisor may revohe the authorization to carry a fivcarny and or less lethal weapvn when
reasonable cause exists. It ehe weapon belongs to the Department. it is seized and seeured.

15.3.1 Basic Firearms Iraining Requirements

A, An Ofiicer must complete the fellow ing pre-reguisite trainine courses and o1 blocks
of instruction to attend the 40-Hour Mandatory Firearms Training Program. H the

epportunity at the next available course to pass that portion of pre-requisite training
i the Officer fails any portion of the pre-requisite training a second time, s he will
not be authorized 1o possess or carry a tircarm

i. Control Tactics

_Ceoresin Capsicum

i, Coutrol Instruinents {Kubaton 't Impact Weapons {Collapsible Baton}

iv. Depuniment Use of Foree and Response to Resistance Policies
v, Cardiopulmonary Resuscitation and First Aid

vi. Ethical and moral considerations of the use of fircanns and deadly
physical toree

vil. Leszal considerations for the carrving and use of fircanns, including:

L. Laws governing arrests and searches tneident to arrests
2. Laws ot self-defense and the use of torce by pence otficers
3. Civik ligbilities ot Probation Officers
The authorized Supervisor shall monitor all legislative and policy changes to

the use of tirearms by peace officers and shall provide necessary updated
training in a timely manner.

B. The Officer must successtully complete the follow ing training course o be gualitied
1o carry a fircarm:

i 40-Hoeur Mandatory Fircarms Training Progran. Ottia
sith his‘her authorized service fircarm

st guah by

[t the Otficer fails anv portion of the 40-Hour Mandatory Fircarnms Training
Program, s'he will be given one opportunity at the next available course 1o pass
the Mandatory Fireanms Training Program. It the Officer fails any portion of
the Mandatory Fircanns Training Program a second time, s’he will not be
authorized ta possess or carmy a fircarm.
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C. Any Otticer authorized to carny and use a Hreanp must be certified as currently

gualitied to do so by the Fircarms Tramming Coordinator and or Range Master

i. The minimum gualitvieg score tor cach type of fircarm shall be
established by the Ranwe Master and approved by the Director of Court
Services.

il Officers shall compls with the Range Master's policies and directions,

itl. _The Range Master shall administer a tirearms gualification program that
cnsures competency among all Cticers authorized to carry frearms

iv.  Each Oftieer authorized to cany a firearm shall gualify no less than

annually on the State-certified course.

v, Any Officer who fails to gualify shall have histher authorization to carry
a tircarm suspended. The suspension will remain in effect uniil the
individual receives additional aining and gualifies. Continued failure to
quadifs will result in revocation of the Ofticer’s authorization 1o carpy g
fircan

v Ofticers must gualify using their approsed on-duty lircarm, CHficers not
v that

fircarm on duty until they become gualified

1. Othcers must also be able to provide a pravtical demonstration of at least the

tollowing:
k. Fircarins satety

i, Shootng proficieney during scenario-based training

it Firearm retention

iv. Al less-than-lethal self-detense options for which the Ofticer is cortified

v. The care and cleaning of an authorized tirearm.

15.3.2 Attendance and Records:

Ofticers authorized to carry tircamms shall astend reguired training sessions and the
instructor shall document attendance on a signed roster and forward the roster to the
Range Master, The Range Master shall ensure that records of attendance are
maintained and forwarded to the Fircarms Training Coordinator. The Fircarins
Training Coordinator shall promgpily notifv the Director of Court Services when any
Officer authorized to carry fircarms is not in compliance with the Department’s
training reguirements,
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15.4 Official Use of Firearms

No Ofticer shalt discharge a fircann ip the pertormance of their dury exeept in circumstances
in which deadly force is legally justitied and permiped by this policy:

A, Awainst other persons, as detailed in Chapter 14, Section 14.3.

B. To kil a dangerous animal or an animal that 13 so severely injured that humanin
requires its disposal o asoid further sutforing,

In the performance of their duty, Officers mav use only fipearms approved by the Depariment
and use them only when directed to or authorized by the Director of Court Services or
Supervisor in charge or when authorized under Department policy,

In an emergency situation. Ofticers are authorized to use any available weapon for selt-defense or
the defense of another person. The level of force used miust be consistent with law and
Departmental policy. This statement dogs ngt authorize the cammving of any fircann for duty that is
not approved and listed in this Firearms Policy, Chapter 13

15.5 Prohibited Use/Discharge of Firearm

Discharze'use of a fircarm is prohibited as fotlows:

A, Warning shots are prohibited.

B. Ofticers must not discharge their fireans when doing so would pose an objectively
unreasonable risk under the totality ot the circumstances to innocent third parties

C. When a moving vehicle 1s involved, use of deadly force by discharging a fircann is
dangerous, can be ineffective, and should not occur when there is an unreasonable
risk of satety of persons other than the subiect. Purposcly firing a fircar in the
direction of another person or at a vehicle in which another person is believed to be
constitutes deadly force. Whenever possible, Officers should avoid placing
themselves in @ position where use of deadfy force is the only available option.

D. Even when deadly force is justitied, tircarms shall not be discharzed at a vehicle
untess the Officer has considered the potential threat to innocent third parties and:

L The Ofticer has a reasonable belief that an occupant of the vehicle poses
an imminent threat of death or greatr bodily harm to the Otficer or
another person who is present, OR-

ii. _The Officer has a reasonable beliet that an occupant is using the \chicle
in a manner that poses an imminent theeat of death or great bodily harm
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to the Ofticer or asother person who is present, and there 1s no avenue of
escape.

E. Indiscriminateh . not in the Line ot duty.

[he atorementioned examples are not all inelustve of 3i ons where o Nreann may be used
in violation ot Departinental policy. Violation of any provision of this section wili result in
disciplinary action, up to and including termination of employment and cooperation with civil
authorities in the prosecution of criminal activity. Any such violation will be considered a
serious violation of policy and reported o the Director of Court Services immeidiately upon
discovery.

15.6  Restrictions on Carrving Firearms

required qualifications may be granted permission in writing to carry a fircanm by the Director
W = 5 z ™ = " 5
of Court Services and the Chiet Judge of the 6" Judicial Cireuir.

Department-Authorized Firearms will not be carried in the following circumstances:

A, While oft dutv, unless otherwise lesally authorized.

B. in an establishinent heensed to dispense hquor unless in the law ful discharge ot their
dutics.

C. While consuming alcohol or while under the influence of alcohol or having taken

any drugs that would tend to ady ersely affect the Officer’s senses or judgment.

D. While injured or in a physical condition causing inability to utihze a fireann
eftectivelv or properly (i.e. broken anm, eve injury causing inmpaired vision, ete.)

E. While on suspension, adiministrative leave, under inyvestization. or vtherwise relieved
of normal duties,

F. While on Leave of Absence Without Pay, or other period of unpaid absence from the
Department or while on Workers Compensation.

G. When authorization to carry a fircarm has been revoked.

H. When the Officer has been directed by the Fircarnns Tramming Couordinator, the Range
Master, a Supervisor or the Director ot Court Services to cease carrying a fircann. A
Supervisor inay revoke the authorization to carry a tircarm and/or tess lethal weapon

and secured,

L Outside the State of Ilinois. except while on otficial business or unless law fully
provided by the jurisdiction through which the Officer is traveling or visiting.
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15.7  Carrving a Firearm

Each provision below is built oo the toundation thai Officers are authorized personnel who,
when on duty, cany and use only fircarms as aptharized by the Dircetor of Court Services or

hisher designes:

A.

The tirearm must be encased i a holster gpproved by the Firearnms Training
Coordinator or Range Master

The tirearm will be fully loaded wuh a round chambered. No unauthorized

alterations or modifications shall be made to anv weapon intended for oftivial use.

All fircarms will be properhy maintaingd and kept available for inspegtion at all

times.

H.

Whenever an armed Officer is in the field, the Oiticer shall carry the fircgrm in a
retention holster {level [ or level HI holster) approved by the Firearms Training
Coordinator or Range Master.

Whenever carrving a tirearm, the Officer shal! alse carry his'her identitication card
and a badze. While in the field, the badge shalt be clearly displaved

__Whenever carrving a fircann, the Ofticer shall wear Department authorized body

armor at all times while on dutv and engaged in out-of-office field activities, unless
othierwise authorized by the Director of Court Services or his'her desience.

Officers shall carey a minimum ot one less-than-lethal foree option {i.e., OC spray
and/or a tactical baton} while on duty and engaged in out-of-office fickd activities.

It an anmed Ofticer is perfonining adininistrative duties. the Officer may carry the
firearm in an approved holster; however, the fircarm shall be concealed.

15.8 Firearms Specifications

15.8.1 Service Revolver

medium frme with & 47 barrel, either blue, stainless steel. nickel or chrome. and of

guality man

acture (1o, Colt. Smith & Wesson, or Ruger), The Director of Court

Services may approve revolvers of the same caliber of not less than 27 or more than &
barrel and of smaller frame

15.8.2 Auto-loading Pisto}
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[he standard service auto-loading pistol tor Otficers is a 9 mn, A0 caliber or 43
caliber. Browning. Colt. Glock. or Smith & Wesson. The firearim must reliably tewd
the issued duty smmunition. No single action fircanns are permitted.

15.8.3 Loading

The service tireamm shall be carried tully toaded with authorized factony ammunition
provided by the Department,

Otticers shall carry enough rounds on their person tor a second logding

15.8.4 Ammunition

Ofticers shall carmy only Depariment-authorized ammunition. Officers may be issued
fresh duty ammunition in the specified guantity for their Departiment approved Oreanmn
during the Officer’s first scheduled quatitication cach vear. Replacements for

unserviceable or depleted ammunition issued by the Department shall be dispensed by

policy.

15.9 Safety Procedures

The intent of this policy is to promose ircans satety on duty, Otficers shall maintain the
highest level of safety wlien bandling fircarms and shall consider the following:

A Every fircanm shall be treated as a loaded tircarm,
B. Officers shall not unnecessarily display or handle any fircann.
(85 Otticers shall regularty inspect their fircarn for dirt and gorrosion and will keep it in

good working condition at all times,

D. _ The cleaning of a fircarm in an oftive settinz. vehicle or in the field is prohibited
except when the fircann has been fouled by a forcign substance that might render the
firgann ipoperable. In those ciccumstances, all satety precautions must be taken
when cleaning the firearm.

E, Any unholstered fircarm that is brought into the Probaien Qffiee shall be unloaded.

k. All fircarms equipped with safety devices shall be placed in a sate condition excent
when use is imminent.

L Anv fircarm authorized by the Department that is found by the Ofticer 1o be
maltunctioning or needing service shall not be carried and shall be prompily reported

Training Coordinator or Ranee Master will be immediately removed from service,

Clrampaign County Probation & Court Services Page | T2
Policies and Procedures hanual
Revised 2022




H. o training or range work, the unanended service hrearm shall b,

1 Revolvers = Celider empiy and oun, right side of fircarm down and
pointed down range

1, _Aute-loading Pistol = Empty, slide loched back, magazine removed. right
side pointed down.

i At all other tinies. nonmal safety precautions shall be obsers ed.

iv. Otficers shall not leave any tircamm unscewred in a vehicle or in open
view inany building.

v, Officers shall be goserned by all rules and resulations pertaining to the

vii Oftic

vii. INo Ofticer will load or unjoad any fircarim in any range building heture
or after training. Loading a fircarnm on the ranze when between gnother
officer and the berm is prohibited.

15.10 Storage of Firearms

15.10.1 Storage of Firearms While On Duty

Fircarm security 1s the responsibility of the O4ticer 1o whom the fircann is assianed.
Otticers authorized to camy fireamms are charged with the responsibility fo observe
and practice the follow ing storage regulations:

Al When not beine carried during duty hours. the fircarm and anununition shall by
stored in a safe and secure place that is not readily accessible to unauthorized
persons

B. The tircann shall be stored n a place that is not visible te anvone.

Ci It possible, the tircarm should retmain in the hobster when being stored.

L, Fireanns shall not be kept in the Probation Oftice overnight.

E. Fircanus are net to be stored overnight in a Couniy vehicle or private schicly

k. Ifan on-duty Ofticer does not wish to carny hisher fircann inio a residence or public

building, s'he shall take the following precautions;

Champaizn County Probation & Court Services
Pulicies and Procedures Manual
Revised 2022

Page| 73




i Fhe Brearm may be stored temporarily either ina locked vehicle trunk or
svehicle slove compartment/console. £ the fireinn is stored in s v chicle,

the vehicte must be locked

it. The Officer shall exercise caution to ensure that ne member of the public
observes placement ot the tirgann into storage i the vehicle,

L Under no circumstances inay a fircarm, ammunition and or any other item which
threatens the seeurity of a correctional facilive, including the Champaign Couney
Juvenile Detention Center. be brought o such facility or be left in any unatiended,
unfocked vehicle on institutional grounds. Ofticers are to follow the procedures of
the correctional factlity as to safe storage of these jtems

1. Prior to any contact with clients in the Probation Office, the Ofticer shall store
his'her tircanm in a sate and secure place that is not accessible to unauthorized
persons.

15.10.2 Storage at llome

Officers shall ensure that all fircarms and ammunition are locked #nd secured while in

have access.

Ofticers shall not pennit their firears w be handled by anvope who is wot authorized

by the Departiment.

Otficers should be aware that nealigent storage of a fircanm could result ip givi
criminat liability,

15.10.3 Storase in a Vehicle

When leaving a fircarm in an unattended yehicle, Ofticers shall ensure that the firearm
15 locked in a trunk or in a Jocked container which is placed out of view, or in a locked
container that is permanenthy affixed o the vehicle’s interior and not in plain view,

15.11 Lost or Stolen Firearms

A, _A Probation Officer shall tile s report with the appropriate L enforcement agency

immediately upon discovery that bis her on-dutv fircarm, Departiment issued

ammunitipn or cquipment is missing.

