COUNTY OF KENDALL, ILLINOIS

i om ADMIN HR COMMITTEE
L ml‘ g County Office Building
e County Board Room 210
Monday, January 7, 2019 at 5:30p.m.
MEETING AGENDA
Call to Order
2. Roll Call: Elizabeth Flowers (Chair), Judy Gilmour, Scott Gryder, Matthew Prochaska, Robyn

Vickers
Approval of Agenda

4. Approval of Minutes from December 19, 2018
Department Head and Elected Official Reports

6. Public Comment

7. Committee Business

» Discussion and Review of Revised Kendall County Employee Handbook
8. Executive Session
9. Items for Committee of the Whole

10. Action Items for County Board
11. Adjournment

If special accommodations or arrangements are needed to attend this County meeting, please contact
the Administration Office at 630-553-4171, a minimum of 24-hours prior to the meeting time



COUNTY OF KENDALL, ILLINOIS
ADMIN HR MEETING
County Office Building
111 W. Fox Street, Room 210; Yorkville
Thursday, December 19, 2018

CALL TO ORDER - Committee Chair Elizabeth FloOwers called the meeting to order at

5:30p.m.
ROLL CALL
Attendee Status Arrived Left Meeting
Elizabeth Flowers Present
Judy Gilmour Here
Scott Gryder 5:46p.m.
Matthew Prochaska Here
Robyn Vickers Here

Others in Attendance: Bob Jones, Scott Koeppel

APPROVAL OF AGENDA - Motion made by Member Prochaska, second by Member Vickers
to approve the agenda. With four members voting ave, the agenda was approved by a 4-0

vote,

APPROVAL OF MINUTES - Motion made by Member Prochaska, second by Member
Gilmour to approve the November 29, 2018 minutes. With four members voting aye, the

minutes were approved by a 4-0 vote.
DEPARTMENT HEAD AND ELECTED OFFICIAL REPORTS

Treasurer's Office — Bob Jones reported that he had completed the MetLife census on
December 10, 2018, and information on dental cards and supplemental life insurance is
forthcoming. Mr. Jones also stated that Blue Cross Blue Shield began mailing insurance
cards to employees on December 13, 2018,

The Medical Loss Ratio rebate was set for December 28, 2018, and information was sent to
employees last week on the amount that their premium would be reduced for that one pay

period.

Administration Department — Scott Koeppel briefed the committee on the possibility of
County Office Building employee L.D. badges as part of the new accounting/payroll/time
clock system. Mr. Koeppel was asked to provide additional information and pricing
on this proposal for the next meeting.

PUBLIC COMMENT - None
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COMMITTEE BUSINESS

» Discussion of Employee Handbook Update — Scott Koeppel reported that the Board
Chair had suggested that the Labor & Grievance Committee assume the responsibility
of reviewing and updating the Employee Handbook. After discussion, Committee
Chair Flowers stated that one of her goals for the committee this year was to review,
update and complete a revised employee handbook, and that she was not in favor of the
Labor & Grievance Committee assuming this responsibility. There was consensus

that the Administrative HR Committee would continue with the Employee
handbook updating and revision.

»  Discussion of 2020 Wellness Program - Discussion on additional incentives and

program ideas. The committee asked Scott Koeppel to contact other counties about
their wellness programs, and to bring those findings. as well as proposed ideas and
incentives back to the committee at the January 16, 2019 meeting. Mr. Koeppel
was also instructed to invite The Horton Group to attend the meeting to present
their ideas and incentives on Wellness Programs.

»  Health Insurance Enrollment Update — Mr, Jones reported that 15 employees chose the
$2800 deductible H.S.A. plan, 225 employees chose the $1500 deductible H.S.A. plan,
57 employees selected the HMO plan, and 11 employees did not submit wellness
forms. Mr. Jones stated that his office only received fifty percent response from
retirees for insurance coverage, and twenty-five percent of employee insurance forms
were incomplete, requiring his follow-up, completion and submission. Mr. Jones stated
that fifty—seventy percent of employees participated in the Benefit Fair and contacted
him with questions on the changes, new plans and enrollment.

»  Discussion of Management Internship in Administration — Mr. Koeppel reported that
Aurora University (AU) approached Administrative Services regarding their Internship
Program. Mr. Koeppel said that AU offers Master Level internships to organizations, .
and that interns are paid $15 per hour. Mr. Koeppel will research further and report at a
future meeting.

EXECUTIVE SESSION — Not needed
ITEMS FOR COMMITTEE OF THE WHOLE -- None
ACTION ITEMS FOR COUNTY BOARD - None

ADJOURNMENT - Member Prochaska made a motion to adjourn the meeting, second by
Member Gryder. With five members voting ave, the meeting was adfourned at 6:08p.m.

Respectfully Submitted,
Valarie McClain
Administrative Assistant and Recording Secretary

=
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Acknowledgement of Recelpt
of
Employee Handbook & Employment At-WIli

I hereby acknowledge that | have received a copy of the Kendall County Employee
Handbook. | will read and abide by the policies and procedures set forth in the Employee
Handbook.

I UNDERSTAND THAT MY EMPLOYMENT WITH KENDALL COUNTY IS
EMPLOYMENT “AT-WILL”, WHICH MEANS THAT MY EMPLOYMENT MAY BE
TERMINATED AT ANY TIME, WITH OR WITHOUT CAUSE. | FURTHER
UNDERSTAND THAT NOTHING IN THE EMPLOYEE HANDBOOK IS INTENDED TO
AND/OR DOES CREATE A CONTRACT OF EMPLOYMENT, EXPRESS OR IMPLIED.

Signature of Employee Date

This acknowledgment form is lo be signed and refurned fo the employee’s immediafe
supervisor. The signed acknowledgment form will be held in the employee’s personnel
fils.



CHAPTER 1
INTRODUCTORY MATERIALS

Section 1.1 Introduction

Kendall County, lllinols and Ite elected offices rely upon thelr dedicated employees to
provide the highest level of service to the clizens of Kendall County.

This Employee Handbook contains many of the policles for your employer, Kendali
County, IHinols (hereinafter referred to as “Employer” or “County”). However, It Is a
reference guide only. It Is Impossible to address every Issue that may ocour at work In
this Employee Handbook. if an Issue Is not addressed in this Employee Handbook,
please bring this issue to the attention of your immediate supervisor or your department
head. We will do our best to resolve any questions or concemns.

To the extent that any policles contained within this Employee Handbook confilct with an
applicable collective bargalning agresment, the policies in the collective bargaining
agreement will control. Also, fo the extent that any policies contalned within this
Employee Handbook conflict with any applicable state or federal law or regulation, the
applicable law or regulation will prevall.

Section 1.2 At-Will Empioyment

THIS EMPLOYEE HANDBOOK AND THE INDIVIDUAL POLICIES CONTAINED
HEREIN DO NOT CREATE ANY CONTRACTUAL RIGHYTS. UNLESS YOUR
EMPLOYMENT I8 GOVERNED BY A SEPARATE COLLECTIVE BARGAINING
AGREEMENT OR DULY EXECUTED CONTRACT STATING OTHERWISE, YOU ARE
AN AT-WILL EMPLOYEE. THAT MEANS THAT THE EMPLOYMENT RELATIONSHIP
IS FOR NO DEFINITE OR DETERMINABLE PERIOD OF TIME, AND REGARDLESS
OF SALARY, POSITION OR RATE OF PAY MAY BE TERMINATED BY EITHER YOUR
EMPLOYER OR BY YOU, THE EMPLOYEE, AT ANY TIME WITH OR WITHOUT
CAUSE OR NOTICE. NOTHING IN THIS EMPLOYEE HANDBOQOK IS MEANT TO
ALTER THAT RELATIONSHIP IN ANY MANNER.

Furthermore, no manager, supervisor, or representative of the Employer has the authority
to enter into any agreement or contract for employment for any specified duration, or to
make any agreement, promise, guarantee or commitment that contradicts the above.

Any agreement that contradicts your at-will status must be approved by a majority vote of
the Kendall County Board and will not be enforceable unless It & in writing and signed by
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you and by the Kendall County Board Chalmperscn. The agreement must specifically state
that the at-wlll relationship between you and the Employer has changed and a new
standard Is to be applled.

Additionally, this Employee Handbook cannot address every circumstance that may occur
while you are petforming your duties. It cannot list every act you are permitted or not
permitted to do while employed or answer every question you may have. Therefore,
consult your immediate supervigor or your department head If you have a question that
this Employee Handbook does not address. If something I8 not addressed In this
Employee Handbook, the Employer will act in Its discretion and In accordance with the
law.

The Employer reserves the right to modify, supplement, or rescind any provision
of this Employee Handbook without notice. Please note that only a majority vote
of the Kendali County Board can approve changes to this Employee Handbook and
that those changes must be In writing and signed by the Chalrperaon of the Kendall
County Board.

Section 1.3 How to Uss This Handbook

You should use this Employse Handbook as a guide regarding the Employer's policies.
If you have any questions regarding the policles, please direct your questions to your
Immediate supervisor and/or your department head.

Section 14 Worker Classifications

All employees contribute different skills and experlence to the workplace, Duties and work
schedules may vary by employes.

The Employer reserves the right fo change thls Employee Handbook, Inciuding the
employee classliications listed below, in Its discretion and without notice.

Please also note that none of the classifications changes the at-will relationship the
Employer has with its employees.

The classifications are:
A FULL-TIME EMPLOYEES: A fullime employee shall be one who Is employed full tme

on a minimum of thirty-four (34) hours per weiek basls for continuous sarvice and who has
completed a minimum of six (6) months of continuous work or service, interrupted only by

1]: Flease confirm what you want for fall-thne
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absence with official permission. For employees hired prior to Dacember 21, 1993, thirty
{30) hours per week shall be utllized to determine full-time status.

PROBATIONARY EMPLOYEES: Employees who have besn employed on a full-ime or
part-ime year-round basis for a period of less than slx (6) months and who will become
full-ttime employees at the successful conclusion of six (B} consecutive months of
employment. Successful completion of the probationary period will not alter the
employea's at-will employment status.

PART-TIME EMPLOYEES: Any employee who Is employed on a less than thirty-four (34)
hours per week bas(s for continuous service and who has completed a minimum of six (6)
months of continuous work or service, interrupted only by absence with official permiesion.
For employees hired prior to December 21, 1993, less than thirty {30) hours per week shall
be utilized to determine part-ime status. Part-tme employees are not eligible for
employee health and dental coverage. Sick/personal days are earned proportionate fo
the anticlpated number of hours worked per month. e .

STUDENT LEARNERS/INTERNS: A student leamer/intern [s a student in high school,
college or a post-graduate school who may or may not recelve course credit for
participating In school-approved work study programs. A student leamerfintem may or
may not be pald for the work performed for the Employer. Student leamers/Intems are
not ellgible for employee health and dental coverage.

EXEMPT EMPLOYEES: These employaes hold poslifions that fall within certaln exempt
categories as defined by the Fair Labor Standards Act (FLSA) and the llinols Minimum
Wage Law. Exempt employees are pald on a salaried basls, and they are not eligible for
overtime pay.

