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COUNTY OF KENDALL, ILLINOIS

ADMIN HR COMMITTEE
P e County Office Building
b il "": County Board Rooms 209-210
\_Lr; Tuesday, December 27, 2016 ~ 5:30p.m.

MEETING AGENDA

Call to Order

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

Approval of Agenda

Approval of Minutes from December 15, 2016 Meeting
CBIZ Update

Department Head and Elected Official Reports

Public Comment

Commiittee Business

Per Diem/Salary Discussion

Department Heads Review

vV V¥V V¥

County Administrator Review

»  Employee Handbook Updates

Action Items for County Board
Public Comment
Executive Session

Adjournment



COUNTY OF KENDALL, ILLINOIS
ADMINISTRATION HUMAN RESOURCES COMMITTEE
Meeting Minutes
Tuesday, December 13, 2016

CALL TO ORDER
The meeting was called to order by Admin HR Committee Chair Lynn Cullick at 9:01a.m.

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

Prochaska - here. With four members present, 2 quorum was established to conduct committee

business.
Committee Members Absent: Bob Davidson
County Personnel Present: Glen Campos, Scott Koeppel

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

APPROVAL OF MINUTES: Member Prochaska made a motion to approve the November 22, 2016
meeting minutes, second by Member Gilmour. With all in agreement, the motion carried.

CBIZ Update — Jim Pajauskas said the census has been submitted to United Healthcare and will be
upload it into their system so that id cards can be distributed prior to January 2017.

Glen Campos reported:
- 18 employees in the PPO family switched to the HSA, and 14 single employees switched from
the PPO to the HSA, leaving three families and 4 singles on the PPO from Probation, KenCom,
the Sheriff’s Patrol Deputies, and the Sheriff’s Patrol Sergeants.

DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS

Technology — Mr. Koeppel reported that their new employee began on 12/12/2016, and is currently
being trained by Technology personnel.

Mr. Koeppel also reported on some changes to the procedures for ordering toners, supplies and service
on the Konica Copiers. Designated staff in each department or office will now be responsible for
direct contact with Konica when ordering supplies, service, etc. Mr, Koeppel said that they are
working with a new company to recycle toners.

Technology also made some changes to the Animal Control printers, and the Coroner’s office
rearranging things, hooking up computers, etc.

Mr. Koeppel has scheduled meetings with KenCom to ensure that their needs are being met, to discuss
issues that KenCom would like resolved, and to observe their system.
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PUBLIC COMMENT — None
COMMITTEE BUSINESS

» Department Heads Review — Member Cullick reminded committee members that the
Board approved evaluation tools that would allow the County Administrator to conduct
Department Head reviews for Facilities Management, Technology, Animal Control, and
PBZ. Discussion on including the Chief Assessor and the County Engineer in the process
as well. The committee had previously talked about having these reviews in January each
year. After the County Administrator conducts an evaluation, each committee will review
the Department Head evaluations, and then the Board will review the evaluations at a
Committee of the Whole meeting.

»  County Administrator Review — Member Cullick reminded the committee that the Board
approved conducting an annual review of the County Administrator in January each year,
The committee will review the evaluation forms at the next committee meeting and decide
how to proceed.

»  Board Member Training — Member Cullick stated that Mr. Koeppel, Mr. Weis, Ms. Ferko
and Ms. Gillette will be addressing the Board during training.

»  Determine 2017 Regular Meeting Schedule — Discussion on the days and times for meeting
as a committee on a regular basis. There was consensus by the commiittee to meet on the
first Monday of the month at 5:30p.m. and on the fourth Tuesday of the month at 5:30p.m.

» Employee Handbook Updates — Item tabled to a later meeting

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

EXECUTIVE SESSION - Not Needed

ADJOURNMENT -~ Member Purcell moved to adjourn the meeting at 10:41a.m., second by Member
Gilmour.

Respectfully Submitted,

Valarie McClain
Administrative Assistant/Recording Secretary

Kendall County Admin HR Committee Meeting Minutes December 13, 2016 Page 2



STATE OF ILLINOIS }

}ss OATH OF OFFICE
COUNTY OF KENDALL }

l.___ANDREW NICOLETTI . having been APPOINTED
{electad or appointed)

to the office of ___CHIEF ASSESSING OFFICER inthe __CITY

of ___YORKVILLE inthe Countyof KENDALL

and State of lllinois, do solemnly swear, or affirm, that | will support the Constitution of the United States
and the Constitution of the State of 1llinois, and that | will falthfully discharge the duties of the office of
CHIEF ASSESSING OFFICER my ability.

Signed and swom to (or affirmed) before me on : iiNE 13: 2213-.. R el Rl
(Signature Aamnisenng Ca)

KENDALL COUNTY CLERK & RECORDE]
Constitution of ifiinots (Title)
Article XlII, Section 3
5 ILCS 255/: 60 ILCS 1/75-5()
65 ILCS 5/3.1-16-20; 70 ILCS 120548

75 L.CS 16/30-45(g)




KENDALL COUNTY DEPARTMENTAL FORM
EMPLOYEE GOALS & PERFORMANCE REVIEW

Employes:; Evaluator/Supervisor:
Department: Title:
Hire Date: Date of Revisw: Date of Last Review:

Evaluation (check one)D Annual DProbationary Performance Perlod:




Review Achievement of Goals for Previous Performance Period to

1.