B. The Ofticer shall also immediately report a lost or stolen firgarm, Department issued
aminunition or equipment to their Supervisor, who will notify the Director of Court

Services via the chain of command.
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C, Fhe Officer will file a written report regarding the matter with their Superyisor prior
to the end of their assigned shitt, The written report shall be subimitted 1o the
Director of Court Services through the ¢hain of contmand.,

. Lhe Ofiteer may be required to reimburse the Departmient in the event that
Department ow ned ammunition and related equipment is lost or stolen through the

neglivence of the Otticer. This reguirement mav be in addition to any disciplinary
action imposed by the Departnient due 1o the OHlcer's neelisence,

15.12 Investigation of Shooting

In any case where a fircann is discharged, other than at the range or during gualification,
whether intentional, unintentional or accidental. for animal dispatch, or whether a subject 1s

incident. The Director shall have the sole responsibility to name the individuals‘ageney 1o
conduct this internal investigation.

Results of all investizations and copics of all reports shall be forwarded by the Divector of
Court_Services to the Presiding Judee and the State’s Attorney . when applicable.

15.13 Misuse of a Weapon

Any incident or situation that results in any misuse of g fircarm, baton, or any other weapon
approved for Departmental use, shall be cause for disciplinary action. Anv such violation will
be considered a serious vielation of policy and will be brought to the atiention of the Direciur
of Court Services for investization in a manner determined by the Director.
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Chapter 1t — Arrest and Search Policies

16,1 Arrest Policy

If practical, Court Services Officers are to detain offenders who have outstanding warrants
and who enter the Probation U{1ice, The responding law eontorcement officer(s). including
Court Security Dificers, will then make the actual arvest of the individual. In cases when an
individual 15 observed outside the Probation (iliice and has an outstanding warrant, the
Probation Officer should contact the police department having jurisdiction. The appropriate
law enforcement agency will then arrest the individual. Although discouraged, it is
foreseeable that a deviation from this policy may occur. Deviations require prior Supervisory
approval or immediate notification when an arrest is made during an exigent circumstance.
Fhe temporary detainment while awaiting police vur Court Security, or taking of an individual
into custiddy at a Court hearing and transporting by order of the Court does not constitute an
airest and is permitted by this policy.

16,2 Search and Seizure

Prabation Officers may conduct scarches in cases where the Court penmits warrantless
searches of a probationer’s property. When searches are conducted. the Probation Officer
should have reasonable suspicion that contraband or weapons may be present. Scarches for
harassment or without reason are not pennitted. A minimum of two officers is requived when
vonducting a search of an individual’s propeity; one scarching and one standing by for
security purposes. When contraband or weapons that constitute a new offense are focated, the
officers should contact the appropriate taw enforcement agency within that arca and request
an arrest be madce tor the new offense. In cases when the items located do not constitute a
new offense but jlems are seized by the Probation Officers, the otficer will document, in
writing. the seizure of the items and, when appropriate. file a vielation report with the Office
of the State’s Attorney. The evidence must be secured and the chain of custody must be
nintained inaccordance with the procedure deseribed in the following Sectivn.

16.3 Evidence Collection and Chain of Custody

Hie collection, preservation and chain of custody of evidence by a Probation Ofticer may be a
cructal factor in determining the outcome of a case.
A in the event that contraband is located relating o a new offensefe.u . itleoal
wedpon, stolen property or dregs). the Probation Officer shall make every eftort

B.  Upon collecting evidence relating to a violation of probation, the Probation Oificer

shall immediately complete a Receipt tor Property and provide a copy to the elient
or personis) restding in the home. It no responsible party is present at the time ot
the seizure, a copy shall be left in a conspicuous place inside the residence

C.  Ounly property related to a violation of probation inay be seized. Probation
Ofticers shall not seize property to hold a violation of probaiion in abevance
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Evidence Collection and Storage

[he Probation Officer shall place the evidence in an Evidence Properiy bag and relinguish 1
as suon as possible o the designated Probation Department Evidence Custodian {i.ce.. the
Supervisor of Specialized Services). Evidence Property bags can be tound in the cabinets
located in the Specialized Services Linit (abosve the bookshelty. 1t the Evidence Custodian is
not immediately asailable to receive scized property, the Probation Officer shall place the
propenty in a secured location and potify the Evidence Custodian of the location of the
property, alongz with a description ot the seized property. The Evidence Custodian or his i
designee shall retrieve the seized property prior 1o the end of the next business dav and
indicate on the Chain of Custody fonm that s'he received the evidence and placed it in a

The original Chain of Custody form shall be placed and maintained in the evidence locker
folder. Copies of the Chain of Custody form shall be distributed as follows:

A, A copy attached w the Evidence Property bag.
B. A copy to the probation case file

The original Chain of Custody form shall be completed and updated by all parties upon
relinguishing and accepting the evidence.

Disposition of Evidence

The Evidence Custodian shall keep a log of all collected evidence stored in the long-term
cvidenee locker under his'her control as well as the outcome of cach case. The evidence shall
be destroved or otherwise disposed of pursuant to Court order or upon expiration of the
statutorily required retention period. The Director of Court Services may authorize the

otherwise be possessed or displaved,

16.4 Arrests of Clients Defrauding Drug Tests

tion of a urine sample iy a Class 4 Felony. A notice is posteld
in the drug testing lab advising clients that those suspected of diluting, adulterating or
substituting a urine sample will be arrested and charged. [t vou observe a clivnt attempting o
dilute. adulterate or substituic a urine sample. s'he is to be arrested. The procedure for
making the amest is as tollows:

A, Contact Court Security and request that a Court Security Otficer be dispatched o
the Probation Otfice to make an arrest. Advise Court Sceurity that vou have &
client wha bas attempted to defraud a drug test. 1 necessary. reguest the
assistance of another Probation Officer in contacting Court Security. [n the
interim, move the ¢hient from the drug testing lab to vour office or 10 a conferency
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rownin (not the waiting arcal, The clien is not to be left aloue, Advise the client
it they are ot to teave the office; boweser, do not physically restrain the cliont.

NOTE: 1t the chient is a juvenile, notity the Supervisor of Jusenile
Services. In his'her absence. notity the Dircctor of Count Services. The
minor is to be handeutted by Count Services ofticers and transported to the
Juvenile Degention Centar fur processing.

B.  Scize and secure any relevant evidence. Evidence/ Property bags can be tound in
the cabinets located m the Specialized Serviees Unit {above the boukshelf.
Complete the foltowing information on the Evidence Property bag:

o Agency | Probation |
o Case No. JClient’s Case No.|
o Offense [Detrauding a Drug Tesi]

o Suspect
o Date and Tiume ot Recovery
2 Recovered By
Scaled By
= Date
o Deseription [brielly describe evidence seized]

Place all seized items in the bag and scal the bag - Write the clicnt’s case number
on the receipt tag, Remove the receipt tag and retain i in the client’s case file.

[t the seized items include urine/liguid. place thie sealed bag in the refrigerator. [t
not. complete the intormation required under “Chaip of Custady ™ {i.¢.. From. To.
Date) and urn over the Evidence/Property bag to the Supervisur of Specialized
Services or, in his'her absence, the Director of Court Serviees,

turning over the evidence is 10 complete the intormation reguired under “Chain of’
Custods " fie.. From. To. Datc).

1=

TPrepare and file @ Probation Vielation Report detailing all relesant information. 1
the Probation OHicer observing the viefation is not the client’s assigned officer.
the assigned officer is to prepars and file the PVR with the assistance of the officer

who observed the violation.

D, Prepare an lncident Report and file o copy with the State’s Atiomnes 's (4Tjee.
Azain. it the Probatipn Oflicer obsery ing the vielation is pot the client’s assigned
ulficer, the assigned officer is to prepare and file the Incident Report with the
assistance of the ofticer who observed the violation,

E.  [fcontacted by law enforcemeit personnel, provide all relevant information,
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Chapter 17 — DNA Collection Deleted: ¢

Deleted: Procedure

Jhe tollow e procedure 1s to be followed in ALL cases { Adult and Jusvemled in which an Deleted: 16.1 DNA Collectien Procedurey]
. . - . . - . 1

order has been entered for the submission of specimens of blood. saliva, or tissue to the

inois Department of State Police in accordance with 730 1ILCS 5'5-4.3:

A, Theclient’s DNA will be collected ai the time s he inttially reports 1o the Deleted: hz'she
Probation Office following sentencing 'disposttion.

B.  Duty Ofticers are responsible tor collection of DNA using the Hlinois State Police
DNA Indexing Database Bucval Swab Collection Kit. Front Desk personnel will
notity a Duty Officer te initiate the collection process. This will be done on a
rotating basis between the Duty Officers in the Adult and Juvenile Divisions.

€. The Collecting Otticer witl follow the IHinois State Police instructiens for
completing the Buccal Swab Collection Kit and will immediately mail the
completed Collection Kit to the [llinois Staie Police in the postaze paid return
envelope with the barcode label aftfixed,

D. _ The Collecting Officer will enter the following information in the Departnent’s
DNA Logbook:
Date of Collection
o Client's Name
o Client’s Case Number
2 Collecting Ofticer’s Name or Initials

EX Lhe Collecting Officer will then cheeh “Yes™ under DNA Lesting and enter the
date in the elient’s JANO Profile to confirm that the Cotlection Kit has been
completed and maited to the THinois State Police

. The statt member initiating the intake {tvpicallv Front Desk personal) will ask e
client it 3'he has previously submitted a DNA sample in a criminal case in Deleted: ke 'she
Minois. If the client states that they have previously submitted the required
sample for genetic marker testing, the Supervisor of Specialized Services or the

Senior Records Clerk will confirm that statemment through LEADS, The

superyisor of Specialized Services or the Senior Records Clerk will print out

written confimation of previous testing and give it to the Collecting Ofticer. The

Collecting Ofticer will check ~Yes™ under DNA Testing in the client’s JANO

Profile and enter the date of the previous testing, The Collecting Otficer will also

make a casenote using the code CN DNA 10 document the previous submission of

DNA. The written confirmation provided by the Supervisor of Specialized

Services or the Senior Records Clerk will be placed in the client’s file by the

previous DNA testing will be attached to the Sentencing Order and given to the
Public Service Work Coordinator,
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G, Noclient wall be exempt trom submitting the regoired sample unless a prevtous
subinission has been confirmed by the Supervisor of Specialized Services or the
Senior Records Clerk, 1t the Supervisor of Specialized Services and the Senior
Records Clerk are temporarily unavailable (e.g.. lunch hour), the cliem will be
instructed to wait until the authorized personnel are available to confirm previous
DNA testing. 1f the Supervisor of Specialized Services and the Senivor Records
Clerk are both out of the office for the duv and confinmation of previous testing is
not available, the Collecting Otticer will collect a DNA sample from the client and
submit the sample to the Hlinois Staie Police followine the puidelines above,

H Chients are not to feave the office until:
. They have complied with the procedure for the collection of genetic
marker samples, OR
i. The Supervisor of Specialized Services or the Senior Records Clerk has,
confirmed that the client has previowsly submitted the reguired sample,

| Thy Duty Officer will IMMEDIATELY file a Probation Violaton Report on any
elicnt who lcaves the office without tultilhing the reguirements for submission of
genetic marker samples. Clients who fail 10 comply will not be subjected to the
Administrative Sanctions Program

information entered in the DNA Logbook with the list of genetic marker samples entered in
LEADS. The Supervisor of Specialized Services will print out confirmation of completion
and provide that to the elient’s Probation Ofticer. The assigned Probation Officer will enter
that information in the client’s casenotes using the code UN DNA and will submit a copy of
the confirmation to the Sentor Records Clerk for scanning. In addition, the Probation Officer
will submit a copy of the confinmation to the Circuit Clerk’s Oftice for filing in lhe court

file, Any discrepancics between information in the DNA Losbook and LEADS will be
brought to the attention of the Collecting Ofticer.

PLEASE NOTE: Felonv Conditivnal Discharge cases with an order for DNA testing will be
hatdtled in much the same manoer as Probation cases with an order for DNA testing, Front
Desk staft will pull through Felony Conditional Discharge cases with a DNA order so that
those cases are available in JAND for the Collecting Otticer,
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Chapter 15 — Dress Code

Employees shall maintain their personal hyvgiene and appearsnee o project a professional
image appropriate for the Departiment and tor their assiznment

Employee Attire: Emplovees arg required 1o adhere to the Department’s diess code, polics
Employees are responsible for maintaining profeasional but business casual attive. Any timg
an emplovee does not follow the below guidelines, any member of Management imay initiate
progressive and corrective disciplinary action. The following is a list of appropriate dress
attire for emplovees conducting business in Court, in the Offiee, during Field Contacts/ Home

18,1 Court Attire

»__Male officers appearing in Court niusty wear a suit, dress shirt and tie, socks and dress

shoes. Officers may substitute a sport coat and dress slacks in liew of a suit. Shirts must

» Female officers appearing in Court miust wear a suit, dress, or skirt and blouse with
appropriate footwear. Ankie length dress slacks with a blouse and jacket are permitted.

o Sleeveless attire must be covered at all times by a jacket, blazer or sweater,

Male or female ofticers may wear a button-down shirt or polo shirt with the Deparimentat

logo on the lefi breast side. Officers appearing in Court wearine shirts with the

Departmental logo are not required to wear a jacket or tie

¢ All clothing sorn must be clean. pressed as appropriate and in good repair.

