COUNTY OF KENDALL, ILLINOIS

s ADMIN HR COMMITTEE
Y o County Office Building
g e County Board Rooms 209-210
1 ,J-'ﬁ Monday, February 28, 2017 ~ 5:30p.m.
MEETING AGENDA
Call to Order

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

Approval of Agenda

Approval of Minutes from February 6, 2017 Meeting

CBIZ Update

Department Head and Elected Official Reports

Public Comment

Committee Business

N0 EWw

»  Employee Handbook Updates

9. Action Items for County Board
10. Public Comment

11. Executive Session for the purpose of discussion of minutes of meetings lawfully closed
under this Act, whether for the purpose of approval by the body of the minutes or semi-
annual review of the minutes as mandated by Section 2.06

12. Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE

Meeting Minutes
Monday, February 6, 2017
CALL TO ORDER
-Admin HR Committee Chair Lynn Cullick called the meeting to order at 5:30p.m.
ROLL CALL
Attendee Name Status Arrived

Judy Gilmour Present

Matthew Prochaska Present

Lynn Cullick Late 5:43p.m.

Bob Davidson Present

John Purcell Late 5:35p.m.

With three members present a quorum was established to conduct committee business.

County Staff Present: Jeff Wilkins

APPROVAL OF AGENDA

Motion: Member Prochaska
Second: Member Davidson
RESULT: Approved with a Unanimous Voice Vote

APPROVAL OF MINUTES - January 23, 2017

Motion: Member Prochaska
Second: Member Davidson
RESULT: Approved with a Unanimous Voice Vote

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS

»  Administrative Services — Jeff Wilkins reviewed several items on the County Board
agenda for Tuesday, February 7, 2017, and clarified the necessary votes needed for
specific items on the agenda.

Mr. Wilkins also provided information to the committee on the Supervisor of
Assessment position, the appointment, eligibility, term, reappointment, compensation,
and salary reimbursement.

PUBLIC COMMENT - None
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COMMITTEE BUSINESS

» Closed Session Procedure Recommendations — Member Cullick met with State’s Attorney
Eric Weis and Assistant State’s Attorney Leslie Johnson about a procedure/process
document, they did not have any recommendations at this point.

» County Administrator Review — Member Cullick distributed the evaluation form to all of
the County Board members by email last week. County Board members will discuss at the
February 21, 2017 meeting.

» Employee Handbook Updates — Nothing returned from the State’s Attorney’s Office for
discussion or review.
Member Cullick reported that Chairman Gryder would like the committee to conduct a full
review of the Employee Handbook as soon as possible. Member Cullick said that once the
State’s Attorney’s Office has finished with their review of the items the committee sent

over in January, she would like the committee to begin its review of the entire handbook.
There was consensus by the committee to use the first meeting of every month to

review the emplovee handbook section by section.

ITEMS FOR COMMITTEE OF THE WHOLE - None
ACTION ITEMS FOR COUNTY BOARD - None
PUBLIC COMMENT - None

EXECUTIVE SESSION - None

ADJOURNMENT

Motion: Member Davidson
Second: Member Prochaska
RESULT: Approved with a Unanimous Voice Vote

This meeting was adjourned at 7:07p.m.
Respectfully Submitted,

Valarie McClain
Recording Secretary
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Kendall County
12/1/15 - 12/1/16 compared to 12/1/14 - 12/1/15

1. HMO total membership is down -5.8%

2. Average age of employee increased from 45.2 years to 46.3.

3. Paid medical claims for the 12 month period ending 12.1.16 compared to last year's period are
down -32.1%.

4. For the recent 12 months, there is one high cost claimant of $355,043.

5. Paid pharmacy claims for the 12 month period are down -27.6%.

6. Specialty pharmacy spend for the 12 months ending 12.1.16 is down -57.8%.

Top 10 Specialty Drugs by Ingredient Cost for the Year to Date

Brand Name Specialty Class Cost Prescriptions Avg. Ingredient Cost/Prescription

TECFIDERA  MULTIPLE SCLEROSIS $61,313 10 $6,131.29
PROCRIT BLOOD MODIFIERS  $1,3783 $459.20

PPO

PPO total membership is up 4.5%.

Average age of employees has decreased from 44.1% to 43.8%.