Comments:

Comments:

3.

Comments:

4.

Comments:

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



CORE TO SUCCESS:

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

JOB KNOWLEDGE (Possesses clear understanding of the responaibilities and tasks he/she must perform)
Comments:

JOB PRODUCTIVITY (Demenstrates commitment to efficiently and effectively complete projects/ tasks to meet deadlines, secks
extra assignments and sble to complete on a timely bagis)
Comments:

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

FLEXIBILITY(Opento suggestions and new ideas and freely adapts to changes in procedures and work dutiss)
Comments:

COOPERATION (Provides courtsous response to citizens, co-workers, supervisors; provides agsistance whenever possible; avoids speaking,
writing or actions that could be seen as disrespectful of people in their absence; recognizes and shows respect for the strengths and contributions of others)

Comments:

ATTENDANCE (Amives for work on time, limits breaks and lunch times sppropriately)
Comments:

PROFESSIONALISM {Dresses appropriately, Fliaplays professional appearance and demeanor, uses proper grammar, refraing from ptuflnity)
Comments:

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



Core to Success Rating Guidelines:

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

performance cycle.

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

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

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

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

ADDITIONAL NOTES:



Develop Goals for Next Performance Period

(Collahorative discussion between supervisor and employee)

1.

Comments:

Comments:

3-

Comments:

Comments:




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

Evaluator’s comments:

Employee’s comments:

1 have read this evriuaiion sind had the opporunily © review it with my supervisor, gitd have besn given a copy of this
ovwiuation. My signsture does not necesssiy denots my agresment with the conclusions of the eveluator.

Employee: Date:
Supervisor: Date:
Department Head: Date:
Received by Human Resources: Date:




!Pagg Section |Policy Topic Status Issue {ICRMT Policy vs. KC "_|Law / Effective
Workers' Compensation (OSHA Has not been discussed at HR [KC policy currently does not reflect. ICRMT policy covers new OSHA law, KC |OSHA Tracking and Record
Waorkplace Safety Reporting) and Admin Committee Employee notificaiton of Injuries and policy does not Keeping, Effective January 1, 2017
; Anti-Retaliation Regulations retallation for reporting work related :
25 5. i
Child Bereavement Leave Act Has not been discussed at HR |Requires employers to provide unpaid ICRMT coveres this policy, nothing in KC  [820 ILCS 154/1, became effective
31-32 6.3 rmin Committee I forthe d a child hai 6
Time off to Vote Has not been discussed at HR [KC policy curvently does nat reflect this ICRMT caveres policy, KC does not (10 ILCS 5/17-15) (from Ch. 46,
32-33 6.5 min Comm ity § hand r. 17-15 17-15
- |Family Medical Leave Discuss to KC handbook Employee cost of healthcare premium(s) ]Curvent policy states "after 12 weeks of  |Family Medical Leave Act
during the 12 weeks FMLA FMLA has been exhausted the employee
will be required to pay 100% share of
health insurance premiums on the same
schedule as he or she would under
33-41 6.6
Employee Sick Leave Act Has not been discussed at HR [Use of employee sick time ICRMT policy covers all qualified family | Public Act 99-0841, effective
42-43| 610 Admin mi does not : nua 1
School Visitation Right Has not been discussed at HR [KC policy currentiy does not reflect this ICRMT coveres policy, KC does not (820 ILCS 147/) School Visitation
48 6.14 . Admin Comm activity in its policy handbook i Act
e-cigarette Has not been discussed at HR |KC policy currently does not have a policy |ICRMT policy prohibits e-cigarette, but  |iGA Approved (02/08/16) for
52 74 Admin Commi that i 5 not mention vehicle ideration Bill HB2404
Sextzal Harassment Policy ( Includes |Has not been discussed at HR | Discrimination against Sexual Orientation  [ICRMT covers sexual orientation and Ilinals Human Rights Act 1-1-06 /
Sexual Orientation) Admin Committee not included in current policy harassment but does not indude Also see I Equal Employment
complaint procedure, KC policy does not Opportunity Statement from the
discuss sexual orientation : Office of Executive Inspector
53-58 7.5
iL Privacy Act / Social Media Has not been discussed at HR [Persanal online Social Media accounts Covered in ICRMT, not KC handbook Amendment to current privacy
Admin Committee act, new law takes effect January
66-67 8.6 1.2017




Section 5.2

Retall Proh|bited

Section 5.3 EDUCATIONAL REIMBURSEMENT:

Qualified employees of the County and/or its elected offices may be eligible to apply for and
receive up to a maximum of fifty percent (50%) reimbursement for quelifled educational
expenses. For purposes of this policy, “qualified educational expenses” include only the cost
of the employee's tuition and required books for up to one (1) educational or training course
per semester or quarter toward the employee's undergraduate or graduate degree. The
course work must be directly related to the empioyee's job functions or proposed job
functions.

To be eligible for educational reimbursement pursuant to this policy, the employee must be a
full-time, active employee of the County and/or a County elected office who has completed at
least one (1) year of continuous service immediately prior to the start of the course for which
the employee .is seeking reimbursement. For purposes of this policy, “full-time active
employee™ means an employee who is regularly scheduled to work a minimum of 37.5 or
more hours per week and who Is not on a leave of absence at the time of taking the course.