18,2 Office Attire

» Male ofticers may wear slacks similar to “Dockers”, dress shirts (with a collar suitable for
wearing a tie) and dress shoes, Shirts must liave a collar, be tucked 1o the pants or

= ‘Wearing a tie and jacket while conducting office business is not required

+  Office attire for female employces may consist of the same attire worn in Court,

= Fpemale officers may wear ankle length slacks witl, a blouse or a sw cater and appropriate
footwear.

#  Sleeveless attire must be covered at all times by a jacket, blazer or sweaner,

= Officers may wear a polo shirt in the oftice: however, it must have the Departmental logo
on the fett breast side

s All clothing worn must be clean, pressed as appropriaie and in good repair,

Whatever attire officers elect to wear for the day, each officer must be prepared to appear in,
Court,in proper Court attire, should the need arise. Appearing in Court in other than approved
Court aitire will be considered a violation of the Departmental dress code policy and may
subject the officer 1o disciplinary action.
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Officers working at the Juvenile Detention Center must comply with the standards fior attire
sct forth in the Memiorandwm of Understanding entered ingo between the Chief Judge and the
Laber Council on August 19,2021

18.3 Field Contacts/Home Visits Attire

» _ Officers may wear Court or office attire when conducting ficld contacis home visits.

» Officers may glect to wear polo/golf shirts with collars., The shirt may ot imav not have a
Department approved logo. [t an officer is planning on working in the oftice for anv part
of the day, the shirt must contain the Departiment approved logo.

* Officers may wear casual slacks and shoes (shoes musi e neat and clean).

15,4 Special Projects

When working on Public Scrvice Work projects or related community projects, officers may
wear clothes consistent with those types of duty assignments. For these situations, it is
important that officers be comfortable and wear clothes that ¢l not present a safety hazard,
Even while dressing down, however, officers must rememnber that a professional image must
be presented and good judgment should prevail.

DOfficers are prohibited from wearing the following clothing while on duty:

*  Denim pants {jeans) unless speciticd for a “Jean Doy’ or when working on PSW
projects. Jeans must be clean and in good condition (no holes, tears, rips, trayed

edges, ete ).

|

o Carpenter’s pants

o Pants tied at the ankle

o T-shirts. including pocketed T-shirts

e Shorts, skorts. gnini skins

¢ lcugings

e Jegwings

e Tank tops

o Noshirts with writing may be worn with the exception of shirts with the Departmen

approved logo

* _ Shirts where bra straps are visible

+ Jopging pants or athletic wear

Hiking boots {tire tread on soled

o Upes™ tvpe boots or rubber boots

»  Rubber shoes or stides

*  Crocs {garden tvpe shoes)

+ Flip Nops {flat or wedie} defined as shoes that have a strap between the toe and no
strap around the ankle or heel

| =
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¢ Movcsils

*  Tennis shoes thigh o low wp)

Ship on cany as rubber shoes

+  Sandals without a back strapHats may only be worn by emiplovees conducting
Departmental work in the ovidvors {ea., Field Contacts. Home Visits, Transports,
Public Serviee Work Projects, ete ) Hats are to be remon ed upon entering the
Courthouse and the fuvenile Detention Center

Exceptions to the Dress Code Policy can only be authorized by a Supenyisor or the Direcu of
Court Services.

18.5 Hair, Tattoos and Piercings

Hairstyles for all emplovees shall be neat in appearance. Hair must not interfere with an
emplovee’s vision and may not hang down over and into the eves. Bapdovess shall-got b
eiret-hade-to-ai-uinatuesl o erceniiic vilor be.s. | parple speenblaay

Atno time while on duty or representing the Departiment in anv official capacity, shall any

include, but not be limited to, those which depict racial, sexual. discriminatony, gang relaigl
or obscene inages or lanzuase. Tattogs or body art on the face or above the coblar bone are
prohibited or must be covered while on duty,

Body piercing or alteration tu anv area of the body visible while on duty thap is a deviation
from normal anatemical features and which is not medically reguired is prohibited except
with the prior autherization of the Director of Court Services, Bady adulteration includes, but
is not fimited to:

e Face picrcings, excepl those noted below. are prohibited.

¢ Tonzue splitting or biturcation.

*  The complete or transdermal implantation of any imaterial other than hair
replacement.

¢ Abnormal shaping of the ears, eves. nose or teeth.

*  Branding or scarification.

Picrcings ot the cars. nose and tongue are penmitted, Due to safety considerations, emplovees
assigned to the Detention Division are only permitted o wear studs while on duty.
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Chapter 1" —- Rules and Regulations

Any violation of the Rules and Regulations set ferth in this Chapter may result in
disciplinary action against the employee. The disciplinary action taken will depend on
the severity of the infraction. Prohibited acts are as follows:

19,1  Arrest/Indictment/Conviction/Violation
Arrest, indictment or conviction of any Federal, State, County or Municipal jaw or ordinance
imncluding trattic offenses. Emplovees shall report any violaiions to their Supervisor no later
than the next business day

19,2 Disobedience of Orders

Failure 10 obey and fully execute any lawtul order, written or oral, given by a Supervisory
officer which include, but are not limited to, these general rules and regulations, special
orders, or policies and procedures.

19,3 Use of Aleohol and Legal Cannabis

No employce of this Department shall consume alcoholic beverages and or legal cannabis
cight (8) hours prior to the assumption of duty. Consumption of alcobolic beverazes and or
lezal cannabis while on duty is prohibiied at all times

19,4 Public Criticism of Department

Eimployces are to clearly distinguish between those public statements or correspondence that
arc personal views and those that are statements and positions on behalf of the Department,
OQuly those emplovees authorized to do so shall make public statements on behalf of the
Department and the Court. Public criticism of the Court or the Court Services Department is
prohibited.

19,5 Divulgence of Departmental Information

Officers are to maintain the integrity of private information, use reasonable efforts to seek
only that personal data needed to perform their responsibilities and not reveal case
information to unauthorized persons.

19,6 Political Activity

Employees of this Depariment shall not engage in party politics while performing their job
dutics or conducting Department business. This includes wearing or displaying of campaign
materials. An employee of this Depariment may, of his or her own choice, participate in party
politics, its functions and processes, 5o long as those activities do not occur during the
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emplovee’s working howrs and provided that the employee’s participation n party politics
does not interfere with the employee’s duties and responsibilities to the Department 2 flie
Courl

No eroployee shall use or threaten to use the influence of his or her position to coerce or to
persuade any person to follow any course of political action or contribute or lend anything of
value to a political organization or candidate for political office,

19,7 Recommendation of Attorneys

Recommendation to any probationer of the retention of a specific attorney or law firm is
prohibited. This prohibition does not apply to referrals made to the Public Defender’s Qffice.
the Legal Aid Society, or Lawyer, Referril Services

19,8 Departmental Property, Loss or Damage

Employees are to report to their immediate Supervisor as soon as possible all damage to
Departmental vehicles or damage/loss of Departmental equipment. Additionally, employees
shall return all equipment owned by the Department when they retire, resign or otherwise
leave the Department, including any apparel purchased by the Department on behalf of the
cinploves.

199 Departmental Resources

Champaign County Probation &, Court Services Department resources are for ofticial use
only. Resources include, but are not limited to, buitdings, vehicles, office equipment,
telephones, office supplies and police/detention equipment. Any use of County/Departmental
resources for personal use i is strictly prohibited. County or Department equipment may
not be used or stored at an employee’s home without authorization of the Director of Court
Services.

19,10 Courtroom Demeanor

Officers shall be punctual, properly dressed and prepared for Court hearings. Employees of
this Department shall maintain a respectful attitude towards the Court and counsel. When
served with a summons or subpoena directing them to appear at a hearing, officers shall
appear as ordered. Failure to respond to a lawful order by the Court to appear at a hearing
may result in the initiation of contempt proceedings against an officer and may also subject
the emplovee to Departimental disciphne,

19,11 Truthfulness/Cooperation

Testifying, submitting reports or conducting business in less than a truthful and cooperative
manner are not permitted. Submission of reports to the Court shall be within the statutory
limits cstablished by the Court. Only Management personnel may make requests to the Court
for the waiver of filing dates. Said requests will only be initiated in exigent circumstances.
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19,12 Termination of Duty Assignment

Officers may not terminate their duty/assignments unless properly relieved or dismissed by a
constituted authonty.

Officers arc not to operate County-owned vehicles unless in the performance of their duties,
Officers may not leave Champaign County in a County-owned vehicle without first notifying
a Supervisor or the Director of Court Services.

149,14 Display of Badges/Identification/Representation of Office

All ofticers of this Department are issucd identitication cards to provide proof of office to
individuals unknown to you while conducting oftficial business. Misuse of the identification
cards or representing your official ottice for personal use/gain s strictly prohibited. Ofticers
shall return identification cards to the Department upon termination of their employment

This Department does not issue badges. Although officers may purchase their own badges.
the use of a badge is considered the same as producing identification or representation of the
uflice. Usec of a Court Services Department badge afier employment is tenminated 1s
prohibited by law. Upon termination of employment, ownership should be Timited to a
keepsake

19,15 Chain of Command

In order to maintain an effective and efficient operation, a chain of command must be
followed. Ofticers encountering difticulties or having workplace questions should speak with
their immediate Supervisor first  [f the question cannot be answered, the Supervisor will refer
the employee 1o the Director, who will resolve the matter, The chain of command will
operale in reverse on management or operational issues, beginning with the Director and
descending to the Supervisors and then to the officers.

19,16 Departmental Relationships

Departmental relationships include both internal and external contacts. Employees who
encounter a problem with an individual should speak with that person directly and attempt to
resolve the issuels). Ifa resolution cannot be found, pmployees may approach the
Supervisoris),or the Director of Court Services. However, the chain of command described
above should be observed.

Each employee is responsible for fotlowing Ugpartimental rules of conduct, policies and
practices. Should an employee disagree with a County/ Departmental policy or practice, the
employee is invited to express his/her disagreement following the appropriate levels as
outlined by the Departmental chain of command. [luwever an employee is expected to
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comply with the disputed policy or practice until the disagreement is resolved or the policy or
practice is changed

Employees must remain professional, polite and courteous to fellow employees at all times

Employees must attempt to develop a rapport and relationship with each of our clients, Deleted: .
however, the relationship must remain on a professional basis, If, for any reason, an officer

cannot maintain a complete and totally professional relationship with a client, the officer

should notify his'her Supervisar and request that the case be transferred to the supervision of

another officer.

19,17 Part-Time Employment Qutside the Department Deleted: 17
Deleted: &
While part-time employment outside the Department is permitted, Court Services Officers Deleted: Prokatian

must understand that they are officers of the Court, bath on and off duty. Employment that
would be in direct conflict with the ofticer’s position with the Departinent. or employment
reguired 1o obtain approval trom the Director before aceepting part-time emplovment outside
e Department. Part-time employment in another department within Champaign County
government is not permitted

The aforementioned examples are not all inclusive of situations where an employee may
violate ['gpartmental policy. Deteted: d
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Chapter (| — Operational Policies and Procedures

20,1 Departmental Staff Meetings

Departmental staff meetings may be schieduled at the discretion of the Direcior of Count
Seivices. [Attendance at Departmental staff mectings is mandatory and the appropriate
Supervisor or the Director must approve any absence.

20,2 Divisional Staff Meetings

Supervisors will conduct Divisional staft meetings o: vecded. Attendance at Divisional staff
meetings is mandatory and the appropriate Supervisor must approve any absence

20,3 Fiscal Management

The Director of Court Services shall be responsible tor planning, preparing and managing the
Department s budget and expenditures. All Champaign County Board policies on
cxpenditure of County funds shall be observed. No expenditure of funds shall be made in the
mame of the Department without prior approval from the Director of Court Services

20,4 Surety Bond
Champaign County carries a Surety Bond insurance policy, for all County cmployces
Additionally, Department employees shall be indemnified in accordance with applicable
statutes,

20,5 Reimbursement of Expenses

Probation Officers shall be reimbursed for reasonable and necessary expenditures tncurred in
the performance, of their official duties (705 ILCS 405/6-5 and 730 ILCS 110/14}. Per diem
vites anel ravel policies established by Champaign County shall be observed for all
employees and all policies regarding reimbursement for expenses as outlined by Champaign
Cuounty policies shall be followed. Officers shall present receipts for expenditures to their
immediate Supervisor for review within five (5} working days after completion of
training/purchase, etc. The immediate Supervisor shali review these expenses for accuracy
and inclusion of all necessary paperwork (i.c._proper hotel receipts, accurate mileage sheets,
appropnatc listing of cxpenses, ete.) and provide the same to the Suncrvisor of Administrative
vs within three {3) working days. Officers who incur official expenses and provide
receipts/documentation as specified can expect reimbursentent within 30 days of the
expenditure._Failure to follow the tmelines outlined in this policy mav result in delaved
reimbursement and may also resultin the Department being cited for faifure to comply with
County purchasing policies.