NON-EXEMPT EMPLOYEES: These employees hokl positions that do not fall into the
exempt categorles as defined by the FLSA and the Hiinols Minimum Wage Law. Non-
exempt employees may be pald on an hourly or salaried basls. Non-axempt employees
are pald a wage based on the amount of fime spent working, and they are sligible to
receive overtime pay in accordance with state and federal wage laws.

INDEPENDENT CONTRACTORS: Independent contractors are autside vendors who are
not employees of the Employer. Independent contractors are not eligible for any bensfits

offered 1o amployees.

Commanted [12])1 Do you want to sesbatsin & probetionsry
period? Ifso, B how long? There is 0o logal requirement fhr &
probationary period. The only way  probationary pesiod will really
serve any function is If theve ia actually an evalustion st the end of
the probetionnry pexiod. If you don't take eny steps to check on
status of their work st end of probationary pericd, whet is the
purpose fhr this probationary period then?
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Section 1.5 Wage and Salary Policy

A.  Non-Exempt Employees

The Falr Labor Standards Act (FLSA) Is a federal law which requires that most employees
in the United States receive at least the federal minimum wage for all hours worked and
receive overtime pay, or altarnatively for public employees, compensatory time off, at the
rate of one and one-half hours for each hour worked over forty (40) In a workweek. Note
that law enforcement and fire protection employees may be entitled to overtime on the
basis of a different workweek. Employess who are subject to minimum wage and
overtime laws are called "non-exempt” |If you are eligible for overtime pay or
compensatory time off (including pay due under our personnel policles or pursuant to a
collective bargaining agreement), you must maintain & record of the total hours you work
each day. These hours must be accurately recorded using our time-keeplng system. You
should not work any hours outside of your scheduled work day unless your supervisor
has authorized the unscheduled work in.advance. Do not start early, finish late, work
during a meal break, or perform any extra work unless you are autherized to do so in
advance, and the time is reported on your time-keeping record. You are required to verify
that the reported hours worked are complete and accurate and that you have not worked
any “off-the-Clock™ or unrecorded time. Your recorded hours worked must accurately
reflect all regular and overtime hours worked, any absences, early or late arrivals, early
or late departures and meal breaks. At the end of each workweek, you should submit
your completed time record for verification and approval. -When you recelve each
paycheck, please verify Immediately that you were pald correctly for all regular and
overtime hours worked.

B.  Exempt Emplovees

Section 13(a){1) of the FLSA, however, provides an exempticn from both minimum wage
and overtime pay for employses employed as bona flde executlye, adminigirative,
and outside sales employees. Section 13(a){1) and Section 13(a)(17) aiso
exempt certain compuiter employees. Job titles do not determine exempt status. In order
for an employee to qualify as "exempt® from minimum wage and overtime, an employee's
specific job duties and salary must meet all the requirements of the Department of Labor's
regulations. If you are classifled as an exempt, salaried employee, you will receive &
salary, which is intended to compensate you for all hours that you may work for the
Empioyer. This salary will be set at the time of hire or whenever you become classifled
as an exempt employee. Your salary may be subject to review and modification from
time fo time, such as during salary review time.

Being paid on a "salary basis’ means an employee regularly recelves a predetermined
amount of compensation on a weekly, or less frequent, basls. The predetermined amount
cannot be reduced because of varlations In the quality or quantity of work. Subject to
exceptions listed below, an exempt employee must recelve the full salary for any
workweek In which the employee performs any work, regardless of the number of days
or hours worked. Exempt employees do not need to be pald for any workweek in which
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they perform no work. If the employer makes deductions from an employee's
predetermined salary, i.e., because of the operating requirements of the business, that
employee Is not paid on a “salary basis." If the employee-Is ready, willing and able to
work, deductions may not be made for ime when work is not available.

Deductions from an exempt employee's pay are permissible under the following
circumstances:

e When an exempt employee is absent from work for one or more full days for

personal reasons other than sickness or disability;

» For absences of one or more full days due to sickness or disabillity If the deductions
Is made in accordance with a bona fide plan, policy or practice of providing
compensation for salary lost due to lliness;

To offset amounts employees recelve as Jury or witness fees or for military pay;
Or for unpald disclplinary suspenslons of one or more full days imposed In good
faith for workplace conduct rule infractions;

¢ In the Initial or terminal week of employment in the event you work less than a full
week;

e« Fer penalties imposed In good faith for Infractions of safety rules of major
significance;

» Forweeks In which an exempt employee takes unpaid lsave under the Family and
Medical Leave Act.

An exempt employee’s salary may also be reduced for certain types of deductions such
as his or her portion of health, dental or life insurance premlums, state, federal or local
taxes, social securlty, IMRF, or confributions to a 401{k) plan.

Please note that you will be required to use accrued vacation, personal or other forms of
aid time off for full or partial day absences for personal reasons, sickness or disabllity.
owever, an exempt employee’s salary will not be reduced for partial day absences if he

or she does not have accrued pafid time off.

It Is our policy to comply with the salary basis requirements of the FLSA. Therefore, we
prohlblt any member of management, elected or appointed cfficial from making any
Improper deductions from the salaries of exempt employees. We want employees to be
aware of this policy and that the Employer does not allow Improper salary deductions that
violate the FLSA.

C.  Accurate Time-Keeping

It is a violation of this policy for any employee to faisify a ime-keeping record or to alter
another employee's time-keeping record. It Is a violation of the Employer's pollcy for
another employee, manager, elected or appointed official to instruct another employes to
incorrectly or falsely report hours worked or alter another employee's time-keeping record
to over- or under-report hours worked. If any employee, manager, elected or appointed
officlel instructs you to violate this policy, do not do s0. You are to report it Inmediately

Commentad [16]: These are the deductions that are permitted by
Isw. Does the County want all of these to apply fiur fhelr exemmpt
employoes?

Commusrbad [17]: Flease oomfim if ywou want o equins stedf to
e their sccruod time off for fall or partial day abeences. Ifao, it
needs to be a consistent epplication of this policy. In other words,
you can’t let soms elact unpaid vy, others being required to vse it.



to your superviser, your department head/elected official, the Kendall County Treasurer,
or to the Kendall County Board Chalrperson.

D. R in Deductl

We make every effort to ensure that all of our employees are paid correctly. Occaslonally,
however, an inadvertent error can occur. Please review your paystub every pay period.
if you find an error, please call It to our attention immediately by reporting it to your
immediate supervisor, your depariment head/elected officlal or to the Kendall County
Treasurer.

If you believe that an Improper deduction has been made from your wages, you should
immediately report this to your direct supervisor, your department head/elected officlal or
to the Kendall County Treasurer.

Reports of errors or improper deductions wiil be promptly investigated. If It Is determined
that an error or Improper deductions has occurred, It will be promptly corrected and you
will be promptly reimbursed for any Improper deduction made.

No employee will be reteliated against for reporting violations of this policy or for
cooperating in an investigation of a reported violation.

Commented [18]: Ploesse confirm these are the people you want
o recaive such complaints,



CHAPTER 2
DIVERSITY

Section 2.1 al nl I lon, Hara
Misconduct

A.  STATEMENT OF POLICY

The Employer does not tolerate or condona unlawful discrimination or harassment on the
basis of race, color, religlon, creed, sex, gender-ldentity, sexual orientation, pregnancy,
childbirth, medical or common conditions relating to pregnancy and childbirth, genetic
information, national origin, age, physical or-mental disability, ancestry, marital status,
military status, arrest record, unfavorable discharge from military service, order of
protection status or any other classification prohlblted under federal or state law. The
Employer also prohiblts sexual misconduct. The Employer nelther tolerates nor condones
unlawful discrimination, harassment or sexual misconduct by employees, elected
officials, or non-employees with whom the Employer has a business, service, or
professional relationship. “Employee” for purposes of this policy includes any Individual
performing services for the Employer, an apprentice, an applicant for apprenticeship, or
an unpald Intem. The Employer prohiblts retallation against (a) an employes who
complains about or reports any act of unlawful discrimination, unlawful harassment or
sexual misconduct In violation of this pollcy or (b) any employes who participates In an
Investigation pursuant to this policy. The Employer is committed to ensuring and
providing a work place free of unlawful discrimination, harassment, sexual misconduct
and retallation. Any employee who viotates this policy is subject to disciplinary action up
to and including termination of empioyment.

Unlawful sexual harassment Includes unwelcome sexual advances, requests for sexual
favors, or any other visual, verbal or physical conduct of a sexuaf nature when:

1. Submisslon to or refection of this conduct explicitly or implicitly affects a
term or condition of Individual's employment;

2. Submission to or rejection of the conduct Is used as the basls for an
employment decision affecting the harassed employee or;

3. The unlawful harassment has the purpose or effect of unreasonably
interfering with the employee’s work performance or creating an
Intimidating, hostlle or offensive work environment because of the
persistent, severe or pervasive nature of the conduct.



Unlawful sexual harassment can occur in a variety of circumstances, Including but not
limited to the following:

¢ The employee as well as the harasser may be a woman or a man. The
employee does not have io be of the opposite sex.

« The harasser can be the employee's supervisor, an agent of the
employer, a superviser in another area, a co-worker, or 2 non-amployes.

* The employee does not have o be the person harassed but could be
anyone affected by the offensive conduct.

o Unlawful sexual harassment may occyr without economic injury to or
discharge of the employes.

» The harasser's conduct must be unwelcome.

Each employse must exerclss his or her own good judgment to avold engaging In conduct
that others may percelve as unlawful sexual harassment or unlawful harassment based
on any status protected by law.

The Employer strictly prohibits sexual misconduct. Sexual misconduct can include any
Inappropriate and/or illegal conduct of a sexual nature Including, but not limited to, sexual
abuse, sexual exploltation, sexual intimidation, rape, sexual assault, or ANY sexual
contact or sexual communications with-a minor (inciuding, but not limited to, conduct or
communications which are written, electronic, verbal, visual, virtual or physical).

B. RESPONSIBILITIES
l. Supervisors

Each supervisor shall be responsible for ensuring compliance with this policy,
Including the foliowing;

™ Monitoring the workplace envirenment for signs of unlawful discrimination,
unlawful harassmeni or sexual misconduct;

2. Immediataly notifying law enforcement where thera Is reasonable bellef that
the observed or compiained of conduct violates the criminal laws of the
State of [linois.

3. Immediately notifying the Department of Chlldren and Famlly Services
(DCFS) Hotline {1-800-25-ABUSE or 1-800-252-2873) if the observed or
complained of conduct involves the abuse of a minor.

4, Immediately stopping any cbserved acts of unlawful discrimination, unlawful
harassment or sexual misconduct and taking appropriate steps to intervene,
whether or not the Involved employees are within the supervisor's fine of
supervislon;



5. Immediately reporling any complaint of unlawful harassment, unlawful
discrimination or sexual misconduct to the applicable depariment head or
elected official; and

8. Taking immediate action to limlt the work contact between the Individuals
when there has been a complaint of uniawful discrimination, unlawful
harassment or sexual misconduct, pending investigation.