An employee's eligibllity shall cease upon notice of termination of employment. No
educational reimbursements will be made to former employees, to employees who have given
notice of resignation, or who have been notified that they will be involuntarily terminated. This
includes situations in which approval of such reimbursement was previously provided and/or
the course was satisfactorily completed prior to the date of termination of employment.

An employee shall not be eligible to receive educational reimbursement from the County if
the employee receives educational reimbursement from a third party (e.g., veterans’ tuition
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this in writing from their Immediate supervisor who will then submit this request to the
department head/elected official/County committee chalrperson. That Individua! will certify
the number of days which they are entitied to trade and submit this information In writing to
the County Treasurer's office. If sick/personal days are taken after this trade and prior to the
first day of the next fiscal year, they will be deducted from the next fiscal year's twelve days
for sick/personal. Employees are not eligible to receive the sick/personal day payback before
thelr six (6) month probationary period has been successfully completed.

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

E. Approval of Sick/Personal Days
1. Use of sick/personal is subject to approval by the employee's supervisor. When
an employee is incapacitated; It is his/her responsibility to notify the supervisor at the
earliest possible moment. Such notification should inciude 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 to 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.

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

Section 6.3

BEREAVEMENTLEAVE SE=pSaREE - Baid :, e-ROF-6CCHARce-MmS

ull-time_emplovees may iake 3 days of paid_bereavement leave for the death of an
immediate family member. For purposes of this policy, immediate family member is defined

as a spouss, parent, child, brother, sister, grandparent, son-in-law, daughter-Indaw,mother-
in-law, father-in-law, step-parent, step-parent-in-law or legal quardian.
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child. In the event of the death of more than one child in a 12-menith period, an employee
is eritiled to up to a fotal of 6 weeks reavement leave during the 12-month period:

ich_the employes receives notice of the death of the child. An e Is required to

which the emplovee receives notice of the death of the child. An employee is required to
provide Kendall County with at least 48 hours’ advance notice of the employee's intention

to take hereavement leave unless providing such notice is not reasonable and practicable.

Kendall Cou ma Uire reasonable_documentation, including a death i a
published obituary, or written verification of death, burial memorial_services from a
mortuary, funeral home, burial socie matorium,_refigious institution_or_govemment

Kendalt County prohibits retailation against any emplovee who exercises his or her rights

under this policy, opposes an clice that the em e believes {o be in violation of this

Sectlon 6.4 HOLIDAYS: Annually, the County Board specifies the pald holldays for not-court
related and the Chief Judge specifies the paid holidays for court-related offices for the com ing

year.

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

If eligible non-exempt employees work on a recognized holiday, they will recelve 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 wo'rklng a minimum of twenty (20) hours per week shall be
entitled to holiday pay Ifthe holiday falls on the employee's regularly scheduled work day.

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

g ake time i¢ durlnsoln o ia DS CBe
urs. Emplo must t time off to vote in advance e al n date, and

andall County rese right the time fram ring which the em e M
be gbsent {o vote.
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Section 6.6 FAMILY MEDICAL LEAVE (FMLA) POLICY: The Family and Medical Leave Act (FMLA,
1883) mandates a maximum of twelve (12) weeks of unpaid leave to eligible employees
under certain circumstances.










To be eligible for FMLA benefits, an employee must:

{1} have worked for Kendall County for a total of 12 months; and
2) have worked a 1,2 over { ous 12 months;

(3) work at a site with 50 or more emplovees within a 75 mile radius.
LEAVE ENTITLEME
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g riod for one or more of the following reasons:
+_For the birth of a son or daughter, and to care for the newborn _child:

for ha acement with the employee of a son or daughter for.adoption or foster

. Eg ra for the employee's spouse. son or daughter or parent (but not parent-in-

law) who has a serjous health condition; ,
n_the is unable omn_the functions of the employee’s job

because of a serious health condition. or because of incapacity due te pregnancy,
prenaial medical care or child birth.

Spouses employed by the same employer may be limited fo a combined lotal_of 12

workweeks of family leave for the following reasons:

+_birth and care of a child: , _
+ Yor the placement of a child for adoption or foster care, and to care for the newly
placed child; and.

+ 1o care for an employee’s parent who has a serious health condifion.
Eligible employees with a spouse, son, daughter, or parent on covered active duty or call to

a duty status as defined by a liblefed_e I lations may use thelr 12-week

events andr lated activi childea and schoola iti 5 ﬁ ancialand al arrangements

counseling, rest and recuperation, post-deployment acfivities, parental care, and additional
activities arising out of the military member’s covered active duty or call to covered_aclive
duty status as agreed by employver and employee.

An eligible employee who is the spouse, son, daughter, parent, ar next of kin of a covered

setvicemember (as defi by federa ulation) who Is vering from a serious ill or
injury sustained in the line of duty on active duty, is enitled to up to 26 weeks of unpaid leave
in a gingle 12-month period to care for the servicemember. A covered servicemember is a
icu member of the ed F Indluding a membe he National Guard or Reserv

who l§ undergoing medica! freatment, recuperation, or therapy, is otherwise in outpatient
otatus: or is o n the fem disability retired list, for a sarious injury or ilingss.

rwoemember also includes a covered veteran who is undergoing medical
tment, recuperation or therapy for a serious Injury or illness. An eligible emplo

—DL_&_____E\’__—I_DL_L___Q_Q__L_&
entitled to a combined total of 26 workweeks of leave for any FMILA -gualifving reason during

the single 12-month period, but is entitied to no more than 12 weeks of leave

«__the birth of a son or daughter of the emplo and in order to care for such son or

%ughter,

¢ because of the placement of a son or daughter with the employee for adoption or
foster care; _
boorder io care for the spouse, son, daughter or parent with a serious health

ndition;

I_'--"l =

s because of the emplovee's own serious health condition

¢ _or because of a qualifving exigency.