.'1 L
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20,6, Mandatory Reporting of Child Abuse/Neglect Deleted: 15
Deleted: 7

Court Services Officers are mandated reperters of child abuse and neglect per the Abused and Deleted: Protaiion

Neglected Child Reporting Act (ANCRA). Accordingly, officers must report injuries to any

child that they believe are the result of child abuse. Officers are further mandated to report

incidents or conditions that they reasonably believe will or have resulted in a minor being

abused or neglected. All reports are to be immediately phoned in to the J1linois Department of Deletad: IDCFS

practicable, prior to making any call to the Hotline, the immediate Supervisor of the officer is
10 be advised of the circumstances/justification for initiating the call. If prior notice to the
Supervisor is not practicable, as soon as practicable following the Hotline call, the immediate
Supervisor is to be advised of the circumstance/situation warranting the Hotline call._NOTE
notitving a Supervisor does not abselve the officer of his her statutory obligation to contact
the Hotline

Within the tirst 30 days of employment. officers are to stgn an_Acknow ledgement of
Mandated Reporter Status provided by their Supervisor. As required by state law (323 [LCS
S0, all ofticers will also complete an initial mandaed reporter training within three (3)
months of their date of employiment, and at least every three (3] vears thereafier. Online
Mandated Reporter training can be accessed at:

htps:imr.defstraining.org/UserAuth/ LoginoginPage action; fsessionid=78EY95 1 A 1R
26B279DCECHTYETI94E97B

Upen completion of this training. officers are t print the Certificate of Completion and
provide it to their Supersisor for entry in the officer’s training records.

Jhe Hlinots Department of Children and Family Services Manual tor Mandated Reperters can Deleted: Manuals
be found online at https:/mr.defstraining orgpublic/pdt en Mandated-Reporter-Manual pdf Deleted: for mandated reparters are located in the resource areas

of the Depaninent and the Juvenule Detention Center

Ofticers who have questions conceming the specifics associated with ANCRA may refer to
that manual and consult with their Supervisors. Information concerning this Act will be Deleted: :
provided to officers during orientation.

20,7 Employee Assistance Program Deleted: 18
Deleted: §

The Department offers an assistance program for employees and individuals experiencing

personal or professional problems. The service is strictly confidential and may be used by the

employee and immediate family members. There is no cost o the employee for most basic

services. However, to determine the cost, if any, of services requested, employees may check

with the Supenisor of Adminisirative Services pr employees may contact the service provider Deleted: Chuef Ad atis & Probation Officer
directly. The service provider may be accessed by calling the offices of Campion, Burrow & Deleted: Dr. Michael

Associates at 1-877-EAP-9002, Deleted: 00-292-1399
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20,5 Probationer/Client Urine Testing

Collection of urine samples shall be completed by officers of the same sex as the client.
Samples arc to be secured within the Probation Oftice/Detention Center using approved
practices as required by the Lo i, Collection ol samples within the client’s home. or at
other locations (other than in the Probation Office or Detention Center) is strictly prohibited.

@,2 Interagency Cooperation

It shall be the policy of this Department to aggressively pursue a goal of cooperation,
coordination, and support of the community, to include special interest groups and private
citizens. Members of the Department are required to serve as liaisons between the Court and
community resources. Establishiment of working groups for special projects, advisory boards,
muembership on community boards, sharing resources and on-going informational sharing are
examples of our expectations.

2i1, 10} Relationship to the Court

The Director of Court Services is dircctly accountable to three distinct administrative
responsibilities: the Court, the County Board and the Administrative Office of the llinois
Courts. The first accountability is required to meet the statutory directives trom the Court
concerning detention of minors at the Juvenile Detention Center, intake of individuals
sentenced to supervision, investigation and report writing, and supervision of probationers
The irector is responsible to the Chicl and Presiding Judges, Supervisors are responsible to
the Director, and Court Services Officers/support staff are responsible to the Supervisors

The sccond accountability is necessary 1o meet administrative accountabilities set forth by
ordinances, resolutions and motions pertaining to the orderly processus required for
budgeting, maintenance, equipment, purchasing and personnel matters as may be applicable
{sce 730 ILCS 110/13).

The third and final accountability to the AOIC is to ensure that the Department meets lawful
Swle requirements (see 730 ILCS 110/15), operates effectively and efficiently, and receives
maximum reimbursement from the State of Illinois (see 730 ILCS 110/14).

20,11, Data Management

The collection and maintenance of meaningful statistical information is necessary to assist the
Department in defining our strengihs and weaknesses, planning, utilizing Departmental
resources, identifying problem, areas, and revising goals or objectives. Complete statistical
information on clients served by this Department, including, but not limited to: sex, race,
employment status, educational status, offense committed, age, family status and criminal
history shall be maintained. Caseload size, supervision levels, referrals, special conditions
and success rates should be recorded menthly. Additional information concerning specialized
caseloads or grant funded programs may also be required. It shall be the responsibility of
each Supervisor to maintain Divisional/Unit statistical data and 1o submit reports to the
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Director of Court Services on a monthly basis for dissemination as neededrequired. The
Supersisor of Administrative Services shall be responsible for maintaining Departmental
records or reports as required by AQIC and County policics

20,12 Volunteer/Internship Programs

The Champaign County Probation & Court Services Department welcomes student intermns
from colleges and universities. It shall be the policy of this Departiment that interns wishing
to enter into an internship program with this Department make application to the Director of
Court Services and complete an interview with appropriate Supervisors. While individual
college/university programs differ, students are generally expected to work a minimumn of 20
hours per week. It is the goal of this Department that all students find the internship
meaningful, educational and rewarding. Officers working within Divisions or Units where
interns are assigned should assist the students in any way possible. Interns will be directly
monitored by and report to a Supervisor within the Department. Unless authorized in writing
by the Director of Court Services, internships are unpaid.

20,13 Differential Case Management

It shall be the responsibility of Unit or Divisional Supervisors and the Director of Court
Services to establish and define each of the following: case eligibility, referral processes, and
program/caseload operations. Case Management shall be approved by the Director of Court
Services before implementation of programs or offering of services.

20,14 Maintenance of Driver’s License

All employees are required to maintain a driver’s license in good standing throughout the
term of their employment,

20,15 Use of Personal Vehicle/Performance of Duties

Should the need arise, officers may be required to use their personal vehicles in the
performance of their duties. Supervisory approval must be obtained prior to travel and any
expenses incurrcd will be reimbursed according to Departmental/C punty policy.

2016 Personal Telephone Required

All employees are required to maintain an operational telephone, cither at their place of
residence and or a cell phone. Each employee will fumish his or her current telephone
number(:) to the Department.
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Chapter 21 -~ Confidentiality of Records and
Requests for Information

21.1 Confidentiality of Case Records

Al employees of the Champargn County Probation & Court Services Deparunent shall

as eleetronie records. Information from Department records will be released only afier
proper authorization is secured by Court order and the client, if applicable.

A Court Order or Subpoena signed by a Judge is required to divalge the contents of the case
records of the Champaizn County Probation & Court Services Deparunent. All employees
following paragraph ot the Probation and Probation Ofticers

Act;

(4 To pregerve complete and accurate records. .. which records shall be open to
inspection by any fudee or by any probation vtficer pursuant to order of court. but
shall not be a public record, and its contents shall not be divulged otherwise than as
above provided. except upon order of court. 730 1LCS 1107F2(4).

Exceptions to the Probation and Probation Officers Act:

The Probation Departiment and Probation Otticers are authorized to divulge the contents of
the Departiment’s case records in the following circumstances. without further court order

1. Complignce with Terms of Probation, Conditional Discharge, Court Supervision
or other Orvders of the Court: The Department is authorized to divulge the
cottents of jts records regarding an individual's compliance with or allgged
vielmion of a court order to the Office of the State’s Attornes,

2. Fudfilment of Specific Conditivns of Court Orders: The Department mav divulee
the contents of tts records to anvone authorized by the Departiment to be involved
in the fultilliment of the conditions of a court order {e.g., Cognition Works,

P.AT.S,, Roseerance, ete ). If gpplicable, the officer musy gbtain a consent for

release of information signed by the client prior to divulzing case information

3. Duty ro Harn: The Department is reguired to divulge the contents of its records
when there is a duts 1o warn.” The duts s established when an individual makes
a specific” threat to harm or kill a “specilic” identifiable victim,

records with the [linois Departiment of Children and Family Services Hotline
when there is ... reasonable cause to believe a child known to them in their
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_Sharing [nformetion with Other Probation Departments: The Departinent anian

share the contents of its records with any probation department providing courtess
supervision of Champaizn County clienis. with any probation departinens for

probation department preparing court-related reports for their jurisdiction, Sec 731
ILCS 110'12(7).

6. Sharing information with Law Enforcemenr: Unless prohibited by law , the
Department may share the contets of 1ts records with any law enforcement

agency:

. when there is reliable information of crinnnal conduct;

b, _pursuant to legal process:

¢. _when the information is already a public record;
whien the information is based on the Probation Qfticer’s visual public
observation { for example, identifving marks such as tattoos)

1. _Sharing Information with Police Departments: The Department can share
demographic infenmation about juvenile oftenders and court results with: 1) the

the school police liaison ofticer or the police department where the offender
attends school

Lo reguest, ofticers can provide courtesy copies of documents already contained in the
court file, provided that the court file has not been expunged or sealed,

Since confidentiality is such a broad area, itis impossible to cover all sitations that may
oceur. Additional or excentipnal situations should be brought to the attention of Supervisers,

In addition to the above, officers can verbally communicate information reganding the client’s
progress o the following:

State’s Auornes s Oftice|s}
Detense Counsel of Record (Private or Public Detender)
Law _enforcement
Other probation departnents
Parole
DCFS. it there is an ongotng child abuse or neglect investization of the elient. S
325 ILCS 5/d(e)

| [ (12 [

&

Oflicers can verbally communicate information regarding the elient’s progress to the
following upon presentation of an authorization for release of infonnation signed by the
client:

I. DCFS
Sucial Service and Treatment Asencivs
3, Healtheare Providers
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Exeept as provided herein or as authorized by law. otficers wall not provide anvone with
dacuments trony the clicnt’s case file except with a Coun Order or a Subpocna signed by «
Judve.

Except as provided above or as authurized by law, officers will not provide copies ot
documents from the clicnt’s cage file o the chient unless the document was provided by the
client {e 1 . paycheck stubs, AA attendance verification sheets, PSW verification, address
verfication, cte.}. Without prior authorization by a Supervisor, officers witl not provide
copics of anv other documents to the client, ineluding, but not limited to:

1. Social History

2. Presentence Reports (NOTE: Pro se elients are to be provided with a copy of their
Presentence Report at the time of tiling)

3. Written Reports

Results of Drug Testing including Admission of Use forms

5. Case Notes

6. _Evaluations and Treatment Summartes Notes ( Mental Health, Substance Abuse,

Sex Offender, ete) g

ke

Winois AIDS Centidentiality Act, 410 ILCS 303 aant 77 IL Admin. Code 697: The
Department cannot release information about clients who have been diagnosed as having
ALDS oran AlDS-related condition (ARC),

It an ofticer is aware that a client bas AIDS/ARC, all records concerning thal condition are tu
be keptin a sealed envelope,

Disclosure of information regarding a client with AIDSARC is 10 be made only on a ~“need
know basis” and only to be made by the officer’s immediate Supervisor,

e _the officer man inform hisher Supervisor of the client’s name
+  noong else is to be informed by the officer of intormation related to a client having
AIDS/ARC

21.2 Presentence Reports and Records of Juvenile Offenders

Presentence reports shall be tiled of record with the court in a scaled envetope and shall only
be vpen for inspection as provided in 730 [LCS 5'5-3-4.

The Court file with respect to procecdings under Article V' of the Juv entle Court Act shall be
disclosed only o specitied parties when necessary for discharge of their official dutivs. Sew
705 ILCS 405/5-901.

The social investigation, psychological and medical records ot juvenile oftenders are

405/5-910,
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Ofticers shall familianze themaely es with these statutory requireinents.

&
[ ]
21,3 Contacts with News Media

Inquiries from any news medium seeking a response to questions about clients or any aspect
of Departiment operations or functions shall be referred to the Director, If the Director j= not
available, no employee shall respond to any media request without specific permission of the
Director, The Director shall also process contacts with the media or press refeases issued to

publicize Department programs or functions

21,4 LEADS Information/Policy

As part of employment with the Count Services Department, officers have the ability to view
énd or access Criminat History Record Information (CHRI) through LEADS, Vicwing
equesting, securing or dissemination of inforination obtained from a criminal history for an
individual is only appropriate when this Department has some type of legal relationship with
that person. While there may be the potential for the, Department to develop a legal
relationship with a person, requests for intormation pot peeded for pre/post-sentencing
matters or other nistters as may be approved by the Director is not allowable.

All LEADS requests must be completed by submitting the required paperwork to a person
authorized by the [lgpartment to access LEADS records

Any member of this [igpartment attempting to access, or securing access to records not
directly retated to court matters, or securing/divulging information gathered in such an
attempt, will be subject to disciplinary measures. A violation of this policy, will be considered
a major infraction of policy and subject to the [lepartmental disciplinary process. A violation
of this policy may also warrant notification to the Office of the State’s Attorney for review
and possible fiting of criminal charges.

21.5 ldentity Protection

It is the policy of this Departinent to protect social security numbers trom unauthorized
disclosure in accordance with the llinois [dentity Protection Act, S ILCS 1791 etseq, Al
employees of the Department are reguired to comply with the Identity Protection Policy set
forth in the Champaign County Technolosy Policy adopted November 2019, The Policy can
be found on the County s intranet svstem at:

hitpewaw.cochampaigie il us Policies Tuformation Technology Policy. pdt

For the purposes el this polies. “employ ee” shall be defined as any_person performing work

temporary or contractual emplovees, volunteers and interns.
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15 impossible to cover all situations that nay occur. Listed befay
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Deleted: All employees of the Champaign County Probalion
and Count Senices Departinent shall maintan the confidentiality
of Ddepanimental case files and infornation from Department
records w ill be released only after proper authorization is secure
from the chient or by Court order. Since confidentiality is such a
broad area, it is impossible to cover all siiuations that may accur
Listed befow ars some of the major areas related to
confidentiality. Addinonal or exceptional situations should be
brought 1o the atention of Supenisors. ¢

Since confidemiality 15 such a broad area, it 1s impossible to cov
all situations that may oceur, Listed below are soine of the maje
areas related to confidentiabty. Additional or exceptional
situations should be brought to the attention of Supervisors. %,
Information. which 15 kept in Ddepanmental files and also
contaned in Court files, may be released in the following
circumstances:!

