
Section 13 - ILLINOIS ADDENDUM

13-1. Pregnancy Accommodations

In compliance with Illinois law, Innowave Marketing Group will not discriminate against employees because
of pregnancy; will engage in a timely, good faith, and meaningful exchange with employees affected by
pregnancy, childbirth or related conditions; and will endeavor to provide a reasonable accommodation unless
doing so will impose an undue hardship on the ordinary operation of Innowave Marketing Group business.

Such accommodations include modifications or adjustments to the work environment or circumstances under
which the employee's position is customarily performed, including but not limited to more frequent or longer
bathroom, water intake, or rest breaks; private non-bathroom space for expressing breast milk and
breastfeeding; seating accommodations or acquisition or modification of equipment; assistance with manual
labor, light duty, or a temporary transfer to a less strenuous or non-hazardous position; job restructuring or a
part-time or modified work schedule; appropriate adjustment or modifications of examinations or training
materials; assignment to a vacant position; or providing leave to recover from childbirth or pregnancy.

Employees will not be required to accept an accommodation that they did not request or to which they did
not agree, nor will they be forced to take leave if another reasonable accommodation is available.

The employee may be required to provide certification from a health care provider concerning the need for a
reasonable accommodation to the same extent such a certification is required for other conditions related to
a disability. A certification should include:

medical justification for the requested accommodation(s);
a description of the reasonable accommodation(s) medically advisable;
the date the accommodation(s) became advisable; and
the probable duration of the reasonable accommodation(s).

Innowave Marketing Group will not deny employment opportunities or take adverse employment action
against employees if such decision is based on Innowave Marketing Group's need to make a reasonable
accommodation, and Innowave Marketing Group will not retaliate against employees who request an
accommodation or otherwise exercise their rights under the Illinois Human Rights Act.

The Illinois Human Rights Act is enforced by the Illinois Department of Human Rights ("IDHR"). The charge
process for violations of the law can be initiated by contacting the IDHR at any of the offices shown below or
by completing the form at https://www2.illinois.gov/DHR/Pages/default.aspx.
Chicago Office Springfield Office

100 W. Randolph St. 535 West Jefferson
10th Floor 1st Floor

Intake Unit Intake Unit
Chicago, IL 60601 Springfield, IL 62704
(312) 814-6200 (217) 785-5100
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Employees with questions or concerns regarding this policy or who would like to request an accommodation
should contact the Employee's Manager.

13-2. Discrimination And Non-Harassment (Including Sexual Harassment)

In compliance with the Illinois Human Rights Act (Act) and any other related federal or local law/ordinance, all
employees have the right to be free from unlawful discrimination or harassment (including sexual
harassment). This means that employers may not treat people differently based on race, age, gender,
pregnancy, disability, sexual orientation or any other protected class named in the Act or any other related
federal or local law/ordinance. This applies to all employer actions, including hiring, promotion, discipline and
discharge.

It is Innowave Marketing Group's policy to prohibit intentional and unintentional discrimination or
harassment (including sexual harassment) of or against job applicants, contractors, interns, volunteers or
employees by another employee, supervisor, vendor, customer or any third party on the basis of actual or
perceived race, color, creed, religion, national origin, ancestry, citizenship status, age, sex or gender (including
pregnancy, childbirth and pregnancy-related conditions), gender identity or expression (including transgender
status), sexual orientation, marital status, military service and veteran status, physical or mental disability,
genetic information or any other characteristic protected by applicable federal, state or local laws (referred to
as "protected characteristics"). Innowave Marketing Group also prohibits retaliation. All such conduct will not
be tolerated by Innowave Marketing Group.

