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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     STATEMENT OF POLICY 
 
POLICY: 

 

01.10 STATEMENT OF POLICY 

 

 The Board of Trustees (the “Board”) of  the Bloomington-Normal Public Transit System (the “Transit 

System”)  recognizes that a personnel system, which recruits and retains competent, dependable 

personnel, is indispensable to an efficient transit system.  To achieve this goal, the Board has 

established the position of General Manager.  The General Manager shall serve the Board and the 

Transit System by participating in or performing the following activities: 

 

Classifying positions in the Transit System; 

Developing systems to compensate employees equitably for their service;  

Assisting in the recruitment of persons for the Transit System;  

Providing for employee welfare; 

Providing for employee training and development; 

Providing for resolution of employee grievances; and 

Monitoring the Transit System Equal Employment Opportunity Policy. 

 

For the purpose of this document, a policy is the general statement of a Transit System goal.  A 

procedure is a specific step for reaching that goal and can include the use of special forms.  This 

document is designed to: 

 

A) Provide a basis for and define the objectives of the personnel program. 

 

B) Assign responsibility for carrying out the principles and practices of the personnel program. 

 

C) Provide recognized authority, consistent with applicable laws and Transit System ordinances, 

when action is to be taken and to minimize the possibility of unauthorized personnel action. 
 
 
SIGNATURE:           ___________________________                  _________________ 
                                                                                                               (date) 
 
Author/Responsible Person: 
Personnel Involved: 
Revision Dates: 
Original Date Adopted: 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     EQUAL EMPLOYMENT OPPORTUNITY 
 
POLICY: 
 

01.11 EQUAL EMPLOYMENT OPPORTUNITY 

 

As a matter of policy, the Transit System requires employment, training and promotions, and all 

personnel actions to be based on individual merit and individual capabilities without regard to 

race, religion, color, national origin, sex, age, or disability.  This policy requires full cooperation of all 

Transit System employees.   

 

Retaliation against any employee who expresses interest in, seeks information on and/or files a charge 

with the Illinois Department of Human Rights and/or the Equal Employment Opportunity Commission 

will not be tolerated.  Disciplinary action up to and including termination for those found to have 

participated in (directly and/or indirectly) retaliatory activities will immediately ensue through the 

General Manager.  If the General Manager is the potential source of a charge and/or retaliation, the 

Chair of the Board of Trustees will review pertinent information and decide with appropriate Board 

support any disciplinary action associated for the General Manager. 

 

We choose to follow this policy on the basis of fairness to all individuals rather than on the basis of 

our legal requirement.  The Transit System also complies with all applicable federal, state and local 

laws regarding non-discriminatory practices.  Responsibility for implementation and monitoring of 

the plan and related activities throughout the Transit System has been assigned to the General 

Manager or his/her designee. 
 
 
 
 
 
 
SIGNATURE:           ___________________________                  _________________ 
                                                                                                               (date) 
 
Author/Responsible Person: 
Personnel Involved: 
Revision Dates: 
Original Date Adopted: 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     SCOPE OF COVERAGE AND GENERAL PROVISIONS 
 
POLICY: 
 

01.12 SCOPE OF COVERAGE AND GENERAL PROVISIONS 

 

All Transit System employment positions not expressly exempted from coverage by these policies 

and procedures shall be subject to these provisions, including bargaining unit members except 

where superseded by collective bargaining agreements. 

 

All consultants, advisers, and counsel rendering temporary professional service to the Transit 

System; and, 

 

Independent contractors retained by the Transit System. 

 

In the case of conflict between the contents of this manual and any other manual or document 

discussing personnel policies, this manual is controlling for B-NPTS.  Only exception is the 

Collective Bargaining Agreement which takes precedence over this manual. 

 

It is essential to the consistent administration of established personnel policies and procedures 

that all employees have readily available a copy of all Human Resources policies and 

procedures via this manual.  Copies are available as follows:  Break room, on-line, and with  

B-NPTS General Manager, Department Heads and supervisors. 