A husband and wife who are eligible for FMLA leave and are both emploved by Kendall

County are jimited lo a combined total of 26 workweeks of leave during the single 12-month
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after blrth, for glgcement gi' a son or daughter with the employee for adgmlon or :oster care,

or to care for the child after placement. fo care for lo

condition, or to care for a covered servicemember with a serioys Injury or iilness.
Under some circumstances, employees may take FMLA leave intermittently — which means

faking leave in blocks of time, or by reducing their normal kly or daily work schedule,

» I FMLA leave Is for birth and care or placement for adabtion or foster care of a

n or daughter, use of intermi leave is subject to the emplover’'s approval.

+ FMLA leava may be taken Intermittentiv whenever medically n to ca
a sly_ill family member or seriously il or injured servicemember, or
the emplove seriously ill and unable to work:

Il_e_g_ al ward, or a child of a person standing In foco parentis, who is under 18 years of age or
18 vears of age or older and incapable of self-cara because of a mental or physical disability.
An emplovee stands in loco parentis to a child when the employee intends to assume the
responsibilities of a parent with regard to the child through either day-to-dav care or financial

support.

hat involves elther an overnight stay in a medical care facility, or continuin entby a

——l'_Q_IQ_L__iﬂL_Lﬂ._L___QMMML
health care provider for a condition that either prevents the employee from performing the
in

functions of the em 's job, or prevents the qualified family membe rtici

in school or other daily activities.

ah care provider or one visit and a regimen of continuing treatment, or inca du
regnal or inca due chronic condition. Other conditions may meet the
definition of continuing treatment.

LEAVE AVAILABILITY CALCULATION

The Kendail Coun ado the “rolling 12 mon tiod" method of calculatin
available FMLA leave for all types of leave with the exception of leave to care for a seriously
ill_or_injured servicernember. Under the rolling 12-mo in_order to determine the
mount of available FMLA [eave, the calculation is made each time an em ployee commences
an FMLA leave. From that date. the ing 12 mon od is examined. Any FMLA

leave used during that preceding 12 months Is deducted from the 12 weeks annual leave

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

of FMLA leave.

For FMLA Isave requests made to care for a covered servicemember with a sefious injury or

iliness, the single 12-month petiod begins on the firsf day the eligible employee takes FMLA

ieave.

SUBSTITUTION OF PAID LEAVE

Anx employee taking FMLA leave is required fo substitute and use any remaining paid “leave’
its which are available or become_available during the FMLA leave. This includes
vacalion, personal, and sick days. Such paid leave is subsfituted for the unpaid FMLA leave,

and is not in addition to such FMLA leave.
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All other FMLA Jeave is unpaid.
MEDICAL INSURANCE BENEFITS WHILE ON FMLA LEAVE

maintai _
an t Ian u erthesame sas f t had contin edtowork If
the em lo uired rtion of remiums for cov fhat obli
continues whlle o'n leave. Payment is_e ed to be made in the same amounts, and at

same time {i.8. each payroll date) as was made while working. [If an ent is more than

days late, medical coverage may be canceled pursuant to the FMLA Rules_and

Requiations.

inade, the Kendall County 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 leav jod, Kendall County will bill the emplaovee for the amount of

premiums paid by the Kendalt County for employee premium contributions, during the leave

period unless the employee does not retum to_worl due fo a reason exempted from this
provision by FMLA Rules and Requlations.

No other employment benefits provided by the Kendall County to employees are continued
during FMLA leave. All such benefits are instead held in abeyance until the employes retums
0 work. Use of FMLA leave will not result in the loss of any emplovment benefit that accrued

prior to the start of an employee's leave.

s FOR REQUESTING FMLA LEAVE

An_smployee must provide Kendall County with at least 30 days advance nofice before

MLA le elst begin if for the leave is foreseeable. I 30 da tice is not
osgibl because of a lack of knowledge of approximately when leave will be

required gz begin. a change in clrcumstances, or a medical emergency, nofice must be given
as soon as practicable.

may qualify for FMLA protection and the anticipated timing and duration e leave.

