
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 
HUMAN RESOURCES & INSURANCE 

Kendall County Office Building, 111 W. Fox Street 
County Board Rm 209 & 210, Yorkville, IL 60560 

Monday, March 4, 2024 at 5:30 p.m. 
MEETING AGENDA 

1. Call to Order

2. Roll Call:   Ruben Rodriguez (Chairman), Jason Peterson (Vice Chairman), Elizabeth Flowers, Zach
Bachmann, and Matt Kellogg

3. *MOTION (VV):  Approval of Agenda (page 1)

4. *MOTION (VV):  Approval of Minutes for the February 5, 2024 Human Resources & Insurance
Committee Meeting (pages 2-4)

5. Committee Reports and Updates
A. Monthly Benefits Report (pages 5-6)
B. Monthly Human Resources Department Report (page 7)
C. Executime & Tyler Munis Update (page 8)

6. New Committee Business
A. *  PRESENTATION:   Kendall County Employee Benefits:  Planning for 2025
B. *MOTION (VV) (Forward to CB 3/20/2024 Meeting): Kendall County Animal Control

Kennel Technician Job Description (pages 9-13)
C. *MOTION (VV) (Forward to CB 3/20/2024 Meeting): Kendall County Animal Control 

Administrator/Veterinarian Job Description (pages 14-18)
D. *MOTION (VV) (Forward to CB 3/20/2024 Meeting): Employment Agreement between 

Kendall County, Illinois and Dr. Gary Schlapp with an annual base salary of $15,000/year 
(pages 19-31)

E. *MOTION (VV) (Forward to CB 3/20/2024 Meeting): Revised Kendall County 
Organizational Chart and Headcount (pages 32-33)

F. *  DISCUSSION:  Discussion Regarding Holiday Policy and FMLA Policy  (pages 34-44)

7. Old Committee Business

8. Chairman’s Report

9. Public Comment

10. Executive Session

11. Items for Committee of the Whole

12. Action Items for County Board

A. Items for Consent Agenda
B. Items under Committee Business

13. Adjournment
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COUNTY OF KENDALL, ILLINOIS 
HUMAN RESOURCES AND INSURANCE COMMITTEE 
Meeting Minutes for Monday, February 5, 2024, at 5:30 p.m. 

Call to Order  
The meeting was called to order by Committee Chair Ruben Rodriguez at 5:30pm. 

Roll Call 

With 3  members present a quorum was established. 

Staff Present: Leslie Johnson, Amanda Pazdan, Christina Burns, Tracy Page , Brooke Shanley 

Approval of Agenda – Member Bachmann  made a motion to approve the agenda, second by 
Member Flowers.  With 3 members voting aye, the motion was carried by a vote of  3-0. 

Committee Reports and Updates –  

A. Horton Group- Kendall County Employee Benefits Report and Updates
Mike Wojcik gave a presentation on 2023 Year End Review. The pandemic setbacks are still causing the 
market to be unstable. Kendall County has performed better than the market. The average annual cost since 
2018 was 5.06%. The initial renewal prior to Horton market analysis and negotiations was 11.81%. The 
Horton Public Sector Block averaged a 2.08% increase per year over the past 5 years. Currently the average 
employee age is 44. The ratio of members to employees is 2.19:1. 72% of pharmacy spend was for 
specialty Rx. Total specialty spend was $2,003,028. Specialty spend was $425,954 in 2019. These results 
are above market, which trends between 40% and 50%. Cost share changed from 2 tier to 4 tier effective 
1/1/24. This resulted in 15 spouses dropping coverage. Employers spending was lowered by $148,714 and 
employee spend lowered by $141,501. 

B. Monthly Benefits Report
The Monthly Medical Insurance report was provided to the Committee by the Treasurer’s Office. See page 
3 in packet.  

C. Monthly Human Resources Department Report
Human Resources Director Leslie Johnson introduced Amanda Pazdan,  New Part-Time HR 
Administrative Assistant.  
Human Resource monthly update: 

 A walkthrough with an appraiser was completed on January 30th for all County buildings.
 HR Department has begun planning for the 2024 Summer Intern program.
 Employee Appreciation luncheons start this week. The first luncheon will be Tuesday February 6th

at Meadowhawk Lodge.

Attendee Status Arrived Left Meeting 
Ruben Rodriguez Here 
Jason Peterson Absent 
Elizabeth Flowers Here 
Zach Bachmann Here 
Matt Kellogg Absent 
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 Chili Cookoff was on January 26th. Congratulations to Jill Ferko – Treasurer’s office (1st place),
Brian Holdiman – Planning, Building, & Zoning (2nd place), and Latreece Caldwell-
Administration Department (3rd place).

 Labor Relation- Union negotiations are still ongoing.
For January 2023 Human Resources Department report, See page 5 in packet. 

D. Executime & Tyler Munis Update
Staff has been working on building accruals in Tyler Munis. A ticket has been submitted to Tyler 
Munis to put together a test site for Kendall County. Awaiting to hear back, Payton Karlovich (HR 
Generalist), has been working on creating manuals and training guides. See page 6 in packet.  

New Committee Business –  

A. Resolution Regarding Kendall County Wellness Program Guidelines
Staff prepared the resolution regarding Kendall County Wellness Program Guidelines. This resolution 
requires an employee to complete their annual wellness screening sometime during the calendar year 
immediately preceding the applicable plan year for the employee to receive their health insurance premium 
discount for the applicable plan year 

Member Bachmann made a motion to forward to the February 20, 2024, County Board meeting, 
second by Member Flowers. With 3 members voting aye, the motion was carried by a vote of  3 -
0. 

B. Revised Section 8.7 Victims’ Economic Security and Safety Policy
The Victims’ Economic Security and Safety Act (VESSA) is a state law that provides eligible employees 
with job protected leave and /or reasonable accommodations to assist the employee in responding to an act 
or threat of domestic, sexual, or gender violence, or any other crime of violence.  

The policy revisions are necessary to address a recent amendment to VESSA, which provides eligible 
employees with up to two work weeks of VESSA leave for reasons associated with the death of an 
employee’s covered family member or covered household member who was the victim of crime of 
violence.  

Member Flowers made a motion to forward to the February 20,  2024 County Board meeting, 
second by Member Bachmann. With 3 members voting aye, the motion was carried by a vote of 
3 -0. 

C. New Section 5.14 Confined Spaces Policy
OSHA regulations require an employer to develop and implement a written confined space program that 
complies with OSHA requirements. After consulting with Facilities Management, staff has prepared the 
attached draft policy on page 18 in packet.  

Member Bachmann made a motion to forward to the February 20, 2024, County Board meeting, 
second by Member Flowers. With 3 members voting aye, the motion was carried by a vote of 3 -0. 

D. New Section 8.13 Blood and Organ Donor Leave Policy
This policy complies with state law requirements for the Illinois Employee Blood Donation Leave act. 
Illinois employers must provide paid leave to eligible employees for the purpose of organ and/or blood 
donation.  

Member Flowers made a motion to forward to the February 20, 2024, County Board meeting, second 
by Member Bachmann. With 3 members voting aye, the motion was carried by a vote of 3-0. 

E. Deputy Director Job Description (EMA Department)
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See page 24 in packet for the Deputy Director for the Kendall County Emergency Management job 
description. 

Member Bachmann made a motion to forward to the February 20, 2024, County Board meeting, 
second by Member Flowers. With 3 members voting aye, the motion was carried by a vote of 3-0. 

F. Revised Kendall County Organizational Chart and Headcount
The revised Organizational Chart and Headcount reflects the following changes approved by the 
Kendall County Board on December19, 2023 

 New Part Time Human Resources Assistant Position in the Human Resources Department
 New Supervisory roll for the Kennel Manager at Animal Control Department

Member Flowers made a motion to forward to the February 20, 2024, County Board meeting, second 
by Member Bachmann. With 3 members voting aye, the motion was carried by a vote of 3-0. 

Old Committee Business – None 

Chairman’s Report – Chair Rodriguez thanked Human Resource Department for all they have 
accomplished in 2023. 

Public Comment – None 

Executive Session – None 

Items for the Committee of the Whole Meeting – None 

Action Items for County Board –  

1. Under Consent Agenda
 Resolution Regarding Kendall County Wellness Program Guidelines
 Revised Section 8.7 Victims’ Economic Security and Safety Policy
 New Section 5.14 Confined Spaces Policy
 New Section 8.13 Blood and Organ Donor Leave Policy
 Deputy Director Job Description (EMA Department)
 Revised Kendall County Organizational Chart and Headcount

2. Items for Committee Business

Adjournment – Member Flowers made a motion to adjourn, second by Member Bachmann.  With 3      
members present in agreement, the meeting was adjourned at 6:25pm.  