 

01.12-1 ADMINISTRATION OF THE PLAN: 

 

A) The personnel system established by these policies and procedures is administered by the 

General Manager. 

 

B) In addition to other duties as set forth in these policies and procedures, the General Manager 

shall: 
 
1. Exercise leadership in developing a system of effective personnel administration and employee 

relations within the Transit System, 

 

2. Administer the provisions of these policies, 

 

3. Ensure that files are maintained for each employee, including original applications, employment histories, 

classification, position title, pay rate, and any other data required by the Board and permitted by law. 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     SCOPE OF COVERAGE AND GENERAL PROVISIONS 
 
POLICY: 
 

01.12-2 SCOPE OF COVERAGE AND GENERAL PROVISIONS (continued) 

 

01.12-2 CATEGORIES OF EMPLOYEES: For purposes of salary administration and eligibility 

for overtime payments and employee benefits, the Transit System classifies its employees and 

other workers as follows: 

 

A) Full-time regular employees-  Employees hired to work the Transit System’s normal, 

full-time forty (40) hour workweek on a regular basis.  Such employees may be “exempt” 

or “nonexempt” as further defined. 

 

B) Part-time regular employees-  Employees hired to work fewer than forty (40) hours per 

week on a regular basis.  Such employees may be “exempt” or “nonexempt” as defined 

below. 

 

C) Temporary employees-  Employees engaged to work full time or part time on the Transit 

System’s payroll with the understanding that their employment will be terminated no 

later than on completion of a specific assignment.  (Note that a temporary employee may 

be offered and may accept a new temporary assignment with the Transit System and thus 

still retain temporary status.)  Such employees may be “exempt” or “nonexempt” as 

defined below.  (Note that employees hired through temporary employment agencies or 

as independent contractors for specific temporary assignments are employees of the 

respective agency or independent contractors and not employees of the Transit System.) 

 

D) Nonexempt employees-  Employees who are required to be paid overtime at the rate of  

one and one-half times (1.5) times their regular rate of pay for all hours worked beyond 

forty (40) paid hours in a workweek, in accordance with applicable federal wage and 

hour laws. 

 

E) Exempt employees-  Employees who are not required to be paid overtime, in accordance 

with applicable federal wage and hour laws, for work performed beyond forty (40) hours 

in a workweek.  
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     SCOPE OF COVERAGE AND GENERAL PROVISIONS 
 
POLICY: 
 

01.12-2 SCOPE OF COVERAGE AND GENERAL PROVISIONS/CATEGORIES OF 

EMPLOYEES (continued) 

 

Employees will be informed of the initial employment classification and of status as an exempt 

or nonexempt employee during the hiring process.  If an employee changes positions during 

employment with the Transit System that results in a change of category, the General Manager 

and/or the immediate supervisor will inform the employee of any change in exemption status.  

Any questions regarding employment classification or exemption status shall be directed to the 

General Manager. 

 

01.12-3 HOURS OF WORK: 

 

A) Full-time employees shall work forty (40) hours per week (2,080 hours per year). 

 

B) The Transit System office regularly visited by the general public shall customarily be open from 

8:00 a.m. to 5:00 p.m., Monday through Friday, subject to operational considerations and 

statutory authority. 

 

C) Variable work schedules are acceptable in appropriate situations with prior supervisory 

approval. 
 
 
 
 
 
 
SIGNATURE:           ___________________________                  _________________ 
                                                                                                               (date) 
 
Author/Responsible Person: 
Personnel Involved: 
Revision Dates: 
Original Date Adopted: 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.10 MERIT PRINCIPLES 

 

It is the policy of the Transit System to hire the most qualified employees available for all jobs 

and to encourage a career within the Transit System by promoting present employees whenever 

possible to fill vacancies as well as creating and sustaining a welcoming culture in which to 

conduct the B-N PTS business. 