IL Employees

Each employee is responsible for assisting in the prevéhﬂon of unlawful discrimination,
unlawful harassment and sexual misconduct through the following acts:

1. Refrain from participation In, or encouragement of, unlawful discrimination,
unlawful harassment or sexual misconduct;

2. Immediately reporting any violations of this policy to a supervisor and law
enforcement {if appropriate under the circumstances) and/or DCFS (if
appropriate under the circumstances). Employees are required to report
viclations of this pollcy as soon as they occur. An employee should not
wait until the conduct bacomes unbearable before reporting the prohlbited
conduct. All employess are obligated to report Instances of prohibited
conduct even If the conduct ls merely observed and directed toward another
individual and even If the other person does not appear to be bothered or
offended by the conduct. All employees are obligated to report instances
of prohiblted conduct regardiess of the Identity of the alleged offender (e.g.
man, woman, supervisor, elected official, co-worker, volunteer, vendor,
member of public).

3 Encouraging any employee who confides that hefshe is the victim of
conduct In violation of this pelicy to report these acts to a supervisor.

Fallure to take action to stop known unlawful discrimination, unlawful harassment or
sexual misconduct may be grounds for discipline.

f you are advised by another person that your behavior is offenslve, you must
immediately stop the behavior, regardiess of whether you agree with the person's
perceptions of your intentions.

The Employer does not consider conduct In viclation of thig policy to be within the course
and scope of employment and does not sanction such conduct on the part of any
employes, Including supervisory and management employses.

C. COMPLAINT PROCEDURES

The Employer takes allegations of unlawful discrimination, unlawful harassment and
sexual misconduct very seriously. It will actively Investigate all complaints.



The employee should directly Inform the offending Individual that the conduct Is
unwelcome and must stop. The employee should use the Employer's complaint
procedure to advise the Employer of any violation of this policy as soon as [t occurs.

L Bringing a Complaint

Any employee who belleves that there has been a violation of this policy may bring the
matter to the attention of the Employer in one of the following ways:

1. Advising the employee’s immediate supervisor;
2. Adviging the offending employee's immediate supervisor; or

3. Advising the department head or elected officlal for the applicable County
department or elected offlce.

If the alleged offender Is the employee’s department head or elected official, the employee
should submit their complaint to the Chalrperson of the Kendall County Board or the
Chalrperson of the Kendall County Human Resources/Administration Committee.

The employee should present the complaint as promptly as possible after the alleged
violation of this pollcy occurs.

. Resolution of a Complaint
Upon recelpt of a complaint, the Employer will undertake such investigation, corrective
and preventive actions as are appropriate. In general, the procedure In regolving any
complaints can {but will not necesearlly) include any of the following ltems:

1. A meeting between the employee making the complaint and an individual
designated by the Employer to Investigate such complaints. The
complalning employee sheuld provide the following important data:

a. A description of the specific offensive conduct;

b. ldentification of all person{s) who engaged in the conduct;
c. The location where the conduct occurred;

d. The time when the conduct occurred;

e. Whether there were any wiinesses to the conduct;

f Whether conduct of a similar nature has occurred on prior occasions;

10

Commanted [19]: You mmt decide who you want to receive
complaints of unlsw il harsssment and/or milywfil discrimination
mnpmmwhmﬂndwmminhymmndh

egiingt the elected official, who does the complaint go to? Hithe
complnint against the Administrator, who will receive the
complaint? 1fthe complaint s againgt  hosnd member, who
receives the complaints? 'l'hﬂu.lwmnnﬁhbummhnimm
report to someone elae other than fhe employse's mpervisor, I the
County wants an independent investigutor or ombudsperson, who
Ivn‘lhlbemdhwwﬂlmlonummbm‘?



g. Whether there are any documents that would support the
complaining employee's allegations; and

h. What Impact the conduct had on the complaining employee.

Although not required, the Employer encourages anyone who makes a
complalnt under this policy to provide a written statement setting forth the
above detalls and attaching any pertinent records to asslst the Employer
with its Investigation.

After the employee submits the complaint, the alleged offending Individual
should be contacted by the Employet's designated Investigator. The
alleged offending Individual should be advised of the charges brought
agalnst him or her, and may be provided with a copy of the written statement
of complaint made by the complaining employea (If applicable). The alleged
offending individual should have an opportunity to fully explain his or her
side of the circumstances, and may also submit a written statement, If
desired,

After the alleged offending Individual s interviewed, any witnesses identified
by elther the complaining employee or the alleged offending individual may
be Interviewed separately.

Onca the investigation is completed, the Employer will take such action as
Is appropriate based upon the Information obtained in the Investigation. In
the event that the Employer finds merit In the charges made by the
complaining employee, discipiinary action may be taken up to and including
termination of employment.

Upon completion of the Investigation, the Employer will advise the
complaining employee of the results of the investigation.

NON-RETALIATION

Under no circumstances will there be any retaliation against any employee making a
complaint of unlawful discrimination, unlawful harassment or sexual misconduct. Any act
of retaliation by any parly directed against a complaining employse, an accused
employee, witnesses, or participants in the process will be treated as a separate and
distinct charge and will be similarly Investigated. Complaints of retallation should be
brought to the attention of the Employer In one of the following ways:

1.
2.
3.

Advising the employee’s immediate supervisor;
Advising the offending employee's immediate supervisor; or
Advising the employee’s depariment head or elected official.
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If the alleged offender is the employee's department head or elected official, the employee
should submit thelr complaint to the Chalrperson of the Kendall County Board or the
Chairperson of the Kendall County Human Resources/Administration Committee. The
employee should present the complaint as promptly as possible after the alleged violation
of this policy occurs.

If you have any questions concerning the Employer's policies on this matter, please see
your immediate supervisor, your department head/elected official, andfor the Kendall
County Board Chalrperson. Further Information may alsc be obtained from the Hiinols
Department of Human Rights, 312-814-6200, or the Equal Employment Opportunity
Commission (EEQC), 800-668-4000 or for matters involving the abuse of minors the
llinols Department of Children and Family Services (DCFS), 800-25-ABUSE.

Section 2.2 Requests for Accommodation

It is the intent of the Employer to provide equal opportunity in Its workplace for applicants
and employeas. Clrcumstances may arise where a reasonable accommodation for an
applicant or employee Is necessary to meet this objective.

The Employer will provide reasonable accommodation to any qualified Individual with a
disabllity as required under federal, state or local law so long as doing so does not cause
the Employer undue hardship.

In additlon to providing reasonable accommodation to persons with a disability, the
Employer will provide reasonable accommodation for medical or common conditions
related to pregnancy or childbirth and for employees needing a religious accommodation
as raquired under federal, state or local law 8o long as doing so does not cause the
Employer undue hardship.

Employees should direct thelr requests for accommodation in person or in writing to thelr
immediate supervisor or to their department head/elected pfficial. The Employer will
ovaluate all requests for accommodation on a case-by-case basls taking Into
consideratlon all known clrcumstances.
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23 Employment of Relatives

The Employer prohibits the employment of a relative in any full-time or part-time position
for the employer if such employment shall cause the new employee o come under the
direct supervislon of or provide direct supervision to a related employee In that
department/elected office. For purposes of this policy, “relative” Includes any one or mora
jof the following:; , o o —

. Spouse/Partner {Including common law spouse or civil union partner);

. Parent;
. Sfbling;
. Chlid;
. Grandchlid;
] In-aws (including parent, brother and sister In-laws);
] Uncle or aunt;
° Nephews or nieces;
° First cousins; and
) Flancé.
24 Personal Relationships with Other Employees

Working relatlonships can sometimes evolve Into personal relationships. When
employees are engaged in a personal relationship, a conflict of interest may arise In
certaln Instances. In order to avoid conflicts of interest the Employer has Implemented
the following policy.

For purposes of this policy, personal relationship Includes dating; engagement to be
married; cohabitation within the same household and ilving In a romantic partnerghip
(excludes platonic roommates sharing living expenses); having a romantic or sexual
relationship.

An employee may not supervise or hire a person with whom he or she Is having a persona!
relationship. An employee may not work in a position where he or she has influence over
the terms and conditions of the employment of a person with whom he or she has a
personal relationship.

Employess that are in a personal relationship must immediately report the relationship to
their Immediate supervisors If elther employee supervises the other; is in a positlon to hire
the other; or has any influence over the other employee’s terms and conditions of
employment. If one of the employees in the personal relationship is the depariment head,
the employees shouid report their relationship to the Kendall County Administrator or
Kendall County Board Chalrperson.

Failure to comply with this policy can lead to discipline, up to and including termination,
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25 Outside Employment or Work

Employees are prohlbited from holding outside employment if that employment poses a
conflict of Interest with the employee's work for the Employer or if the Job duties or hours
of the other position hinder the employee's ability to perform to the best of his or her ability
in his or her position with the Employer.

Employeas must promptly notify their department head/elected official in writing of any
outside employment.

26  Disclosure of Confidential information

In the course of your employment, you may have access to Information, including but not
limited to, private or personal information about other amployees or citizens of Kendall
County that is confidential. Confidentlal information generally includes information that is
exempt from disclosure under the Freedom of Information Act including but not limited fo
social security numbers, dates of birth, driver's license numbers, biometric identiffers,
personal financial information, medical records, home and personal telephone numbers,
personal email addresses, home addresses, personal license plate numbers, other
Information where the disclosure would constitute a clearly unwarranted Invaslon of
privacy or Information which Is specifically exempted or prohibited from disclosure by law.
The unauthorized disclosure of confidential Information Is strictly prohibited,

An employee should direct all questions regarding the application of this policy to thelr
immediate supervisor and/or department head.

2.7 Safely

Safely is a priority at the Employer. The Employer Is commilited to providing a safe
workplace for its employeas and all visitors to the workplace.

Employees are required o do thelr part Including wearing reasonably necessary safety
equipment, following safety protocols, following manufacturer Instructions for equipment
and machinery, and using common sense.

Employees should report safaty Incldents and concems, including any Injury, near Injury
or unsafe condition, promptly to thelr Immediate supervisors andfor department
head/elected officlal.
| Commantad [113]: Docs the County want & safety coordinator?
Thins pereon would be responsihle for receiving reports of injuxy;
j Iovestigations;
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28 venting an ce Violence

Employees shall not engage in any violent behavior while on the Employer's property;

while the employee is performing their assigned [ob dutles; while in the Employer's

vehicles; and while the employes is attending Employer-spongored events in thelr offical

capacity. The following are examples of violent behavlor that are prohibited by this policy:
s Physlcal restraint or confinement;

Assault;

Battery;

Stalking;

Intentionally endangering the safety of another person; and

Violent destruction of property.

