KENDALL COUNTY FOREST PRESERVE DISTRICT
OPERATIONS COMMITTEE
AGENDA

WEDNESDAY, OCTOBER 7, 2020
6:00 P.M.
KENDALL COUNTY HISTORIC COURTHOUSE — 3R FLOOR COURTROOM

Call to Order

Roll Call

Approval of Agenda

Public Comments

OLD BUSINESS

V. 20-21 Bow Hunt Program Updates

VL.  KCFPD Insurance Claim Updates

a. Shuh Shuh Gah Canoe Launch

b. Pickerill-Pigott Estate House Inspection

SERT

NEW BUSINESS
VI. Review of Preliminary Financial Statements through September 30, 2020

VIOL Review and Approval of Special Use Permit Requests
8. No special use permit requests received
IX. Natural Beginnings Early Learning Program — Proposed Fees and Charges
X.  Environmental Education Program Enrollment Updates
XI. KCFPD Personnel Policies — Working Draft for Review
XII. Ellis Equestrian Center — Preliminary Budget Report
XIII. Capital Project Updates
a. Pickerill-Pigott Phase ] OSLAD Development Project
b. ICECF Completed Grant Applications
c¢. IDNR PARC Grant
d. Eagle Project Updates
XIV. KCFPD 20-21 Organizational Chart and Position Description Changes
a. Hoover Supervisor and Resident
b. Communications, Marketing and Public Programs Specialist
¢. Natural Beginnings Program Manager
XV. Hoover Supervisor and Resident — Residence Lease Agreement Changes
XVI. Grounds Maintenance Worker Position Openings
XVII. Executive Session
XVIII. Summary of Action Items
XIX. Public Comments
XX. Other Items of Business
a. November 4, 2020 Meeting Cancelled
X Adjournment

Kendall County Historlc Courthouse — 110 W. Madison Street — 3*° Floor - Courtroom
Yorkvllle, lllinols 60560
If special accommodatlons or arrangements are needed to attend this District meeting, please contact the
Adminlstration Office at 630-553-4025 a minimum of 24-hours prior to the meeting time.



To:  Kendall County Board of Commissioners — Operations Committee

From: Antoinette Meciej, Communications, Marketing, and Public Program Speciallst
RE: 20-21 CWD Bowhunt Program Updates

Date: October 7, 2020

The KCFPD Bowhunt season has been active for 7 days with 16 total harvests. Harvest
locations are listed below.

Problems encountered so far this season include encroachment frails at Millbrook North and
Henneberry. Additional boundary markers were added at Henneberry to encroachment tralils.
The Millbrook North encroachment trail activity was discussed with the appropriate business
entity.

One non-resident guest pass was sold.

Baker Woods — 2 doe

Fox River Bluffs — 3 doe

Jay Woods - 1 doe

Little Rock Creek-Maramech — 3 doe, 1 button-buck
Millbrook North — 3 dos

Pickerill-Pigott — 2 doe, 1 button-buck



David Guritz

P e

From: Liz Laing <liz.laing@ipmg.com>

Sent: Monday, October 5, 2020 10:30 AM

To: David Guritz

Cc: Samantha.Shock@alliant.com _

Subject: [External]200925W012 - Kendall County Forest Preserve District - Kendall County Forest Preserve

District, Plckerall House Roof - O - 0008 - P2-1000868-1920-01 - 07/07/2020

Importance: High

Good morning,

| have received the final report from the ClaimsPro Adjusfer regarding this claim. The replacement cost for the damaged
Pickerall House Roof Is $36,243.44 and the Actual Cash Value is $26,600.94. Factoring in the $5,000 deductible | will be Issuing a
payment to day of $21,600.94. Once the final invoice is received after repairs have been completed I will issue the hold back
payment.

Please let me know If you have any questions.
Thank you,

Liz Laing
P&C Adjuster — Claims Management Services

Y +IPMG

225 Smith Road, St. Charles, IL 60174
Direct: 630-485-5854 | Fax: 630-485-5879

liz Jaing@ipmg.com ! IPMG.com

Check out our new website!

Work<

A wnrkplare moadpnis und crspeiision
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To: Kendall County Board of Commissioners- Operations Committee

From: Emily Dombrowski, Environmental Education Programs Manager

RE: Natural Beginnings Early Learning Program- Proposed Fees and Charges
Date: October 7, 2020

The proposed tuition increase for the 3-day program for the 21-22 program year is $140.00
(from $1,920 to $2,060).

The proposed tuition increase for the 2-day program for the 21-22 program year is $40.00 (from
$1,620 to $1,660).

District staff recommends increasing the tuition costs for the 3-day program to close the cost-
per-contact-hour gap (see below) for 3-day and 2-day classes. Currently, cost per contact hour
is higher for the 2-day program, with the goal of making this cost equivalent within the sessions
offered.

Tuition Cost Per Contact Hour
$6.92 | 3-day2020 | $1,5920.00(current)
$8.76 | 2-day 2020 $1,620.00 {current)
$7.42 | 3-day2021 | $2,060.00 (proposed)
$8.97 | 2-day 2021 $1,660.00 (proposed)
Tuition
3-day2020 [ $1,920.00(current)
2-day 2020 $1,620.00 {current)
PROPOSED FEES AND CHARGES | 3-day2021 | $2,060.00 (proposed) |
21-22 Program Year | 2-day 2021 $1,660.00 (proposed)
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To:  Kendall County Board of Commissioners- Operations Committee
From: Emily Dombrowski, Environmental Education Programs Manager
RE: Education Department Program Updates

Date: October 7, 2020

We are doing the majority of our programming as public programming. Right now, we are in the middle
of our Afternoon Adventure Series. We are running this program for 3-6 year olds (6 week program
every other Tuesday,} 17-3" graders {12 week program every Wednesday,} and 4%-g™ graders (12 week
program every Thursday) from 1:30-4:30 pm. We have 27 students enrolled in these programs. This
program has been very popular and we plan to offer a spring series also.

Scout programs have really picked up. In the past month we have conducted 10 scout programs to
different troops. We are also offering specialty one hour programs to homeschool pods. Several
homeschool pods have chosen one day a month for the school year to come out for programs. We
continue to offer family adventures.

Natural Beginnings has been in session for over a month and is going very well. It is exciting to be able to
teach kids in person and our staff has really been enjoying the different programs that we offering.

Parents and program participants are very grateful for the programs that we are offering and will
continue to offerl|



Natural Beginnings Student looking
closely at moss

Family participating in our socially distanced
Pollinator Palooza program in August
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Students from Aurora Christian School at an Girl Scout Troop completing their flower
Ecology and Ecosystems field trip in September badge in October
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SUNRISE CENTER NORTH THERAPEUTIC RIDING PROGRAM

13986 McKanna Rd

Minooka, IL 60410
815/467-9332 )
sunrisenorth@comecast.net www.sunrisenorth.org

Therapeutic
., Riding
September 15, 2020

Dear Kendall County Board of Directors,

On behalf of the Sunrise Center North Therapeutic Riding Program's Board of Directors, the Program Director
and myself, | send a heartfelt thank you for considering and approving an adjustment of 50% to the license fee
per month for a three-month period. This adjustment will allow Sunrise much needed financial relief to our

strained budget.

Sunrise values the partnership with the Kendall County Forest Preserve District and we would like to continue

the partnership that Is mutually beneficial.

Sincerely,
N\ COnA oy
M. Chris Kirsch

President, Board of Directors

Sunrise Center North Therapeutic Riding Program



SUNRISE CENTER NORTH THERAPEUTIC RIDING PROGRAM

13986 McKanna Rd
Minooka, IL 60410
815/467-9332
sunrisenorth@comcast.net www.sunrisenorth.org

September 15, 2020

Dear Kendall County Board of Directors; Operating Committee,

As requested by your Committee through Dave Guritz | am submitting to you a summary of the efforts by Sunrise Center
North with regard to additionat Covid relief as well as an update on our fundraising efforts.

Sunrise applied and secured a loan through the government under the Payroll Protection Program. Sixty percent of the
funds granted must be used strictly for payroll.

All other grants that Sunrise has found and explored either require a much larger budget then we currently operate with
or must be used for capital improvements similar to the grants secured by Sunrise to purchase materials for the
installation of the iime and round pen that are now a part of Ellis property. Sunrlse has recently received the funds,
under a grant to instal! an outdoor shelter for the horses during Inclement weather.

With regards to fundraising, Sunrise had secured a facility In Will County to host our annual trivia night. The indoor
facility that had been secured has shut down, reopened on a limited basis only to be shut down again. This has been our

fargest money maker in years past.

The Sunrise Board of Directors has gone back and forth with the decision on our annual 5K fundraiser. It was decided to
go ahead and host the outdoor event with soclal distancing and PPE when necessary under state mandated guidelines.

We are now In the process of soliciting sponsorships and recruiting runners. This event typically has limited attendance
even with our marketing efforts on runner websites and to local running clubs.

Sunrise has also voted to try, for the first time, a t-shirt and sweatshirt sale fundraiser. With marketing it to our families
as great holiday gifts, we feel it has potential,

Please understand that we are a small group of dedicated horse lovers who belleve in Kris Mondrella and the incredible
program she created to serve the speclal needs and veterans In the local communitles. The Board Is working hard to
ensure that Kris’s vision stays a reality!

N QQ\,\LD(KMQ%

President, Board of Directors
Sunrise Center Therapeutic Riding Program



To: Kendall County Forest Preserve District Operations Committee
From: David Guritz, Director

RE: Capital Project Updates

Date: October 7, 2020

A. Pickerill-Pigoft Phase | OSLAD Development Proiect

The District submitted a quarterly report to the IDNR on October 1, 2020. The final
billing statement will be generated in January 2021 to receive the final grant
disbursement.

A walk-through is scheduled for Wednesday, October 14, 2020.

A reminder was sent to secure a quote for installing a new ComEd meter and electric
service line to the hilltop shed, and potential electrical reconnect of the Pigott house well
pump (TBD).

Tree and shrub planting will take place on Saturday, October 10 and 17 from 10-noon
and 1 pm to 3 pm.

The hilltop shelter construction (Eagle Project) will also begin on October 10.

B. ICECF Completed Grant Applications

The District has been fielding follow-up inquiries from the ICECF on the District’s three
proposals (K-12 Pollinator Education; Prairile Meadows Pilot; Reservation Woods Parcel
Acquisition).

C. |IDNR PARC Grant

PARC evaluations have been completed by IDNR staff. Projects will be recommended
for approval to the Natural Resources Advisory Board in the next few months (see
attached comrespondence).

D. Eagle Project Updates

The Little Rock Creek bridge crossing and Pickerill-Pigott hilltop shade canopy will be
completed later this month.



David Guritz

.ﬂ

From: Fletcher, Ann <Ann.Fletcher@illinois.gov>

Sent: Wednesday, October 7, 2020 1:57 PM

To: David Guritz

Subject: [External]RE: Kendall County Forest Preserve District - October 1, 2020 Status Report - Project #
970-11835

Attachments: OS Implementation & Billing Exhibit B1 FILLABLE.pdf

Hi Dave,

Thanks for the guarterly report. Fantastic news about the project, | can’t wait to see It.
To answer your questions.
We are still waiting on Federal approval for the RTP grants, | really hope we get this soon, it has taken way too long!

PARC evaluations are complete, we are walting for the next NRAB advisory board which has not been set yet, hopefully the
meeting will get setup In the next month or so.

See attached for billing form.

Thanks!

Ann Fletcher

Grant Administrator

Illinois Department of Natural Resources
Office of Grant Management and Assistance
One Natural Resources Way

Springfield, IL 62702

PH: 217-557-7815

Office Hours: M-F 8:30-4:30

N Click here to subscribe to our IDNR grant opportunity email list.

from: David Guritz <dguritz@co.kendall.il.us>

Sent: Thursday, October 1, 2020 1:37 PM

To: Fletcher, Ann <Ann.Fletcher@lllinois.gov>

Ce: Barker, Kathy <Kathy.Barker@Illinois.gov>; M Kelly <mkelly@uplanddesign.com>

Subject: [External] Kendall County Forest Preserve District - October 1, 2020 Status Report - Project #970-11935

Good afternoon Ann:

Attached, please find our FY18 OSLAD Project - October 2020 status report for Project #970-
11935.

The construction effort is largely complete & is looking great. We'll be having a site meeting with
our contractor and landscape architect to generate a final punch list in the next two weeks.



| plan to submit the final billing statement in January 2021 well within the grant agreement
period end date of 04/15/2021. (Note & FYI: I received the IDNR FY19 OSLAD letter sent out today
regarding extensions). We plan to officially open the preserve to the public on Jun. 4, 2021,

In late-fall and winter, we'll be completing contracted invasive species clearing and in-house site
restoration efforts to wrap up the project. This will include planting of just under 500 trees and

shrubs (below) this month, and broadcast seeding of prairie and woodland edge seed mixes with
COVEr Crop as Soon as Snow cover sets in.

A few other quick questions:
1. 2018 RTP Grant — Fox River Bluffs Forest Preserve — Any updates?
2. IDNR FY19 PARC Grant — Notification Timeframe - Still November'ish?
3. Can I ask you to send over a copy of the final billing request form? I used the link in the
manual, but did not see the form on the IDNR website.
Thanks so much, Ann! Can’t wait to show you around!
Sincerely,

Dave

Pickerill-Pigott Phase | OSLAD Project
Tree and Shrub Order - Possibility Place Nursery

10/1/2020
Common Species Name 1-Gal 5-Gal
Paw Paw 25 2
Blue Beech 10 2
Bitternut Hickory 10 2
Shagbark Hickory 15 2
Red Bud 15 2
Pagoda Dogwood 10
Kentucky Coffeetree 5 2
Persimmon 5 2
American Plum 50 2
White Oak 15 2
Swamp White Oak 50 2
Hill's Oak 20 2
Shingle Oak 10 2
Bur Oak 35 2
Chinquapin Oak 20 2
Pin Oak 20 2
Which Hazel 5
Ninebark 30 -2
Nannyberry Viburnum 10
Filbert 10
Hazelnut 2
Spicebush 50 2
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DRAFT FOR OPERATIONS COMMITTEE REVIEW: 10/07/2020

KENDALL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Grounds Supervisor and Resident
WAGE CATEGORY: FLSA Exempt
REPORTS TO: Executive Director

EFFECTIVE DATE:  November XX, 2020

SUMMARY:

This position is primarily responsible for the management and supervision of District grounds maintenance and
permitted activities and programs including shelter, bunkhouse, campground, and lodge rentals, permitted special
events, oversight of the campground office facility, and building and grounds maintenance projects including
participation in natural area restoration and forest preserve improvement projects. This position reports to the
Executive Director, and serves as a year-round on-site resident at Hoover Forest Preserve.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The duties for this position shall include, but not be limited to, the following:

Primary duties are to manage and supervise the permitted activities and programs including shelter,
bunkhouse, campground, and lodge rentals, and the campground office facility, and supervise, coordinate,
and perform grounds and building improvement projects including maintenance and natural area restoration
projects.
Customarily and regularly directs the work of at least two or more full-time employees (or their
equivalent).
Customarily and regularly performs management duties within forest preserve areas including, but not
limited to the following:
o Interviewing, selecting and training grounds maintenance and custodial services staff;
Prepare and maintain confidential personnel records;
Setting and adjusting employees’ hours of work;
Providing recommendations regarding the setting and adjusting of employees’ rates of pay (within
pre-approved budget parameters), which recommendations are given particular weight by the final
decision-maker;
o Maintaining production and operations records for use in supervision and control of the District’s
repair, maintenance and custodial services;
o Appraising employees® productivity and efficiency for the purpose of recommending promotions
or other changes in status;
o Handling employee complaints and grievances;
o Provides recommendations regarding the hiring, firing and discipline of staff, which
recommendations are given significant weight by the final decision-maker;
o Apportioning the work among grounds maintenance and custodial service employees and
volunteers at Hoover Forest Preserve;
o Providing for the safety and security of the employees, volunteers, visitors, and District property;
o Planning, organizing, and supervising the activities of staff in proper repair and maintenance of
mechanical equipment and systems, grounds maintenance, and custodial services of District
Develops preventative maintenance and recordkeeping procedures and ensures that such procedures are
carried out on a scheduled basis.
Prepares, maintains and oversees maintenance and repair records for all of the District’s equipment to
ensure such records are accurate, complete and properly preserved pursuant to District policies and
procedures.
Determines the materials, supplies, machinery, equipment or tools to be used or purchased in order to
properly repair, maintain and improve the District’s grounds, buildings and public use areas.

000



DRAFT FOR OPERATIONS COMMITTEE REVIEW: 10/07/2020

e  Oversees project management for the District’s ground maintenance and custodial services by setting the
schedule for projects; monitoring all cngoing projects; creating project metrics and deliverables; and
assessing the achievement of said project metrics and deliverables.

e  Manages relationships with vendors and contractors by performing duties including, but not limited to the
following: obtains cost estimates for supplies, parts and equipment repair; orders and purchases supplies
for projects; negotiates services and contract terms; and reviews and recommends contracted services and
equipment, which recommendations are given particular weight by the final decision-maker.

e  Assists with the preparation of the annual budget for Grounds Maintenance operations.

e Prepares monthly reports on activities for presentation to the District’s Board of Commissioners.
Coordinates Illinois Department of Public Health campground inspection reporting and Illinois
Environmental Protection Agency water quality testing for waste treatment lagoon compliance.

s Responds to off-hour emergency issues from lodge, campground, and bunkhouse users at Hoover Forest
Preserve.

o Safely and effectively operates, maintains and repairs District vehicles, tools and equipment including, but
not limited to, small dump trucks, snow blowers, salt spreaders, sod cutters, rototiller, chain saws,
trimmers, sweepers, front end loaders, backhoes, forklifts, welders, sandblasters, grinders, cutting torches,
air sprayers, power washers, chainsaws, and other mechanical tools.

e  Oversees grounds maintenance and custodial services performed at District locations including, but not
limited to the following:

o Horticultural and maintenance tasks including, but not limited to mowing, edging, aerating,
trimming, fertilizing, weed control, seeding, tree and shrub trimming, sod repair, firewood
splitting and hauling, snow and ice removal from District roads/walks/trails utilizing both snow
plow and manual methods;

o Splitting, loading and hauling firewood;

o Gathering, loading and hauling refuse and vegetation from grounds and user areas;

o Removal of snow and ice from District roads/walks/trails, utilizing both snow plow and manual
methods;

o The use, maintenance and repair of tools of the trade (both powered and non-powered equipment)
including, but not limited to, welder, sandblaster, grinder, cutting torch, air sprayer, power washer,
chainsaw, and other mechanical hand tools;

o General roed repairs including, but not limited to, asphalt patching and gravel road maintenance.

o The construction, installation and repair of District facilities and structures, picnic shelters,
bridges, fencing, bollards, posts, signage, seasonal equipment, and any other facilities and
structures necessary for the District;

o The repair of plumbing, electrical, HVAC, carpentry and paint, as needed, at District facilities and
structures.

o The inspection, maintenance, and repair of District restrooms including daily cleaning and trash
removal;

o Preparing picnic shelters, bunkhouses, and special event facilities for reserved uses by performing
duties including, but not limited to, locking/unlocking rental facilities; setting up for events and
rental functions; andensuﬂngthefacilitiesarecleanandequippedasneededforallremal
functions; -

e Directs and oversees controlled burns, brush removal, seed collecting and other natural area management
tasks at District locations and preserves.

Participates in emergency preparedness and response activities as needed.

Communicates District rules and regulations to the public, staff and volunteers.

Serves as the year-round on-site resident at Hoover Forest Preserve and mmst be available to perform duties
before, during and after the District’s regular business hours.

e Performs any other duties as required or assigned.

SUPERVISORY RESPONSIBILITIES:
e  This position supervises Grounds Maintenance full and part time positions.
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QUALIFICATIONS:

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

A, EDUCATION and/or EXPERIENCE:

High school diploma or general education degree (GED) required.

A preferred minimum of four (4) years experience in a grounds and/or building
maintenance or similar role, with one to two (1-2) years experience within a supervisory
role, or equivalent combination of training and experience.

Requires knowledge of grounds maintenance tools and equipment use.

Completion of all assigned equipment and natural areas management training.

B. LANGUAGE SKILLS:

Ability to read and interpret documents such as governmental regulations, material safety
data sheets, equipment operating instructions, and procedure manuals,

Ability to write routine reports and correspondence.

Ability to speak effectively with the public, employees and volunteers of the District.
Requires good knowledge of the English language, spelling and grammar.

C. MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole mumbers,
common fractions, and decimals.
Ability to compute rate, ratio, and percent and to measure volumes.

D. REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form,

Ability to deal with problems involving several concrete variables in standardized
situations.

E. CERTIFICATES, LICENSES, REGISTRATIONS:

A valid Drivers License and any other licenses/certifications necessary to operate District
tools and equipment.

A valid Illinois Pesticide Applicators License or, in the alternative, obtain a valid Illinois
Pesticide Applicators License within the first ninety (90) days of employment.

Obtain an Illinois Environmental Protection Agency wastewater operator certificate
within one year after the date of hire.

All other training, certificates and registrations required for the specific duties performed.

PHYSICAL DEMANDS:

Employee must frequently sit, stand, bend, reach, and carry.

Employee must be able to successfully operate all District tools and equipment required
to perform assigned job duties.

Employee must frequently be able to walk and possibly run on uneven ground and rough
terrain.

Employee must frequently lift and/or move up to 50 pounds, and occasionally up to 75
pounds.

Employee must be able to use hands and fingers to handle, feel, and operate equipment.
Employee must be able to reach, push and pull with hands and arms.

Employee must be able to talk and hear in person and via use of telephone.

Specific vision abilities required by this job include close vision, depth perception and
distance vision.
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WORK ENVIRONMENT:

] The noise level in the work environment is usually loud due to equipment operational
noise.

. Employee must be able to perform all assigned job duties during normal business hours
and after normal business hours, as required in the event of an emergency or special
event.

° Employee will be required to work in both indoor and outdoor work areas and may be
subjected to all weather elements,

° Employee may be exposed to various chemicals such as pesticides and fertilizers while
performing assigned job duties.

° Bmployeewﬂlberequnedtoopmteamotorvehcletoiraveltoandﬁ'ommeetmgs,

training, conferences, and the various District preserves and locations.

rThe above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District
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Kendall County Forest Preserve District
Hoover Grounds Supervisor and Resident House
Lease Agreement

THIS AGREEMENT ("Lease Agreement") is made and entered into this _ TH day of
November, 2020 by and between the Kendall County Forest Preserve District ("District"), a
unit of local government, ("Employee-Tenant") and Jay Teckenbrock (referred to as "Tenant"),
an individual currently residing at the Hoover Forest Preserve Residence, 11285 W. Fox Road,
Yorkville, IL 60560, for and in consideration of the covenants and obligations contained herein
and other good and valuable consideration, the receipt and sufficiency of which is hereby
acknowledged, the parties hereby agree as follows:

1. PURPOSE.
This Lease Agreement provides for the Tenants’ possession and use of the Grounds Supervisor

and Resident House, the surrounding fenced yard, and the storage shed, located at Hoover
Forest Preserve —11285 W. Fox Road, Yorkville, Illinois, 60560 (hereinafter referred to as the
"Residence"), an image of which is attached as Exhibit A, during the Employee-Tenant’s
employment as a Grounds Supervisor-Resident by the District. By signing this Lease
Agreement, the parties affirm their agreement that Employee-Tenant is required to live at the
Residence as a condition of his continued employment by the District as the Grounds
Supervisor and Resident; the Residence is located on District property; and the Residence is
provided for the convenience of the District by allowing Employee-Tenant to promptly respond
to District needs at Hoover Forest Preserve outside of regular business hours. Also, this Lease
Agreement confirms the parties’ understanding and agreement that the Tenants’ possession and
use of the Residence is part of the Employee-Tenant’s total wage and benefits compensation
package as Grounds Supervisor and Resident for the District. Nothing in this Lease Agreement
is intended to and/or does create a contract of employment, express or implied. Employee-
Tenant’s employment with the District is “at-will”, which means Employee-Tenant’s
employment relationship may be terminated at any time, with or without cause.

2. PROPERTY.

2.1 Leased Property. District owns certain real property and improvements consisting of
the Residence. District desires to lease the Residence to Tenants upon the terms and conditions
contained herein. Tenants desire to lease the Residence from District on the terms and
conditions contained herein.

2.2 Personal Property. The District and Tenants each agree that any personal property, such
as equipment, furniture, or other non-fixture items, purchased by either the Tenants or the
District, either prior to or during the term of this Lease Agreement shall remain the personal
property of the party who furnished the funds to purchase the personal property. All personal
property of the Tenants shall be removed from the Premise at the termination of this Lease
Agreement, unless otherwise agreed to in writing by the parties. Tenants specifically waive any
claim of damage against the District for any personal property damaged as a result of an act of
nature, including, but not limited to lightning strikes and floods. District is not responsible for
providing any personal property, equipment, furniture or other non-fixture items to the Tenants.

Tenants’ Initials: ____
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3. TERM

3.1 Term. The term of this Lease Agreement commences on December 1, 2020 with both
parties’ execution of this Lease Agreement, and ghall terminate immediately upon (a) the
Employee-Tenant’s separation of employment from the District, or (b) one (1) year from the
Lease Agreement commencement date of December 1, 2020 following both parties’ execution
of this Lease Agreement, whichever occurs first.

3.2 Upon termination of the Lease Agreement, Tenants shall immediately vacate the
Residence and shall have seven (7) calendar days to remove all personal property from the
Residence, unless otherwise authorized and agreed to in writing by both parties. All obligations
outstanding at the time of termination shall survive the Lease Agreement.

3.3 Early Termination. Either party may terminate this Lease Agreement upon providing
thirty (30) calendar days written notice to the other party. Except that both parties may agree,
in writing, to terminate the Lease Agreement at anytime and waive the thirty (30) days written
notice.

4, RENT.

4.1 Rent. The rent for the Residence shall be four hundred sixty-four dollars and thirty-one
cents ($464.31) per week. This amount includes the cost of Utilities as discussed in section 12
of this Lease Agreement. The weekly rent payment shall be due and owing on the Saturday
immediately following the conclusion of the weekly rental period. For purposes of this
Agreement, a week shall be Saturday through Friday. The parties agree that only a single
monthly rent payment of two hundred and fifty dollars ($250.00) shall be due and owing from
Tenants to the District in any month that Employee-Tenant is employed by the District. The
balance of the weekly rent value shall be considered a part of the Employee-Tenant's total
compensation package during his or her employment with the District as Grounds Supervisor
and Resident. Weekends and holidays do not delay or excuse Tenants’ obligation to timely
pay rent.

4.2 Delinquent Rent. Rent is due no later than the first day of each month. If not paid by
the due date, rent shall be considered overdue and delinquent. If Tenant fails to timely pay any
monthly rent payment, Tenant will pay District a late charge of $25.00 per day until rent is paid
in full. If the District receives the rent within two (2) calendar days of the Due Date, the District
will waive the late charges for that month. Any waiver of late charges under this paragraph will
not affect or diminish any other right or remedy the District may exercise for Tenants’ failure
to timely pay rent.

4.3. Returned Checks. In the event any payment by Tenant is returned for insufficient funds
("NSF") or if Tenant stops payment, Tenant will pay $25.00 to District for each such check,
plus late charges, as described above, which will accrue until District has received payment.
Furthermore, District may require in writing that Tenants pay all future Rent payments by cash,
money order, or cashier’s check.