 

02.20-1 APPOINTMENTS AND PROMOTIONS: Appointments and promotions in the Transit 

System shall be based on business needs, and employee merit and fitness for open positions. 

 

02.20-2 METHODS OF FILLING VACANCIES:  In consultation with the General Manager, 

Department Heads are responsible for the final selection and filling of authorized positions within 

the departments.  In order to provide control and to ensure that our objective in Equal 

Employment Opportunity and all personnel system goals are met, Department Heads shall notify the 

General Manager of their need to fill a vacancy.  Applicants hired for employment with the Transit 

System must meet the minimum qualifications established in the approved job description. 

 

A) When a vacancy occurs, the Department Heads shall inform the General Manager of intent to fill 

said vacancy. 

 

B) The General Manager is to prepare a notice of the position vacancy and post that vacancy on 

appropriate bulletin boards in the Transit System.  The notice will be based on information 

supplied by the Department Heads and from the job description. 

 

C) Department Heads are encouraged to consider current Transit System employees and applications 

on hand before the general public and are required to post job vacancies for a minimum of five (5) 

days.  

 

D) The General Manager will be responsible for ensuring compliance with the procedures defined in 

Section 02.20-10 entitled Transfer and Promotion Policy. 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.20 MERIT PRINCIPLES (continued) 

 

02.20-3 RECRUITMENT, EVALUATION AND CERTIFICATION:  All applicants for 

employment will complete the Transit System employment application. All applications received 

will be filed in the Transit System’s Administrative Office. 

 

A) At the request of the General Manager and/or the Department Head, preliminary interviews 

will be conducted to determine basic eligibility.  Items reviewed and procedures undertaken to 

make this determination include: 

 

1) Written application. 

2) The approved job description. 

3) Verification of references. 

4) License verification where applicable.    

5) Copies of certificates of training received. 

6) Testing procedures, where necessary, to ascertain the necessary job qualification factors. 

7) Each applicant shall be checked against existing personnel files to determine whether the 

individual has worked for the Transit System during a prior period and is rehirable. 

 

B) Applicants will be selected by the Department Head and/or the General Manager. 

 

1) The Department Head and/or the General Manager will either complete an interviewer check-

off list and indicate reasons why the applicant was accepted or rejected, or at least keep 

sufficient evidence for the decision, such as interview notes. 

2) Pre-employment health examinations shall be conducted to determine fitness for the position 

applied for when said position requires particular physical demands of the candidate.  These 

examinations shall be made after an offer of employment and prior to beginning training and 

end of the evaluation period.  All positions shall require a drug test and criminal background 

check. 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.20 MERIT PRINCIPLES (continued) 

 

02.20-4 POSITION INVENTORY AND JOB CLASSIFICATION SYSTEM: It will be the 

responsibility of the General Manager to maintain the authorized position inventory.  To effectively 

maintain the position inventory and job classification system, the General Manager shall utilize the 

following guidelines: 

 

A) The effective date of terminations as reported to the General Manager shall be the last day worked 

which will stimulate the position added to inventory management as available to be posted, 

on-hold or not posted at this time. 

 

B) All budgeted positions will be included in the position inventory. 

 

C) Vacancies will be filled by the procedures outlined in Section 02.20-2. 

 

D) All changes to the position inventory and job classification system will follow the procedure 

outlined in Section 05.50 of this document. 

 

02.20-5 HIRING OF RELATIVES RESTRICTED: It is the policy of the Transit System to hire the 

best qualified employees available for all jobs; however, to maintain a stable workforce, immediate 

family members (to include employee’s spouse, parents, children, grandchildren, father-in-law, mother-

in-law, brother-in-law, sister-in-law, and stepchildren) will not be eligible for employment within  

B-NPTS. 

