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COUNTY OF KENDALL, ILLINOIS

ADMIN HR COMMITTEE
County Office Building
County Board Rooms 209-210

THE COUNTY OF KENDALL

FEBRUARL 1 50

Tuesday, January 10, 2017 ~ 5:00p.m.

MEETING AGENDA

Call to Order

Roll Call: Lynn Cullick (Chair), Judy Gilmour (Vice Chair), Bob Davidson, Matthew
Prochaska, John Purcell

Approval of Agenda

Approval of Minutes from December 27, 2016 Meeting
CBIZ Update

Department Head and Elected Official Reports

Public Comment

Committee Business

> Per Diem/Salary Discussion
> Department Heads Review

> County Administrator Review
> Employee Handbook Updates

Action Items for County Board
Public Comment
Executive Session

Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE
Meeting Minutes
Tuesday, December 27, 2016

CALL TO ORDER
The meeting was called to order by Admin HR Committee Chair Lynn Cullick at 5:33p.m.

ROLL CALL
Committee Members Present: Lynn Cullick — here, Bob Davidson — yes, Judy Gilmour — here, John
Purcell - present, Matthew Prochaska - here

Others present: Glen Campos, Scott Koeppel

APPROVAL OF AGENDA: Member Purcell made a motion to approve the agenda, second by

Member Gilmour. With five members present in agreement, the motion carried.

APPROVAL OF MINUTES: Member Purcell made a motion to approve the December 13, 2016

meeting minutes, second by Member Gilmour. With five members present in agreement, the
motion carried.

CBIZ Update — Glenn Campos that ID cards from United Healthcare were mailed out last week. Mr.
Campos said that there have been employee questions, and that employees that didn’t yet receive a
card can obtain a temporary card from him.

PUBLIC COMMENT — None
DEPARTMENT HEADS AND ELECTED OFFICIALS REPORTS
Scott Koeppel, Technology Director updated the committee on their current projects:

a. Copier Transition — They continue to get departments set-up. He said they are
involving the departments more by streamlining the process and having departments
contact Konica directly with any issues or supply requests. He reported they are
also reviewing the numbers of color copies that are being made, and working with
Konica Minolta on reports and data that can help Technology to lower costs
County-wide.

b. KenCom Issues — Mr. Koeppel said that some of the fire engines are having
connectivity issues with the way they connect back with KenCom to get
information. The connection is dropping consistently around the County.
Technology is researching options to assist with alleviating the issues.

c. File Storage Issues — Some departments are increasing the amount of space they use
rapidly. Technology is investing why it’s happening and how they can curb the
increase, off-load the files or possibly delete older documents,
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d. Technology is testing Sprint with the Sheriff’s Office in attempt of cutting mobile
phone costs.

COMMITTEE BUSINESS

> Employee Handbook Updates — The following were suggested changes made by the
committee:

1.

Motion made by Member Purcell, second by Member Prochaska to remove

Section 5.3 Educational Reimbursement. Motion approved by a voice vote.

Section 5.2 - Workers® Compensation
a. Why isn’t the Report of Injury or Incident Report language not in the new
section?

b. Does the insurance carrier require/suggest having an employee injured on
the job, complete an incident form?
c. Is the Incident form or Report of Injury form required for employer records?

Section 6.3 - Bereavement

a. Why was “blood relative” removed from the list of covered immediate
family member?

b. What is the definition of an eligible employee? Why isn’t it clearly listed in
this section? Is it full-time employees? Part-time Employees? Or both?

Section 6.5 — Time Off to Vote
a. Clarify the statement “can use sick, personal or vacation time”

Section 6.10 — New Law
a. Define ¥ time schedule

There was consensus by the committee to have the Human Resources Coordinator have
the proposed changes, including the changes and updates from the committee tonight,
reviewed by the State’s Attorney’s Office, and then provide a proposed final version for
review by the committee on January 10, 2017.

> Per Diem/Salary Discussion — Item tabled until the January 10, 2017 meeting

» Department Heads Review - Scott Koeppel reported that Jeff Wilkins asked that he and
Jim Smiley, Facilities Management Director, provide their 2017 goals to him last week.
Mr. Wilkins will then complete his evaluation of these two Directors, and review with the
Admin HR Committee Chair.

» County Administrator Review - Item tabled until the January 10, 2017 meeting
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ITEMS FOR COMMITTEE OF THE WHOLE - None

ITEMS FOR COUNTY BOARD - None

EXECUTIVE SESSION — Not needed

ADJOURNMENT ~ Member Prochaska moved to adjourn the meeting at 7:09p.m., Member Gilmour

seconded the motion. The motion was unanimously approved by a voice vote.
Respectfully Submitted,

Valarie McClain
Administrative Assistant/Recording Secretary
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Technology Services

Memo

To: HR-Admin Committee

From: Scott Koeppel, Technology Services Director
cc: Jeff Wilkins, County Administrator

Date: January 10, 2017

Re: New County Board Room Camera

Goal: Replace current camera with new camera that Is more visible and capable of
live video streaming.