4.4. Order in which funds are applied. The District will apply all funds received from
Tenant first to any non-rent obligations of Tenant including late charges, returned check
charges, charge-backs for repairs, and brokerage fees, then to rent, regardless of any notations
on a check.

Tenants’ Initials: ____
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5. SECURITY DEPOSIT.

5.1 Amount. Tenant has previously deposited with the District the sum of one-thousand
dollars and no cents ($1,000.00), receipt of which is hereby acknowledged by the District, as
security for any damage caused to the Residence during the term hereof.

5.2 Refund. Upon termination of the Lease Agreement, all funds held by the District as
security deposit may be applied to the payment of accrued rent and the amount of damages that
the District has suffered by reason of the Tenants’ noncompliance with the terms of this Lease
Agreement or with any and all federal, State, or local laws, ordinances, rules, regulations, and
orders affecting the cleanliness, use, occupancy and preservation of the Residence.

A. Deductions.
District may deduct reasonable charges from the security deposit for:
(1) Unpaid or accelerated rent;
(2) Late charges;
(3) Unpaid utilities;
(4) Costs of cleaning, deodorizing, and repairing the Residence and its contents for
which Tenants are responsible;
(5) Pet violation charges;
(6) Replacing unreturned keys, garage door openers, or other security devices;
(7) The removal of unauthorized locks or fixtures installed by Tenants;
(8) Insufficient light bulbs;
(9) Packing, removing, and storing abandoned property;
(10) Removing abandoned or illegally parked vehicles;
(11) Attorney fees and costs of court incurred in any proceeding against Tenants;
(12) Any fee due for early removal of an authorized keybox; or
(13) Other amounts Tenants are responsible to pay under this Lease Agreement.

B. If deductions exceed the security deposit, Tenants will pay to District the excess
within ten (10) calendar days after District makes written demand. The security
deposit will be applied first to any non-rent items, including late charges, returned
check charges, repairs, and brokerage fees, then to any unpaid rent.

6. USE OF RESIDENCE.

The Residence shall be used and occupied solely by Tenants and Tenants' immediate family.
It shall be used exclusively as a private, single-family dwelling, and no part of the Residence
shall be used at any time during the term of this Lease Agreement by Tenants or Tenants’
immediate family for the purpose of carrying on any business (other than District business),
profession, or trade of any kind, or for any purpose other than as a private, single-family
dwelling. Tenants shall not allow any other person, other than Tenants' immediate family or
transient relatives and friends who are guests of Tenants, to use or accupy the Residence
without first obtaining District's written consent to such use or occupation. Tenants shall
comply with any and all federal, State, and local laws, ordinances, rules, regulations, and orders
affecting the cleanliness, use, occupancy and preservation of the Residence. Tenants
understand and agree that all residents and visitors of the Residence shall comply with the
District’s General Use Ordinance while on District property.

Tenants' Initials:
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7. CONDITION OF RESIDENCE.

7.1Original Condition. Tenants stipulate, represent, and warrant that Tenants have
examined the Residence, and it is, at the time of execution of this Lease Agreement, in good
order, in good repair, and in a safe, clean and habitable condition.

7.2 Surrender Condition. Upon termination of this Lease Agreement, Tenants shall
surrender the Residence to District in good and broom-clean condition, excepting ordinary
wear and tear. Tenants shall remove all of their personal property and any improvements
installed by Tenants and required to be removed by the District. Tenants shall return all keys
and property belonging to the District.

8. DEFAULTS & REMEDIES,

8.1 Tenants’ Default. Tenants shall be in default in the event of any of the following: (a) if
Tenants fails to perform any obligation to be performed by Tenants hereunder and such failure
shall continue for thirty (30) calendar days after written notice by District; provided, however,
if the nature of such default is such that the same cannot reasonably be cured within a thirty
(30) calendar day period, then Tenants shall not be deemed to be in default if it shall commence
such cure within such thirty (30) calendar day period, and, thereafter, rectify and cure such
default with due diligence; or (b) if Tenants abandon or vacate the Residence or ceases to use
the Residence for the stated purpose as set forth in this Lease Agreement.

8.2 Remedies in Default. In the event of a default by Tenants, District may pursue any
remedies available to it at law or in equity, including injunction, at its option, without further
notice or demand of any kind to Tenants or any other person. In the event of a default, the
District may also immediately terminate this Lease Agreement and Tenants’ right to possession
of the Residence and recover possession of the Residence and remove all persons therefrom.

9. ASSIGNMENT AND SUB-LETTING. .

Tenants shall not assign this Lease Agreement, or sub-let or grant any license to use the
Residence or any part thereof without the District’s prior written consent. An assignment, sub-
letting, or license without the prior written consent of District or an assignment or sub-letting
by operation of law shall be absolutely null and void and shall, at District's option, terminate

this Lease Agreement.

10. ALTERATIONS AND IMPROVEMENTS.

Tenants shall make no structural repairs, alterations, or improvements of the Residence or
construct any building or make any other improvements of the Residence without the prior
written consent of District. Any and all alterations, changes, and/or improvements built,
constructed, or placed on the Residence by Tenants shall, unless otherwise provided for by
written agreement between District and Tenants, be at the Tenants’ sole expense and shall
become the sole property of the District and remain on the Residence at the termination of this
Lease Agreement. At anytime during the term of this Lease Agreement, the District shall have
the authority to make modifications, alterations, repairs, and improvements as it deems
necessary and upon reasonable notice to Tenants.

11. HAZARDOUS MATERIALS.
Tenants shall not keep at the Residence any item of a dangerous, flammable or explosive
character that might unreasonably increase the danger of fire or explosion at the Residence or
that might be considered hazardous or extra hazardous by any responsible insurance company.
4
Tenants’ Initials: ____
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12. UTILITIES.

12.1 Costs. District shall be responsible for arranging and paying for the following utility
services: internet, electricity, gas, and land-line telephone (“Utilities”). Tenants are responsible
for all other desired services.

12.2 Failure, Stoppage, or Interruptions. District ghall not be liable for, and Tenants shall
not be entitled to, any damages, abatement, or reduction in rent value by reason of any
interruption or failure in the supply of utilities, including, but not limited to interruptions or
failures cansed by lightning strikes and floods. No failure, stoppage, or interraption of any
utility or service, including but not limited to lightning strikes and floods, shall be construed as
an eviction of Tenants, nor shall it relieve Tenants from any obligation to perform any covenant
or agreement under this Lease Agreement, In the event of any failure, stoppage, or intetruption
of utilities or services, District’s shall use its reasonable efforts to attempt to restore all services
promptly.

12.3 Installation of Equipment. Tenants agree that they shall not install any equipment that
exceeds or overloads the capacity of the utility facilities serving the Residence, and that if
equipment installed by Tenants requires additional utility facilities, installation of the same
shall be at Tenants’ expense, but only after District’s written approval of same.

12.4 Compliance & Modifications. District shall be entitled to cooperate with the energy
and water conservation efforts of governmental agencies or utility suppliers. District reserves
the right from time to time to make modifications to the utility systems serving the Residence.

13. MAINTENANCE, REPAIR, AND RULES.

13.1 Maintenance Obligations. Tenants will, at their sole expense, keep and maintain the
Residence and appurtenances in good and sanitary condition and repair during the term of this
Lease Agreement and any renewal thereof, These obligations include, but are not limited to the
following requirements:

A. Not obstruct the driveways, sidewalks, courts, entry ways, stairs and/or halls, which
shall be used for the purposes of ingress and egress only;

B. Keep all windows, glass, window coverings, doors, locks and hardware in good,
clean order and repair;

C. Maintain the grounds and lawn area of the Residence, including regularly mowing
the lawn.

D. Not obstruct or cover the windows or doors;
E. Not leave windows or doors in an open position during any inclement weather;

F. Not hang any laundry, clothing, sheets, etc., from any window, rail, porch or
balcony nor air or dry any of same within any yard area or space;

G. Not cause or permit any locks or hooks to be placed upon any door or window
without the prior written consent of District;

5
Tenants' Initlals:



DRAFT FOR OPERATIONS COMMITTEE REVIEW: 10-07-20

H. Keep all air conditioning filters clean and free from dirt;

I. Keep all lavatories, sinks, toilets, and all other water and plumbing apparatus in
good order and repait and shall use same only for the purposes for which they were
constructed. Tenants shall not allow any sweepings, rubbish, sand, rags, ashes or
other substances to be thrown or deposited therein. Any damage to any such
apparatus and the cost of clearing stopped plumbing resulting from misuse shall be
borne by Tenants;

J. Ensure Tenants’ family and guests at all times maintain order in the Residence and
at all places on the Residence, and shall not make or permit any loud or improper
noises, or otherwise disturb other visitors and District users;

K. Keep all radios, television sets, stereos, etc., turned down to a level of sound that
does not annoy or interfere with other District users;

L. Deposit all trash, garbage, rubbish or refuse in the locations provided at the
Residence and not allow any trash, garbage, rubbish or refuse to be deposited or
permitted to stand on the exterior of the Residence;

M. Abide by and be bound by any and all rules and regulations affecting the Residence
or Tenants which may be adopted or promuigated by the District’s Board of
Commissioners.

13.2 Mechanics Liens. Tenants shall keep the Residence free and clear of all
encumbrances, mechanics liens, stop notices, demands, and claims arising from work done by
or for Tenants or for persons claiming under Tenants, and Tenants shall defend District, its
officers, directors, employee, and agents, including its past, present and future commissioners,
elected officials, and agents, with counsel of District’s choosing, indemnify and save District,
its officers, directors, employee, and agents, including its past, present and future
commissioners, elected officials, and agents, free and harmless from and against any claims
arising from or relating to the same.

14. DAMAGE TO RESIDENCE.

In the event the Residence is destroyed or rendered wholly uninhabitable by fire, storm,
earthquake, or other casualty not caused by the negligence of Tenants, the District may
terminate this Lease Agreement from such time except for the purpose of enforcing rights that
may have then accrued hereunder. Should a portion of the Residence thereby be rendered
uninhabitable, the District shall have the option of either repairing such injured or damaged
portion or terminating this Lease Agreement. In the event that District exercises its right to
repair such uninhabitable portion, such part so injured shall be restored by District as speedily
as practicable.

15. ACCESS BY DISTRICT.
District and District's agents shall have the right at all reasonable times, and by all reasonable
means, without notice, during the term of this Lease Agreement to enter the Residence for the

following purposes:

A. Inspect the Property for condition;

6
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B. Make repairs;

C. Show the Property to prospective Tenants, inspectors, fire marshals, appraisers, or
insurance agents;

D. Exercise a contractual or statutory lien;
E. Leave written notice; or
F. Seize nonexempt property after default.

However, absent emergency circumstances, District will make reasonable attempts to give
Tenants at least three (3) hours-notice, prior to entering the Residence. If Tenant(s) fail to
permit reasonable access under this Paragraph, Tenants will be in default.

16. RENTERS’ INSURANCE

Tenants will maintain renters’ insurance during all times the property is occupied under the
terms of this Lease Agreement. Tenants will provide District with proof of renter’s insurance
within thirty (30) calendar days of the execution of this Lease Agreement. Tenants will
promptly notify District of any modification or termination of Tenants’ renter’s insurance,

17. SUBORDINATION OF LEASE AGREEMENT.

This Lease Agreement and Tenants' interest hereunder are and shall be subordinate, junior, and
inferior to any and all mortgages, liens, or encumbrances now or bereafter placed on the
Residence by the District, all advances made under any such mortgages, liens, or encumbrances
(including, but not limited to, future advances), the interest payable on such mortgages, liens
or encumbrances and any and all renewals, extensions or modifications of such mortgages,
liens or encumbrances.

18. ANIMALS.

THERE WILL BE NO ANIMALS PERMITTED AT THE RESIDENCE. Tenants shall not
permit any animal, domesticated or maintained as pets, including mammals, reptiles, birds,
fish, rodents, or insects on the property, even temporarily, except as otherwise agreed to by a
separate written Pet Addendum to the Lease Agreement which is attached as exhibit B, and
incorporated as if fully set forth herein. If Tenants violate the pet restrictions of this Lease
Agreement, Tenants will pay to District a fee of $10.00 per calendar day, per animal for each
calendar day Tenants violate the animal restrictions. District may remove or cause to be
removed any unauthorized animal and deliver it to appropriate local authorities by providing
at least 24-hour written notice to Tenants of District’s intention to remove the unauthorized
animal. District will not be liable for any harm, injury, death, or sickness to any unauthorized
animaloranypersonasaresultoftheumuthorizedanimal. Tenants agree to indemnify and
hold harmless District, its officers, directors, employee, and agents, including its past, present
and future commissioners, elected officials and agents, for any harm, injury, death, or sickness
to any unauthorized animal or any person as a result of the unauthorized animal. Tenants are
responsible and liable for any damage or required cleaning to the Residence caused by any
unauthorized animal and for all costs District may incur in removing or causing any
unauthorized animal to be removed.

Tenants’ Initials:
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19. WATERBEDS.
THERE WILL BE NO WATERBEDS, unless authorized by a separate written Waterbed
Addendum to this Lease Agreement.

20. QUIET ENJOYMENT.

Tenants, upon payment of all of the sums referred to herein as being payable by Tenants and
Tenants' performance of all Tenants' agreements contained herein and Tenants' observance of
all rules and regulations, shall and may peacefully and quietly have, hold, and enjoy said
Residence for the term hereof.

21. INDEMNIFICATION.

District, its officers, directors, employee, and agents, including its past, present and future
commissioners, elected officials and agents, shall not be liable for any damage or injury of or
to the Tenants, the Tenants' family, guests, invitees, agents or employees, to any person
entering the Residence, to the Residence itself, or to goods or equipment at the Residence.
Tenants hereby agree to indemnify, defend and hold harmless District, its officers, directors,
employee, and agents, including its past, present and future commissioners, elected officials
and agents, from any and all claims or assertions of every kind and nature, including claims
pertaining to tax liability or obligations. Any attorney representing the District, under this
paragraph, shall be approved by the Kendall County State’s Attorney, and shall be appointed a
Special Assistant State’s Attorney. The District’s participation in its defense shall not remove
District’s duty to indemnify, defend, and hold the District harmless.

22. FORCE MAJEURE.

Neither party will be responsible to the other for damage, loss, injury, or interruption of work
if the damage, loss, injury, or interruption of work is caused solely by conditions that are
beyond the reasonable control of the parties, and without the intentional misconduct or
negligence, of that party (hereinafter referred to as a “force majeure event”). To the extent not
within the control of either party, such force majeure events include: acts of God, acts of any
governmental authorities, fire, explosions or other casualties, vandalism, and riots or war. A
party claiming a force majeure event (“the claiming party”) shall promptly notify the other
party in writing, describing the nature and estimated duration of the claiming party’s inability
to perform due to the force majeure event. The cause of such inability to perform will be
remedied by the claiming party with all reasonable dispatch.

23. EXPENSES AND COSTS.

Should it become necessary for District to employ an attorney to enforce any of the conditions
or covenants hereof, including the collection of rentals or gaining possession of the Residence,
Tenants agree to pay all expenses and costs incurred by the District, including, but not limited
to the District’s reasonable attorneys' fees.

24, RECORDING OF LEASE AGREEMENT.

Tenants shall not record this Lease Agreement on the Public Records of any public office. In
the event that Tenants shall record this Lease Agreement, this Lease Agreement shall, at
District's option, terminate immediately and District shall be entitled to all rights and remedies
that it has at law or in equity.

Tenants’ Initials:
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25. GOVERNING LAW.

This Lease Agreement shall be governed, construed, and interpreted by, through and under the
Laws of the State of Illinois. The parties agree that the venue for any legal proceedings between
them shatl be the Circuit Court of Kendall County, Illinois, Twenty-Third Judicial Circuit, State
of Illinois.

26. SEVERABILITY.

If any provision of this Lease Agreement or the application thereof shall, for any reason and to
any extent, be invalid or unenforceable, neither the remainder of this Lease Agreement nor the
application of the provision to other persons, entities or circumstances shall be affected thereby,
but instead shall be enforced to the maximum extent permitted by law.

27. BINDING EFFECT.
The covenants, obligations and conditions herein contained shall be binding on and inure to
the benefit of the heirs, legal representatives, and assigns of the parties hereto.

28, DESCRIPTIVE HEADINGS.

The descriptive headings used herein are for convenience of reference only and they are not
intended to have any effect whatsoever in determining the rights or obligations of the District
or Tenants.

29. NON-WAIVER.

No delay, indulgence, waiver, non-enforcement, election or non-election by District under this
Lease Agreement will be deemed to be a waiver of any other breach by Tenants, nor shall it
affect Tenants' duties, obligations, and liabilities hereunder.

30. MODIFICATION.

The parties hereby agree that this document contains the entire agreement between the parties
and this Lease Agreement shall not be modified, changed, altered, or amended in any way
except through a written amendment signed by all of the parties hereto. The parties further
agree that the previous agreement dated December 2, 2015 is hereby rescinded in its entirety.

.31. NOTICE.
Any notice required or permitted to be given pursuant to this Lease Agreement shall be duly
given if sent by fax, certified mail, or courier service and received. In the case of District, notice
ghall be given to David Guritz, Director of the Kendall County Forest Preserve, 110 West
Madison Street, Yorkville, Ilinois, 60560, fax (630) 553-4023, with copy sent to: Kendall
County State’s Attorney, 807 John Street, Yorkville, Illinois, 60560, fax (630) 553-4204. And,
in the case of Tenants, notice shall be given to Jay Teckenbrock at the Residence.

32. APPROVAL.

This Lease Agreement is contingent on, and subject to approval by a majority of the Kendall
County Forest Preserve District Board of Commissioners.

Tenants’ Inltials:
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As to District this XXth day of November, 2020.

DISTRICT:
Sign:
Judy Gilmour, President
Print: Date:
Attest:
David Guritz, Executive Director

As to Tenant, this XXth day of November, 2020.

TENANT:
Sign:

Jay Teckenbrock, Grounds Supervisor and Resident
Print: Date:
Sign:

Print: Date:
10
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KENDALL COUNTY FOREST PRESERVE DISTRICT
JOB DESCRIPTION
CLASS TITLE: Communications and Natural Resources Project Coordinator
WAGE CATEGORY: FLSA Non-Exempt

REPORTS TO: Executive Office (Executive Director and Administrative Assistant and
Environmental Education Department Manager

EFFECTIVE DATE: November XX, 2020

SUMMARY:

Provides administrative support for Kendall County Forest Preserve District (“District”) communications with
the public and Board of Commissioners, supports development and implementation of all Natural Resources,
Habitat and Preserve Improvement Projects , supports the development and delivery of Environmental
Education programming including school programs, summer programs, scout programs, teacher training
services, public program offerings, and special events (collectively “Public Programs”), for the District.
Provides assistance with natural resource management projects and programs including support of volunteer
restoration work day activitics. Supports other assigned administrative tasks to assist the Executive Director and
Administrative Assistant,

ESSENTIAL DUTIES AND RESPONSIBILITIES:

e Asgists the Executive Director in compiling and capturing all District Board of Commissioners meeting
minutes and committee meeting minutes for review and approval by the Board of Commissioners and its
respective committees.

«  Assists the Environmental Education Department Manager in training suppart staff in curricular program
goals, objectives, and instructional methods.

e Develops and presents curriculum and themed programs that are developmentally appropriate for all
relevant age groups and ability levels, including young children and individuals with disabilities, and
reflects the natural and culturel history of Kendall County. This includes program material preparations
before and after all programs.

« Conducts public programs, public speaking, and natural area management activities in a variety of settings,
including work with children, and work within natural areas with uneven terrain.

» Coordinates and supervises assigned staff members, outside contractors and volunteers supporting natural
resource management projects within District preserves.

Ensures that natural resource project permitting requirements are fully met.

e Ensures that natural resource project objectives are fully met.

o  Performs a variety of horticultural tasks including, but not limited to trimming, controlling weeds, sceding
and mainteining natural areas, planting, pruning trees and shrubs, and treating and removing exotic and
invasive species.’

e  Gathers, loads, hauls and burns vegetation, including assisting with and/or supervising prescribed burns
within preserve areas.

o Regularly uses, maintains and repairs tools of the trade (both powered and non-powered equipment)
including, but not limited to chainsaw(s), and other mechanical hand tools.

e Hauls and moves materials and supplies, as needed, for District and public use.

e  Repairs and maintains District trails by performing duties including, but not limited to, removing fallen
trees and limbs, and repairing any damage caused by encroachment, erosion, or other factors.

» Collects GIS data for spreadsheet entry and management, including mapping of natural area plant
communities, ecotypes, and threats.

» Supparts Grounds and Natural Resources maintenance activity assignments, which may include:

o Safely and effectively operating and maintaining District equipment including, but not limited to,
pick-up trucks, dump trucks, chain saws, and trimmers.

o Setting up for events and volunteer work day functions; ensuring facilities are clean and work day
equipment preparations completed prior to the start of restoration work days.

o Locating and removing refuse from District property.

s Performs controlled burns, brush removal, seed collecting, and other natural area management assigned
tasks.

«  Supervises trained and untrained volunteers participating in natural area management workdays.

s Develops and maintains press releases and District website platforms.

1
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Maintains professional collaboration with other natural resource program coordinators and administrators,
community organizations, and environmental educators both within and outside of Kendall County, Illinois.
Communicates professionally and effectively with the Environmental Education and Marketing Manager,
District staff and the public.

Supports District policies and processes to identify safety issues; reduce risk and ligbility exposure within
school, scout, teacher education, natural resource stewardship, and other public program offerings.

Performs basic animal care including feeding and tank/enclosure cleaning and Laws of Nature Visitor
Center upkecp.

Maintains s safe and clean environment at all times and enforces all District safety rules and policics.
Provides first aid or take other emergency measures when necessary as indicated in student, volunteer and
staff emergency protocol and procedures.

Provides educational program services delivery to children and the gencral public participating in District

programs.
Drives vehicles to various locations to conduct tours, educational programs, work days, and other assigned
roles. Transportation includes both use of District vehicles and personal vehicle.

Complies with all applicable federal and state laws, regulations and District policies and procedures
regarding or relating to assigned job duties.

Handles cash and accepts other forms of payment for public programs and facility use reservations.
Maintains the confidentiality of protected personal information contained within District reservation forms.
Maintains regular attendance and punctuality.

Performs other duties as assigned.

SUPERVISORY RESPONSIBILITIES:

This position supervises volunteers in the District’s volunteer workdays and natural resource projects.

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

A, EDUCATION and/or EXPERIENCE:

. Bachelor's Degree in the field of education or environmental sciences or equivalent
experience in the field of education or environmental sciences. May be actively
pursuing a Bachelor’s degree in the education, environmental sciences, or related
field.

Knowledge of education principals and practices.

Experience in administration of a natural resource management program preferred.
Experience in leading and coordinating volunteer-based work days and natural
resource projects.

. Experience with instructing children in an educational setting preferred.

) Knowledge of Microsoft Office programs including, but not limited to, Excel, Word
and PowerPoint.

. Working knowledge of multiple social media platforms and ability to effectively and
appropriately use the Internet and create engaging posts for social media.

° Knowledge of office practices, principles of modern recard keeping, and setup and
prepare, create and organize files

B. LANGUAGE SKILLS:

. Ability to draft and present District curriculum.

. Ability to write routine reports and correspondence.

. Ability to professionally and effectively commumicete with the public on the
District’s social media platforms.

® Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District.
. Good knowledge of the English language, spelling and grammar.
C. THEMATICAL SKILLS:
. Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals.
- Abilitytocomputerate,ratio,andperoentandtodrawandinterpmtbnrgraphs.
. Ability to compute costs and make change.
D. REASONING ABILITY:
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° Ability to employ safe work practices and use sound judgment while leading
educational programs.

) Ability to complete projects from beginning to end with minimal supervision,

. Possess positive conservation ethic and respect towards living things and the natural
environment.

. Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form.

] Ability to deal with problems involving several concrete variables in standardized
situations.

CERTFICATES, LICENSES, REGISTRATIONS:

. Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursuing an environmentally related certificate.
Current CPR/First Aid certification,
A prescribed fire burn training certificate and $190 course completion or, in the
alternative, successfully complete $190 coursework within the first ninety (90) days
of employment.

° A valid Nlinois Pesticide Operator’s License or, in the alternative, obtain a valid
Illinois Pesticide Operator’s License within the first ninety (90) days of employment.

° All other training, certificates and registrations required for the specific duties
performed.

PHYSICAL DEMANDS:

Employee must be able to sit, kneel, stand and bend.

Employee must be able to walk on uneven terrain for extended periods of time.

Employee must be able to provide instruction while walking outside and in varying weather
conditions.

Employee must be comfortable being outside in various types of weather for extended periods
of time.

Employee must occasionally lift and/or move up to 50 pounds.

Employee must be able to use hands to handle or feel.

Employee must be able to reach, push and pull with hands and arms.

Employee must be able to talk and hear in person and via use of telephone.

Specific vision abilities required by this job include close vision, depth perception and distance
vision,

WORK ENVIRONMENT:

Teaching will be held outside. The weather and temperature will not be consistent during the
course of employment.

The noise level in the work environment will vary from moderately quiet to loud.

Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.
Employee is required to provide own transportation to travel to and from meetings, training,
conferences, and the various District preserves and locations.

Employee is required to work regularly with children and the general public.

| The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District

Approved: November 27, 2018
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KENDALL COUNTY FOREST PRESERVE DISTRICT

JOB DESCRIPTION
CLASS TITLE: Environmental Education Program Manager

WAGE CATEGORY: FLSA Exempt

REPORTS TO: Executive Director of the Kendall County Forest Preserve District

EFFECTIVE DATE: November XX, 2020

SUMMARY:

Oversees the development and day-to-day management of Environmental Education programming including
school and scout programs, teacher education, and other public program offerings (collectively “Public
Programs™), for the Kendall County Forest Preserve District (“District”). This position assists with the
development and delivery of summer programs for children.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

s Develop curriculum and themed programs that are developmentally appropriate for all relevant age groups
and ability levels, including young children and individuals with disabilities, and reflects the natural and

cultural history of Kendall County.
e  Assist with the development and management of the District’s annual budget.

o Establish program policies, performance goals, and objectives far school, scout and teacher education

programs,

e Manage program rescrvations, registrations and invoicing. Enter program reservation data using the

District’s program reservation software system.

Msmnage staff schedules and hours of employment.

Train support staff in curricular program goals, objectives, and instructional methods.
Address staff disciplinary issues in consultation with the Director of the District.

Manage and direct staff meetings
Maintain a safe and clean environment at all times and enforce all District safety rules and policies.
Coordinate marketing and public outreach efforts to promote the District and program services.

postings.
Create and purchase supplies and materials needed for school, scout and teacher education programs.

Manager.

Provide supervision to full time, part-time instructors and volunteers in the District’s educational programs.

Develop and maintain handbooks, brochures, packets, press releases, newsletters, and social media

Work with, and provide program support and assistance to the Natural Beginnings Preschool Program

e  Muaintain professional collaboration with other nature-based administrators, community organizations, and

environmental educators.
Communicate effectively with District staff and the public.