Paid medical claims for the PPO for the 12 months ending 12.1.16 are up 22.2%

Paid prescription claims for the PPO for the 12 months ending 12.1.16 are down -12.1%
Total claims for the PPO for the 12 months ending 12.1.16 are up 13.1%

For the recent 12 months, there are 12 high cost claimants totaling $1,349,616.
Speclalty pharmacy spend went from 58.7% of pharmacy spend to 61.1%. (Up 4.1%)

N hreNa

Top 10 Specialty Drugs by Ingredient Cost for the Year to Date
Brand Name Specialty Class Cost Prescriptions Avg. Ingredient Cost/Prescription

HUMIRA AUTOIMMUNE $169,200 $5,834.48
ENBREL AUTOIMMUNE $54,077 $3,862.61
STELARA AUTOIMMUNE $35,334 $8,833.49
OTEZLA AUTOIMMUNE $29.156 $2,650.55
TECFIDERA  MULTIPLE SCLEROSIS  $11,864 $5,932.21
ARANESP BLOOD MODIFIERS $9,099 $2,274.80
FOLLISTIM FERTILITY & PREGNANCY $6,074 $2,024.58
REBIF MULTIPLE SCLEROSIS $5,872 $5,971.76
FOLLISTIM FERTILITY & PREGNANCY $3,544 $3,543.73
CAPECITABINE CANCER-ORAL $2,206 $2,205.58

2/28/17



MONTHLY MEDICAL INSURANCE REPORT
January 31, 2017

Total Enrojled
Non- Annual Cost
Union Union Jan-16 Feb-16 Jan-17 Feb-17 PlanperEE  Qthers
HMO Employes | 12 |14 55 55 50 50 $8,900.28
HMO Family 33 | 15 | 44 42 38 31 $22,272.60 7
PPO Employee | 0 5 50 16 18 5 $12,087.00 1
I_ P:PO F:amlly 0 3 36 14 12 3 $20,616.00 1
H.S.A. - Emp 67 | 32 , 38 73_| [78 100 $10,180.32]* [ 12
H.S.A - Fam 48 52 54 79 76 | 102 $23,616.001*| 6
Total Enrolled 160 | 121 277 270 281 201 35
[Total Eligible 218 | 144 Se—————— e ——
Dental EE 168 46
Dental Famlly 180 26
Total Enrolled 348 72

NOTES:
1) Premlums and headcount paid as of monthly report date
* 2) Inciude's Employer 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, 1F
5) January Retiree enrofiment; 2 HSA Employee, 1 HSA Family



FY 17 MONTHLY MEDICAL INSURANCE INVOICES

I231/2016 _ 1B1I2017 2812017 33112017 430I2017 53112097 302017 713112017 BI2017

{BUDGETED: $5,106,257)* 23.8% of Budget

WIV2MT 1083172017 11/3012017 Totals

25384 25884/
792 B840 $1
443800 1750 $445,550
1 1 8
N N S ) S S—) S S i— " |

FY 16 _MONTHLY MEDICAL INSURANCE INVOICES

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

124312015 1312016 2128/2016  31/2018 413002016 N312016 _ G302M6  TIMI2016  A2016 93002010 10312016 113072016 Totals
; [1] 347589 48 342333 7T 51| 341085
23478 24220 24182 23782 2301 23806 23560/ F21r7] 23049 23199 23365/
728 132 723 i ™ 718, fr=] 708 714 T08 713

(BUDGETED: $4,747,400) 81.4% of Budgat

12012018 USU2015 22812015 _W3/2015 _ABO2015 _ SON/2015_ GBI2NS  TRUS 8312015 SI0R01S 1073172015 11/30/2015  Totals
BlueCross Medical Pramium | $318655 [ 325904 | § 323,388 | § 321,771 31

759 319,795
1 7] 1 1
NU"J":"U Premium .ﬁ%.ﬁ%.ﬁ%%ﬂiﬂi{%&.&%_ﬂ

750 747 7 7]
Haalth Account
TOTALS 5 Y
FY 14 MONTHLY MEDICAL INSURANCE INVOICES {BUDGETED: $4,680,373) £235.077 under FY
121392013 1312014 212812014 SIMI2014  ABBQI2014  SI3/2014  G30I2014 73102014 312014 /2014 10/31/2014 113012014  Totals
BlusCross Medical Presmum (3 337,723 | 327
FhueCry [$ 337,723 1§ 333,587 ]S 323406 ]3 234 301[ 3 334,375 [3 325057




