THE BELT RAILWAY COMPANY OF CHICAGO

TRANSPORTATION NOTICE
#2018-005
Effective 0001, Monday, January 1, 2018

To: ALL CONCERNED

Subject:

BRC Company Policies (Transportation) – Policy Updates

This Notice governs all crafts working in the Transportation Department, including TY&E
Employees, Train Dispatchers and Clerical Employees.

Purpose:
This notice provides updated employee information about three Belt Railway Company of Chicago
policies. Return to Work, FMLA, and Driver’s Licenses.
This policy governs all employees.
NOTE: Whenever Departmental Rules (General Orders, Notices, Operating Rules,
Safety Rules, or Operating Practices Rules) are more restrictive, they will apply.

C.L. Gorski
Superintendent-Transportation
Belt Railway Company of Chicago
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BRC Company Policies
POLICY No: 9
POLICY: Return to Work
POLICY: Return to Work and Reinstatement to Service
Effective: January 1, 2007
Reviewed: December 31, 2013
Revised: January 1, 2014; August 1, 2009
POLICY REGARDING PROCEDURE FOR RETURN-TO-WORK PHYSICALS AND REINSTATEMENT TO
SERVICE
I. All employees must be referred to the Human Resources Department for a Return to Work Physical
Examination Request in each of the following instances:
A. If the employee is returning to service after an absence of thirty days or more (other than vacation);
or
B. If the employee has suffered an on-duty injury
C. If the employee has undergone surgery or a medical operation; or
D. If the employee has been hospitalized for any reason; or
E. If the employee has suffered an off-duty injury
II. Employees may be referred to the Human Resources Department for a Return to Work Physical
Examination Request at the Company’s discretion in the following instances:
A. If the employee is returning to service after an absence related to use of the Company’s EAP program,
or:
B. If the employee is returning to service after starting treatment with prescription medications, or:
C. In any other situation where, in the opinion of the BRC’s duly authorized management employees or
officers, the particular facts of an employee’s situation suggest that a Return to Work Physical
Examination may be necessary or beneficial.
Upon completion of the required medical examination, the Clinic will inform the Human Resources
Department whether the employee is released to perform his free and unrestricted duties. The Human
Resources Department will then inform the appropriate Department as to the employee’s return-towork status.
Also, all employees returning to service who have been off duty due to medical/physical reasons will be
required to furnish the Human Resources Department their doctor’s statement in the form of our
Return to Work Doctor’s Report to the Belt Railway Co. of Chicago. When an employee under your
jurisdiction has been absent from duty under circumstances which will require the completion of this
Transportation Notice 2018-005 - Page 2 of 9