A new camera will be setup in the boardroom on a tripod with a streaming device connected to the
camera. The audio from the current system will be fed into the camera. The new camera will be able to
live stream and record the meeting at the same time. Citizens will be able to watch the meeting from a
computer or mobile device. The video will also be available to view after the meeting. The following
equipment and subscriptions are required:

e Canon HD Camcorder $799.99

¢ Tripod and other accessories $136.85

s Streaming Option 1 - Livestream Broadcaster PRO $599.00 & Livestream Premium subscription
$2,400 (annual recurring)

* Streaming Option 2 - Vidiu PRO $999.00 & YouTube {no reoccurring cost)



MONTHLY MEDICAL INSURANCE REPORT
December 31, 2016

Yotal Enrolled
Non- Annual Cost
Union Union Dec-15  Jan-16 Dec16 Jan-17 PlanperEE  Qthers
HMO Em 12 | 14 65 | 55 58 ] 5 | [ o238 [ 8
HMO Family 33 15 44 42| 38 31 $23,075.38 7
|P:Po:EmE|9;@e 0 5 | 50 16 18 5 $12,134.63 1
PPO Family 0 3 36 14 12 3 $29,065.22 1
[H:.S.A:. -Emp 67 | 32 38 73| 78 100 | |  s$o526.48]*[ 12
H.S.A. - Fam 48 52 54 79| 76 102 $22,063.20]*| 6
[Total Enrclled | 160 | 121 ] 277 279 281 291 35
T L - — =
{Total Eligible 218 [ 144
Dental EE 168 48|
Dental Family 180 26
72
IS

Total Enrolled 348
. —

NOTES:
1) Premiums and headcount peld as of monthly report date
* 2) Include's Empioyer HSA contribution
3) Others Include ROE, KEN COM, Forest Preserve, COBRA, and Retirees
4) January PPO enroliment: KenCom 1E, 1F; Patrol Deputy 1E, 1F: Probation 3E, 1IF
§) January Retiree enroilment:; 2 HSA Employes, 1 HSA Family



FY 17 MONTHLY MEDICAL INSURANCE INVOICES

(BUDGETED: $5,108.257)" 18% of Budget

1253172018 U31/2017 282017  BIDR0AT ABNAT  SI312017  @S020MT  7I3112017 BI2017  aR0F2017  10/3U/2017 117302017 Totals
UHC Medical Premium
Lincoin Life Dental Premium 25384
Lincoin Life Premium 792
Health Account 443800 $443,800
FSA Admin Fee $158
TOTALS

B W W W W W Wy

FY 16 MONTHLY MEDICAL INSURANCE INVOICES

(BUDGETED: $5,063,813)° 93.8% of Budget

12312015 US12018_ 2128/2016 33972016 A/3072016 S312018 6302016 7/31/2018 /31720168 302046 10R1/2018 11/30/2016 Tolals
347954 ] g Eil
23478 24192 23782 239 23808 22560 271 23049 23330 23196 23365 1
132 727 ™ 725 fal] <] 708 Ha 708 713
343500 0 0 0 0 10000/ 0 III (] [] 0 []
[] 1

FY 14 MONTHLY MEDICAL INSURANCE INVOICES (BUDGETED: $4,680,373) $235,077 under FY
U3 1312014 2202014 IBV0IA  ASI2014  SIV014 G0R0N4 7312014 O34 W30I2014 103172014 1173002014  Totals
L""’“m.n....“""""'p,..;.":"“’ mmm:mm%%_ﬁ_ﬂ 2o
Lincoin Life Premium J’%‘—ﬁ%_&%"ﬁ% '_a"_“m_g'ﬁ' 750 750 745 | ‘g'm_ 750 7,
Health Savings Account | 15,875 | 15,675 | [ 5,50 15750 |




MONTHLY ADMINISTRATION / HR SUMMARY REPORT
December 31, 2016

New Hires/Terminations (12/1/16 -11/30/1 7)

Workers' Comp. Claims {12/1/16-11/30/1 7) New Hires Resighations/Terms
Prior Year Total_ YID___ [CurrentM (Deperiment YTD Month Curant Month
1 Administration
6 Animal Contr 1 1
Clreuit Clerk 1 1
1 1
2 i 1
3
4 1 1
1 1 1
1 1 1
24 5 5
) 1 1
1 1
44 7 7 5 5 2 2
BENEFITWALLET HSA FUNDING
Date it
_ | 1{12/31/16 443,800
Property Claims (1 2/1116 - 1173071 7 2[01/3117 0
DoE Description insurance Amount 3 0
Sheriff Struck by vehicle subrogate - 4 0
Sheriff Struck by vehlcie subrogate - 0
0
0
0
0
0
10/3 0
12]11/30117 0
"~ Total 1§ 43800 |
W.C. Claims Expense
12/1/18 - 1173011
Total 0.00 Dacember $ 36,430
January
** Paid from other fund February
* Occurred last FY but reported this FY March
I -
May
June
July
i —— August
7 ss,624.-3| Egmmber
1 $769.20 October
30] _ $1.424.83] [November
8 $90.18
COBRA Medical / Dental 1 1.28 PEDA Reimbursements YTD 2,401.72
Total 47| $10,000.67 34,037

* occurred last FY bul report this FY




Open Clalm Type  Indident Date  Department

RERARRR5585555555585833

* Denled

** Closed Qut
*%* Re-Opened
As of 12/31/16

06/30/12 Forest Preserve
05/10/14 Sheriffs
08/31/14 Sheriffs
02/01/15 Fadiitles
05/05/15 Facilities
12/08/16 State's Attomey
03/25/16 SherifPs
04/10/16 Forest Preserve
04/12/16 Sheyiff's
08/22/16 Sheriffs
09/13/16 SherifPs
10/04/16 Administration
09/14/16 Sheriffs
10/01/16 Sheriff's
11/15/16 Sheriff's
11/28/16 HWY

11/02/16 SherifPs
11/03/16 Sheriffs
11/03/16 SherifPs
11/12/16 Sheriff's
11/15/16 Sheriff's

4/6/2009 HWY
01/02/14 VAC
05/15/14 SherifPs
06/07/14 SherifPs
01/06/15 Clrcult Clerk
09/12/15 HWY
09/28/15 Circult Clerk
06/15/16 Sheriffs