Respectfully submitted 
Nancy Villa 
Executive Administrative Assistant 
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KENDALL COUNTY HUMAN RESOURCES DEPARTMENT 
REPORT TO HUMAN RESOURCES & INSURANCE COMMITTEE 

March 4, 2024 

Here are a few highlights from the Human Resources Department for the month of February 2024: 

COMPLIANCE & RISK MANAGEMENT: 

 Assisted Kendall County departments with preparation and update of Safety Data Sheets (SDS) binders
in compliance with OSHA requirements.

 All County departments completed annual Identity Protection Act training in compliance with state law
requirements.

 Completed payroll audit for full-time hourly employees.
 Assisted elected and appointed offices with implementation of Neogov training portal.

RECRUITMENT, ONBOARDING & OFFBOARDING: 

 We prepared marketing materials and continued planning for the 2024 Summer Internship Program.  We
have received 11 internship applications for summer internships with Kendall County.

 Attended a job and internship fair at Northern Illinois University on February 21, 2024.
 Preparation underway for Aurora University Career Fair on March 14, 2024.
 Recruitment efforts underway for vacant Deputy County Clerk and internship positions available.

EMPLOYEE ENGAGEMENT: 

 We have received all employee service awards selected by recipients.  Employee service award
presentations will occur at the County Board meeting to be held on March 20th.

 We hosted four (4) Employee Appreciation Luncheons and one (1) Employee Appreciation Dinner
between February 6th-February 13th for Kendall County employees.

 Preparation of the next edition of The County Connection.

LABOR RELATIONS: 

 Union negotiations ongoing for Patrol Deputies (FOP)
 Attended labor management committee meeting with Corrections Sergeants (FOP) unit.
 One grievance referred to grievance arbitration (FOP) was withdrawn.
 One demand to bargain (FOP) was withdrawn.
 Began preparations for upcoming union negotiations with other FOP units whose contracts expire

November 30, 2024.
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  Kendall County Agenda Briefing 

Meeting Type: Human Resources and Insurance 

Meeting Date: 3/4/2024 

Subject: Revised Kendall County Animal Control Kennel Technician Job Description 

Prepared by:  Leslie Johnson, Human Resources Director 

Department: Human Resources Department 

______________________________________________________________________________ 

Action Requested:  

Review and approval of the Revised Kendall County Animal Control Kennel Technician Job 
Description 

Board/Committee Review: 

None 

Fiscal impact:  

None 
______________________________________________________________________________ 

Background and Discussion: 

The attached is an updated job description for the Kendall County Animal Control Kennel 
Technician position.  This job description has been updated to reflect the change in reporting 
structure/supervisor, which was approved by the County Board on December 19, 2023. 

Staff Recommendation: 

Approval of the revised Kendall County Animal Control Kennel Technician Job Description. 

Attachments: 

1. Revised Kendall County Animal Control Kennel Technician Job Description
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Kendall County Job Description 

Page 1 of 4 

TITLE:   Kennel Technician  
DEPARTMENT: Animal Control  
SUPERVISED BY:  Kennel Manager and Animal Control Officer 
FULL TIME/PART TIME: Full Time or Part Time 
FLSA STATUS:   Non-Exempt 
REVISED/APPROVED: In Process 

I. Position Summary:
Under the supervision of the Kennel Manager and Animal Control Officer, this position is
responsible for maintaining the cleanliness and security of the Animal Control facility and
for the care and safe handling of animals in the custody of the Kendall County Animal
Control.

II. Essential Duties and Responsibilities:
The essential duties for this position shall include, but are not limited to the following:
A. Cleans and maintains animal shelter.
B. Ensures kennel cages and runs are kept clean and in good repair.
C. Cleans, monitors, and stocks inventories and kennel food supply.
D. Maintains and inventories vaccine stock.
E. Performs routine maintenance of animals such as cleaning, feeding and watering.
F. Monitors the behavior of kennel animals.
G. Seizes, impounds, and transports animals.
H. Safely handles and controls impounded animals including, but not limited to difficult to

handle and potentially dangerous animals.
I. Administers vaccines, medications, and microchips to animals, as directed.
J. Assists with intake, adoptions, and reclaiming of animals.
K. Answers telephones and performs other customer service related activities such as

replying to inquiries and questions concerning animal control adoptions, rabies tag
orders, fees, and lost animals/pets.

L. Performs behavioral assessments including temperament testing of animals.
M. Reports to the Kennel Manager, Animal Control Director and Administrator/Veterinarian

any potential health and/or behavioral problems involving the animals in Kendall
County’s care.

N. Performs data entry using integrated case management software.
O. Prepares and maintains records regarding or relating to impounded animals.
P. Drafts routine correspondence and other Animal Control Department documents.
Q. Must attend special events both during and after regular business hours.
R. Must be able to operate Kendall County vehicles and to drive to offsite locations to

perform assigned job duties.
S. Complies with all applicable state and federal laws and regulations.
T. Complies with all applicable state and County policies and procedures.
U. Maintains regular attendance and punctuality.
V. Must perform duties on-site both during and after regular business hours.
W. Performs other duties and responsibilities as assigned.
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Kendall County Job Description 

Page 2 of 4 

III. Supervisory Responsibilities:
This job has no supervisory responsibilities.

IV. Qualifications:
To perform this job successfully, an individual must be able to perform all essential duties
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required for the position.

A. Language Skills:
 Ability to research, read, and interpret documents and simple instructions.
 Ability to prepare documents, reports, minutes, agendas, and correspondence.
 Ability to speak effectively with the public, employees, volunteers, outside entities,

law enforcement personnel, vendors, and the County’s elected officials and
department heads in both one-on-one and group settings.

 Ability to communicate effectively in writing and over the telephone.
 Ability to listen and understand information and ideas.
 Excellent people skills and detail-oriented.
 Requires a proficient understanding of the English language, spelling, and

grammar.

B. Mathematical Skills:
 Ability to add, subtract, multiply, and divide in all units of measure, using whole

numbers, common fractions, and decimals.
 Ability to count money and make correct change.
 Ability to read and understand basic workplace data, such as simple forms, tables,

graphs, schedules, etc.

C. Reasoning Ability:
 Ability to apply common sense understanding to carry out instructions furnished in

written, oral, or diagram form.
 Ability to deal with problems involving several concrete variables in standardized

situations.

D. Certificates, Licenses, Registrations:
 Must have and maintain a valid driver’s license.
 Any and all certificates and registrations as required for the specific duties

performed.

E. Other Skills, Knowledge and Abilities:
 Ability to excel under pressure and in stressful situations.
 Ability to maintain best practices for animal handling skills, responding to animal

behavior, and animal care.
 Ability to carry out duties with minimal supervision.
 Ability to maintain confidentiality.
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Kendall County Job Description 

Page 3 of 4 

 Displays a positive, cooperative, and team orientated attitude, committed to
working in a safe and quality environment.

 Must be a team player committed to working in a quality environment.
 Must possess excellent prioritization skills and the ability to meet deadlines.
 Proficient knowledge of MS Word, Excel, Outlook, PowerPoint, and Chameleon

software products.
 Knowledge of office practices, principles of modern record keeping, and maintaining

filing systems.
 Skills in operating a personal computer, facsimile machine, and telephone.

F. Education and Experience:
 A minimum of a high school diploma or GED equivalent is required.
 At least six (6) months of prior computer experience is required.
 A minimum of at least one (1) year of prior animal handling experience.
 A minimum of at least one (1) year of prior animal medical experience.

G. Physical Demands:
While performing the essential duties of this position, the employee must be able to
do the following:
 Frequently sit for long periods of time at a desk;
 Occasionally lift and/or move up to 120 pounds, with or without assistance,

including live animals;
 Frequently lift and/or move up to 50 pounds, including live animals;
 Handle large, active, aggressive, and/or vicious animals;
 Reach, push and pull with one and/or both hands and arms;
 Stoop, kneel, crouch, crawl, walk, run;
 Bend over at the waist and reach with one and/or both hands and arms;
 Talk and hear in person and via use of telephone;
 Operate Kendall County vehicles and safety equipment;
 Specific vision abilities include close and distance vision, depth perception; and
 Travel independently to other locations to perform assigned responsibilities.

VII. Work Environment:
The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. While
performing the duties of this job, the employee is regularly exposed to the following work
conditions:
 Inside and outside environmental conditions, subject to all weather elements,

including extreme weather conditions;
 All lighting conditions including, but not limited to daylight and night/low light, with

and without artificial light available, indoors and outdoors;
 Exposed to potentially volatile situations which can present risk of violence or injury;
 The noise level in the work environment varies from moderate to noisy;
 Must be able to perform all assigned job duties during normal business hours and

outside of normal business hours;
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Kendall County Job Description 

Page 4 of 4 

 May be exposed to stressful and difficult situations while working with users, law
enforcement, County staff, elected officials, vendors, and the general public.

