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OFFICE OF THE COUNTY AUDITOR

KANE COUNTY GOVERNMENT CENTER

WILLIAM F. KECK, C.P.A.
KANE COUNTY AUDITOR

719 S BATAVIA AVENUE
GENEVA, ILLINOIS 60134

SCOTT R. SANDERS
DEPUTY AUDITOR

630-232-5915
630-208-3838 (FAX)

October 24, 2007

TO: Ellen Burmeier, Human Resource Director
FROM: William F. Keck, Auditor Z&-
RE: 2007 Equal Opportunity Plan for Kane County

The employees in the Auditor’s Office are the elected County Auditor, appointed Deputy
Auditor, and appointed Administrative Officer. The gender composition is two (2) white
males and (1) one white female. Whenever there are appointed employee vacancies
within the office, candidates are recruited by the Human Resource Department.
Communication of job openings is by means of newspapers, professional publications,
intranet and internet. Candidates are interviewed based upon qualifications for the job
position. An offer is extended to the most qualified candidate for the position regardless
of race, sex and national origin. A candidate for the elected position must follow election
procedures as promulgated by the County Clerk’s Office.

All prospective employees must have a background check administered by the Human
Resource Department. No tests are required by the Auditor’s Office. Evaluations of
prospective employees are based upon resume, response to the interviewer and reference
verification. No disciplinary actions were taken against employees during the preceding
fiscal year. Promotions and/or additional responsibilities are based upon job
performance. Salary increases are in accordance with budget guidelines.
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Circuit Clerk’s Office

Part 1 - During the 2007 fiscal year to date, there has been the following number

and types of disciplinary action that have taken place.

Male

Category of Sanction Total | W A/P1 AI/AN

Discipline Imposed

0 0 0 0 0 0

Female

Category of Sanction Total | W A/P1 | AI/AN

Discipline Imposed

Work Written 2 1 0 0

performance/Job warning

Duties

Attendance Written 1 1 0 0
Warning

W=White B= Black H=Hispanic A/PI = Asian/Pacific Islander AI/AN = American
Indian or Alaskan Native

Part 2 - During the 2007 fiscal year to date there has been the following applications
made for promotion or transfer.

Note - ***Denotes employee who was promoted and/or transferred

Male

Promotion or # Of Applicants | W H A/PI AI/AN
Transfer

Promotion 2 2

Female

Promotion or # Of Applicants | W H A/P1 Al/AN
Transfer

None 0 0 0 0 0

W=White B= Black H=Hispanic A/PI = Asian/Pacific Islander AI/AN = American
Indian or Alaskan Native






Circuit Clerk’s Office
Part3

The main assignments for the Deputy Clerk Office/Clerical positions in the Circuit
Clerk’s Office compasses around a high volume of work ranging from data entry, filing
of records, working w/the public, court personnel, etc., processing payments, and many
other daily office duties.

When hiring for these positions a number and name perception matching test is
administered. E.F. Wonderlic and Associates, Inc validate these tests. The applicants
have four (4) minutes in which to complete each test working as fast as they can without
making mistakes. High scores on these tests indicate an ability to work with numbers
rapidly and completing accurate work. While low scores indicate either a difficulty in
quickly recognizing the differences in number pairs, or a carelessness that would produce
error-prone work. While majority (60 — 70%) of the hiring decision is based on the
interview questions with each applicant and how they answer the interview questions and
present themselves, the tests results represent approx. 30-40% of the hiring decision.

The Circuit Clerk’s Office has obtained questions asked in the interview process in
researching the contents from the edition of “Hiring the Best” book by Bob Adams, Inc.

When hiring for any of the professional area’s (Managers, Supervisors, etc.) additional
interview questions are added which have also been obtained from the book “Hiring the
Best”. Depending on the management position we are interviewing for, additional items
could be expected from the applicant(s). LE. If the open position is for a Supervisor, one
of the assignments could be to compete a discipline write-up for an employee having an
attendance problem.





Circuit Clerk’s Office
Part 4 — Utilization Analysis Narrative and Goals Objectives to Achieve

In the Office/Clerical category, the results indicate underutilization of white males, which
is listed as —15.009%.

In the Official/Executive category, the results indicate underutilization in white males,
which is listed as -59.3%. This category includes one Elected Circuit Clerk Position and
one Chief Deputy position, which will result in high percentages of some areas.

