COUNTY OF KENDALL, ILLINOIS

ADMIN HR COMMITTEE
o ol County Office Building
g County Board Rooms 210
é,g(\'j?'-’-ﬂ Wednesday, February 21, 2018 at 5:30p.m.
MEETING AGENDA

1. Call to Order

2. Roll Call: Lynn Cullick (Chair), Judy Gilmour (Vice Chair), Elizabeth Flowers, Matthew
Prochaska, John Purcell

3. Approval of Agenda

4. Approval of Minutes from January 17, 2018

5. Wine Sergi Update

6. CBIZ Update

7. Department Head and Elected Official Reports
8. Public Comment

9. Committee Business

Review March Committee Meeting dates

Discussion and Approval of Winning GIS Aerial Mission Proposal
Authorize Legal Review of Aerial Mission Contract

Review of Employee Handbook Revisions

YV ¥V V¥V V VY

Health Insurance Broker RFQ

» Job Description Review

10. Executive Session

11. Items for Committee of the Whole
12. Action Items for County Board
13. Adjournment

If special accommodations or arrangements are needed to attend this County meeting, please contact
the Administration Office at 630-553-4171, a minimum of 24-hours prior to the meeting time



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE
Meeting Minutes
Wednesday, January 17, 2018

CALL TO ORDER - Committee Vice Chair Judy Gilmour called the meeting to order at 5:33p.m.

ROLL CALL
Attendee Name Status Arrived Left Meeting
Judy Gilmour Here
Matthew Prochaska Here
Lynn Cullick 5:45p.m.
Elizabeth Flowers ABSENT
John Purcell Present

VWith three members present a quorum was established to conduct committee business.
Staff Present: Scott Koeppel
APPROVAL OF AGENDA

Motion: Member Prochaska
Second: Member Purcell
RESULT: The agends was approved by a 3-0 voice vote

APPROVAL OF MINUTES - January 4, 2018

Motion: Member Purcell
Second: Member Gilmour
RESULT: The minutes were approved by a 3-0 voice vote

WINE SERGI UPDATE/YEAR-END SUMMARY - Rich Ryan reviewed the highlights of the
Property, Liability, Workers Compensation, and Excess Liability 2017 Program Activity Recap. Mr.
Ryan also reported that he has met with Sheriff Baird regarding insuring specialized vehicles that will be
shared with other Kendall County law enforcement agencies. Mr. Ryan stated that HIDTA will purchase
the vehicles, and that the County would only be liable for insurance when the vehicles were parked and
not being utilized, as well as when Kendall County Sheriff’s personnel utilized the vehicles. Discussion
on liability, ownership, funding and maintenance responsibilities. Mr. Ryan stated that the KC State’s
Attorney’s Office and the ICRMT attorneys have reviewed the agreement between the Kendall County
Sheriff and HIDTA.

CBIZ UPDATE - Jim Pajauskas provided a comparison of enrollment from December 2017 versus
January 2018. Discussion on the HMO, PPO and HSA plans, and the enrollment changes for each one.
Mr. Pajauskas stated that there is actually a $245,165.04 or 5.15 percent increase for this year, Mr.
Pajauskas will have the year-end summary at the March 2018 meeting,
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DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS - None

COMMITTEE BUSINESS

» Health Insurance Broker RFQ — There was consensus that the Committee members would
review the draft RFQ from Tinley Park, and then create an RFQ specific to Kendall County
and it’s needs/desires in a Health Insurance Broker at the February 5, 2018 meeting.

» Job Description Review — Mr. Koeppel briefly reviewed a memorandum that identified all of
the Administrative Services department employee job descriptions, when they were reviewed
by the State’s Attorney’s Office, and those that have not yet been reviewed by the committee
or the State’s Attorney’s Office. Mr. Koeppel will bring job descriptions to the committee for
review and approval once the State’s Attorney’s Office has completed their review of changed
or updated job descriptions.

Mr. Koeppel presented the updated Technology Network Administrator Job Description for
review and approval by the committee. Member Prochaska made a motion to forward the job
description to the County Board for approval, second by Member Gilmour. With four

members voting aye, the motion carried.

» Review of Employee Handbook Revisions — Discussion on the need to update the employee
handbook with the new IMRF qualification hours. Mr. Koeppel will have the handbook
updated on the County Employee website immediately. Mr. Koeppel will continue to bring
handbook revisions to the committee as they are completed and reviewed by the State’s
Attorney’s Office.

ACTION ITEMS FOR FEBRUARY 6, 2018 COUNTY BOARD AGENDA

- Approval of a 2-year AT & T Fiber Internet Agreement
- Approval of the Network Administrator Job Description

ITEMS FOR THE FEBRUARY 15, 2018 COMMITTEE OF THE WHOLE — None
PUBLIC COMMENT - None
EXECUTIVE SESSION — None

MEETING ADJOURNMENT

Motion: Member Purcell

Second: Member Gilmour

RESULT: Approved with a Unanimous Voice Vote
The meeting was adjourned at 7:12p.m.