 Must have flexibility to work during normal business hours, outside of normal business
hours, weekends, and holidays;

 Continuously exposed to animals, animal noises, hair/dander, and smells, including
industrial cleaning products.

By signing my name below, I hereby affirm that I received a copy of this job description. 

___________________________________       _________________ 
Employee Receipt Acknowledgement & Signature Date 

___________________________________  ________________ 
Signature of Supervisor      Date 
cc:      personnel file, employee 
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  Kendall County Agenda Briefing 

Meeting Type: Human Resources and Insurance 

Meeting Date: 3/4/2024 

Subject: Kendall County Animal Control Administrator/Veterinarian Job Description 

Prepared by:  Leslie Johnson, Human Resources Director 

Department: Human Resources Department 

______________________________________________________________________________ 

Action Requested:  

Review and approval of Kendall County Animal Control Administrator/Veterinarian Job 
Description 

Board/Committee Review: 

None 

Fiscal impact:  

N/A 

______________________________________________________________________________ 

Background and Discussion: 

The attached job description is for the Kendall County Animal Control Administrator/Veterinarian 
position, which is currently held by Dr. Gary Schlapp.   

Staff Recommendation: 

Approval of the Kendall County Animal Control Administrator/Veterinarian job description. 

Attachments: 

1. Kendall County Animal Control Administrator/Veterinarian job description
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Kendall County Job Description 
 
 

Page 1 of 4 
 

TITLE:     Administrator/Veterinarian   
DEPARTMENT:  Animal Control  
SUPERVISED BY:  County Administrator 
FULL TIME/PART TIME:  Part time 
FLSA STATUS:    Non-Exempt 
UNION STATUS:   Non-Union 
APPROVED:   In progress 

 
I. Position Summary:  

This position, under the direction of the Kendall County Administrator, provides professional 
medical veterinarian services within Kendall County’s Animal Control program. This employee is 
responsible for ensuring the humane treatment of animals while ensuring public safety 
regarding animal management issues, pursuant to the Illinois Animal Control Act (510 ILCS 5/1 
et seq.) and applicable Kendall County ordinances. The work is performed under the direct 
supervision of the County Administrator, but extensive leeway is granted for the exercise of 
independent judgment and initiative.   
 

II. Essential Duties and Responsibilities:  
The essential job duties for this position include, but are not limited to the following: 

 
1. Primary duties include the performance of office or non-manual work directly related to 

the management and general operations of Kendall County Animal Control, which duties 
include, but are not limited to the following: 
A. Fulfills the duties of Animal Control Administrator as set forth in the Illinois Animal 

Control Act (510 ILCS 5/1 et seq.) 
B. Provides professional medical services for the animals within Kendall County’s 

animal control program, which includes at least one (1) on-site visit per week. 
C. Makes decisions regarding rabies observations and veterinary medical concerns 

for Animal Control and, in the event of an emergency, for Kendall County. 
D. Responsible for the health of all animals in the care of Kendall County Animal 

Control.   
E. Performs high quality shelter medicine with an emphasis on problem solving 

through physical examination and use of in-house diagnostics when possible.  
Triages and stabilizes ill and injured animals.  Assesses quality of life of patients.  

F. Euthanizes animals when necessary. 
G. Collaborates with Kendall County Animal Control Director and Animal Control 

Officer on cases recommending dangerous or vicious dog determinations. 
H. On call for in person response for large scale cases such as hoarding, blood 

sports, and commercial breeding situations.  On call for consult for cases regarding 
rabies control and other cases as needed. 

I. Actively monitors disease and animal control policy issues affecting Kendall 
County and its residents on the local, state, and national level.   

J. Orders and maintains control of restricted drugs and vaccinations. 
K. Assists the Kendall County Animal Control staff with responding to citizens’ 

questions and comments in a courteous and timely manner. 
L. Performs staff training, as needed, and coordinates the work of Animal Control 

staff in the medical treatment of animals under the care of Animal Control.   
M. Assists the Director with development of policies and procedures used in the 

medical care, prognosis, and euthanasia of animals in the care of the Kendall 
County Animal Control Department. 
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Kendall County Job Description 
 
 

Page 2 of 4 
 

2. Attends meetings, conferences, workshops, and training sessions and reviews 
publications and audio-visual materials to become and remain current on the principles, 
practices and new developments in assigned work areas. 

3. Attends Kendall County Board and committee meetings, as needed. 
4. Must be able to operate Kendall County vehicles and to drive to offsite locations to perform 

assigned job duties.   
5. Must be available after hours and on weekends, as needed, to respond to emergency 

calls from Kendall County Animal Control. 
6. Prepares routine correspondence and other Animal Control documents related to 

assigned job duties. 
7. Complies with all applicable state and federal laws and regulations. 
8. Complies with all applicable Kendall County policies and procedures. 
9. Performs other duties and responsibilities, as assigned. 

 
III. Qualifications:  

To perform this job successfully, an individual must be able to perform all essential duties 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required for the position. 
 
1. Language Skills:  

A. Ability to research, read, and interpret documents and simple instructions.   
B. Ability to prepare documents, reports, minutes, agendas, and correspondence. 
C. Ability to speak effectively with the public, employees, volunteers, outside 

entities, law enforcement personnel, vendors, and the County’s elected officials 
and department heads in both one-on-one and group settings. 

D. Ability to communicate effectively in writing and over the telephone. 
E. Ability to listen and understand information and ideas. 
F. Detail-oriented.  
G. Requires a proficient understanding of the English language, spelling, and 

grammar. 
 

2. Mathematical Skills: 
A. Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals. 
B. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
C. Ability to read and understand basic workplace data, such as simple forms, 

tables, graphs, schedules, etc.  
 

3. Reasoning Ability: 
A. Ability to deal with problems involving several concrete variables in standardized 

situations. 
B. Ability to apply common sense understanding to carry out instructions furnished 

in written, oral, or diagram form. 
C. Ability to medically diagnose and treat animals in the custody of Kendall County 

Animal Control. 
 

4. Certificates, Licenses, and Registrations: 
A. Valid and current Illinois Veterinary License and appropriate federal drug 

license(s). 
B. Valid and current Illinois driver’s license 
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C. Any and all other certificates and registrations as required for the specific duties 
performed.  

 
5. Other Skills, Knowledge and Abilities: 

A. Ability to excel under pressure and in stressful situations. 
B. Ability to maintain best practices for animal handling skills, responding to animal 

behavior, and animal care. 
C. Ability to carry out duties with minimal supervision. 
D. Ability to maintain confidentiality.  
E. Displays a positive, cooperative, and team orientated attitude, committed to 

working in a safe and quality environment. 
F. Must be a team player committed to working in a quality environment.  
G. Must possess excellent prioritization skills and the ability to meet deadlines. 
H. Proficient knowledge of MS Word, Excel, Outlook, PowerPoint, and Chameleon 

software products. 
I. Knowledge of office practices, principles of modern record keeping, and 

maintaining filing systems. 
J. Skills in operating a personal computer, facsimile machine, and telephone. 
 

6. Education and Experience: 
A. Minimum of a Doctoral Degree of Veterinary Medicine from an accredited college 

or university. 
B. Minimum 2 years performing veterinary medicine. 
C. Minimum 1 year performing shelter medicine. 
D. Experience performing complex and responsible administrative duties. 
E. Experience with Chameleon Software products, preferred.  

 
IV. Physical Demands: 

While performing the duties of this job, the employee is frequently required to: 
A. Occasionally lift and/or move up to 120 pounds, with or without assistance, 

including live animals;  
B. Lift and/or move up to 50 pounds, including live animals;  
C. Occasionally handle large, active, aggressive, and/or vicious animals;  
D. Reach, push and pull with one and/or both hands and arms; 
E. Stoop, kneel, crouch, crawl, walk, run; 
F. Bend over at the waist and reach with one and/or both hands and arms; 
G. Talk and hear in person and via use of telephone; 
H. Operate County vehicles and safety equipment; 
I. Specific vision abilities include close and distance vision, depth perception; and 
J. Travel independently to other locations to perform assigned responsibilities. 
 

V. Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. While performing the duties of 
this job, the employee is regularly exposed to following working conditions: 

A. Inside and outside environmental conditions, subject to all weather elements, 
including extreme weather conditions;  

B. All lighting conditions, including but not limited to, daylight and night/low light, 
with and without artificial light available, indoors and outdoors;  
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C. Exposed to potentially volatile situations which can present risk of violence or 
injury; 

D. The noise level in the work environment varies from moderate to noisy inside; 
E. May be exposed to stressful and difficult situations while working with users, law 

enforcement, County staff, elected officials, vendors, and the general public; 
F. Continuously exposed to animals of all varieties, animal noises, hair/dander, and 

smells, including industrial cleaning products; and 
G. Must be able to perform all assigned job duties during normal business hours 

and outside of normal business hours.  
 