Manage District policies and processes to identify safety issues; reduce risk and liability exposure within

school, scout, teacher education, and other public program offerings.

o  Asgist with basic animal care including feeding and tank/enclosure cleaning and Laws of Nature visitor

center upkeep and exhibit development.
+ Complete performance reviews for all part time environmental education instructors.
s Assist with development and implementation of the fiscal year program budget.
L

Seek outside sponsors, grant program funding and community-based support for the District and

environmental education programs and events.
¢ Handles cash and accepts other forms of payment for public programs and facility use reservations.
L 3

Provides support to the Administrative Assistant with reservations and other projects as noeded or assigned

by the Administrative Assistant or Executive Director.
e  Works directly with volunteers supporting the District’s Programs.
Performs controlled burns, brush removal, seed collecting, and other natural area management tasks.

Provide first aid or take other emergency measures when necessary ag indicated in student, volunteer and

staff emergency protocel and procedures.
s Perform other duties as assigned.



SUPERVISORY RESPONSIBILITIES:

e This position supervises the full-time Communications, Marketing, and Public Programs Specialist position
and part-time instructors and vohmteers for the District’s Natural Beginnings Early Learning Program, and
school, scout, teacher education, and other public program services.

QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform all essential duties satisfactorily. The

requirements listed below are representative of the knowledge, skill and/or ability required for the position.

A, EDUCATION and/or EXPERIENCE:

. Bachelor’s Degree in the field of education ar environmental sciences or an
equivalent of six to eight years of education and expezience in the field of education
or environmental sciences. May be actively pursuing a degree in the education,
environmental sciences, or related field.

. Ability to apply education principals and practices within the design of environmental
education program experiences.

Two years of experience in administration of an educational program.

® Four years experience with instructing children in an educational setting.

. Knowledge of Microsoft Office programs including, but not limited to, Excel, Word
and PowerPoint.

Ability to effectively and appropriately use the Internet and social media.
Knowledge of office practices, principles of modern record keeping, and setup and
maintaining filing systems.

B. LANGUAGE SKILLS:

] Ability to draft and present District curriculum.

. Ability to write routine reports and carrespondence.

. Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District.

° Good knowledge of the English language, spelling and grammar.

C. MATHEMATICAL SKILLS:

. Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals,

. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

D. REASONING ABILITY:

. Ability to employ safe work practices and use sound judgment while leading
educational programs.

Ability to complete projects from beginning to end with minimal supervisian.
Possess positive conservation ethic and respect towards living things and the natural
environment.

. Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form,

® Ability to deal with problems involving several concrete variables in standardized
situations.

E. CERTFICATES, LICENSES, REGISTRATIONS:
. State-certified teacher, substitute teacher or other teaching certification preferred.
May be actively pursuing an education related degree or certification.

. Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursuing an environmentally related certificate.
Current CPR/First Aid certification.

All certificates and registrations required for the specific duties performed.
PHYSICAL DEMANDS:

Employee must be able to sit, kneel, stand and bend.
Employee must be able to walk on uneven terrain for extended periods of time.
Employee must be able to provide instruction while walking outside and in varying weather
conditions.
Employee must be comfortable being outside in various types of weather for extended periods
of time.
Employee must occasionally lift and/or move up to 40 pounds.
Employee must be able to use hands to handle or feel.
2



. Employee must be able to reach, push and pull with hands and arms.

L] Employee must be able to talk and hear in person and via use of telephone.

) Specific vision abilities required by this job include close vision, depth perception and distance
vision.

WORK ENVIRONMENT:

. Teaching will be held outside. The weather and temperature will not be consistent during the
course of employment.
The noise level in the work environment will vary from moderately quiet to loud.
Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.

. Employee may be required to provide own transportation to travel to and from meetings,
training, conferences, and the various District preserves and locations.

| The above information is not intended to be all-inclusive and can be expanded or modified as necessary.

Kendall County Forest Preserve District

Revised: 03-17-2020
Proposed: 10-07-2020



KENDALL COUNTY FOREST PRESERVE DISTRICT
JOB DESCRIPTION

CLASS TITLE: Natural Beginnings Program and Special Projects Manager

WAGE CATEGORY: FLSA Non-Exempt

REPORTS TO: Environmentsl Education Program and Marketing Manager

EFFECTIVE DATE: November XX, 2020

SUMMARY:
Oversee development and day-to-day management of the Natural Beginnings Early Learning Program
(“Program™) for the Kendall County Forest Preserve District (“District™).

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Develop curriculum and theme planning for the Program that is developmentally appropriate for all relevant
agegroupsmdnbﬂitylevelsmdreﬂmthemumlandculhralhistoryofKendaﬂ County.

Create and purchase materials needed for curriculum and manage a corresponding budget.

Coordinate staff hours and weekly schedules.

Manage and direct Natural Beginnings staff meetings.

Establish performance goals and objectives for the Program.

Develop and maintain handbooks, brochures, packets, press releases and newsletters for the Program.
Maintain a safe and clean environment et all times and enforce all District safety rules and policies.

Develop materials for parent-teacher conferences.

Manage parent inquiries, communication, and parent-teacher conferences.

Oversee social media marketing and correspondences.

Coordinate student sign-up and registration with the District’s Administrative Assistant and Environmental
Education Program Manager.

Lead and/or assist with teaching Program classes.

Provides project management and oversight to District special projects.

Maintain order in both the classroom and outdoor setting while implementing constructive disciplinary
procedures.

Work and communicate well verbally and in writing with District staff and the public, including individuals
of all ages and ability levels.

Maintain professional collabaration with other nature-based administrators, community orgenizations, and
environmental educators.

Assists the Environmental Education Department Manager in training support staff in curricular program
goals, objectives, and instructional methods.

Provides support to the Administrative Assistant with rescrvations and other projects as needed or assigned
by the Administrative Assistant or Executive Director.

Waorks ditectly with volunteers supporting the District’s Programs.

Asgists the Executive Director, Communications and Natural Resources Project Coordinator, and
Environmental Education Manager in the coordination of volunteer workdays and natural resource projects.
Supports Grounds and Natural Resources maintenance activity assignments.

Performs controlled burns, brush removal, seed collecting, and other natural area management tagks.

Assist with basic animal care and upkeep including feeding and tank/cage cleaning.
Provideﬁrstaidortakeotheremergencymeasureswhennecessaryasindicatedinstudem,volunteamd
staff emergency protocol and procedures.

Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES:

This position provides direct supervision and management of the Program’s Lead Instructors, Instructional
Aides, and Program support volunteers.

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



EDUCATION and/or EXPERIENCE:
® Bachelor’s Degree in the field of education or enviranmental sciences or equivalent
experience in the field of education or environmental sciences. May be actively
pursuing a degree in the education or the environmental sciences field.
Knowledge of education principals and practices.
Prior experience working with preschool aged children preferred.
Experience in administration of an educational program preferred.
Knowledge of Microsoft Office programs including, but not limited to Excel, Word
and PowerPoint.
Ability to effectively and appropristely use the internet and social media.
° Knowledge of office practices, principles of modern record keeping, and setup and
LANGUAGE SKILLS:
° Ability to draft and present District curriculum.
Ability to write routine reports and correspondence.
Ability to speak effectively with the public, including individuals of all ages and
ability levels, and employees of the District.
° Good knowledge of the English language, spelling and grammar,
MATHEMATICAL SKILLS:
° Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals.
. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
REASONING ABILITY:
. Ability to employ safe work practices and use sound judgment while leading
educational programs.
Ability to complete projects from beginning to end with minimal supervision.
Possess positive conservation ethic and respect towards living things and the natural
environment.
. Abiﬁtytoapplycommonsmsemdmstandingtocanyoutimtucﬁmsmmishedin
written, oral, or diagram form.
. Ability to deal with problems involving several concrete variables in standardized
situations..
CERTFICATES, LICENSES, REGISTRATIONS:
° Certificated teacher, substitute teacher or other teaching certification preferred. May
be actively pursuing an education related degree or certification.
® Master Naturalist, Certified Interpretive Guide, or other environmental certification
preferred. May be actively pursuing a certificate in an environmentally refated field.
. Chain saw safety certification and herbicide applicators license.
Current First Aid/CPR certification.
All certificates and registrations required for the specific duties performed.

PHYSICAL DEMANDS:

Employee must be able to sit, kneel, stand and bend.

Employee must be able to walk on uneven terrain for extended periods of time,

Employec must be sble to provide instruction while walking outside and in varying weather
conditions.

Employee must be comfortable being outside in various types of weather for extended periods
of time.

Employee must cccasionally lift and/or move up to 40 pounds.

Employee must be able to use hands to handle or fecl.

Employee must be able to reach, push and pull with hands and arms,

Employee must be able to talk and hear in person and via use of telephone.

Specific vision abilities required by this job include close vision, depth perception and distance
vision.



WORK ENVIRONMENT:

. Teaching will be held outside. The weather and temperature will not be consistent during the
course of employment.

* The noise level in the work environment will vary from moderately quiet to loud.
Employee must be able to perform all assigned job duties during normal business hours and
after normal business hours, as required in the event of an emergency or special event.

) Employeemayberequiredtoprovideowntransportaﬁontotraveltoandﬁ'ommeetings,
training, conferences, and the various District preserves and locations.

rThe above information is not intended to be all-inclusive and can be expanded or modified as necessary. J

Kendall County Forest Preserve District
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Acknowledgment of Recelpt
of
Kendall County Forest Preserve District
Employee Handbook

Notice of Receipt:

| hereby acknowledge that | will read and abide by the Kendall County
Forest Preserve District Employee Handbook.

Signature of Employee Date

This acknowledgment form is to be signed and retumned to be held in the employee's personnel file.
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Introductory Statement

This Employee Handbook has been prepared as a reference guide. It s designed to give employees of the
Kendall County Forest Preserve District an understanding of the basic policies and rules that are applicable
to them, as well as the benefits avallable to them as Kendall County Forest Preserve District employees.
Please note, however, that neither the handbook nor any of Its individual terms constitute or represent binding
contractual commitments between the Kendall County Forest Preserve District and its employees or modify
the prevailing at-will employment relationship.

The personnel policies, as prescribed herein, contain all official rules and regulations regarding the
employment of individuals with the Kendall County Forest Preserve District and are compiled In accordance
with the policies adopted from time to time by the Kendall County Forest Preserve District Board. These
policies do not supersede Federal regulations, state laws, local Merit Commission rules and regulations, or
collective bargaining agreements. In Instances where there Is conflict, the Employee Handbook is subordinate
to union contracts and when union contracts are silent on issues, the Kendall County Forest Preserve District's
Employse Handbook is to be implemented. These bensfits, privileges and obligations are extended by the
Kendall County Forest Preserve District in good faith and each employee Is expected to fulfill his/her obligation
in good faith. It is the employee's responsibility for reading and understanding this Employee Handbook.

The Kendall County Forest Preserve District Board reserves the right fo unilaterally revise, supplement or
discontinue any of the policies, rules or benefits described in this Employee Handbook. All employees will be
duly informed of any such revisions, supplements or other changes.

In the interpretation of this handbook, the use of the masculine gender Is understood to be used for clerical
convenience only, and it is further understood that the use of the mascullne gender shall include the feminine
gender as well.
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Sectlon 1.1

Sectlon 1.2

Section 1.3

Section 1.4

Section 1.5

CHAPTER 1
GENERAL REGULATIONS

DESIGNATION

This handbook shall be known as the “KENDALL COUNTY FOREST PRESERVE
DISTRICT EMPLOYEE HANDBOOK™ and the same may be so cited and referred to for
purpose of identification.

SCOPE

These poiicies do not supersede Federal regulations, state laws, local Merit Commission
rules and regulations, or collective bargaining agreements.

1t is the express purpose of this Employee Handbook to bring to the attention of all concerned
those benefits, privileges and obligations that are desirable on the part of both the employer
and the employee.

This instrument is also designed to bring to the attention of all concerned, practices approved
by the Kendall County Forest Preserve District Board together with benefits available to each

employee.

The personnel policies, as prescribed herein, contaln official rules and regulations regarding
the employment of Individuals with the Kendall County Forest Preserve District and are
compiled in accordance with the policies adopted from time to time by the Kendall County
Forest Preserve District Board. Once adopted, the personnel policles prescribed herein
supersede and cancel any prior inconsistent written or oral policies, practices and
agreaments.

These benefits, privileges and obligations are extended by Kendall County Forest Preserve
District in good faith and each employee is expected to fulfill his/her obligation in good falth.

CONSTRUCTION

In the Interpretation of this policy Employee Handbook, its provisions shall be construed as
follows: where the context permits words in the masculine gender shall Imply the feminine
and neuter genders and words in the singular number shall imply the plural number. The
descriptive headings of the various sections or parts of this policy Employee Handbook are
for convenience only and shall not affect the meaning or construction nor be used in the
interpretation of any of the provisions of this policy Employee Handbook.

ADOPTION

These rules and regulations are adopted only by official action of the Kendall County Forest
Preserve District Board. A new policy may be Introduced at any regular meeting of the
Operations Committee of the Kendall County Forest Preserve and referred to the Kendall
County Forest Preserve District Board for action.

REVISION

The Kendall County Forest Preserve District Board may at any time abolish, alter, change,
make additions to or otherwise amend these regulations by action at a regular or special
meeting.
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Section 1.6

Section 1.7

Section 1.8

Section 1.9

Section 1.10

INTERPRETATION

Should any questions arise as to the proper interpretation of these regulations, the decision
of the Kendall County Forest Preserve District Board shall be final. Department managers
may adopt and enforce departmentel regulations which clarify and add to these policles and
which are not inconsistent with the policies of the Kendall County Forest Preserve District.

SAVINGS CLAUSE

If any provision of this Employee Handbook or any application thereof should be rendered or
declared unlawful, invalid or unenforceable by virtue of judicial action, or by an existing or
subsequently enacted Federal or State legislation, or by Executive Order or other competent
authority, the remaining provisions shall remain in full force and effect. In such event, the
Kendall County Forest Preserve District shall maintaln the right to incorporate substitute
provisions for those provisions rendered or declared unlawful, invalid or unenforceable.

DISTRIBUTION

A copy of these policies will be issued by the Kendall County Forest Preserve District and
made available to all employees upon employment. Employees will be required to sign an
Employee Acknowledgment form of Receipt, which will then be kept In the employee’s
personnel flle. Any additions or significant changes to this Employee Handbook will be
forwarded to each employee when adopted by the Kendall County Forest Preserve Dlstrict
Board. It Is the employee’s responsibliity to maintain that his/her Employee Handbook
Is kept current.

VIOLATIONS OF POLICIES

An employes is expected to abide by the policies in this Employee Handbook. Failure to do
so will lead to appropriate disciplinary action. Documentation of policy viclatlons is maintained
in each Individual personnel file. A partial list of causes for possible disciplinary action is
presented under Chapter VII, Section 7.2 of this Employee Handbook. This list is not to be
considered alkinclusive.

EQUAL EMPLOYMENT STATEMENT

Kendali County Forest Preserve District provides equal employment opportunities for all
employees or prospective employees. It does not discriminate In its employment policies and
practices against any person for any reason, including sex, color, race, religion, national
origin, ancestry, age, marital status, military, veteran status (except for those dishonorably
discharged), physical or mental disabllity or any other protected group status.
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Section 2.1

Section 2.2

A

CHAPTER Il
EMPLOYMENT POLICIES

DEFINITIONS OF EMPLOYMENT STATUS

A. FULL-TIME EMPLOYEES: A full-time employee shall be one who is employed full time
on a minimum of thirty-four (34) hours per week basis for continuous service and who has
completed a minimum of six (6) months of continuous work or service, interrupted only by
absence with officlal permission. For employees hired prior to December 21, 1993, thirty
(30) hours per week shall be utilized to determine full-time status.

B. PROBATIONARY EMPLOYEES: Employses who have been employed on a full-time or
part-time year-round basis for a period of less than six (6) months and who will become full-
time employees at the successful conclusion of six (6) consecutive months employment.
Successful completion of the probationary period will not alter the employee’s at-will
employment status.

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

D. TEMPORARY (SEASONAL) EMPLOYEES: Temporary continuous appointment (l.e., a
position which is clearly understood to be six (6) months in duration at the maximum) may be
made for specified positions.

EMPLOYMENT PROCEDURES

RECRUITMENT AND BACKGROUND REFERENCE CHECKS AND
PREEMPLOYMENT INVESTIGATIONS: The Executive Director should post an open
position on the Kendall County Forest Preserve District webslte to start recruitment efforts
and promptly remove the posting at the time of application deadline.

All new employees of the Kendall County Forest Preserve District will be employed strictly
on merit. When possible, references from the most recent employers must be received
prior to hiring an individual.

Employment history and references should be verified prior to hiring new full time or part time
employees including interns. Other pre-employment investigation may Include criminal history
and other matter when pertinent to performance of the position. If the Executive Director
determines questionable history during the pre-employment investigation of the preferred
candidate, the Executlve Director shall seek advice of the Kendall County Forest Preserve
President prior to hiring the candidate. Convictions, If disclosed by the applicant, will not
absolutely prohibit employment, but will be considered in relation to the specific job
requirements. Consideration will be given to factors such as the age and time of the offense,
the seriousness and nature of the violation, the relationship between the conviction

and the job, the nature and number of convictions and rehabilitation. Hiring decision will follow
applicable state and federal laws Including American with Disabilities Act and Employee
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Polygraph Protection Act.

Regardless of the nature and extent of the investigation into the applicant’s background,
investigations should be uniformiy applied to all applicants.

All advancement will be made on the basls of ability and will include consideration of aptitude
and attitude. Whenever possible, qualified employees will be upgraded to more responsible
positions. f employment qualifications are equal, employees with longer service fo the
Kendall County Forest Preserve District will be given preference for advancement.

B. SELECTION: The selection of all employees, other than department managers, shall be
handled in the following manner: All applicants shall make application through the
appropriate supervisor. The Executive Director or supervisor shall recommend personnel to
be employed to the next level of authority, or Kendall County Forest Preserve District Board.
This same policy of once removed authority shall also hold true for dismissal. The selection
of and/or dismissal of a supervisor shall be made by a majority of the full Kendall County
Forest Preserve District Board where applicable.

C. DISTRIBUTION OF KENDALL COUNTY FOREST PRESERVE DISTRICT EMPLOYEE
HANDBOOK: At the time of employment, this Employee Handbook will be made avaliable to
all employees.

D. EXAMINATION: The Kendall County Forest Preserve District may conduct or arrange for
examinations for such positions as may be deemed necessary and at such times and places
as the needs of the Kendall County Forest Preserve District require. These tests will examine
bona fide occupational qualifications of the position in question.

E. PHYSICAL EXAMINATION: Employees may be required to submit to a physical
examination. Such examination shall be conducted by a physiclan approved by the Kendall
County Forest Preserve District. All such employees must be certifled by the physician as
being able to mest the physical requirements of their positions. The costs of the examination
shall be incurred by the Kendall County Forest Preserve District.

E. DRUG TESTING: The Kendall County Forest Preserve District reserves the right to require a
drug test prior to employment or following a workplace accident. Those employees covered
under collective bargaining agresments should refer to their contract requirements.

G. PERSONNEL FILE: A personnel file will be establighed for all Kendall County Forest Preserve
District employees. The Kendall County Forest Preserve District tries to balance the need to
obtain, use and retain employment Information with a concern for each individual's privacy.
To this end, it attempts to maintain only the personnel information that Is necessary for the
conduct of its business or required by federal, state or local law. This information will be kept
confidential and in the Kendall County Forest Preserve District's Main Office.

Reasonable access of an employee's personnel file for inspection by an employee or an
authorized representative may be obtalned upon written request by the employee. All
requests for file inspection shall be governed by the lllinois Employee Access to Personnel
Records Act, as amended, as wel! as the lllinois Freedom of Information Act, as amended.

The Kendall County Forest Preserve District shall provide the employee with the inspection
opportunity within seven (7) working days after the employee makes the request, or if the
Kendall County Forest Preserve District can reasonably show that such a deadline cannot be
met, the Kendall County Forest Preserve District shall have an additional seven (7) work days
to comply. Such access shall be limited to non-confidential personnel documents which are,
have been, or are intended to be used in determining that employee's qualification for
employment, promotion, transfer, additional compensation, discharge or other disciplinary
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action.

After the review time provided, an employee may obtain a copy of the information or part of
the information contained in his personnel record. The Kendall County Forest Preserve
District may charge a fee for providing a copy of such information.

H. EMPLOYMENT ACKNOWLEDGEMENT: A letter will be Issued to successful candidates
for all regular full-time and part-time positions. Included in this letter will be such information
as job title, salary, expected starting date and other details pertinent to a newly hired
employee. A copy of this letter, signed by the Executive Director will be maintained in the
employee’s personnel file.

. CHANGE OF PERSONAL DATA: It Is to each employee’s advantage to see that all
personnel records are up to date. If there is a change in your name, address, telephone
number, marital status, etc. at any time during your employment, notify the Kendall County
Forest Preserve District's Executive Director and/or Human Resources Manager Immediately.
For any change in the number of tax exemptions claimed or change to an IMRF benefit, notify
the Treasurer's office. For any changes affecting health and dental insurance coverage, notify
the Office of the Treasurer. Having current and correct information is extremely important in
cases of emergencies on the employee's part as well as the Kendall County Forest Preserve
District’s.

J. NEPOTISM POLICY: The employment of a relative of any full-time Kendall County Forest
Preserve District employee, in a full or pari-time position, is prohibited if such employment
shall cause the new employee to come under direct supervision of or provide direct
supervision to the related full-time employes. For this purpose, a relative is defined as:
husband, wife, sister, sister-in-law, brother, brother-in-law, grandson, granddaughter, mother,
father, aunt or uncle, mother-in-law or father-in-law, son, daughter, half children, stepchildren,
daughter-In- law or son-in-law.

Full-time Kendall County Forest Preserve District employees will not be considered for
promotion or transfer if such change shall cause the employee to come under, or to provide,
direct supervision to a related Kendall County Forest Preserve District employee.

K. PROBATION:

1. Purpose: The probationary period shall be utilized for the most effective adjustment
of a probationary full-time or part-ime employee and for the release of any
probationary employee whose performance does not meet the required standards of
work. It Is the final determination of whether the person should be given regular
status. Successful completion of the probationary period will not alter the employee’s
at-will employment status.

2, Perlod of Time: All full-time and part-time employee appointments are made for a
probationary period of six (6) months, during which time the employee’s performance
is subject to review as to his competency to carry out the assignments of the position
for which he was employed.

The Executive Director may extend this probationary period to a maximum of an
additional three (3) months If, in his opinion, it Is necessary.

3 Regular Appointment: Appointment to full-time or part-time employee classification
will be given to any probationary employee upon satisfactory completion of six (6)
month probationary period in the position to which he was appolnted.

4. Release: An employes serving his probationary period may be released at any time
without the right of appeal or hearing.

10
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Section 2.3

8. Promotion and Reassignment: A full-time employee who Is reassigned to any other
position may be required to serve a probationary period not to exceed six (6} months
in the new position. Part-time employees who have served six (6) months or over
may, if appointed to a full-time position in the same class or position, acquire full-time
status on the effective date of the transfer.

L. SUPERVISION: The organization of the Kendall County Forest Preserve District shall be

such that all employees have a clear understanding of their duties and/or to whom they are
responsible or accountable.

Line of responsibility shall be direct. Supervisory responsibility descends from the top
organization "through channels® to the employee who performs the units of work for which
the respective department is organized. The employee who performs any unit of work reports
to and is responsible to his Inmediate supervisor. No employee shall be required to be
accountable to or direct the work of another employee of equal rank unless directed by the
supervisor.

SEPARATION PROCEDURES

SENIORITY/WORK FORCE REDUCTIONS: The Kendall County Forest Preserve District
has historlcally offered Its employees steady long-term employment. However, should general
economic conditions or some phase of the Kendall County Forest Preserve District's
operations change significantly, a reduction in work force may be necessary. This will only be
done after careful analysis of the staffing required to provide essential services. The
Executive Director and Supervisors, subject to approval by the Kendall County Forest
Preserve District Board or other appropriate boards, will determine which Job classification
will be affected by lay-offs.

Every effort will be made to transfer employees to another department rather than lay them
off. When this Is impractical, the Executive Director and supervisor will consider senlority
where skili, qualifications, ability and performance factors are substantially the same in
determining who to lay off.

Seniority Is the continuous length of time an Individual has been a regular full-time employee
of the Kendall County Forest Preserve District. A person whose continuous regular
employment with the Kendall County Forest Preserve District has been broken by a period of
more than ninety {80) calendar days where he was not employed by the Kendall County
Forest Preserve District and where he was not on sick leave or other approved leave of
absence shall not have his service with the Kendall County Forest Preserve District prior to
his resumption of regular employment counted as part of his seniority.

A regular full-time employee who Is laid off only as a result of the necessity to reduce the
number of Kendall County Forest Preserve District employees (reduction in force} will be
given preference in fllling positions which subsequently open and for which the employee Is
qualified.

RESIGNATION: A regular full-time or regular part-time employee resigning from a position
should give sufficient notice of his intention to enable the Kendall County Forest Preserve
District to make proper adjustments to procedure and staffing. Sufficient notice is two (2)
weeks at a minimum. All regular full-time or regular part-time employee resignations shall be
in writing and may contain the reasons for leaving. The resignation will be placed In the
employee's personnel file. The Executive Director and/or Human Resource Manager is
authorized to accept all resignations. The Personnel Action Form (PAN) Is required to be filled
out by the Executive Director and/or Human Resource Manager and forwarded to the

11
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Section 2.4

Treasurer’s office.

EXIT INTERVIEW: Any time an employee permanently terminates employment with the
Kendall County Forest Preserve District an exit interview may be scheduled with the
Executive Director or his supervisor and/or the Kendall County Forest Preserve District
Human Resource Manager.

The employee Is encouraged to provide Input into matters directly associated with their
employment with the Kendall County Forest Preserve District, such as discussing job
satisfaction, training both in-house and outside, employee's impression of supervision,
compensation and employee benefits, and general suggestions for improvement of the
delivery of services to residents.

RETURN OF KENDALL COUNTY FOREST PRESERVE DISTRICT PROPERTY: An
employee leaving Kendall County Forest Preserve District employment, whether through
resignation, lay-off or dismissal, shall retum any property including uniforms, keys, equipment
and identification cards in his possession to the appropriate location. Failure to return all
Kendall County Forest Preserve District property may result in prosecution.

REINSTATEMENT: Employees who have resigned while in good standing may be rehired.
The conditions of rehire will be as a new employee and there shall be no carry forward of
accrued service time, unless the rehire date occurs within ninety (90} calendar days (Section
2.3A)

Employees who resign while awaiting disciplinary action or who are discharged shall not be
eligible for re-employment.

EMPLOYEE REFERENCES:

All requests for reference information about a current or former Kendall County Forest
Preserve District employee should be referred to the Executive Director and/or Human
Resource Manager. It shall be the policy of the Kendall County Forest Preserve District that
subjective or interpretive information about an employee’s job performance will not be offered
to those making reference inquiries. The Kendall County Forest Preserve District will only
authorize the release of the following information:

O Jobtitle

0O General description of job responsibilities

O Length of employment (starting date, termination date)

O Final salary

Any other Information provided by a department head will be considered a personal reference
and the Kendall County Forest Preserve District will accept no responsibility for the
information relayed.