MONTHLY ADMINISTRATION / HR SUMMARY REPORT
January 31, 2017

New Hires/Toerminations (12/1/16 -11/30/17)

Workers' Comp. Claims (12/1/16-11/30/17) New Hirss Resignations/Terms
_ Prior Year Total YT@ Current M YTD _ foumentmonth |YTD (Cument Month_|
Administration 1
e I
1 1 1
1 1
2 1
3
4 | 1
1 1
1
1 2 1 1 1
24 11 7 2 1
2 2] 2
1
44 13 7 7 5
SA FUNDING
Deposit
443,800
" Property Claims (12/1/16 - 11/30/17) 1,750
D.E Deacription Insurance Amount 0
Sherift Struck by vehicle subrogste - 0
1Sh Struck by vehicle subrogate - 0
0
0
0
0
0
0
[¢]
ﬂ.c. Claims Expense
12/1/16 - 11/30117) .
Total 0.00 December 36,439
18,765
** Pald from other fund
* Occurred last FY but reported this FY
Retirees/COBRA (12/1/16 - 11/30/17
F(_Medieahnentgl_ 9]__$11,061.17
Family Dental 8] $738.38
ISir_IgIe Dantal 24 $2,354.64
Vision 1o| $383.22
COBRA Medical / Dental 2 705,34 PEDA Reimbursements YTD 13,124.00
Total 51| $18.242.75 Total [ $ 85204]% 42080

" ocourred last FY but report this FY




Open Claim Type  Incident Date Department Cause / Incident Pald Missed > 3 Days Work Returned to Work
WC 06/30/12 Forest Preserve injured back and shoulder $113,324.99 Y Term
WC 05/10/14 Sheriff's injured multiple body parts $115,062.85 4 Y
wC 08/31/14 Sheriff's contuslon A $32,100.77 Y ¥
wC 02/01/15 Facilities shoulder / repetitive motion $55,470.36 Y Y
WC 05/05/15 Facllities Strain/Spraln arm $101,671.33 Y Term
wC 02/17/16 State's Attomey  slipped in parking lot "$0.00 N Y
WC 03/25/16 Sheriffs struck by person / injured shoulder $6,231.06 N Y
WC 04/10/16 Forest Preserve slip / contusion ankle $10,119.01 Y Y
wC 04/12/16 Sheriff's contusion toe $46,319.60 Y N
wC 08/22/16 Sheriff's strain finger b $1,532.85 N Y
WC 09/13/16 Sheriff's training / strain $9,455.35 N Y
WC 09/14/16 Sheriff's Strain/back ke $0.00 N Y
wcC 10/01/16 Sheriff's exposure to bodily Aluids hd 528925 N ¥
w¢ 10/04/16 Admnistration slip / contusion hand b $4,471.89 N ¥
wC 11/02/16 Sheriff's exposure to bodily fluids - $1,367.23 N ')
WC 11/03/16 Sheriff's muscle strain $1,195.92 N Y
WC 11/03/16 Sheriff's musdle strain $341.80 N Y
wC 11/12/16 Sheriffs lacerations $1,624.33 N Y
wc 11/15/16 Sheriff's laceration $156.09 N Y
WC 11/15/16 Sheriff's laceration $675.69 N Y
wc 11/28/16 HWY laceration $0.00 N Y
wC 12/08/16 State's Attorney  stuck by door $1a4.25 N Y
wC 12/08/16 Sherif's contusion $664.11 N Y
we 12/12/16 Clerk slipped in parking lot $0.00 N Y
wC 12/17/16 Sheriff's stuck by needle 50.00 N Y
WC 12/12/16 HHS slipped In parking lot $0.00 N Y
wWC 01/01/17 Sheriff's contuslon $1,730.02 Y N
WC 01/02/17 Sheritfs exposure to bodily fluids $0.00 N Y
wC 01/02/17 Sheriff's contusion $0.00 N Y
wC 01/19/17 Sheriff's contusion $0.00 N Y
$503,957.
OpenClaim Type InddentDate Department Cause / Incident Paid Paid by KC Coverage Type
Liability 01/02/14 VAC wrongful termination $0.00 $0.00 Errors & Omissions
Liabiiity 05/15/14 Sheriff's discrimination $187,623.07 $25,000.00 Errors & Omissions
Liability 06/07/14 Sheriff's excessive force $2,752.30 $0.00 Law Enforcement Liability
Liabllity 01/06/15 Circult Clerk work discrimination $12,926.30 $12,797.30 Errors & Omissions
Liability 09/12/15 HWY improper signage fatality 50,00 $0.00 General Uability
Liability 09/28/15 Circult Clerk work discrimination $9.70 $0.00 Ervors & Omissions
Liability 06/15/16 Sheriff's assault $2,243.10 50,00 Ltaw Enforcement Liabifity
$205,554.56 $37,797.30
* Denled
** Closed Qut
o Re-Operted