Sufficlent | ation may include that the emplovee is unable to perform job functions
family me is unabie fo perform dally activities, the ‘or hospitalization or continui
traaiment by a health care ider, or circumstances su ing the for military famil

leave. Empio must also inform_Kendall County if the requested leave is for a reason
for which FMLA leave was previously taken .or ified. Emplo will also be reguired to

provide certification as specified below, and may be required to provide periodic recertification
supporting the need for leave.
Any em taking leave to care for the employee's covered family member with a serious

health condition. or due to the emplovee's own serious heaith condifion that makes the
emplovee unable fo perform one or.more of the essential functions of the employee's position

inust be supported by a cettification Issued by the health care provider of the employee or
the employee's family member. An em taking leave because of a guali exigen
or to care for a covered servicemember with a serious injury or lliness must also be supported
bva cerfification, except that an empioyee taking leave {o care for a covered servicemember
vide an invitational fravel order (ITO) or an invitational fravel authorization (ITA).in
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uerttﬂcatlon r_\gus; be provided as soon_as Vgractmblgi FMLA leave may be denied in
accordance with the FMLA Rules and Regulations if appropriate certification is naot provided.

held when leave comm or ari ival shtion with equivalent benefits nd
other terms and conditions of employment. Kendall Cou es _the right to_den
[ ration o “key emplo as defined bv the FM ulations where restoration will

cause “substantial and grievous aconomic injury” to the ope: rations of Kendall County.

br mental condition, including the continuation of a serious health condition or an in'u

liness also covered by workers' compensstion, the employee has no right {o restoration t
another position under the FMLA. The employes_may, however, fall under the Americans
with Disabilities Act (ADA).

EMPLOYER RESPONSIBILITIES

MLA. H thay are, the hotice must s| any additional informatio uired as well as the
employees’ rights and responsibilities. If they are not eligible, Kendall County will provide a
rea the Ineligibili

Kendall County must inform employees if leave will be designated as FMLA-protected and

A—_L__._"M_&____lg____m___
the amount of leave counted against the emplovee's leave entittement. If Kendall County

d ines that the leave is not FMLA-protected, the employer must notify the emplo
UNLAWFUL ACTS BY EMPLOYERS
The FMLA makes it unlawful for anv emplover io:

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

o Discharge or discriminate against_any person for opposing any practice made
uniawful by FMLA or for involvement in any proceeding under of relating to FMLA.




Section 6.7

conceming all agglica'nle employee rights and obligations under : the FMLA.
[GC41

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

More frequent or longer bathroom breaks;

Breaks for increased water intake and periodic rest;

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

Assistance with manual labor;

Temporary light duty;

Temporary transfers to less strenuous or hazardous positions;

Accessible worksites;

The acquisition or modiication of equipment;

Temporary job restructuring;

Temporary part-time or modified work schedules;

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

Temporary reassignment to a vacant position; and/or

o Time off to recover from childbirth and leave required by the employee's
pregnancy, childbirth or related conditions.
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Reasonable accommodations do not include the creation of additional employment
opportunities; discharge or transfer of another employee; or promotion to a position
for which the applicant/employee is not qualifled. If a pregnant applicant or employee
Is requesting a reasonable accommodation due to thelr pregnancy, she must submit
her request in writing to her Inmediate supervisor and/or department head. The
applicant/employee may be reguired 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 employes who has been
affected by pregnancy, chlldbirth, or medical or common conditions related to
pregnancy or childbirth must be reinstated to the same or equivalent position with
equivalent pay and accumulated seniorlty, retirement, fringe benefits, and other
applicable service credits upon the employse’s retun to work and/or when the
employee’s need for reasonable accommodation ceases, whichever occurs later.

Retaliation is prohibited against any applicant or employee because she has
requested, attempted to request, used or attempied to use a reasonable
accommodation pursuant to the lllinois Human Rights Act.
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Section 6.8 IMRF DISABILITY LEAVE: IMRF may provide temporary or total disability benefits for those
employees unable to continue the performance of thelr job responsibliities. If the employee
applies for and is granted temporary disability benefits under the provisions of the lllinols
Municipal Retirement Fund (IMRF) or Sheriffs Law Enforcement Police (SLEP), this leave
time shall be designated as FMLA leave, assuming that all FMLA qualifications are satisfied.

1. An employee still employed by the County, who is granted temporary IMRF or
SLEP disability benefits, will continue to be covered under the County's group health
Insurance pian under the same conditions as coverage would have been provided if
the employee had been continuously employed during the leave period.

Employee premium contributions will be required through direct payment to the
County. The employee will be required to pay his or her share of health insurance
premiums on the same schedule as he or she would under COBRA. Employee
contribution amounts are subject 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 weeks of FMLA leave
have been utilized, the County will terminate the employee's Insurance coverage.
The employee will be notifled at least 15 days before the coverage lapses.

2. Pursuant to this policy, the County has the right to seek reimbursement from the
employee for costs incurred for health insurance premiums on behalf of the employee
during the leave of absence. Prior to leave and again upon returning to work the
payroll office will provide Salary Withholding Authorization forms to be completed by
the employee.

3. Other elective payroll deductions, Including but not limited to AFLAC, pre-paid
legal services, and I-Bonds, are the responsibiiity of the employee. Costs advanced
by the County are subject to the same Salary Withholding Authorization as health
insurance benefits.

4. If the County receives IMRF's determination that the employee is permanently
disabled and unable to return and perform his or her job responsibilities, the County
may send proper notice of employment separation and nofification of COBRA
benefits to the employee.

Section 6.9 MILITARY LEAVE: Military leave shall be granted as prescribed by state and federal law.
Unless otherwise specified by law or an applicable collective bargaining agreement, military
leaves of absence will be unpaid. Employees on mllitary ieave will continue to accrue

- seniority and to be entitied to certain other employes benefits to the extent required by law.