Cause / Incident
Injured back and shoulder

injured multiple hody parts

contusion

shoulder / repetitive motion

Straln/Sprain arm
stuck by door

struck by person / Injured shoulder

slip / contusion ankle
contusion toe

strain finger

training / straln

slip / contusion hand
Strafn/back

exposure o bodily flulds
laceration

laceration

exposure to bodily flulds
muscle strain

muscle strain
lacerations

laceration

Cause / incident
wrongful death

wrongful termination
discrimination

excessive force

waork discrimination
Improper signage fatality
work discrimination
assault

$109,752.57
$114,502.85
$32,100,77
$55,470.36
$99,533.98
$144.25
$4,707.40
$10,052.02
$37,865.65
$1,532.85
$6,885.70
$4,388.08

wlm
$0.00
$1,329.81

$132.14
$1,559.08
$479,966.51

Pald

b .$17,016.50
$0.00

$187,623.07

$2,752.39

$12,926.30

$9.70

$222,571.06

Missed > 3 Days Work Returmed to Work

N
Y
Y
¥

I

ZZZ LT ZZ X AXZE << €= €

I e T

Paid by KC Coverage Type

$0.00 General Liability
$0.00 Errors & Omissions

$25,000.00 Errors & Omisslons
$0.00 Law Enforcement Liability
$12,797.30 Ervors & Omissions

$0.00 General Uiability
$0.00 Erors & Omisslons

50.00 Law Enforcement Uability
$37,797.30

Current Modified



KENDALL COUNTY DEPARTMENTAL FORM
EMPLOYEE GOALS & PERFORMANCE REVIEW

Employee: Evaluator/Supervisor:
Department: Title:
Hire Date: Date of Raview: .

Date of Last Raview:

Evaluation (check one){ ] Annual[_JProbationary ~ Performance Period:




Review Achievement of Goals for Previous Performance Period to

1.

Comments:

Comments:

3

Comments:

4.

Comments;

Supervisor and employee list any special accomplishments or recognition achieved by the employee during
the performance period under review:



CORE TO SUCCESS:

(completed by supervisor)
Rating Key: EE = Exceeds Expectations ME = Moets Expectations NI =Needs Improvement U= Unacceptable

JOB KNOWLEDGE  (Possesses clear understanding of the responaibilitics nnd tasks he/she must perfirm)
Comments;

JOB PRODUCTIVITY {Demonstrates commitment to efficiently and effectively complete projects/ tasks to mect deadlines, secks
extra assignments and able to complete on a timely bagis)
Comments:

ORGANIZATION (Kcps office neat and files organized, timely attends to job duties and limits idle time)
Comments:

FLEXTIBILITY (Open to suggestions and new idcas and freely adapts to changes in procedures and wark duties)
Comments:

COOPERATION (Provides courteous reaponse to citizens, co-workers, supervisors; pravides assistence whenever possible; avoids speaking,
wﬂﬁngoracﬁmsﬂmtwuldbesemudimectﬁﬂofpeopleinﬂmiubumce;mognimandshnwsrupecthtﬂmmmgﬂumdcomﬂmﬁmn of others)

Comments:

ATTENDANCE (Arrives for work on time, limits breaks and lnch times appropriaicly)
Comments:

PROFESSIONALISM {Dresscs appropriately, displays professional appearance and demeancr, uses [IFEPAT UM, refrains from profanity)
Comments:

SUPERVISION / DIRECTION (Gives appropriate supervision to subordinate employees; follows dircction and constructive direction
from supervisor)
Comments:



Core to Success Rating Guidelines:

(1) Exceeds Expectations (EE): Performance consistently far exceeds expectations in all
competencies, and the quality of work was overall superior. Annual goals were completed
earlier than anticipated. Made an exceptional or unique contribution in support of department
or County objectives. This rating should be reserved for employees with strong, commendable
performance. Concrete examples of these results must be given to issue this rating. This rating
should be used sparingly and reserved for truly extraordinary performance throughout the
performance cycle.

(2) Meets Expectations (ME): Performance consistently meets expectations in all or almost afl
competencies, and the quality of work overall met expectations. All or almost all goals were
met, The employee is a dependable, competent, knowledgeable individual who meets and
occasionally exceeds expectations of the position. The rating conveys solid, effective
performance.

(3) Needs Improvement (NI): Performance is adequate in most competencies, but needs
improvement in one or more significant competencies that are critical to the position, and/ or
one or more of the most critical goals were not met. Work product requires improvement in one
or more arcas to meet the County’s expectations. This rating conveys that performance is
below expectations in one or more areas and must be improved.

(4) Unacceptable (U): Performance was frequently below in all or almost all competencies, and/or
reasonable progress toward critical goals was not made. Significant improvement is needed in
all or almost all competencies. A performance improvement plan must be outlined, including
timelines and monitored to measure progress.

REMEDIATION REQUIRED:
{supervisor list any issucs employee must remediate, suggested remediation, and date for additional review)

ADDITIONAL NOTES:



Develop Goals for Next Performance Period

{Collaborative discussion between supervisor and employee)

1.

Comments:

2,

Comments;

Comments;

4.

Comments:




Suggested Training and Development:
(supervisor and employee list any training or personzl development activities employee should consider prior to next review)

Evaluator’s comments:

Employee’s comments:

| have read this evaluation and had the opportunity to review It with my supervisor, and have baan given a copy of this
evaluation. My signature does not necessarlly denote my agreement with the conclusions of the evaluator.