ILLINOIS CHILD LABOR LAW: EMPLOYMENT OF MINORS

The lllinois Child Labor Law regulates the employment of minors under the age of 16 and requires 14
and 15 year olds to have Employment Certificates. The Employment Certificates are issued by the
County of local superintendent(s) of schools. While school is in session, children 14 and 15 years of
age may work up to three hours per day; the combined hours In school and work may not exceed
eight hours & day. When school Is not in session (including summer vacation, holidays and
weekends), children under the age of 16 may not work more than 8 hours a day; more than 6 days a
week: more than 48 hours a week; between the hours of 7:00 PM and 7:00 AM (except between June
1 and Labor Day when working hours may be extended to 8:00 PM). A meal period of at least 30
minutes must be provided no later than the 5" hour of consecutive work. In addition, minors under
the age of 18 will not be allowed to operate any mechanically powered equipment.

12
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Sectlon 3.1

Section 3.2

CHAPTER Il ADMINISTRATIVE POLICIES

RULES OF CONDUCT

The Kendall County Forest Preserve District expects its employees to exercise mature

judgme
duties,

nt and common sense in thelr employment, to glve conscientious attention to thelr
to maintain a high level of efficiency and to conduct themselves in a manner that

reflects well upon themselves, as well as on the Kendall County Forest Preserve District.

A,

DRESS AND APPEARANCE: The personal appearance of employees conveys to
the public a general impression of the organization. The attire of the employee on the
job should be In good taste, neat, clean, and appropriate for the dutles performed.
Each supervisor is responsible for establishing a reasonable dress code appropriate
to the job the employee performs. Safety equipment and attire will be required for
certain jobs. If required, uniforms and tools for specialized Jobs will be provided.

EMPLOYEE COOPERATION: As a part of a team providing services for the benefit
of the public, each employee must cooperate with fellow workers and the public in
order to set a high standard of work performance. Unwillingness or failure to
cooperate shall be cause for disciplinary action.

The total staff of the Kendall County Forest Preserve District must function as a team, and
each employee Is required to make a positive contribution in the interest of reflective and
efficient public service.

HOURS OF WORK

A

WORK WEEK: The standard work hours for Kendall County Forest Preserve District
employees will be thirty-seven and one half (37 %) hours per week. The Main Office
of the Kendall County Forest Preserve District is open from 8:00 a.m. to 4:30 p.m.
Monday through Friday. The actual hours that an employee will work will be
determined by the Executive Director and supervisor in accordance with the office
hours approved by the Kendall County Forest Preserve District Board or authorized
by statute. An employee may have one (1) hour for lunch and two (2) rest periods
(one in the morning and one in the afternoon) of fifteen (15) minutes each. All offices
will be open during lunch and coffee breaks, unless designated otherwise by the
departmental committee.

OVERTIME: Each position authorized by the Kendall County Forest Preserve District
Board shall be designated as exempt or non-exempt in accordance with the
provisions of the Fair Labor Standards Act.

Exempt positions are not eligible for overtime compensation either In the form of
additional pay or time off.

For the purpose of calculating overtime pay during a holiday week, any hours worked
on the actual holiday will be paid at 1.5 times the hourly rate of pay. Non-exempt
employees will also receive hoiday pay (7.5 hours for full time staff, or the pro-rated
amount for part-time staff. For part time staff to recelve holiday pay, the hollday must
fall on thelr regularly scheduled work day. Natural Beginnings Early Learning
Program staff will receive prorated holiday pay for all holidays occurring during the
program year only.

All hours worked beyond 40 in a work week shall be compensated at the discretion
of the Exacutive Director at elther premium pay overtime rates (1.5 times the regular
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hourly rate) or with compensatory time at 1.5 times the regular hourly rate. For the
purposes of this computation, non-exempt salaried employees will have their hourly
salarles calculated. The employee shall be permitted to use such compensatory time
within a reasonable period after making a request for usage, provided such usage
does not unduly disrupt the operations of the department. The employee may not
accrue more than ten (10) days of compensatory time on a month to month basis.
All additional time beyond ten (10) days shall be at the premlum pay rate. All
compensatory time must be taken with the year that it Is earned, or can be extended
by approval of the Executive Director. However, all District employees will be
required to reduce their compensatory time carry over to no more than ten (10) days
within the first quarter of each fiscal year. Any compensatory time not taken within
the first quarter of the fiscal year shall be paid at the premium pay rate.)

Working in excess of the normal work hours within a work week requires prior
approval by the Executive Director or employee’s supervisor. The supervisor and the
employee must agree, prior to working beyond the normal work hours, how time Is to
be compensated (i.e. compensatory time or cash payment).

C. ATTENDANCE: It is the responsibility of the Executive Dlrector and/or Human
Resource Manager to prepare and maintain attendance records.

When a reporting employee is absent from a normally scheduied workday or absent
from accepted overtime assignment, that employee Is required to report that
absence. When an employee knows he or she will be absent, that absence should
be reported as far in advance as practical. All absences must be reported to the
Executive Director or employee's supervisor. A physician's statement may be
required for absences in excess of three consecutive workdays. Excessive
absentesism may result in disciplinary action up to and Including termination.

D. EMERGENCY CLOSURES: Kendall County Forest Preserve District facllities shall
be open at all times during regular business hours. If an employee is unable to come
in to work, the employee will make up the iost time. The buildings will be open In ali
instances except for a disaster. The Kendall County Forest Preserve District
Executive Director and/or President or his designee will determine to close buildings
whenever necessary.

E. SUGGESTIONS: Employees are urged to make any suggestions they feel will be of
benefit to the Kendall County Forest Preserve District and which would save time,
reduce waste, promote safety and increase efficlency. Suggestions should be made
to the Executive Director, employee’s supervisor or District President.

SAFETY

The Kendall County Forest Preserve District policy is to provide safe and pleasant working
conditions for all employees. Supervisors are required to follow insurance company
recommendations for safety and utilize good judgment regarding health and safety for all
employees. Should an employee Incur a job-related injury or iliness, the Kendall County
Forest Preserve District provides insurance coverage for medical care and lost time from
work. Upon occurrence of an accident or emergency, the Executive Director or employee's
immediate supervisor should be notified immediately. Delay in filing official notice may result
in loss or delay In receiving benefits.

The Kendall County Forest Preserve District develops, implements, and administers an all-

encompassing safety program. The Kendall County Forest Preserve District maintains that
its residents and employees are Its most important asset. Therefore, their safety Is the Kendall
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County Forest Preserve District's greatest responsibility. In all of the Kendall County Forest
Preserve District's assignments, the health and safety of all should be the utmost
consideration.

Supervisors and other staff personnel at all levels of the Kendall County Forest Preserve
District work force are directed to make safety a matter of continuing concern, equal In
Importance with all other operational considerations.

This program is part of management procedures designed to efficiently utilize Kendall County
Forest Preserve District capital and personnel.

Every supervisor Is responsible for developing positive safety attitudes among all the
personnel under his or her supervision, and emulating a safety program in conjunction with
the Kendall County Forest Preserve District program that will reduce conditions that can
cause unnecessary Injuries and accidents. It will also be the Executive Director or
supervisor's responsibility to advise the Board Chairman of any federal, state and local
standards with which compliance s felt to be lacking. Within the operational activities of any
endeavor, there may be exposure to personal injury or property damage. A review of
operations should Include consideration of hazards which could be present. The possibillty of
unsafe job procedures and/or Improper equipment can also contribute to the occurrence of
an accident. Accidents are unplanned events which through proper planning can be
minimized. Continual emphasis on safe working has been shown to significantly reduce
injuries, property damage and work Interruption. Every employee is charged with the
responsibility of supporting and cooperating with the Kendall County Forest Preserve District
Safety Program. All employees are expected, as a condition of employment, to adopt the
concept that the safe way to perform a task Is the most efficlent and the only acceptable way
to perform it. Safety adherence and performance will be considered as an important measure
of supervisory and employse performance evaluation.

Kendall County Forest Preserve District Government facilities are currently subject to the
2000 International Fire Code which prohibits open flames in any area where combustible
material Is utilized or stored. Open flames can cause unpredicted fire and water damage.
The Kendall County Forest Preserve District Board has resolved that candles and other
open burning are expressly prohibited in all buildings owned, leased or maintained by
Kendall County Forest Preserve District Government. (Resolution No. 03- 10 dated
8/19/03)

REPORTS OF INJURY

A. SAFE WORK HABITS: Each employee is required, as a condition of employment, to
develop and exercise safe work habits in the course of thelr employment, to prevent
Injuries to themselves, their fellow employees and to conserve Kendall County Forest
Preserve District property and equipment.

B. REPORTING: Employees who are Injured or bacome ill while performing their duties
for the Kendall County Forest Preserve District shall make an immediate report of
the injury to their immediate supervisor. The failure of an employee to report an on-
the-job injury or illness shall be deemed to be grounds for disciplinary action up to
and including discharge. Every injury, Including those not requiring medical attention,
shall be reported in writing to the Executive Director within twenty-four (24) hours of
the injury.

C. IMMEDIATE MEDICAL CARE: If an employee is Injured to such an extent that the

employee requires Inmediate medical care, the employee shall go immediatsly to a
physician after notifying his/her supervisor.
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D. RETURN TO WORK: After medical attention, if the employee Is released for regular
or light duty, if available, the employee shall obtain from the attending physician a
certification that the employee c¢an return to work. Employees shall be required to
release all medical Information relative to the injury to the Kendall County Forest
Preserve District's authorized agents. In addition, the employee shall be responsible
for securing the necessary documentation to justify worker's compensation
payments. In the case of an employee who has been released for light duty, said
employee may be placed on light duty, if avallable.

Section 3.5 OTHER ADMINISTRATIVE POLICIES

A. CONFERENCES AND PROFESSIONAL ORGANIZATIONS: In order for staff employees
to keep abreast of new concepts and new methods of doing business, employees are
encouraged to affiliate with professional organizations. Kendall County Forest Preserve
District sponsored memberships and attendance at conferences and workshops must
have prior approval by the Executive Director and /or President of the Forest Preserve.

O Employees are not prevented from obtaining travel tickets and monies in advance for
approved trips.

O Reimbursement of lodging expenses shall be for a normally single room rate.
Reimbursement of travel expenses shall be for the means of travel that is the least
expensive and/or the most practical.

When attending a training seminar/conference which requires the use of the employee's
personal vehicle, the employee shall be reimbursed at the mileage rate in accordance
with the Internal Revenue Service's established rate.

The Kendall County Forest Preserve District does not discourage the attendance of
spouses; however, cost for their attendance, lodging and other refated expenses will not
be incurred by the Kendall County Forest Preserve District.

B. BULLETIN BOARDS: Bulletins and bulletin boards are the Kendall County Forest
Preserve District's "official® way of keeping everyone Informed about new policies,
changes In procedures and special events. information of general interest is posted
regularly on the bulletin boards. Please form the habit of reading the bulletin boards
regularly so that you will be familiar with the information posted on it. The Kendall County
Forest Preserve District Board shall have the option of directing the removal of
inappropriate material from all bulletin boards.

C. POLITICAL ACTIVITIES AND CONTRIBUTIONS: The Kendall County Forest Preserve
District employees have a constitutional right to engage in political activity through
voluntary political contributions or voluntary political work. Nothing should be done to
abridge the constitutional right of an employee to participate In the political process. An
individual's employment with the Kendall County Forest Preserve District will not require
him to participate in any political activity.

While in a duty status during regular working hours, Kendall County Forest Preserve
District employees shall not participate in political activities.

No employee shall use or threaten to use the influence of his position of employment to
coerca or to inhibit.

D. FLOWERS, DONATION AND GIFTS: any flowers, plants, donations or other gifts given

voluntarily by a department's employees as an expression of sympathy or illness or in
celebration of a marriage, birthday, retrement or other occasion shall be made by
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employee donation.

An expression of sympathy or long-term illness will be sent to any full-time employee or
his’/her immediate family member (father, mother, child or spouse) by the Office of
Administrative Services on behalf of the Kendall County Forest Presarve District Board
members and the Kendall County Forest Preserve District's employees.

E. GIFTS AND GRATUITIES: The Kendall County Forest Preserve District has a policy in
place modsled after the State of lllinols Act which states that employees shall not solicit
or accept, directly or indirectly, any gift, gratuity, favor, entertainment, loan or other thing
of monetary value, except those of nominal value from any person, corporation or other
organization, as outlined in the State Ban Gift Act.

F. AUTO INSURANCE: Employees required to use their own vehicle on Kendall County
Forest Preserve District business must have auto insurance with at least the following
coverage:

O $20,000 for injury or death of one person In an accident;
O $40,000 for injury or death of more than one person in an accident;
Q $15,000 for damage to property of another person

The defense and indemnity by the Kendall County Forest Preserve District will be, in
all cases, secondary to the policy coverage mentioned above. It ig the responsibility
of each employee to malntain coverage as specified and by driving a vehicle while
on the job, it is assumed that coverage is in force.

G. USE OF KENDALL COUNTY FOREST PRESERVE DISTRICT EQUIPMENT AND
VEHICLES: Equipment and vehicles essential in accomplishing job duties are
expensive and may be difflcult to replace. When using property, employees are
expected to exerclse care, perform required maintenance and follow all operating
instructlons, safety standards and guidelines.

The employee should not use or allow the use of the Kendall County Forest Preserve
District properiy for any actlvity other than official, approved duties.

Notify the Executive Director or your supervisor if any equipment, machines, tools or
vehicles appear to be damaged, defective or in need of repair. Prompt reporting could
prevent the deterioration of equipment and possible injury to employees or others.
Failure to report damage caused by accidents with Kendall County Forest Preserve
District equlpment and vehicles shall be considered grounds for disciplinary action
up to and including discharge. The Executlve Director or supervisor can answer any
questions about an employee’s responsibility for maintenance and care of the
equipment or vehicles used on the job.

The improper, careless, negligent, destructive or unsafe use or operation of vehicles,
as well as excessive or avoidable traffic and parking violations, can result in
disciplinary action, up to and Including termination of employment.

H. USE OF KENDALL COUNTY FOREST PRESERVE DISTRICT OFFICE
EQUIPMENT: Office equipment such as computers, printers and copiers must also
be used with care by Kendall County Forest Preserve District employees. If any office
machinery becomes inoperable or requires service, employees are to notify their
supervisor and arrange for the necessary repair.

NO SOLICITATION: Solicitation will not be permitted during working time or during non-

working time in areas where it will disturb other employees who are working. Distribution or
circulation of printed material by employees will not be permitted during working time or
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Section 3.7

during non-working time in areas where It will disturb other employees who are working nor
will distribution be permitted at any time, including working and non-working time, in working
areas. "Working time” refers to that portion of any workday during which an employee is
supposed to be performing any actual Job duties; it does not include other duty free perlods
of time. Solicitation and distribution by non-employees on Kendall County Forest Preserve

District property is strictly prohibited.
WORKPLACE VIOLENCE

The Kendall County Forest Preserve Districts policy is to strive to maintain a work
environment free from intimldation, threats, or violent acts. This includes, but is not limited to,
intimidating, threatening or hostile behavior; physical abuse; vandalism; arson; sabotage;
use of weapons; carrying unauthorized weapons of any kind while on duty, in Kendall County
Forest Preserve District vehicies or on Kendall County Forest Preserve District property; or
any other act, which, in your supervigor's opinion, is inappropriate to the workplace. In
addition, jokes or offensive comments regarding violent events will not be tolerated and may
result in disciplinary measures.

If an employee feels he has been subjected to any of the behaviors listed above or has
witnessed such behavior, he Is requested to immediately report the incident to his immediate
supervisor, or to the Kendall County Forest Preserve District Executive Director. Complaints
will be investigated. Based upon the results, disciplinary action up to and including termination
will be taken against the offender, If appropriate. If a supervisor feels he has been subjected
to any of the behaviors listed above or has witnessed such behavior by Kendall County Forest
Preserve District Executive Director, he is requested to immediately report the incident to the
Kendall County Forest Preserve District President.

The employee is also empowered to contact the proper law enforcement authorities without
first informing the employee’s supervisor if he reasonably believes a threat fo his safety or
that of others exists.

IDENTITY-PROTECTION POLICY

Kendall County Forest Preserve District, llinois ("Kendall County Forest Preserve District")
adopts this Identity-Protection Policy pursuant to the Identity Protection Act. 5 ILCS 179/1 of
seq. The Identity Protection Act requires each local and State government agency to draft,
approve, and implement an Identity-Protection Policy to ensure the confidentiality and
integrity of Social Security numbers (SSNs) agencies collect, maintain, and use.

SSN PROTECTIONS PURSUANT TO STATE LAW

Whenever an Individual is asked to provide the Kendall County Forest Preserve District with
a SSN, Kendall County Forest Preserve District shall provide that individual with a statement
of the purpose or purposes for which Kendall County Forest Preserve District is collecting
and using the Social Security number. Kendall County Forest Preserve District shall also
provide the statement of purpose upon request. That Statement of Purpose is attached to this
Policy.

KENDALL COUNTY FOREST PRESERVE DISTRICT SHALL NOT:

A. Publicly post or publicly display in any manner an individual's SSN. “Publicly post® or
“publicly display" means to intentionally communicate or otherwise intentionally make
avallable to the general public.

B. Print an individual's SSN on any card required for the individual to access products or
services provided by the person or entity.
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C. Require an individual to transmit a SSN over the Internet, unless the connection is secure
or the SSN s encrypted.

D. Print an individual's SSN on any materlals that are malled to the individual, through the
U.S. Postal Service, any private mall service, electronic mall, or any similar method of

dellvery, unless State or federal law requires the SSN to be on the document to be mailed.
SSNs may be included In applications and forms sent by mail, including, but not limited
to, any material mailed in connection with the administration of the Unemployment
Insurance Act, any material mailed in connection with any tax administered by the
Department of Revenus, and documents sent as part of an application or enrollment
process or to establish, amend, or terminate an account, contract, or policy or to confim
the accuracy of the SSN. A SSN that is permissibly mailed will not be printed, in whole or
in part, on a postcard or other maller that does not require an envelope or be visible on
an envelope without the envelope having been opened.

In addition, Kendall County Forest Preserve District shall not:
A. Collect, use, or disclose a SSN from an individual, uniess:

1. Required to do so under State or federal law, rules, or regulations, or the
collectlon, use, or disclosure of the SSN is otherwise necessary for the
performance of the Kendall County Forest Preserve District Executive Director;

2. The need and purpose for the SSN Is documented before collection of the SSN;
and

3. The SSN collected is relevant to the documented need and purpose.
B. Require an individual to use his or her SSN to access an Internet website.
C. Use the SSN for any purpose other than the purpose for which It was collected.
Requireme Re SSN:

Kendall County Forest Preserve Disfrict shall comply with the provisions of any other State
law with respect to allowing the public inspectlon and copying of information or documents
containing all or any portion of an individual's SSN. Kendall County Forest Preserve District
shall redact SSNs from the Information or documents before allowing the public inspection or
copying of the information or documents.

When collecting SSNs, Kendall County Forest Preserve District shall request each SSNina
manner that makes the SSN easily redacted If required to be released as part of public
records request. "Redact” means to alter or fruncate data so that no more than five sequential
digits of a SSN are accessible as part of personal information.

Employee Access to Social Security Numbers

Only employees who are required to use or handle information or documents that contain
SSNs will have access. All employees who have access to SSNs are trained to protect the
confidentiality of SSNs. Training shall include instructions on the proper handling of
information that contains SSNs from the time of collection through the destruction of the
information.

7 These prohibitions do not apply in the following circumstances:
(1) The disclosure of SSNs to agents, employees, contractors, or subcontractors of a governmental
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entity or disclosure by a governmental entity tc another governmental entity or Its agents, employees,
contractors, or subcontractors if disclosure is necessary in order for the entity to perform lts duties and
responsibilities; and, If disclosing to a contractor or subcontractor, prior to such disclosure, the
governmaental entity must first receive from the contractor or subcontractor a copy of the contractor's

or subcontractor's policy that sets forth how the regquirements imposed under this Act on a governmental
entity to protect an Individual's SSN will be achieved.

(2) The disclosure of SSNs pursuant to a court order, warrant, or subpoena.

(3) The collection, use, or disclosure of SSNs In order to ensure the safety of: State and local
government employees; persons committed to correctional facilities, local Jalls, and other law-
enforcement facllities or retention centers; wards of the State; and all persons working in or visiting a
State or local government agency facllity.

(4) The collection, use, or disclosure of SSNs for intemnal verification or adminlstrative purposes.

(5) The disclosure of SSNs to any entity for the collection of delinquent child support or of any State
debt or to a governmental agency to asslst with an Investigation or the prevention offraud.

{6) The collection or use of SSNs to Investigats or prevent fraud, to conduct background checks, to
collect a debt, to obtaln a credit report from a consumer reporting agency under the federal Fair Credit
Reporting Act, to undertake any psmmisslble purpose that Is enumerated under the federal Gramm
Leach Bllley Act, or to locate a missing person, a lost reletive, or a person who is due a banefit, such as
a penslon bensfit or an unclaimed property beneftt.

STATEMENT OF PURPOSE FOR COLLECTION OF SOCIAL SECURITY NUMBERS

The Identity Protection Act, 5 ILCS 1798/1, et seq., requires each local and State government
agency to draft, approve, and implement an Identity-Protection Policy that includes a
statement of the purpose or purposes for which the agency is collecting and using an
individual's Social Security number (SSN). This statement of purpose is being provided to
you because you have been asked by Kendall County Forest Preserve District to provide your
SSN or because you requested a copy of this statement.

WHY DO WE COLLECT YOUR SSN?

You are being asked for your SSN for one or more of the following reasons:
e Vital records;

¢ Criminal background checks and internal verification;
Internal verification;
Administrative services; and/or

WHAT DO WE DO WITH YOUR SSN?
e Wae will only use your SSN for the purpose for which it was collected.

o  Woe will not:
o0 Sell, lease, loan, trade, or rent your SSN to a third party for any purpose;
o Publicly post or publicly display your SSN;
o Print your SSN on any card required for you to access our services;
o Require you to transmit your SSN over the Internet, unless the connectionis
secure or your SSN is encrypted; or
o Print your SSN on any materials that are malled to you, unless State or Federal
law requires that number to be on documents mailed to you, or unless we are
confirming the accuracy of your SSN.

Questions Or Complaints About This Statement Of Purpose?

Please submit your questions or complalnts In writing to: Kendall County Forest Preserve District,
lllinols, Attentlon: David Guritz, Executive Director, 110 W. Madlson Street, Yorkville, lllinols 60660.
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CHAPTER IV
COMPENSATION AND PERFORMANCE

PAY AND CLASSIFICATION PLAN: The pay plan Includes the minimum and maximum
rate of pay for each position, It represents an orderly method of determining the salary of
the position for the work performed.

Salary ranges shall be determined with regard to objective criteria:

A. Ranges of pay for other Forest Preserve District positions

B. Relative difficulty and responsibility of positions

C. Availability of employees In particular occupational categories
D. Rates of pay In other jurisdictions

E. The financial policies of the Counties

And such other considerations which may be appropriate.

PAY PERIODS: The frequency of pay periods has been established for the maximum
convenience of both the Kendall County Forest Preserve District and its employees.

PROCEDURE: Employees are paid once every two weeks on Fridays (26 pay periods per
year). When a payday falls on a holiday, the paycheck Is distributed on the preceding
workday.

PERFORMANCE APPRAISAL

A. PURPOSE:
The Kendall County Forest Preserve District has developed a uniform performance
appraisal system for all full-time and part-time employees. Pursuant to this system,
an employee’s performance is evaluated for the purpose of effective personnel
control in matters including but not limited to the following: promotlons, transfers,
demotions, discipline, terminations and salary adjustments.

B. RESPONSIBILITY:
Performance appraisals are done by the imnmediate supervisor who s responsible for
the work of the employee being evaluated. The immediate supervisor will discuss the
performance appraisal with the employee. Performance appraisals become part of
the employee's personnel records and a copy of each shall be contained in the
employee's perscnnel file. Supervisors' performance appraisals will be done by the
Executive Director of the Kendall County Forest Preserve District.

C. FREQUENCY:
Immediate supervisors shall appraise regular full-time employees on the basis of
performance, efficiency, dependabillty, adaptability and other relevant job-related
criteria at the end of the sixth (6") month of their probationary period and in the month
of July of each subsequent year of employment.

D. FORM:
The Kendall County Forest Preserve District approved personnel appraisal form will
be utilized for this review process.

E. UNSATISFACTORY EVALUATION:
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Any employee receiving an unsatisfactory evaluation is Ineligible for a pay increase.
They will be subject to appropriate disciplinary action up to, and including, dismissal.

F. APPEAL.:
If an employee Is not In agreement with his performance appraisal, he may request
another Interview with his reviewing supervisor. If an agreement is not reached, the
employee may appeal in writing within five (5) work days to the next level reporting
authority, i.e. Executive Director and/or Human Resource Manager for an impartial
review of his service appraisal. A written decision shall then be rendered sustaining
or modifying the rating to the employee within five (5) workdays.

G. PERFORMANCE APPRAISAL:
Non-bargalning unit employees short of completing their six months probationary
period by the start of the new fiscal year (December 1) may be eligible for a salary
increase after satisfactory completion of six months probation. The supervisor is
required to plan such an increase and receive approval during the Kendall County
Forest Preserve District's regular budget process. The supervisor has the discretion
to give the Increase, however, is not required to do so.

CHAPTERV
BENEFITS

INSURANCE - EMPLOYEES AND DEPENDENTS:

This portion of the Employee Handbook contains a very general description of the insurance
benefits to which you may be eliglble to recelve as an employee of the Kendall County Forest
Preserve District. Please understand that this general explanation Is not intended to, and
does not, provide you with all the details of these benefits. Summary plan descriptions (SPDs)
which explaln coverage of your heaith, dental and life insurance benefits in greater detail are
available In the Office of the Treasurer's. The actual plan documents, which are avallable by
making a written request to the Kendall County Forest Preserve District Executive Director,
are the final authority in all matters relating to benefits described in this Employee Handbook
or in the summary plan descriptions and will govern in the event of any conflict. To the extent
that any of the information contained In this Employee Handbook is inconsistent with the
official plan documents, the provisions of the official plan documents will govern in all cases.
Nothing contained In the benefit plans described herein shall be held or construed to create
a promlise of employment or future benefits, or a binding contract between the Kendall County
Forest Preserve District and its employees, retirees or thelr dependents, for benefits or for
any other purpose. The Kendall County Forest Preserve District reserves the right, in Its sole
and absolute discretion, to amend, modify or terminate, in whole or in part, any or all of the
provisions of the benefit plans described herein, including insurance carriers, health
maintenance organizations, self-insurance, and/or any health benefits that may be extended
to an employee's dependents. Further, the Kendall County Forest Preserve District reserves
the exclusive right, power and authority, in its sole and absolute discretion, to administer,
apply and interpret the benefit plans described herein, and to decide all matters arising In
connectlon with the operation or administration of the plan.

The Kendall County Forest Preserve District provides life Insurance, accidental ‘death and
dismemberment Insurance, and dental insurance to the employee and the employee’s
qualified dependents. Plan documents for specific benefits are available at the Office of the
Treasurers. To be eligible for these benefits, an employee must consistently work a minimum
of thirty-four (34) hours per week. Dental and life insurance coverage shall commence on the
first of the month after the employee has completed thirty (30) consecutive calendar days of
continuous active employment with the Kendall County Forest Preserve District and shall
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cease on the last day of the month in which any of the following events occur: the employee's
final day of employment; when regularly scheduled hours are reduced below 34 hours per
week; or upon another "qualifying event” as defined under the Consolidated Omnibus Budget
Reconciliation Act {“COBRA").