Section 6.10 EMPLOYEE SICK LEAVE ACT: An employee may use personal sick leave beneflts for
8 :: g .II 8. ini i ] J g’ s

employee’s own illness or injury. Kendall County limits the use of personal sick lsave
benefits for absences due to an iliness, injury, or medical appointment of the employee's
child, spouse, domestic partner, sibling, parent, mother-inJaw, father-in-law, grandchlid,
grandparent. or steppare an amount that would be accrued during onths at the
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Section 6.110 GENERAL LEAVE OF ABSENCE: Employees may request a general unpaid leave of
absence for personal matters. Leaves are granted on the assumption that the employee will
be available to return to regutar employment when the conditions necessitating the leave
permit. The decision to grant such leave shall be at the sole discretion of the County Board
Chairman. Such ieave may be requested for:

A. The continuation of or completion of a pursuit of a degree for the purpose of training 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 liness beyond the 12 weeks allowed under
FMLA. (See Famlly Leave Section 6.1)

C. Personal business which will require an employee's attention for an extended period, such
as a setllement 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 their Department Head asking for a
leave of absence without pay. The request shall be in writing, stating the reasons
for the request, the date desired for the start of the leave and probable date of
return. The request along with the written recommendation of the Depariment
Head shall be forwarded to the County Board Chairman for authorization.

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

3. An employee is required to exhaust avallable paid vacation and sick/personal
leave before unpald general leave of absence is commenced.

F. GENERAL LEAVES OF ABSENCE — BENEFITS

1. For the remainder of the month during which a general leave begins, thereafter
the County will continue to provide group health Insurance coverage under the
same conditions as it did before the leave began. Subsequently, such insurance
coverage, if desired by the employee and otherwise available through the
County, shall be fully paid by the employee through the duration of the leave.

2. With the exception of group health coverage, an employee is not entitled to
accrue any other employment beneflt while on a general leave.
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Section 7.1

Sectlon 7.2

B. O0L TATI IGHT.

CHAPTER Vi
DISCIPLINARY AND SEPARATION ACTION

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

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

It shall be the duty of the Inmediate supervisor to Initiate disciplinary action on his own or to
recommend to the department head such discipiinary actlon as the circumstances may
warrant maintalning the efficiency of the department. Disciplinary action may be Imposed
upon an employee for any cause deemed appropriate under the circumstances.
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If the grievance Is not seltled at Step 1, the employee may file 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 shall discuss the
grievance with the employee at a time mutually agreeable to the parties (within five
(5) workdays). The department head shall provide a writien answer to the grievance
with five (5) workdays following the meeting with the employee. If the department
head is the Immediate supervisor referred to in Step 1, then the employee will
proceed to Step 3 Immediately.

Step 3

If the grievance Is not settled In Step 2 and the employee wishes to appeal the
grievance further, the employee shall assume the responsibllity of referring the
written grievance within five (6) workdays to the committee chairman of the County
Board to which the employee’s department reports. The committee chairman shall
notify the County Board Chalman to call a Grievance Committee meeting. A meeting
will be held between the Grlevance Committee and the employes, 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 Grievance Committee shall provide the employee with a written
answer to the grievance within five (5) workdays following the meeting.

D. Declsion
The decision of the Grievance Committee of the County Board shall be final.

E. Accelerated Grievance Procedure of Suspension without Pay
In grievance cases Involving suspension without pay, the employee may elect to
follow the following “fast track” grievance procedure: Omit Step 1 and go immediately
to Step 2 unless this department head was the one who took the action to suspend
the employee without pay or terminate the employee involuntarily then the employee

shall proceed immediately to Step 3 and file the written grievance with the appropriate
commitiee chairman.

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

Sm and se of El e Ci

ndall Cou Ibits smoking and the u electronic cigarettes in the workplace and

Section 7.5  HARASSMENT-POLICY: |







isability, ances manta status, milk statu 8! reeord unfave | dlscha
military service, order of protection_status, citizenship status or any other rﬂcation
hibited under federal or state law. Sexua misconduct is also h|b . [{endal
il it lerate_nor _condone dis natio arassmen ual miscond
= 5 n H rk = -

the_Count . Kendall has a busi ice, or iona relat i |

uﬁw
*Employes” for purposes of this policy includes any individual performing services for Kendail
ou an a ice, an icant for a Ioesi or_an unpaid inte Retaliation

inst an & who complains ahout or an discriml tion, harassment

s commiied to ensuring a rovidi laoe fmae discrimination, harassment

sexual misconduct and retaliation. Kendall Cou Il take disciplinary action, up to and

including termination, against an emplovee wha violates this policy.

rassment includes unwelcome sexual advances, requests for sexual favors, or anx other
visual, verbal or physical conduct of a sexual nature when:

. B_g'brri_'is_sl_on fo or rejection of this conduct explicitly or implicitly affects a term or condition
of individuaf's employment;

Submission {o or re[ecuon of the conduct js used as the @Is for an emplovment decision
affechgg the ha@ emgm or;

ﬂ'he harassment nas the purpose_or effe_c; o: unreasonablx mterferir_m_g wuth th

o __The employee as well as the harasser may be a woman or a man. The employee does
not have fo be of the opposite sex.

e !rhe harasser can be the employee’s supervisor, an agent of the emplover, a supervisor
in another area, a co-worker, or a non-employee.
[The employse does not have to be the person harassed but could be anyone affected by

the offensive conduct. _
» Unlawful sexual harassment may occur without economic injury to or discharge of the

emplovee.
*__The harasser's conduct must be unwelcome.