Respectfully Submitted,

Valarie McClain
Administrative Assistant and Recording Secretary

. _ ___ ____ __________ .. ___.. |
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MONTHLY MEDICAL INSURANCE REPORT

January 31, 2018
TYotal Enrolled
Non- Annual Plan
Unilon Union Jap-17 Feb-17 Jan-18 Feb-18 Cost
[HMO Employee | 27 10 50 50 a7 37 | $8,850.48
HMO Family 11 11 31 31 [ 22 22 $21,041.64
PPO Employee | 0 6 5 5 6 | 6 $14,209.44]
PPO Family 0 0 3 3 0 0 $35,747.76|
H.S.A -Emp 70 | 41 99 [ 111 111 $10,754.04]*
H.S.A.-Fam 56 58 102 102 114 114 $24,978.60|*
Total Enrolled | 164 | 126 | 290 290 290 200
Total Eligible 206 | 137
Dental EE m__l
Dental Family 182
Total Enrolled 345
NOTES:

1) Premiums and headcount paid as of monthly report date

* 2) Includes Employer HSA contribution



MONTHLY BENEFITS SUMMARY REPORT
January 31, 2018

|RotiressiCOBRA (12/1/17 - 11/30/18) (42 Rotireos / 2 COBRA) Full Time New HiresiTerminations (12/1/17 -11/30/18) BENEFITWALLET HSA FUNDING
[Vision Family 8 $300.24 Now Hires | Resignationa/Tarms Dete Deposit
Vision Single 5| $11268) YTD Curent Morth [YTD [Currant oot 12131117 485,000
[medical Family 2|  $3506.94 Administration fo131n18 10,500
Medical Single 10| 318.4 Animal Contr |02!28[18
Dental Famiy 20|  $3048.48 (Circult Clerk 0X/31/18
Dental Isingle 12| s1,677.45 |Ooronor Iou_aona
| TOTAL 67] $16.964.28 County Clerk 05/3118
Facilties L_ostaona
Forest Pres 713118
Heaith Dept. 5| 2 Io_amm
HWY 09/30/18
KenCom 2| 2 10131118
PBZ 11/30/18
|Probation 1 1]
UNEMPLOYMENT CHARGES 2018 [Public Defender Total $ 508,500
15t Quarter Sheriff
2nd Quarter State's Att 1 1
3rd Quarter schnology
4th Quarter VAC
TOTAL Totals




FY 18 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $5,502,000)"23.68 % of Budget

1213172017 1131/2018 2/26/2018 AB1/2018_ 4/%/2018 513172018  G/30/2018  7/31{2018 8312018 973072018 10/317/2018  11/30/2018

Totals

0] —T 2z,
[ $54,544
ol o _$0
495000 10500 $505,500
o] 0 $0
0 $83
12 0] $170]
54 0] $0] 0] %0 $0] o] %] s $0] $0] $1,303,106]
FY 17 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $5,106,257)°98.84% of Budgaet

1273172016 13172017

FY 16 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $5,063,813)" 93.8% of Budget

12/31/2015 1/31/2016 2/28/2018 33172016 43072016 812016 G/S0/2018  7/31/2016  B/31/2016  9I30/2016 1043172016 11/30/2016

Totals
339151 342017
23476 24220 24192 23721
726| 732 T25 723
343500 0 0 0 [
: 1 ﬁei —T55]

FY 15 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $4,747,400) 91.4% of Budget

12I31/2014 113172015 212812015 4312015 43072015 5I31/2015  6/30/2015  7/31/2015  &/31/2015 /302015  10/31/2015 11/30/2015

Totals

BiueCross Medical Premium | § 315,655 [§ 323,368 |3 331,771 | § 320,750 | § 325,501 | S 310,682 | § 322074 | § 318,795 | § 515,648 | [$ 313,232 [ $ 3523642 [ § 3,683,148 |
Met Life Dental Premium 2281| 221719 _ 22| 22897 e 2372 22318 22077 2043| 22008| 222988 268,184
Lincon Lia Promium 718 730 743 742 758 TAT 737 732 726 730 736 729 (% 8,828
Health Savings Accourt 18375 | 17,375 17000 7,000] 15,000 18,125| 17,600 17,750 | 17,000 17,425| 18,500 17.750|$ 208,500




MONTHLY ADMINISTRATION / HR SUMMARY REPORT
January 31, 2018

W.C. Claims Expense (12/1/17 - 11/30/18) )

2015-16 2018-17 2017-18

Pollcy Policy Policy | 1otal Claims
December $ 1,986 34,437 s 36,422
January 4,264 16,500 20,764
February -
March -
April -
May -
June -
July -
August -
September -
October -
November o -

otal Claims Expense 6,250 50,936 - 57,186
PEDA Relmbursements YTD B (8,702) {(8,702)
Net Claims Expense $ 6250|8S 42234 $ - $ 48,484
W/C Premium $ 131080 & 130006 § 171,411
Self Insured Amount $ 250,000 § 250000 $ 250,000
W.C. Claims pald prior year $§ 248337 § 189,907
W.C. Claims paid current year 6,250 50,938 -
less PEDA paid current year (8,702} -
Total claims pald $ 252587 § 232,231 § -
No. of claims <$250K 40 48
No. of claims >$250k 0 0
. 2015-16 2018-17
Workers' Comp. Claims Poll Pollicy 2017-18 Policy
Prior Year Prior Year
Total Total Dec Jan