The Kendall County Forest Preserve District also provides medical and hospltalization
insurance to the employee and the employee’s qualified dependents. Plan documents for
specific benefits are available at the Office of the Treasurers. Dependent coverage at group
rates is available. To be eligible for medical and hospltalization Insurance, an eligible
employee must consistently work a minimum of thirty (30) hours per week.

At the employee's option, the employee may elect coverage through any one of the applicable
health insurance plans made available by the Kendall County Forest Preserve District. An
employsee will have up to thirty (30) days from the start of your employment to make your
health insurance plan election. Once made, the employee’s election is generally fixed for the
remalnder of the plan year. However, if a quallfying event (as defined under COBRA) occurs,
an employee may make a mid-year change in coverage. Temporary or regular part-time
employees are not eligible for health insurance, except those grandfathered under previous
policy of the Kendall County Forest Preserve District.

Health insurance coverage shall commence thirty (30) calendar days following the
employee’s starting date of employment and shall cease on the earlier of the following events:
the employee’s final day of employment; when regularly scheduled hours are reduced below
30 hours per week; or upon another “qualifying event' as defined under the Consolidated
Omnibus Budget Reconciliation Act (“COBRA”").

Information packets describing the provisions of each Insurance plan will be furnished to each
employee upon the employee’s commencement of employment.

A pre-tax deduction Section 125 Plan is avallable at the time of enroliment which allows
employees to pay their share of the medical insurance premium with pre-tax dollars. The
premlum is taken out of the paycheck before taxes are calculated so Federal, State, Social
Security or IMRF is not deducted from the premium.

All retired employees eligible to receive immediate retirement benefits from IMRF are eliglble
to participate until age 85 in the employer's health plans provided they assume payment of
Insurance premiums. At age 65, the retired employee will become eligible for Medicare and
can obtain Medicare supplemental insurance either through the employer's health provider
or a plan of their choosing at the employee's expense.

Eligible dependents under the age of sixty-five (65) years of retired employees sixty-flve
(65) years of age and over may participate unti! age 65 in the employer's health plans
providing they assume payment of premiums.

Dental insurance may be continued for all retired employees and their dependents providing
they assume payment of the Insurance premium for as iong as they wish coverage.

Any employee on IMRF disability is entitied fo continue his coverage in the employer’s health
and dental plans providing the employee assumes payment of insurance premiums.

Insurance company representatives not currently affiliated with the Kendall County Forest
Preserve District are prohibited from approaching any Kendall County Forest Preserve
District employee during working hours with the exception of the benefits fair held by the
Kendall County Forest Preserve District for its employees.
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Continuation of MedIcal Coverage (COBRA)

The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives eligible employees and
their qualifled beneficiaries the opportunity to continue health insurance coverage under the
Kendall County Forest Preserve District's health plan when a “qualifying event® would
normally result in the loss of eligibility. Some common quallfying events include: a reduction
in the employee’s working hours; termination of employment for reasons other than gross
misconduct; divorce or legal separation; death of the employee; leave of absence; and a
dependent child no longer meeting sligibility requirements. Under COBRA, the employee
and/or quallfled beneficiary pay the full cost of coverage after a qualifying event. Under
COBRA, an administration fee may be charged for continuation coverage. The Kendall
County Forest Preserve District will provide the employee with written notice of their rights
under COBRA when a qualifying event occurs. Fallure to timely elect continued coverage
under COBRA may result in a loss of continued insurance coverage.

There may be other coverage options for eligible employees and their dependents to buy
coverage through the Health Insurance marketplace. The Kendall County Forest Preserve
District will notify the employee of the time period for which continuation coverage may be
provided, or depending upon the employee's individual situation, the employee’s options
under the Health Insurance Marketplace.

Section 5.2 WORKERS' COMPENSATION:

The Workers' Compensation law provides protection for employees experiencing
occupational disabilities through accldents or lliness arising out of and in the course of
employment.

A. When an employee suffers an on-the-job injury, a "Report of Injury” form must be
completed in every instance. If medical attention was required as a result of the injury
or iliness, a claim will then be flled with the Office of Administrative Services by the
hospital and/or attending physiclan as directed by the employee receiving treatment,

B. All expenses involved with the treatment of the iliness or Injury are covered by
the State of lllinols Workers' Compensation Act.

Section 5.3 REIMBURSEMENT:

Pursuant to the lllincis Wage Payment and Collection Act, Kendall County Forest Preserve District
will reimburse an employee for all necessary expenditures or logses incurred by the employee
within the employee’s scope of employment and directly related to the services performed for
Kendall County Forest Preserve District. “Necessary expsnditures” means all reasonable
expenditures or losses required of the employee in the discharge of employment duties and that
inure to the primary benefit of Kendall County Forest Preserve District. However, Kendall County
Forest Preserve District is not responsible for losses due to an employee’s own negligence, losses
due to normal wear, or losses due to theft unless the theft was a result of the employer's
negligence.

A. REIMBURSABLE NECESSARY EXPENDITURES

The following Is a non-exhaustive list of expenditures that, depending on an employee’s
assigned Jjob dutles, may be authorized or required in writing by Kendall County Forest
Preserve District, and if so, could qualify as “necessary expenditures” subject to
reimbursement pursuant to the terms and conditions of this policy:

s Membership fees in professional organizations, which are pre-approved in
writing by Kendall County Forest Preserve District;

24



DRAFT for REVIEW — Operations Committee Meeting = October 7, 2020

Registration fees for required business conferences and workshops, which are
pre-approved in writing by Kendall County Forest Preserve District;

Cell phone expenses, which are pre-approved in writing by Kendall County
Forest Preserve District;

Copying costs, which are pre-approved in writing by Kendall County Forest
Preserve District;

Postage costs, which are pre-approved in writing by Kendall County Forest
Preserve District; and

Office supplies that are pre-approved in writing by Kendall County Forest
Presarve District and that are required for the employee to perform the
employee’s assigned job duties.

In addition to the above, the following travel-related expenses might, depending on an
employee’s assigned job duties, be authorized or required in writing by Kendall County
Forest Preserve District and, if so, could qualify as “necessary expenditures’ subject to
reimbursement pursuant to the terms and conditions of this policy:

Travel Tickets: Although an employee may obtaln travel tickets in advance for
approved business-related trips, the employee must recelve prior written
approval from Kendall County Forest Presserve District's Executive Director
before purchasing the travel tickets.

Lodging: Employees may be reimbursed for reasonable, business-related
lodging expenses Iif an overnight stay Is required. However, the employse must
receive prior approval in writing from Kendall County Forest Preserve District's
Executive Director.

Mileage: When attending a pre-approved training seminar, business conference
and/or other meeting as part of the employee’s job duties, which requires the use
of the employee's personal vehicle, the employee shall be reimbursed at the
mileage rate in accordance with the Internal Revenue Service's established rate,
provided the employee has recelved prior written approval from Kendall County
Forest Preserve District's Executive Director. When submitting a mileage
reimbursement form, the employes shall attach a printout from
www.Mapquest.com or comparable website, which shows the total mileage
traveled for which the employes Is seeking reimbursement pursuant to the terms
and conditions of this policy.

Meals: Employees traveling overmnight may be paid a per diem amount designed
to cover the cost of three (3) meals per day for all days of fravel other than the
day of departure and retumn, provided such expense has been pre-approved in
writing by Kendall County Forest Preserve District. Reimbursement for meals
within a 30-mile radius of Kendall County Forest Preserve District is generally not
allowable, unless pre-approved in writing by Kendall County Forest Preserve
District. Kendall County Forest Preserve District utilizes the per diem rates as
establlshed by the U.S. General Services Administration. These per dlem rates
may be found under the link “Per Diem Rates" at the following website:
http://www.gsa.gov. If an employee is attending a conference or some other
event and one or mora meals are provided to the employee as part of the event,
the amount of the employee’s per diem shall be prorated based upon the number
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Saction 54

of meals received at the conference or event.

The employee shall not receive reimbursement for any expenses incurred by the employee’s
spouse or any other third party traveling with the employee. Also, no employee will be reimbursed
for any alcohol or entertainment expenses as such expenses are not necessary expenditures. For
purposes of this policy, “entertainment” includes, but is not limited to shows, amusement centers,
theaters, circuses, casinos, concerts, and sporting events.

B. REIMBURSEMENT PROCEDURES

1. Employee Must Obtain Pre-approval Before Incurring the Necessary Expenditure Or
Loss.

Before incurring any necessary expenditure or loss, the employee shall be required to
obtain written approval from Kendall County Forest Preserve District Executive Director
that (a) the expense is a necessary expenditure or loss that would be subject to
reimbursement pursuant to this policy; and (b) If so, what proportion of the necessary
expenditure Is directly related to the services performed and would be reimbursable. An
employee's request for reimbursement may be denied by Kendall County Forest
Preserve District If the employee has failed to comply with this requirement prior to
incurring the necessary expenditure or loss.

2. Employee Must Submit A Request for Relmbursement With Supporting
Documentation.

In order to receive reimbursement for all necessary expenditures, the employee shall
submit a request for reimbursement of any necessary expenditure with supporting
documentation (l.e., a recsipt or Mapquest printout) to Kendall County Forest Preserve
District within thirty (30) calendar days after the employee incurred the expense. If
supporting documentation is nonexistent, missing, or lost, the employee shall submit a
signed statement to Kendall County Forest Preserve District on a form approved by
Kendall County Forest Preserve District.

C. FAILURE TO COMPLY WITH THE POLICY

If the employee fails to comply with any aspect of this policy, Kendall County Forest Preserve
District reserves the right in it's sole discretion to deny the employee's request for
reimbursement. Only pre-approved necessary expenditures and losses submitted in
accordance with this policy will be reimbursed.

CREDIT UNION

All regular full-ime and part-time employees and thelr inmediatefamliles, as well as retired
employees, are welcome to join the Aurora Earthmovers Credit Union.

Employees can joln any time beginning with the first day of employment. Please call the
Credit Union for further details. Satellite Office closed on Wednesday.

Main Office Location: 2195 Baseline Road
Oswago, lllinols 60543
Telephone: 630.844.4050
Satellite Office: Washington Street & Route 71
Oswago Plaza
Oswego, lllinois 60543
Telephone: 630.554.4040
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Section 5.5

Section 5.6

Section 5.7

EMPLOYEE ASSISTANCE PROGRAM

The successful operation of the Kendall County Forest Preserve District depends on the
physical and psychological health of all its employees. To attain that goal, the Kendall County
Forest Preserve District has available to all employees, an Employee Assistance Program
(EAP) which is designed to provide a confidential service for our employees whose personal
problems are affecting their abilities to function at top efflciency In their work. This service is
available to all employees and their inmediate families. Professlonals are specially trained In
specific problem areas, including:

Alcohollsm
Domestic violence
Drug dependency
Eating disorders
Emotional iliness
Family problems
Financla} problems
Legal problems
Marital conflict

Confidentiality and EAP Procedure

Confidentiality Is one of the most Important aspects of the program. If an employee contacts
the Employee Assistance Program directly, no one in the Kendall County Forest Preserve
District will know about it unless they tell them. No Information conceming the nature of their
problem will be released without their written consent. Particlpation in the Employee
Assistance Program will not affect future promotional opportunities. The Kendall County
Forest Preserve District assumes the costs for the Employee Assistance Program
assessment and referral. Other costs, like treatment, may be covered In part or in full by the
group insurance plan. Asking for assistance does not mean thatan employee will be obligated
to accept or continue it.

ocooopDoDooo

The Employee Assistance Program can be reached at 1.800.272.7255
DEFERRED COMPENSATION:

The Kendall County Forest Preserve District has adopted deferred compensation plans that
make It possible for employees to defer income and the payment of taxes on these deferred
amounts until a later date. The Kendall County Forest Preserve District places this money In
a tax deferred investment of the employee's choice to earn tax deferred interest until he s
ready to receive distributions, usually at retirement.

Deferred compensation Is a convenient method of accumulating money to help meet future
financial objectives. It Is not Intended for savings or for investments of a short-term nature
since monles deferred are generally not available unless an employee terminated
employment or retires.

The Treasurer's Office can provide further information on this program.
RETIREMENT: The lllinois Municipal Retirement Fund provides employees of local
governments and school districts in lllinols with a sound and efficient system for the payment

of retirement, disability and death benefits. These benefits, payable to qualifying members
are In addition to those provided by Soclal Security.
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Section 5.8

Employeas Covered

Participation Is compulsory at the time of employment f the employee occupies an IMRF
qualified position; that Is, one normally expected to require performance of duty for 600 or
more hours in the next 12 months. It Is the expected annual hourly requirements that
determine participation. Actual hours worked may be more or less than the hours expected.

IMRF Fundin

Benefits are funded by employee and employer contributions. Employees pay 4%% of thelr
eamings through payroll deductions. Member contributions are not subject to either Federal
or lllinois income tax when paid to IMRF.

A comprehensive brochure is available in the Kendall County Forest Preserve District
Treasurer's Office which outlines death, disability and retirement benefits under IMRF. The
Kendall County Forest Preserve District Treasurer is the authorized IMRF agent for the
Kendall County Forest Preserve District. Also, an IMRF representative is available to answer
any questions.

IMRF DISABILITY BENEFIT: Particlpating employees (IMRF) are eligible for IMRF
disabllity beneflts if they have a non-work related illness or injury which prevents the
performance of job duties. The employee must have at least twelve (12) months continuous
IMRF participating service immediately before being disabled, is under age 70, and not
receiving any earnings from the Kendall County Forest Preserve District (salary, vacatlon
pay, sick pay). In addition, the disability for which benefits are claimed cannot be the result of
a condition which existed prior to the first date of the member's participation.

It is the employee's responsibility to apply for |.M.R.F. disability benefits when It is determined
by the employee’s physiclan that the employee will be disabled for more than 30 days in a
Tow.

After the employee hes applied to L.LM.R.F. and certified to receive disability benefits, the
employee must use ten (10) consecutive work days of sick/personal leave (whether paid or
unpak) for this specific lliness or Injury. After the employee has taken ten (10) consecutive
work days of sick/personal leave, the Kendall County Forest Preserve District will provide full
pay for scheduled work days and pald holidays until the date .M.R.F. disability benefits
commence. Employees should consult current IMRF publications for details on benefit
amounts. (Revision dates 12-16-03 & 8/19/2008)

In lieu of utilizing unpaid sick/personal leave, the employee may elect to use vacation days
to satisfy the ten (10) day requirement. The employee may also use accrued sick leave or
vacation days to forestall the 50% disability pay.

If an employes is disabled but wants to re-enter the work force, the Kendall County Forest
Preserve District offers a trlal work period. The employee may be able to return to work part
time without losing all of their IMRF disability benefits.

Under the IMRF's trial work period, a disabled employee may return to work part time as a
way of easing back Into the work force. IMRF disability benefits would be reduced dollar- for-
dollar by the amount of trial work eamings. IMRF will do this for up to twelve (12) months.
One trial work perlod is allowed for each disablliity. IMRF disability benefits will stop if the
employee returns to work full time or for as many hours as was normal before the disabillty
occurred.
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Section 6.1

CHAPTER VI
PAID AND UNPAID LEAVES

VACATIONS:

All regular full-time employees are eligible for paid vacation benefits. The length of ellgible
service is calculated on the employee’s date of hire. Eligible employees shall earn vacation
time in accordance with the following schedule:

0-6 Years of Service 10 paid vacation days

7-14 Years of Service 15 pald vacation days (the first day of the month
following the employee's completion of their 8t
Anniversary).

15 or More Years of Service 20 paid vacation days (the first day of the month
following the employee’s completion of their 14th
Anniversary).

Vacation accrual is earned and credited at the conclusion of each month, as outlined in the
foliowing table:

YEARS OF SERVICE DISTRIBUTION AT ANNUAL TOTAL
BEGINNING FIRST OF
MONTH
0-6 years 6.25 hours or .83 days 10 days (75 hours)
7-14 years 9.375 hours or 1.25 days 15 days (112.5 hours)
15 or more years 12.5 hours or 1.67 days 20 days (150 hours)

A. VACATION AVAILABILITY: This vacation will be available to all employees as earned
with distribution at the end of each month. Part-time employees working a minimum of one
thousand forty (1,040) hours annually, twenty (20) hours per week, shall be entifled to
vacation time on a pro rata basis.

B. VACATION SCHEDULES: Vacations will be scheduled with prime consideration given to
the efficient operation of each department. While employee's requests will be honored
whenever possible, final approval must be given by the department head, or the Kendall
County Forest Preserve District Executive Director to provide continuity of operations.

C. MAXIMUM ACCUMULATION: Employees shall be aliowed to carry over from month to
month no more than two-and-one half (2 %) times an employee’s annual accrual rate. For
example, a second (2™) year employee can carry over no more than twenty-five (25) days of
vacation leave from one month to the next. However, ali District employees will be required
to reduce their vacation time carmryover to no more than one-and-one-haif (1.5) times a
employee’s annual accrual rate within the first quarter of each fiscal year.

D. VACATION/COMPENSATORY TIME PAYMENT UPON TERMINATION OF
EMPLOYMENT:
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Any employee leaving the Kendall County Forest Preserve District in good standing shall be
compensated for vacation leave and compensatory time earned and unused at the date of
termination of employment, 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 paid hollday shall be
considered a holiday for payroll purposes, and shall not be charged to the employee's
accumulated vacation leave.

For active employees, no salary payment shall be made in lieu of vacation not taken on a
yearly basis.

Section 8.2 SICK/PERSONAL DAYS:

The personnel policy regarding sick leave and personal leave for Kendall County Forest
Preserve District employees stipulate that:

A. Sick leave and personal leave are one and the same during the year they are eamed.
Unused sick/personal leave is carrled over each year as Banked accrued sick leave {not
personal leave) and may be accumulated to a sum not to exceed two hundred forty (240)
days. Upon termination with the Kendall County Forest Preserve District, the employee Is
not entitled to additional compensation fer any unused sick/personal days in the current year
or any accrued sick days from prlor years.

Retiring IMRF members, 55 years and older, qualify for a maximum of one year of additional
pension service credit for unpaid, unused sick leave accumulated at the rate of one month for
every 20 days of unpaid, unused sick leave or fraction thereof.

B. All full-time Kendall County Forest Preserve District employees are granted twelve days
of sick/personal leave on the first day of the fiscal year (December 1). Permanent part-time
Kendall County Forest Preserve District employees earn sick/personal leave proportionate to
their average number of hours worked per month.

Beginning December 1, 1999 new full-time employees will be granted sick/personal days as

follows:
Commencing Work Days
Dec., Jan., Feb. 12
March, April, May 9
June, July, August 6
Sept., Oct., Nov. 3

C. Each Kendall County Forest Preserve District employee has the option of trading up to
twelve days of their current annual unused sick/personal leave benefit for one fourth {1/4) of
thelr dally pay rate of the year of accrual. Application for this trade must be made in writing
no later than October 31 of each fiscal year. Employees wishing to frade their unused
sick/personal leave days must request this in writing to the Human Resources, Accounting
and Reservation Manager who will then submit this request to the Kendall County Forest
Preserve District Executive Director. The Human Resources, Accounting and Reservation
Manager will certify the number of days which they are entitled to trade and submit this
information in writing to the Kendall County Treasurer's office. If sick/personal days are taken
after this trade and prior to the first day of the next fiscal year, they will be deducted from the
next fiscal year's twelve days for sick/personal. Employees are not eligible to receive the
sick/personal day payback before their six (8) month probationary period has been
succassfully completed.

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

D. Approval of Sick/Personal Days
1. Use of sick/personal is subject to approval by the employee’s supervisor or the
Executive Director. When an employee Is Incapacitated; it is his/her responsibility to
notify the supervisor or the Executive Director at the earliest possible moment. Such
notification should include the employee’s best estimate of the duration of the
absence, If possible.

2. Requests for sick day use for medical, optical and dental examinations or
freatments must be made prior to the beginning of the absence and should be made
80 as to create minimal disruption of work schedules.

3. All absences charged to sick/personal days must be reported by the employee’s
time shest and turned into the Human Resources, Accounting, and Reservation
Manager. Sick leave requests should be submitted weekly in cases where an
employee is absent for an extended period of time. Disapproved sick/personal day
requests wlll be returned to the employee with full explanation for denial.

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

Sectlon 8.3 BEREAVEMENT: Up to three (3) pald days per occurrence may be allowed fora
Death in the immediate family. Inmediate family is defined for the purposes of this section to
be spouse, mother, father, child, brother, sister, grandmother, grandfather, spouse’s relatives
of the same degree of blood relationship and any blood relative who resides in the employee’s
home. These paid days are considered as bereavement days and not sick/personal days. If
any additional time is needed, the time off may be taken from paid vacatlon/sick/personal
days, with approval of the Executive Director. This is applicable only to full-time employees. .

Section 6.4 HOLIDAYS: Annually, the Kendall County Forest Preserve District Board specifies the paid holidays
for not-court related and the Chief Judge specifies the paid holidays for court-related offices for the
coming year.

For full time employees, holiday pay is 7.5 hours for full day holidays, and 4-hours for half-
day holidays.

For part-time employees, the employee receives holiday pay only when the holiday fallg on
the employee’s regularly scheduled work day.

If a regular part time employee works on a designated holiday, and that holiday falls on the
employee's regularly scheduled workday, the employee will receive holiday pay at their hourly
rate of pay in accordance with that employee’s prorated full time equivalency calculation, plus
one and half time their rate of pay for any hours of work performed on the actual hollday.
Holiday pay for part time employees is based on that employee's prorated full time
equivalency calculation.
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Section 6.5

Section 6.6

For example: An employee worked 1,200 total hours in the prior fiscal year:
1,200 hours divided by 1,850 hours (FTE) = .615 FTE x 37.5 hours divided by & days = 4.62
hours for holiday pay.

For Natural Beglnnings program staff, the policy for holiday pay will be as follows:
a. Only during the active program year (le; not in summer)
b. Only when the date falls on a reguiarly scheduled work day during the school year.

JURY DUTY: Court leave shall be granted to employees who are called to jury duty or are
required to be absent from work because of subpoena from any legislative, judicial or
administrative tribunal. Time away from work with pay and regular benefits shall be granted
for such purposes. Per Diem court reimbursement must be written over to the Kendall County
Forest Preserve District so jury duty pay will be written over io the Kendall County Forest
Preserve District for the portion of the day normally worked by a part-ime employee..
Employees are expected to return to work whenever possible during jury time and carry out
as many of thelr Job responsibilities as time permits during regularly scheduled working hours.

FAMILY MEDICAL LEAVE (FMLA) POLICY: The Family and Medical Leave Act (FMLA,
1993) mandates a maximum of twelve {12) weeks of unpald leave to eligible employees
under certain circumstances.

A FMLA EFFECTIVE CONDITIONS

1. The arrival of a new child by birth, adoption or foster care placement for the
purpose of bonding. If the biological, adoptive, or foster parent(s), the step parent,
legal guardian(s) or parent(s) In loco parentis are both employess, the total combined
leave Is twelve (12) weeks, not twenty-four (24) weeks. This right to a “bonding" leave
expires twelve (12) months from birth or placement for adoption or foster care.

2. The care of a child, parent or spouse who has a serious health condition if it is
medically determined that the care given by an employee ls necessary. The term
“parent’ does not include in-laws for the purpose of this policy. For purpose of these
care-giving leaves, the chiid, parent or spouse must be either: (a) an overnight in-
hospital patient; (b) in a hospice; (¢} In a nursing home; (d) absent from work or school
for more than three (3) days; (e) require active assistance with daily life activities; (f)
be under continuing treatment by, or supervision of a health care provider; or (g) have
aither an Incurable condition or one that if not cared for, would cause incapacity for
more than three (3) days. The care-glving twelve {12) week leave is available to each
of the employee parents of the child or the employee child of the parent.

3. An employee’s serious health condition, including (a) work related and non-work
related illnesses or accidents, involving overnight in-hospital care, or (b) an absence
from work for more than three (3) work days due to the need for continuing treatment
by a health care provider and supported by a medical certification that states the
employee cannot perform the essential function(s) of the position.

B. ELIGIBILITY:

To qualify for a FMLA leave, an employee must have accumulated twelve (12)
months of employment by the date the requested leave is to start and must have
worked one thousand two hundred and fifty (1,250) hours during the prior twelve
{12) months. If an employee meets these qualifications, an employee wili receive
12 weeks of leave in the 12-month period measured forward from the date an
employee’s first FMLA leave begins.
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C. NOTIFICATION REQUIREMENTS

1. The request for FMLA leave should be submitted in writing to the Human
Resources, Accounting and Reservation Manager or the Executive Director. If a
department manager is requesting FMLA leave, then the Executive Director or
President of the Kendall County Forest Preserve District shall be the deciding
authority.

2. When requesting leave for the birth, adoption or foster care placement of a child,
an employee must give thirty (30) days' notice or, if not possible due to unforesesn
circumstances, the maximum notice practicable. An employee will be required to take
all twelve (12) weeks consecutiveiy.

3. For care of a seriously ill child, spouse or parent, or for an employee's own
serious health condition, the employee must give thirty (30) days’ notice, or if not
possible due to unforeseen circumstances, as much nofice as is practicable. In any
event, the employee must provide medical certification of the need for the employee
to provide care or of the employee’s disability within fifteen (15) days of the
commencement of the leave.

If the employee requests and the request is medically certified as necessary, the
Kendall County Forest Preserve District will arrange an intermittent or reduced leave
schedule for taking the twelve (12) weeks leave (450 hours for administrative
personnel, 480 hours for swom police and other not-administrative personnel). An
intermittent or reduced leave for regular pari-time employeas will translate to the
number of hours In their regular work week times twelve (12). The altemnative
schedule must be the least disruptive to the Kendall County Forest Preserve District
operations and may include transfer to another position that has equivalent pay and
benefits.

D. PAID TIME SUBSTITUTIONS FOR UNPAID FMLA

1. For a personal non-job-related iliness or accident, the employee Is required to
use all pald sick leave, personal days and vacation days toward the FMLA leave,
unless otherwise receiving compensation through the Kendall County Forest
Presarve District's disabilty benefit. If the employee applies for and is granted
disability benefits under the provislons of the lllinols Municipal Retirement Fund
(IMRF) or Sheriffs Law Enforcement Police (SLEP), the requirement to utilize paid
leaves as stated above is not in effect during the time of disabillity.

2. For tha adoption or foster care placement of a child, the employee Is required to
use all vacation days toward the FMLA leave,

3. For care of a spouse, child or parent with a serious health condition, the
employee is required o use all vacatlon days toward the FMLA leave.

4. For an employee's job related iliness or accident, paid benefite during this time
will be according to Worker's Compensation requirements; however, leave time shall
be designated as an FMLA leave including any time off for required therapy or doctor
visits.

E. HEALTH CARE AND OTHER BENEFITS

1. An employee granted FMLA leave under this policy will continue to be covered
under the Kendall County Forest Preserve District's group health insurance plan
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under the same conditions as coverage would have been provided If the employee
had been continuously employed during the leave period.

Employee contributions will be required either through payroll deduction or by direct
payment to the Kendall County Forest Preserve District.

a. If pald leave is substituted for unpaild FMLA leave, the Kendall County
Forest Preserve District will deduct the employee's portion of the health plan premium
as a regular payrolldeduction.

b. If FMLA leave ig unpaid, the employee will be required to pay his or her
share of health insurance premiums on the same time schedule as he or she would
under COBRA. Employee contribution amounts are subject to any change in rate that
occurs while the employee is on leave. If an employee’s contribution is more than 30
days late and 12 weeks of FMLA leave have been utilized, the Kendall County Forest
Preserve District will terminate the employee's Insurance coverage. The employee
will be notified at least 15 days before the coverage lapses.