By signing my name below, I hereby affirm that I received a copy of this job description. 
 
 

  
__________________________________________                       _________________ 
Employee Receipt Acknowledgement & Signature              Date 
 
 
___________________________________________                      ________________ 
Signature of Supervisor                                                                   Date 
 
 
cc:      personnel file, employee 
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  Kendall County Agenda Briefing 

Meeting Type: Human Resources and Insurance 

Meeting Date: 3/4/2024 

Subject: Employment Agreement between Kendall County, Illinois and Dr. Gary 
Schlapp  

Prepared by:  Leslie Johnson, Human Resources Director 

Department: Human Resources Department 

______________________________________________________________________________ 

Action Requested:  

Review and approval of Employment Agreement between Kendall County, Illinois and Dr. Gary 
Schlapp 

Board/Committee Review: 

None 

Fiscal impact:  

Dr. Schlapp's current rate of pay is $6,500/year.  With this change, the fiscal impact would be an 
additional $8,500 for the year plus applicable payroll contributions. 
______________________________________________________________________________ 

Background and Discussion: 

The attached is an Employment Agreement between Kendall County, Illinois and Dr. 
Gary Schlapp.  Per the terms of this Employment Agreement, Kendall County would 
compensate Dr. Schlapp with a base salary of $15,000/year.  If approved by both parties, 
this Employment Agreement would terminate at the close of business on March 20, 2025.   

Staff Recommendation: 

Approval of the Employment Agreement between Kendall County, Illinois and Dr. Gary 

Schlapp. 

Attachments: 

1. Employment Agreement between Kendall County, Illinois and Dr. Gary Schlapp
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1 
 

EMPLOYMENT AGREEMENT 
 
 This EMPLOYMENT AGREEMENT (hereinafter called “Agreement”), is made and entered 
into this 20th day of March, 2024, by and between the County of Kendall, Illinois, a unit of local 
government (hereinafter called the “Employer”) and Dr. Gary Schlapp (hereinafter called the 
“Employee”), both parties understand and agree as follows: 
 
 WHEREAS, it is the desire of the Employer to employ the services of the Employee as 
Kendall County Animal Control Veterinarian and Administrator pursuant to the Illinois Animal 
Control Act (510 ILCS 5/1 et seq.) (“Veterinarian”) on an “at will” basis, and Employee desires to 
commence employment as the Veterinarian on an “at will” basis; 
 
 WHEREAS, it is the desire of the Employer and the Employee to enter into this Agreement 
effective immediately upon both parties’ execution of this Agreement through March 20, 2025 
to establish certain terms and conditions of continued employment and to set the continued 
working conditions of said Employee; 
 
 NOW, THEREFORE, in consideration of the mutual covenants herein contained, the 
parties agree, as follows: 
  
I.  Recitals:  The above recitals are hereby incorporated as if fully set forth herein. 

II. Description of Employment 
 

A. During the term of this Agreement, Employer hereby agrees to employ Employee, 
and Employee agrees to provide to Employer the services required as Veterinarian 
for Employer. 
 

B. As Veterinarian, Employee shall perform all those functions and duties as set forth 
in the Veterinarian’s job description, which is attached hereto as Exhibit 1 and 
incorporated herein by reference.  The Employer and Employee understand and 
agree that the job description attached as Exhibit 1 may be amended at any time 
during the term of this Agreement by a majority vote of the Kendall County Board 
members present for aid vote. Upon approval of the amended job description by 
a majority vote of the Kendall County Board, the amended job description shall 
automatically replace Exhibit 1 and be incorporated into this Agreement without 
any further action required by the parties to this Agreement. 

 
C. In addition to the services set forth in Paragraph II(B) above, Employee must 

conduct at least one (1) on-site visit at Kendall County Animal Control per 
workweek during the term of this Agreement, unless the on-site visit has been 
excused by the Kendall County Animal Control Director and/or the Kendall County 
Administrator. (The Employer’s workweek runs from Saturday through Friday.)  
The purpose of the Employee’s on-site visit shall be to assess and provide medical 
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care to animals in the custody of Kendall County Animal Control; to order and 
administer medications and vaccinations to the animals; and to answer the 
Kendall County Animal Control Director’s questions.  In the event the Employee is 
unable to complete the on-site visit during a given week, the Employee may “flex” 
that workweek’s visit by conducting two on-site visits either the week prior or the 
week after the missed on-site visit.   

 
D. Employee shall represent and promote Kendall County to the best of Employee’s 

ability, energy, and skill and shall address all the responsibilities associated with 
Veterinarian with due diligence.  Furthermore, as Veterinarian, Employee shall 
abide by all state and federal laws, County ordinances, employee training 
requirements, and the Employer’s policies and procedures, as may be in effect 
from time to time.   

 
E. Employer has provided to Employee, and Employee acknowledges receipt of, the 

Kendall County Employee Handbook.  The terms and conditions of the Employee 
Handbook are hereby incorporated by this reference as though fully stated herein, 
except that to the extent that any terms and conditions in the Employee 
Handbook conflict with this Agreement, the term or condition stated in this 
Agreement shall control. Employee agrees to comply with all policies and 
procedures set forth in the Employee Handbook.   

 
F. Employer and Employee agree to the terms and conditions stated in the Employee 

Handbook, as may be amended, supplemented or modified from time to time in 
the sole discretion of the Employer by a majority vote of the Kendall County Board 
members present for said vote.   

 
III. Employment At Will 
 
Employee will be an “at-will” employee.  As an “at-will” employee, Employee understands and 
agrees that Employee’s employment as Veterinarian shall be subject to termination at any time, 
with or without cause.  This Agreement is intended only as a written statement of the economic 
relationship of the parties, and not a guaranty of continued employment.    

 
IV. Confidentiality 
 

A. Employee shall be exposed to confidential information while performing the 
duties as Veterinarian. For purposes of this Agreement, “confidential information” 
shall be defined as personal information Employee has obtained during 
Employee’s employment regarding and/or relating to medical records, personnel 
information, and individuals’ addresses, telephone numbers, driver’s license 
numbers, dates of birth, and social security numbers.   
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B. By signing this Agreement, Employee agrees that Employee shall not, at any time 
during and after Employee’s employment, disclose any confidential information 
except as required to perform Employee’s assigned duties for the Employer or as 
required pursuant to applicable state and/or federal law or court order.  In the 
event Employee is not certain whether Employee may disclose confidential 
information, Employee agrees to obtain approval from the Kendall County 
Administrator before Employee discloses the confidential information, to the 
extent permitted by law.  Employee understands and agrees that any negligent or 
willful breach of confidentiality will be grounds for immediate discipline up to and 
including Employee’s immediate termination of employment for cause.   
 

C. The parties understand and agree that nothing in this Agreement shall prohibit, 
prevent or otherwise restrict the Employee’s right (1) to report any good faith 
allegation of unlawful employment practices and/or alleged criminal conduct to 
the appropriate federal, state or local government agencies; (2) to participate in a 
proceeding with any appropriate federal, state, or local government agency 
enforcing discrimination laws; (3) to make any truthful statements or disclosures 
required by law, regulation or legal process; and (4) to request or receive 
confidential legal advice. 

 
V.   Performance Evaluations 
 
The Kendall County Board Chairperson, with input from the Kendall County Administrator, shall 
review and evaluate the performance of the Employee in writing at least once annually.  The 
performance evaluation shall consist of a process, form, criteria, and format that is consistent 
with the Employer’s performance evaluation procedures utilized for other County employees.  
 
VI. Salary & Benefits 

 
A. Base Salary.  The Employer agrees to pay the Employee for services rendered as 

the Veterinarian of Kendall County an annual base salary in the amount of fifteen 
thousand dollars and zero cents ($15,000.00) per fiscal year, less applicable payroll 
withholdings.  The Employer’s fiscal year is December 1 through November 30th of 
the next subsequent year.  The Employee’s annual base salary amount for the 
Employer’s fiscal year 2023-2024 will be prorated based upon the effective date 
of this Agreement.  The Employer shall pay the annual base salary to Employee in 
installments pursuant to the Employer’s regular payroll schedule for other County 
employees.   
 