form, arrange to mail a copy of the form to the employee before their return to duty. This will avoid the
inconvenience of the employee making an unnecessary second appointment with their personal
physician for the sole purpose of completing our form.
III. In addition to the above, all employees returning to duty after an absence of 90 days must
successfully complete the reinstatement process outlined below before being referred to the Human
Resources Department for the scheduling of the return-to-work physical exam.
A. The Department Head must meet with the employee in a counseling session to discuss all relevant
aspects of the employee’s reassuming duty and any guidance items which may be appropriate. The
results of this session shall be communicated in writing to the Human Resource and filed in the
employee’s personnel file.
B. The employee shall be referred to his/her Department Head for all necessary rules examination and
proficiency testing required to establish the employee’s qualification to work in his/her craft or class of
work. The results of this testing shall be communicated in writing to the Human Resources Department
and filed in the employee’s personnel file.
The above-mentioned situations and criteria should not be regarded as a comprehensive list of
situations requiring a Return to Work physical. The Company reserves the right to require a Return to
Work physical or any other examinations it deems necessary for any employee in connection with any
absence.
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POLICY No: 10:
Effective: January 1, 2004
Reviewed: December 31, 2013
Revised: January 1, 2014;August 1, 2009;February 1, 2007
Eligible employees are entitled to and may take family and/or medical leaves of absences as provided
under the Family and Medical Leave Act of 1993 (“FMLA”). This policy explains what leave is available, to
whom and under what circumstances. If you have any questions not answered by this policy, you should
contact Human Resources.
Reasons for FMLA Leave:
You may take up to 12 weeks of unpaid FMLA during any 12-month period for the following reasons.
Other time-off benefits may be taken before unpaid time takes over.
• the birth of a child,
• the placement of a child for adoption or foster care,
• to care for a spouse, child, or parent who has a serious health condition, or
• because of your own serious health condition. A serious health condition, generally, is an illness,
injury, impairment or physical or mental condition that involves inpatient care or continuing treatment
by a health care provider. Serious health conditions do not include minor or routine ailments such as
common cold, upset stomachs, headaches or routine medical problems.
Family/Medical leave of absence is also available for up to 26 weeks of unpaid leave in a single 12month period for an employee to care for his or her spouse, son, daughter, parent, or next of kin
recovering from a serious injury or illness suffered while on active duty in the armed forces.
A serious illness or injury suffered while on active duty in the armed forces requires ongoing medical
treatment, recuperation, or therapy, where the eligible family member is otherwise in outpatient status,
or on the temporary disability retired list for a serious injury or illness.
Eligibility:
Employees are eligible for FMLA leave under this policy if:
• they have been employed for at least 12 months; and
• they have worked for the Company for at least 1,250 hours during the 12-month period immediately
preceding the effective date of the requested leave; and
• they are employed at a location with 50 or more employees or are employed at a worksite which has
50 or more employees within a 75-mile radius of that worksite.
Spouses both employed by the Company are entitled to a total of 12 weeks of leave (rather than 12
weeks each) for the birth or adoption of a child or for the care of a sick child or parent.
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Spouses both employed by the Company are entitled to an aggregate amount of leave of 26 weeks in a
single 12-month period to care for the serious illness or injury of a family in active military service, or a
combination of “qualifying exigency” leave and leave to care for the serious illness or injury of a family
member in active military service.
The aggregate number of workweeks of leave to which both that husband and wife can take for a
“qualifying exigency” is 12 weeks.
The Company reserves the right to deny requests for a family/medical leave where such a denial would
be appropriate and authorized under federal law and any applicable state law.
Requesting FMLA Leave:
In any case where the need for the leave is foreseeable, you must provide not less than 30 days’ notice
before the leave begins. In those cases, in which the event causing the leave begins unexpectedly and 30
days’ notice before the leave begins is not possible, you are obligated to provide as much notice as is
practicable.
Ordinarily this will mean notification within at least one or two business days from the date the need for
the FMLA leave becomes known.
When the leave is requested in connection with scheduled medical treatment for a serious health
condition, you must also make a reasonable effort to schedule the treatment so that it does not unduly
disrupt the operations of the Company, e.g. before or after normal business hours.
Each employee is obligated to provide the Company with as much information as necessary in order to
determine if a requested leave qualifies as FMLA leave.
Coordination of FMLA and Certain Benefits:
Any paid time off benefit which you have available, such as earned vacation, sick days, and short-term
disability benefits, may be used during any period of FMLA leave. For example, if you have 2 sick days,
you may use those days as part of your 12-week FMLA leave entitlement.
Certification, Recertification and Documentation:
If you request a FMLA leave of absence because of you or a close family member’s serious health
condition, the Company requires that the leave request be supported by a medical certification issued
by you or your family member’s health care provider.
Certification forms are available from Human Resources. In any case where there is a reason to question
the validity of the certification, the Company may require, at its own expense, a second opinion from a
health care provider other than your health care provider.
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Where the second opinion differs from the original certification, the Company may require, again at its
own expense, a third medical opinion which will be final and binding on all parties. The Company may
also request a recertification in several circumstances, including:
– When there appears to be a significant change in your medical circumstances (i.e. your health care
provider states you will need 2-3 days off per month, and you use FMLA leave 7 or 8 times in a month).
– When information casts doubt on the stated reason for your FMLA absence, such as a pattern of
taking FMLA days immediately before or after your scheduled rest days.
The Company also may require an employee on FMLA leave to provide medical recertification of a need
to continue on the leave. Ordinarily, recertification will only be required every thirty days, or at the
expiration of the prior certification, whichever is longer.
For serious health conditions that your health care provider expects will last for longer than six (6)
months, the Company requires you fill out a recertification every six (6) months. When requested,
recertification must be furnished no later than 15 days following receipt of the request. The Company
will not require a second or third opinion for a recertification, only for original certifications.
It is your obligation under the FMLA to participate and cooperate with both your health care provider
and the Company in determining the type and duration of FMLA leave you need. This includes providing
a timely, complete and sufficient certification form or adequate authorization to your health care
provider. This obligation to cooperate and participate applies to both the certification and recertification
processes.
In instances where an employee fails to comply with the requirements to participate and cooperate
with BRC management and the appropriate health care professionals in providing timely and
comprehensive certification information, BRC reserves the right, in its discretion, to delay or deny FMLA
coverage.
Benefits While on FMLA Leave:
During an approved FMLA leave, you will continue to pay the premium for health insurance and receive
health insurance benefits at the same level as if you had continued to work.
If you receive pay during FMLA leave, the Company will continue to make payroll deductions to collect
your share of the premium for health care coverage. If you are on unpaid FMLA leave, you must
continue to make your portion of the premium payments either in person or by mail.
If the payment is more than 30 days late, your health care coverage may be dropped for the duration of
the leave. Any health insurance premiums paid by the Company during the leave may be recouped if
you fail to return to work at the conclusion of the leave, unless you are unable to return to work
because of the continued effects of your own serious health condition, or because of the serious health
condition of a family member, or there are other circumstances beyond your control. Employees on
FMLA leave will not continue to accrue seniority or vacation rights during the period of the leave.
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Intermittent FMLA Leave:
Employees who request FMLA leave because of the serious health condition of a parent, spouse, child,
or their own serious health condition may take leave intermittently or on a reduced schedule when
medically necessary.
When medical leaves are taken on an intermittent basis, the 12-week maximum leave time will be
calculated based on the usual and customary mark off/call off procedures that apply in the covered
employee’s department time off. For example, if you take 6 hours of unpaid leave during a tour of duty
which would otherwise last for a minimum of 8 hours, you will be charged with using 1 day of the total
12 weeks of unpaid leave to which you are entitled.
If you are taking intermittent leave on a reduced schedule, you may be transferred to an equivalent
alternative position with equal pay and benefits if that position better accommodates the disruptive
effects of the intermittent leave.
Return from FMLA Leave:
Upon timely return from FMLA leave under this policy, you will be placed in the same position you held
when the leave commenced.
If this is not possible, you will be placed in an equivalent position with equivalent pay, benefits, and
other terms and conditions of employment. Where the leave is a result of your own serious health
condition, the Company will require medical certification establishing that you are physically able to
resume work as a condition of reinstatement from any FMLA leave under this policy.
If you are unable to return to work upon exhaustion of your FMLA entitlement, the Company cannot
guarantee your reinstatement. In the case of “key employees” (which are defined as salaried personnel
who are among the highest paid 10% of the company’s employees), the Company may deny
reinstatement from a leave under this policy to prevent substantial and grievous economic injury to its
operations.
The Company will inform you prior to your leave if you are considered a key employee.
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Dishonesty or Fraud in Connection with Using FMLA Leave:
The FMLA is a valuable resource for employees and their family members who qualify for coverage and
who need time away from work in order to address personal or family health issues. At the same time,
BRC must maintain its staffing levels in a predictable fashion, and avoid excessive overtime assignments.
To this end, any employee who is found to be abusing FMLA coverage, marking off under false
pretenses, or otherwise using FMLA coverage inappropriately, will be subject to formal discipline, up to
and including dismissal from service.
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POLICY No: 12
POLICY: Driver’s License Policy Effective: July 1, 2004
Reviewed: December 31, 2013
Revised: January 1, 2014; August 1, 2009
Illinois Law requires that a person who drives any motor vehicle must have a valid driver’s license. (625
ILCS 5/6-101.)
A non-Illinois resident must have in their immediate possession a valid license issued to them from their
home state. (625 ILCS 5/6-102.)
The Belt Railway Company of Chicago (BRC) requires that any employee who drives a company vehicle
must have in his/her possession at all times a current and valid driver’s license. Compliance with this
policy is required of all employees. Violation of this policy may subject the employee to disciplinary
action and possible criminal charges.
BRC departmental supervision will ensure compliance with this policy. BRC Police will run computer
checks on the driver’s licenses of employees who drive Company vehicles to ensure that they are not
suspended or revoked.
If there are any questions or concerns regarding this policy, please contact:
Michael Romano
Director of Police & Risk Management
(708) 496-4076

Transportation Notices in Effect:
Year of Issuance
2016
2017
2018

Numbers
001
001, 006, 029, 030
001, 002, 003, 004, 005
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