Adminlstration 1
Animal Control [] 1
Clrcult Clerk 1 1
Coroner
County Clerk 1 2
Facllities
Forest Preserve 3 2
[Health Dept. 3 2
Highway 1 2
Judiclary
[PBZ
Probation 1
Publlc Defender -
Sherlff - CORR 5 18
Sherlff - Patrol 16 16
| State's Attorney 2 2
Technol
VAE ogy - -
[Totals 20 78 5 5




Property Clalms (12/1/17 - 11/30/18

MONTHLY ADMINISTRATION / HR SUMMARY REPORT
January 31, 2018

Department Description | Insurance 2:1:'17 2::;'18 'Il'olt:1l

Sheriff Ford Transt | subrogation 1,108 1,108
Sherlff 2012 Chevy Impala -

Total| $ 1,108 | § - $ 1,108




lllinols Counties Risk Management Trust

Claims Analysis
2/1/2018
Workers Compensation
FY18 - Current Year's Total Claims
Incldent Date | Department/Offlce Status Paid Missed > 3 Days Work Returned to Work
1 open
Total FY18 Claims Pald To Date  § -
Workers Compensation
Prior Years' Active Claims
Incident Date | Department/Office Status Pald Missed > 3 Days Work Returned to Work
- i
1| 6/30/2012 |Forest Preserve re-opened 148,924 Y Terminated
148,924
14 Poll
2| 5/10/2014 |Sherlff re-opened 232,645 Y Y
232,645
2015-16 Policy
3| 11/15/2016 |[Sheriff open 12,048 N Y
4| 4/12/2016 |Sheriff open 89,540 Y Y
5| 9/13/2016 |[Sheriff open 930715 Y Y
194,662
2016-17 Policy
6] 1/1/2017 |Corrections open 64,508 Y Y
7| 2/28/2017 |Corrections open 21,392 Y Y
8 1/1/2017 |Corrections open 298 Y Y
9| 11/28/2017 |Corrections open 254 Y Y
10| 9/26/2017 |Corrections open 133 N Y
11| 4/3/2017 |Health Dept. re-opened 5,799 N Y
12| 4/19/2017 [Sheriff open 70,655 Y N
13| 7/14/2017 [Sheriff open 5,809 N Y
14| 11/21/2017 |Sheriff open 330 Y N
15| 4/18/2017 |Sheriff open 6,504 N Y
16 9/8/2017  |Sherlff open . 107 N Y
175,790
Total Prior Year's Active Claims $ 752,022




lllinols Counties Risk Management Trust

Clalms Analysis
2/1/2018
Property & Casualty
FY18 - Auto PC
Incldent Date | Department/Office|  Status Pald Coverage Type
1 open
Total FY18 Auto Claims $ -
Prior Years' - Auto PC
Incident Date | Department/Office|  Status Paid Coverage Type
1 open Auto PD - Collision

Total Prior Year's Auto Claims § -
. ]

FY18 - General Llabllity

Incident Date | Department/Office|  Status Paid Coverage Type
1 open
Total FY18 General Liability Claims $ -
FY18 - General Liabliity
Incldent Date Department/Office Status Pald Coverage Type
2013-14 Policy
1| 5/15/2014 |Sheriff open $ 431075 Errors & Omisslons
2| 6/7/2014  |Sheriff open 14,191 | Law Enforecement Liabllity
445,266
2014-15 Pollcy
3| 1/6/2015 |[Circuit Clerk open 13,034 Errors & Omissions
4| 9/28/2015 |Clrcuit Clerk open 10 Errors & Omissions
5| 9/12/2015 |Highway open 20,215 Generat Liabllity
33,258
2016-17 Pollcy
6| 9/23/2014 |varlous open 6,848 General Liability
6,848

Total Prior Year's General Liability Claims § 485,372




Q&

Kendali Area Transit

MEMORANDUM
To: Scott Koeppel, Andrez Beltran
From: Milke Neuenkirchen, KAT Program Director
Cc: Ellen Rogers, VAC Executive Director

Subject: Village of Montgomery Request for KAT Service
Date: February 7, 2018

This memo Is to provide Kendall County administration an update regarding the potential
addition of a new contributing community to the KAT program.

Village of Montgomery staff contacted me in January regarding the viability of participating in
KAT. At this time the Voluntary Action Center, as pass-through operator of the KAT program, is
working on a local matching contribution agreement with the Village of Montgomery.
Tentatively, | am scheduled to speak in front of the village board on the matter in March.

The KAT staff and | are pleased that this process with VoM is moving forward. | will keep you
informed of progress as need arises.

In the mean time, if you have any questions, do not hesitate to contact me.

