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DATE:              May 4, 2023 
  
MEMO TO:   Gina Roberts, Chair 
 Finance Committee 
 
FROM:             Mary E. Kann  

 Director of Administration 
 

RECOMMENDATION:  (1) Recommend approval of an Ordinance amending Personnel Policies 2.3 
– Definition of Employment Status, 2.6 – Personnel Records, 3.3 – Meal Periods and Breaks, 3.4 – 
Travel Time, 3.5 – Inclement Weather/Emergency Conditions, 4.8 – Leave of Absence Without Pay, 
4.9 – Paid Parental Leave, 7.2 – Illinois Municipal Retirement Fund, 7.3 – Workers Compensation, 8.7 
– Harassment, and 8.10 – End User Account; and (2) approve amendments to the Procedures Sections 
for Personnel Policies 2.2 – Affirmative Action, 2.4 – Personnel Recruitment Procedures, 2.5 – 
Selection of Employees, 2.6 – Personnel Records, 3.6 – Educational Assistance, 4.1 – Paid Holidays, 
4.2 – Vacation Leave, 4.8 – Leave of Absence Without Pay, 4.9 – Paid Parental Leave, 6.3 – 
Performance Appraisals, 7.3 – Workers Compensation, 7.4 – Employee Assistance Program, 8.1 – 
Disciplinary Action, 8.2 – Outside Employment, 8.7 – Harassment, 8.9 – Information Technology 
Security, 8.10 – End User Account, 8.11 – Wireless Networking, 9.1 – Retirement, 9.2 – Resignation, 
9.4 – Reduction in Force, 10.1 – Grievance Procedure, and 10.2 – Grievance Procedure for 
Department Directors. 
 
STRATEGIC DIRECTION SUPPORTED:  Organizational Sustainability 

  
FINANCIAL DATA:  There is no immediate direct financial impact.  
 
BACKGROUND:  From time to time, the District amends its Personnel Policies & Procedures.  
While the Board of Commissioners has authority to amend the Policies, the Finance Committee has 
authority to amend individual Procedures within the Policies.  Staff recommends the attached changes 
to Sections 2, 3, 4, 6, 7, 8, 9 and 10 of the Personnel Policies & Procedures, which are general updates 
that (i) bring certain policies and procedures into compliance with law, (ii) make the policies and 
procedures internally consistent, (iii) reflect more modern (electronic vs. paper) processes for 
applications, application tracking, and performance reviews appraisals, (iv) improve efficiencies, and 
(v) other clarifications/clean-up changes.  Specific changes include the following: 

 
• 2.2 – Affirmative Action Plan:  Amends the procedures by removing the word “newspaper” from 

“newspaper advertising,” to reflect the broader methods used by the District for job advertising. 
Also, modifies staff responsibility for administering and coordinating the Plan.   

• 2.3 – Definition of Employment Status:  Amends the policy to (1) revise the definition of 
“Introductory Employee” to align with the Vacation Policy, which grants introductory employees 
limited vacation during this period, and clarifies what level of sworn officer serves a one-year 
introductory period; and (2) revises the definition of the remaining classifications to accurately 
reflect access to benefits. 
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• 2.4 – Personnel Recruitment Procedures:  Amends the procedures to reflect the District’s use of 
an electronic applicant tracking system rather than a paper application process.  

• 2.5 – Selection of Employees:  Amends the procedures to reflect the District’s use of an 
electronic applicant tracking system, as well as the use of an outside Occupational Health 
Provider for post-offer screenings.  

• 2.6 – Personnel Records:  Amends the policy to include a statement on legal compliance.  
Amends the procedures by clarifying the language concerning access to personnel files.   

• 3.3 – Meal Periods and Breaks:  Amends the policy to conform to legal requirements.   
• 3.4 – Travel Time: Amends the policy to conform to legal requirements.   
• 3.5 – Inclement Weather/Emergency Conditions:  Amends the policy to allow a Department 

Director to delegate (in most cases, it would be to the employee’s immediate supervisor) the 
authority to approve benefit time.  

• 3.6 – Educational Assistance:  Amends the procedures by clarifying at what point educational 
assistance needs are assessed and how various aspects of educational assistance are paid by the 
District.  

• 4.1 – Paid Holidays:  Amends the procedures to clarify that only non-exempt employees receive 
one and one-half times pay for working a fixed holiday.  

• 4.2 – Vacation Leave:  Amends the procedure to reflect a change in process, eliminating paper 
forms for electronic requests.  Also removes a two-week advance notice requirement as the 
District does not require this much advance notice of time off. 