As of 01/32/17



Page |Section |Policy Topic IStatus lissue JICRMT Policy vs. KC Law / Effective
Workers' Compensation (OSHA Has not been discussed at HR KC policy cumrently does not reflect, ICRMT policy covers new OSHA law, KC  fosHA Tracking and Recend
Workplace Safety Reporting} and Admin Committee Employee notificaiton of injuries and policy does not Keeping; Effective January 1, 2017
Antl-Retallation Regulations retafiation for reporting work related
25 5.2
Child Bereavement Leave Act Has not been discussed at HR Nequlresemployerstnprovideunpald ICRMT coveres this policy, nothing in KC 820 ILCS 154/1, became effective
31-32 6.3 ) i
Time off to Vote KC policy currently daes not reflect this ICRMT coveres policy, KC does not (10 1LCS 5/17-15) (from Ch. 46,
32-33 6.5 - in i k r. 17-1 s 17
Family Medical Leave Discuss to KC handbook Employee cost of healthcare premium(s) |Current poflicy states "after 12 weeks of  IFamily Medical Leave Act
during the 12 weeks FMLA FMLA has been exhausted the employae
will be requlredtopaylooxsharenf
health insurance premiums on the same
schedule as he or she would under
33-41 6.6 n
Employee Sick Leave Act l'-lasnotbemdbumedatﬂk Use of employee sick time mrpollqmrsallquallﬁedfamiv ,Puﬂkmmm
43 6.10 Admin Committee n : 017
School Visitation Right Has not been discussed at HR I(Cporlcymrrentlvdnesnntreﬁectmis lCRMvaerespulkv,chuesnnt (szon.cs-'umsmm\nslnum
48 6.14 Admin Committee activity in its policy handho _ Rights A
- e-Cigarette Has not been discussed at HR KC policy currently does not haye apolicy |ICRMT palicy prohibits e-cigarette, but  {iGA Approved (02/08/16) for
52 74 Admin Co tee that 3 i/ reflect: gare does not mentic vehicle yse onsideration Bl HB2404
Sexual Harassment Policy (includes [Has not been discussed at HR Discrimination against Sexual ICRMT covers sexual orientation and lllinols Human Rights Act 1-1-06/
Sexual Orientation) Admin Committee not Included in current policy harassment but does not incude Also see IL Equal Employment
complaint procedure, KC poficy does not Opportunity Statement from the
- discuss sexual orlentation Office of Executive nspector
52-58 . B pra
IL Privacy Act / Social Madia Has not been discussed at HR Personal onfine Social Media accounts Covered in ICRMT, not KC handbook Amendment to current
Admin Committee act, new law takes effect January
66 - 67 8.6

11,2017




Section 5.2

Section 5.3
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is an iliness in the employee's family (L.e., spouse, child (birth, adopted step) or parent. A
maximum of twelve (12) sick days may be used when there is an liness in the employee's
family 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: 9/1 7/02)

E. Approval of Sick/Personal Days
1. Use of sick/personal is subject to approval by the employee’s supervisor. When
an employee Is Incapacitated:; it is histher responsibility to notify the supervisor at the
eariiest possible moment. Such notification 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 sick/personal days must be reported by the employee's
certification on the County Leave Request Form. Sick leave requests should 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 denial.

Section 6.3
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Section 6.4

Section 8.5

LT Ry 2
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HOLIDAYS: Annuslly, the County Board specifies the pald holldays for not-court
related and the Chief Judge spectfies the pald holidays for court-related offices for the coming

year.

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

I eligible non-exempt empioyees work on a recognized holiday, they will receive holiday pay
plus 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 employee’s regularly scheduled work day.




