COUNTY OF KENDALL, ILLINOIS

ADMIN HR COMMITTEE
e C DAL County Office Building
-, County Board Rooms 209-210
Tuesday, December 13, 2016 ~ 9:00a.m.
MEETING AGENDA
Call to Order

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

3. Approval of Agenda
4. Approval of Minutes from November 22, 2016 Meeting
5. CBIZ Update
Department Head and Elected Official Reports
Public Comment
8. Committee Business
Department Heads Review

»

»  County Administrator Review
»  Board Member Training

>

Determine 2017 Regular Meeting Schedule

»  Employee Handbook Updates

9. Action Items for County Board
10. Public Comment
11. Executive Session

12, Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE
Meeting Minutes
Tuesday, November 22, 2016

CALL TO ORDER
The meeting was called to order by Admin HR Committee Chair Lynn Cullick at 5:44p.m.

ROLL CALL
Committee Members Present: John Purcell - yes, Judy Gilmour — here, Lynn Cullick — here

Committee Members Absent: Dan Koukol
John Shaw entered the meeting at 5:45p.m. and left the meeting at 6:20p.m.
Others present: Scott Koeppel, Jeff Wilkins

APPROVAL OF AGENDA: Member Gilmour made a motion to approve the agenda, second by
Member Purcell. With three members in agreement, the motion carried.

APPROVAL OF MINUTES: Member Gilmour made a motion to approve the October 24, 2016

meeting minutes, second by Member Purcell. With three members in agreement. the motion
carried,

PUBLIC COMMENT — None

DEPARTMENT HEADS AND ELECTED OFFICIALS REPORTS
Technology — Scott Koeppel updated the committee on current projects, and the end of year
computer purchase of the Surface computers and the new desk top computers for those that are
in need of being replaced/updated.

COMMITTEE BUSINESS

. Approve Systems Administrator Job Description — Scott Koeppel stated that this job
description would be filled by a current employee, and has been reviewed by the State’s
Attorney’s Office.

. Approve Computer Support Specialist Job Description — This would be for a new
employee to assume the responsibility of the position.

Member Gilmour made a motion to forward the Systems Administrator and Computer
Support Specialist job descriptions to the County Board for approval, second by

Member Purcell. With four members voting ave, the motion carried.
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. Employee Handbook Updates — Item tabled to a future meeting

. Discuss New Board Member Training - Member Cullick stated that the new Board
Member Training will be held on December 15, 2016 at the Committee of the Whole
meeting. Other topics that will be included are the Open Meetings Act, Technology,
Board Rules of Order, Ethics Ordinance, Elected Officials and Appointed Department
Heads, Timesheets, Pay Vouchers, attendance forms, as well as other various topics.

° Update Wellness and Healthcare Program — Jeff Wilkins reported that the Wellness
Program and the Alternate Contribution Structure will not be implemented until 2018.

ITEMS FOR COMMITTEE OF THE WHOLE - None

ITEMS FOR COUNTY BOARD

. Approve Systems Administrator Job Description and Computer Support Specialist Job
Description

EXECUTIVE SESSION — Not needed

ADJOURNMENT ~ Member Gilmour moved to adjourn the meeting at 7:43p.m., Member Purcell

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

Valarie McClain
Administrative Assistant/Recording Secretary
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Page |Section [Policy Topic Status Issue - JICRMT Policy vs. KC Law / Effective
Sexual Ortentation Has not been discussed at HR | Discrimination agalnst Sexual Orientation ICRMT covers sexual arientation and lllinois Human Rights Act 1-1-06 /
Admin Committee harassment but does not Include Also see IL Equal Employment
complaint procedure, KC poficy does not {Opportunity Statement from the
discuss sexual orlentation Office of Executive Inspector
53-58 7.5 —
e-tigarette Has not been discussed at HR [KC polll:v cumently does not have a policy |ICRMT pollcy prohlblls e-dgarette, but |IGA Appmved (ozlomm for
52 74 i g Tn g do shicle usy
iL Privacy Act / Soclal Media Has not been discussed at HR Personal nnl'ne Soclal Medla ancnums Cwered in ICRM'I' not KC handbook
/Admin Committee
66 - 67 8.6 : 1.2017
[Employee Sick Leave Act Has not been discussed at HR 1Use of employee sick time ICRMT covers all qualified family Public Act 99-0841, effective -
2-43) 610 Admin Committee n Janyary 1, 2017
Healthcare contribetions after FMLA |Discuss to KC handbook To pay total cost of healthcare premiumi{s) [Consider *after 12 weeks of FMLA has Family Medical Leave Act
exhausted after 12 weeks FMLA s exhausted been exhausted the empkyee will he
required to pay 100% share of health
Insurance premiums on the same
’ schedule as he or she would under
a3-41 6.6 CORBA™
Workers' Compensation {OSHA Has not been discussed at HR |KC pollcy currently does not reflect. ICRMT policy covers new OSHA law, KC  [OSHA Tracking and Record
Workplace Safety Reporting) and Admin Committee Employee notificalton of Injuries and policy does not Keeping, Effective January 1, 2017
s Anti-Retaliation Regulations retaliztion for reporting work related
5
|Child Bereavement Leave Act Has not been discussed at HR |Requires employers to provide unpald ICRMT coveres this policy, nothing in KC  |820 ILCS 154/1, became effective
31-32 6.3 mll for d j 16
School Visitation Right Has not been dlscussedatHR KCpoIicycurrmﬂydoesnotreﬂectmIs ICRMT coveres policy, KC does not (820 ILCS 147/) School Visitation
48 6.13 po Act
Time off to Vote ICRMT coveres policy, KC does not (10 ILCS 5/17-15) {fiom Ch. 45,
32-33 65

