HOURS OF WORK

2,1 O Individual employee work hours may vary based on scheduling needs and
services provided. Your Department Head will tell you when your work schedule will
normally begin and end.

A workday will include two fifteen (15) minute paid rest breaks and a thirty (30) minute
unpaid lunch break for each regular full-time non-exempt employee who works at least
eight (8) hours a day. Lunch and rest break schedules will be set by your immediate
Supervisor and may differ by department. Skipping paid rest breaks will not shorten your
workday. Unpaid lunch breaks must be documented on employee time sheets.

You must “clock out” by indicating on your time sheet that you are taking an unpaid
lunch period any time you leave the Village premises or work site for personal reasons
and must then “clock in” upon return. You must make arrangements with your supervisor
before taking a nonscheduled break.

Due to the nature of Village services, the normal workday and operating schedule may
vary considerably from department to department. The Village retains the right to
restructure an employee’s workday or work schedule for the purpose of promoting
efficient operations and a high level of customer service.

The Municipal Center will typically be open and available to residents from 8 a.m. to 4:30
p.m. daily and personnel will be scheduled to cover those hours. Except in unavoidable
circumstances, at least one Department Head or the Administrator must be present in
the Municipal Center during normal business hours.

PERSONAL DATA CHANGES

2.11 It is your responsibility to notify the Village Clerk of any changes in personal
information. If any of the following information changes, please report it to the Village
Clerk within thirty (30) days of change:

« Name o Number of Tax Exemptions

« Home Mailing Address + Insurance Classification

« Telephone Number « Emergency Contacts

« Marital Status « Educational Accomplishments

« Number and Names of Dependents « Beneficiary Changes

Please don't assume that we “just know” when these changes occur. Failure to keep us
advised of personal data changes may have a significant impact on your benefits and
our ability to contact you or a family member in the event of an emergency.