• 4.8 – Leave of Absence Without Pay:  Changes the Policy title to “Leave of Absence” as some 
of these leaves allow paid benefit time to be used before the employee goes on unpaid status.  
Removes reference to an “Education Leave”.  Modifies language concerning the length of 
extended leaves to conform to legal requirements.  Removes “Personal Leave” as a type of 
leave.  Cleans up language to be consistent with the Family Medical Leave Act (FMLA) and the 
Victims’ Economic Security and Safety Act (VESSA). 

• 4.9 - Paid Parental Leave: Amends the policy and procedures to increases paid Parental Leave 
from 4-weeks to 6-weeks which is consistent with what is offered by Lake County.  

• 6.3 - Performance Appraisals: Modifies procedure to account for using the electronic HRIS 
system for the performance appraisal process. 

• 7.2 – Illinois Municipal Retirement Fund: Amends policy to reflect the current information 
dissemination process.  

• 7.3 – Worker’s Compensation: Cleans up policy language.  Amends procedure to reflect the 
change in PDRMA’s reporting process.  

• 7.4 – Employee Assistance Program: Amends procedure to clarify who is eligible for the 
benefits offered by the Employee Assistance Program.  

• 8.1 – Disciplinary Action: Amends procedure to include harassing or discriminatory behavior to 
list of conduct that may result in discipline.  

• 8.2 – Outside Employment: Amends procedure to reflect current practice of reviewing outside 
employment on an annual basis.  

• 8.7 – Harassment: Amends policy and procedure to identify protected classifications as defined 
by law.  
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• 8.9 – Information Technology Security:  Amends procedure to state District’s right to monitor 
District systems and data.  

• 8.10 – End User Account: Amends policy to add covered technology.  Amends procedure to 
clarify current practices and adds monitoring language.  

• 8.11 – Wireless Networking: Amends procedure to remove repetitive language.  
• 9.1 – Retirement: Amends procedure to reflect notification requirement to mirror IMRF and 

updates the list of benefits available for continuation.  
• 9.2 – Resignation: Amends procedure to place the responsibility on the supervisor for the 

collection of District property from a separating employee.  Since FMLA allows 15-days for 
paperwork, the requirement that a “no call, no show” employee must provide notice of 
extenuating circumstances regarding their absence within 5 days was removed.  

• 9.4 – Reduction in Work Force: Amends procedure to match policy and adjusts severance chart 
to account for partial years of service.  

• 10.1 – Grievance Procedure: Amends procedure to account for Human Resources presence in the 
process. 

• 10.2 – Grievance Procedure for Department Directors: Amends procedure to account for Human 
Resources presence in the process. 

REVIEW BY OTHERS:  Chief Operations Officer, Director of Finance, Manager of Human 
Resources & Risk, Corporate Counsel. 
 
MOTION:  Motion to (1) recommend approval of an Ordinance amending Personnel Policies 2.3 – 
Definition of Employment Status, 2.6 – Personnel Records,  3.3 – Meal Periods and Breaks, 3.4 – 
Travel Time, 3.5 – Inclement Weather/Emergency Conditions,  4.8 – Leave of Absence Without Pay,  
4.9 – Paid Parental Leave, 7.2 – Illinois Municipal Retirement Fund, 7.3 – Workers Compensation, 8.7 
– Harassment, and 8.10 – End User Account;  
and (2) approve amendments to the Procedures Sections for Policies 2.2 – Affirmative Action, 2.4 – 
Personnel Recruitment Procedures, 2.5 – Selection of Employees, 2.6 – Personnel Records, 3.6 – 
Educational Assistance, 4.1 – Paid Holidays, 4.2 – Vacation Leave, 4.8 – Leave of Absence Without 
Pay  4.9 – Paid Parental Leave, 6.3 – Performance Appraisals, 7.3 – Workers Compensation 7.4 – 
Employee Assistance Program, 8.1 – Disciplinary Action, 8.2 – Outside Employment, 8.7 – 
Harassment, 8.9 – Information Technology Security, 8.10 – End User Account, 8.11 – Wireless 
Networking, 9.1 – Retirement, 9.2 – Resignation, 9.4 – Reduction in Force, 10.1 – Grievance 
Procedure, and 10.2 – Grievance Procedure for Department Directors, in the form attached to staff’s 
May 4, 2023 memorandum. 
 

 
 
 
 
 
 
 
 
 












































































