7- 7-




8action 5.2

Section 5.3

WORKERS' COMPENSATION: F*Memmmmm

EDUCATIONAL REIMBURSEMENT:

Qualified employees of the County and/or fis elected offices may be eligible to apply for and
recalve up to @ maximum of fifty percant {50%) relmbursement for qualified educational
Bxpenses. For purposes of this pollcy, *qualified educational expenses” include only the cost
of the employee's tuition and required bocks for up 1o one (1) educationsl or training course
per semoster or quarter toward the employee’s undergraduate or graduate degres. The
course work must bs directly related to the employee’s job functions or proposed job
functions.

To be eligible for educational reimbursement pursuant to this policy, the employee must be &
full-ime, active amployes of the County and/ora County elected office who has compieted at
least one (1) year of continuous service immediately prior to the start of the course for which
the employes is seeking reimbursement. For purposas of this policy, “full-ime active
employee” means an empioyes who is regularly scheduled to work a minimum of 37.5 or
more hours per week and who i not on a leave of absence at the tme of taking the course.

An emplcyee's eligiblity shall ceass upon notice of termination of employment. No
educational relmbursements will be mads toformer employess, to employess who have given
notice of resignation, or who have bean notified that they will be involuntarlly terminated, This-
includes sltuations In which approval of such relmbursement was previcuely provided and/or
the course was satlsfactorlly complated prior to e date of termination of employment,

An smployee shall not be eligibie to recelve educational refmbursement from the County If
the employas receives educational reimbursamant from & third parly (e.g., veterans’ tultion
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this In writing from their immediate supervisor who will then submit this request io the
department head/electad official’County commitiee chalrperson. That Individual will cartify
the number of days which they are entitled 1o trade and submit this Information in writing o
the County Tremsurer's office. If sick/parsonal days are taken after thip trade and prior to the
firat day of the next flacal year, they will be deducted from the next fiscal ysar's twelve days
for sick/personal. Employees are not sligible to recelve the sick/personal day payback before
their six (6) month probationary perlod has bsen successfully completad.

D. Banked sick leave may only be used for an empicyee's liness. Sick leave Is a privilege,
not a right, axtended fo regularly scheduled employess and qualified part-ime employees.
Sick leave shail ba allowed only when the employea Is actumlly sick or disabled, or whan there
Is an iliness in the smployse’s famlly (i.e., spouse, child (birth, adopted step) or parent, A
maximum of twelve (12) sick days may be used when thers Is an illness in the employee's
famlly per year. Banked sick isave may only be used aftor all sici/personel days grantad In
the active figcal year have been exhausted, {Revision data: 9/17/02)

E. Approval of Sick/Perganal Days
1. Use of sick/ipersonal Is subject to approval by the empicyes's supervisor. When
an empioyea Is Incapaciiated; it is his/er responalbility to netify the supervisor at the
earliest possible moment. Such notification should Include the employse’s best
estimate of the duration of the absence, If possible.

2. Requests for sick dey use for medical, optical and duntal examinations or
treatments must be made prier to the beginning of the absence and should be made
$0 @8 to create minimal disruption of work schedules.

3. Alt absences charged to sick/personal days must be reported by the emplcyea's
certification on the County Leuve Requast Form, Sick lsave requasis should be
submitted weakly In cases where &n employes is absent for an extended perlod of
fime. Disapproved sick/parsonal day requests will ba rstumed o the employse with
full explanation for denial.