Employee: Date:
Supervisor: Date:
Department Head: Date:
Recsived by Human Resourcas: Date:




Page [Section |Policy Topic Status Jissue [ICRMT Policy vs. KC Law / Effective
Workers' Compensatlon (OSHA Has not been discussed at HR [KC policy currently does not reflact. ICRMT paolicy covers new OSHA law, KC |OSHA Tracking and Racord
Workplace Safety Reporting) and Admin Committee Employee notificaiton of injuries and policy does not Keeping, Effective January 1,2Mm7
Anti-Retaliation Regulations retaliation for reporting work related '
25 5.2
Child Bereavement Leave Act Has not been dlscussed at HR Requlres empioyers to provide unpaid $CRMT coveres this policy, nothinginkc  [820 1LCS 154/1, became effective
31-32 63 Admin th child hand
Time off to Vote Has notbeendlsmssedatHR KCpuIIq cunentlydoesnotreﬁect this ICRMT coveres policy, KC does nat (10 ILcs 5/17-15) (from Ch. 46,
32-33 6.5 : Admin handbook r. 17-15} Sec.
Family Medical Leave Discuss ta KC handbook Emplovee cost of healthcare premium(s) [Current policy states "after 12 weeks of Family Medical Leave Act
during the 12 weeks FMLA FMILA has been exhausted the employee
will be required to pay 100% share of
health insurance premiums on the same
schedule as he or she would under
33-41 6.6 "
Employee Sick Leave Act 'HasnotbeudmssedatHR Use of employee sick time ICRMTpoqucaversallqualiﬁedfamily Public Act 99-0841, effective
43 6.10 : KC does not nuary 1, 2017
School Visitation Right KC policy currently does not reflect this ICRMT coveres policy, KC does not (820 ILCS 147/) School Visitation
48 6.14 Admin Committee activity in its policy Act
e-cigarette Has not been dnscussed atHR [KC policv currently does not have a policy JICRMT policy prohibits ecigarette, but  [IGA Approved (02/08/16) for
52 74 th s e-cigarette does not mention vehicle u nsideration Bl H
Sexual Harassment Policy { indudes i i inati i i ICRMT covers sexual orlentation and nois Human Rights Act 1-1-06/
Sexual Orientation) not included in curvent policy harassment but does not include Also see IL Equal Employment
complaint procedure, KC policy does not Opportunity Statement from the
discuss sexual orlentation Office of Executive Inspector
52-58 7.5
IL Privacy Act / Social Media Has not been discussed at HR |Personal online Social Media accounts Covered in ICRMT, not KC handbook Amendment to current privacy
JAdmin Committee act, new law takes effect January
66 - 67 8.6 1.2017




Section 5.2

25



Sectlon 6.3

D. Banked sick leave may only be used for an employee's filness. Sick leave is a privilege,
not a right, extended to regularly scheduled employees and qualified part-time employees.
Sick leave shall be allowed only when the employee Is actually sick or disabled, or when there
is an liiness in the employee's family (l.e., spouse, child (birth, adopted step) or parent, A
maximum of tweive (12) sick days may be used when there Is an lliness in the employee’s
famlly per year. Banked sick leave may only be used after all sick/personal days granted in
the active fiscal year have been exhausted. (Revision date: 9/17/02)

E. Approval of Sick/Personal Days
1. Use of sick/personal is subject to approval by the employee’s supervisor. When
an employee ls Incapacitated; it is his/her responsibliity to notify the supervisor at the
earfiest possible moment. Such nofification should include the employee's best
estimate of the duration of the absence, if possible.

2. Requests for sick day use for medical, optical and dental examinations or
treatments must be made prior to the beginning of the absence and should be made
80 as fo create minimal disruption of work schedules.

3. All absences charged to sici/personal days must be reported by the employee’s
certification on the County Leave Request Form. Sick leave requests shouid be
submitted weekly in cases where an employee Is absent for an extended period of
time. Disapproved sick/personal day requests will be returned to the employee with
full explanation for denlal.

4. When a supervisor has reason to belleve that the sick day privilege is being
abused, proof may be required of individual employees for every absence, regardless
of the period of time. Prior to use of this control, the employee In question must be
counseled and notified of the constraint being placed upon the use of sick days. For
perlods of absence of more than three consecutive work days, the employee may be
required to provide a physician‘s statement.

BEREAVEMENT LEAVE: [p-io-throe-{3}-paid-days-per-oceurrence-may-be-allowsd for-a
Daath-in-the-immad § ik i i

for the death of an immediate family member. Fo ses of this policy, Immediate fami
member Is defined as a spouse, parent, child, brother. sister. arandparent. son-n-law.

g; aughter-indaw, _mother-in-law, father-indaw, step-parent, _step-parent-indaw _or [egal

guardian,

igible E sted 1,250 hours of se m

the County (eligible employee is defined by Section 101{2) of the fad MLA 29 U.S.C.
2801 & J.are also entitied to take a maximum of 2 weeks {10 working davs) of unpaid
bereavement leave to: (a) attend the funeral or alternative to a funeral of a child: (b) make
arrangements necessitated by the death of a child: or (¢} grieve the death of a child. In the
event of the death of more than one child in a 12-month period, an emploves s entitied to u

to a total of 6 weeks of bereavement leave during the 12-month period.
31




published cbif or_written_verification_of death,burial em ices from a
mortuary, fun home, burial socie ematorium, religious | ion vermmment

Section 6.4 HOLIDAYS: Annually, the Cdunty Board specifies the pald holidays for not-court
related and the Chief Judge spacifies the pald holldays for court-related offices for the coming

year.

Regular part-time employees shall receive pay proportionate to the average number of hours
normally worked (i.e., normally work four (4) hours a day — shall recelve four (4) hours pay).