‘Each employee must exercise his or her own good judament to avoid engaging in conduct
that may be perceived by others as sexual harassment or harassment based on any stafus
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Su - obi ictu rloons cale “posters: S
5. VMerbal conduct s as_making or_usin ato menis, epi slurs

sexually explicit okes, derogatory or suggestive comments about a person’s body or

%@s .
6. ritten or electronic communications of a sexual nature or containing statements or

which may be offensive to individuals in 2 cular pr ro uch as

im
racial or ethnic stereotypes or stereotypes regarding disabled individuals. _
7. Physical conduct such as unwanted touching, assaulting, impeding or_blocking

movements.

Sexual mi fuct is strictl ibited by Kendall County and can include any ina riate
,gndlor illegal conduct of a sexual nature including, but not limited fo, sexual abuse, sexual

lpitation, sexual intimidation, ra al assault, or ANY sexual confact or sexual
mmunications with a minor (including, bu imited to, conduct or communications which
are written, electronic, al, visual, virhsal hysicaf).

I.__RESPONSIBILITIES
A.___ Supervisors

Each supervisor shall be responsibie for ensuring compliance with this policy, including the

following:

1. Monltoring ce_envi ent for f discrimination meni

5. Immediately reporting any complaint of harassment, discrimination_or_sexual
misconduct to the State's Attorney and / or County Board;

6. Taking Immediate action fo Kmit the work contact between the Individugls when there

has a_ complaint of discriminatio rasement or sexu nduct, pendin
investigation;

B, Emplovess
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1. Refrgin frqm pa rlicipation in, or encouragement of, actions that could be perceived
as discrimination; hatassment or sexual misconduct:

a. Encouraging any emplovee who confides that he/she is the victim of conduct in
violation of this policy to report these acts to a supervisor.

Eailure to take action to stop known discrimination, harassment or sexual misconduct may be
round discipline.

There is a ¢lear line most cases en a mutual attraction and a consensual exch

e &
unwelcome behavlor or pressure for an intimate relationship, A fﬂendly_ interaction betwsen
_ ons are receptive to one anothe is not congid Icome or harassment.

g s free I t 1008ing. :

; clea woca ind oo ' in_ other ; a other rson does
not have fo tell you to stop for nduct { harassme lcome. Sexual

communications and sexual contact ﬂ' h a minor arg ALWAYS gmhibi@.'

f you are advised by anoth rson th ur behavior is offensive must immediafel

stop the behavior, regardless of whether you agree with the person’s perceptions of your

Kendali County does not consider conduct in violation of this policy fo_ be within the course

and s of employment and does not sanction stich conduct on the part of any emplo

including supervisory and management employees.

] PPLICABLF PROCEDU

re {0 advise the u of a ived violation of licy as nas it rs,
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A Bringing a Complaint

1= Advising his or her supervisor; of

2 Advising the offending emplovee’s supervisor, the County State’s Atforney, or the
Chalr in the event that the all harasser.is the State's Attorney.

it the complaint_involv meone_in the ea’s_direct line of command, then_the
mpl should go directly to the State’s Attomney or County Board Chair.

The complaint should be presented as promptiy as possible after the alleqged violation of this
policy aceurs. '

B. Resolution of a Complaint

any complaints can (but will n neoassaril includea of the followm : iH -

1. A meeting between the employee making the compisint and an individual desi ignated
by Kendal 0 0 investigats : 5. data to be ed b

b. Identification of all { 0@ | in the conduct;
c. The location where the conduct occurred:

d. The time when the conduct occurred:

8. Whe! were any witnesses o the conduct:
f. Whether condu similar nature has med on prior gccasions:
g. Whether there any documents which would support the complaini

employee’s all_e_gati_ons;
h. What impact the conduct had on the complaining empiovee.

2, While not muired, Kendall County encourages anyone who makes a complaint

under this fo provide a writen statement setfting forth the above details and
attaching any @rﬁnent records.

3. Afler a_complaint_is_submitted_by the_emplo the_slleged nding_individual
should be con a designated representative of Kendall County. The slleged

ding indvidual should be advised of the cha brought against him or her, and

may be provided with a_copy of the written statement of complaint made by the

complaining employee (if applicable). The alleged offending indlvidual should have
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isciplinary action wil be taken against the offending empiaves. This discipliia
ion may, but n not necessarily. Include:

a. Verbal .gm wriften reprimand;
b, Placmg the @ndmg emplovee on a corrective action pian for a period of

lime to be idenfified;
_C Delay in pay increases or promotions;
d. Suspending the offending emplovee from work without pay;
8. Demotion:

f. Immediate termination.
6. Upon completion of the investigation, Kendall County will advise the complaining

emploves of the results of the investigation, including action taken, if any, against the
pifending Individual.

udi limited to, the natu the allegation context in
ic glleged in en and_the_statements of rties and

wilnesses. A determination on the allegations is made from the facts on a case-by-

case basls.