4. When a gsupervisor has reason to belleve that the sick day privilege e being
abuead, proof may be required of individual amployees for every abssnce, regardless
of the parlod of ime. Prior to use of this control, the employee In quastion must be
counsaled and notified of the constraint being placed upon the use of sick days. For
pericds of absence of more than three consecutiva work days, the employee may be
required fo provide a physiclan's sistement.

Secticn 6.3 ~ BEREAVEMENT LEAVE:

pesifen-to-bo- apstine,
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Saction 6.4

Section 5.5

HOLIDAYS: Annually, the County Board specifies the paid holldaye for rot-court
related and the Chief Judge epecifies the pald holldays for court-reiated officas for the coming

year,

Regular pari-ime smploywes ehall recalve pay proportionats to the average number of hours
normally worked (l.e., normally work four (£) hours a day — shall recsive four (4) hours pay).

If aliglble non-axempt employess work on a recognized holiday, they will racaive hollday pay
plus wages at ona and one-half times thelr stralght-time rate for the hours worked on the
holiday.

Regular pan-time smployees working a minimum of twanty (20) hours per weak shall be
entitied to holiday pay if the hollday falls on the employse's regularly scheduled work day.

JURY DUTY: Court leave shall be granted to employeas who are called to Jury duty or are
required to be absent from work because of subpoena from any leglsiative, judiclal or
administrative tribunal. Time away from work with pay and regular bensfits shall be granted
for such purposes. Per Diem court relmburesment must be written over to the County s¢ Jury
duty pay will be written over o the County for the portion of the day normally worked by a
part-ime amployse. Mileage will not be paid for those employees working at the Government
Center unless called by a court outside Kendall Gounty. Employees are expected to retumn
to work whenever possible during jury ime and carry out as many of thelr job responsibilities
as time permits during regularly schedulsd working hours.
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Section 6.6

FAMILY MEDICAL LEAVE (FMLA) POLICY: The Famlly and Medlcal Leave Act {FMLA,
1993) mandates a maximum of twelve {12) wesks of unpaid leave to eligitle smployess

under certain clrcumstances.

A FLALA EFFECTIVE CONBITInNG
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Section 8.7

MATERNITY ACCOMMODATIONS POLICY: Pursuant to the Hiinols Human Rights Act,
Kendall County will provide measonable accommedatfon(s) to pregnant applicants and
smployees, If requestad, provided the accommedation does not cause undus hardship on
the County’s crdinary 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 fraquent or longer bathroom breaks;

Breake for Increased water Inlake and periodic rest;

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

Assistance with manual labor;

Temporary light duty;

Temporary transfers to less strenuous or hazardous positions;

Accesslble worksites;

The ecquisition or modification of aquipmant;

Temporary job restructuring;

Temporary part-time or modified work schedules;

Appropriate adjustments or modifications of axaminations, tralning materals, or
policias;

Temporary reassignment fo a vacant position; and/or

e Time off to recover from childbirth and leave requlred by the smployee's
pregnancy, childbirth or related conditions.

...I.ill‘i'ﬁ.

Reasonable accommodations do not include the creation of additional employment
opporiunities; discharge or transfer of ancthar smpioyss; or promotion to & position
for which the applicant/employee is not qualifted. If a pregnant applicant or employes
Iz requesting a reasonable accommodation due to their pregnancy, shs must submit
her request In writing to her immaediate supervisor and/or depariment head. The
applicant/employas may be required to provide documertstion from her haalth care
providar conteming her need for the requestsd scoommodation, The
applicant/employee’s fallure to cooperate In this interactive procesas couid result In
denial of the requestad accommodation.

Absent & showing of undue hardship by Kendal! County, an employes who has been
affected by pregnancy, childbirth, or medical or common conditions related to
pregnancy or chlidbirth must be reinstated to the same or aquivadent posion with
eguivalent pay and accumulated sanlority, retirement, fringe benefits, and other
applicable service credits upon tha employse's retum to work andior when the
employee's nead for reasonable accommodation ceasas, whichever occurs later.
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Section 6.8

Section 6.9

Retallstion is prohiblted agsinst any applicant or employes bacause she has
requested, attempted to request, used or attempled fo use @ reasonable
accommodation pursuant to the Niinols Human Rights Act.

IMRF DISABILITY LEAVE: IMRF may provide temporary or total disabliity benefits for thoss
employees unable to continue the performance of thelr Job responsibfiities. If the employes
applles for and s granted temporary disabifity banefits under the provigions of the lliinols
Municipal Retlirement Fund {IMRF) or Sheriffs Law Erforcement Police (SLEP), thie leave
time shall be designated as FMLA leave, assuming that all FMLA qualifications are satisfled.