B. Paid Time Off.  The Employee’s accrual and use of vacation, personal/sick leave, 
and holidays will be the same as it is for the Employer’s other non-union part-time 
employees, as stated in the Kendall County Employee Handbook, which may be 
amended from time to time by a majority vote of the Kendall County Board 
members present for said vote.   
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C. Timesheet. To receive compensation and to comply with applicable wage and 

hour laws, the Employee must complete a weekly timesheet documenting all 
hours worked and dates the work was performed during the workweek. The 
timesheet must also identify whether an on-site visit was conducted by the 
Employee that workweek.  The Employee must provide their weekly timesheet for 
the workweek to the Kendall County Animal Control Director and/or the Kendall 
County Administrator on or before 4:30 p.m. every Friday.  The Employee’s failure 
to provide a weekly timesheet will be deemed a violation of this Agreement.   

 
D. Professional Memberships and Licensure.  Employee is responsible for all costs 

associated with Employee’s licensing requirements, continuing education, and 
professional association memberships, unless otherwise approved in advance by 
the Kendall County Board Chairperson. Employee must maintain their State of 
Illinois Veterinary License and appropriate federal drug license(s) in good standing 
throughout the term of this Agreement.  Employee must immediately notify 
Employer if Employee’s license(s) is revoked at any time during the term of this 
Agreement. 

 
E. Insurance Benefits.  Because Employee is a part-time employee, Employee is not 

eligible to participate in the Employer’s health, dental and vision insurance plans.   
 
F. Employment Relationship.  The salary, stipend, and benefits set forth in this 

Agreement are contingent upon the existence of an actual employment 
relationship between the parties as herein defined.  It is further understood that 
in the event the Employee resigns or the employment relationship is otherwise 
terminated, the Employee, the Employee’s estate and heirs waive any claim for 
any additional salary and benefits except for (a) such salary installments that have 
accrued but are yet unpaid; and/or (b) any additional discretionary amount 
determined to be due and owing to Employee, as determined by a majority vote 
of the Kendall County Board members present for said vote.   

 
VII.  Term and Termination of Employment 
 

A. Termination of Employment.  The Agreement shall commence effective 
immediately upon both parties’ execution of this Agreement and shall remain in 
full force and effect until the close of business on March 20, 2025, provided, 
however, this Agreement may terminate at any time during the term of this 
Agreement upon the occurrence of any of the following: 
 
1. By Employee.  Employee may terminate Employee’s employment with the 

Employer at any time during the term of this Agreement by providing 
Employer with at least thirty (30) calendar days written notice prior to the 
date of termination. If Employee terminates the employment relationship 
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during the term of this Agreement, Employee shall be paid the following 
on or before the next regularly scheduled payroll date after Employee’s 
last day of work: 
 
i. The base salary and stipend earned by Employee, up to and 

including Employee’s last day of work for Employer; and 
 

ii. Any other accrued benefits earned by the Employee, up to and 
including Employee’s last day of work for Employer, which 
Employer is required to pay out upon separation of employment 
pursuant to the Employer’s policies and/or applicable state and 
federal law.   
 

2. By Employer.  Employee is an “employee at will”.  Therefore, Employer 
may dismiss Employee with or without cause at any time during the term 
of this Agreement, provided, however, the dismissal decision must be 
approved by the Kendall County Board Chairperson, with the consent of 
the Kendall County Board.  If Employer dismisses Employee during the 
term of this Agreement, Employee shall be paid the following within one 
(1) month after the effective date of termination: 
 

i. The base salary and stipend earned by Employee, up to and 
including Employee’s last day of work for Employer;  

 
ii. Any other accrued benefits earned by the Employee, up to 

and including Employee’s last day of work for Employer, 
which Employer is required to pay out upon separation of 
employment pursuant to the Employer’s policies and/or 
applicable state and federal law; and   

 
3. Upon Employee’s Death.  In the event of Employee’s death during the 

term of this Agreement, this Agreement shall automatically terminate, and 
no future payments and obligations shall arise.   
 

4. Upon Employee’s Loss of Licensure.  In the event Employee’s Veterinarian 
license and/or appropriate federal drug license(s) is revoked for any 
reason, this Agreement shall automatically terminate, and no future 
payments and obligations shall arise.   

 
B. Return of Employer’s Property.  Upon Employee’s termination of employment for 

any reason, Employee agrees to return all materials of any type provided to 
Employee by Employer, including, but not limited to Employer’s confidential 
information, cell phones, laptops/computers, tablets, computer hardware and 
software, cameras, files, recordings, keys, swipe cards, and any other equipment 
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and documents that Employee obtained during Employee’s employment for 
Employer.  
 

VIII. Notice 
 
Any notice required or permitted to be given pursuant to this Agreement shall be duly given if 
sent by U.S. mail, postage prepaid, registered return receipt addressed to the following:   

For Employer: Attention:  Kendall County Clerk & Recorder, 111 W. Fox Street, Yorkville, 
Illinois 60560, fax (630) 553-4119, with copy sent to:  Kendall County State’s Attorney, 
807 John Street, Yorkville, Illinois, 60560, fax (630) 553-4204.    

For Employee: Dr. Gary Schlapp, 1022 Independence Blvd., Yorkville, Illinois 60560.  

Alternatively, notices required pursuant to this Agreement may be personally served.  Notice 
shall be deemed given as of the date of personal service or as of five (5) calendar days after the 
date of deposit of such written notice in the course of transmission in the U.S. Postal Service.  The 
addresses as recited may be changed by the parties from time to time by hand delivering written 
notice thereof to the other party. 

IX. Indemnification 

Except for the willful and wanton misconduct of the Employee, the Employer shall defend, save, 
and hold harmless, and indemnify Employee against any tort, professional liability claim, or 
demand, or other legal action arising out of an alleged act or omission occurring in the 
performance of the Employee’s duties as Veterinarian for Employer.  Employer may compromise 
and settle any such claim or suit and pay the amount of any settlement or judgment rendered 
thereon with or without Employee’s consent.   

X. Miscellaneous 

A. Affirmations.  By signing Employee’s name below, Employee acknowledges and 
affirms the following: 
 
1. Employee has been advised in writing to consult with an attorney and has 

been provided with a period of at least twenty-one (21) days to consult 
with an attorney prior to signing this Agreement.  Any proposed or actual 
modifications to this Agreement does not restart the 21-day consideration 
period.   
 

2. The consideration provided in Section VI of this Agreement constitutes 
monies and other benefits to which Employee otherwise would not be 
entitled, and that Employee is being paid these amounts in consideration 
for signing this Agreement. 
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3. Employee had a reasonable period of time to consider this Agreement and, 
for a period of seven (7) calendar days following Employee’s execution of 
this Agreement, Employee may revoke the terms of this Agreement by a 
written document received by Employer on or before the end of the seven 
(7) calendar day period (“the Effective Date”).  Employee shall send written 
notice of revocation along with any signed copies of the Agreement via 
United States mail, postage prepaid, addressed to the Employer, c/o 
Kendall County Clerk & Recorder, 111 W. Fox Street, Yorkville, Illinois 
60560.   

 
B. Execution of Agreement.  This Agreement may be executed in counterparts 

(including facsimile signatures), each of which shall be deemed to be an original 
and both of which shall constitute one and the same Agreement. 

 
C. Paragraph Headings.  The parties have inserted the paragraph headings and 

numbers for convenience of reference only, and if there shall be any conflict 
between such headings or numbers and the text of this Agreement, the text shall 
control. 

 
D. Waiver.  The failure of either party to this Agreement to enforce any of its terms, 

provisions or covenants will not be construed as a waiver of the same or of the 
right of such party to enforce the same.  Waiver by either party hereto of any 
breach or default by the other party of any term or provision of this Agreement 
will not operate as a waiver of any other breach or default. 

 
E. Assignment.  Neither party shall assign, sublet, sell, or transfer its interest in this 

Agreement without the prior written consent of the other. 
 
F. Non-Discrimination.  Employee agree not to commit unlawful discrimination 

and/or unlawful harassment.  Employee agrees to comply with all applicable 
provisions of 1) the Illinois Human Rights Act, including the reporting 
requirements set forth therein, 2) Title VII of the Civil Rights Act of 1964, as 
amended, 3) the Americans with Disabilities Act, 4) the Age Discrimination in 
Employment Act, 5) Section 504 of the Federal Rehabilitation Act, and 6) all 
applicable rules and regulations. 

 
G. No Contract Bar.  Employee certifies that Employee is not barred from entering 

into this Agreement as a result of a violation of either 720 ILCS 5/33E-3 or 5/33E-
4 (bid rigging or bid rotating) or as a result of a violation of 820 ILCS 130/1 et seq. 
(the Illinois Prevailing Wage Act). 

 
H. Legal Remedies.  In any action with respect to this Agreement, the parties are free 

to pursue any legal remedies at law or in equity.   
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I. Choice of Law and Venue.  This Agreement shall be construed in accordance with 
the law and Constitution of the State of Illinois and if any provision is invalid for 
any reason such invalidations shall not render invalid other provisions that can be 
given effect without the invalid provision. The parties agree that the venue for any 
legal proceedings between them shall be the Circuit Court of Kendall County, 
Illinois, Twenty-Third Judicial Circuit, State of Illinois. 
 