Non-Retaliation

Under no circumstances will there be _any retaliation _against any employee making a

complaint of discrimination, harassment or sexual misconduct. Any act liation by an
i di ainst_a_complaining emplo an_accused emplo itnesses, or
In the ss will be treated as a se e and distinct complaint and will be

participants process wi ted as a separat plaint and wi
similarly Investigated. Complaints of retaliation should be addressed to the State’s Aftorney,
or County Board Chalr.

i you have any guesiions gonceming the Kendall County’s policies on this matter, please

ses your supervisor or the 's Atto ._Further infformation may also be obtained from

the Hiinois Department of Human_Rights, 312-814-6200, or_the Equal Employment

Dpportunity Commission (EEQC), 800-6698-4000 or for ma involving the abuse of minors
the lliinols Department of Children and Family Servi DCFES), 800-25-ABUSE

Section 7.6 DRUGS AND ALCOMOL POLICY
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securlty permissions to allow access will be approved. The same process will apply
for any department/agency requesting a waiver from any part of the Kendall County
network security pollcy.

E. Viruses

1. Virus detection. Viruses can cause substantial damage to computer systems. Each
user Is responsible for teking reasonable precautions to ensure he/she does not
introduce viruses into the County's network. To that end, all material received
magnetic or optical. medium and all material downloaded from the Internet or from
computers or networks that do not belong fo 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 contaln viruses. All data
transferred from these computers io the County's network must be scanned for
viruses.

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

E. Social Media Policy and Guideline
This is the official policy for soclal media use at Kendall County and provides
guids : | ges and elacts Ticle B = BIrS : BE

Before 084aiNc 5 iz : A I'é Bs 3 BRC DU must

be zed to t by an el icial or riment , You may n

comme a representativ Kendall unl authori do so.

Once rlzed en um

® Disclose you are an emplovee or elected official of the Kendall County. and
u nly your i Ity

® Disclose and com t only on n antial atlon. dential

information s separately defined in this policy:
® Ensure that all content published is accurate and not misleading and

with all of Kendall Co 1 Icles:

ment on| ur rtise and
. ure com are res d refrain 1 osting ar ndin
material that is offensive, obscene, defamato threatening, harassing
bullying, and discriminatory, Infringes copyright, breaches a Court order, or
is se unlawful:
® Refrain from making comments or posting material that might otherwise
se dam all County’s] re ion or bring it | isrepute.

2._Personal Use of Social Medla
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from disclosure ion 7 of the llinois Fre f Information Act. 5

: galening zil4]e Arass or a\ BNaus
s I ici nst di Ination, h smen COOU
race lon, sex, sexual ori tion nationality, disabili
or 85, 8 cha stic.
[ if o0se to | ur afflliati 8 social network should
regard all communl n_on that n § d In glonal
n Ensure rofil ra d rel ntent i sistent
with how you wish to present vourself with colleagues and cllents.
® Em 98 who access medi rin hou on_Kendall
C s _own ui hould comply with Ken County’
compu sage policy. There is no ri riva ndall County’s

owned equipment.
° Kendall County may discipline employees for making comment or

tin materi at _mi therwl use 5] dali
County's reputation or bring it into disrepute. When the employee's

endall County m iplin emplo n

Nothing in this policy shall be jnterpreted in 2 manner that uniawfully prohibits the

right of emplovees to engage in protected concerted activity under the lllinois Public

Relations Act. Kendatl Cou and al will comply fully with th
obligations under the lliinols Public Labor Relations Act, Likewise, nothing in_this

Icy shall be inte a manner un lly restri empl 's righ
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fermination,

FG. Miscellaneous

1.

Confidential information. When sending confidential information to shared devices
(e.g., printers, facsimile machines, etc.) users must exercise reasonable judgment to
maintaln confidentlality at the destination.

Compliance with Applicable Laws and Licenses. In their use of computer resources,
users must comply with all software licenses; copyrights; and all other state, federal
and International laws governing Intellectual property and online activities.

Other Policies Applicable. In thelr use of computer resources, users must observe
and comply with all other county policies and guidelines.

Section 8.7 JOURNAL COPY EMAIL ARCHIVE MANAGEMENT, RETENTION AND DISPOSAL

A. RETENTION AND DISPOSAL REQUIREMENTS

1.

A duplicate copy of all emalls sent and recelved via the County's emall server will
be stored on the County's journal copy email archive (hereinafter referred to as
“archived emails™). The archived emalls are convenlence copies, which are not
subject to the record retention requirements of the lllinois Local Records Act.

Archived emalls shall be retalned in thelr electronic form in the County's journal
copy emall archive for a period of at least seven (7) years from the date any email
sent or received.

The seven (7) year retention period requirement set forth in Section 8.7(A)2) above
may be modifled or walved upon eniry of a court order or pursuant to applicable
state or federal law.

Upon the completion of the required retention period, the Kendall County
Technology Services Department shall permanently delete or purge the archived
emalls from the County's journal copy email archive. Because the archived emalils
are convenience coples, which are not subject to the lllinols Local Records Act, the
Itinois Local Records Commission's prior approval for disposal of the archived
emalls Is not necessary.

B. PRESERVATION NOTICE

1.

The County acknowledges there may be situations that arise that require the
Kendall County Technology Services Department to retain certain archived emails
beyond the required retention perlod set forth In Section 8.7(A) above (e.g.,
pending litigation and/or a pending law enforcement investigation). It Is the
applicable County department head and/or elected official's responsibility to notify
the Kendall County Technology Services Department when certain archived
emalls must be preserved beyond the required seven (7) retention period. The
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