1. An employse stlll empioyed by the County, who Is granted temporary IMRF or
SLEP disabllity benefits, will continue to be covered undar the County’s group heslth
Insurance plan under the same condltions a5 coverage would have been provided if
the amployes had besn continuously employed during the lsave period.

Employee premium contributions will be required through direct payment to the
County. The employee will be raquired to pay his or her share of health Insumsnce
premiums on the same achedule as he or she would under COBRA Employes
contribution amounts are sublect to any change In rate that occurs while the
employee is on leave,

If an employee’s contribution Is more than 30 days late and 12 wesks of FMLA leave
have been utllizad, the County will terminate the employee’s insurance coverage.
The employee will be notified at least 15 days before the coverage lapses.

2. Pursuant to this policy, the County hes the right to ssek reimbursament from the
smployee for costs incumed for health insurance premiums on behalf of the empioyee
during the ieave of absence. Prior to leave and again upen retuming to work the
payroll office will provide Salary Withholding Authorization forms to be completed by
the employes.

3. Other elective payroll deductlons, Including but not imited to AFLAC, pre-pald
legul services, and I-Bonds, are the responalbility of the empioyee. Costs advanced
by the County are subject to the same Salary Withholding Authortzation as heaith
Insurance bensfite.

4. If the County receives IMRF's determination that the empioyee Is parmanently
disabled and unable to retum and perform his or her job responsibliities, the County
may sand proper notice of employment separation and notification of COBRA
benefiis to the employes,

MILITARY LEAVE: Miiltary isave shall ba granted as prescribed by stete and faderal law.
Unlegs otherwise specified by law or an applicable collsctive bargaining agreement, military
leaves of absence will be unpald. Employees on military leave will continue to accrue
seniority and 1o be entitied to certain other employee benefits to the extant raquired by law.
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Seclion 8.11¢ GENERAL LEAVE OF ABSENCE: Employess may request a general unpaid leave of
absence for personal matters. Leaves are grantad on the assumption that the employes will
be avallable to retum to regular employment when the condiions necassitating the lsave
permit. The declsion to grant such leave shall be at the sole discretion of the County Board
Chairman. Such leave may be requested for:

A. The confinuation of or completion of a pursuit of a dagree for the purpose of tralning In
subjects related to the work of the employes and which will benafit the County.

B. To recover thelr own heaith or attend to family liness beyond the 12 weeks allowed under
FMLA. (See Family Leave Section 6.1)

C. Personal business which will require an employee’s atiertion for an extanded period, such
as a sattisment of an estats, liquidating a businses, attending court as a witnees on non-
Cotnty related cases, and for the purposes other than the above that are deemed appropriate
by the County Board chairman,

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

E. GENERAL LEAVES OF ABSENCE - PROCEDURE - Formatted: Indent: Left {-

1. Employees may submit a written request to thelr Dopartment Head asking for a
leave of absence without pay. The request shall be in writing, stating the reasons
for the request, tha date desired for the start of the leave and probable date of
retum. The request along with the written recommendation of the Departmant
Head ehall be forwarded to the County Board Chalmman for authorization.

2. Authorization for such leave shall be within tha sole discretion of the County
Board Chalrman whose declslon will be based upon the operational needs of the
department, the work recond of the individual and the reason for the request.

3. An employes Is required fo exhaust avallsble pald vacation and sick/personal
legve before unpald general laave of abssnce is commenced.

F. GENERAL LEAVES OF ABSENCE - BENEFITS

1. For the remainder of the month during which u general Inava bagins, theresfter
the County will continue te provide group health Insurance covarage urder the
same conditions es it did before the leave began. Subsequently, such insurance
coverage, i desired by the employee and ctherwise avallable through the
County, shall be fully paid by the smployss through the duration of the Jsave.
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Section 7.1

Section 7.2

such action fo the Office of Administrative Services. The County will investigate your
concems and take comective action if it determines that somecne has violated the Courty's
VESSA policy.

CHAPTER VII
DISCIPLINARY AND SEPARATION ACTION

STANDARD OF CONDUCT: Whenever peopla gather togsther to achisve goals, some rules
of conduct are needed to help everyone work iogether efficiently, effeclively and
harmonlously. By accepting smployment with the County, the employes has a responsi|bllity
to the County and to his fellow employees to adhere fo certaln nies of behavior and conduct.
When each person la aware that he or ehe can fully depend upon fellow workers fe follow the
fules of conduct, then the organization will be a better place to work for everyons.