J. Entire Agreement.  This Agreement represents the entire Agreement between the 
parties and there are no other promises or conditions in any other Agreement 
whether oral or written. This Agreement supersedes any prior written or oral 
agreements between the parties and may not be modified except in writing 
acknowledged by both parties.  

 
IN WITNESS WHEREOF, the Employer has caused this Agreement to be signed and executed on 
its behalf by the Kendall County Board Chairperson, and duly attested by the Kendall County Clerk 
and Recorder, and the Employee has signed and executed this Agreement, the day and year first 
above written. 
        
       KENDALL COUNTY, ILLINOIS (EMPLOYER) 
 
 
              
     Matthew Kellogg 
        Kendall County Board Chairperson 
ATTEST:         
                  Debbie Gillette, County Clerk 
                  Kendall County, Illinois  
 
       DR. GARY SCHLAPP (EMPLOYEE) 
 
 
              
        Dr. Gary Schlapp  
 
ATTEST:         
 Notary Public 
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Kendall County Job Description 

Page 1 of 4 

TITLE:   Administrator/Veterinarian 
DEPARTMENT: Animal Control  
SUPERVISED BY:  County Administrator 
FULL TIME/PART TIME: Part time 
FLSA STATUS:   Non-Exempt 
UNION STATUS:  Non-Union 
APPROVED:  In progress 

I. Position Summary:
This position, under the direction of the Kendall County Administrator, provides professional
medical veterinarian services within Kendall County’s Animal Control program. This employee is
responsible for ensuring the humane treatment of animals while ensuring public safety
regarding animal management issues, pursuant to the Illinois Animal Control Act (510 ILCS 5/1
et seq.) and applicable Kendall County ordinances. The work is performed under the direct
supervision of the County Administrator, but extensive leeway is granted for the exercise of
independent judgment and initiative.

II. Essential Duties and Responsibilities:
The essential job duties for this position include, but are not limited to the following:

1. Primary duties include the performance of office or non-manual work directly related to
the management and general operations of Kendall County Animal Control, which duties
include, but are not limited to the following:
A. Fulfills the duties of Animal Control Administrator as set forth in the Illinois Animal

Control Act (510 ILCS 5/1 et seq.)
B. Provides professional medical services for the animals within Kendall County’s

animal control program, which includes at least one (1) on-site visit per week.
C. Makes decisions regarding rabies observations and veterinary medical concerns

for Animal Control and, in the event of an emergency, for Kendall County.
D. Responsible for the health of all animals in the care of Kendall County Animal

Control.
E. Performs high quality shelter medicine with an emphasis on problem solving

through physical examination and use of in-house diagnostics when possible.
Triages and stabilizes ill and injured animals.  Assesses quality of life of patients.

F. Euthanizes animals when necessary.
G. Collaborates with Kendall County Animal Control Director and Animal Control

Officer on cases recommending dangerous or vicious dog determinations.
H. On call for in person response for large scale cases such as hoarding, blood

sports, and commercial breeding situations.  On call for consult for cases regarding
rabies control and other cases as needed.

I. Actively monitors disease and animal control policy issues affecting Kendall
County and its residents on the local, state, and national level.

J. Orders and maintains control of restricted drugs and vaccinations.
K. Assists the Kendall County Animal Control staff with responding to citizens’

questions and comments in a courteous and timely manner.
L. Performs staff training, as needed, and coordinates the work of Animal Control

staff in the medical treatment of animals under the care of Animal Control.
M. Assists the Director with development of policies and procedures used in the

medical care, prognosis, and euthanasia of animals in the care of the Kendall
County Animal Control Department.

EXHIBIT 1
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2. Attends meetings, conferences, workshops, and training sessions and reviews 
publications and audio-visual materials to become and remain current on the principles, 
practices and new developments in assigned work areas. 

3. Attends Kendall County Board and committee meetings, as needed. 
4. Must be able to operate Kendall County vehicles and to drive to offsite locations to perform 

assigned job duties.   
5. Must be available after hours and on weekends, as needed, to respond to emergency 

calls from Kendall County Animal Control. 
6. Prepares routine correspondence and other Animal Control documents related to 

assigned job duties. 
7. Complies with all applicable state and federal laws and regulations. 
8. Complies with all applicable Kendall County policies and procedures. 
9. Performs other duties and responsibilities, as assigned. 

 
III. Qualifications:  

To perform this job successfully, an individual must be able to perform all essential duties 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required for the position. 
 
1. Language Skills:  

A. Ability to research, read, and interpret documents and simple instructions.   
B. Ability to prepare documents, reports, minutes, agendas, and correspondence. 
C. Ability to speak effectively with the public, employees, volunteers, outside 

entities, law enforcement personnel, vendors, and the County’s elected officials 
and department heads in both one-on-one and group settings. 

D. Ability to communicate effectively in writing and over the telephone. 
E. Ability to listen and understand information and ideas. 
F. Detail-oriented.  
G. Requires a proficient understanding of the English language, spelling, and 

grammar. 
 

2. Mathematical Skills: 
A. Ability to add, subtract, multiply, and divide in all units of measure, using whole 

numbers, common fractions, and decimals. 
B. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
C. Ability to read and understand basic workplace data, such as simple forms, 

tables, graphs, schedules, etc.  
 

3. Reasoning Ability: 
A. Ability to deal with problems involving several concrete variables in standardized 

situations. 
B. Ability to apply common sense understanding to carry out instructions furnished 

in written, oral, or diagram form. 
C. Ability to medically diagnose and treat animals in the custody of Kendall County 

Animal Control. 
 

4. Certificates, Licenses, and Registrations: 
A. Valid and current Illinois Veterinary License and appropriate federal drug 

license(s). 
B. Valid and current Illinois driver’s license 
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C. Any and all other certificates and registrations as required for the specific duties 
performed.  

 
5. Other Skills, Knowledge and Abilities: 

A. Ability to excel under pressure and in stressful situations. 
B. Ability to maintain best practices for animal handling skills, responding to animal 

behavior, and animal care. 
C. Ability to carry out duties with minimal supervision. 
D. Ability to maintain confidentiality.  
E. Displays a positive, cooperative, and team orientated attitude, committed to 

working in a safe and quality environment. 
F. Must be a team player committed to working in a quality environment.  
G. Must possess excellent prioritization skills and the ability to meet deadlines. 
H. Proficient knowledge of MS Word, Excel, Outlook, PowerPoint, and Chameleon 

software products. 
I. Knowledge of office practices, principles of modern record keeping, and 

maintaining filing systems. 
J. Skills in operating a personal computer, facsimile machine, and telephone. 
 

6. Education and Experience: 
A. Minimum of a Doctoral Degree of Veterinary Medicine from an accredited college 

or university. 
B. Minimum 2 years performing veterinary medicine. 
C. Minimum 1 year performing shelter medicine. 
D. Experience performing complex and responsible administrative duties. 
E. Experience with Chameleon Software products, preferred.  

 
IV. Physical Demands: 

While performing the duties of this job, the employee is frequently required to: 
A. Occasionally lift and/or move up to 120 pounds, with or without assistance, 

including live animals;  
B. Lift and/or move up to 50 pounds, including live animals;  
C. Occasionally handle large, active, aggressive, and/or vicious animals;  
D. Reach, push and pull with one and/or both hands and arms; 
E. Stoop, kneel, crouch, crawl, walk, run; 
F. Bend over at the waist and reach with one and/or both hands and arms; 
G. Talk and hear in person and via use of telephone; 
H. Operate County vehicles and safety equipment; 
I. Specific vision abilities include close and distance vision, depth perception; and 
J. Travel independently to other locations to perform assigned responsibilities. 
 

V. Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. While performing the duties of 
this job, the employee is regularly exposed to following working conditions: 

A. Inside and outside environmental conditions, subject to all weather elements, 
including extreme weather conditions;  

B. All lighting conditions, including but not limited to, daylight and night/low light, 
with and without artificial light available, indoors and outdoors;  
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C. Exposed to potentially volatile situations which can present risk of violence or 
injury; 

D. The noise level in the work environment varies from moderate to noisy inside; 
E. May be exposed to stressful and difficult situations while working with users, law 

enforcement, County staff, elected officials, vendors, and the general public; 
F. Continuously exposed to animals of all varieties, animal noises, hair/dander, and 

smells, including industrial cleaning products; and 
G. Must be able to perform all assigned job duties during normal business hours 

and outside of normal business hours.  
 

By signing my name below, I hereby affirm that I received a copy of this job description. 
 