Kendall Area Transit Ph: 630-882-6970
109 W. Ridge St., Rm 002 Fax: 630-882-6971
Yorkville, I, 60560



Company
Kucera International
Sidwell Company
Surdex Corporation
Surdex Corporation
Ayres Assoclates

Address
38133 Westarn Parkway

2750 Foxfleld Rd
520 Spirtt of St Louls Bivd
520 Spirtt of St Louls Bhwd
5201 Terrace Dr

Gy Sate Zip Sensor Resolution Altitude Control Points Convright/Ownershin Price MNotes
Wiiloughby OH 44094 Leica ADS100 " 6,200 20 $32,500
StCharles IL 60174 DMCII 140/DMC230 14.5cm 6,079 12 $38,590
Chesterfield MO 63005 Lelca ADS100 6" 6,250 10/20 $33,925 55% side lap - Bullding lean
Chesterfield MO 63005 Leica ADS100 6 6,250 10/20 $29,500 30% side lap - Building lean
Madison W1 53718 Z/limagingDMCIl 14 cm 5,868 7 $31,725
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Acknowledgement of Recelpt
Of
Employee Handbook & Employment At-Will

| hereby acknowledge that | have recelved a copy of the Kendall County Employee
Handbook. | will read and abide by the policles and procedures set forth In the Employes
Handbook.

| UNDERSTAND THAT MY EMPLOYMENT WITH KENDALL COUNTY IS
EMPLOYMENT “AT-WILL", WHICH MEANS THAT MY EMPLOYMENT MAY BE
TERMINATED AT ANY TIME, WITH OR WITHOUT CAUSE. | FURTHER
UNDERSTAND THAT NOTHING IN THE EMPLOYEE HANDBOOK IS INTENDED TO
AND/OR DOES CREATE A CONTRACT OF EMPLOYMENT, EXPRESS OR IMPLIED.

Slgnature of Employee Date

This acknowledgment form is fo be signed and retumed lo the empioyee’s immediate
supervisor. The signed acknowledgment form will be held in the employse’s personnel
flle.



CHAPTER1
INTRODUCTORY MATERIALS

Section 1.1 Introduction

Kendall County, lllinols and [ts elected offices rely upon their dedicated employees to
provide the highest level of sarvice to the citizens of Kendall County.

This Employee Handbook contains many of the policies for your employer, Kendall
County, lllinols (hereinafter referred to as “Employer" or “County”). However, It is a
reference guide only. It Is Impossible to address every Issue that may occur at work in
this Employee Handbook. If an issue is not addressed In this Employee Handbook,
please bring this issue to the attention of your iInmediate supervisor or your department
head. We will do our best to resolve any questions or concerns.

To the extent that any policles contained within this Employee Handbook conflict with an
applicable collective bargaining agreement, the policles In the collective bargaining
agreement will control. Algo, to the extent that any policles contained within this
Employee Handbook conflict with any applicable state or federal law or regulation, the
applicable law or regulation will prevail.

Section 1.2 At-Wil| Employment

THIS EMPLOYEE HANDBOOK AND THE INDIVIDUAL POLICIES CONTAINED
HEREIN DO NOT CREATE ANY CONTRACTUAL RIGHTS. UNLESS YOUR
EMPLOYMENT IS GOVERNED BY A SEPARATE COLLECTIVE BARGAINING
AGREEMENT OR DULY EXECUTED CONTRACT STATING OTHERWISE, YOU ARE
AN AT-WILL EMPLOYEE. THAT MEANS THAT THE EMPLOYMENT RELATIONSHIP
IS FOR NO DEFINITE OR DETERMINABLE PERIOD OF TIME, AND REGARDLESS
OF SALARY, POSITION OR RATE OF PAY MAY BE TERMINATED BY EITHER YOUR
EMPLOYER OR BY YOU, THE EMPLOYEE, AT ANY TIME WITH OR WITHOUT
CAUSE OR NOTICE. NOTHING IN THIS EMPLOYEE HANDBOOK IS MEANT TO
ALTER THAT RELATIONSHIP IN ANY MANNER.

Furthermore, no manager, supervisor, or representative of the Employer has the authority
to enter Into any agreement or contract for employment for any specified duration, or to
make any agreement, promise, guarantes or commitment that contradicts the above.

Any agreement that contradicts your at-will status must be approved by a majority vote of
the Kendall County Board and will not be enforceable unless it is in writing and signed by
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you and by the Kendall County Board Chairperson. The agreement must specifically stato
that the at-will relatlonship between you and the Employer has changed and a new
standard Is to be applled.

Addltionally, this Employee Handbook cannot address every circumstance that may cccur
whlle you are performing your duties. It cannot list every act you are permitted or not
permitted to do while employed or answer every question you may have. Therefore,
consult your immediate supervieor or your department head if you have a question that
this Employee Handbook does not address. If something is not addressed In this
Employee Handbook, the Employer will act in its discretion and in accordance with the
law.

The Employer reserves the right to modify, supplement, or rescind any provision
of this Employee Handbook without notice. Please note that only a majority vote
of the Kendall County Board can approve changes to this Employee Handbook and
that those changes must be In writing and signed by the Chalrperson of the Kendall
County Board.

Section 1.3 How to Use This Handbook

You should use this Employee Handbook as a gulde regarding the Employer's policles.
If you have any questions regarding the policles, please direct your questions to your
Immediate supervisor and/or your department head.

Section 1.4 r Cl ons

All employees contribute different skills and experience to the workplace. Duties and work
schedules may vary by employee.

The Employer reserves the right to change this Employee Handbook, including the
employee classlfications listed below, in Its discretion and without notice.

Please also note that none of the classifications changes the at-will relationship the
Employer has with its employses.

The classifications are:
A FULL-TIME EMPLOYEES: A full-tme employee shall be one who is employed full time

on a minimum of thirty-four 34) hours per week basis for continuous service and who has
completed a minimum of six (6) months of continuous work or service, interrupted only by

Commeantad [I1]: Picase confirm what you want for fall-tima
status? It oan be iha same fizr heslth insurance and all other aspects
of senployment (e.§., accrual of time off, ete.) or differont,




C.