  

02.20-6 REHIRE OF FORMER EMPLOYEES: Former employees of the Transit System may be 

considered for reemployment with the Transit System under the following conditions: 

 

A) The employee gave satisfactory advance notice upon resignation and fulfilled that notice 

appropriately.  Notice is defined as two weeks for non-exempt staff and four weeks for exempt 

staff. 

 

B) The employee terminated for good reason. 

 

C) The employee's last evaluation was satisfactory. 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.20 MERIT PRINCIPLES (continued) 

 

02.20-7 NEW EMPLOYEES: All newly hired employees will report to their Department Head for 

instructions regarding any information required. 

 

A) The General Manager/designee will be responsible for assuring the completion of all forms 

necessary to participate in eligible benefits.  This function may be delegated.  These benefits 

include: 

 

1) Group-Health Insurance, available after 90 days 

2) Group-Life Insurance, available after 90 days 

3) Vision and Dental Insurance, available after 90 days 

4) Short-Term Disability, available after 90 days 

5) International City-County Management Association (“ICMA”) -Retirement Corporation 

(“RC”) Section 457 Deferred Compensation Plan, available after one (1) year to the full-

time employees 

6) State and Federal Withholding Forms and any other Federal reporting forms 

7) Payroll Direct Deposit 

8) Any other benefit enrollment approved by the Board. 

 

B) The General Manager or designee will explain the benefits to the employee; in particular, 

coverage, and the methods of using the insurance.  Additional explanatory material will be 

provided for the employee's later reference. 

 

C) The General Manager/designee will provide material outlining personnel policies.  
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.20 MERIT PRINCIPLES (continued) 

 

02.20-8 ORIENTATION OF NEW EMPLOYEES: General orientation is the responsibility of the 

Department Head.  

 

A) The following subjects will generally be covered: 

 

1) Explanation of Transit System services. 

2) Personnel policies and procedures. 

3) Employee benefit program. 

4) Fire, disaster, and safety program. 

5) Explanation of pay periods. 

6) Tour of appropriate Transit System buildings.    

7) Completion of the check list certifying that all instructions and materials have been explained 

and understood. 

 

B) The Department Head is responsible for further orientation and training of a new employee. 

 

02.20-9 EVALUATION PERIOD: 

 

A) A person hired or promoted to a position shall complete an initial evaluation period: 

 

1) The first three (3) months of employment and the first three (3) months after a transfer to 

a new position shall be considered an evaluation period. 

 

2) The evaluation period is a time for the Transit System to determine whether the 

employee is an appropriate match for the position.  It is also a time for the employee to 

determine if the job is suitable to the employee.  The Transit System in its discretion 

may extend the evaluation period thirty (30) days.  

 

B) An employee terminated during the evaluation period or returned to a prior position or 

comparable position shall have no right to appeal this decision. 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     MERIT PRINCIPLES 
 
POLICY: 

 

02.20 MERIT PRINCIPLES (continued) 

 

02.20-10 TRANSFER: (See Section 06.61) A vacated position, or a newly created position, may be 

filled by promotion of an employee from within the Transit System.  Qualifications for the vacant 

position are determined by the job description for that position.  The same standards will be used 

as for an initial hire. 

 

A) In keeping with the Transit System's commitment to personnel development, when a vacancy 

occurs, the Department Head should consider candidates from within the Transit System. 

 

B) If the vacancy is filled by promotion, the vacated lower level position will be posted as 

notification for all employees in the Transit System that may wish to transfer. 

 

C) If there are no qualified employees within the Transit System, an applicant search will be 

undertaken by the General Manager as specified in Section 02.20- 2. 

 

02.20-11 TEMPORARY ASSIGNMENT: Current employees may be temporarily assigned to a 

vacant position outside their class, in accordance with Section 05.56-2 provided that: 

 

A) There is no monetary loss to the employee. 

 

B) The employee will be returned to the previous position within a reasonable time. 
 