 

  
__________________________________________                       _________________ 
Employee Receipt Acknowledgement & Signature              Date 
 
 
___________________________________________                      ________________ 
Signature of Supervisor                                                                   Date 
 
 
cc:      personnel file, employee 
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  Kendall County Agenda Briefing 

Meeting Type: Human Resources and Insurance 

Meeting Date: 3/4/2024 

Subject: Revised Kendall County Organizational Chart and Headcount 

Prepared by:  Leslie Johnson, Human Resources Director 

Department: Human Resources Department 

______________________________________________________________________________ 

Action Requested:  

Review and approval of Revised Kendall County Organizational Chart and Headcount 

Board/Committee Review: 

None 

Fiscal impact:  

None 
______________________________________________________________________________ 

Background and Discussion: 

The attached Revised Kendall County Organizational Chart and Headcount coincides with the 
reporting structure set forth in the Kendall County Animal Control Director’s job description and 
the Kendall County Administrator/Veterinarian’s job description.   

Staff Recommendation: 

Approval of the Revised Kendall County Organizational Chart and Headcount 

Attachments: 

1. Revised Kendall County Organizational Chart and Headcount
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All posi�ons listed are full-�me unless otherwise noted above.  Approved: 02/20/2024 (Revised: In Progress) 

County Board (10)

County 
Administrator (1)

Administration

Deputy 
Administrator (1)

Budget & Finance 
Analyst (1)

Executive 
Administrative 

Assistant (1)

PT Administrative 
Assistant (1)

Intern (Varies)

Animal Control 

Animal Control 
Administrator-
Veterinarian (1)

Director/Warden 
(1)

Office Assistant (1)
Animal Control 
Officer/Kennel 

Manager (1)

FT Kennel 
Technician (1) 

PT Kennel 
Technician (2)

Interns (Varies)

Volunteers 
(Varies)

Emergency 
Management 

Agency

Director (1) 

Deputy Director (1)

Interns (Varies)

Volunteers (Varies)

Facilities 
Management

Director (1)

Assistant Director 
(1)

Maintenance I (3) 

Maintenance II (3)

Interns (Varies)

Administrative 
Assistant (1)

Human Resources

Director (1)

Generalist (2)

Human Resources 
Assistant - PT (1) 

Interns (Varies)

Information & 
Communication 

Technology & GIS

Chief Information 
Officer (1)

Technology Analyst 
(1)

Security Specialist 
(1)

Systems Admin (1)

Network Admin (1)

Computer Support 
Specialist (3)

Deputy ICT 
Director(1)

GIS/Cadastral 
Specialist (1)

GIS Developer (1)

GIS/Cadastral 
Technician (1)

Interns (Varies) 

Planning, Building & 
Zoning

Director (1)

Economic 
Development 

Coordinator (1)

Office Assistant  -
PT (2)

Code Official (1)

Code Official - PT 
(1)

Interns (Varies)

APPROVED HEADCOUNT 
Administrator:  4 Facili�es:  9 
Animal Control:  7 Human Resources:  4 
County Board:  10 Info & Comm. Tech/GIS:  12 
County Administrator:  1 PBZ:  6 
EMA:   2 

TOTAL: 55 employees 

Kendall County, Illinois 
Organiza�onal Chart 
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  Kendall County Agenda Briefing 

Meeting Type: Human Resources and Insurance 

Meeting Date: 3/4/2024 

Subject: Discussion Regarding Holiday Policy and FMLA Policy 

Prepared by:  Leslie Johnson, Human Resources Director 

Department: Human Resources Department 

______________________________________________________________________________ 

Action Requested:  

Discussion and direction regarding highlighted sections of the attached Holiday Policy and 
FMLA Policy. 

Board/Committee Review: 

None 

Fiscal impact:  

None 
______________________________________________________________________________ 

Background and Discussion: 

Kendall County’s current Holiday Policy and FMLA Policy are attached.  The Human Resources 
Department received questions regarding the highlighted sections of the two attached policies.  The 
questions will be reviewed with the Human Resources & Insurance Committee to obtain feedback 
and direction about these two policies.   

Staff Recommendation: 

N/A 

Attachments: 

1. Current Holiday Policy
2. Current FMLA Policy
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However, if the employee does not have accrued time available, such religious holidays
may be taken without pay, provided the employee has obtained the written approval of
the employee’s Executive.  An employee requesting to take unpaid time off to observe a 
religious holiday must submit their request in writing to their immediate supervisor at least
fourteen (14) calendar days prior to the proposed absence.
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i. A period of incapacity lasting more than three (3) consecutive,
full calendar days, and any subsequent treatment or period of
incapacity relating to the same condition that also includes:

a. Treatment two (2) or more times by or under the
supervision of a health care provider (i.e., in-person
visits, the first within seven (7) days and both within
thirty (30) days of the first day of incapacity); or

b. One treatment by a health care provider (i.e., an in-
person visit within seven (7) days of the first day of
incapacity) with a continuing regimen of treatment
(e.g., prescription medication, physical therapy, etc.);
or

c. Any period of incapacity related to pregnancy or for
prenatal care.  A visit to the healthcare provider is not
necessary for each absence; or

d. Any period of incapacity or treatment for a chronic
serious health condition which continues over an
extended period of time, requires periodic visits (at
least twice a year) to a health care provider, and may
involve occasional episodes of incapacity.  A visit to a
health care provider is not necessary for each
absence; or

e. A period of incapacity that is permanent or long-term
due to a condition for which treatment may not be
effective.  Only supervision by a health care provider is
required, rather than active treatment; or

f. Any absences to receive multiple treatments for
restorative surgery or for a condition that would likely
result in a period of incapacity of more than three (3)
days if not treated.

B. ELIGIBILITY

To be eligible for FMLA benefits, an employee must:

(1) Have worked for the Employer for a total of 12 months; and
(2) Have worked at least 1,250 hours over the previous 12 months; and
(3) Work at a site with 50 or more employees within a 75-mile radius.
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C. FMLA LEAVE ENTITLEMENT

A covered employee is entitled to up to a total of 12 workweeks of unpaid FMLA leave in
a 12-month period for one or more of the following reasons:

• For the birth of a son or daughter, and to care for the newborn child;
• For the placement with the employee of a son or daughter for adoption or

foster care;
• To care for the employee's spouse, child, or parent (but not parent-in-law)

who has a serious health condition; or
• When the employee is unable to perform the functions of the employee's

job because of a serious health condition, or because of incapacity due to
pregnancy, prenatal medical care or childbirth.

Leave to care for a newborn child or for a newly placed child must conclude within 12
months after the birth or placement.

Spouses employed by the same employer may be limited to a combined total of 12
workweeks of family leave for the following reasons:

• Birth and care of a child;
• For the placement of a child for adoption or foster care, and to care for the

newly placed child; and
• To care for an employee’s parent who has a serious health condition.

Eligible employees with a spouse, son, daughter, or parent on covered active duty or call
to covered active-duty status as defined by applicable federal regulations may use their
12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies
may include the following as defined and limited by federal regulation: short notice
deployment, military events and related activities, childcare and school activities, financial
and legal arrangements, counseling, rest and recuperation, post-deployment activities,
parental care, and additional activities arising out of the military member’s covered active
duty or call to covered active-duty status as agreed by employer and employee.

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered
service member (as defined by federal regulation) who is recovering from a serious
illness or injury sustained in the line of duty on active duty, is entitled to up to 26 weeks
of unpaid leave in a single 12-month period to care for the service member.  A covered
service member is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation, or
therapy, is otherwise in outpatient status; or is otherwise on the temporary disability
retired list, for a serious injury or illness.  Covered service member also includes a
covered veteran who is undergoing medical treatment, recuperation or therapy for a
serious injury or illness.  An eligible employee is entitled to a combined total of 26
workweeks of leave for any FMLA -qualifying reason during the single 12-month period,
but is entitled to no more than 12 weeks of leave for:
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 The birth of a son or daughter of the employee and in order to care for such
son or daughter;

 Because of the placement of a son or daughter with the employee for
adoption or foster care;

 In order to care for the spouse, son, daughter or parent with a serious health
condition;

 Because of the employee's own serious health condition; or
 Or because of a qualifying exigency.

A husband and wife who are eligible for FMLA leave and are both employed are limited
to a combined total of 26 workweeks of leave during the single 12-month period if the
leave is taken to care for a covered service member with a serious injury or illness AND
for the 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 employee for adoption or foster care, to care for
the child after placement, or to care for the employee’s parent with a serious health 
condition.

Under some circumstances, employees may take FMLA leave intermittently – which
means taking leave in blocks of time, or by reducing their normal weekly or daily work
schedule.

 If FMLA leave is for birth and care or placement for adoption or foster care
of a son or daughter, use of intermittent leave is subject to the employer’s
approval.