Employees who axhibit or threaten viclent behavior in the workplace will be subject to
disciplinary action up to and including termination. Any employee who becomes aware
of violent behavior or the threat of violent behavior (whether by ancther employee or by
any other person} shall Inform his or her immediate supervisor Inmediately. Supervisors
are directed to report all reporis of violent behavior or threats of violent behavior
Immediately to thelr department head who will conduct a prompt and thorough
investigation. If the employee's complaint of violence is against their department head,

the employee should direct thelr complaint to the Kendall County Board Chairperson. | Comenented [LI14]: The Board nceds to decide bow they weat
1o set up the complaint process. If complaint againgt
head, who should reoeive the complgint? T to the County
The Employer takes all reports of violent behavlor serlously, and will take appropriate Administrator, to whom should complsints go to if sgainst Comnty
action to Investigate complaints and/or report complalnts of violent behavior 1o law e o e !

enforcement as appropriate. = =

Employees and supervisors are directed to Immediately contact law enforcement
If the employee belleves that a ¢rime has been committed and/or the employee
belleves there is a threat of Inminent physical danger.
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29 hibitin neeal the Workpl
A Purpose:

The Employer seeks to protect the safety of employees, visitors and citizens of Kendall
County. In recognition of the lllinois Firearm Conceeled Carry Act {430 ILCS 68), the
Employer adopts the following policy:

Employee, for purposes of this policy, shall mean all persons performing work for the
Employer in any job classification, including but not limited to, full-ime employees, part-
time employees, temporary employees, seasonal employees, probationary employees,
confractual employees, elected or appointed officials, elected or appeinted membaers of
any committee or commission, volunteers working on behalf of the Employer or
volunteers working on behalf of any elected or appointed official.

This definition shall not Include, for purposes of this policy, law enforcement officers who
are specifically authorized by law to carry a firearm or any other employes specifically
authorized by law, other than pursuant to the lllinois Firearm Concealed Carry Act, to
carry a firearm.

C. Prohlbllpd Conduct:

Employees shall not carry or possess firearms In any of the following areas, regardless
of any license or permit that ari individual may have which would otherwise authorize the
indlvidual to carry firearms, and may be subject to discipline up to and Including Immediate
termination for violating this policy:

L In any buliding, pertion of a building or real property controlled by the
Employer; ,

ii. At ariy work location controlled by the Employer;

{iii At any Job slte controlled by the Employer;

Iv.  Inany vehicle owned, leased or under the controf of the Employer;

V. At any time or in any area other than the employee's residence that
is associated with the employee’s work with the Employer;

vi. At any time other than when the employee is working from home
while the employee Is acting within the scope and course of hisfher

employment with the Employer;
vii. Inany area prohibited by state law; and
vii. In any area where flrearms are prohibited under federal law.

Employeses are also prohiblted from carrying a firearm on or Into cne of the prohibited
areas defined by the lllinois Firearm Concealed Carry Act while acting within the course
and scope of his or her employment and may be subject to disclplinary action up to and
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including termination for violating this policy. The llinols Firearm Concealed Carry Act
defines "prohibited areas”® as:

vil.

vili.

Any building, real property, and parking area under the control of a
public or private elementary or secondary school;

Any bullding, real property, and parking area under the control of a
pre-school or child care facliity, Including any room or portion of a
building under the control of a pre-school or child care facility.
{Nothing In this paragraph shall prevent the operator of a child care
facllity In a famlly home from owning or possessing a firearm In the
home or license under this Act, if ho child under child care at the
home Is present In the home or the firearm in the home Is stored In
a locked contalner when a child under child care at the home Is
present In the home.)

Any bullding, parking area, or portion of a bullding under the control
of any officer of the exscutive or legislative branch of government,
providing that nothing in this paragraph shall prohibit a licensee from
carrying a concealed firearm onto the real property, blkeway, or trail
In a park regulated by the Department of Natural Resources or any
other designated public hunting area or bullding where firearm
possession Is permitted as established by the Department of Naturai
Resources under Saction 1.8 of the Wildlife Code.

Any building designated for matters before a clrcult court, appellate
court, or the Supreme Court, or any bullding or portion of a bullding
under the control of the Supreme Court.

Any building or portion of a building under the control of a unit of local
govermnment Including, but not limited to the Employer.

Any building, real property, and parking area under the control of an
adult or juvenile detention or correctional institution, prison, or Jail.
Any bullding, real property, and parking area under the control of
public or private hospital or hospital affiliate, mental health facllity, or
nurging home.

Any bus, train or form of transportation pald for in whole or In part
with public funds, and any bullding, real property and parking area
under the control of a public transportation facllity pald for In whole
or in part with public funds.

Any building, real property, and parking area under the control of any
astablishment that serves alcohol on Its premises, if more than 50%
of the establishment's gross receipts within the prior 3 months is from
the sale of alcohol. The owner of an establishment who knowingly
falls to prohiblt concesled firearme on Its premises as provided in this
paragraph or who knowingly makes a false statement or record to
avold the prohibition on concealed firearms under this paragraph Is
sublject to the penalty under subsection (c-5) of Section 10-1 of the
Liquor Control Act of 1934.
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xfi.
xlil.

xv.

xvl.

xvil.

xvill.

Xix.

l.

Any public gathering or speclal evant conducted on property open to
the public that requires the issuance of a permit from the unit of local
government, provided this prohibition shall not apply to 2 licensee
who must walk through a public gathering in order to access his or
her residence, place of business or vehicle.

Any bullding or real property that has been issued a Special Event
Retaller's license as defined in Section 1-3.17.1 of the Liquor Control
Act during the time deslignated for the sale of alcohol by the Special
Event Retailer's license, or a Speclal use permit licanse as defined
in subsection (q) of Section §-1 of the Liquor Control Act during the
time designated for the sale of alcohe!l by the Special use permit
license.

Any public playground. _

Any public park, athletic area, or athletic facillly under the control of
municipality or park district, provided nothing In this Section shall
prohibit a licensee from carrylng & concealed firearm while on a trall
or blkeway if only a portion of the trall or bikeway Includes a public
park.

Any real property under the control of the Cook County Forest
Preserve District.

Any building, classroom, laboratory, medical clinic, hospital, artistic
venue, athletic venue, entertainment venue, officlally recognized
university-related crganization, property, whether cwned or leased,
any real property, including parking areas, sidewalks, and common
areas under the control of a public or private community college,
college or university.

Any bullding, real property, or parking area under the control of a
gaming facility licensed under the Riverboat Gambling Act or the
llinols Horse Racing Act of 1975, including an inter-track wagering
location licensee.

Any stadlum, arena, or the real property or parking area under the
control of a stadlum, arena, or any collegiate or professional sporting
evant.

Any building, real property, or parking area under the control of a
public library.

Any building, real property, or parking area under the control of an
airport.

Any building, real property, or parking area under the control of an
amusement park.

Any bullding, real property, or parking area under the conirol of a zoo
Or mussum.

Any street, driveway, parking area, property, bullding, or facllity,
owned, leased, controlled, or used by a nuclear energy, storage,
weapons, or development site or facility regulated by the federal
Nuclear Regulatory Commission. The licensee shall not under any
circumstance store a firearm or ammunition In his or her vehlcle or In
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any compartment or contalner within a vehicle located anywhere in
or on the street, driveway, parking area, property, building, or facility
described in this paragraph.

xill. Any area where flrearms are prohlbited under federal law.

D. Firearm Storage:

Any employee who does not possess a valid license fo camy a concealed firearm is
prohibited from bringing a firearm onto a parking lot owned, leased or under the control
of the Employer.

An employes with a valld license to carry a concealed weapon who chocses to carry
concealed weapon while driving te and from work and park In a parking lot owned, leased
or under the control of the Employer must store his or her firearm or ammunition
concealed In a within a locked vehicle or locked container out of plain view within
the vehicle in the parking area. The lllingis Firearm Concealed Carry Act defines “case”
to Include a glove compariment or console that completely encloses the concealed
firearm and ammunition, the trunk of the vehicle, or a firearm carrying box, shipping box
or other container. An employee with a valld license to camry a concealed weapon may
carry a concealed weapon within & prohlbited parking lot area only for the limited purpose
of storing or retrieving a firearm within the vehicle's trunk, provided the licensee ensures
the concealed firearm Is unloaded prior fo exiting the vehicle. An employee with a valld
license to carry a concealed firearm must make certain that the fireamm Is properly stored
in accordance with this pollcy and llilnols law prior to acting In the course and scope of
his or her employment.

E. Policy Violations:
Any employee who violates this policy is subject to discipline up to and including
termination of employment, and shall be considered as acting outslde the scope and

course of his or her dutles and/or employment. The Employer will not defend or Indemnify
any employee for an act or omission in violation of this policy.
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210 Prug and Alcohol Use/Abuge Policy
A, intent:

The Employer is concarned about the ultimate effects of the use of illegal drugs and the
use of alcohol upon the health and safety of lts employees and the public. We recognize
that studies show that alcohol abuse and the lllegal use of drugs leads to Increased
accidents and medical claims. Employses who abuse drugs and alcohol present a
danger to themselves, their fellow employees, thelr employer and the public. In addition,
the increased medical costs incurred by employees who use/abuse drugs and/or alcohol
and the associated decreased productivity of these Indlviduals, because of accidents,
absenteelsm and turnover adversely affect achievement of the employer's migsion and
goals.

The Employer will not penalize an employes or applicant solely for his/her status as a
registered qualifying patient or reglstered designated careglver under the Compassionate
Use of Medical Cannabis Pliot Program Act, unless falling to do so would put the
Employer in violation of federal law or unless falling to do so would cause it to lose a
monetary or licensing-related benefit under federal law or rules. The Employer prohiblts
the use and storage of medical cannabis on its property, at all workplaces and In any
Employer-owned vehicles.

No part of this policy, nor any of the procedures hereunder, guarantees employment,
continued employment, or terms or condltions of employment or limits In any way the
Employer's rights to manage their workplaces or disclpline their employees.

B. Definktlons:
For purposes of this policy, the following terms shall have the following meanings:

1. Premises: Includes all work sites, work areas, property owned or
leased by the Employer, or vehicles owned, operated, leased, or
under the control of the Employer. Privately owned vehicles parked
or operated on property owned, leased or managed by the Employer
Is also included under the definition.

2. Jime: Includes all times during which an employee Is on the
Employer's premises, meal and break times on or off the Employer's
premises, or performing work off the premises for the benefit of the
Employer, as a representative of the Employer.

3. Legal drug: Any substance the posssssion or sale of which is not

prohiblted by law, Including prescription drugs that have been
prescribed for the employee and over-the-counter drugs.
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lllegal : Any controlled substance the possession or sale of
which Is prohibited by law.

Under the influence: The condition wherein any of the body's
sensory, cognltive, or motor funcilons or capabilites s altered,
impalred, diminished, or affected due to substances. This also
means the detectable presence of substance(s) within the body,
regardless of when or where it (they) may have been consumed,
having an alcohol concentration within the violation range specified
by the laws of the State of lllinois, and/or having a positive tast for
any other substance(s). With respect to employees subject to the
Federal Motor Carrier Sefety Administration (FMCSA) reguiations,
U.S. Department of Transportation regulations, or performing safety-
sensitive functions including, but not limited to those employess who
drive commercial motor vehicles, operate heavy or large moblle
equipment, and law énforcement officers, under the influence Is
defined in accordance with FMCSA regulations as having an alcohol
concentration of 0.04 orgreater.

Substance: Any alcohol, drugs, or other substances (whether
ingested, inhaled, injected subcutaneously, or otherwise) that have
known mind altering or function-altering effects upon the human
body or that Impair one's abllity to safely perform his or her work,
_specifically Including, but not limited to, prescription drugs and over-
the-counter medications; alcahel, drugs, and other substances made
llegal under federal or state law; “synthetic or designer” drugs; illegal
inhalants; “lock-ailke” drugs; amphetamines; cannabinoids
{marljuana and hashigh); cocaine; phencyclidine (PCFP), and oplates;
and any drugs or other substances referenced in Scheduie | through
V of 21 C.F.R. Part 1308 (whether or not such drugs or other
substances are narcofics).