F.

absenca with official permission. For employees hired prior to December 21, 1903, thirty
(30) hours per week shall be utllized 1o determine fuil-time status.

PROBATIONARY EMPLOYEES: Employees who have been employed on a full-time or
part-time year-round basls for a period of less than six (6) months and who will become|
full-ime employees at the successful concluslon of six (6) consecutive months of
employment. Successful completion of the probationary period will not alter the
employee's at-will employment status.

PART-TIME EMPLOYEES: Any employee who Is employed on a less than thirty-four (34)
hours per week basis for continuous service and who has completed a minimum of six (8)
months of continuous work or service, Interrupted only by absence with official permission.
For employees hired prior to December 21, 1993, lass than thirty (30) hours per week shall
be ullized to determine part-time status. Pari-time emplcyees are not eligible for
employee heaith and dental coverage. Sick/personal days are earned proportionate to
the anticipated number of hours worked per month,

STUDENT LEARNERS/INTERNS: A student learner/intern is a student in high school,
college or a post-graduate school who may or may not recelve course credit for
particlpating in school-approved work study programs. A student leamer/intern may or
may not be paid for the work performed for the Employer. Student learnersfinterns are
not eligible for employee health and dental coverags. _

EXEMPT EMPLOYEES: These employees hoid positions that fall within certain exempt
categories as defined by the Fair Labor Standards Act (FLSA) and the lllinols Minimum
Wage Law. Exempt employees are pald on a salaried basls, and they are not sligible for
overtime pay.

NON-EXEMPT EMPLOYEES: These employess hold posttions that do not fall into the
exempt categories as defined by the FLSA and the llinols Minimum Wage Law. Non-
exempt employees may be pald on an hourly or salaried basis. Non-exempt employees
are pald a wage based on the amount of time spent working, and they are eliglble to
receive overtime pay In accordance with state and federal wage laws.

INDEPENDENT CONTRACTORS: Independent contractors are outside vendors who are
not employees of the Employer. Independent contractors are not eligible for any benefits

/ to employees.

Commented [12]1 Do yeu want to maintxin s probetioaary
peciod? 1fso, for how long? There 18 no legal requirement fior n
probationsry period. The enly way & probationary period will really
sorve axy function is if there is sctuslly an evahation at the end of
the probationary pariod. If you don't take any steps to check on
status of their work ut end of probatlonsry period, what iy the
purpose for this probationary period then?

[Mmmﬁlﬂﬂumﬁmﬂmmﬂmmm
employees to acorue sy beneflts (¢.g., sick time, vaoation time, ete.)

|’cmmm ["-34]1 Docs the County utilize (A) comtract
employeen or (B) volmteers? 1£ so, thosa cetegories should be
included in this list, too

Comraanted [15]: Does the comty still nse sny independent
contractors? Ifso, do thery have independent contractor agreements?
The only examplo I can think of is Mike Hoffinan in PRZ,




Section 1.5 Wage and Salary Policy

A.  Non-Exempt Emplovees

The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees
In the United States recsive at least the federal minimum wage for all hours worked and
recaive overiime pay, or altematively for public employees, compensatory time off, at the
rate of one and one-half hours for each hour worked over forty (40) In a workweek. Note
that law enforcement and fire protection amployees may be entitled to avertime on the
basis of a differont workweek. Employses who are subject fo minimum wage and
overtime |ews are called “non-exempt” If you are eligible for overime pay or
compensatory time off (including pay due under our personnel policies or pursuant to a
collective bargalning agreement), you must maintain a record of the total hours you work
each day. These hours must be accurately recorded using our time-keeping system. You
should not work any hours outside of your scheduled work day unless your supervisor
has authorized the unscheduled work in advance. Do not start early, finish late, work
during a meal break, or perform any extra work unless you are authorized to do so In
advance, and the time Is reported on your time-keeping record. You are required to verify
that the reported hours worked are complete and accurate and that you have not worked
any “off-the-clock™ or unrecorded time. Your recorded hours worked must accurately
reflect all regular and overtime hours worked, any absences, early or late amivals, early
or late departures and meal breaks. At the end of each workwoek, you should submit
your completed time record for verification and approval. When you receive each
paycheck, please verify immediately that you were pald correctly for all regular and
overtime hours worked.

B.  Exempt Employess

Section 13(a)(1) of the FLSA, however, provides an exemption from both minimum wage
and overtime pay for employees employed as bona fide exscutive, adminisirative,
professional and gutside sales employees. Section 13(a){1) and Section 13(a)17) also
exempt certain computer employees. Job titles do not determine exempt status. In order
for an employee to qualify as “exempt” from minimum wage and overtime, an employee's
specific job duties and salary must meet all the requirements of the Department of Labor's
regulations. i you are classified as an exempt, salaried employee, you will recslve a
salary, which Is intended to compensate you for all hours that you may work for the
Employer. This salary will be set at the time of hire or whenever you become classified
as an exempt employae. Your salary may be subject to review and modification from
time to time, such as during salary review time.