If eligible non-exempt employees work on a recognized holiday, they will receive holiday pay
pius wages at one and one-half times their straight-time rate for the hours worked on the
holiday.

Regular part-time employees working a minimum of twenty (20) hours per week shall be
entitied to holiday pay if the holiday falls on the empioyee’s regularly scheduled work day.

Sectlon 6.5 JURY DUTY: Court leave shall be granted to employees who are called to jury duty or are
required to be absent from work because of subpoena from any legislative, judicial or
administrative fribunal. Time away from work with pay and regular benefits shall be granted
for such purposes. Per Diem court reimbursement must be written over to the County so Jury
duty pay will be written over to the County for the portion of the day normally worked by a
part-time employee. Mileage will not be paid for those employees working at the Government
Center unless called by a court outside Kendall County. Employees are expected to return
to work whenever possible during jury time and carry out as many of their job responsibilities
as ime permits during regularly scheduled working hours.

BE

bwo hours. Emglom gg must @ " uest time off to m e In ad ance of electig date, and

Kendall Co serves the right to specify the time frame during which the emplovee ma




serving in that capacity, An employee must give at least 20 days written notice_of his or her

absence in order to yse pald me oft 1o serve as an election judge.

Section 6.6 FAMILY MEDICAL LEAVE (FMLA) POLICY: The Family and Medical Leave Act (FMLA,

19893) mandates a maximum of twelve (12) weeks of unpaid leave to eligible employees
under certain circumstances.

33
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To be eligible for FMLA benefits, an emplovee must:
1} have wor Kendall Coun a {of 12 : and
} urg th lous 12 m s:

at a gite with 50 or more emplovees within a 75 mile radlus.

ZAVE ENTITLEMENT




when the employee is u bi rmthefnctionsoftheemlo s job
use of a serious health conditi because of incap. due to ;

prenatal medical cave or child birth.

entsandrelat hildcare and | igs, financial and lega arra ements

nseling, rest a aration -deployment activiti ntal care, an ditional

ities_ariging ou miiita ember’ d_active duty or call to covered active
tus as agreed by emplover and emplo

ervicemem as defined by federa fation) who veri erlous jllness or
injury sustained In the Ime of nactive d antitled fo 26 of un leave

«_the birth of a son or daughter of the employee and in order fo care for such son or

daughter;

-« _because of the placement of a son or daughter with the erhployee for adoption or

foster care;

e _in order fo care for the spouse, son, daughter or parent with a serious health

condition;
»_because of the employee's own setious health condition,
¢_or because of a qualifying exigency.

A _husband and wife who_are eligible for FMLA leave and are both employed by Kendall
Coun are limited to a combinsd tolal of 26 workweeks of leave during the single 12-month
if the leave is taken for birth of the employee’s son or daughter or to care for the child

after birth, for placement of a son or daughter with the emplovee for adoption or foster care,

37



em stands in loco parentis to chlldwhentheem o i ds to assume e

responsibilities of a parent with regard to the child through ejther day-to-dsiy care or financial

support.

ither an o ight stay in 2 medical care facility, or continuin men by a
eal vider for a conditio githe vents the emplovee fro TTni

functions of the emplovee" S job, g prevents the gﬁaliﬂed family member from participating
n | or other dail

lendar days combined with at | visiis to

i i
of i of more than

neapacity 3 consecutive calendar days ed with at least two
a health care provider or one visit and a renimen of continuing treatment, or Incapacity due
pregnancy, of incapacity due to a chronic conditlon. Other conditions may meet the
definition of continuing treatment.
LEAVE AVAILABILITY CALCULATION

vailable FMLA leave for all types of leave with i tion of leave to care for a serioushy
ill_or injured se am nder the rolling 12- on iod, in or determine the
amount of available FMLA Ieave, the calcuiation s made each time an emp! mmences
an FMLA ieave. From that date. the ing 12 month period is examined. Any FMLA

feave u during that preceding 12 months is deducted from the 12 weeks nnual leave

granted by the FMLA. The employee is entitled to take no more than the remaining balance
of FMLA leave.

For FMLA leave requests made to care for a covered servicemember with a serious injury or

————Q——L_L%__L_Lg_
fliness, the single 12-month period begins on the first day the eligible employes takes FMLA

leave.

SUBSTITUTION OF PAID LEAVE

andls not in addition te such FMI.A leave.

All other FMLA Jeave is unpaid.

38




rsua t to the FMLA Rules énd

. each
medical coverage may be canceled

An emplo: can elect not fo continue medical coverage while on leave, If this election is

made, Kendall County will inmediately piace the coverage into COBRA.

i d
theend the FMLA leave period, Kendall Cou ill bill the em lo for the amount of
emiums paid by the Kendall County for emplo emium contributions, during the leave
od uniess the em does not return to work due to a reason exempted from this

provision by FMI A Rules and Regulations.

' ty fo employees are continu
leave. Al suchbe its are instead held in abeyance until the loyee returns

to work. Use of FMLA lsave will not result in the loss of any employment benefit that accrued
prior to the start of an emplovee's leave.