Traceable in the emplovee's system: Means that the results of a
laboratory's analysis of the employee’s urine or blood specimen is

positive for the tested substance.

Reasonable suspiclen: Means that the Employer's representatives
have observed and can describe specific symptoms of an empioyee
while working that decrease or lessen his or her performance of the
duties or tasks of the employee's job position, including, but not
limited to symptoms related to the employee's speech, breath,
physical dexterlty, agillty, coordination, demeanor, Irrational or
unusual behavior, negligence or carelessness In operating
equipment or machinery, disregard for the safety of the employee or
others, or involvement In an accident that results In serious damage
to equipment or property, disruption of a production or manufacturing

21



10.

11.

process, or carelessness that results in any Injury to the employee or
others, or detaction of a prohlbited substance in the area where an
employee has/had been working. A reglstered qualifying user of
medical cannabis under the Compassionaie Use of Medical
Cannabis Pliot Program Act must first be given a reasonable
opportunity to contest the basls of the suspected impairment before
belng subject to discipline based on a reasonable suspicion of
impalrment.

Safety sensltive function: Includes any job function fraught with the
risk of injury to others such that even 2 momentary lapse of attention
can have disastrous consequences as well as any function described
as safety senslitive by applicable FMCSA or other applicable
regulations.

Work related cause: Means the employee has Incurred a work-
related injury requiring medical attention at a medical facllity; caused
the injury of another person on the Employer's premises or during
the Employer's time; caused damage to any Employer owned or
leased properly; or commits repeated and/or flagrant violations of
safety standards.

B8 sentatlves responsible for receipt of
testIng rasulls and removal of employus from safety sensitive
functions when they violate this policy are the following:

I The employee's department head,
Il The County Administrator; or
. ‘The Employer's human resources personnel.

Applicabllity:

1.

This policy applies to all employees and volunteers of the Employer
as well as candidates for employment with the Employer who have
been given conditional offers of employment. Such persons are
responsible to be famlliar with and comply with this pollcy.

The provisions of this policy are subject to any federal, state, or local
laws that may prohibit or restrict thelr applicabllity, and testing for
substances shall be conducted and in accordance with and limited
by such laws, notwithstanding any terms of this policy to the contrary.

Policy:

1.

Alcohol or lllegal Drugs or Substances: The possession, sale,
purchase, use, distribution, delivery or transfer of alcohol or an illegal
drug or substance while on the Employer's premises or while on the
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Employer's time is prohibited. In addition, employees may not report
to work or be on the Employer's premises or the Employer's time
under the influence of alcohol or with any traceable lllegal drug or
substanca in their system. Employees who drive commerclal motor
vehicles, operate heavy or large moblle equipment or perform other
safety-sensitive functions Inciuding, but not limited to law
enforcement duties, in addition to the prohibltions above must not
consume alcohol for four (4) hours prior to duty time and up to elght
hours following an accident or untl! the employee undergoes a post-
accident test, whichever comes first. The Employer shall not
disqualify from employment indlviduals who are registered users of
medical cannabls In accordance with the Compassionate Use of
Medical Cannabls Pllot Program Act based solely on the detected
presenca of cannabls on a drug test, unless falling to do so would
put the Employer in violation of a faderal law or cause the Employer
to lose a federal contract or funding. Individuals who are registered
users of medical cannabls In accordance with the Compassionate
Use of Medlcal Cannabis Pilot Program Act may not report to work
under the Influence of cannabis. Any violation of this policy may
result in Inmediate discharge and may subject an employea to legal
action.

Legal Drugs: The employer doas not condone the abuse of legal
drugs or working under the influence of legal drugs to the extent that
iob performance and/or safety Is adversely affected. Employees
using prascription and/or over-the-counter drugs are responsible for
being aware of any potential sffect such drugs may have on their
judgment or ability to perform their duties.

Pre-Employment Substance Testing: Upon recelpt of a contingent
offer of employment, candidates for safety-sensitive or security-
sensitive positions may be subject to pre-employment drug testing.
Individuals to whom a contingent offer is made whose pre-
employment drug test retums positive (except with respect to legally
prescribed drugs and overthe-counter medications) will ba ineligible
for employment. Candidates who test positve may have thelr
contingent offer of employment revoked.

Random Selection Testing: The Employer maintains a drug-free
workplace and reserves the right fo conduct random testing lon
employees with safety-sensitive or securlty-sensitive job dutles. The
following postions Include safety-sensitive or security-sensitive
functions, and as such are subject to random testing: law
enforcement offlcers, drivers of commerclal motor vehicles, and
operators of heavy or large’ mobile equipment. Where random
testing Is prohibited or restricted by applicable federal, state or local
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10.

statute or regulation, or other legally-binding agreement, the
Employer will conform to all applicable laws, regulations, and/or
agreements notwithstanding the provisions of this policy.

Post-Accident Testing: If the Employer has reasonable cause to
belleve an employee has caused an on-the-job injury that Is
conslderad recordable under OSHA guldelines (l.e. requiring medical
treatment) as a result of being under the influence, the supervisor
may require the injured employee to undergo a post-accldent
substance test. The employee wlll also be required to undergo post-
accldent testing if required by FMCSA, DOT or other applicable
regulation.

Fltness for Duty: Employees suspected of being unfit for duty as a
result of the use or reasonably suspecied use of substances may be
subject to substance testing. Employees who have successfully
completed a substance abuse or rehabilitation program will be
required to submit to 2 fitness for duty substance test before being
permitted fo retum to work.

A driver subject to FMCSA or DOT regulations, or any other
employee who is required to perform a safety-sensitive function and
who Is found to have an alcohol concentration of 0.02 or greater but
less than 0.04 shall not perform, nor be permitted to perform, safety-
sensitive functions for at least 24 hours.

Searches: Upon reasonable suspicion, the employer's authorized
representatives or agents may conduct searches of personal effects,
vehicles, lockers, desks and rooms located on the employer's
property for drugs/alcohol and related paraphemalia, dangerous
weapons. The Employer may tum over items discovered through
such searches to law enforcement authorities.

Criminal Conviction: Employees must nofify their Immediate
supervisor of any criminal drug statute conviction within five (5)
calendar days after the conviction ocours.

Drug/Alcohol Free Workplace. The  Employer, with the
development and Implementation of this pollcy, is making a good
faith effort to maintain a drug/alcohol-free workplace.

Disclplinary Actlon:

1.

Any employee who possesses, sells, purchases, uses, distributes,
delivers or transfers alcohol or an illegal substance on the
Employer's premises will be removed from the work area, and may
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be subject to immediate disciplinary action up to and including
discharge.

Any employee who reports to work under the influence of alcohol or
with an lllegal drug or substance traceabie In hisfher system will be
removed from the work area, and may be subject to immed|ate
disclplinary action up to and including discharge.

An employee who refuses to submit to testing when required under

this policy will be removed from the woerk area, and may be subject

to Immediate disciplinary action up to and including discharge.

Refusal to submit to testing shall Include, but may not be limited to

any one or more of the following:

l. Fallure to appear for any test within a reasonable amount of
time, after being directed to do so by the employer, consistent
with this policy and/or applicable regulations, Including but not
limited to FMCSA or DOT regulation;

ii. Failure to remaln at the testing site until testing Is complete;

i Failure to provide a sufficient breath, saliva, blood or urine
specimen for any drug or alcohol tast required by this policy
or applicable FMCSA or DOT regufation;

iv. In the case of directly observed or monltored collection In a
drug test, failure to permit the observation or monitoring of the
provision of a specimen;

V. Failure to provide a sufficlent amount of saliva, breath, blood
or urine when directed, and it has been determined, through
required medical evaluation, that there was no adequate
medical explanation for the failure;

i, Falling or declining to take a second test that the Employer or
the collector has directed the employee to take;

vil.  Failure to undergo a medical examination or evaluation, as
directed by the Medical Review Officer as part of the
verification process or as directed by the Designated
Employer Representative;

vili. Failure to cooperate with any part of the testing process;

ix. Having a verified adulterated or substituted test result as
reported by the Medical Review Officer.

Any employee who refuses to particlpate In rehabilitationftreatment
as recommended as a result of a positive test and evaluation by a
substance abuse professional, will not be allowed to perform work
for the employer and may be subject to disciplinary actlon up to and
Including discharge.
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Testing Procedures: Conwnesiad [121]: Pleass coufirm if thess ere tho testing
procedures the County curnently uses with their drog testing
1. The Employer may require an employee or candidate to provide
urine specimen, submit to a blood test, provide saliva samples,
and/or undergo breath/alcohol testing for laboratory analysis at
medical clinic or other lccation as designated by the smployer,
immediately upon the request of the Employer's authorized
representatives or agents in accordance with this policy.

2, Where the Employer has reasonable suspiclon that an employee Is
under the influence of a substance, the Employer will remove the
employee from the work area and provide the employese with
transportation to the place of testing. The Employer should call the
emergency contact indicated by the employee or, If unavailable,
arrange for the employee to be transported home following the test.

3. Prior to submliting to testing, an employee or candidate may
confldentfally disclose to the Independent medical examiner any
preecription drugs or over-the-counter medications that he/she has
taken or known medical condiion that might interfere with an
accurate test result. Such Information will only be revealed to the
Employer as permitted by law.

4. Af the discretion of the Empioyer, employees suspected of violating
this policy may be placed on administrative leave without pay
pending test results. If the test results are negative; the employee
will be reimbursed for any salary lost during adminlistrative leave.

5. Specimens reported by the testing laboratory as adulteraied or
substituted will be considered a refusal to test, and may be grounds
for iImmaed|ate tarmination of employment or Inellglbliity for hire.

8. Should a candidate or employse fail the initial drug test, he or she
will be notifled of the results and will not be allowed to perform work
on behaif of the employer. The candidate or employee will have the
option of requesting testing of the spiit spacimen within 72 hours at
the Employer's expense unless the candidate or employee presents
documentation that serlous injury, lliness, lack of actual knowledge
of the verified test result or Inabllity to contact the Medical Review
Officer prevented a timely request. If the candidate fails to request
testing of the split specimen within 72 hours and the candidate or
employee has not presentad sufficient documentation to excuse the
delay, the employer will take appropriate actlon Including but not
limited to discipline or discharge.
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7. If the test of the split specimen is also positive, the candidate or
employee will have the opportunity to explain the results. The
employer retains the discretion o determine the appropriate
disciplinary action, including discharge, following two positive drug
tosts.

8. An employee who has been removed from the work area or barred
from the working as a result of violating thig policy, may be subject
to disciplinary action up to and including Immediate discharge.

9. if an employee has not been terminated as a result of a violation, the
employee may not commence or return to work unless the employee
provides sufficient documentation of the following:

a. That the employee has tested negative for the presence of a
substance and Is not under the influence of a substances;

b. That the employee has been approved to commence or return
to work under the terms of this policy;

c. That the employee has recelved an evaluation from a
Substance Abuse Professional;

d. That the employee has successfully complled with the
recommendations of the Substance Abuse Professional; and

e. That testing for the presence of a substance and the handling
of test specimens was conducted In accordance with
guidelines for laboratory testing procedures and chaln-of-
custody procedures established by applicable federal or state
ragulation.