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

2. Other elective payrol! deductions including by not limited to AFLAC, prepaid legal
sarvices, and }- Bonds, are the responsibility of the employee. Costs advanced by
the Kendall County Forest Preserve District are subject to the same Salary
Withholding Authorization as health insurance benefits.

3. Holiday pay will not be paid during the FMLA leave, except in those Instances
where the employee Is on an intermittent or reduced schedule which makes the
employee eligible for holiday pay or where employes is utilizing paid leave during the
FMLA leave when the hollday occurs.

4, If while on an FMLA designated leave, the employee Is required to serve on a jury
or in the military, no make-up pay will be granted, nor will paid funeral leave
(emergency leave) benefits be pald.

5. During the period of all FMLA leaves, the employee should verify with the
representatives of IMRF to whether or not they will continue to.be credited with
service time without loss, for the purpose of calculating benefits.

6. If the employee is on an intermittent or reduced schedule, the effective hourly rate
of pay will be continued for hours worked as if loave had not been taken. This Is true
of hourly and salaried employees. For the hours lost, paid leave time may be
substituted as discussed under the “Paid Time Substitutions for Unpaid FMLA"
section of this policy.

F. RETURNING TO WORK

1. Upon retum from an FMLA leave for the employee's own serious health
condition, the employee will be required to furnish from the attending physician
certification that the employee Is fit for duty and can perform the essential function(s)
of the regular job (or to the job to which restored, If different) together with any
restrictions and the reasons for the restrictions.
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Upon the explration of the designated FMLA leave, the employee will be restored to the
regular position or to an equivalent position in pay, benefits and other terms and conditions
of employment, if the amployee would not have been terminated during the period while the
employee was on leave because of general economic conditions of employment or due to a
restructuring of the department, division or the Kendall County Forest Preserve District.
That is, the designated FMLA leave does not guarantee a restoration of employment. The
employee will be treated the same as any other employee similarly positioned and actively
at work on the date of the reduction in force and/or restructuring.

2. All benefits, increases, general wage increases or other terms and conditions of
employment generally applicable to the position will be restored to the employee as
if the employee had not besn on leave.

3. If the employee falls to return to work upon expiration of the designed FMLA
leave, the employee may lose the right to restoration to the job. If the reasons for not
returning from the FMLA leave are reasons within the employee's control, the Kendall
County Forest Preserve District will recoup from the employee the Kendall County
Forest Preserve District’s cost of health care premium costs, paid on the employee’s
behalf during the FMLA leave.

G. DEFINITIONS

1. CHILD. A chlld Is a blologlcal, adopted or foster child; step child; legal ward or a
child for which an employee has daily responsibility for care and financial support of
the child, i.e., in loco parentis.

Additionally, a child, as above defined, Includes one who Is over eighteen (18) and is
either so mentally or physically Impaired, that he or she requires active assistance
with activitles of dally living due to substantially limited major life activitles.

2. PARENT. A parent is the biological parent or who to whom the employee was the
child of & parent in loco parentis. This does not Include grandparents of in-laws.

3. SPOUSE. The legal spouse.

4, SERIOUS HEALTH CONDITION. This term means an lliness, injury,
Impairment, or physical or mental condition that involves in-patlent care in a hospital,
hospice, or residential medical care facility, or continuing treatment by a health care
provider. It is not intended to cover shori-term conditions for which treatment and
recovery are very brief. Conditions or medical procedures that would not normally be
covered include minor illnesses which last only a few days and surgical procedures
which typically do not involve hospitalization and require only a brief recovery period.

5. CONTINUING TREATMENT.

a. The employee or family member is treated two (2) or more times for the injury or
iliness by a health care provider. Normaily this would require visits to the health care
provider or to a nurse or physiclan’s assistant under the direct supervision of the
health care provider.

b. The employee or family member is treated for the Injury or Iliness two (2) or more
times by a provider of a health care service (e.g. physical therapist} under orders of,
or on referral by a health care provider, or Is treated for the injury or iliness by a health
care provider on at least one occasion which results in a regimen of continuing
treatment under the supervision of the health care provider — for example, a course
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Seaction 6.7

of medication or therapy to resolve the health care condition.

¢. The employee or family member is under the continuing supervision of, but not
necessarily being actively treated by a health care provider, due to a serious long-

tarm or chronic condition of disability which cannot be cured. Examples include:
perscns with Alzheimer's disease, persons who have suffered a severe siroke, or
persons in the terminal stages of a disease who may not be receiving active medical
freatment.

6. INTERRELATION OF LEAVES. Any leave taken pursuant to this pollcy, other
Kendall County Forest Preserve District policies, a collective bargaining agreement,
or law which qualifies as leave under the FMLA or any applicable state, family or
medical leave act, will be counted against the employee's avallable leave under the
applicable Kendall County Forest Preserve District pollcy{les), collective bargaining,
and/or law, as well as the available leave under the FMLA or applicable state law, to
the extent permitted by such applicable law.

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

More frequent or longer bathroom breaks;

Breaks for increased water intake and periodic rest;

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

Assistance with manual labor;

Temporary light duty;

Temporary transfers to less strenuous or hazardous positions;

Accessible worksltes;

The acquisition or modification of equipment;

Temporary job restructuring;

Temporary part-time or modified work schedules;

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

Temporary reassignment o a vacant position; and/or

» Time off to recover from childbirth and leave required by the employee’s
pregnancy, childbirth or related conditions.

Reasonable accommodatlons do not include the creation of additional employment
opportunities; discharge or transfer of another employee; or promotion to a position
for which the applicant/employee is not qualifled. If a pregnant applicant or employee
is requesting a reasonable accommodation due to their pregnancy, she must submit
her request in writing to her immediate supervisor and/or department head. The
applicant/employee may be required to provide documentation from her health care
provider concerning her need for the requested accommodation. The
applicant/employee’s failure to cooperate in this interactive process could result in
denlal of the requested accommaodation,

Absent a showing of undue hardship by Kendall County Forest Preserve District, an
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Section 6.8

Section 6.9

employee who has been affected by pregnancy, childbirth, or medical or common
conditions related to pregnancy or childbirth must be reinstated to the same or
equivalent position with equivalent pay and accumulated seniority, retirement, fringe
benefits, and other applicable service credits upon the employee’s return to work
and/or when the employee's need for reasonable accommodation ceages, whichever
occurs later.

Retaliation is prohibited against any applicant or employee because he has
requested, attempied to request, used or attempted to use a reasonable
accommodation pursuant to the lllinois Human Rights Act.

IMRF DISABILITY LEAVE: IMRF may provide temporary or total disability benefits for
those employees unable to continue the performance of their job responsibilities. If the
employee applies for and Is granted temporary disability benefits under the provisions of the
llinois Municipal Retirement Fund (IMRF), this leave time shall be designated as FMLA leave,
assuming that all FMLA qualifications are satisfied.

1. An employee still employed by the Kendall County Forest Preserve District, who
is granted temporary IMRF or SLEP disability benefits, will continue to be covered
under the Kendall County Forest Preserve Districts group health insurance plan
under the same conditions as coverage would have been provided If the employee
had been continuously employed during the leave period.

Employee premium contributions will be required through direct payment to the
Kendall County Forest Preserve District. The employee will be required to pay his or
her share of health insurance premiums on the same schedule as he or she would
under COBRA. Employee contribution amounts are subject to any change in rate that
occurs while the employee is on leave.

If an employee's contribution is more than 30 days late and 12 weeks of FMLA leave
have been utilized, the Kendall County Forest Preserve District will terminate the
employee's insurance coverage. The employee will be notified at least 15 days before
the coverage lapses.

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

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

4. If the Kendall County Forest Preserve District receives IMRF's determination that
the employee Is permanently disabled and unable to return and perform his or her
Job responsibilities, the Kendall County Forest Preserve District may send proper
notice of employment separation and notification of COBRA benefits to the employee.

MILITARY LEAVE: Military leave shall be granted as prescribed by state and faderal law.
Unless otherwise specified by law or an applicable collective bargaining agreement, military
leaves of absence will be unpaid. Employees on military leave will continue to accrue seniority
and to be entitled to certain other employee benefits to the extent required by law.
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Section 8.10

GENERAL LEAVE OF ABSENCE: Employees may request a general unpaid leave of
absence for personal matters. Leaves are granted on the assumption that the employee will
be available to return to regular employment when the conditions necessitating the leave
permit. The declsion to grant such leave shall be at the sole discretion of the Kendall County
Forest Preserve District Executive Director. Such leave may be requested for:

A. The continuation of or completion of a pursuit of a degree for the purpose of training in
subjects related to the work of the employee and which will benefit the Kendall County Forest
Preserve District.

B. To recover from their own health or attend to family iliness beyond the 12 weeks allowed
under FMLA. (See Family Leave Section 6.1)

C. Personal business which will require an employee’s attention for an extended period,
such as a settlement of an estate, liquidating a business, attending court as a witness on non-
Kendall County Forest Preserve District related cases, and for the purposes other than the
above that are deemed appropriate by the Kendall County Forest Preserve District Executive
Director.

D. A leave of absence will not be granted to enable an employee to try for or accept
employment elsewhere or for self-employment. Employees who engage in employment
elsewhere during such leave may immediately be terminated by the Kendal Counly Forest
Preserve District.

E. GENERAL LEAVES OF ABSENCE ~ PROCEDURE

1. Employees may submit a written request to the Executive Director asking for a
leave of absence without pay. The request shall be in writing, stating the reasons
for the request, the date desired for the start of the leave and probable date of
return. The request along with the written recommendation of the Executive
Director shall be forwarded to the Kendall County Forest Preserve District
President for authorization.

2. Authorization for such leave shall be within the sole discretion of the Kendall
County Forest Preserve District President whose decision will be based upon the
operational needs of the department, the work record of the Individual and the
reason for the request.

3. An employee Is required to exhaust available pald vacation and sick/personal
leave before unpaid general leave of absence [s commenced.

F. GENERAL LEAVES OF ABSENCE — BENEFITS

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

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

Unless otherwise stated or otherwise required by law, length of service shall
not accrue for an employee who is on an approved non-paid leave status.
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Accumulated length of service shall remain in place during that leave and shall
begin to accrue again when the employee returns to work on a pay status.
Unless otherwlise stated, an employee returning from leave will have his
seniority continued after the period of the leave. Upon return, the Kendall
County Forest Preserve Disfrict will place the employee in hig or her previous
assignment, if vacant; if not vacant, the employee will be placed in the first
available assignment according to the employee’s seniority, where skill and
ability to perform the work without additicnal training Is equal.

K, upon the expiration of a leave of absencs, there is no work available for the
employse or If the employee could have been laid off according to his seniority
except for his leave, he shall go directly on layoff.

During an approved unpaid leave of absence or layoff, an employee shall be
entitled to coverage under applicable health and life Insurance plans to the
extent provided In such plan(s), provided the employee makes arrangements
for the change and arrangements to pay the entire Insurance premium involved,
including the amount of premium previously paid by the Kendall County Forest
Preserve District.

G. GENERAL LEAVE OF ABSENCE — DURATION

A general leave of absence may be granted for up to twelve (12) work weeks. Extensicns
may be granted for an additional period at the discretion of the Kendall County Forest
Preserve District Executive Director or President.

H. GENERAL LEAVE OF ABSENCE — RETURN TO DUTY

1. Aretumn date shall be agreed to by the employee and the department manager at
the time the general leave is granted. Generally, this will be the probable return date
specified in the employee’s application.

2. An employee may request an extension of the general leave by making
application to the Kendall County Forest Preserve District in the same manner as on
orlginal application, provided such extenslon may not be granted in excess of the
limits set forth above.

3. Prior to reinstatement after a general leave of absence for an illness, an
employee must present to the Executive Director a physician's written statement
certifying that the employee is capable of returning to work and performing, either
with or without reasonable accommodations, the essential functions of the
employment position involved.

. GENERAL LEAVE OF ABSENCE - RESIGNATION
An employee, who fails to return from a general leave on the designated return date,
either as originally agreed or as extended, shall be considered as having abandoned
and resigned their smployment posltion with the Kendall County Forest Preserve
District.
Section 6.11 WORKERS' COMPENSATION LEAVE:

An employee experiencing occupational disability due to an accldent or lliness arising
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Section 6.12

Section 6.13

out of and in the course of their employment, may be placed on Workers’
Compensation Leave; such workers’ compensation leave, including any time off for
required therapy or doctor visits, shall be designated as FMLA, assuming that all
FMLA qualifications are satisfled. Participating employees should apply for IMRF
Disability Benefits if eligible.

1.

An employee still employed by the Kendall County Forest Preserve District,
who is receiving workers compensation benefits, will continue to be covered
under the Kendall County Forest Preserve District's group health insurance
plan under the same conditions as coverage would have been provided if the
employee had been continuously employed during the leave period.

Employse premium contributions will be required through direct payment to
the Kendall County Forest Preserve District. The employee will be required
to pay his or her share of health insurance premiums on the same schedule
as he or she would under COBRA. Employee contribution amounts are
subject to any change in rate that occurs while the employee is on leave.

If an employee’s contribution is more than 30 days late and 12 weeks of
FMLA leave have been utilized, the Kendall County Forest Preserve District
will terminate the employee's Insurance coverage. The employee will be
notified at least 16 days before the coverage lapses.

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

Other elective payroll deductions, including but not limited to AFLCA, pre-
paid legal services, and I-Bonds, are the responsibility of the employee.
Costs advanced by the Kendall County Forest Preserve District are subject
to the same Salary Withholding Authorization as health insurance benefits.

INABILITY TO CONTACT:

If after reasonable efforts, the employee cannot be contacted as to his return to work after

six (6) months leave, twelve (12) weeks, twenty-four (24) weeks or twelve (12) months with
approval as mentioned, the employese shall be deemed to have resigned their position with
the Kendall County Forest Preserve District.

PAID AND UNPAID LEAVE

VICTIMS' ECOMONIC SECURITY AND SAFETY ACT POLICY (Revised January 2020)

Eligible employees may take unpald leave under the Victims' Economic Security and Safety Act
(“VESSA") to seek assistance in response to an act or threat of domestic violence, sexual assault, or
stalking. Eligible employees may take this leave to seek services for a victim of domestic, sexual, or
gender violence if the victim Is: 1) the eligible employee, 2) a covered family member (spouse, child,
parent, any other person related by blood or by present or prior marriage, or any other person who
shares a relationship through a son or daughter) or 3) a household member (who Is currently residing
with the eligible employese). VESSA leave is not allowed, however, if the employee’s interests
regarding the violent act are adverse fo the victim's interests. The employee may take leave for
child who Is a victim if that child is under age 18 or, if 18 years or older, the child is mentally or
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physically disabled and incapable of self-care. Eligible employees may take up to 12 weeks of unpaid
VESSA leave within any 12-month period and be restored to the same or an equivalent position upon
the employee’'s retumn from leave.

A. REASONS FOR VESSA LEAVE: Eligible employees may take VESSA leave to obtaln assistance
or services for a victim for the following purposes: (1) to seek medical attention for, or recover
from, physical or psychological injuries caused by the domestic, sexual, or gender violencs, {2)
to obtain services from a victim services organization, (3} to obtain psychological or other
counseling, {4) to participate in safety planning, seek temporary or permanent relocation, or take
other actions to increase the safety of the victim from future domestic, sexual, or gender violence
or ensure economic, security, or (5) to sesk legal assistance or remedies to ensure the health
and safety of the victim, including preparing for or participating in any legal proceeding related to
or resulting from domestic, sexual, or gender violence. If an employee misrepresents facts in
order to be granted a VESSA leave, the employee may be subject to disciplinary action up to and
including immadiate termination of employment.

B. NOTICE REQUIREMENTS: Employees must give the employee’s inmediate supervisor and the
Kendall County Forest Preserve District at least 48 hours prior written notice of the employee's
request for VESSA leave, unless providing advance notice Is not practicable under the particular
clrcumstances. If the employee is unable to provide advance notice, the employee must provide
notice when the employee is able to do so, within a reasonable period of time after the absence.
Failure to provide the required notice may result in treatment of the absences as unexcused.

C. CERTIFICATION REQUIREMENTS: Eligible employees requesting VESSA leave must provide
proper certification for all absences. The certification must show that: (1) the victim for whom the
leave s requested is the employee, a covered family member, or a covered household member,
(2) the victim was subjected to an act or threat of domestic, sexual, or gender violence, and (3)
the leave is to seek assistance for a purpose covered by the Act.

The employee must provide two types of written documentation as certification: (1) a swomn
statement by the employee showing that the leave qualifies for a purpose covered by VESSA
and (2) written documentation from the source from whom assistance was sought or who could
otherwise verify the nature of the leave, such as documentation from:

a. arepresentative of a victim services organization, an attorney, member of the clergy, or
a medical or other professional, from whom the employee has sought services on behalf
of a covered victim to address domestic, sexual, or gender violence or the effects of the
violence,

b. a police or court record; or
¢. other corroborating evidence.

It is the employee’s responsibility to ensure that the Kendall County Forest Preserve District
receives the proper certification. If the Kendall County Forest Preserve District does not receive
adequate certification within a reasonable time period after it is requested, or if the certification
does not confirm a VESSA-qualifying purpose, the employee’s absences will be treated according
to the SAQ’s attendance standards.

D. REPORTING WHILE ON VESSA LEAVE: An eligible employee taking a VESSA leave of
absence may be required to contact his or her supervisor on a regular basis regarding the status
of the employee’s VESSA leave and the employee's intention to return to work.

E. VESSALEAVE IS UNPAID: VESSA leave is unpaid leave. The employee may choose, howeaver,

to use any accrued paid time off which would otherwise apply to the circumstances of the leave.
For instance, If the leave was for the eligible employee, because the employee is temporarily
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disabled due to domestic, sexual, or gender violence, the employee may use any accrued sick
time for the portion of the leave. The employee may use accrued vacation or other personal time
for any of the purposes allowed under VESSA, but the employee is not required to do so. The
substitution of pald leave time for unpaid leave time does not extend the 12-week VESSA leave
period.

F. MEDICAL AND OTHER BENEFITS WHILE ON VESSA LEAVE: During an approved VESSA
leave, the Kendall County Forest Preserve District will maintain the employee's health benefits,
as if the employee continued to be actively employed. If paid leave is substituted for unpaid leave,
the Kendall County Forest Preserve District will deduct the employee’s portion of the health plan
premium as a regular payroll deduction. If the employee’s VESSA leave Is unpaid, the employee
must pay his portion of the premium during the leave. The employee's group health care
coverage may cease if the employee fails to make timely payments of the employee’s share of
the premiums. if the employee does not return to work at the end of the leave period, the
employee may be required to relmburse Kendall County Forest Preserve District for the cost of
the premiums pald by the Kendall County Forest Preserve District for maintaining coverage
during the employee's unpaid leave, unless the employee cannot return fo work because of the
continuance, onset or recurrence of domestic, sexual, or gender violence, or other circumstances
beyond the employee's control. If that is the case, the employee will be required to produce
written certification to confirm the circumstances beyond the employee's control.

Vacation, sick time, or other benefits will not accrue while on an approved unpaid VESSA leave.
The employee will remain entitled to all of his benefits, which accrued prior fo the employee’s
approved VESSA leave, however.

G. INTERMITTENT AND REDUCED SCHEDULE VESSA LEAVE: VESSA leave may be taken
Intermittently (in separate blocks of time) or on a reduced leave schedule (reducing the usual
number of hours you work per workweek or weekday). If leave is unpaid, the Kendall County
Forest Preserve District may request that the employee’s salary is reduced based on the amount
of time actually worked during the period of time that the employee took approved Intermittent
VESSA leave.

H. VESSA WILL RUN CONCURRENTLY WITH ANY OTHER APPLICABLE LEAVE: VESSA leave
will run concurrently with any other applicable leave. For instance, leave faken under VESSA
which also qualifies under the FMLA will be simultaneously designated as both VESSA and FMLA
leave. Likewlise, absences for which an employee recelves sick time or short-term disability
beneflts for a purpose covered under VESSA will be designated as VESSA leave.

I. RETURNING FROM VESSA LEAVE: H an eliglble employee wishes to return to work at the
explration of his or her approved VESSA leave, the emplioyee may return to the same position
held prior to the VESSA leave or to an equivalent position with equal pay, benefits and other
terms and conditions of employment, subject to any applicable exceptions. However, an
employee who took an approved VESSA leave does not have any greater right to reinstatement
or other benefits and conditions of employment than If the employee had not taken approved
VESSA leave. The employee must return to work immediately after the expiration of his or her
approved VESSA leave in order to be reinstated to the same position held prior to the approved
VESSA leave or to an equivalent position.

If the employee took VESSA leave because of the employee’s own medical or psychological
condition, the employee shall provide medical certification that the employee Is fit to resume full-
duty work.

J. REASONABLE ACCOMMODATION IN THE WORKPLACE: Pursuant to VESSA, the Kendall
County Forest Preserve District will consider making reasonable accommodations In a timely
fashion to an employee or job applicant for a known limitation resulting from domestic, sexual, or
gender violence, unless the accommodation would cause the Kendall County Forest Preserve
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District an undue hardship. If the eligible employee Is an otherwise qualified Indlvidual who can
perform the essential functions of his job, but needs such an accommodation, the Kendall County
Forest Preserve Dlistrict may provide a reasonable accommodation such as an adjustment to the
job structure, an adjustment to the workplace facility, an adjustment to the employee's work
requirements, changing the employee’s work telephone number, changing the employee’s
seating assignment at work, or modifying the physical security of the employee’s work area in
response to a need covered by VESSA. The Kendall County Forest Preserve District may also
consider a request for transfer, reassignment, a modifled work schedule, and/or assisting the
employee in documenting domestic, sexual, or gender violence that occurs in the workplace or
in a work-related setting, if needed due to a known limitation caused by an act or threat of
domestic, sexual, or gender violence. Other safety measures may also be appropriate as a
reasonable accommodation on a case-by-case basis.

Any employee covered by VESSA may make a request for VESSA leave or for a reasonable
accommodation pursuant to VESSA in writing to the employee’s immediate supervisor and the
Kendall County Preserve District.

K. CONFIDENTIALITY: The Kendall County Forest Preserve District will maintain an
employee’s written certifications and other documentation regarding any requests for VESSA
leave in @ confidentlal file. The Kendall County Forest Preserve District will not disclose the
reasons for the employee's VESSA Ieave except on a need to know basis and/or as otherwise
provided pursuant to court order and applicable federal or state laws.

L. NO RETALIATION: The Kendall County Forest Preserve District strictly forbids any of Its
employees, managers of other representatives from discriminating and/or retallating against an
employee because the employee Is or is percelved to be a victim of domestic, sexual, or gender
violence, or has engaged in protected activity under VESSA. If an employee feels he or she has
been denied VESSA rights or if the employee feels he or she has been retaliated against for
having exercised any protected VESSA rights, the employee should immediately report such
action to the Kendall County Forest Preserve District Office. If the employee feels that the Kendall
County Forest Preserve Office has retaliated against the employee for exercising the employee’s
VESSA rights, the employee should immediately report such action in writing to the Kendall
County Forest Preserve District President or the Vice President. The Kendall County Forest
Preserve District President or Vice President may designate someone to Investigate concerns
and take corrective action If It is determined that someone has violated the Kendall County Forest
Preserve District's VESSA policy.

A violation of this VESSA policy may result in disciplinary action up to and Including termination
of employment.

M. REFERENCE TO REQUIRED VESSA POSTING: Kendall County Forest Preserve District has
posted on the employee bulletin board a poster setting forth the relevant provisions of the VESSA.
The terms of that poster are incorporated in this policy document as if they were specifically set
forth. Each employee is charged with familiarizing him/herself with the contents of that poster
conceming all applicable employee rights and obligations under the VESSA.
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Section 7.1

Section 7.2

CHAPTER VII
DISCIPLINARY AND SEPARATION ACTION

STANDARD OF CONDUCT: Whenever people gather together to achleve goals, some
rules of conduct are needed to help everyone work together efficiently, effectively and
harmoniously. By accepting employment with the Kendall County Forest Preserve District,
the employee has a responsibility to the Kendall County Forest Preserve District and to his
feliow employees to adhere to certain rules of behavior and conduct. When each person is
aware that he or she can fully depend upon fellow workers to follow the rules of conduct, then
the organization will be a better place to work for everyone.

DISCIPLINE POLICY: While on Kendall County Forest Preserve District premises or engaged
in Kendall County Forest Preserve District business, every employee is expected to observe
all Kendall County Forest Preserve District rules and to conduct themselves in a professional
and respectful manner. Fallure to do so shall subject the employes to discipline appropriate
under the circumstances, inclusive of discharge.

It shall be the duty of the immediate manager to initiate disciplinary action on his own or to
recommend to the department manager such disciplinary action as the circumstances may
warrant maintaining the efficiency of the department. Disciplinary action may be imposed
upon an employee for any cause deemed appropriate under the circumstances.

An employee may be reprimanded, suspended or discharged whenever It is determined to
be In the best Interest of the Kendall County Forest Preserve District. Such determination
may be made for any such lawful reason, including, without limitation, any one or more of the
following:
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Possessing firearms or other weapons on Kendalll County Forest Preserve District property;
Fighting or assaulting another Individual

Threatening or intimidating others;

Engaging in any form of sexual or other harassment;

Reporting to work under the influence of alcohol, marljuana, or illegal drugs or
narcotics or using, selling, dispensing, or possessing alcohol, marijuana, or illegal
drugs or narcotics on Kendall County Forest Preserve District premises;

Disclosing confidential Kendall County Forest Preserve District information;

Falsifying or altering any Kendall County Forest Preserve Dietrict record or report;
Stealing, destroying, defacing, or misusing Kendall County Forest Preserve District
property or another employee’s or customer's property;

Refusing to follow management's instructions conceming a Job-related matter or
insubordination;

Failing to wear assigned safety equipment or failing to abide by safety rules and
policies;

Smoking where prohiblted by local ordinance or Kendall County Forest Preserve District rules;
Using profanity or abusive language;

Sleeping on the job without authorization;

Gambling on Kendall County Forest Preserve District property;

Playing pranks, practical jokes, or engaging in horse play;

Wearing improper attire or having an Inappropriate personal appearance;
Incompatencs, negligence, inefficiency, or failure or inability to perform your assigned
dutles;

Abusiveness in employee’s attitude or language, or In his conduct resulting in physical
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harm, injury, or harassment to Kendall County Forest Preserve District employees or
the publlc;

Conviction of a felony or any criminal misdemeanor set forth in Section 10-1-7 of the
llinols Compiled Statutes;

Causing damage to public property or waste of the Kendall County Forest Preserve
District supplies through negligence or willful misconduct, or fallure to take reasonable
care of Kendall County Forest Preserve Disfrict property,

Absence from scheduled work without prior authorization;

Claiming slck leave under false pretenses;

. Absence without leave for a period of three (3) days {an involuntary resignation), or a

failure to report after leave of absence has expired or has been disapproved, revoked,
or canceled by the employee’s superlor;

Work history shows excessive or chronic absentesism. Excessive or chronic
absentesism shall be defined as any absence from work that is not otherwise accounted
for with the use of approved vacation, sick/person leave, bereavement leave, jury duty.
Family Medical Leave, IMRF Disability Leave, military leave or a general leave of
absencs;

Any other reason as determined by the employee's manager, Executive Director or
Kendall County Forest Preserve District Board member.