 FMLA leave may be taken intermittently whenever medically necessary to
care for a qualified family member’s serious health condition; to care for a
seriously ill or injured service member; or because of the employee’s own
serious health condition.

D. LEAVE AVAILABILITY CALCULATION

For all FMLA leave requests received by the Employer will use the “rolling 12-month
period” method of calculating available FMLA leave for all types of FMLA leave with the
exception of FMLA leave to care for a seriously ill or injured service member.  Under the
rolling 12-month period, in order to determine the amount of available FMLA leave, the
calculation is made each time an employee commences an FMLA leave.  From that date,
the preceding 12-month period is examined.  Any FMLA leave used during that preceding
12 months is deducted from the 12 work weeks of 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 service member with a serious injury
or illness, the single 12-month period begins on the first day the eligible employee takes
FMLA leave.

E. SUBSTITUTION OF PAID LEAVE
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An employee taking FMLA leave is required to substitute and use any remaining paid
“leave” benefits that are available or become available during the FMLA leave (e.g.,
vacation, personal and banked sick leave), unless the employee is otherwise receiving
compensation through Kendall County’s disability benefit.  Such paid leave is substituted
for the unpaid FMLA leave and is not in addition to such FMLA leave.  All other FMLA
leave is unpaid.  If the employee applies for and is granted disability benefits under the
provisions of the Illinois Municipal Retirement Fund (IMRF), the requirement to utilize paid
leaves as stated above is not in effect during the time of disability. (It is the employee’s 
responsibility to promptly notify their Immediate Supervisor and/or Designated HR
Representative if the employee is receiving IMRF disability benefits.)  Also, for an
employee’s job-related illness or accident, paid benefits during this time will be according
to workers’ compensation requirements; however, if eligible, the leave time may be 
designated as FMLA leave including any time off for required therapy or doctor visits.

F. BENEFITS WHILE ON FMLA LEAVE

During FMLA leave, the Employer will maintain the eligible employee's health coverage
under any group health plan, under the same terms as if the employee had continued to
work.  If the employee was required to pay a portion of the premiums for coverage, that
obligation continues while on FMLA leave.  Payment is expected to be made in the same
amounts, and at the same time (i.e., each payroll date) as was made while working.  If
any payment is more than 30 days late, medical coverage may be canceled pursuant to
the FMLA and FMLA regulations.

An employee can elect not to continue medical coverage while on FMLA leave.  If this
election is made, the Employer will immediately place the coverage into COBRA.

If the coverage is continued while on FMLA leave, and the employee does not return to
work at the end of the FMLA leave period, the Employer, by and through Kendall County
will bill the employee for the amount of premiums paid by Kendall County during the leave
period unless the employee does not return to work due to a reason exempted from this
provision by the FMLA and FMLA regulations.

No other employment benefits provided by the Employer to employees are continued
during FMLA leave.  All such benefits are instead held in abeyance until the employee
returns to work.  Use of FMLA leave will not result in the loss of any employment benefit
that accrued prior to the start of an employee's FMLA leave.

Holiday pay will not be paid during the FMLA leave, except in those instances where the
employee is on an intermittent or reduced work schedule, which makes the employee
otherwise eligible for holiday pay.  If, while on an FMLA designated leave, the employee
is required to serve on a jury or in the military, no make-up pay will be granted, nor will
paid funeral leave benefits be paid.  During the period of all FMLA leaves, the employee
should verify with the IMRF representatives as to whether or not they will continue to be
credited with service time without loss, for the purpose of calculating IMRF benefits.
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G. PROCEDURE FOR REQUESTING FMLA LEAVE

Requests for FMLA leave should be submitted in writing (if possible) to the employee’s
immediate supervisor and the Designated HR Representative. When requesting FMLA
leave for the birth, adoption or foster care placement of a child, an employee must give
thirty (30) days’ notice or, if not possible due to unforeseen circumstances, the maximum
notice practicable.

For care of a covered family member with a serious health condition, or for an employee’s 
own serious health condition, the employee must give thirty (30) days’ notice, or if not
possible due to unforeseen circumstances, as much notice as is practicable.

Employees must provide sufficient information for their Executive to determine if the leave
may qualify for FMLA protection and the anticipated timing and duration of the leave.
Employees must also inform their Immediate Supervisor and Designated HR
Representative if the requested leave is for a reason for which FMLA leave was previously
taken or certified.  Employees will also be required to provide certification as specified
below and may be required to provide periodic recertification supporting the need for
FMLA leave.

Any employee taking leave to care for the employee's covered family member with a
serious health condition, or due to the employee's own serious health condition that
makes the employee unable to perform one or more of the essential functions of the
employee's position must be supported by a certification issued by the health care
provider of the employee or the employee's family member.  An employee taking leave
because of a qualifying exigency or to care for a covered service member with a serious
injury or illness must also be supported by a certification in the form attached to this policy
except that an employee taking leave to care for a covered service member may provide
an invitational travel order (ITO) or an invitational travel authorization (ITA) in lieu of
certification for the leave taken through the expiration of the ITO or ITA.  Additional copies
of the certification forms can be obtained from your supervisor.  Employees are required
to furnish the completed certification within 15 calendar days of the Employer’s request
for certification.  In the case of unforeseen leave, certification must be provided as soon
as practicable.  It is the employee’s responsibility to communicate with their employer and
to provide the completed certification and all other requested information in a timely
manner.  Failure to do so will be deemed a violation of this policy.  Also, FMLA leave may
be denied in accordance with the FMLA and FMLA regulations; the employee’s absences 
may be deemed unexcused; and the employee may be subject to disciplinary action up
to and including termination of employment.

Any FMLA leave taken will be counted against the available leave allowed by statute. Any
employee seeking to return to work after leave taken because of the employee’s own 
“serious health condition” must submit a medical certification of fitness to return to duty, 
signed by the attending health care provider, before the employee will be allowed to return
to work.  Failure to comply with this requirement does not extend the leave and will be
deemed a violation of this policy.
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On return from FMLA leave, the employee will be returned to the same position the
employee held when leave commenced, or to an equivalent position with equivalent
benefits, pay, and other terms and conditions of employment.  The Executive reserves
the right to deny restoration to  “key employees” as defined by the FMLA regulations 
where restoration will cause “substantial and grievous economic injury” to the operations 
of the Employer

If, at the conclusion of the employee’s approved FMLA leave, the employee is unable to
perform an essential function of the position because of a physical or mental condition
(including, but not limited to, the continuation of a serious health condition or an injury or
illness also covered by workers' compensation), the employee has no right to job
restoration and/or restoration to another position under the FMLA.  However, if the
employee is a qualified individual with a disability under the Americans with Disabilities
Act (ADA), the employee may request a reasonable accommodation pursuant to the
Employer’s Request for Accommodation Policy.

H. EMPLOYER RESPONSIBILITIES

The Employer will inform employees requesting leave whether they are eligible under
FMLA.  If they are, the notice must specify any additional information required as well as
the employees' rights and responsibilities.  If they are not eligible, the Employer will
provide a reason for the ineligibility.

The Employer will inform employees if leave will be designated as FMLA-protected and
the amount of leave counted against the employee's leave entitlement.  If the Employer
determines that the leave is not FMLA-protected, the Employer will notify the employee.

I. UNLAWFUL ACTS

The FMLA makes it unlawful for any employer to:

 Interfere with, restrain, or deny the exercise of any right provided under
FMLA; or

 Discharge or discriminate against any person for opposing any practice
made unlawful by FMLA or for involvement in any proceeding under or
relating to FMLA.

J. WORKING PROHIBITED WHILE ON FMLA

An employee out on FMLA leave may not use that time to engage in work elsewhere,
whether as an employee, independent contractor, volunteer or otherwise, unless prior
written approval from their Executive has been obtained.  If an employee is taking FMLA
leave, it must be because an FMLA-qualifying reason is preventing the employee from
appearing at work for the Employer.  Performing work elsewhere is contradictory to that
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premise and will create a presumption that the employee fraudulently obtained or
continued FMLA leave in violation of this policy.

K. ENFORCEMENT

If an employee believes that a violation of the FMLA has occurred, the employee should
report the alleged violation to their Executive.  Pursuant to the FMLA, the employee also
has the right to file a complaint with the U.S. Department of Labor or may bring a private
lawsuit against the employer if the employee believes that a violation of the FMLA has
occurred.

FMLA does not affect any federal or state law prohibiting discrimination or supersede any
State or local law that may provide greater family or medical leave rights.

L. REFERENCE TO FMLA NOTICE POSTER

The Employer has posted on a bulletin board a notice setting forth the relevant provisions
of the FMLA.  The terms of the notice are incorporated in this policy document as if they
were specifically set forth.  Each employee is charged with familiarizing themselves with
the contents of the notice concerning all applicable employee rights and obligations under
the FMLA.
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