DISCIPLINE POLICY: While on County premises or engaged In County business, every
employes Is axpected to observe all County rules and to conduct themselves In a professional
and respectful manner. Fallure to do 8o shall subject the empioyee to discipiing appropriate
under the circumstences, inclugive of discharge.

It shall be the duty of the immediate supsrvieor to Initlate disciplinary action on his own or to
recommend to the department head such diaciplinary action es the clrcumstances may
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Section 7.4

grievance. Many, If not most grievances, can be resolved swiftly In this Informal
manner.

Stap 2

If the grievance Is not settied at Step 1, the empiloyse may fie a written grievance
with the department head, within five (5) workdays after the Immediate supervisor's
response in Step 1. The department head and the supervisor shail discuss the
grievance with the employee at a ime mutually agreeable to the parties (within five
(5) workdays). The department head shall provids a written answer to the grievance
with flve (B) workdays following the meeting with the employee. [ the department
head Ie the Immediate supervisor referred to In Step 1, then the amployes will
proceed to Step 3 immaediaieiy.

Siep3

If the grievance is not settied In Step 2 and the empicyee wishes fo appeal the
grievance further, the amployee ehall assuyme the responsibllity of referring the
wiitten grisvance within five (6) workdays to the committee chairman of the County
Board to which the employee’s department reporis. The commitiee chairman shall
netify the County Board Chalrman fo call a Grievance Committee mesating. A meeting
will be held between the Grievance Committee and the amployse, the employes's
reprasantative (If applicabls) and the Immediate supervisor agresable to the partlas
not to exceed twenty-one (21) workdays after the grisvance is presanted to the
commitise. The Grisvance Committee shall provide the employse with a written
answer ta the grisvance within five (5) workdays following the mesting.

Declslon
Tha dacislon of the Grievance Committes of the County Boerd shall be final.
Accelerated Grievance Procedure of Suspension without Pay

In grisvance cases Involving suspenslion without pay, the empioyee may elect to
follow the following “fast track” grisvence procedure; Omit Step 1 and go immediately
to Step 2 unfess this department head was the ons whe took the action to susapend
the employee without pay or tsrminats the employes Involuntarily then the smployee
shall procead Immediately to Step 3 and fils the writien grievance with the appropriate
commiites chalrman,
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to obtain authorization from the Director of Technology and appropriate network
soacurity permissions to allow access wiil be approved. The same process wiil apply
for any department/agency requesting a walver from any part of the Kendall County
network sacurity policy.

E. Viruses

1. Virus detection. Viruses can cause substantial damage to computer sysiems. Each
user is responsible for taking reasonable precautions to ansure he/she does not
introduce viruses Into the County’s retwork. To that end, all materal received
magnetic or optical medium and all material downloaded from the Intemat or from
computers or networks that do not belong to the County must be scanned for viruses
&nd other destructive programs before being placed onto the computer system. Users
should understand that home computers and laptops might contain virvees. All dats
transferred from these computers 1o the County's network must be scanned for
viruses.

2. Accessing the Infernel. To ensure security and avold the spread of viruses, users

accessing the Infemet through & computer attached to the County's network must
do so through an approved firewall.

F. Soclel Usd'e Foilev and Guidsiing
This s the official pollcy for socle! medls vee i [Empliover] and Rrovides guldencs for
enplovess eng slecied officiele on thelr professlone end personzl uss of sociel
madia.

All empleyess sre rasconelbie for knowing 2nd vnderetanding he polley.

1. _Profsegionsl Use of Socis liedls -

Bsfore enpacing In sccle! nsdie zs 8 morescntatve of [emplover, You must be
suthorlzed to comment by &n alacted oficlel ¢ deperiment heed. You may _not
commsnt &8 & repraseniziive of the [emplover] uniess vou ere authorzed to do 8o,

Once suthortzed to comment, vou et

o Dlacloss vou grs on empicvas or elscted officlal of the lemplover], end use
nnly your awn identty,

[ Discloss enc commenti only on nen-confideniisl Information. Confidentlsl
nfermeticn & ssperalsly defined n this polley.

c Ensurs that gl comtent oubllehed ks eccurete end nef misleeding end

comrdier with £ fempaver] pollcles.

Commant enly i vour eree of experise snd suthorily,

Enslre comments e mopeoliul eng refrain from posting er responding to
metsitel thel I ofieneive, obscere, defemsfory, threeiening. hermssing.
buliving, and discrimingtory, Infrinpes copvright, breeches & Court ordar, or
& otherwine unigwdul,

Refreln fram meking somments or pesting meterel thet mioht cthenulee
caues demess fo (he femploverst reptetion or brins K Infe dlerenuls,

2. Pervonel Uee of Eocikl Mesls
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