The purpose of this policy is not to regulate our employees' personal morality, but to ensure that no one
engages in discrimination or harassment (including sexual harassment) of another individual in the workplace,
including while on Innowave Marketing Group premises, while on Innowave Marketing Group business
(whether or not on Innowave Marketing Group premises) or while representing Innowave Marketing Group.
In addition to being a violation of this policy, discrimination, harassment or retaliation based on any
protected characteristic as defined by applicable federal, state or local laws also is unlawful. For example,
sexual harassment and retaliation against an individual because the individual reported or filed a complaint of
discrimination or harassment (including sexual harassment) or because an individual aided, assisted or
testified in an investigation or proceeding involving a complaint of discrimination or harassment (including
sexual harassment) as defined by applicable federal, state or local laws or helped others exercise their right to
complain about discrimination or harassment (including sexual harassment) as defined by applicable federal,
state or local laws are unlawful.

Reasonable Accommodation

Employees also have the right to reasonable workplace accommodations based on pregnancy, disability,
religious beliefs or any other reason required by applicable federal, state or local laws. This means employees
can ask for reasonable changes to their job if needed because they are pregnant or disabled or because of
their religious beliefs or any other reason required by applicable federal, state or local laws.

Discrimination Defined

Discrimination under this policy generally means treating an individual differently or denying or granting a
benefit to an individual because of any actual or perceived protected characteristic as defined under federal,
state or local law/ordinance.
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Harassment Defined

Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct that denigrates
or shows hostility or aversion towards an individual because of any actual or perceived protected
characteristic or has the purpose or effect of unreasonably interfering with an individual's work performance
or creating an intimidating, hostile or offensive working environment.

Harassment can be verbal (including slurs, jokes, insults, epithets, gestures or teasing), visual (including
offensive posters, symbols, cartoons, drawings, computer displays, text messages, social media posts or e-
mails) or physical conduct (including physically threatening another, blocking someone's way, etc.). Such
conduct violates this policy, even if it does not rise to the level of a violation of applicable federal, state or
local laws. Because it is difficult to define unlawful harassment, employees are expected to behave at all
times in a manner consistent with the intended purpose of this policy.

Sexual Harassment Defined

Sexual harassment can include all of the above actions, as well as other unwelcome conduct, such as
unwelcome or unsolicited sexual advances, requests for sexual favors, conversations regarding sexual
activities and other verbal, visual or physical conduct of a sexual nature when:

submission to that conduct or those advances or requests is made either explicitly or implicitly a term
or condition of an individual's employment; or
submission to or rejection of the conduct or advances or requests by an individual is used as the basis
for employment decisions affecting the individual; or
the conduct or advances or requests have the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive working environment.

Examples of conduct that violate this policy include:

unwelcome flirtations, leering, whistling, touching, pinching, assault or blocking normal movement;1.
requests for sexual favors or demands for sexual favors in exchange for favorable treatment;2.
obscene or vulgar gestures, posters or comments;3.
sexual jokes or comments about a person's body, sexual prowess or sexual deficiencies;4.
propositions or suggestive or insulting comments of a sexual nature;5.
derogatory cartoons, posters and drawings;6.
sexually-explicit e-mails, text messages or voicemails;7.
uninvited touching of a sexual nature;8.
unwelcome sexually-related comments;9.
conversation about one's own or someone else's sex life;10.
conduct or comments consistently targeted at only one gender, even if the content is not sexual; and11.
teasing or other conduct directed toward a person because of the person's gender.12.

Innowave Marketing Group Reporting Procedures

If the employee has been subjected to or witnessed conduct which violates this policy, the employee should
immediately report the matter to Employee's Manager. If the employee is unable for any reason to contact
this person, or if the employee has not received an initial response within five (5) business days after
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reporting any incident of what the employee perceives to be harassment, the employee should contact
Human Resources hr@innowavemarketing.com. If the person toward whom the complaint is directed is one
of the individuals indicated above, the employee should contact any higher-level manager in the reporting
hierarchy.

Investigation Procedures

Every report of perceived harassment will be fully investigated, and corrective action will be taken where
appropriate. All complaints will be kept confidential to the extent possible, but confidentiality cannot be
guaranteed. Employees must cooperate with all investigations conducted pursuant to this policy.