10. The Employer wili take steps to ensure the Integrity of the testing
process and to ensure that all test results are attributed to the correct
employee.

Consent: The employee may be required to sign a consent form
authorizing the medical clinic or other location as designated by the
Employer to perform the aforementioned tests and release the results of the
testing to the employer.

Chain of Custody Procedures: At the time specimens are taken, standard
‘chain of custody’ or ‘chain of possession” precedures will be followed and
the employee shall be given copy of thess specimen collection
procedures.

Confldentlality and Privacy: The employee's right to privacy will be
respected, and the Employer shall keep the resulis of any testing strictly
confidential to the extent required and permitted by law. However, the
Employer may use the results to decide upon an action to be taken towards
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211

an employee, or to the extent necessary, to defend its actions in any
subsequent grlevance, arbitration, or legal or other proceeding.

Treatment: An employse who voluntarily informe the Employer that hae/she
has a drug or alcohol abuse problem and desires rehabllitation assistance
may be granted a leave of absence, in accordance with the Employer's
Famlly and Medical Leave Act policy, provided the employee Is otherwlse
eligible for such leave pursuant to the Family and Medical Leave Act policy.
The scle purpose of such leave Is o obtain the necessary rehabllitation
assistance. The employee may be required to periodically provide proof
that he/she s participating in an appropriate rehabilitation or after-care
program. Any employee who retums to work after completion of a
rehabilitation program and who subsequently violates the substance abuse
policy may be immediately discharged without regard to a request for further
rehabilitation.

Employes Asslstance: Employees who have questions about this policy
or who would llke more Information regarding the effects of alcohol misuse
and conirolled substances on an individual's health, work and perscnal life,
signs and symptoms of an alcohol problem, and available methods of
intervening when an alcohol and or controlled substance problem Is
suspected should contact their Employer’s human resources personnel.

No Smoking

In accordance with lllinois law, the Employer prohiblts smoking In the workplace or at any
work site, while driving any vehicle owned or leased by the Employer or while performing
Job duties on behaif of the Employer.

212

No Tobacco Use

The Employer prohibits the use of tobacco products in the workplace or at any work slte,
while driving any vehicle owned or leased by the Employer or while performing Job dutles
on behalf of the Employer.
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213 Safe Driving

Employees are required to engage in safe driving of Employer owned vehicles (“work
vehicles") or the employee’s own vehicle while conducting business on behalf of the

Employer.

The Employer prohiblts the following acts while employees are driving work vehicles or
while driving another vehicle while performing their Job duties:

Driving under the Influencs of alcohal or drugs;

Operating any vehicle without a licanse;

Disobeaying any traffic laws;

Operating a vehicle carelessly or negligently;

Driving a vehicle without the use of a seatbelt or safety restraint;

Operating a vehicle while holding or manually operating a cellular phone or

other electronic device;

. Using a cell phone (even in hands-fres mode) In a school zone or
construction zone;

. Disabling vehicle safety devices, like airbags;

. Driving while distracted.

Violatien of this policy may result In dlsclplinary action up to and Including termination.

2.14 Com r, | (]

The Employer has e-mall and infernet access systems In place for the Employer's
business. We also have scftware and systems in place that can monitor and record all
Internet usage. The e-mail and intemet access systems In place are the sole properly of
the Employer. The technology s in place for business related to the Employer. Employees
may use the technology for limited personal purposes as long as that use does not
interfare with the employee's work, or jeopardize the Integrity of the employer's computer
system, e-mail system or internet access. The technology may also not be used for any
purpose that would viclate the employer's policles or state or faderal law. If an employes
is found to be abusing the technology, his or her access may be limied or eliminated
altogether. An employee is also subject to disclpline, up to and including termination.
Nothing on the intamet system or any property of the employer, including phones or volca
mail, is or can become the private property of any employee.

THERE CAN BE NO EXPECTATION OF PRIVACY OR ASSURANCE OF

CONFIDENTIALITY FOR ANY MESSAGES OR FOR ANY USE OR PATTERN OF
USAGE OF THE EMPLOYER'S INTERNET, PHONES OR ANY OTHER PROPERTY.
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A Management and Administration of the Internet and Phone System

We want you to be aware that our security systems are capable of recording for each and
every user, each World Wide Web slte vislt, each chat, and each newsgroup or e-mail
message accessed on each of the employer's computer stations. The system Is also
capable of recording each file transfer into and out of our internal networks. We reserve
at all times the right to monitor such activity. No employee should have any expectation
of privacy as to any intemnet usage or telephone system. The Employer and Its authorized
representatives may review Intemnet activity, volce mall messages, and analyze usage
patterns In an effort to malntaln the highest levels of productivity. We reserve the right to
Inspect any and all fllee stored in private areas of our network In order to assure
compllance with this pollcy.

The Employer's systems must never be used In violation of our policy against unlawful
discrimination and unlawful harassment. The display or access of any kind of sexually
explicit image or document on the employer’s system Is a violatlon of both this Intemnet
policy and the Employer’s nondiscrimination and harassment policy. in additlon, sexually
explicit material may not be archived, stored, distributed, edited or recorded using our
network or computing resources. The Employer may use Independently-supplied
software and data to identify inappropriate or sexually-explicit internet sites. We may
block access from within our networks to all such sltes. If you find yourself inadvertently
connected fo a site that contalns sexually explicit or offensive material, you must
immediately disconnect from that site, regardiess of whether that site has been previously
deemed acceptable by any monltoring, screening or rating program.,

The Empioyer’s intenet facllities and computing resources must not be used knowingly
to violate the laws and regulations of the Unlted States or any other nation, or the laws
and regulations of any state, county, municlpailty, province or other local Jurisdiction in
any material way. Use of any of the Employer's resources for lllegal actlvity is grounds for
Immediiate dismissal, and we will cooperate with any legitimate law enforcement agency
In the investigation of such activity.

Any software or flles downloaded via the internet into the employer's computer network
become the property of the employer. Any such files or software may be used only In
ways that are consistent with thelr licenses or copyrights.

No employee may use the Empioyer's facilities knowingly to download or distribute
pirated sofiware or data. No employee may use the employer's internet facllties to
deliberately propagate any virus, worm, "Trojan horse,” or trap-door program code. No
employae may use the employer's Intemet facilities knowingiy o disable or overioad any
computer system or network, or to circumvent any system intended fo protect the privacy
or security of another user.

Each employee using the Employer's internet facilities shall identify himself or herself
honestly, accurately and complstely, Including the affllaion and function for the
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Employer, when particlpating in employer-related chat groups, newsgroups, message
boards, or discusslon lists, or when setting up accounts on outside computer systams on
behalf of the employer. Employees may not represent thelr statements as the employer's
official policy or practice without proper authorizatlon from the employee’s department
head or elected officlal. Partlcipating in non-employer related chat groups, newsgroups,
message boards or discussion lists by use of the Employer's hardware is prohibited.

Any material posted to any forum, newsgroup, chat group, or internet site in the course
of an employee's duties, remains the property of the employer. Employees are reminded
that chat groups and newsgroups are public forums where it is inappropriate to reveal
confidential information as defined In this manual. Employees releasing confidentlal
information via any internet facility, whether intentional or inadvertent, may be subject to
disciplinary actions, Including termination.

Use of the Employer's Intemet facllities to commit Infractions such as misuse of the
employer's assets or resources, sexual harassment, unauthorized public speaking and
misappropriation or theft of Intellectual property are also prohibited and will be subject to
discipline, Including termination.

It is a violation of this policy for the employee to store, view, print or redistribute any
document or graphic file that is not directly related to the employee’s job or the Employer's
business activities and which would constltute a violation of the Employer's policy against
unfawful discrimination and unlawful harassment.

Employees may from time to time use the emiployer's Internet facilities for non-business
research outside of work hours provided they request permission from their supervisor
before engaging In such use, and provided all other usage policles are observed.

The Emplover will comply with rezsonable requests from law enforcement and regulatory
agencles for logs, dlarles and archives on any individual employee's Internet aclivities.

Employees must take care to understand federal and state copyright, trademark, libel,
slander and public speech control laws so that our use of the Intemet does not violate any
laws which might be enforced against us.

Employees with internet access may download only scftware with direct business use,
and must arrange to have such software properly licensed and registered. Downloaded
software must be used only under the terms of Its licanse.

Employees may not use the Employer's Intemet facilities to download entertalnment
software or games, or to play games over the Internet, including games against
opponents.

Employees with internet access may not use the Employer's intemet faclliies to downlcad
images or videos unless there Is an explicit business-related use for the material.
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Employess with Internet access may not download any software licensed to the employer
or data owned or licensed by the employer without explicit authorization from the
supervisor responsible for the software or data.

B. Securlty

The Employer has installed a variety of firewalls, proxies, address screening programs
and other security systems to assure the safety and securlty of the employer’s networks.
Any employee who attempis to disable, defeat or circumvent the employer's security
faclitty will be subject to discipline, including immediate termination.

Computers that use their own modems to create Independent data connections sidestep
our network security mechanisms. An Individual computer's private connection to any
outside computer can be used by an attacker to compromise the employer's network to
which that computer Is attached. That e why any computer used for independent dial-up
or leased-ine connections to any outside computer or network must be physically isolated
from the employer’s internal networks. Only those Intemet services and functions with
documented business purposes for the employar will be enabled at the intemet firewall.

C.  No Expectation Of Privacy

EMPLOYEES WHO MISUSE THE EMPLOYER'S INTERNET/EMAIL SYSTEM MAY BE
SUBJECT TO DISCIPLINE UP TO AND INCLUDING TERMINATION. REMEMBER
THAT YOU HAVE NO EXPECTATION OF PRIVACY IN ANY OF THE EMPLOYER'S
EQUIPMENT OR PROPERTY, INCLUDING BUT NOT LIMITED TO DESKS,
COMPUTERS, INTERNET ACCESS, VOICE MAIL, OR E-MAIL.

2.15 Security of Portable Data Storage Devices

The Employer requires that employees who have been Issued laptop or tablet computers,
cell phones and other Information storage devices take certain precautions to prevent
theft or data breach.

With all portable data storage devices such as laptop or tablet computers, cell phones or
other Information storage devices, the smployer requires that:

a. Strong passwords are used to secure Information on the device;

b. No unauthorized persons are allowed to access to the information storage
device;

c. Usermames or passwords are not shared with any person, with the
exception of authorized employees;
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d. Only authorized hardware, software or Information securlty programs are
Installed on the device with authorization and approval from management;

. Care is taken to ensure the device Is properly locked and secured when it
Is not In the Immediate possesslon of the employee; and

f. In the event that a device Is lost or stolen, or In the event that information
security has been breached, employess are to advise thelr supervisor
immediately.