L]

In response to a request from a law enforcement agency, provide
that the officer has verified that the request is from a legitimate
agency.
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Chapter 22 — Technology Policy

22.1 Computer, Internet, E-Mail and Network Usase

Champaiza County also has software and sy stems in place il can moniier and record abl
internet usage, The e-inail and intermnet access svstems in place are the sole property of
Champaizn County. The technology is in place for business related to the Department,
Emplovees may use the technology for limited personal purposes as long as that use does not
intertere with the emplovee’s work. or jeopardize the integrity of the Champaign County
computer svstem, email system or internet access. The technology mav not be used for any
purpose which would violate Departiment or Champaign County policies or state or federal
law _If an emplovee is found to be abusing the technotogy. his or her access may be limited
or eliminated altogether. An emplovee 1s also subject to discipline, up to and including
termination, Nothing on the internet system or any property of the Departiment or Champaign
County, including telephones and voiee mail, is or can become the private property of any
emplovee. For the purposes of this poliey. “emplovee” shall be defined as anmv persen
performing work on behalt of the Department including, but not limited to, full-time, part-
time, seasonal, temporary or contractual emplovees, volunteers and intems.

THERE CAN BE NO EXPECTATION OF PRIVACY OR ASSURANCE OF
CONFIDENTIALITY FOR ANY MESSAGES OR FOR ANY USE OR PATTERN OF
USAGE OF THE CHAMPAIGN COUNTY INTERNET, TELEPHONES OR ANY
OTHER PROPERTY.

All employees should be aware that our seeurily systems are capable of recording for cach
and every user, cach World Wide Web site visit, cach chat, and cach newsgroup or e-mail
message aceessed on gach computer station within Champaign County_ The sysiem is
capabte of recording each tile transter into and out of our internal networks. We reserve at all
times the right to monitor such activity. No employee should have any expectation of privacy
as to any internet usage or telephone svstem. The manaeement of the Depariment and
Champaign County imay review internet activity, e-mail messawes, voice mail messages, and
analvze ysage patterns in an effort to maintain the highest levels of productivity. We reserve
the right to inspect any and all files stored in private areas of our network in order to assure
compliance with this policy.

The svstem myst never be used n violation of Champaign County/ Department policies
against discrimination and harassment. The display of any kind of sexually explicit image or
document on the Champaign County svstem is a violation of both this Technology policy and

addition, sexually explicit material mav not be archived, stored, distributed, edited or recorded
using our network or computing resowrces, Champaign County may use independently-
supplied software and data o identify inappropriate or sexually-cxplicit internet sites. We
mav block access from within our networks to all such sites, 1 you find vourself

inadvertently connected to a site that contains sexually explicit or offensive material, vou

Champaizn County Probation & Court Services Page | 96
Policies and Procedures Manual

Revised 2022

Deleted: Chbapter 20 - Computer System®

1

Employees are retninded that all information cootained on the
Ddepartmental computer system is the property of the
Department and/or the County. Any and all ducuments, Jata v
systems developed for use by any member of the Deparmeat

' remains DdepartmentaVCcounty property. Any lampering of

aoy oature by any member of the Department with any type of
computer documents, data or system and/or threats rearding
the same will be viewed as a serious infraction of Departmental
policy.

The following policies are established to ensure that:q

the Department’s compuler system 1s used ooly for legitimare
purposesy]

all laws are followed]

equipment is cared for properly?]

all related sofreare and manuals are available for Department

useq

Allinformation oblained through the computer system is
confidential and is to be shared only with court-related
personnel who have a legitimate interest in the case. All
licensing apreements and copyright laws applicable 1o software
shall be fully bonored. No personal sufrware is fu be installed o
Department computers. No alterations are to be made to
Depariment softwarce or hardware without the express
permission of the Director of Court Services.

i

When aecessing any Deparimeat computer sysiems, cmplay ces
are tn:{

%

obtiin infarmatin anly for client-supervision purposesf]
prolect access b their security codes as well as specific -ens!
LY

Access o personal computers is permissible only in th win

the individual to nhom a personal computer is assigned may
access that computer at apy time for Department related
business onlyq]

that individual must grant specific permission for any other
person to access that computer, except for Supervisory
personnel who may access it at any timeY]

1

Department purchased reference books, soltware instruction
manuals and other instructional materials shall be assigned anc
remain at the appropriate computer workstation.§

The Supervisor of Administrative Services Chief Admimistrativ
Probation Officer will contact the Administrative Services
Department prior to moving any persopal computer. Employel

- are prohibited from moving personal computers without
| permission of the Supervisor of Adminisirative Services Chief

Administrative Probation Officer and/or their immediate
Ssupervisor.q]

At the eod of the workday and during extended periods when
not being used, computers and printers shall be turned off
Personael will log off their computers at the end of each work
day but will not shut down their computers. Not completely
shutting dov n allows the IT Depariment to push through
updates overnight. 9



st immediately diseenneet from that site, regardless of whether that siwe has been
previousty deemed aceeplable by any monitoring, screening or raling program

Champaign Counts "5 internet tacilities and computer resources must not be used hnovingls
to violate the laws and regulations of the United States or any other nation, ot the laws and
regulations of any state. Champaizn County, provinee or any tocal jurisdiction in any material
wav. Use of any Champaign Counly resvurces for illegal activity is yrounds tor immediae
dizsmissal, and we will cooperate with any legitimate law enforcement agenes in the
investigation of such activity.

Any software or files downloaded via the internet into the Champaizn County network
buecome the property of Champaisn County. Anv such files or sofiware may be used only in

perty of e be usen :
wavs that are consistent with their licenses or copyrights.

No employee may use Chamipatgn County tacilities knowingly 10 downtoad or distribute
pirated solfiware or data. No enipln ee may_use Champaien Counts s internet facilitivs to
deliberately propagate any virus. worm. " Trojan horse.™ or trapdoor program code. Nu
emplovee may use Champaign County 's internel tacilities knowingly to disable or overlead
any computer svstem or network, or to circumvent any system intended to protect the privagy
or security of another user,

Each emplovee using the internet facilities of Champaign County shall identify himself ot
herself honestlv, accurately and completely, including Champaizn Couniy/ Department
aftthation and function, when participating in Chanpaign County, Departiment related cha
groups, newsgroups, message bounls, or discussion lists, or when setting up accounts on
outside computer svstems on behalf of Champaign County or the Departinent. Employees
may _not represent their statements as ofticial Champaign County Department policy or
practice without proper authorization. Participaling in non-Champaign County/Department-
related chat groups, newsgroups, messaze boards or discussion lists by use of Champaign
County hardware is prohibited

Any material posted to any forum, newsgroup. chat group, or internet site in the course of an
emplot ee’s duties. remains the properts of Champaign County. Emplos ces are remingded that
chat groups and new sgroups are public forums where it is inappropriate to reveal confidential
Champaign County/Departiment information, Employees releasing confidential information
svia any internet facilitv, whether intentional or inadvertent, mav be subject to disciplinary
actions, including termination

Use of Champaign County internet facilities to conimit infractions such as misuse of
Champaizgn County/Department assets or resources, sexual harassment, unauthorized public
speaking avd misappropriation or theft of intellectual property are also prohibited, and will be
subject to discipling, including tennination,

[Lis a violation of pelicy to store, view, print or redistribuie any document or graphic file tha
is not direetly_related 1o the user’s job or Champaizn County /Department business activitics
and which would constitute a violation of Champaien County Department policies against
discrimination and harassment.

Champaign Countv Probation & Court Services
Policies and Procedures Manual

Revised 2022

Page 197




Emplovees may from ume to tnre use Champaign County internet tacilities for non-business
research outside of work hours provided they request permission from their Superyvisor betore
engaging in such use. and provided all other usage policies are observed

Champaign County and the Departipent will comply with reasonable requests from faw
enforgeent and resulatory asencies tor logs, diaries and archives on any individual
employee’s internet activities.

Emplovees must take care to understand tederal and state copyright, trademark, libel, slander
and public speech control law so that our use of the internet does not violate any laws which
might be enforced asainst us

Employees with internet aceess mayv download only software with direct business use_and
must arrange to have such software properly licensed and rezistered. Downloaded software
must be used only under the terms ot i Ligepse,

Emplovees may not use Champaign County internet tacilities to downlogd entertginment
software or zames. or to play sames over the internet, including sames against opponents, or
w access gambling sites.

Emplovees with internet aceess may not use Champaign County internet facilities to
download hmages or videos unless there is an explicit business-related use for the material,

Employees with internet access may not download any sofiware licensed 10 Champsaign
County or the Departinent or ilata owned or licensed by Champaign County or the
Department without explicit authorization from the Director of Court Services.

HIPPA, CHS, and LEADS require that computers be locked or logzed oft when not activels
being used by the emplovee,

should consist of at least one upper case letier, one lower case letter, and two numbers.
Emplovees are not to provide their password to others nor are they to allow others to use their
password to aceess the internet. Personnel will log oft their computers at the end of cach
work day but will not shut down their computers unless specifically reguesied by the iT
Department. Not completelv shutting down allows the IT Departiment to push through
upddtes overnight.

At or betore tepmination, emplovees are reguired to surrender all passwords in their
pussession to the Director of Court Services: emplovees shall not change any pdassw ords after
surrendering them prior to terinination,

The Supervisor of Adiministrative Services will contact the Counny 's Administrative Services
Department prior to moving any personal computer. Emplovees are prohibited from moving
personal computers without permission of the Superyisor of Administrative Services and'or
their immediate Supervisor
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E-Mlail

Fhe c-matl system 1s Departmeny Champaign County property. The svstem (s not 1o be used
for emplovee personal gain or t support or adyocate non-Department Chanipaizn County-
related business or purposes. All wse of the e-mail svstem is subject 10 Management aceess
pursuant to the tollowing policy:

* Incidental and occasional persoral use of e-mail 15 permitted. but such nessages will
be treated no differently thao other messages. The Department'Champaien County
van retrieve anv personal message even though ithas been deleted from an
individual’s mailbox. Assume that any_e-mail message you are drafting will be made
public and draft accordingly,

& Nocomputer system is completely secure. The e-mail systein i3 not iniended to
transmit sensitive materials such as personnel decisions. begal opinions or confideintial
material that may be more appropriately communicated by wrilten memogandum or
personal conversation,

¢ Emplovees may not intentionally intercept, cavesdrop, recpnd, read, alter or receive
another person’s e-matl message without proper authorizatien in accordance with this
policy.

& Lmployees’ c-matl communicatinns shouly be routinely and regularlv deleted trom
their individual mailboxes.

®  Under no circumstances shall any emplovee use the e-mail sysiem for messages that
could reasonably be considered as injurious or offensive (o others. Inappropriate e-
mail messages can give rise o claims of discrimination, harassment. defamation,

#  Solicitation of funds, political messages and harassing e-matl are probihited

®  LUse of the Department/County e-mail system to prontote non-County businesses.

w hether profie or non-profit, is prohibited.

Security

Champaign County has mstalbed @ variety ol tirewalls, proxies, address seree

e [HOgranis

Any emplovee who ateempts to disable. defuat or circumvent any Champaign County security
facility will be subject to diseipline. including immediate termination.

Computers that use their own modems to create indepeadent data connections sidestep
Champaign Counts s sceurits, mechanisms. Any indiy idual computer’s private connection i
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any outside coniputer can be used by an attacher o compromise aoy Champaian County

dial-up or Jeased-line connections to anv outside computer or network must be physically
isolated from Champaign County 's internal networks. Only those internel serviees and
functions with documented business purposes for Champaizn County or the Departinent will
be enabled at the internet firewall,

EMPLOY EES WHO MISUSE THE CHAMPAIGN COUNTY INTERNET/EMAIL
SYSTEM MAY BE SUBJECT TO DISCIPLINE UP TO AND INCLUDING
TERMINATION. REMEMBER THAT YOU HHAVE NO EXPECTATION OF
PRIVACY IN ANY CHAMPAIGN COUNTY/DEPARTMENT EQUIPMENT OR
PROPERTY, INCLUDING BUT NOT LIMITED TO DESKS, COMPUTERS,
INTERNET ACCESS, VOICE MAIL OR E-MAILL.

22.2 Security of Portable Storage Devices

L he Department reguires that emplovees who by e been issued Depariment laptop or tahle
conputers, cell phones, and other information storage devices take certain precautions to
prevent theft or data breach,

With all portable storage devices such as laptop or tablet computers, cell phones or other
intormation storage devices. the Departiment reguires that

o Strong passwords are used to secure information on the deviee,

¢ Nounauthorized persons are allowed to aceess the information storage device,

#  User names or passwords are not shared with any person, with the exception of
authorized emplovecs.

#  Ondy authorized hardware, software or information security programs are installed

¢ Care is taken to ensure the device is properiy locked and secured when it is not in
the immediate possession of the emplovee,

+ o the event thata deviee is lost or stolen, or in the event that infonmation security
has been breached, employees are to advise the Director of Court Services and the
Intormation Technology Hetpdesk inupadiately,

22.3 Use of Departmental Telephones

Although vccasivnal use of Department telephones. including cell phones. for personal

Departnrental telephones unless specifically o conduct County business. If there are

gquestions as to whetlwer the phone call is covered under “county_business.” those questions
can be answered by a Superviser. Emplovees are not to use Department telephones for
personal calls whereby tolllong distance charges would result. Therefore, if there is ever a
yuestion, check with vour Supervisor betore inaking the call or use vour personal cell phone
to make the call. Violations of this policy may result in disciplinary action

Champaign County Probation & Court Services _Page 100
Policies and Procedures dlanual
Revised 2022




wsed o call Information Directory Assistance. Please call Information Directory. Assistance
enly it it 35 an emergency/neeessary situation to do so.