Retaliation Prohibited

In addition, Innowave Marketing Group will not allow any form of retaliation against individuals who report
unwelcome conduct to management or who cooperate in the investigations of such reports in accordance
with this policy. If the employee has been subjected to any such retaliation, the employee should report it in
the same manner in which the employee would report a claim of perceived harassment under this policy.

Violation of this policy including any improper retaliatory conduct will result in disciplinary action, up to and
including termination.

Additional Reporting Procedures

Aside from the internal complaint process at Innowave Marketing Group described above, employees may
choose to file a charge/complaint of discrimination or harassment (including sexual harassment) with the
Illinois Department of Human Rights (IDHR).

The charge process for violations of the law can be initiated by completing the form at www.illinois.gov/dhr
or by contacting the IDHR at IDHR.Intake@illinois.gov, or either of these offices:
Chicago Office
555 W. Monroe St., 7th Floor
Chicago, IL 60661
(312) 814-6200
(866) 740-3953 (TTY)
(312) 814-6251 (Fax)

Springfield Office
535 W. Jefferson Street, 1st Floor
Springfield, IL 62702
(217) 785-5100
(866) 740-3953 (TTY)
(217) 785-5106 (Fax)

Employees also can contact the Illinois Sexual Harassment and Discrimination Helpline at 1-877-236-7703.

13-3. Sick Days

Full-time employees are eligible to receive up to six (6) paid sick days each year.

Sick days must be used in at least half-day increments.

While sick days are intended to cover the employee’s own illnesses, half of the employee’s sick days may be
used to care for a family member (including the employee’s child, stepchild, spouse, domestic partner, sibling,
parent, mother-in-law, father-in-law, grandchild, grandparent or stepparent) with an illness, injury or medical
appointment or for personal care of a family member including:

to ensure the family member’s basic medical, hygiene, nutritional or safety needs are met;
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to provide transportation to medical appointments if the family member is unable to meet those
needs for themselves; or
to be physically present to provide emotional support for a family member with a serious health
condition who is receiving inpatient or home care.

If the employees will be out of work for any reason set forth above, they must call in and notify their
supervisor as early as possible, but at least by the start of the workday. If the employees call in sick for three
(3) or more consecutive days, they may be required to provide their supervisor with a doctor's note on the
day they return to work.

Sick days will be paid at the employee’s base rate of pay at the time of absence. Use of sick time is not
considered hours worked for purposes of calculating overtime.

Sick days must be taken during the year they are received. Accrued, unused sick time cannot be carried over
from one year into the next and is not paid out at separation.

Advanced but unaccrued sick days will be deducted from the employee’s final paycheck to the extent
permitted by and in accordance with state law.

13-4. Lactation Breaks

Innowave Marketing Group provides employees who are nursing with reasonable break time to express
breast milk after the birth of a child.

The break time provided must run concurrently with any other break time provided to employees but to the
extent the lactation break does not occur during an otherwise unpaid break such time is paid.

Innowave Marketing Group will make reasonable efforts to provide a private location in close proximity to
the employee's work area. Innowave Marketing Group will not retaliate against employees for exercising
their rights under this policy.

Employees should advise management if they need break time and an area for this purpose. Please consult
Human Resources hr@innowavemarketing.com with questions regarding this policy.

13-5. Jury Duty Leave

Innowave Marketing Group realizes that it is the obligation of all U.S. citizens to serve on a jury when
summoned to do so. All employees will be allowed time off to perform such civic service as required by law.
Employees are expected, however, to provide proper notice of any request to perform jury duty as noted
below and provide verification of their service, including fees received for jury duty service.

Employees also are expected to keep management informed of the expected length of jury duty service and
to report to work for the major portion of the day if excused by the court. If the required absence presents a
serious conflict for management, employees may be asked to try to postpone jury duty.