 
 
 
 
SIGNATURE:           ___________________________                  _________________ 
                                                                                                               (date) 
 
Author/Responsible Person: 
Personnel Involved: 
Revision Dates: 
Original Date Adopted: 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     EXPENSE REIMBURSEMENT FOR RECRUITMENT 
 
POLICY: 
 

02.21 EXPENSE REIMBURSEMENT FOR RECRUITMENT 

 

 In filling certain positions in the General Salary Schedule, it may be necessary to recruit personnel 

from outside Bloomington/Normal/McLean County.  When recruiting for professional positions 

outside of Bloomington/Normal/McLean County, potential candidates may be reimbursed for their 

expenses if the Transit System finds it necessary, and with the approval of the General Manager.  If 

the General Manager position is the one being filled, the Chair of the Board of Trustees will approve 

any expenses associated with recruitment travel.  All standards outlined in Section 07-79 will be 

maintained and the following procedure will be used. 

 

02. 21-1 TRAVEL PROVISIONS: Candidates traveling from outside Bloomington/Normal/ 

McLean County to interview for positions with the Transit System shall, upon submission of 

receipts for expenditures incidental to such travel, be reimbursed in the following amounts: 

 

A) The full amount of the cost of travel by the most convenient and direct commercial carrier, or 

 

B) At the prevailing rate paid to Transit System employees for travel by private automobile for 

round-trip mileage by the most direct route, and 

 

C) Meals and other incidental expenses, and 

 

D) The actual cost of single-occupant lodging when travel extends beyond one day. 

 

02.21-2 HOUSEHOLD GOODS: In cases where accepting a position with the Transit System 

necessitates the movement of household goods, moving costs shall be considered during the selection 

process, and if negotiated, a maximum amount will be specified.  The Transit System will directly pay 

for (preapproved) moving expenses. 
 
SIGNATURE:           ___________________________                  _________________ 
                                                                                                               (date) 
 
Author/Responsible Person: 
Personnel Involved: 
Revision Dates: 
Original Date Adopted: 
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HUMAN RESOURCES POLICIES AND PROCEDURES 

 
SUBJECT:     HOURS OF WORK FOR NON-EXEMPT (HOURLY) STAFF 
 
POLICY: 

 

03.30 HOURS OF WORK: To ensure uniformity of terms used and to provide a basis for 

establishing alternative schedules of work, the following procedure shall be observed: 

 

A) Full-time employees shall work forty (40) hours per week.  Work schedules for occasional or 

seasonal employees and part-time employees shall be specified by the General Manager and/or 

Department Head according to the need of the Transit System and the rules and schedules 

stipulated for regular employees. 

 

B) Changes in work schedules are the responsibility of and may be made only by the authority of the 

Department Head.  All  changes in an employee’s regular hours (temporary or permanent) of 

work must be preapproved by the Department Head.   

 

C) Daily attendance records will be maintained. 

 

D) The normal working day for Transit System employees shall customarily be 8:00 a.m. to 5:00 

p.m., Monday through Friday, except those employees on shift schedules.  Flexible work 

schedules may be acceptable in appropriate situations.  A workweek shall be defined as seven 

(7) consecutive twenty-four (24) hour periods commencing at 12:01 AM Sunday. 

 

E) All elapsed time from the moment an individual actually commences work for the Transit 

System until the work is finished for the day, except for the deduction of time spent at dinner or 

lunch, constitutes hours of work.  Arriving early or leaving late for the employee's own 

convenience is not to be included in working time, providing that the employee performs no 

duties for the Transit System during such intervals.  No work may be performed before or after 

an employee's scheduled hours of work without the prior authorization of the Department Head 

or supervisor.  It is the Department Head’s responsibility to inform employees who may be 

arriving early to or leaving late from work, without prior direction to do so, that such time is 

not eligible to be counted towards overtime or compensatory time and that they may not 

perform any work during those times.  This should be done in a timely fashion so as to not 

be an issue for either the employee or the Transit System. 

 
 
 
 
 