An emplovee must provide Kendall County with at least 30 days advance notice before

FMLA jJeave is to in_if the need for the | s eeable. If 30 days’ nofice is not
possible, s as betcause of a lack of knowledge of a imate} eave will be
uired to begin hange In circumstances, or 2 medical emerge noti ust be given

as sooh as practicable.

lify_for FMLA prot and the ant iming and duration of the leave.
'Sul’ﬁgent informgtign may gﬂudg that the employee is unable to perform job functions, the
fami ber is ble { rform dail ivities, the for lizati continuin
treatment by a health ca vider, or circumstances sui ng the neead for military famik
leave. Emplo must also inform Kendall County if the requested leave is for a

for which FMLA leave was previously taken or certifi Empiovees will al uired fo
Qrowde certification as specified below, and may be required to provide periodic recertification
su the need for leave, )

Any empioves faking leave to care for the emplovee's covered family member with a serious
health condition. or due fo_the emplovee's own_serious health condition that makes the
employee unable to perform one or more of the essential functions of the emplo &'s position
mus sy d by a ceriificafion Issued by the health care provider of the emplo or
e employee's family member. An employeo taking leave because of a quali Xigen
of to care for a covered servicemember with a serious injury or illness must also be supported
by a certificafion, ex: that an employee taking leave to care for a covered servicemember
ma vide an invitational travel order {ITO) or an invitational travel authorization (ITA) In

lieu of cerfification for the leave taken through the exglratlon of the ITO or ITA. Copies of the

certification forms _can be obfained: from your supervisor of the Human Resources
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rtrﬁcatlo mu t be wded as n as ot achcable FMLA Ieave ma be de led in

accordance with the FMLA Rules and Regulations if appropriate cerfification is not provided.

rio
signed by th

ndition” must submit 2 [ codification of s fo mifod

healih condition” must submit a medical certification of fitness to return to duty, signed by the
httending health care provider, before the emplovee will be al wed to return fo worlk. Failur
o comply with this requirement does not extend tha | -

and
other terms _and conditio em o ent. Kendall Coun es the fo_d
restora fo "key emplo - 8s defined by the FMLA requiations where restoration will

use “substantial and grievous economic injury” to the operations of Kendaii County.

en leave enced, or uival ition wi uivalent benefits

br_me Icondrtion mcludl the conti uation serious_health condition or an injury or

iliness also by workers' com nsatlon the em no right to rafion fo
anot i under the FMLA. The e however, fall under the Americans

with Disabilities Act (ADA).

Kendall County must inform I esting leave whether they are eligible un

—LI—EMMH_Q—Q__Y__JQ_I)___QQ{
FMLA. If thex are, the notice must specify any additional information required as well as the
vide a

emplo . rights and responsibilities. If they are not efigible, Kendall County will

reason for the inellgibility.

Kendall County must infor lovees if leave will be designated as FMLA-protected and
he amount of leave cou ainst the employee's leave entiftement. if Kendall Coun

hetermingg that the leave Is not FMLA-protected, the employer must netify the employee.
UNLAWFUL ACTS BY EMPLOYERS
The FMLA makes it unlawful for any employer to:

»__lInterfere with, restrain, or deny the exercise of any right provided under FMLA;
- - = - - .

Discharge or_discriminate against an rson for opposing any praclice made

untawful by FMLA or for involvement in any proceeding under or refating to FMLA.




Section 6.7

rning all applicable employee rights and obligations under the FMLA.

MATERNITY ACCOMMODATIONS POLICY: Pursuant to the lllinols Human Rights Act,
Kendall County will provide reasonable accommodation(s) to pregnant applicants and
employees, if requested, provided the accommodation does not cause undue hardship on
the County’s ordinary business operations. For purposes of this policy, pregnancy includes
pregnancy, childbirth, or medical or common conditions related to pregnancy or childbirth.
Reasonable accommodations may include, but are not limited to:

More frequent or longer bathroom breaks;

Breaks for increased water Intake and periodic rest:

A private non-bathroom space for breastfeeding and expressing breast milk;
Seating;

Assistance with manual labor;

Temporary light duty;

Temporary transfers to less strenuous or hazardous positions;

Accesslbie worksites;

The acquisition or modification of equipment;

Temporary job restructuring;

Temporary part-time or modified work schedules;

Appropriate adjustments or modifications of examinations, training materials, or
policies;

Temporary reassignment to a vacant position; and/or

¢ Time off to recover from childbirth and leave required by the employee's
pregnancy, childbirth or related conditions.

® & & % 0 ® ® & & 8 & 8

Reasonable accommodations do not include the creation of additional employment
opportunities; discharge or transfer of another employes; or promotion to a position
for which the applicant/employee Is not qualified. If a pregnant applicant or employee
Is requesting a reasonable accommodation due to their pregnancy, she must submit
her request In writing to her immediate supervisor and/or department head. The
applicant/employee may be required to provide documentation from her health care
provider concerning her need for the requested accommodation. The
applicant/employee’s fallure to cooperats in this interactive process could result In
denial of the requested accommodation.

Absent a showing of undue hardship by Kendall County, an employee who has been
affected by pregnancy, childbirth, or medical or common conditions related to
pregnancy or childbirth must be reinstated to the same or equivalent position with
equivalent pay and accumulated senlority, retirement, fringe benefits, and other
applicable service credits upon the employee's return to work and/or when the
employee's need for reasonable accommodation ceases, whichever occurs later.

Retalistion is prohiblted against any applicant or employee because she has

requested, attempted to request, used or attempted to use a reasonable
accommeodation pursuant to the lilinois Human Rights Act.
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Section 6.9

MILITARY LEAVE: Milltary leave shall be granted as prescribed by state and federal law.
Uniess otherwise specified by law or an applicable collective bargaining agreement, military
leaves of absence will be unpaid. Employees on miiitary leave will continue to accrue
seniority and to be entitied to certaln other employee benefits to the extent required by law.

Section 6.116

GENERAL LEAVE OF ABSENCE: Employees may request a general unpald leave of
absence for personal matters. Leaves are granted on the assumption that the employee will
be avallable to return to regular employment when the conditions necessitating the leave
permit. The decision to grant such leave shall be at the sole discretion of the County Board
Chairman. Such leave may be requested for:

A. The continuation of or completion of a pursuit of a degree for the purpose of tralning in
subjects related to the work of the employee and which will benefit the County.