Being paid on a “salary basis” means an employee regularly recelves a predetermined
amount of compensation on a weekly, orless fraquent, basis. The predstermined amount
cannot be reduced because of varlations in the quality or quantity of work. Subject to
exceptions listed below, an exempt employee must recelve the full salary for any
workweek in which the employee performs any work, regardiess of the number of days
or hours worked. Exempt employees do not need to be pald for any workweek In which



they perform no work. If the employer makes deductions from an employee's
predetermined salary, i.e., because of the opereting requirements of the business, that
employes is not pald on a “salary basis.” If the employee is ready, willing and able to
work, deductions may not be made for fime when work Is not available.

Deductions from an exempt employee's pay are permmissible under the following
kircumstan
« When an exempt employee is absent from work for one or more full days for
personal reasons other than sickness or disabillity;
e Forabsences of one or more full days due to sickness or disability ifthe deductions
Is made in accordance with a bona fide plan, policy or practice of providing
compensation for salary lost due to lliness;
¢ To offset amounts employees recelve as jury or witness fees or for military pay;
= Or for unpaid disciplinary suspensicns of cne or more full days Imposed in good
faith for workplace conduct rule infractions;
= In the Initlal or terminal week of employment in the event you work less than a full
week;
» For penalties Impesed in good falth for infractions of safety rules of major
significance;
o Forweeks In which an exempt employes takes unpaid leave under the Family and
Medical Leave Act.

An exempt employee's salary may aiso be reduced for certain types of deductions such
as his or her portion of health, dental or fife insurance premiums, state, federal or local
taxes, soclal security, IMRF, or contributions to a 401(k) plan.

Please note that you will be required to use accrued vacation, personal or other forms of

ald time off for full or partial day absences for personal reasons, sickness or disabillty.
ﬁlowavel‘ an exempt employee's salary will not be reduced for partial day absences If he
or she does not have accrued pald time off.

It Is our policy to comply with the salary basls requirements of the FLSA. Therefore, we
prohiblt any member of management, elected or appolnted official from making any
improper deductions from the salaries of exempt employees. We want employees to be
aware of this policy and that the Employer does not allow improper salary deductions that
violate the FLSA.

C.  Accurate Time-Keeping

It is a vioiation of this policy for any employee to falsify a tme-keeping record or to aiter
another employee’s time-keeaping record. It Is a violation of the Employer's policy for
another smployse, manager, elected or appointed officlal to instruct another employee to
Incorrectly or falsely report hours worked or alter another employee’s time-keeping record
to over- or under-report hours worked. If any employee, manager, elected or appointed
official Instructs you to violate this policy, do not do so. You are to report it Immediately

[onnmnu [¥53r These are the deductions that ars permitted by
Ixw. Does the County want all of thess to apply fbr their exempt
employees?

Commanted [I7]: Plosta confirm {f you want to require stui¥to
use their acerned time off for full or partial day sbseases. Ieo, it
nseda to be & consistent application of this policy. In other words,
you can't let some elect unpaid va. othera being requinesd to use tt.




to your supervisor, your department head/elected official, the Kendall County Treasurer,

jorito the Kendall County Board Chairperson. _ mmmmmmmmmm
oompl 5

D. Re ng E roper

We make every effort to ensure that all of our employsees are paid correctly. Occasionally,
however, an Inadvertent error can occur. Please review your paystub every pay period.
If you find an error, please call it to our attention immediately by reporting it to your
immediate supervisor, your department head/elected official or to the Kendall County
Treasurer.

If you belleve that an improper deduction has been made from your wages, you should
immediately report this to your direct supervisor, your department head/slected officlal or
to the Kendall County Treasurer.

Reports of errors or Improper deductions will be promptly investigated. If it is determined
that an error or Improper deductions has occurred, it will be promptly corrected and you
will be promptly reimbursed for any Improper deduction made.

No smployee will be retallated against for reporting violations of this policy or for
cooperating in an investigation of a reported violation.



Village of Tinley Park, Illinois

REQUEST FOR QUALIFICATIONS

Insurance Brokerage Services

2017 - RFQ - 007

This Request for Qualifications (“RFQ") is for the purpose of evaluating the qualifications of a qualified firm to
provide Insurance Brokerage services. The Village may, but is not required to, enter into a professional working
relationship with a qualified firm as a result of this RFQ.

GENERAL REQUIREMENTS:

SUBMISSION LOCATION:

SUBMISSION DATE:

CONTACT QUESTIONS:

CONTENTS:

The Village of Tinley Park
Insurance Broker Services

Proposers are to submit ten (10) packets. Submit one (1) original plus
nine complete copies of the proposals. Three to five firms may be
notified that they have been selected for further evaluation.

The Village Of Tinley Park
16250 South Oak Park Avenue
Tinley Park, IL 60477

Tuesday June 6th, 2017 by 5:00 p.m.
Responses received after the time specified will not be opened.

Submit questions via email to: The Village of Tinley Park, attention
Hannah Lipman, Administrative Intern, at hlipman@tinlevpark org or
via phone (708)444-5000. Questions are required no less than three (3
business days prior to the RFQ opening date. Absolutely no informal
communication shall occur regarding this RFQ, including requests
for fnformation or speculation between Proposers or any of thefr
individual members and any Village elected official or employee.
Aﬂquesﬁonswﬂlbemeredwlﬂlnwpyoftheqnuﬂonmd
answer to each proposer that the Village is aware of and may be
amswered by addendum.