2.16 Cell Phones
Employees are prohiblted from using cell phones when engaged In the following activities:

a. While driving or operating @ moving vehicle unless a hands free device Is
used;

b. While driving in @ school zone or construction zone, even If a hands free

device Is used;

While operating machinery;

While in close proximity to moving equipment or machinery; and

e. At any time when the use of a cell phone might place you or others at risk.

ao

Empicyees are discouraged from conducting personal business on portable electronic
devices during work hours. Personal cell phone use during work hours should be limited
to emergency situations. Employees are xpected to mute or lower the ring tone volume
on thelir personal cell phones during work hours so as not to disturb others. If cell phone
use during work hours becomes necessary, employees are expected to exercise courtesy
towards others in the workplace and to avold being loud or disruptive.

217 Equipment/Supplies

The Employer provides equipment and supplies to asslst employees in performing their
work on behalf of the Employer. Employer-provided equipment and supplies are solely
to be used for work purposes.

Employees must use all equipment safely, for Its Intended use and In accordance with
manufacturer specifications,. Employees are asked o conserve resources and use only
those supplies necessary to perform their job.

The Employer prohiblts the use of equipment or supplies for personal use.

Commentad [124]: What type of limitations, If any, do you want
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2.18 Soclal Medla Policy and Guidelines

This is the officlal policy for soclal media use at the Employer and provides guldance for
employees and elected officlals on their professional and personal use of soclal media.

All employees are responsible for knowing and understanding the pollicy.
A Professional Usse of Soclal Media

Before engaging In social media as a representative of the Employer, you must be
authorized to comment by your immediate supervisor and/or department head. You may
not comment as a representative of the Employer unless you are authorized to do so.

Once authorized to comment, you must:

. Disclose you are an employee or elected officlal of the Employer, and use
only your own identity.

o Disclose and comment only on non-confidential information. Confldential
information is separately defined in this pollcy.

° Ensure that all content published Is accurate and not misleading and
complles with all of the Employer's policies.

° Comment only on your area of expertise and authority.

® Ensure comments are respectful and refraln from posting or responding to
material that is offensive, obscene, defamatory, threatening, harassing,
bullying, and discriminatory, infringes copyright, breaches a Court order, or
Is otherwise unlawful,

® Refraln from making comments or posting material that might otherwise
cause damage to the Employer's reputation or bring It Into disrepute.

B. Personal Use of Soclal Madla

The Employer recognizes that you may wish to use soclal media In your own personal
fife. This policy does not intend to discourage or unduly limit your parsonal expression or
online activities.

However, you should recognize the potential for damage caused (either directly or
indirectly) to the Employer in certain circumstances via your personal use of soclal media
when you can be Idenilfled as an employee of the Employer. Accordingly, you should
comply with this policy to ensure that risk of such damage is minimized. You are
personally responsible for the content you publish in a personal capacity on any form of
soclal media platform. Remember that all posts are public and often permanent. When
in doubt, you should seek guidance from your Immedlate supervisor on how o comply
with this policy. The Employer reserves the right fo read what you write or say publicly
and make a determination If it meets this policy.
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° Represent yourself accurately. Unless the Employer has designated you to
speak officlally for the Employer, you should not state that you wrlte or
speak on behalf of the Employer or that your viewpolints are the same as
the Employer's viewpoeints, and you should make this clear to those reading
or listening o your points of view.

. Do not disclose private or confidentlal information about the Employer's
operations, employees, or about citizens that you obtalned through your
employment with the Employer. Confidentlal Information is information that
is exempt from disclosure under Section 7 of the llinois Freedom of
Information Act, § ILCS 140/7.

. Even when using soclal media on a personal basls, employeas may be
disciplined for posting material that is, or might be construed as, vulgar,
obscene, threatening, intimidating, harassing, or a violation of the
employer's workplace policles against discrimination, harassment on
account of age, racs, religion, sex, sexual orlentation, ethnicity, nationallty,
disabliity, or other protected class, status, or characteristic.

. If you chose to Identify your work affiliation on a soclal network, you should
regard all communication on that network as you would in a professional
network. Ensure your profile, photographs and related content is consistent
with how you wish to present yourself with colleagues and clients.

. Employees who access soclal media during work hours or cn Employer
owned equipment should still comply with the Employer's computer usage
policy. There Is no right to privacy on Employer owned equipment.

. The Employer may discipline employees for making a comment or posting
any material that might otherwlse cause damage to the Employer's
reputation or bring It Into disrepute. When the employes’s comment is
made as a citizen and not as an employee and is made on a matter of
public concem, the Employer may discipline the employee In situations
where the interests of the Employer in promoting efficlent operations
outweighs the interests of the employes in commenting on such matters of
public concem.

Nothing in this policy shall be interpreted in a manner that unlawfully prohibits the right of
employees to engage In protected concerted aciivity under the lllinols Public Labor
Relatlons Act. The Employer has and always will comply fully with the obligations under
the lllinols Public Labor Relations Act. Likewlss, nothing in this policy shall be Interpreted
in & manner that unlawfully restricts an employee's rights under the federal or state
Constitution. The Employer has and always will comply with federal and state law.

A violation of this policy may subject an employes to disclpline, up to and Including
termination.
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2.19 Whistieblower Pollcy
A. Code of Conduct:

The Employer requires empioyees to observe the highest standards of business and
personal ethics In conducting their duties on behalf of the Employer. Compliance with ali
applicable federal, state and local laws, rules and regulations is required. All employees
are expected to fulfill thelr'duties honestly and with Integrity.

B. Reporting Responsibliity:

Employees are encouraged and expected to report suspected violations of faderal, state
or local law, rules or regulations or suspected ethical violations.

C. * Retallation Prohlblted:

The Employer prohibits retaliation against any employee who, In good falth, reports a
suspected ethics violation or suspected unlawful conduct. Anyone who violates this policy
against retallation is subject to disciplinary action, including but not limited to, termination
of employment.

D. Reporting Procedure:

The Employer has an open door policy and expects and encourages employees fo
address questions, concerns and complaints with thelr supervisor, Employees are
required to report complaints regarding suspected unethical or illegal conduct In writing
to thelr immediate supervisor. If an employee is not comfortable speaking with hisfher
Immediate supervisor or is not satisfied with the immediate supervisor's response, he/she
may discuss the matter with thelr department head/elected official. If a complaint Involves
suspected conduct of the employse's depariment head/elected official, a complaint may
be brought directly to the County Adminlstrator (for all County departments) or to the
County Board Chairperson (for all County departments/elected offices). The County
Administrator and the County Board Chairperson are responsible for informing the County
Board of all complaints they recelve regarding alleged unethical or unlawful conduct
pursuant to this policy.
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220 Accldent Reporting Policy

Any amployee who Is Injured while on duty {regardless of severity) shall report the injury
to his/her supervisor Inmediately both verbally and In writing with a completed Incident
Report. The Incident Repert shall inciude the following: the date, time, place injury
occumred, how the Injury occurred, the type of injury, the identity of any witnesses, and
whether medical assistance was obtained. The report shall be submitted by the end of
the workday. Supervisors are required to accurately complete a Form 45 with respect to
all on-the-job injurles and submit it as well the employee's Incident Report to their
department head. The department head should then provide a copy of all such paperwork
to Administrative Services. S )

Any employes witnessing or receiving a report of an Injury to a visitor shall verbally report
the injury to the employee's supervisor immediately. The employee may also be required
to complete a wriiten Incldent Report. Supervisors are required to submit all required
information to thelr department head/elected officlal. The department head should then
provide a copy of all such paperwork to Kendall County Administrative Services.

Any accldent involving the Employer's property or vehicles or involving a privately owned
vehicle being operated for the Employer's business shall be reported immediately fo the
employea’s supervisor both verbally and In writing with a completed Incident Report. The
Incident Report shall Include the following: the date, time, place incldent occurred, how
the Incldent occurred, the identity of any witnesses, and the extent and type of damage,
if applicable. The report shall be submitted by the end of the workday. Employees are
also required to notify law enforcement when appropriate.
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CHAPTER 3
EMPLOYEE LEAVE & EMPLOYEE BENEFITS

31 Personal/Sick Leave

There are times that an employee may need time away from work due to illness, injury or
to aftend to health needs that cannot be addressed during non-working hours. Pursuant
to the terms of this policy, the Employer provides paid time off to eligible employeses (as
deflned below) to address these neads.

A Ellgible Employees

For purposes of this policy, "ellgible employees® includes all full-ime employees who have
completed a minimum of six (6) months of continuous work or service as a full-time
employee for the Employer.

Personal/sick leave is not available to the following employees (who are not eligible
employees):

° Full-time employees who have worked less than six (6) months of
continuous work or service for the Employer;

Seasonal employees;

Temporary employees;

Interns; and

All other employee classifications not specifically listed as ellgible for
personal leave or banked sick leave.

If you have questions regarding your allglbility for personal or banked sick leave, pleass
contact your department head/elected official.

B. Personal Leave and Banked Sick Leave
L Personal Leave

On the first day of each flscal year {l.e., December 1), all eligible employees (as defined
below) will recelve twelve (12) days of sick/personal leave. For purposes of this policy,
a “day” is the average number of hours an eliglble employee Is regularly scheduled to
work in a workday. So, for example, if the employee regularly works a seven and one-
half (7 ) hour work day, the employee’s “day” for purposes of this policy will be 7.5 hours
of personal leave

Sick leave and personal leave are one and the same during the fiscal year It Is eamed

and shall be referred to as “personal leave” throughout this policy. Personal leave may
be used for any purpose, subject to the provisions in this policy.
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Employees who become “eligible employees® after the first day of the fiscal year can eam
personal leave at the rate of one (1) personal day for each full month remaining during
the fiscal year after the employee becomes eligible for parsonal leave. For example, If
the employse becomes eligible for personal leave on March 15%, the employse would
accrue eight (8) personal days bacause there would be eight (8) full months remalning In
that fiscal year following the employee’s eligiblity date (April through November).

Part-time employees may eam personal leave propertionate to thelr average number of
hours worked per month.

Personal leave must be used in minimum increments of at least a half {1/2) day..
Il. Banked Sick Leave

Any accrued personal leave that Is not used on or before the last day of the fiscal year it
Is earned may be carried aver by eligible employsees (as defined below) to the next fiscal
year but may only be carried over as accrued banked sick leave {not personal leave).
Banked sick leave may only be used after all personal days granted in the active fiscal
year have been exhausted.

Eligible employees may only utillize banked sick leave for one or more of the following
reasons:

. The employes Is sufficlently Il so that good judgment would determine it
best not {0 report to work;

. The employee cannot report to work due to an Iliness or Injury not arising
out of or in the course of their employment;

. The employee must attend a medical, optical and/or dental appolntment for
one or more cf the following individuals: the employee, the employee’s legal
spouse, the employee’s child (blrth, adepted or step child), or the
employee's parent (birth, adopted or step parent); and/or

] The employee Is absent due fo an FMLA qualifying reason, and the
employee Is concurrently using FMLA leave for the absence.

Banked sick leave may be accumulated up to a sum not fo exceed two hundred forty
(240) banked sick leave days.

Banked sick leave must be used In minimum increments of at least a half (1/2) day.

C. Notification Raquirements for Personal Leave and Banked Sick Leave
Employees are required to provide notice of their Intent fo use personal leave or banked
slck leave for foreseeable medical, optical and dental examinations or treatments at least
twenty-four (24) hours prior to the beginning of the absence. Employses should provide

the notice to thelr Immediate supervisor or any other individual designated by the
Employer to recelve such notice. Employees should make thelr routine medical, dental
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and optical appointments at times that would create the least disruption to work schedules
and to the employer's operations, if possible.