There s a cost te the Departiment when a telephone (whether a land line or a cel} phone) is

their telephone, Officers are not o give out their individual direct numbers to clients,
ageneies, school representatives, or others, Those calls should by rogied through front desk
personnel. An officer may provide their direct nunber to family members and friends. This
will allow those individuals to contact you directly without going through the front des
Please keep in mind that direct numbers are assigned t apecitic tetephones. Therefore, it an
ofticer no longer works for the Departinent or has changed ofiices and s'he has provided he
dircet number to others, the officer assigned to that oftice/telephone will be receiving
misdirected calls,

22.4 Use of Cell Phones

Emplovees are prohibited from using cell phones when engased in the follow ing activities:

¢ While driving or operating a moving vehicle unless a hands free device is used

¢ While operating machinery,
e While in close proximity to moving equipment or tnachinery,
* _ Atanv time when the use of a cell phone might place vou or others ar risk.

Employvees are discouraged from conducting personal business on portable electronic devices
during work hours. Emplovees are expected to mute or lower the ring tone volume on their
personal cell phones during work hours 5o as not to disturb others. [fcell phone use during
work hours becomes necessary, employees are expected to excereise courtesy towards others in
the workplace and to avoid being loud or dizruptive
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Chapter 23 — Social Media Policy

Social Media Policy and Guidelines

This is the otticial policy for secial media use by employees of the Probation & Cout
Services Department and provides guidange for emplovees on their professjonal and personal
use of social media,

23.1 Professional Use of Social Media

Department, vou must be authorized 1o conunent by the Director. You may not comment as a
representative of the Departinent unless vou are authorized to do so.

Duee authorized to comment, ¥ou must:

#  Disclose you are an employee of the Department and the County and use pnly your
own identity.

+  Disclose and comunent only on no-confidential information. Contidential
infonuation is separately delined in this pulicy.

= Ensure that all content published i3 aceurate and not misleading and complies with all
Departunent and County policies.

¢ Comment only on vour arcals) of expertise and authority.

o Ensure comments are respectful
that is offensive, obscene., defamatory, threatening. harassing, bullving, and

discriminatory, intringes copyright, breaches a Court order, or is otherwise unlaw ful

Refrain from making comments or postine material that misht otherwise cause

damage to the Department’s. the Court™s and. 'or the County 's reputationis) or bring it

into disrepute

23.2 Personal Use of Social Media

The Drepartment recognizes that vou may wish to use social media in vour personal lite, This
policy does not intend to discourage or unduly fimit your personal expresston or online
activities

However, you should recegnize the potential for damage caused [either divectly or indirectlv)
tw the Departiment, the Court and or Champaien County in certain circumstances via vour
personal use of soctal media when you can be identified as an employee of the Departineny
and the County,  Accordingly, vou should comply with this policy to ensure that risk of such
damage is minimized. You are personally responsible for the content vou publish in a
personal capacity on anv form of social media plattorm. Remember that all posts are public
and often permanent. When in doubt, vou should seck guidance from vour Supervisor on how
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The Depariment/County €an reingve any personal message even
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that any e-mal message you are diafting will be made public, and
draft accordingly

L

No computer system is completely secure The e-mail 5y stemn is i
intended 10 transma sensiuve matenals such as personnel decision:
legal opiruons or confidential matenal that may be more
appropriately communicated by wnitten memorandum or personal
com ersation.y

' Employees may not intentionally inteicep!, eas esdrop, record, read
| ahter or raceive another person’s e-nail message withou! proper

authonzation in accordance with thes policy. §
&

Thus policy applies 10 all enplayees, imems, volunteets or other
indiv iduals provided with access to the DeparimentCounty e-manl
ystern as necessary for business with the Departinent/Coursty €

I

Employees’ e-mail commumications should be rouninely and
regulacly deleted from their indis idual maitboves §
i

Under no circumstances shall any employee use the ¢-m"  “tem
for imessages that vould reasonably be considared as i)
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i
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County businesses, whether profit or nonprofit, is prohibited 4
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.
The Depaument/County may access e-mail messages wihin the c-
mail systemn of all individuals covered by this policy for any purpe:

| not speaifically prohibited by law 1]
'

Emplayees are infonmed that their Deparinent heads or the County

| Board may disclese to parties within or owtside the County the

contents of e-mail sent to and between individuals covered by thus
policy without the pennission of the individuals 1T 1t senves the
interests of the Department, the County or the public. 1§

Violation of this policy may subject the emnployee to Depanimental
discipline.
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e coinply with this policy. The Department reseryes the right to read what vou write or say
publich and make a determination if it meets this polics.

Represent vourself accuratedy. Unless the Department has designated yvou to speak

ofticially tor the Departnrent, vou should not state that vou write or speak on behalt of
the Deparmment or that vowr viewpoints are the same as the Departnent, and vou
should make this ¢lear to those reading or listeniang o vour points of view,

Do not disclose private or contidential information about the Department, emplovees,
or clients that you obtained through your employment with the Departntent.
Confidential information is intformation that is exempt from disclosure under Sections
T or 7.5 of the llinois Freedom of Intormation Act {5 1ILCS 1407, 7.5} or which is
prohibited trom being disclosed under state or federal law.

Employees are prohibited from displaying or wearing any atiire or ageessories
reflective of the Depadtiment, such as badges, unifonms, or shirts with lozos, ete. on
persunal social media platforms.

Even when using social media on a personal basis, employees mav be disciplined for

posting material that is, or might be construed as. vulgar, obscene, threatening,
intimidating, harassing, or a violation of the Counts “s and:or the Department s policies
against discrimination, harassient on account of race, religion, sex, sexual orientation,
ethnicity, nationality, disability, or other protected class, status, or characteristic,

It vou choose to identity vour work affiliation op a social network. you should regard

all communication vn that network as vou would on & professional network. Ensure
vour profile, photographs and refated content are consistent with how vou wish to
present yourselt with colleazues and clients,

Emplovees who access social media during work hours or on Champaign County
owned equipment shall still comply with Champaizn County and Depantment
compuier usgue policies, There is no right to privacy on Champaien County owned

The Department mav discipline emplovees tor making a comment or posting any

material that mieht otherwise cause damage to the Department’s. the Court’s and or
the Counts 's reputationds} er bring it into distrepute. When the employee’s comment
is made as a citizen and not as an emplovee and is made on a matter of public concern,
the Department imay discipline the cinployec in situations where the interests of the
Department, the Court and'or Champaign County in promoting efficient operations
outweighs the interests of the employee in commenting oo such matters of public
concern

Protect your personal information. You should be mindtul of the personal information about

vourselt or vour family that vou share on social media. The infonpation vou share on social

media can provide individuals en supervision with information about your tamily members
and friends, vour neighborhoed, schools vour children atend, i vou are awav on vacation and
where vou are. pofitical or religious views. people vou associate with. places vou go (e.g..
grocery stores, shopping malls, sporting events, parks), restaurants vou freguent. ete. Your
familty should alse be mindful of what they post on social imedia as well, as their social media
accounls are just as susceptible o being monitored as vours
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Protect your reputation. Y ou should avord posting to social media anything that may retlect
Bradly on vou personally or professionally {e.2. pictures showine vou heasily intoxicated, or
sucializing with individuals on supervision). Front a safety standpoint, a person on
supervision can use these tvpes of posts to ey o coerce vour.

media accounts by setting vour security setiing o private and being mindful of who you give
penmission to view vour profiles.

Nothing i this pulicy shall be interpreted in a manner that unlaw fully prohibits the right of

Likewise, nothing in this policy shall be interpreted m g mannei that unlaw fully restricts an

hits under the federal or state Constitution,

cniployes’s

Aviotation of this policy mav subject an emplovee to disciplive, up o and including
Ternunation,
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Chapter 24 - Departmental Discipline

THE DISCIPLINARY PROCEDURE SET FORTH BELOV DOES NOT APPLY TO

EMPLOYEES COVERED UNDER A COLLECTIVE BARGAINING AGREENMENT,

THOSE EMPLOYEES SHOULD REFER TO THE APPROPRIATE AGREEMENT
FOR POLICIES REGARDING DISCIPLINE.

24,1 Authority to Discipline

The Director w111, Supervisors are to support, lead, train, supervise and evaluate staff meimbers.

Additionally, these managers have the authority to discipline employees. The scope of their
authority is defined as follows:

The Director has the authority to issue oral reprimands, writien reprimands, final written
reprimands, suspend and terminate employees

Supervisors have the authority to issue oral reprimands, written reprimands and suspend
employees up to ten | 10} days (75 hours)

24,2 Permitted Actions
24.2.1 Oral Reprimand

For what may be considered a minor infraction of the rules, Supervisors may counsel
an employee and make every effort to determine and resolve the issue(s) which led to
the oral reprimand. An oral reprimand may be issued for minor infractions (i.e,, being
late for work, substandard job performance, ete.). The oral reprimand will not
normally be placed in the employee’s personnel file. Instead, the Supervisor will
create an "Employee Action Log™ (maintained by the Director and Supervisors)
wherein: the Supervisor is to note the issuance of the oral reprimand  The original oral
reprimand is to be attached to the Employee Action Log. Although not normally part
of the personnel file, reference to {or copies of} previously issued oral reprimands, if
less than 12 months old, may be noted in written reprimands, suspension notices or
final written reprimands which are subject to filing in the personnel file. Oral
reprimands are not subject to grievance procedures.

24,2.2 Written Reprimand

An employee may be issued a formal written reprimand for a viotation of a
Departmental or County policy or the Sixth Judicial Circuit Code of Professional
Conduct for Probation Court Services Emplovees. In the judgment of the Supervisory
personnel issuing the reprimand, the violation may be moderate in nature (i.e., failure
to respond to a previously issued oral reprimand, arguing with another member of the
Department in view of the public, etc.).
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Llpun the employ ce's written requesi o the Director, sy documented oral warning or Deleted: 4
reprimand will be removed from the employee’s file after one (1) year if there has

been no recurrence of the type or kind of conduct giving rise to the oral warning or

reprimand. Upon the emplos ee’s written request o the [irector, gy documented Deleted: A
written reprimand will be removed from the employee’s file after three (3) years. it

there has been no recurrence of the type or kind of conduct giving rise to the warning

It may be retained by the Department as evidence 1o show eftorts at appropriate

corrective actions should the emplovee be subject to future disciphnary actions.

24,2.3 Suspension Deleted: 2

An employee may be suspended tor a vielation of Departmental or County policy or
the Sixth Judicial Cweuit Code of Professional Conduct for Probation/Court Services
Employees. In the judgment of the Supervisory personnel issuing the suspension, the
viglation may be moderate to serious 1n nature (e.g., failure to respond to previously
issued written reprimands, unsatisfactory work performance, etc ). Depending upon
the seriousness of the violation, the employee may be suspended without pay for up to

ten (10) days (75 hours}
242.4 Final Written Reprimand Deleted: ?

A final written reprimand may only be issued by the Director, A final written Deleted: .1 the Assistant Director
reprimand may be issued for a single incident of misconduct or failure to respond to

previously issued oral or written reprimand(s). [n conpunction with the final written

reprimand, the employee may be suspended without pay for up to 30 days (225 hours).

Following the suspenston, the employee will be subject to a 90-day evaluation

process. During the evaluation process, the employee is to be advised that 5 he could Deleted: he'ske
be terminated for even a single further infraction of the rules and regulations of the

Department or County policy or violation of the Sixth Judicial Circuit Code of

Professional Conduct for Probation/Court Services Employees. During the 90-day

assessment period, the employee will meet with his/her immediate Supervisor on a

wockly basis, and the progress of the employee is to be assessed and documented. The Deleted: dal,
additional attention afforded the employee is nccessary in an attempt to assist the

employee in improving and sustaining job performance. [f the employee does not

improve and sustain performance, his/her employment with the Department 1114+, be Deleted: wil
terminated at the expiration of the 90-day evaluation penod

24,2.5 Discharge of an Employee Deleted: 2

An employee can be discharged at any time, without regard to the aforementioned
steps. Immediate discharge may occur if an employee s involved in an act, or fails to
act,and, in the Director’s judgment, the employee’s presence would be contrary to the Daleted:
best interests of the Department or any of its cinployees. In addition, the Director or
Supervisors do not necessarily have to follow the progressive discipline process in the
order as presented.
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24,2.6 Just Cause Deleted: 2

Disciplinary action may be imposed upon an employee only for just cause. When an
employee violates a Departmental or County jrolicy or violates the Sixth Judicial Deleted: repulanion
Circuut Code of Professional Conduct for Probation/Court Services Employees, or
otherwise performs or attends ta the obligations of the job in an unacceptable fashion,
the employee will be subject to discipline. Discipline shall be imposed as soon as
practicable after the Department is aware of the event or action giving rise (o the
discipline and has L a reasonable period of time to investigate the matter. The
Department shall have the right to discipline or discharge any post-probationary
etnployee with just cause. If the Depariment has reason to discipline an employee, it
shall be done with due professionalism appropriate for the circumstances, and not
before other employees or the public.
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Chapter 25 — Grievance Process

THE GRIEVANCE PROCESS SET FORTH BELOW DOES NOT APPLY TO
EMPLOYEES COVERED UNDER A COLLECTIVE BARGAINING AGREEMENT.
THOSE EMPLOYEES SHOULD REFER TO THE APPROPRIATE AGREEMENT

25,1

FOR POLICIES REGARDING GRIEVANCES.