These grounds for discipline DO NOT constitute an exhaustive list of all the acts
which will subject an employee to disciplinary action. No set of rules can cover all
situations. The Kendall County Forest Preserve District reserves the right to discipline
and discharge employees for unacceptable conduct other than those prescribed
herein.

With respect to all employees, it is the policy of the Kendall County Forest Preserve
District to apply progressive discipline In the forms prescribed below where
appropriate. The Kendall County Forest Preserve District may forego lesser forms of
discipline and proceed immediately to dismissal depending upon the nature of the
employee's conduct.

In general, any action or attitude which adversely affects Job performance or the
reputation of Kendall County Forest Preserve District government may be cause of
disciplinary actlion.

The following is a recommended procedure for employee disclpline consisient with
legal guidelines and good personnel management, and which may be utilized unless
otherwise provided by Statute. While a system of progressive disclpline may be
followed, It is not always appropriate that each step be completed before moving to
the next level or that any step be taken prior to discharge.

1. Documented Verbal Reprimand: The immediate supervisor may give a verbal
reprimand and explanation to the employee of which he did wrong and why It is
important that the episode not be repeated. The iInmediate manager will then make
a short written record of thelr conversation. The manager and employee will both
initial the written record, and both will retain a copy of it. This record will become part
of the employee’s departmental Kendall County Forest Preserve District personnel
file only If the conduct or performance did not become satisfactory after 90 days have
elapsed.

2. Written Reprimand: If the employee continues to have difficulties in the same
areas, or if the violation or infraction warrants, the immediate supervisor may prepare
a written warning which contains a statement as to the date and nature of the
infraction, and any other pertinent data including corrective measures to be taken.
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Section 7.3

This record will be retained in the employee’s personnel file.

3. Disciplinary Probations: Repetition of conduct otherwise meriting a lesser form of
disclpline, or commission of more serlous misconduct, may result in an employee
being placed on probation for a period of from one to three months, This may be done
simultaneously with or following a written reprimand.

4, Suspension: The department manager may use suspension as a disclplinary
action. The department manager may order an employee absent from dutles with or
without pay for a period not to exceed 30 calendar days, only if there is evidence or

reasonable suspicion that serious offense has been committed against the Kendall
County Forest Preserve District or another empioyee. Prior to suspension, the
department manager must inform the employee in writing of the charges against him
and the basis thereof allowing the employee to give his side of the story. However, If
the presence of the employee poses a continuing threat or disruption to the
department, the department manager may order the suspension without notice. The
department manager shall, within 24 hours of such action, prepare memorandum
stating the grounds for such action, and submit it to the suspended employee, and
the Executive Director and/or Human Resources, Accounting and Reservation
Manager. Such memorandum shall be held confidential.

Dismissal: Since all employees are at-will, the Kendall County Forest Preserve
District retalns the right to dismissal and that remains the right of the department
manager or Executive Director.

5. Removal of Department Managers: Department managers serve at the pleasure
of the Kendall County Forest Preserve District Board. A department manager may be
removed by a majority vote of the members present at any reguiar or special meeting
of the Kendall County Forest Preserve District Board. In situations where the Kendall
County Forest Preserve District Board President deems It necessary, the Kendall
County Forest Preserve District Board President shall have the power to order the
immediate suspension of the department manager with pay until acted upon by the
Board. In such cases, the Board shall act on the suspension within ten days voting
either to remove permanently or reinstate the department manager. In cases of
urgency, the Kendall County Forest Preserve District Board President or in his/her
absence, the Kendall County Forest Preserve District Board Vice President and the
State's Attorney will have the authority to terminate a department head.

GRIEVANCE PROCEDURE

A

General

A grievance Is a non-probationary employee complaint arising from a situation that
Is contrary to regular and ordinary employment practices and falls in the following
categories.

1. Seafety

2, Working Conditions

3. Wages and Hours

4. Involuntary Termination

Employees have the right to a fair hearing on any request or complaint arising inthe
course of employment. Each supervisor/department manager has an obligation to
make every effort to resolve employee relation problems informally as theyarise.
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B. Definitions and Rules for Grievance Procedure

Work days are conskdered to be Monday through Friday, exclusive of the Kendall
County Forest Preserve District observed holidays.

A grievance filed by an employee of the Kendall County Forest Preserve District,
except those of elected officials, shall be filed in accordance with provisions of this
policy. An employee representative may be involved with and/or represent the
employee at any step in the procedure.

if at any step in the grievance procedure the representative of the employer fails to
respond within the time limits set forth, the employee may appeal the grievance to
the next step within the time limits set forth. Time limits may be extended by mutual
consent of both partles involved provided their decision has been communicated to
the Kendall County Forest Preserve District Executive Director,

The grievance committee shall consist of the Kendall County Forest Preserve District
Board President, ththe Forest Preserve Vice-President and the Kendall County
Forest Preserve District Executive Director. If there is a confiict of interest or a
member of the committee declines to sit on the committes, the Kendail County Forest
Preserve District Board President shall appoint a Kendall County Forest Preserve
District board member as a replacement.

C. Grievance Filing Procedure

These procedures are intended to encourage open communications between
employees and their supervisors, and swift resolution.

Step 1

The goal of swift resolution can best be achieved if employees will present their
grievance verbally to their immediate supervisor. This should be done as soon as the
cause for the grievance is known, but not later than five (5) workdays from the
occurrence or circumstance. The immediate supervisor should respond verbally as
soon as possible, but again no longer than five (5) workdays from receipt of the
grievance. Many, if not most grievances, can be resolved swiftly in this informal
manner.

Step 2
if the grievance is not settled at Step 1, the employee may file a written grievance

with the department manager, within five (6) workdays after the immediate
supervisor's response in Step 1. The department manager and the supervisor shall
discuss the grievance with the employee at a time mutually agreeable to the parties
(within five (5) workdays). The department manager shall provide a written answer to
the grievance with five (5) workdays following the meeting with the employee. If the
department manager Is the immediate supervisor referred to in Step 1, then the
employee will proceed to Step 3 immediately.

Step 3

If the grievance Is not settled In Step 2 and the employee wishes to appeal the
grievance further, the employee shall assume the responsibliity of referring the
written grievance within five (5) workdays to the Kendall County Forest Preserve
District President, who shall call a Grievance Committee meeting. A meeting will be
held between the Grievance Committee and the employee, the employee's
representative (if applicable) and the immediate supervisor agreeable to the partles
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not to exceed twenty-one (21) workdays after the grlevance is presented to the
committee. The Grlevance Committee shall provide the employee with a written
answer fo the grievance within five {5) workdays following the meeting.

D. Decision

The decision of the Grievance Committee of the Kendall County Forest Preserve District
Board shall be final.

E. Accelerated Grlevance Procedure of Suspension without Pay

In grievance cases involving suspension without pay, the employee may elect to follow the
following “fast track™ grievance procedure: Omit Step 1 and go immediately

to Step 2 unless this department head was the one who took the action fo
suspend the employee without pay or termInate the employee involuntarily
then the employes shall proceed Immediately to Step 3 and file the written
grievance: with the appropriate committee chairman.

Section 7.4 ILLINOIS CLEAN INDOOR AIR/SMOKE FREE WORKPLACE:
The lllinois Clean Indoor Air law {Public Act 86-1018), July 1980 established that non-
smoking is the policy for the State of lllinois and prohibits smoking In all public places and
places of work, regardless of size, except where specifically excluded from coverage.
Kendall County Forest Preserve District considers vehicles owned or leased by the Kendall
County Forest Preserve District to be places of work and thus, smoking In Kendall County
Forest Preserve District vehicles is prohibited.

Sectlon 7.5 HARASSMENT POLICY

AENas DLINTY Drest Frasarve DISNCLs C ACHINS dW1
Harassment and Sexual Migconduct (Revised December 19, 2017)

Please be advised that this Policy Is not Intended fo and does not create a contract of
employment, express or implied, and this Policy does not alter the employment at-will
relatlonship with Kendall County Forest Preserve District This policy applies to all
employees of Kendall County Forest Preserve District, and It supersedes any and all other
policles regarding or relating to unlawful discrimination, harassment and sexual
misconduct previously adopted by the Employer.

A. STATEMENT OF POLICY

The Employer does not tolerate or condone unitawful digcrimination or harassment on the basis of race,
color, religion, creed, sex, gender-identity, sexual orlentation, pregnancy, chlldbirth, medical or common
conditions retating to pregnancy and childbirth, genetic information, natlonal 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 classtification prohibited under federal or state law. The Employer
also prohibits sexual misconduct. The Employer neither 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 unpaid intern. The Employer prohibits retaliation against (a) an employee who complains about or
reports any act of unlawful discrimination, unlawful harassment or sexual misconduct in violation of this
policy or (b} any employee who participates in an investigation pursuant to this policy. The Employer is
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committed to ensuring and providing a work place free of unlawful discrimination, harassment, sexual
misconduct and retallation. Any employee who violates this policy is subject to disciplinary action up to and
including termination of employment.

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

1. Submission to or rejection 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 basis for an employment decision
affecting the harassed employse or;

3. The unlawful harassment has the purpose or effect of unreasonably interfering with the
employee’'s work performance or creating an intimidating, hostile 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, Iincluding but not limited to the
following:

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

# The harasser can be the employee’s supervisor, an agent of the employer, a
supervisor in another area, a co-worker, or a non-employee.

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

* Unfawful sexual harassment may occur without economic injury to or discharge of the
employese.
e The harasser's conduct must be unwelcome.

Each employee must exercise his or her own good judgment to avoid engaging in conduct that others may
perceive 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 exploitation, sexual
intimidation, rape, sexual assault, or ANY sexual contact or sexual communications with a minor (including,
but not limited to, conduct or communications which are written, electronic, verbal, visual, virtual or

physical).
B. RESPONSIBILITIES
i. Supervisors

Each supervisor shall be responsible for ensuring compliance with this policy, including the
following:

1. Monitoring the workplace environment for signs of unlawful discrimination, unlawful
harassment or sexual misconduct;

2. Immediately notifying law enforcement where there is reasonable belief that the observed or
complained of conduct violates the criminal laws of the State of lllinois.

3 Immediately notifying the Department of Children and Famlly Services {(DCFS) Hotline (1-
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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 observed 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 line of supervision;

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

6. Taking Immediate action to limit the work contact between the Individuals when there has
been a complaint of unlawful discrimination, unlawful harassment or sexual misconduct,
pending Investigation.

i Employees

Each employee is responsible for asslsting in the prevention 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. Immaediately reporting any violations of this policy to a supervisor and law enforcement (if

appropriate under the clrcumstances) and/or DCFS (if appropriate under the
circumstances). Employees are required to report violatlons of this policy as soon as
they occur. An employee should not walit until the conduct becomes unbearable before
reporting the prohibited conduct. All employees are obligated to report instances of
prohiblted conduct even if the conduct is 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 prohibited 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 he/she is the victim of conduct in violation of
this policy to report these acts to a supervisor.

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

If you are advised by another person that your behavior Is offensive, you must immediately stop the
behavior, regardless of whether you agree with the person's perceptions of your intentions.

The Employer does not consider conduct in violation of this policy to be within the course and scope of
employment and does not sanction such conduct on the part of any employee, including supervisory and
management smployses.

C. COMPLAINT PROCEDURES

The Employer takes allegations of unlawful discrimination, uniawful 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 pollcy as soon as it occurs.

l. Bringing a Complaint
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Any employee who believes that there has been a violation of this policy may bring the matter to the attention
of the Employer by making a confidential report to any one or more of the foliowing individuals:

1. The employee's immediate supervisor;

2. The offending empioyee's immediate supervisor,;

3. The Kendall County Forest Preserve District Executive Director.
The empioyee may submit their complaint directly to the Prasident of the Kendall County Forest Preserve
District Board or the Kendall County Forest Preserve District Human Resources Manager If the alleged

offender is the employee's department supervisor or elected official, the Kendall County Forest Preserve
District or a Kendall County Forest Preserve District Board Member.

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

Knowingly making a false report and/or knowingly providing false Information as part of an investigation
pursuant to this policy may result in disciplinary action up to and Including termination of employment.

Resolution of a Complaint

Upon receipt of a complaint, the Employer will undertake such investigation, corrective and preventive
actions as are appropriate. In general, the procedure in resolving any complaints can (but will not
necessarlly) include any of the following items:

1. A meeting between the employee making the complaint and an individual designated by
the Employer to investigate such complaints. The complaining employee should provide
the following Important data:

a. A description of the specific offensive conduct;

b. Identification of all person{s) who engaged in the conduct;

c. The location where the conduct occurred,;

d. The time when the conduct oceurred;

e. Whether there were any withesses to the conduct;

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

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

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

2 Although not required, the Employer encourages anyone who makes a complaint under
this policy to provide a written statement setting forth the above details and attaching any
pertinent records to assist the Employer with its investigation.

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

4, After the alleged offending Individual Is interviewed, any witnesses identified by either the
complaining employee or the alleged offending individual may be interviewed separately.

5. Once the Investigation Is completed, the Employer will take such action as is appropriate
based upon the information obtalned in the Investigation. In the event that the Employer
finds merlt in the charges made by the complaining employee, disciplinary action may be
taken up to and including termination of employment.

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

D. NON-RETALIATION

Under no clrcumstances will there be any retaliation against any employee (a) for making a complaint of
unlawful discrimination, unlawful harassment or sexual misconduct pursuant to this policy; (b) for engaging
in protected activity under the lllinois Human Rights Act (775 ILCS 5/1 et seq.), and/or (c) for engaging in
protected activity under the State Officials and Employees Ethics Act (5 ILCS 430/1 et seq.).

Also, pursuant to the lllinols Whistleblower Act (740 ILCS 174/1 et seq.), the Employer Is prohibited from
retaliating against any employee who (a) discloses Information in a court, an administrative hearing, or before
a legislative commission or committee, or in any other proceeding, where the employee has reasonable
cause to believe that the information discloses a violation of a State or federal law, rule, or regulation; (b)
refuses to participated in an activity that would result in a violation of a State or federal law, rule or regulation,
including, but not limited to violations of the Freedom of Information Act; and (c) Is disclosing or attempting
to disclose public corruption or wrongdoing.

Any act of retaliation by any party directed agalnst a complaining employee, an accused employes,
witnesses, or participants In the process will be treated as a separate and distinct charge and will be similarly
investigated. Complaints of retaliation should be brought to the attention of the Employer pursuant to the
complaint procedures set forth in Section C above.

The employee should present the complaint of alleged retaliation as promptly as possible after the alleged
retaliation occurs. '

E. MISCELLANEOUS

If you have any questions concerning the Employer's policies on this matter, please see your immediate
supervisor, the Kendall County Forest Preserve District Executive Director, and/or the Kendall County
Forest Preserve District President.

An employee who believes that he or she has been the subject of unlawful harassment, unlawful
discrimination, and/or unlawful retaliation In violation of the lllinols Human Rights Act also has a right tofile a
charge of discrimination with the lllinols Department of Human Rights pursuant to the lliinois Human Rights
Act and applicable regulations. For further information, an employee may call or write to the lllinols
Department of Human Rights.

100 West Randolph Street, Chicago, lllinois 80601; telephone (312) 814-6200. Also, further
information may be obtained from the U.S. Equal Employment Opportunity Commission
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Sectlon 7.6

(EEOC), telephone: (800) 669-4000 or for matters involving the abuse of minors the lllinols
Department of Children and Family Services (DCFS), telephone: (800) 25-ABUSE.

DRUGS AND ALCOHOL POLICY

A. SCOPE: This policy applies to all employees, interns and volunteers of the Kendali

County Forest Preserve District (shall herein be referred to collectively as “employees”
for purposes of this policy only) while on the job and to situations where an employee's
off-the-job or off-premises conduct impairs work performance or undermines the public
confldence In, or harms the reputation of the Kendall County Forest Preserve District.
This policy shall also apply to all candidates for employment with the Kendall County
Forest Preserve District who have been glven conditional offers of employment. Such
persons are responsible to be familiar with and comply with this policy. The provisions of
this pollcy are subject to any federal, state, or local laws that may prohibit or restrict their
applicability, and testing for drugs and alcohol shall be conducted in accordance with and
limited by such laws, notwithstanding any terms of this policy to the contrary. No part of
this policy, nor any of the procedures hereunder, guarantees employment, continued
employment, or terms or conditions of employment or limits in any way Kendall County
Forest Preserve District's right to manage the workplace and/or discipline employees of
the Kendall County Forest Preserve District.

B. DEFINITIONS: For purposes of this policy only, the following definitions shall apply:

1. Drug: includes any and all of the following:

a. Any controlled substance as defined in the lllinois Controlled Substances
Act (720 ILCS 570/100 ot seq.);

b. Cannabis as defined in Section 1-10 of the lllinois Cannabis Regulation
and Tax Act and Section 3(a) of the lllinols Cannabis Control Act;

c. A prescription drug prescribed to the employee but is not taken in
accordance with the prescription given to the employee;

d. A prescription drug for which the employee has no valid prescription; and

e. Over-thecounter medications not used In accordance with product
and/or physician instructions.

f.  Cannabidiol or CBD and hemp products. CBD and hemp products are
widely used for pain relief, anxlety, inflammation and other conditions
and can be found almost anywhere. The accessibilty of CBD is
misleading. CBD in its pure form does not contain THC, but until the
production and marketing for CBD becomes regulated, employees must
be aware that some CBD products may contain THC in varylng amounts,
desplite packaging that indicates otherwise. An employee who uses CBD
or CBD products who must submit to a drug test runs the risk of testing
positive for THC.

2. Algohol: includes all alcohol, spirits, wine, beer and alcoholic liquor as defined In

Sections 1-3.01 through Section 1-3.05 of the lllinols Liquor Control Act (235 ILCS 6/1-

3.01 ot seq.)
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3. Kendall County Forest Preserve District property: Includes all land, buildings,
structures, real property, parking lots, and means of transportation owned by, rented or

leased by or to Kendali County Forest Preserve District.

4. Safety sensitive function: was defined by the United States Supreme Court as any
job function fraught with such risks of Injury to others that even a momentary lapse of
attention can have disastrous consequences. The category of safety sensitive
functions Includes job duties described as safety sensitive by applicable Federal Motor
Carrier Safety Administration (FMCSA) or other applicable regulations, statutes, or
case law.

C. POLICIES: It is the responsibility of both Kendall County Forest Preserve District and the
employee to malntaln a healthy and efficient workforce free from the effects of drug and alcohol
abuse. Conslstent with this goal and in response to the requirements of the lllinois Drug Free
Workplace Act (30 ILCS 580/1-11), Kendall County Forest Preserve District has developed the
following Drug and Alcohol Policy:

1. Kendall County Forest Preserve District prohibits the following:

a. The possession, use, sale, transportation, distribution, manufacturing, and
dispensing of drugs (including, but not limited to controlled substances and
cannabis), drug paraphemalia, and/or alcohol, by anyone while on Kendall
County Forest Preserve District property or while on business for the Kendall
County Forest Preserve District, except in accordance with job duty
requirements.

b. Being impaired or under the Influence of drugs or alcohol away from Kendall
County Forest Preserve District property, if such impairment or influence
adversely affects the employee's work performance, the safety of the employee
or others, or puts at risk the Kendall County Forest Preserve District's reputation.

c. Possession, use, solicitation for, or sale of drugs or alcohol away from Kendall
County Forest Preserve District property, If such activity or involvement
adversely affects the employee's work performance, the safety of the employee
or others, or puts at risk the Kendall County Forest Preserve District's reputation.

2. Itls the responsibility of all Kendall County Forest Preserve District employees to report
to thelr Inmediate supervisor when reasonable suspicion exists that another employee
is impaired or under the influence of drugs or alcohol while on Kendall County Forest
Preserve District property and/or while on business for the Kendall County Forest
Preserve District.

3. Any employee convicted of any criminal drug statute violation shall notify Kendall
County Forest Preserve District and the employee's immediate supervisor of such
conviction in writing no later than five (5) calendar days after such conviction, unless
the conviction has been sealed, expunged or Iimpounded under Section 5.2 of the
Criminal Identification Act.

4. The Kendall County Forest Preserve District will not penalize an employee or applicant
solely for (a} his/her status as a registered qualifying patient or registered designated
caregiver under the Compassionate Use of Medlcal Cannabis Pilot Program Act or (b}
the employee’s use of a prescription drug for which the employee has a valid
prescription and for which the employee Is taking the prescription drug In accordance
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with their doctor's instructions, unless failing to do so would put the Kendall County
Forest Preserve District in violation of federal law or unless failing to do so would cause
the Kendall County Forest Preserve District to lose a monetary or licensing-related
benefit under federal law or rules. The Kendall County Forest Preserve District
prohibits an employee’s use and storage of medical cannabis on Kendall County Forest
Preserve District property and/or while performing their assigned job duties for the
Kendall County Forest Preserve District. The employee shall promptly notify Kendall
Forest Preserve District and the employee's immediate supervisor (in writing, if
possible) if (a) the employee Is a registered qualifying patient/registered designated
caregiver and the lawful use of the medical cannabis would affect the employee’s ability
to safely and effectively perform the dutles of their job or {b) the employee Is lawfully
using a prescription drug for which the employee has a valid prescription and the lawful
use of the prescription drug would affect the employee's ability to safely and effectively
perform the duties of their job.

5. Effective January 1, 2020, the llinols Cannabis Regulation and Tax Act will allow the
recreational/non-medical use of cannabis in the State of lllinols. Section 10-50 of the
linols Cannabis Regulation and Tax Act allows employers like Kendall County Forest
Preserve District to adopt a “zero tolerance” policy. As such, the Kendall County Forest
Preserve District hereby adopts a “zero tolerance” policy and states that employees are
prohibited from:

o Being under the influence of recreational/non-medical use cannabis while on
Kendall County Forest Preserve District property; while performing the
employee’s job duties; during compensated time; and/or while the employee is
on call for the Kendall County Forest Preserve District;

« Using, selling, distributing, and/or possessing recreational/non-medical use
cannabls while on Kendall County Forest Preserve District property; during
compensated time; while performing the employee’s job duties for the Kendall
County Forest Preserve District; and/or while the employee Is on call for the
Kendall County Forest Preserve District, except in accordance with job duty
requirements;

« Using recreational/non-medical use cannabis four (4) or fewer hours before
performing job functions that may involve safety-sensitive duties;

¢ Reporting for duty or remaining on duty while under the influence of
recreational/non-medical use cannabis;

¢ Using recreational/non-medical use cannabis during eight (8) hours following a
work-related accident, or until undergoing a post-accident test; or

+ Refusing to take a drug and alcohol test in accordance with the testing
procedures set forth beiow.

6. With respect to alcohol, the Kendall County Forest Preserve District hereby adopts a
“zero tolerance” policy and states that employees are prohibited from:

¢ Being under the influence of alcohol while on Kendall County Forest Preserve
District property; while performing the employee's job duties for the Kendall
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7.

10.

County Forest Preserve District; during compensated time; and/or while the
employee is on call for the Kendall County Forest Preserve District;

o Using, selling, distributing and/or possessing alcohol while on Kendall County
Forest Preserve District property; while performing the employee’s job duties;
during compensated time; and/or while the employee is on call for the Kendall
County Forest Preserve District, except in accordance with Jjob duty
requirements;

« Using alcohol four (4) or fewer hours before performing job functions that may
involve safety-sensitive duties;

« Reporting for duty or remalning on duty while under the influence of alcohol;

e Using alcohol during eight (8) hours following a work-related accident, or until
undergoing a post-accident test; or

» Refusing to take a drug and alcohol test in accordance with the testing
procedures set forth below.

Any alcohol and/or drug that could affect performance of job duties is prohibited. This
includes the use of any drug, except by doctors’ prescription and only then if the doctor
has advised the employee that the drug will not adversely affect the employee's ability
to safely perform their job duties. lt is the empioyee’s responsibility to promptly inform
(in writing, If possible) Kendall County Forest Preserve District and the employee's
immediate supervisor if the employee is taking an over-the-counter medication and/or
lawfully prescribed medication that may affect the employee’s ability to safely and
effectively perform the duties of their job.

An off-duty employes shall not drive a vehicle for work-related purposes, within two (2)
hours after the employee has consumed any one or more of the following: alcohol,
medical cannabls, recreational/non-medical use cannabis (effective January 1, 2020), a
prescription medicatlon/controlled substance for which the employee has a valid
prescription and the employee’s prescribed medication/controlled substance impairs
the off-duty employee's physical and/or mental capacities, and/or any other drugs (as
defined above in Section B(1) of this Policy).

Any employee who violates this policy may be subject to disciplinary action up to and
including termination of employment.

If the employee’s employment is not terminated as a result of the employee's violation
of this policy, the employee may be required to enroll in a drug or alcohol counseling
rehabilltation or assistance program (EAP) at the employee’s expense. If any
employee who is in need of the EAP refuses to cooperate and/or attend the EAP, such
conduct may constitute grounds for immediate termination of employment. Also, any
employee who violates this policy and/or any employee who participates in an EAP and
then violates this pollcy for a second time may be subject to immediate termination of
employment. Any employee who is required by this policy to satisfactorlly particlpate in
an EAP shall furnish to his or her supervisor written proof of the satisfactory completion
of the EAP.

D. PROCEDURES: To provide a safe drug and alcohol free working environment, the Kendall
County Forest Preserve Disfrict shall:
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1. Provide increased awareness through training, education and communication of the
subject of alcohol and other drug abuse.

2. Recognize that there may be employees who have an alcohol, drug or stress problem
and stand willing to assist In the resolution of that problem by encouraging employees
to sesk help through the Employee Assistance Program.

3. Cooperate with outside law enforcement agencies.

4. Conduct alcohol and drug testing in accordance with the Employee Testing Policy as
get forth below.

5. Take any other actions deemed necessary and appropriate including, but not limited to,
disciplinary action up to and including termination of employment.

E. EMPLOYEE TESTING: Because the public has the absolute right to expect the Kendall County
Forest Preserve District to work toward reducing the probability of accidents or incidents related
to the misuse of alcohol or drugs the Kendall County Forest Preserve District requires the testing
of employees and mandates an anti-drug and alcohol misuse prevention program.

1. When Testing May Occur: Employees working for the Kendall County Forest Preserve
District may be required to submit to drug and alcohol testing, by breathalyzer test,
urinalysis test and/or other appropriate drug and/or alcohol testing, in any one or more of
the following situations:

e Pre-employment for candidates that have recelved a contingent offer of
employment for a safety-sensitive position;

« Post-accident;
» Reasonable suspicion;

¢ Retumn to duty, when an employee has violated the prohibited drug and alcohol
standards.

For purposes of this policy, “post-accident” testing shall occur if the Kendall County
Forest Preserve District has reasonable cause to believe an employee has an on-the-Job
injury that Is considered recordable under OSHA guidelines (i.e., requiring medical
treatment) as a result of being under the influence. The employee will also be required to
undergo post-accident testing if required by FMCSA, Department of Transportation
(DOT) or other applicable regulations. Anyone who suffers a reportable accldent on
Forest Preserve District property and/or time must report it within one (1) hour or as soon
as reasonably possible after the accldent to his or her inmediate supervisor or manager,
so that proper action and or medical treatment may be provided. Failure to timely report
any Injury may be grounds for disciplinary action up to and Including termination of
employment. If a positive test result is recelved following a post-accident drug and or
alcohol test, then the employee may be subject to disciplinary action up to and including
termination of employment.