The following sections, including this cover sheet, shall be considered
integral parts of this solicitation:
e Notice of RFQ
General Terms and Conditions
Project Overview
Submission Requirements
References



GENERAL TERMS AND CONDITIONS

L

10.

11,

12,

Negotiations:

The Village of Tinley Park reserves the right to negotiate specifications, terms and conditions, which may
be necessary or appropriate to the accomplishment of the purpose of this RFQ. .Nothing in this RFQ is
intendedasacomctorasanyldndofpmmiseorcomminnenttoenwintoanagreemcnt.

Confidentiality: '
RFQs and responses thercto are subject to the Illinois Freedom of Information Act (“FOIA™).

Reserved Rights:
Tthillageof’I‘inleyParkreservestheright,atanytimnandforanyreason,tocancelﬂ:isRFQorany
portion thereof, to reject any or all RFQs. The Village reserves the right to waive any immaterial defect in
any RFQ. 'I'thiIlagemayseekclariﬂcationﬁ'omaproposeratmyﬁme,aﬁerthesa.lbmissiondate,and
failure to respond promptly is canse for rejection.

Incurred Costs:
The Village of Tinley Park will not be liable for any costs incurred by respondents in replying to this RFQ.

Award: _
Award, if any, will be based on the highest ranked responsive, responsible bidder. Award, if any, will be
based on the evaluation criteria set forth herein.

Discussion of RFQ:

The Village of Tinley Park may conduct discussions with any proposer who submits a tresponse to this
RFQ. During the course of such discussions, the Village shali not disclose any information derived from
one proposerto any other proposer.

Time and Effort:
Time is of the essence. The broker shall be able to devote sufficient resources to the Village of Tinley Park.

Responsibility and Default:

The proposer shall be required to assume responsibility for all items listed in this RFQ. The successful
pmposershnllbeconsideredtheaolepointofoonuctforpurposesofanyservioeagrwmententeredintoby
the Village.

Interpretations or Correction of Request for Qualifications:

Proposer shall promptly notify the Village of Tinley Park of any ambiguity, inconsistency or error that they
may discover upon examination of the RFQ. Interpretation, correction and changes to the RFQ will be
madebywﬁwmaddmdumhterprdaﬁommnwﬁomorchmgumademmyothermmwﬂlnmbe

Addenda:

Addenda are written instruments issued by the Village prior to the date of receipt of qualifications, which
modify or interpret the RFQ by addition, deletions, clarifications, or corrections. Each proposer shall
asoertainpriortosubmiﬂingaqua]iﬁcaﬁonspwkﬂthﬂalladdmdaissuedhavebeenmeivﬂmdby
submissionofaqua.liﬁcationpacket,suchactsha]lbetakentomeanthatsuchproponerhasreceivedand
understands fully the contents of the addenda,

Taxes:
The Village of Tinley Park is exempt from paying Illinois State taxes.

Non-Discrimination:

Proposer shall comply with the Ilinois Human Rights Act, 778ILCS 5/1-101 et seq. as amended and any
nﬂesandregﬂationspmmulgatedinacoordancetherewith,including,butnotlimitedm,ﬂ:eEqual
Employment Opportunity Clause, Illinois Administrative Code, Title 44, Part 780 (Appendix A), which is

2
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Insurance Broker Services



13.

14,

15.

16.

incorporated herein by reference.

Insurance: Please submit certificate with your proposal

The proposer must obtain insurance issued by a company or companies qualified to do business in the State
of Illinois and provide the Village with evidence of credible insurance, Insurance in the following types
and amounts is necessary:

*  Professional Liability to include, but not be limited to, coverage for Errors and Omissions to
respond to claims for loss therefrom:
o General Aggregate Limit $1,000,000
o Each Occurrence Limit $ 500,000

Proposer agrees that with respect to the above required insurance, the Village of Tinley Park shall:

o Benamed as additional insured by endorsement as their interest may appear;

© Beprovided notice within thirty (30) days, in writing, of cancellation or material change
to said policy;

o Beprovided with Certificates of Insurance evidencing the above-required insurance, prior
to commencement of any working relationship and thereafter with certificates evidencing
rencwals or replacement of said policies of insurance at least fifteen (15) days prior to the
expiration of cancellation of any such policies.

Change in Status:

The proposer shall notify the Village of Tinley Park immediately of any changes in its status resulting from
any of the following: (a) proposer is acquired by another party; (b) proposer becomes insolvent; (c)
proposer, voluntarily or by operation of law, becomes subject to the provisions of any chapter of the
Bankruptcy Act; (d) vendor ceases to conduct its operations in normal course of business. The Village of
Tinley Park shall have the option to terminate any professional working relationship with the vendor
immediately on written notice based on any such change in status.

Precedence:
Where there appears to be variances or conflicts, the following order of precedence shall prevail: The
Village of Tinley Park Request for Qualifications; and the Proposers Response to RFQ.

Submittal and Evaluation Factors:

The most promising responses as determined by the Village of Tinley Park will be evaluated in detail.
Additional information may be sought from Firm(s). Firms may be asked to present and explain their
proposals. The key person to be assigned to this project must be present at this interview. The Village
reserves the right to waive non-material deficiencies in any proposal.