Section 6.6

FAMILY MEDICAL LEAVE (FMLA) POLICY: The Famil

1803) mandetes a maximum of twelve (12) weeks of un

y and Medical Leave Act (FMLA,

paid leave to ellgible employses
under certaln circumstancss.
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Section 6.7

MATERNITY ACCOMMODATIONS POLICY: Pursuant 6 the Niinols Human Rights Act,
Kendall County will provide reasonable accommodation(s) to pregnant applicants and
employses, 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 miik;
Seating;

Asslistance with manual labor;

Temporary light duty;

Temporary transfers to less strenuous or hazardous positions;

Accesslible 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
policles;

Temporary reassignment to a vacant position; and/or

+« Time off to recover from childbirth and Ileave required by the employee's
pregnancy, childbirth or related conditions.

Reasonable accommodations do nof Include the creation of additional employment
opportunities; discharge or transfer of another employes; or promotion fo a position
Is requesting a reasonable accommodation due to their pregnancy, she must submit
her request in writing to her immediate supervisor and/or depariment 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 failure to cooperate 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 of common conditions related to
pregnancy or childbirth must be reinstated to the same or equivalent position with
equivalent pay and acoumulated seniority, 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.

Retallation is prohibited against any applicant or employee because she has

requested, attempted to request, used or attempted to use a reasonable
accommodation pursuant to theé Illinois Human Rights Act.
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Saction 8.9

MILITARY LEAVE: Milltary leave shall be granted as prescribed by state and federal law.
Uniess otherwise spacified by law or an applicable collective bargaining agreement, miltary
leaves of absence will be unpald. Employees on military ieave will continue to accrue
seniority and to be entifed to certain other employee benefits to the extent required by law.

Section 6.110

GENERAL LEAVE OF ABSENCE: Employees may request a general unpald leave of
absence for personal metters. Leaves are granted on the assumption that the empioyee will
be avallable fo return to regular employment when the conditions hecessitating the leave
permit. The decislon 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 lliness beyond the 12 weeks allowsd under
FMLA. (See Family Leave Section 6.1)

C. Personal business which will require an employee's attention for an extended period, such
a settfement 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 chairman.

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 thelr Department Head asking for
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 shall be forwarded to the County Board Chairman for authorization.
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Section 7.1

Sectlon 7.2

CHAPTER VI
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
harmonlously. By accepting employment with the County, the employee has a responsibility
to the County and to his fellow empioyees 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 foliow the
rules of conduct, then the organization will be 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

under the circumstances, inclusive of discharge.

It shall be the duty of the immediate superviser to Initiate disciplinary action on his own or to
recommend fo the department head such disciplinary action as the circumstances may
warrant malntaining the efficlency of the department, Disciplinary 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 )
reason, ncluding, without limitation, any one or more of the following:

48



Section 7.4

Section 7.5

(5) 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 immediatsly.

Steo 3

If the grievance Is not settied In Step 2 and the employee wishes to appeal the
grievance further, the employee shall assume the responsibliity of referring the
written grievance within five (5) workdays to the commiittee chalrman of the County
Board to which the employee’s department reports. The committee chairman shall
notify the County Board Chelrman to call a Grievance Commiitee meeting. A meeting
will be held between the Grievance Committee and the empioyes, the employee's
representative (if applicable) and the Immediate supervisor agreeable to the parties
not to exceed twenty-one (21) workdays after the grievance is presented to the
committee. The Grisvance Committee shall provide the employee with a written
answer to the grievance within five (5) workdays following the meeting.

Decision
The declision of the Grievance Committee of the County Board shall be final.
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 empioyee
shall proceed immediately to Step 3 and file the written grievance with the appropriate
committee chairman.
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I. STATEMENT OF POLICY
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DRUGS AND ALCOHOL POLICY

The County desires to implement certain procedures to improve the quality of life for
employees and provide a safe and productive work environment. Kendall County recognizes
the problems of alcohol and other substance abuse In our soclety. Furthermore, the County
considers substance abuse as a serious threat to the quallty of life in our community. This
policy addresses this problem by requiring that Kendall County Government remain a drug
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1. Vius detection. Viruses can cause substantial damage to computer systems. Each
user is responsible for taking reasonable precautions io 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.

Z._Accessing the Internet. To ensure security and avold the spread of viruses, users
accessing the Internet through a computer attached to the County’s network must
do so through an approved firewall.