For purposes of this policy, “reasonable suspicion™ means that the Kendall County Forest
Preserve District's representatives have observed and can describe specific symptoms of
an employee while working that decrease or lessen his or her performance of the duties

57



DRAFT for REVIEW - Operations Committee Meeting — October 7, 2020

or tasks of the employee’s job position, including, but not limited to symptoms related to
the employee's spesch, breath, physical dexterity, agility, 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, or carelessness that
results in any Injury to the employee or others, or detection of alcohol, drug and/or drug
paraphernalla in the area where an employee has/had been working.

The following employees must first be given a reasonable opportunity to contest the
basis of the suspected impalrment before belng subject to discipline based on a
reasonable suspicion of impalment:

» A registered quallfying user of medical cannabis under the Compassionate Use of
Medical Cannabis Pilot Program Act;

¢ Anemployee taking a prescription drug for which the employee has a valid
prescription; and

¢ Anemployee that is under the influence or impaired by cannabis, but only f lllinois
House Bill 1438 (also known as the “lllinois Cannabis Regulation and Tax Act’) is
adopted into law In the State of lllinois after the effective date of this Employee
Handbook.

Upon receipt of a contingent offer of employment, candidates for safety-sensitive or
securlty-sensitive positions may be subject to pre-employment drug testing. Individuals
to whom a contingent offer Is made whose pre-employment drug test returns positive for
controlled substances and alcohol (as defined below In Section D 2. a and b of this
Policy. (except with respect to legally prescribed drugs and over-the-counter
medications) will be Ineligible for employment and their contingent offer of employment
may be revoked.

As Kendall County Forest Preserve District is a drug-free workplace, it reserves the right
to conduct random testing on employees with safety-sensitive or security-sensitive job
duties. The following positions Include safety-sensitive or security-sensitive functions,
and as such are subject to random testing: No positions as of January 2020. Where
random testing is prohibited or restricted by applicable federal, state or local statute or
regulation, or other legally-binding agreement, the Kendall County Forest Preserve
District will conform to all applicable laws, regulations, and/or agreements
notwithstanding the provisions of this policy.

2. What Wil Be Tested:

a. Controlled Substances: Drug testing shall include, but Is not limited to, testing of
the following panel of drugs:

e Marijuana THC (metabolite)

e Cocaine, any form or derivative thereof

¢ Amphetamines (including methamphetamines)
» Oplates (including heroin, opium, etc.)

¢ Phencyclidine (PCP)
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5.

When the lllinols Cannabis Regulation and Tax Act becomes effective on January 1,
2020, “under the influence” or “impaired” by cannabis shall be defined for purposes of
this Drug and Alcohol Pollcy as having a tetrahydrocannabinol concentration of 5
nanograms or more in the employee’s whole blood or 10 nanograms or more in another
bodily substance of the employee. Also, an empioyee found to have a
tetrahydrocannabinol concentration of 2.5 nanograms or more in the employee’s whole
blood or § nanograms or more in another bodily substance of the employee shall not
perform nor be permitted to perform any job functions for at least 24 hours following the
test result and may be subject to the same procedures as a positive test result, which
may Include disciplinary action, not to exclude termination of employment.

b. Alcohol: For purposes of this Employee Testing Policy, “under the influence of
alcohol* shall be defined as breath alcohol test results with an alcohol concentration
of 0.08% or above and shall be considered to be a positive test result. Also, an
employee found to have an alcohol concentration of greater than 0.04% and less
than 0.08% shall not perform, nor be permitted to perform any Job functions for at
least 24 hours following the test result and may be subject to the same procedures
as a positive test result which may include disciplinary action, not to exclude
termination of employment.

Refugal To Test: Refusal to submit to a required alcohol or drug test is prohibited.
Refusal to submit to a test may result in the same procedures as a positive test result
which may include disciplinary action, up to and Including termination of employment.
Refusal to submit to a test shall be defined as:

« Falling to provide adequate samples for testing without medical reason;
» Falling to show up at the testing site when instructed;

« Engaging In conduct that obstructs the testing process; and/or

« Falling to comply with any of the procedures set forth in this policy.

Confidentlality: The employee's right to privacy will be respected, and the Kendall
County Forest Preserve District shall keep the results of any testing strictly confidential
to the extent required or permitied by applicable state and federal law. However, the
Kendall County Forest Preserve District may use the results to decide upon an action to
be taken towards an employee, or to the extent necessary, to defend its actions in any
subsequent grievance, administrative proceeding or legal or other proceeding.

Treatment: An employse who voluntarily informs Kendall County Forest Preserve
District that he/she has a drug or alcohol abuse problem and desires rehabilitation
asslstance may be granted a leave of absence, in accordance with the Kendall County
Forest Preserve District's Family and Medical Leave Act Policy, provided the employee
is otherwige eligible for such leave pursuant to the Family and Medical Leave Act Policy.
The sole purpose of such leave is to 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 returns to work after
completion of a rehabilitation program and who subsequently violates this policy may be
immediately discharged without regard to a request for further rehabllitation.

EAP: Employees who have questions about this policy should contact Kendall County
Forest Preserve District. The Kendall County Forest Preserve District shall continue to
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7.

provide employees with access to an EAP similar to that which exists on the effective
date of this Employee Testing Policy.

Procedures For Testing:

An applicant or employee shall be required to submit to alcohol and/or drug testing
at a time and place designated by thie Kendall County Forest Preserve District
Department Manager or Elected Official or their designee, or whenever In the sole
opinion of the Kendall County Forest Preserve District or their designee, there is
reasonable suspicion for such testing.

In the event of testing for reasonable suspicion, the Kendall County Forest Preserve
District or their designee shall provide the employee with notice of the basis for
reasonable suspicion. In addition, the Kendall County Forest Preserve District
Department Manager or Elected Official or their designee may require an employee
to submit to alcohol and drug testing when an employee is Involved in an on duty
incldent involving significant damage to property or personal injury to anyone. The
Kendall County Forest Preserve District shall use only licensed clinical laboratories
for such testing.

All ¢rug and alcohol tests will be conducted, reviewed and interpreted by
professionally trained and certifiled technicians and/or medical review officers (MRO)
who will follow a chain of custody, and other procedures prescribed by applicable
state and federal laws, in order to ensure and confirm the accuracy of the test results.
Test procedures shall conform to the NIDA Standards of the Federal Guldelines
issued by the Department of Health and Human Services, Alcohol, Drug Abuse and
Mental Health Administration. In the event there is a confiict between the procedures
set forth in this policy and the NIDA standards, the NIDA standards shall control.

In cases where an applicant or employee receives a negative-dilute test result, the
applicant or employee may be required to re-take the test. If there is a second
negative-dilute test result, it will be accepted as a negative test resuit.

At the time of any urinalysis test, the employee may request that a blood sample be
taken at the same time so that a blood test can be performed if the employee tests
positive in the urinalysis test. If an employee tests positive in any such test, the test
results shall be submitted to the Kendall County Forest Preserve District for
appropriate action. A portion of the tested sample shall be retained by the laboratory
so that the employee may arrange for a confirmatory test to be conducted by a
licensed clinical laboratory of the employee's choosing and at the employee’s
axpense.

In cases where an employee is notified of a positive drug or alcohol test, the
employee shall be removed from duty for up to 72 hours. The employee may request
that the second sample of the split sample be tested, at their own expense. If the
resuits of the second sample come back as negative, The Kendall County Forest
Preserve District wlll reimburse the employee for the cost of the negative test.

The employee shall have the right to dispute the administration of the test and/or the
significance and accuracy of the test. Any such dispute shall be submitted in writing
to the Kendall County Forest Preserve District.
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8. Positive Teet Results:

a. [f an applicant tests positive for drug(s) andfor alcohol in a test administered
under this Policy, Kendall County Forest Preserve District Department Manager
or Executive Director, In their sole discretion, may rescind any offer of
employment made to the applicant.

b. If an employee tests positive for drug(s) and/or alcohol in a test administered
under this Policy, the Kendall County Forest Preserve District Department
Manager or Executive Director, in their sole discretion, shall have the right to
discipline the employee, up to and including termination.

¢. If an employee tests positive and Is not terminated, the Kendall County Forest
Preserve District Department Manger or Executive Director, in their sole
discretion, reserves the right to offer participation in an approved alcohol
rehabilitation or drug abuse assistance program, at the employee’s cogt, ag an
alternative to, or in conjunction with discipline. However, the employee must
satisfactorily complete the program as a condition of continued employment.
Upon the employee’s return to work, the Kendall County Forest Preserve District,
in their sole discretion, may require such employee to submit to a random
urinalysis or other appropriate alcohol and/or drug tests during the twelve (12)
month period following the date any employee tests positive In any test and
returns to work. Any such random tests shall occur at times and places
designated by the Kendall County Forest Preserve District. In the event such an
employee tests positive again, the employee shall be immediately terminated.
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Section 8.1

Section 8.2

Section 8.3

Sectlon 8.4

Section 8.5

CHAPTER VIIl TECHNOLOGY POLICY

ORDER:

Information technology (IT) resources are assets of Kendall County Forest Preserve District
and must be used for authorized business. IT resources include, but are not limited to,
electronic computer equipment, software, Internet access, email accounts, and the
information which is stored, processed, or transmitted from, to or through that equipment.
Kendall County Forest Preserve District (IT) resources must be protected from accidental or
unauthorized access, use, disclosure, modification, or destruction by employees,
contractors, or any individual whether on Kendall County Forest Preserve District or non-
Kendall County Forest Preserve District provided equipment.

OVERVIEW:

The Kendall County Forest Preserve District reserves the right to, among other actions,
access, audit, block, delete, disclose, intercept, monitor, publish, recover, restrict, restore,
review, screen, or frace any information at any time without notice.

SECURITY:

Each user is authorized to access only Information which Is required to do his/her job.
Unauthorized access to information is strictly prohibited. All users must safeguard Kendall
County Forest Preserve District information and treat electronic documents/communications
with the same level of care, both in production and storage, as is accorded documents and
communications that are in print form. Access to (IT) resources will be Immediately
deactivated when a Kendall County Forest Preserve District employee terminates
employment or rights are withdrawn for any other reason.

ENFORCEMENT:

Use of any Kendall County Forest Preserve District (IT) resource will be audlted and
monitored. It Is each user’s responsibility to understand and comply with the set forth Policy.
Noncompllance with this Policy may be cause for disciplinary action as well as monetary
charges being assessed where appropriate. If it is determined that an employee has
misused (IT) resources, the employes will be subject to appropriate disciplinary action for
misuse of Kendall County Forest Preserve District property, up to and including discharge.

DEFINITIONS:

Users — The term users refers to all employees, independent contractors, consultants,
temporary workers and other persons or entities who use Kendall County Forest Preserve
District Information Technology resources.

Information Technology (IT) Resources — The term information technology resources refers
to the entire computer network. Specifically, information technology resources includes, but
is not limited to: individual workstations, flle servers, communication servers, application
servers, mail servers, fax servers, Web servers, laptops, software, data flles and network
cables, whether connected to the network or not.

This policy applies to Kendall County Forest Preserve District employees and Kendall County

Forest Preserve District Board Members.Logging onto the Kendall County or using any other
Technology device constitutes agreement with this policy.
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Section 8.6 GUIDELINES:

A. No Expectation of Privacy

1.

No expectation of privacy. The computers and computer accounts are given to users
to assist them In performance of their jobs. Users do not have an expectation of
privacy in anything they create, store, send, or receive on any technology resource.
The computer system belongs to the Kendall County Forest Preserve District and
may be used only for job-related purposes.

Walver of privacy rights. Users expressly waive any right of privacy or expectation
of privacy In anything they create, store, send, or receive on the computer or through
the Internet or any other computer network. Users consent to allowing personnel
selected at the sole discretion of the Kendall County Forest Preserve District to
access and review materials users create, store, send, or receive on the computer
or through the Internet or any other computer network. Users understand that the
Kendall County Forest Preserve District may use human or automated means to
monitor use of Its computer resource.

B. Prohibited Activities

1.

Inappropriate or unlawful material. Material that Is fraudulent, sexually expliclt,
profane, obscene, defamatory; that is intended to harass, embarrass or intimidate;
or that is unlawful or otherwise determined by the Kendall County Forest Preserve
District to be inappropriate shall not be sent by e-mail or other form of electronic
communication (such as bulletin board systems, news groups, chat groups) or
displayed on or stored In Kendall County Forest Preserve District computers. Users
ancountering or recelving this kind of material should immediately report the incident
to thelr department head.

Misuse of software. All software must be approved by the Technology Director prior
to Installation on any Kendall County Forest Preserve District workstations or
servers. Users may not do any of the following: (A) Copy software for use on thelr
home computers; (B) provide copies of software to any independent contractors of
the Kendall County Forest Preserve District or to any firm or individual, unless
specifically authorized through an official Kendall County Forest Preserve District
contract or agreement; (c) install software on any of the Kendall County Forest
Preserve District workstations or servers;

(d) download any software from the Internet or other online service to any of the
Kendall County Forest Preserve District workstations or servers; (e) modify, revise,
transform, recast, or adapt any software; or (f) reverse-engineer, disassemble, or
decompile any software. Users who become aware of any misuse of software or
violation of copyright law should immediately report the Incident to their Department
Manager/Elected Official.

Prohibited uses. Without prior written permission from the Technology Director,
Kendall County Forest Preserve District computer resources may not be used for
dissemination or storage of personal advertisements, solicitations, promotions,
destructive programs (l.e., viruses or selfreplicating code), or any other
unauthorized use.

Communication of confidentlai Information. Sending, transmitting or otherwise

disseminating without authorization proprietary Kendall County Forest Preserve
District data or other information identified as confidential Is strictly prohibited.
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C. Passwords

1.

Responsibilty for passwords. Users are responsible for safeguarding their
passwords for access to the computer system. Individual passwords should not

be printed, stored online, or given to others. Users are responsible for all
fransactions made using their passwords.

Passwords do not imply privacy. Use of passwords to gain access to the computer
system or o encode particular files or messages does not imply that users have an
expectation of privacy In the material they create or receive on the computer system.

Password management. Passwords should have a minimum length of six {6)
characters. These measures will require that all system users use unique and
confidential passwords before using workstations on the network. Passwords shall
be changed on a regularly scheduled basis, changes scheduled for every 80 days.

D. Security

1.

Accessing other computers and neiworks. A user's ability to connect to other
computer systems through the network does not Imply a right to connect to those
systems or to make use of those systems unless specifically authorized by the
operators of those systems.

Computer Securlty. Each user is responsible for ensuring that use of outside
computers and networks, such as the Internet, does not compromise the security of
Kendall County Forest Preserve District computer resources. This duty includes
taking reasonable precautions to prevent Intruders from accessing the Kendall
County Forest Preserve District's network without authorization and preventing
introduction and spread of viruses.

Exception process. Kendall County has a set standard, for network security, that
disallows individual connections to the Kendall County Forest Preserve District
network. It is understood that individual departments and agencies use proprietary
software that require access to the Kendall County network. In those instances, the
department/agency will be required to obtain authorization from the Director of
Technology and appropriate network security permissions to allow access will be
approved. The same process will apply for any department/agency requesting a
walver from any part of the Kendall County Forest network security policy.

E. Viruses

1.

2.

Virus detection. Viruses can cause substantial damage to computer systems. Each
user is responsible for taking reasonable precautions to ensure he/she does not
introduce viruses into the Kendall County 's network. To that end, all material received
magnetic or optical medium and all material downloaded from the Internet or from
computers or networks that do not belong to the Kendall County must be scanned for
viruses and other destructive programs before being placed onto the computer system.
Users should understand that home computers and laptops might contain viruses.
All data transferred from these computers to the Kendall County network must be
scanned for viruses.

Accessing the Internet. To ensure security and avoid the spread of viruses, users
accessing the Internet through a computer attached to the Kendall County network
must do so through an approved firewall.
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F. Misceallaneous

1.

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

Compliance with Applicable Laws and Licenses. In their use of computer resources,
users must comply with all software licenses; copyrights; and all other state, federal
and international laws govemning intellectual property and online activitles.

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

Section 8.7 JOURNAL COPY EMAIL ARCHIVE MANAGEMENT, RETENTION AND DISPOSAL

A. RETENTION AND DISPOSAL REQUIREMENTS

1.

A duplicate copy of all emalls sent and received via the Kendall County email server
will be stored on the Kendall County journal copy email archive (hereinafter referred
to as “archived emails”). The archived emails are convenience coples, which are
not subject to the record retention requirements of the lllinois Local Records Act.

Archived emalls shall be retained in their electronic form in the Kendall County
journal copy emall archive for a period of at least seven (7) years from the date any
emalil sent or received.

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

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

B. PRESERVATION NOTICE

1.

The Kendall County Forest Preserve District acknowledges there may be situations
that arise that require the Kendall County Technology Services Department to retain
certaln archlved emails beyond the required retention period set forth In Section
8.7(A) above (e.g., pending litigation and/or a pending law enforcement
investigation). It is the applicable Kendall County Forest Preserve District
department manager and/or elected official's responsibility to notify the Kendall
County Technology Services Department when certain archived emalls must be
preserved beyond the required seven (7) retention period. The Kendall County
Forest Preserve District department manager and/or elected official shall provide
such notice in writing to the Kendall County Technology Services Department on
the Preservation Notice Form, which is attached as Exhibit1.

Upon receipt of the Preservation Notice Form, the Kendall County Technology
Services Department shall take all steps reasonably necessary to preserve and
retain the applicable archived emails. The Kendall County Technology Services
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Department shall then preserve and retain the archived

emails until the Kendall County Forest Preserve District department manager or
slected officlals confirms, in writing, that the preservation hold Is eoncluded and
the archived emails may be destroyed.

C. ACCESS TO ARCHIVED EMAILS

Whils the archived emails are retained in the journal copy email archive, the Kendall
County Technology Services Department may provide access to archived emalls as

follows:

1.

Access may be provided to the individual employee or elected official who sent or
recelved the archived email, provided the individual has submitted their request In
writing to the Technology Services Department.

Access may be provided to a Kendall County Forest Preserve District department
manager and or their designee for archived emails sent or received by employees
supervised by the requesting Kendall County Forest Preserve District department
manager. The Kendall County Forest Preserve District department manager |
requesting access to a subordinate employee’s archived emails must make a written
request to the Kendall County Technology Services Department by completing the
“Technology Services Internal Request for Archived Email” form, which is attached
as Exhibit 2.

Access may be provided to the Kendall County Forest Preserve District Board
President or their designes for archived emails sent or received by a Kendall County
Forest Preserve District department manager and/or employees supervised by a
Kendall County Forest Preserve District department manager.

4. To the extent permitted by law, access may be provided to any third party

pursuant to a validly issued subpoena and/or courtorder.

Section 8.8 RESPONSIBILITIES:

A. Administrative Responsibilities

The Kendall County Administrator and Technology Directors are responsible for the
implementation of this policy. Department Managers are responsible for compliance by
their employees.

1.

Department Manager Responsibliities. Department Managers are responsible for:
a. Ensuring that all users have access only to data needed to perform their
jobresponsibliities;
b.  Ensuring that all users understand their obligation to protect technology
resources Implementing required security practices;
c. Reporting noncompliance; and
d. Initiating corrective action.

Technology Services responsibilities. The Technology Director and support staff must be
zealous in their efforts fo maintain user confldence in privacy, availability, reliability, and
productivity. Computer flles may be accessed to verify compliance with Kendall County
Forest Preserve District policies. On suspicion that a security breach has occurred, the
findings are to be reported to the Technology Director to determine If the breach is significant

enough

to warrant further investigation. Technology Services staff is responsible to the
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users for the integrity of the Information environment they support. Although Technology
Services staff must have, at times, access to a users private domaln to provide support, they
must not use that privilege for any other purpose. Any support person who uses his/her
privileges for purposes other than support, divuiges confidential information gained from
such support, or fails to comply with the principles set forth In this security policy Is subject
to disciplinary action, up to and including discharge. Compliance with this policy will be
monitored by Technology Services and violations will be reported in a discreet and
professional manner when it appears the user has intentionally violated this policy or any
other related policy. The incidents will be fully documented and reported to the Kendall
County Administrator. A back-up of users and shared directories will be performed on a
regular basis with all directories located on shared file servers, not individual drives, backed
up on an appropriate schedule. Controls must be In place to confirm that obligations under
software license agreements are being met for all software on workstations and network
servers.

B. User Responsibllities
All employees are responsible for compliance with this order.

1. Restricted access fo {IT) resources. Access to {IT) resources must be protected by
unique user accounts restricted by password or other controls. Passwords shall be
corfidential and protected by individual users to prevent unauthorized use and
release of information.

2. Dissemination of Data. Dissemination of confidential data acquired when performing
job responsibliities, in any form (printed, electronically, verbal, etc.) is strictly
forbidden unless prior written permission has been granted, and such dissemination
is not in conflict with any other Kendall County Forest Preserve District policy.

3. Computer Sofiware. All software and data flles developed on Kendall County Forest
Preserve District Owned or controlled (IT) resources are for officlal business.
Employees must adhere to all terms and conditions for licensing agreements
govemning distribution and use of software. Violation of software license agreesments
and copyright laws may subject the offender to criminal prosecution and civil
damages. No software will be run on Kendall County Forest Preserve District
computers that has not been reviewed and approved by Technology Services. This
review process ensures that the software Is compatible (if required) with other
exlsting software and Is free from any computer viruses. This Includes software
available commerclally or circulated public domain software.

4. Backup Responsibilities. Any user who uses Kendall County Forest Preserve
District systems not on the Kendall County network or proprietary computer systems
is responsible for backing up data and software of those systems. Users who store
fles on the Local Area Network (LAN) drives are protected due to a nightly LAN
backup. If, however, an employee stores user files on the hard drive (C) or on the
desktop, the employee is responsible for the file backup.

5. Responsible Cars. All users shall maintain a clean work area and guard against
potential damage to hardware or destruction of data through spillage, carelessness,
etc. All equipment relocation shall be coordinated in advance through Technology
Services and performed by Technology Services. A user must return any Forest
Preserve District hardware or software which Is in hisfher possession prior to
leaving Kendall County Forest Preserve District employment.

8. Use of the Internet. The Internet is a tool to be used in helping employees meet the
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requirements of their job (l.e., those who need information from a reliable Internet
source to perform research duties or interface with organizations that use the
Internet for conducting business with the Kendall County Forest Preserve
District). Users must refrain

from requesting information which Is inappropriate In the workplace. Examples of
Inappropriate use of resources include, but are not limited to, any traffic that violates
state and/or federal laws, the distribution of non-business related advertising, and
propagation of computer worms and/or viruses, distribution of chain letters, altempts
to make unauthorized entry into another network. Technology Services provides
level of internet access that is assigned to employees by the responsible authority
of the office/department. Internet use is monitored and reported to supervisors i
requested.

7. Electronic Mail. Kendall County Forest Preserve District employees are to use the
Kendall County Forest Preserve District's e-mall system primarily for Kendall County
Forest Preserve District business communications and are responsible to guard
against e-mall abuse. Examples of abuse are chain letters, selling or purchasing of
personal items.

8. Accountabiiify. Anyone observing what appears to be a breach of security where
Kendall County Forest Preserve District information could be compromised,
modified, stolen, lost or destroyed must report the incident to the Technology
Director or Kendall County Forest Preserve District Executlve Director.

9. Computer Hardware: No hardware will be added to the Kendall County Forest
Preserve District computers or network that has not been reviewed and approved
by Technology Services. This review process ensures that the hardware is
compatible with exlsting hardware standards. The purchaser will assume ongoing
maintenance and support responsibility for peripheral devices (printers, scanners,
phones with email functions, etc.) purchased without Technology Services approval.
The purchaser will also be responsible for purchasing any consumables that this
equipment requires.
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CHAPTER VIII, EXHIBIT 1

Kendall County Forest Preserve District

Kendall County Technology Services

Preservation Notice
Effective Inmediately, please preserve untll further written nofice all of the following:

A brief description of the records to be preserved:

Dates:

To (if known):

From (if known):

Subject (if known):

Keywords:

Attachment Name (if known):

Reason for preservation:

Duration of preservation requirement (if known):

Other:
X
Elected or Executive Director Date Requested
X
Technology Services Date Delivered
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CHAPTER VIII, EXHIBIT 2

Kendall County Forest
Preserve District
Technology Services

Internal Request for Archived
Emails

Please list dates, keywords, and/or email addresses below.

Dates:

To:

From:

Subject:

Keywords:

Attachment Name:

Other:

Appolnted Department Managers shall only have access to emails sent or recsived by
employees supervised by the Appointed Department Manager or Executive Director
while said emails are retained in the journal copyarchive.

Elected or Executive Director Date Requested

Technology Services Date Delivered
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POLICY CHAPTER SECTION NO. APPROVAL | REVISION DATE
DATE
Worker's \% 5.2 6/8/1992
Compensation
Credit Union \' 5.4 6/9/1902
Conferences and n 3.5A 7/22/1992
Professional
Organizations
Performances v 4.3 9/15/1992
Appraisal
Retired Employees Vv 5.1 1/14/1992
Insurance
Equal Employment | 1.1 10/19/1999
Employee References Il 2.3F 6/20/1995
Gifts and Gratuities ] 3.5E 10/19/1999
Auto Insurance It 3.5F 10/19/1999
Workplace Violence ]} 3.6 10/19/1999
Employee Assistance \'4 5.5 10/19/1999
Program
Family Medical Leave Vi 6.6 6/1/1994 1998
(FMLA) Policy
Flowers, Donations i 3.5D 11/27/1998
and Gifts
Distribution I 1.8 6/13/1991 9/18/2001
Network Policy Vil 8 9/18/2001
Banked Sick Leave Vi 6.2 1891 9/17/2002
Paid and Unpaid Vi 6.1 1991 2/28/2003
Leaves
Holidays Vi 6.4 1991 7/15/2003
Compensation and v 4.3 1991 7/15/2003
Performance
Administrative
Policies 1] 3.3 8/19/2003
IMRF Disability Benefit A 5.8 3/20/2001 12/16/2003
Paid and Unpaid Vi 6.1 2/28/2003 1/20/2004

Leaves
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VESSA (Victim's Economic \'/l 6.12 4/1/2004 1/1/2020
Security & Safety Act Policy)
Paid and Unpaid Leaves Vi 6.6 3/20/2001 5/18/2004
Employment Policies in 2.2 3/20/2001 51712005
Paid and Unpaid Leaves vi 66 5/18/2004 5/17/2005
Military Leave Vi 6.8 8/1/1984 6/21/2005
Educational Cesimbursement Vv 5.3 8/1/1984 9/19/2008
llinoie Clean Indoor Air/Smoke Vil 74 5/1/2007 5/1/2007
Free Workplace
IMRF Disability Benefit Vv 5.8 8/19/2008 8/19/2008
Technology Policy Vil 8.1 9/18/2001 6/16/2009
Employment Procedures Il 2.2 7/19/2011
Drug and Alcohol Policy Vil 7.6 Section Replaced 12117/2019
Identity Protection I 3.7 6/18/2013
Educational Reimbursement \' 5.3 11/19/2013 11/19/2013
Insurance-Employee and A" 5.1 11/19/2013 11/18/2013
Dependents
Retirement Vv 5.7 11/19/2013 11/19/2013
Maternity Accommodations Policy A 6.7 11/18/2014
Technology Policy vill 8.1-8.7 6/17/2016
Harassment Policy Vil 7.5 12/19/2017
Reimbursement Vv 5.3 12/17/2019