Dispute Resolution and Grievance Procedure
25,1.1 Definition of a Grievance

A grievance is defined as any unresolved difference ot opinion between the
Department and any employce.

25,1.2 Dispute Resolution

In the interest of resolving disputes at the earliest possible time, it is agreed that an
ateempt to resolve a dispute shall be made between the employee and the cimplovee’s
inmediste Supervisor, The employee shall make s or her complaint to their
Jmntediate Superyison within ten (10) working days of the datc on which the employce
knew or reasonably should have known of the event, giving rise to the complaint, The
Supery 1sor will notify the employee of the decision within ten (10) working days
following the day when the complaint was made. Scitlements or withdrawals at this
step shall not constitute a precedent in the handling of ather gricvances In the cvent
of a complaint, employees shall first complete their assigned work tasks, and j1be »
complaint later, unless it is reasonably believed that ihe assignment will endanger their
safety.

Grievance Procedure
252.1 Subject Matter/Settlement

Only one subject matter shall be covered in any one grievance. Oral reprimands shall
not be subject to the grievance procedure. A grievance shall contain a statement of the
grievant’s position, the date of the alleged violation. the relief sought. the signature of
the grieving employee(s) and the date. When the grievance is settled, the settlement
shalt be reduced to writing and signed by the Director or his/her designee and the
grievant,

25,22 Grievance Processing
No employee shall leave their work assignment to investigate, file or process

grievances without first making mutual amrangements with the employvee's immediate,
Supervisor, In the event of a grievance, the employee shall always perform his or her
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assigned work tasks and submit the grievance later, unless the employee reasonably
believes that the assignment endangers his or her safety.

25,3 Stepsin Procedure
Disputes shall be resolved as follows:

If no agreement is reached between the employee and the cinploree's nnmediate Superyisor,
as provided for in the Dispute Resolution process outlined above, the grievant shall preparc a
written grievance on a form mutually agreed to and present it to the Director no later than ten
{10} working days after the employee was notified, or should have been ntotificd, of the
decision of the Superyisor, Within ten (10) working days after the grievance has been
submitted, the Director shall meet with the grievant to discuss the grievance and make a good
faith attempt to resolve the grievance. The decision of the Director is final
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Chapter 20— Affirmative Action and Harassment Policics

26,1 Affirmative Action Policy

Jhe Champarzn County Probation & Court Services Department complies with the provisions
of the Champaizn County Aftiomative Action Progran, FThe LS Departinent of Labor’s
regulations prohibit diserimination in employment practices such as recruitiment. rates of pay,
upzrading. lavoft, promotion, and selection for training. Emplovers may not inake
distinctions based on race. color, religion, sex. or national origin in recruitment or ads ertising

ages, or job fringe benefits such as employer contributions o company pension Or isurance
plans. The Atfimnative Action Program shall be implemented in all cases, including, but not
lunited to employment, promotion, demotion, discipline, grievances, transters, testing,
advertising, lav oft, tennination, rates of pay or other forms ol compensation, and selection
tor waining

e Champaign County Aftirmative Action Program is admanistered by the County
Lxecutive. under the direction of the Policy. Personnel & Appointiments Committee. The
Superyisor of Adiministrative Services js responsible for Departinental administirative
procedures and is assigned additional duticy, as the Departimental Attinnative Action
Gricvance Officer. Emplovees should report suspected violations of the Champaign County
Attirmative Action Prozram to the Depariment’s Altirmatise Action Grievanee Officer who
will outline the specific complaing process

26.2 Harassment Statement of Policy

The Department will not tolerate or condone discrimination or harassmertt on the basis of
race, color, religion, creed. sex, gender-identity, gender-expression, sexual orientation,
preenancy. ¢hildbirth, medical or common conditions relating to preenancy and childbirth,
genetic information, national origin. age. physical or mental disabilivy, ancestry, marital
stittus, military status, arrest record, unfavorable discharge from military service, order of
protection status, citizenship status or any other classitication protected under federal or state
law. Sexual misconduct is abso prohibited. The Department will neither tolerate nor condone
discomination, barassment or sexual misconduct by emplovees

For the purposes of this poliey. “emplovee” shall be defined as any person perfornuing wurk
on behalf of the Department including. but not limited to, full-time, part-tine, seasonal,
temporary or contractual employees, volunteers and interns,

The Director has appointed the Pepartment’s Supervisor of Administrative Services as the
person responsible tor receiving and overseeing investizations of complaints made pursuant to
this policy.

Retahation asainst an employee who complans about or reports any act of diserimination.
harasstent or misconduct in violation of this policy is prohibited. Retaliation against any
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cployee who parieipates inan inyestigation pursuant to this policy s likewise prohibiied.
The Pepartment 1» committed (o ensuring a work pliace free of discrimination, harassment,

sexual misconduct and retaliation. The Department will take disciplinary action. up to and

including termination. against any cmployee who vielates this policy

26.3 Sexual Harassment Policy

The Department adheres to the Sexwal Harassment Policy aid Procedures jor Counn-Paild
Emplovecy of the Judicial Branch adopted by ghe Sixth Judicial Circuit in Cireuit
Admintstrative Order 04-1. and will comply with all provisions of that 'olicy, Each
employee is provided a copy of this Policy at time of orientation and i: yequired to sign an
acknowledgment of receipt of this Policy. The original copy of the Acknowledgment is
maintained in the employee’s personnel file.

I. Statement of Policy on Sexual Harassment

[Lis the poliey of the Department to provide all emplovees of the Department a work
eovironment free of sexual harassment of and by its emplovees. Sexual harassment is
inappropriate, oftfensive and illezal and will not be tolerated by the Department,

Sexual harassment is defined as any unwelcome sexual advances, or reguests for sexual
favors, or any conduct ot a sexual nature when:

al submission to such conduct s made either explivithy or implicitly a term or conditivn
of'the individual's employ ment; or

b} submission to or rejection of such conduct by an individual is used as the basis tor
emplovment decisions affecting such individual: or

¢} such conduet has the purpose or eftect of substantially interfering with an indiy idual’s
work perfonnance; or

d} such conduct creates an intimidating. hostile or oftfensive working environment as
measured from the point of view of a reasonable person of the aggricyed party s
gender

The Sixth Judicial Circuit direets all county-paid judicial and non-judicial superyisory
personnel to ensure their workplaces are free of sexual harassiment. Supervisory personnel
shall be responsible for supporting training on sexual harassment prevention along with this
sexual harassment policy, and shall post and distribute this policy, encourage Department
cmplovees to report sexual harassment incidents, and assure employees they do not have to
endure a sexually harassing work enviromment. Supervisors are 1o ensure cach county-paid
cmplovee has been provided with a copy of'this policy and has signed an acknowledgment in
i form substantiallv as set forth i Circwit Administrative Order 04-1. The acknowledgment

shall be placed in the emplovee’s personnel file.

Champaign County Probation & Court Services Page (111
Policies and Procedures Manual
Revised 2022

. Deleted: opt:

_l:;eiéte-d: illmcus Supreme Court's
f Deleted: as piepased fon
Deleted: wilt

_Deletei:. agrezment

;E;le_ted: A Theemplo).e: Ii .

Deteted: (.

f.l.:ieleza: p

_‘-Deleted: ?om arded to ll:-e-a[e_f Judé-.e-js Ofttice and a Copy is

Moved up [1]: Einployees of the Department aze expected 1o
¢ maintain professional personal rel hips. Har. af anathe
. on the basis of race, sex, religion or other perinnal maners 15
| unprafessional and detracts from job performance, Haragsment of
| this ty pe 15 dehumanizing and has no ethacal place within the
| Department.

Deleted: Although hatasuneat in any manner regarding personal
issues is nol to ke talerated, the mast speaific 1ssue 1o be addressed
ia this addition 1o the rules 15 that of sexual havassment.



A, Sesmal Harassment Behayvior — Examples

Sexual harassment, as defined aboyve, most frequently involves a man harassing a woman.
However, sexual hargssment also cannyolve a woman harassing a man or hargssment
between members of the same gender, Sexual harassing behavior can include, but is not

limited to. the tollowing

Verbal Behavior: Negative or ofiensive comments, jokes or suggestions about
another employ ee's gender or seauality ; threats related to sexual conduct: repeated
unweleome reguests for dates, statemients about other emplovees of a sexual nature;
obscene or lewd sexual comments; using slang names or labels that can be considered
derogatory or too familiar. such as “honey”, “sweetie™, “dear”, “darling”, "bov",
“girl”, or other termis people mav find oftensive; or talking about or calling attention (o
an emplevee's body or characteristics in a sexually negarive or embarrassing wav.

Nonverbal Behavior: Sexually sugvestive looks, sexually suguestive or insulting
sounds {whistling. catcalls, smacking or kissing noises). or obscene or sexually
suggestive bodily gestures.

Pliysical Belravior: Unwelcome pats. squeczes, hugs. kissing, pinching, repeatedly

brushinge aeainst someone’s bads or actual sexual assaull or abuse,

Viswal Behavior: Displaving pictures, carioons, posters, Dinups, calendars, signs, ete
of a nude or sexual nature.

'
Other behavior that can constitie sexual harassment includes laughing at, tenoring or not
taking seriously an employee who experiences sexual harassment: blaming the victim of
sexual harassment for causing the problems: continuing the offensive behavior after a co-
worker has expressed objection to the behavior; retaliating against an cmplovee who rejects
sexual advances or denying promolions or other job related benefits; or, gossiping about or
ridicHing a vietim or allesed harasser with respect to the allesed harassnient.

B. Notification,

Employees are encouraged to report incidents of sexual harassment and/or ask gquestions
about conduct that may be considered sexual harassment in confidence and without fear of
retaliation. Emplovees should immediately report incidents of sexual harassment in the
manner set forth below. This ipcludes emplovees who think they have witnessed another
emplovee beine sexuslly harassed. Any emplovee bringing a good faith sexual harassment
complaint or assisting in the investigation ot a complaint will not be adversely affected in
terms of and conditions of emplovinent, nor discriminated against or discharged because of
the complaint or assistance.

C. Confidentiality

The disclosure of allegations ot sexual harassment shall be restricted to those individuals who
have a “need 10 know ” The complaints shall not be discussed with gnyvone other than those
Champaipn County Probation & Court Services Pape 112
Policies and Procedures Manual

Revised 2022

Deleted: 1he following will be policy for the Departin.

matters eegmdiyg sexual harassiment. It is unperative that member
of this Deparient be peanitted to woik s an atimosphere free fron
unwanted sevaal haassinent.

Deleted: [n this Department, sexual barassment is defined a
fallows:

1

Unwelcome or vovwanted deliberate sexual advances, ta
lacluding patting, pinching, brushing up against or other
physical contacts considered unacceptable or threatening by
another person.¥

Verbal abuse or sex-orieated conversations, commeats, threar
or innuendoes. fo include “jokes™, etc.. which are considered
tactless by others. This includes creating a work environmens
that is intimidating, hostile or otherwise offensive because of
wowelcome or unwaanted sex-oriented conversation,
suggestions, requests, demands, physical contacts or attention
1

Complaint Procedure:



direetly involyed in the incident or the iy estigation process in order o protect thy
contidentiality rights of the alleged harasser as well as the complaina

D. Harassment by Non-Employee

With respeet to incidents of sexual harassment w e the ottending individual is not a
Departmeny emplovee, the Divector of Court Services shall communigate the atleged conduct
to the offender person and ‘or his her emplover. They shall be informed that the offensive
conduct will not be tolerated and that steps must be taken to assure such actions (o not
reoceur

E. Discipline

Complaints and cases of sexval harassment will be dealt with promptly. Departiment
cmplovees who sexually harass others andor Supervisers who knowinaty allow such
activities fo continue, subjest themselyves tw the full range of disciplinary provedure. including
reprimand, suspension or discharge, depending on the seriousness and or frequency of the
violations. In the most severe cases, emplovees are subject o immediate discharge.

F. False and Frivolous Complaints

False and frivolous charges refer w cases where the accuser is using a sexual harassment
complaint to accomplish some end other than stopping harassment. It does not refer w
charzes made in good faith which cannot be proven. Given the seriousness of the
eopsequences for e aceused. a false o frivolous charge is a severe offense that can iself
result in disciplinary action

G. Application of Policy

This policy and the procedures set forth herein shall be apolicable o al emplovees of the
Depanment, whether full-time, part-linie. temporary or contractual and shall include interns
and volunteers.

H. Further Information

Any employee who has questions about this policy shouidd contfact the Oftice ot the Chief
Judge, Sixth Judicial Circuit, or the Departinent’s Aftinmative Action Crrievance Officer. All
inguiries shall be handled in the strictest confidence.