B. To recover their own health or attend to family iliness beyond the 12 weeks allowed under
FMLA. (See Family Leave Section 6.1)

C. Personal business which will require an employee’s attention for an extended period, such
as a settlement of an estate, liquidating a business, attending court as a witness on non-
County related cases, and for the purposes other than the above that are deemed appropriate
by the County Board chalrman.

D. A leave of absence will not be granted to enable an employee to try for or accept
employment elsewhere or for self-employment. Employees who engage in employment
elsewhere during such leave may immediately be terminated by the County.

E. GENERAL LEAVES OF ABSENCE - PROCEDURE

1. Employees may submit a written request to their Department Head asking for a
leave of absence without pay. The request shall be in writing, stating the reasons
for the request, the date desired for the start of the leave and probable date of
return. The request along with the written recommendation of the Department
Head shali be forwarded to the County Board Chalirman for authorization.

43



Section 7.1

Sectlon 7.2

be Compensaied for

vistt to thelr sypervisor within two (2) working davs. Failyre to provide verification may result

in digciplinary action.

CHAPTER VII
DISCIPLINARY AND SEPARATION ACTION

STANDARD OF CONDUCT: Whenever people gather together to achieve goals, some rules
of conduct are needed to help everyone work together efficiently, effectively and
harmoniously. By accepting employment with the County, the employee has a responsibility
to the County and to his fellow employees to adhere to certain rules of behavior and conduct.
When each person is aware that he or she can fully depend upon fellow workers to follow the
rules of conduct, then the organization will be a better place to work for everyone.

DISCIPLINE POLICY: While on County premises or engaged in County business, every
employee Is expected to observe all County rules and to conduct themselves in a professional
and respectful manner. Fallure to do so shall subject the employee to discipline appropriate
under the circumstances, inclusive of discharge.

It shall be the duty of the Immediate supervisor to Initiate disciplinary action on his own or to
recommend to the department head such disciplinary action as the circumstances may
warrant maintaining the efficiency of the department. Disclplinary action may be imposed
upon an employee for any cause deemed appropriate under the circumstances.

An employee may be reprimanded, suspended or discharged whenever it is determined to
be in the best interest of the County. Such determination may be made for any such lawful
reasor, Including, without limHation, any one or more of the following:
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(6) workdays). The department head shall provide a written answer to the grievance
with five (5) workdays following the meeting with the employee. if the department
head Is the Immediate supervisor referred to in Step 1, then the employee will
proceed to Step 3 immediately.

Step 3

If the grievance Is not settled in Step 2 and the employee wishes to appeal the
grievance further, the employee shall assume the responsibility of referring the
written grievance within five (5) workdays to the committee chairman of the County
Board to which the employee’s department reports. The committee chairman shall
notify the County Board Chairman to call a Grievance Committee meeting. A meeting
will be held between the Grievance Committes and the empioyee, the employee's
representative (if applicable) and the Immediate supervisor agreeable to the partles
not to exceed twenty-one (21) workdays after the grievance is presented to the
committee. The Grievance Committee shall provide the employee with a written
answer to the grievance within five (5) workdays following the meeting.

D. Decislon
The decision of the Grievance Committee of the County Board shall be final.
E. Accelerated Grievance Procedure of Suspension without Pay

in grievance cases involving suspension without pay, the employee may elect to
follow the following “fast track” grievance procedure: Omit Step 1 and go immediately
to Step 2 unless this department head was the one who took the action to suspend
the employee without pay or terminate the employee involuntarily then the employee
shall proceed Immediately to Step 3 and flle the written grievance with the appropriate
committee chairman.

Section7.4  ILLINOIS CLEAN INDOOR AIR/SMOKE FREE WORKPLACE:

Section 7.5  HARASSMENT POLICY:




-
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. STATEMENT OF POLICY

!blted under fed law. | misconduct is al hibited. Kendall

nei tolerate nor ndone_discrimination, b or al_mi
The e =in =ls 3 omc. - =

“ ployes” for purpose of 'HL:\"-: n ndwi ual ing service

fOI'K "
County, 2 .--~ an_applicant for apr ghip, ¢ an .-., Retaliation

tan wh comj ains abou act of di ination hamss

mi edto'ensuri and vldin a wor 56" 0f di aﬁ nt;
sexual misco and retaliation. Kendall nty will take disciplina up fo and

including termination, against an employee who violates this policy.

arassment includes unweicome sexual advances, requests for sexual favors, or an! other
visual, verbal or physical conduct of a sexual nature when:

Sexual harassment can ocour in a2 variety of circumstances, including but not limited to the

following:

[he emp! as well as the harasser may be_a woman o a man. The emplovee does
not have to be of the opposite sex, ,
s _{The harasser can be the employee’s supervisor, an agent of the emplover. a supervisor

in another area, a co-worker, or a non-employee. A
»__The employes does not have to be the person harassed but could be anyone affected by
the offensive conduct. , o )
. nlawful sexual harassment may occur without economic injury to or discharge of the

employee. _
»__IThe harasser's conduct must be unwelcome.

Each emplovee must exercise his or her own good judgment to avoid engaging in conduct

that may be perceived by others as sexual harassment or harassment based on any sta s

Protected by law. The following are. illustrations of actions that Kendall County deems
inappropriate and in violation of our policy:

1. Unwanted sexual advances.
2. Offering employment benefits in exchange for sexual favors.
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a or illegal cond . of a sexual natu inct but not limited to sexual abuse, sexual
exploifation, sexual intimidation, sexual as ult,_ er ANY sexual contact or sexual
communications with a miner (including, but not limited to. eonduct or communications which

are wriften, electronic, verbal, visual, virtual or physical).