Employees are required to provide notice of their intent to use personal leave or banked
sick leave for any other permitted purpose (e.g., the employee Is sick) at least one (1)
lhour prior to the start of the employee’s shift. Employees should provide the notice to
thelr immediate supervisor or any other individual designated by the Employer to receive
such notice. If an employee |s incapaciated or an emergency arises such that an
employee is unable to provide sufficient advance notice pursuant to the terms of this
policy, it is the employee's responsibility to notify his or her immediate supervisor at the
earliest possible moment.

Notification of the use of personal leave and banked sick leave should always include the
employee’s best estimate of the duration of the absence, if possible.

Use of personal leave and banked sick leave is subject to approval by the employee’s
department head or designes. Disapproved personal leave and/or banked sick leave
requests will be promptly retlumed to the employee with an explanation for the denlal of
the time off request. All absences charged to personal leave and/or banked sick leave
must be reported by the employee's certification on a Leave Request Form, which must
be provided to the amployee's Inmediate supervisor .

The Employer reserves the right to deny specific requests of certaln dates or times
requested for personal and/or banked sick leave in order to ensure that the Employer's
operational and scheduling neseds are met.

E. Short-Term Disabllity

An employee who Is Injured or ill may quslify for short-term disabliity. Please see your
Immediate suparvisor for questions regarding jpligiblity.

F. Medical Certification

As a condition for eligibility for pald personal and/er banked sick leave under this policy,
the Employer may require, at its discretion, any employee to submit a healthcare
provider's certification of lliness or Injury if any one or more of the following occurs:
° The employee has been off sick for three {3) or more consecutive workdays;
. The employee has had repeated liinesses of shorter periods;
] The employee calls In sick on the day of, before or after a hollday, vacation
day, or day off: or
° In any circumstance where the Employer has a reasonable bellef of sick
leave abuse by the employee.

The Empicyer may also require the employee to provide a statement from the employee’s

healthcare provider indicating the employee is physically able to return to work before an
employee may return to work. In the above circumstances, the Employer may, at Its
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discretion, require an employee to submit to an examination by a physician designated
by the Employer at the Employer's expense.

G. Requests to Trade Personal Days

Employees have the option of trading up to a maximum of twelve {12) days of thelr current
personal leave beneflt for one-fourth {1/4) of their dally pay rate of the year of accrual.
Application for this trade must be made in writing no later than October 31 of the fiscal
year. Employees wishing to trade their unused personal leave days must request this In
writing from thelr department head. The employee's department head will then certify the
number of days which the employee is entitled to trade and submit this Information in
writing to the Kendall County Treasurer's Office. If the employee uses any of these
personal days 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 (12) personal days. Employees are not sligible
to recelve the personal days payback before their six (6} month probationary period has
been successfully completed.

H. Separation of Employment

Upon separation of employment, the employee Is not entiled to any additional
compensation for any unused personal days in the current year and for any accrued
banked sick days from prior years. However, retiring IMRF members, 55 years of age
and older, may qualify for a maximum of up to one (1) year of addltional pension service
credit for accrued, unused banked sick leave accumulated at the rate of one (1) month of
IMRF pension service credit for every twenty (20} days of accrued, unused banked sick
leave or fraction thereof.

32 Vacation

The Employer provides paid vacaticn to eliglble employees in accordance with the
following vacation policy:

A Eligible Employees

For purposes of this policy, eligible employees include all full-ime emplovess for the
Employer who have completed a minimum of six (6) months of continuous work or service
for the Employer. Aiso, part-time employees who have completed a minimum of six (6)
months of continuous work or service for the Employer and whose regular work schedule
includes a minimum of twenty (20) hours of work per work week may receive vacation
time on a pro rata basis.

Those employees who are nof eligible for vacation leave include:
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. Ful-iime employees who have worked less than six (68) months of
continucus work or service for the Employer;

° Part-time employees who have worked less than six {6) months of
continuous work or service for the Employer;

® Part-time employees who have worked slx (8) months or more of conflnuous
work or service for the Employer but do not regularly work a minimum of
twanty (20) hours of work per work week for the Employer;

. Seasonal employees;

Temporary employees; and
. Interns.

If you have questions regarding eligiblilty for vacation time, please consult your immediate
supervisor or your depariment head/elected officlal.

B. Vacation Accrual

Employees on a leave of absence or layoff shall not accrue vacation time during their

leave of pbsence.

Vacation accrual is calculated based on the fiscal year {December 1 io November 30).
For vacation accrual purposes, the employee's start date will be considered the
employee's first day of work for the Employer.

Eligible employees shall accrue vacation time in accordance with the following schedule:

Continuoys Years of Sarvice

The first {1*) day of the month after the
eliglble employee completes six (6)
months of continuous service for the
Employer through the last day of the
month when the eligible employee
completes six (6) years of continuous
service for the Employer

The first (12t} day of the month after the
sligible employee completes six (6)
years of continuous service for the
Employer through the last day of the
menth when the eligible employee
completes fourleen {14) years of
continuous service for the Employer

The first {1%) day of the month after the
ellgible employee completes fourteen
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6.25 pald hours of vacation accrued
on the first day of each month (which
equals up to & maximum of 75 paid
vacation hours per fiscal year).

9375 paid hours of vacatlon
accrued on the first day of each
month (which equals up to a
maximum of 112.5 palid vacatlon
hours per fiscal year)

12.5 pald hours of vacation accrued
on the first day of each month (which
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(14) or more years of completed service equals up to a maximum of 150 paid
for the Employer vacation hours per fiscal year)

Probationary employees will eam vacatlon ime pursuant to the above scheduls, but
cannct use any earned vacation time untll after the completion of their probatlionary
period.

Vacation pay shall be pald at the rate of the employee's regular stralght-time hourly rate
of pay In effect for the employee's regular job classification on the pay day Immediately
preceding the employee's yacation.

C. Requesting Vacation

Eligible employees shall submit, In writing, to the Employer, any request for vacation leave
at least two weeks In advance of the taking of such leave, and the Employer shall provide
a response to the request in writing within seventy-two (72) hours after receipt of the
vacatlon request. The Employer, In its sole discretion, may permit an employes to take
one or two vacation days with less than two weeks' notice. An employee may take off a
maximum of fifteen (15) consecutive business days at one time. The fifteen (15) day
period may be extended upon approval by the Employer, if operational needs of the office
are satisfied during the employee’s extended absence.

Reasonable efforts will be made to accommodate vacation requests, however, the
Employer reserves the right to deny specific vacation dates or times requested in order
to ensure that the Employer’s operational and scheduling needs are met.

D. Vacation Time Not Used

Eligible employees shall be allowad to carry over from month to month no more than one
and one-half (1 %) times an employee’s available days of vacation leave per year. For
example, an slighle employes who has completed two (2) continuous years of service
with the Employer can carry over no more than 112.5 hours of paid vacation leave from
one month to the next.

No salary payment shall be made In lleu of vacation time not used by an eligible employee
during the flscal year. Upon termination of employment, the Employer will pay employees
for accrued but unused vacatlon days, at the employee’s current pay rate.

E. Holidays During Vacation Leave
Whenever a paid holiday falls during an authorized vacation leave, the employee's leave

on the date of the pald hollday shall be considered & holiday for payroll purposes and
shall not be charged to the employee's accumulated vacation leave.
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34 Iime off to Vote

Employees are requested to vote before or after work if possible. Howaver, if polls are
open only during work hours or you are unable to vote before or after work, voters may
take time to vote during work so long as the fime taken does not exceed two hours.
Employees must request time off to vote in advance of the election date, and the
Employer reserves the right to specify the time frame during which the employee may be
absant to vote.

35 Jury and Witness Duty

All employees are granted time off from work to perform jury duty or if summoned to testify
as a witness.

Paid time off for jury or witness testimony Is avallable up to three {3) workdays for full-
time employees who have worked more than six (6) contlnuous months for the Employer.

After three (3) work days of jury duty leave, any additional time off for jury duty and/or
witness testimony is unpaid.

Any fee recelved by an employee for serving on a Jury or providing testimony will be
deducted from the employee’s wages during paid time off.

To request time off employees must provide a copy of the jury or witness summons to
their immediate supervisor within ten (10) calendar days of receipt.

While serving on a ury or testifylng as a witness, employess are required to advise their
immediate supervisor about their availability for work each workday. Employees who are
released from jury duty or witness testimony during the workday are expected to report
to work immediately to complete their work shift,

If an employee is required to perform jury duty or is summoned to testify as a witness
while the employee |s on an approved leave of absence (e.g., FMLA leave), the employee
shall not be eligible to receive jury/witness duty pay.

3.6 ] ve
The Employer will comply with all applicable federal, state and local laws providing military

leave and benefit protections to employess. Please direct any questlons or requests for
leave to your immediate supervisor.
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3.7 Hollday Pay

All eligible employees will recelve time off with pay or will receive hollday pay if required
to work on designated holldays. Designated holidays are established annually by the
Kendall County Board for non-court related departments/offices and by the Chief Judge
for court-related departments/offices. The Employer will distribute the approved hollday
schedule to all departments/offices for posting. Deslignated holidays may be adjusted
from year to year as deemed necessary by the Kendall County Board.

Full-time and pari-ime employees under County Board Jursdiction who are budgeted to
work a minimum of twenty (20) hours per workweek may be eligible for holiday pay.
Temporary employees, seasonal employees, Interns, and polunteers are not ellglble for
holiday pay.

To be eligible for time off with holiday pay, the hofiday must fall on the employee's
regularly scheduled workday. Also, an eliglble employee must work the last scheduled
workday before the holiday and the first scheduled workday after hoilday, In order to be
compensated for the holiday, uniess absence on elther or both days I8 pre-approved by
the employee’s Immediate supervisor.

An eligible full-time employee will be pald for the scheduled holiday at the employee’s
regular rate of pay as computed for one {1) workday (If the designated holiday is a full
workday) or one half (1/2) day (if the designated hollday Is a half of a workday). Assuming
the holiday fells on the employee’s regularly scheduled workday, an eligible part-time
employee will recelve holiday pay proportionate to the average number of hours the
employee would normally work on the hollday (e.g., if the employse normally works four
(4) hours a day, the employae will receive four {(4) hours of holiday pay).

If an eligible FLSA non-exempt employee works on a designated hollday, the employee
will recelve holiday pay plus wages at one and onse-half imes thelr regular rate of pay for
the hours the employee worked on the holiday.

When a holiday falls during an eligible employee's scheduled vacation period, the
employee will be pald for the holiday instead of vacation pay.

Employees must be working (l.e., on actlve pald status} to be eligible for holiday pay.
Employees on an unpald leave of absencs are not sligible for holiday pay.

Employees who observe a religious holiday on days which do not fall on a designated
hollday should use accrued vacation, personal days, or compensatory time (if any).
However, If the employee does not have accrued time available, such religious holidays
may be taken without pay, provided the employes has obtained the written approval of
the employee’s department head. An employee requesting to take unpald time off o
observe a religious hoilday must submit their request to thelr department head at least
fourtesn {14) calendar days prior to the proposed absence.
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