1l. Procedures

IHE FOLLOWING PROCEDURES ARE TO BE FOLLOWED IN CASES WHERE
THE ALLEGED HARASSER IS AN EMPLOYEE OF THE CHAMPAIGN COUNTY
PROBATION & COURT SERVICES DEPARTMENT. IN CASES INVOLVING
ALLEGED HARASSERS WHO ARE NOT EMPLOYEES OF THE DEPARTMENT
EMPLOYEES SHOULD FOLLOW THE PROCEDURES QUTLINED IN CIRCUIT
ADMINISTRATIVE ORDER 04-1.
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A, [nitial Step

Any employee who believes she or he is being sexually harassed may Hrst connmunjcate
oftensive hehavior to the oftending partv as directly and finnly as possible and recuest that it
caase forthwith, Emplovees are particularly ursed to take this step if they believe that the
oftensive gonduct may he uninteptional. However, if the employee does not feel com fortable
confronting the offunding party, or feels threatened or intimidated by the situation. or it the
behavior does not cease after a controntation with the offending party, the matter should be
reported as set forth below,

B. Reporting

An emplovee’s complaint of sexual harassment may be reported tw his o her immediate
supervisor or a higher supervisory authority (e.g., the Department’s Atlinmative Action
Grieyance Officer ot the Director of Court Services), however it the alleged harasser is the
employee’s supervisor or other higher administratis e authorits . the compaint shall be made
direetly to the Chiet Judge. Sixth fudicial Circuit. If a complaint is filed with the Chiet Judge,
he or she shall initiate an investigation of the complaint or forward the complaint to a proper
party tor investigation,

['he complaint shall be in writing, describing the alleged incident(s) of sexual hitrassment, the
dateis) and timets) of the incidentis) and anv witnesses to the incidentis).

Any gamplaints of alleged sexual harassirent received by the Depariment shall b reported in
writing to the Chiet Judee within seven {7} davs, unless the allezed harasser iy the Chief
Judge. in which event, the complaint shall be reported to the Acting Chiet Judge.

C. Investigation

When an appropriate authority has received a complaint alleging sexual harassment, the
investigating authority shall promptly initiate an investigation of the compaint,_The
investigation may be conducted by the supervisory authority receiving the complaint or ap
individual designated by the Director of Court Services to conduet the investigation.

The investigation shall include the following steps:

L. The investigating party shall conduct an interview with the employee registering
the complaint. The intent of the interyview is to determine a true and complete
accoun| of the complaint, The following information should be sopght in the
inerview: severity of conduct. the number and frequency of acts of alleged
harassment; the apparent intent of the alleged harasser, the relationship of the
parties; the response of the complainant at the tinte of the incident{s}; and the
relevant work environment
To the extent practicable. the investigating pariy shall intersiew all other
mdividuals who witnessed or mav have witnessed the incident or w ho may have
knowledee of the incident.

Champaign County Probation & Court Services Page 114

Policies and Procedures Manual

Revised 2022

]




[

The dnvestigating paty shall interview the allesed harasser and intorm the
endividual that a complaint has been made avainst him or her, The indis idual shal)
be informed that the incident is not to be discussed with co-workers and that
retaliatory action against the complainant will not be tolerated.

4. To the extent practicable, the investigating party shall review any uther relevant

information or evidence and or interview anv other relevant witnesses

The mvestigating party shall make a writien record of the jnterviews and any other

aspects of the investivation,

6. The investigating party shall prepare a written summary of the tindings of the

investization and. in appropriate cases, anv recommendations for discipline
7. The findings of the investization shall be reported to the Director of Court

o

Services.

I}, Disciplinary Action

The Director of Court Seryices shall review the report and make # determination as o w hether
the individual charged has committed sexual harassment. and. if so, determine and impose
appropriate discipline. When required by a collective bargaining agreement, and when not
inconsistent with the supervisory and administrative authorite of the Chief Judwe. the
disciphne will be imposed pursuant to the relevant provisions of the collective bargaining

agreenient.

The discipline imposed shall cefleet the severity of the improper conduct, taking into
consideration the nature of the conduct. the frequency of the conduet, the relationship of the

Available discipling tor sexual harassment ingludes, but is not limited to, verbal reprimand,
written reprimand, transter, reassisnment of duties, demotion, suspension or discharge. In the
most severe and blatant cases of sexual harassment. the offending emplovee may be
immediately discharged.

In all cases, the complainant shalt be notified ot the results of the investigation and the
discipline imposed, if any

E. Appeals

1. Any party seeking review ot a sexual harassment investigation and or discipline

Dircctor of Court Services within seven {7} davs of the ruling. with a copy of the
Notice to all interested parties. The Notice shall state, with specificity. the part or
parts of the ruling to be reviewed

L)

1he Director of Court Services shall, within ten {10} dayvs of receiving the Notice,
transmit a copy of the Notice to the Presiding Judsze of Champaign Couray, with
copies to all interested parties, and shall include;

a__The writien record of interviews. it any, and any other aspects of the iny estigation;
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b, The written summary and recommendations of the investigating party;
¢. The tindings of the Director of Court Services together with the disciphinary action
imposed, ifany, and the reasons therefor.

Within seven {73 day s of the date of the Director’s transimittal letier. all interested
partics may submit written connents. together with case law, if appropriate, to the
Presiding Judee of Champaign County, with copies to all interested parties, and the
Direcior’s ruling on the complaint.

of fact and conclusions of the Director shall be held (o be prima fucie
true and correct.

Within thirty-nine 39 din s of recetving the Director’s transmital letter. the Presiding
Judee shall, after review of all reports, summaries, comments and findines enter a
written order:

a. Aflining or reversing the Director’s ruding on the complaint in whole or in part;

or
b, Remanding the matter back 1o the Direetor tor further investigation and/or hearing;
or

¢ Aflioming the findings of fact and conclusions, but increasing or decreasing the
discipline imposed. it any.

The Presiding Judge shall transmit the written order to alt interested parties and to the
Chief Judge, Sixth Judicial Ciceuit,

A party secking review ol the Presiding Judge™s ruling may seek review of such

ruling by filing a written Notice of Review to the Chief Judsge, Sixth Judicial Cireuit.
within ten {107 davs of receipt of the Presiding Judpe's ruting. The Notice shall be
sent to all interested parties including the Presiding Judge ruling on the complaint.
The panty seeking review shall transinit o the Chiel Judge all documents noted in
Section B {2) above, together with the Presiding Judee's ruling,

Within seven {7) days of the date ot the Notice of Review, all interested parties nay
submit written comments, together with case law to the Chief Judge, Sixth Judicial
Circuit. Within thirtv-nine {39} days thereatter, the Chief Judege shall make his or her
written findings of fact and enter a written order pursuant to Section 3 of Circuit
Admintstrative Order (04-1.
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Chapter 27 — Annual Plan

Pursuant to 730 ILCS 110/15(6) and 725 ILCS 185/33, an Annual Plan shall be completed by
the Director of Court Services and submitted to the Chief Judge of the Sixth Judicial Circuit,
the Champaign County Board and the Administrative Office of the [llinois Courts. The
“nnual [Jan shall contain all infonmation required by the Administrative Office ot the [lmos
Cuurts and shall be filed in a timely fashion,
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Chapter 28 - Record: Retention

It is the policy of the Department to retain all necessary records in accordance with the
requirements of gophicable State and Federal statates. County guidelines, guidelines of the
Administrative Office of the [llinois Courts, ules of the Court, and the re juirements of {hie
Local Records Linit of the {Hinois State Archives. certifying ageneics, and graplor agencivs, ,

Information ( gntained in Current Full-Time | mglo&ee Files — Current full-time
employee files are mamtamcd in locked file cabinets in the office of the Supc.r\ isor of

Administrative Services. Fimployec traming information i maintained i the Depantmentat
training datapase or in lhc Relias Learning System, Due to space Hmitations in pcrsonnel
files, only three (3) years ol performance evaluations will be maintained in the employee’s
personnel file. Performance evaluations for prior ycars will be archived in a separate file and
will he available for review in the same manner as other information contained in an
employee’s personnel file, Limplovee Lewve Reguests {Benetit Slips) are maintained ina
separate administrative tiling svstem for two {2) years, at which time thev are destroyed,,

Mo information is deleted, archived, or destroyed in current employee medical files.

Tiles are maintained in locked file cabmeis in the admmlstralwe ﬁ ing area. Fonner employee
liles are archived and the information is maintained as with a current employee file for [y
{3) years afier the employee’s date of termination. Five ( 5) years following the departure of
thv employee, the following is retained;

e All County personncl paperwork (pay sheets, salary sheets, etc ),
* All Probation/Court Services Personnel Change Furms submitted to the

Administrative Otfice of the [llinois Courts,
e Letter of resignation and termination paperwork

Upon termination of an employee, the ciiployee’s medical file and personnel file will be
combined and maintained as noted above f for a period of five (5) vears. Once the five-year
period has passed, various information will be deleted from the personne! file [scu abm :1. No
information will be deleted from the medical file,until cichi (%)« cars afier the emplosee’s
termination date. At the eight-year mark, all information contained in the medical file, which
DOES NOT pertain to bloodborne pathogen training/incidents, will be deleted from the file,
The Supervisor of Administrative Services will retain the date of initial employment and the
date of termination and file that information with all bloodporne pathogen information. The
Supervisor of Adminisiratiye Services will clearly outline in each file the timeframes that
need to be observed regarding bloodpome pathogen material,(i.e., an employee who has
completed the bloodborne pathogen series of three shots needs to have that material retain
for 30 years from termination of emplovment)

dult and Juvenile Probation Division Case Files — Ilocuments in Aglult and Juvenile
Prubalipg_[)_i\_iaiop_xase files arg, scanned and converted to digital fonmat on an_ ongoing basis
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in accordanes with Divisional guidelines Follow ing case ¢losure, Agult and Juyenite
Frobation Division gase files arg destroved in aceordance with permission granted via a
Records Disposal Certificate issued by the Local Records Unir of the 1hnois State Arclives
Digitized documents arg rctained, at iminimum, for the time period specitied in our
Application for Authority to Dispose of Local Records. which requires retention for five (5)
yuars atter case closure

duvenile Detention Center Case Files — Juvenile Detention Center case files wilt be retaind
for one (1) vear afier the subject reaches pee 18, at which time they are destroyed in
accordance with penmission granted via a Records Disposal Centiticate issued by the Local
Records Unit of the Hlinois State Archives,

Other Records — All other tvpes of records maintained by the Department are maintained in
accordance with the requirements of applicable State and Federal statwies, County guidelings,
guidelines of the Administrative Ottice of the lllinois Courts, rutes of the Court, and the
requireinents of the Local Records Unit of the Winois State Archives, certifving agencies, and
grantur agencies, At minimum, records will be retained in the manner and for the time
periods specitied in our Application for Authority to Bispose of Local Records iApplication
MNo. 07:041% approved by the Local Records Unit of the Nlinois State Archives.
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Chapter 29 — Memoranda/Directives Issued by the Director of Court Deleted: 27

Services

Section Number Date Issued Subject

| Deleted: dMemo Secuon 08/48/00 Leng Distance Cal
Memo Section 09/15/00 Compurer Gamesy,
Memo Section 09/29/00 Policy Manual on P Drive®
Memo Section Q3314 Telephone Calisy
Memo Section 06/29/01 Trainng wenuy;
Memo Section 08/16/01 Dept. Expenditures*
Memo Section 0802101 Departinental Phones®
Memo Section 08/01/01 Vehucle Use Policyy,
Memo Section 07/08/02 Dept, Dress Code!
Memao Section 03/20/06 Departinental Phanest
Memo Section 0106 Unpaid Tune®
Memo Section Q6/02/06 DNA RecordsY
Maema Section 05/01/06 Use of Intemet
Mano Sechon a8/17/06 When you Move®
Muano Section Q52107 Ilnappropnate e-inails!
Mo Section 0812307 Recording comnp time®,
Memw Section 104307 Leave of Absencesy,
Muemo Sectinn 10/19/707 General Infonnatient
Memo Secton 011708 New phone system’,
Memo Seclon 0432416 Revised Dress Code ©
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Appendix A | Deleted: -
Policies Governing Hiring, Promotions and Training of Illinois
Probation/Court Services Personnel
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Appendix B
Position, Descriptions

Position Deseriptivns can be found on the Probation & Court Services page on the Counts
website at htep,w ww co.champaign.il.us probation‘courtservicespositiondeserigions phip.

Links to current Positton Descriptions:

Bargaining Unit Positions

Court Services Otticer —
hitpswww cochampaign il us'descriptertsy bu/CourtServicesUiticer, pd i

Court Services Ofticer-Drug Specialist —
hitp://www.co.champaizn.ilus deseript/entsv bu'CountServieesOfticer-DruaSpecialist gt

Senior Court Services Ofticer —
http:/'www co.champaign. il.us'deseript/'crsvibu ' SeniorCourtServicesOthcer, pdt

Senior Court Services Otticer-Intensive Jusenile Seivices
htrgwww.co.champaizn ibus descript crtsy/bu ' SentorCourtServicesOtticer-
IntensiveuvenileSeryices.pdt

Senior Records Clerk
htip:www co.champaizn.ilus descript'ertsy'bu SeniorRecordsClerk pdf

Records Clerk —
it wwwe.co.champaign.il.us ' deseript ertsybu ' RecordsClerk. pdt

Non-Bargaining Unit Positions

Director of Probation & Court Services —
hatpe i ww.co.champaign. il us'deseript/crtsvinbu ' DirectorotProbationandCourtSery ices. pdt

Superintendent of Juvenile Detention —
http:/www.cochampaign.il.us/descript/ertsv/nbu Superintendentotfuvenile Detention pdf

Supervisor of Administrative Services —
http:/www.co.champaizn.il.us/'deseript/crisv/nbu SupervisorotAdministrativeServices pdt
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Supervisor of Aduli Services -
e wow wconchampatgn ilus descript crtss nbu Supen sorotAdultSers tees. pdi

Supervisor of Juvenile Services —
hetp:/www cochampaignal.us ‘descript crtss ‘nbu Supen tsorotduvenileSen tees. pdi

Supervisor of Specialized Serviges —
hetp:www.cochampaien,ib.us deseript ertsy nbu ' SupervisorothpecializedSen ices.pdf

Assistant Superintendent of Juvenile Detention —
http: Vwww.co.champaien.ib.us‘deseript'ertsy/nbu’ AssistantSuperintendentotJuy enile Dt
ntion, pedt
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