Taking immediate action to limit the work contact b n the individuals when there
a complaint cf discrimination, harassment or sexual misconduct, pendi
n i i
B, Emplovess

Each emploves is responsible for assisting in the prevention of discrimination, harassment
and sexual misconduct througb the following acts:

1. Refrain ﬁp_m participation in, ot encouragement of, actions that could be perceived
as discrimination, harassment or sexual misconduct:
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man, woman, supetvisor, elecied ofﬁcial, Mrker, voignteer, vendor, member

L when one

mplo Is pursulng or f | shi oh a r who does not li it;
ardless of friendly intentions. the behavior is u me al behavior. An em

confronied with these actions is en fo i arasser that such behavior is

offepsive and must stop. You should assume xual comments are unwelcoma unless

u have dezar unequiv indicatlons to the contrary. In words, ano rson does

not have fo tell you to sto ur conduct to ssment and unwelcome. Sexual

communications and sexual contact with a minor are ALWAYS prohibited:

sto the behavior ardless of whether you agree with_the person’s perceptions of vour

intentions.

Kendall County does not consider conduct in violation of this policy to be within the cou
and scope of emgom]ent and doas not sanction such conduct on the part of any gmplogee,
including supervisory and management employees,

A. Bringing a Complaint

Any em f Kendall County or an emplo: believes that there has ]
violation of this policy may bring the matter fo the attention of Kendall County in one of the
lowi i
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a. A description of the specific offensive conduct;

C. “The Jocation where the conduct occurred:

d. The time when the conduct occurred:

=y Whether there were any witnesses 1o the conduct:

£ Whether conduct of a similar nature has accurred on priot occaslons;

9. Whether there are any documents which would su he_complaini

employee’s allegations:
h. What impact the conduct had on the complaining employee,
2. While not r Kendall e ne who makes a complaint

ile not required, Kendall County encourages anyone who makes a_complaint
under this policy to provide a written statement setting forth the above details and
attaching any pertinent records.

pifending 1ng|vidua! should begdy_isad of lhe cha:ges brougnt against hlm or Lner. and
ay_be provided with a co the n_statement of complaint made by the
laining emplovee (i licable). The all ‘ending indivi should have

an o unity to ful ain_his or her side of the circumstances, and may also

submit & written statement, If desired.

4, After the alleged offending individual is interviewed, any withesses identified by either

Ater e ateged oifending individual is interviewed, any withesses identified by either
the complaining employee_or the alleged offending individual may be interviewed

Separately.
57



b. Placing the offending employee on a corrective action plan for a period of
lime to be identified:

c. Delay in pay increases or promotions;
d. Suspending the offending employee from work without pay;
e, Demofion:

Immediate termination.

mploves of the resulis of the investi n, including action taken, if any, against t

offending individual,

igating all i i Kendall County looks at the
whole record including, but not limited to. the nature of the allegations, the context in
whi e alleged incidents occurred the statements of the parties and
witnesses. A determination on the allegations is made from the facts on a case-by-
case basis.
Non-Retaliation

Under no circumstances will there be any_retaliation against any emplovee making a
complaint of discrimination, harassment or sexual misconduct. Any act of retaliation by any
2 dl : * i i 0 e i < 2} gsses, o
participants in the process will be {reated as a separate and distinct complaint and will be
similarly investigated. Complaints of retaliation should be addressed to the State’s Attomey,

pr County Board Chalr.

if you have any questions conceming the Kendall. County's policies on this matier, please

$66 your su isor or the State's urthet information may also be obtained from
@ _lllingis Department Human Righis, 312-814-6200, or the Equal Em ent

Opportunity Commission (EEOC), 800-669-4000 or for matters involving the abuse of minors
Ehe Jilinois Déértment of Children and Famiif Servicas iDCESi: 800-25-ABUSE.[Gc1i

Section 7.6 DRUGS AND ALCOHOL POLICY

The County desires to implement certain procedures to improve the quallty of life for
employees and provide a safe and productive work environment. Kendall County recognizes
the problems of aicohol and other substance abuse in our soclety. Furthermore, the County
consliders substance abuse as a serlous threat to the quality of life in our community. This
policy addresses this problem by requiring that Kendall County Government remaln a drug
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1. Virus detection. Viruses can cause substantial damage to computer systems. Each
user is responsible for taking reasonable precautions to ensure he/she does not
introduce viruses into the County's network. To that end, all material received
magnetic or optical medium and all material downloaded from the Internet or from
computers or networks that do not belong to the County must be scanned for viruses
and other destructive programs before being placed onto the computer system. Users
should understand that home computers and laptops might contain viruses. All data
transferred from these computers to the County’s network must be scanned for
viruses.

2. Accessing the Internet. To ensure security and avoid the spread of viruses, users
accessing the Internet through a computer attached to the County’s network must
do so through an approved flrewall,

edia Poll n sline

1.
m asare rese endall Coun -- ua orlzed to
ce authori ent, you m
® Di are an empl official of the Kendall nty, and
use only your own identity:
° Disclose and comment only on non-confidential information. Confidential
i on Is separatel this policy;
° En all conten I is and not misleading and
complies with all il County’s es;
bullying,_and discriminatory, infringes Gopuright. breaches g Codrt ordgr. of
herwise unlawful;
° In from maki ments or ing material ight otherwi
use andallc nty" utation or bring It Into dl
2. nal Use of | la
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