Innowave Marketing Group is not obligated to compensate employees for time taken off for jury duty.
However, exempt employees will be paid their full salary less jury duty fees for any week in which they
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performed work for Innowave Marketing Group and missed work due to jury service.

Employees summoned for jury duty must deliver a copy of the summons to Innowave Marketing Group
within 10 days of the date of issuance of the summons to the employee.

13-6. Witness Leave

Employees called to serve as a witness in a judicial proceeding must notify their supervisor as soon as
possible.

Employees will not be compensated for time away from work to participate in a court case, but may use
available vacation and personal time to cover the period of absence.

Employees attending judicial proceedings in response to a subpoena will not be disciplined for their absence.

13-7. Family Bereavement Leave

An employee who is eligible for leave under the federal Family and Medical Leave Act (FMLA) may take up to
two (2) weeks (10 workdays) of unpaid bereavement leave for any or all of the following purposes:

to attend the funeral or alternative to a funeral of the employee's family member;1.
to make arrangements necessitated by the death of the employee's family member;2.
to grieve the death of the employee's family member; or3.
to be absent from work due to:4.

a miscarriage,1.
an unsuccessful round of intrauterine insemination or of an assisted reproductive technology2.
procedure,
a failed adoption match or an adoption that is not finalized because it is contested by another3.
party,
a failed surrogacy agreement,4.
a diagnosis that negatively impacts pregnancy or fertility, or5.
a stillbirth.6.

For purposes of this policy, "family member" means an employee's child, stepchild, spouse, domestic partner,
sibling, parent, mother-in-law, father-in-law, grandchild, grandparent, or stepparent. "Child" includes an
employee's biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person standing in loco
parentis.

Leave under this policy is available only to employees who have not exhausted their FMLA leave entitlement
at the time bereavement leave is requested. In the event of the death of more than one (1) covered family
member in a 12-month period, an employee may take up to a total of six (6) weeks of bereavement leave
during the 12-month period.

Bereavement leave must be completed within 60 days of the date on which the employee received notice of
the death of the employee's family member or the occurrence of an event listed in reason number four (4)
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above.

An employee requesting leave under this policy generally must provide Innowave Marketing Group with at
least 48 hours' advance notice of the intention to take bereavement leave, unless providing such notice is not
reasonable and practicable under the circumstances.

Employees may substitute available paid time off while taking unpaid leave under this policy, but this
substitution does not extend the length of the leave.

Innowave Marketing Group may require reasonable documentation in connection with leave taken under this
policy. Documentation may include a death certificate, a published obituary, or written verification of death,
burial, or memorial services from a mortuary, funeral home, burial society, crematorium, religious institution,
or government agency. For leave resulting from an event listed under reason four (4) above, reasonable
documentation shall include a form, to be provided by the Illinois Department of Labor, to be filled out by a
health care practitioner who has treated the employee or the employee's spouse or domestic partner, or
surrogate, for an event listed under reason four (4), or documentation from the adoption or surrogacy
organization that the employee worked with related to an event listed under reason four (4), certifying that
the employee or employee's spouse or domestic partner has experienced an event listed under reason four
(4). Innowave Marketing Group will not require that the employee identify which category of event the leave
pertains to as a condition of exercising rights under this policy.

Employees will not be subject to adverse action for exercising rights or attempting to exercise rights under
this policy, opposing practices that they believe to be in violation of this policy or supporting the exercise of
rights of another under this policy.

13-8. Voting Leave

Employees who are eligible to vote in an election may request up to two (2) hours with pay to vote while polls
are open.

Employees must notify Innowave Marketing Group of their intention to vote at least one (1) week prior to
Election Day.