Proposals will be evaluated by the Village. The Village reserves the right to reject any or all proposals and
is not and shall not be bound to select one or more Proposer to provide services to the Village.

The Village also reserves the right to exercise its discretion and be the sole judge of all proposals.

The following will serve as the basic criteria for the possible selection of the consultant.
1. Understanding of the work required as evidenced by the proposal and the ability of the Broker to
commence work in a timely manner. Completeness of proposal will be critical.
The qualifications of the company;
The scope of the services offered;
Ability to work with and relationship with and access to major health insurance carriers;
Cempleteness and responsiveness to the requirements of the RFQ;
. Experience, qualifications and competency in providing insurance agency /Brokerage and consulting
services to municipalities in the State of Illinois;
Experience of the individual and/or team that will be assigned to the Village;
Experience in evaluating operations and making recommendations that are feasible;
Understanding of the project’s objectives and scope as evidenced by the quality of the proposal
submitted;

PN AmAwN
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10. Good service and good value shall weigh heavily in the selection process.
11. Firm compensation assessment,

PROJECT OVERVIEW

1.

Intent:
The Village of Tinley Park may enter into a service agreement with a qualified firm to provide Health
Insurance Brokerage services for the Village of Tinley Park.

Background:

The Village of Tinley Park (population of approximately 60,000) employs over 400 employees
(approximately 200 full time and 200 part time). Full time employees are eligible for Village insurance
programs, which include health, dental and life insurance programs. The Village has also implemented &
wellness program it wishes to enhance.

Project Scope of Services:

The purpose of this Request for Qualifications (“RFQ”) is to select a Firm qualified to represent the
insurance interests of the Village. As this is an Agent/Broker RFQ, insurance/risk management
consultants and carriers will not be considered. The selected Firm is expected to provide qualified and
expert professional services, including but not limited to:

a. Periodic review (no less than anmmual) of the Village's health insurance programs, specific
coverage(sLlossdah,andﬂskmamgemmtmeasmes;andmaldngmommendnﬁons to the
Village with respect to the need for ancillary insurance services, additional coverage and
modifications, updating or upgrading of existing coverage (s).

b. Annual recommendations concerning changes in terms, conditions and limits of coverage; based
on best industry practices.

¢. Upon approval by the Village, annual marketing of Village's health insurance program, including,
a negotiation of carrier contract extension or change (s). This service will include comprehensive
assistance and guidance in completing the insurance application process in a timely fashion,

d. Solicitation of proposals from qualified insurance carriers on an annual or as needed basis who are
experienced and familiar with Illinois municipalities.

e. Development of bid specifications to be submitted to the municipal marketplace for which
proposals are sought.

£ Evaluation of proposals submitted by insurance carriers relative to compliance with insurance
specifications, cost and ability of each carrier to perform as required including relative solvency.

g Detailed report of solicited policy renewal options available to the Village.

h. ExaminationandapprovalofissuedpoliciesandbondsforoonformancewiththeVil]age's
specifications and the carrier’s proposal.

i. Provision of an anmual stewardship report, including insurance schedule, policy summaries,
review of past year's activities and outlook for coming year's market conditions.

j- Assistance to the Village in drafting insurance specifications for contracts and agreements as
requested.

k. Advice to the Village on new developments in the field of insurance.

The selected broker/consultant will be expected to work in partnership with the Village staff to
perform the following services:

*  Provide recommendation for the proposed benefit components, specifically in the area of
design, funding, cost and administration.

*  Conduct renewal negotiations with the carrier(s) and vendors and prepare a complete and
detailed accounting of all claim costs, provider access fees, administrative expenses, risk
charges, etc.

Provide general problem solving throughout the plan year,
Any other duties critical to the proper formation of a health insurance plan and its
optimal operation and participation.

m. Advice and assistance in enhancing the Village's wellness program.

-

The Village of Tinley Park
Insurance Broker Services



4. Submission Requirements:
Section 1.0 — Executive Summary
Provide a brief summary which describes and highlights your firm's experience, qualifications, and
expertise and why your team would be the best brokerage choice for the Village of Tinley Park. Please
state your firm’s business organization type (sole proprietor, partnership, corporation, etc.),
Section 2.0 — Relevant Experience

Provide a detailed description for other clients you currently serve. Emphasis should be placed on work
completed within the last five years by the specific personnel being proposed to work on this project.

Section 3.0 — Project Design and Management Team

Provide an organization chart graphically illustrating how your firm would staff and structure your
proposed team for brokerage services.

Section 4.0 — Firm Differentiation

This section represents one of the most important sections for the selection of the short listed fitms. Please
respond to the individual questions carefully and succinctly.
Team Leadership
®  Who on your team will provide consistent day-to-day service to the Village of Tinley Park?
®  What are your expectations for performance of this individual with regard to providing the Village
of Tinley Park with high quality insurance brokerage services?
* List and rank ten (10) key attributes or abilities this firm possesses that the Village of Tinley Park
is seeking.
Budget
How does your firm maximize and maintain the lowest possible insurance quotes for your clients?
Cite examples of specific things that you have done with your other clients to meet this objective.
Section 5.0 — References

Provide three (3) companyrefermcesandthme(B)mfermcesforthepmposedpﬂmuyinmmcebmker

The Village of Tinley Park
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