13-9. Voluntary Emergency Workers Leave

Innowave Marketing Group will not discharge employees who serve as volunteer emergency workers and are
absent from or late to work due to their participation in an emergency situation. Volunteer emergency
workers include volunteer firefighters, emergency medical technicians, ambulance drivers or attendants, first
responders, members of county municipal emergency services and disaster agencies, and auxiliary policemen
or deputies. Employees must make a reasonable effort to notify Innowave Marketing Group that they may be
absent from or late to work.
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13-10. Leave For Domestic, Sexual And Gender Violence Or Other Crimes Of Violence

In accordance with the Illinois Victims' Economic Security and Safety Act, employees who are the victims of
domestic violence, sexual violence or gender violence or who have family or household members who are the
victims of domestic violence, sexual violence or gender violence, may be eligible for up to 12 weeks of unpaid
leave within any 12-month period, and upon return will be restored to the same or an equivalent position.

Employees may elect to substitute any or all annual or vacation leave, personal leave and sick leave during
the otherwise unpaid leave. This substitution of paid leave does not extend the total allowed leave period but
runs concurrently with it. Leave under this policy also runs concurrently with Family and Medical Leave when
the reason for the leave qualifies for Family and Medical Leave, such as for a serious health condition. In
these situations, the leave does not extend any unpaid time available to the employee under Family and
Medical Leave.

Reasons for Leave

Eligible employees may take leave under this policy so that they or a member of their family or household
may take part in one or more of the following actions:

seek medical attention for or recover from physical or psychological injuries caused by domestic
violence, sexual violence or gender violence;
obtain services from a victim's services organization;
obtain psychological or other counseling;
participate in safety planning, including temporary or permanent relocation, or other actions to
increase their physical safety or economic security; or
seek legal assistance or remedies to ensure their health and safety.

Notice of Need for Leave

Eligible employees must provide Innowave Marketing Group with at least 48 hours advance notice of the
need for leave, unless such notice is not practicable.

Certification of the Need for Leave

To request leave, the employee must supply Innowave Marketing Group with a sworn statement from the
employee that the employee or a family or household member is a victim of domestic violence, sexual
violence or gender violence and that leave is necessary for one of the reasons described above.

The employee seeking leave also must provide supporting documentation from one of the following sources:

a victim's services organization;
a member of the clergy;
an attorney;
a medical professional from which the employee or family or household member has sought
assistance;
a police report or court record; or
any other corroborating evidence.
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Employee Benefits

During an approved leave, Innowave Marketing Group will maintain the employee's health benefits as if the
employee continued to be actively employed.

If paid time off is substituted for unpaid leave, Innowave Marketing Group will deduct the employee's portion
of the any applicable health plan premium as a regular payroll deduction.

If the employee's leave is unpaid, the employee must make arrangements with Human Resources
hr@innowavemarketing.com prior to taking leave to pay their portion of any applicable health insurance
premiums each month.

If the employee elects not to return to work at the end of the leave period, the employee will be required to
reimburse Innowave Marketing Group for the cost of the health benefit premiums paid by Innowave
Marketing Group for maintaining coverage during the unpaid leave period, unless the employee cannot
return to work because of continuation, recurrence or onset of domestic violence, sexual violence or gender
violence or other circumstances beyond the employee's control.

Intermittent and Reduced Schedule Leave

Unpaid leave may be taken intermittently (in separate blocks of time) or on a reduced leave schedule
(reducing the usual number of hours you work per work week or work day).

Periodic Reports

During a leave, the employee must provide periodic reports (at least every 30 days) regarding the employee's
status and any change in the employee's plans on returning to work.

For questions about the contents of this handbook, contact HR hr@innowavemarketing.com. --- Version January 18,
2023

111


	Section 13 - ILLINOIS ADDENDUM
	13-1. Pregnancy Accommodations
	13-2. Discrimination And Non-Harassment (Including Sexual Harassment)
	13-3. Sick Days
	13-4. Lactation Breaks
	13-5. Jury Duty Leave
	13-6. Witness Leave
	13-7. Family Bereavement Leave
	13-8. Voting Leave
	13-9. Voluntary Emergency Workers Leave
	13-10. Leave For Domestic, Sexual And Gender Violence Or Other Crimes Of Violence