In the Protective Services (sworn security chief) category, the results indicate
underutilization in Black and Hispanic males, which is listed as —8.1% for the black
category and —6.8% for the Hispanic category. This category includes only two
positions, which are the Security Officers positions for our office, which will result in
high percentages of some areas.

The Circuit Clerk’s Office is located on a very busy highway and the flow of applications
being handed in from applicants remains high, where additional applications are not
needed to be obtained from the County’s H.R. Dept.

The following steps will be taken by the Circuit Clerk’s Human Resource Manager to
address the underutilization as stated above for the Office/Clerical underutilization of

white males:

*x Obtain applications from the County’s H.R. Dept

** Begin posting of all job openings on the county website

*x Seck new methods to recruit male employees (I.e. community college’s in
the area or other organizations that reach the target population, etc.)
NOTE: Our percentage of males did go down 2.0% this year since we did
hire on 3 males since the last survey.

*x Check into future career job fairs in the area and attend as needed

*k Our office presently offers and will continue to offer employees the

opportunity to attend classes, seminars, etc. to gain knowledge for future
advancement or to improve their skills for their present position.

Our Office continues to post the proper EEOC posters, etc. in view for all employees to
review.
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NARRATIVE UTLIZATION ANALYSIS

In the job categories of Officials/Administrators and Professionals, a comparison of the
Coroner’s Office workforce to the community labor statistics for Kane County indicates
underutilization of males in the categories of Black, Hispanic, Asian and American
Indian. Underutilization for females in these job categories include; Hispanic, Asian and
American Indian.

In the Office/Clerical job category, males are underutilized in every racial category.
Females are underutilized in the Black, Asian and American Indian categories.

The Department strives to promote individuals from within when applicable.

Recruitment of males for office/clerical positions is difficult as the pay is relatively low
when compared to other professions.

The Coroner’s Office is a relatively small office which consists of:

The Coroner, an elected official

1 Chief Deputy

2 full time deputies

3 part time deputies

1 Office Manager

3 Administrative Secretaries

A contracted Forensic Pathologist
A contracted transcriptionist

PN RN -

The Coroner’s Office proportionately reflects the available labor force in the community.
Based upon the results of the underutilization analysis, the Coroner’s office will:

. Attempt to recruit the male population for job categories where underutilized,
as positions become available.

. Promote from within the department as appropriate when positions become
available.

STEPS TO ACHIEVE OBJECTIVES:

. Attend careers fairs at Aurora University.

. Review recruitment and retention efforts and apply information derived from
exit interviews in an effort to improve retention.

. Continue to post all openings on the county website.

o Provide opportunities for management training to supervisory level personnel
to develop future managers and improve diversity at the management level.

J Provide job postings to organizations that reach the target population.

DISSEMINATION:





We will continue to include the statement “EEO Employer/Program —
Auxiliary aids are available to individuals with disabilities upon request” on
all job postings.

The EEO Plan will be posted prominently on a bulletin board in the
Department.
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NARRATIVE
COUNTY BOARD DEPARTMENT

UTILIZATION ANALYSIS

A comparison of the Kane County Board Department to the Community Labor Statistics in the area of
Officials/Executive shows underutilization of white males in this category (-3.745%) and to a much
lesser degree, Hispanic males (-.603%). The statistical data shows that male minorities in every
category are under-utilized, however there have been improvements over the previous year.

In Office/Clerical, the largest utilization discrepancy is white males (-25.9%). On the other hand, white
females represent the largest utilized group of employees in this category. Black females (-3.5%) and
Hispanic females (-8.9%) are poorly utilized as are other female minorities.

After reviewing the results of the underutilization analysis, the County Board Department acknowledges
the need to encourage more minority men and women to run for elected office. Of the 26 County Board
Members elected at large by registered voters, 18 are males. Of those, two are black and one is
Hispanic. During this reporting period, there was one Hispanic female among the 9 female County
Board Members.

The Department also recognizes the need to actively recruit more males and minority groups for
Office/Clerical positions as they occur. White males have been interviewed for vacant positions in the
Office/Clerical positions. Salary may be a factor for males or other heads of household in this category
as they may aspire to greater salary ranges than what is currently offered.

OBJECTIVES

Individuals holding public office must be in a position to make a certain commitment in terms of time.
Those holding full-time positions outside of the government arena may have a difficult time with this
despite their interest in community service. This may have some bearing on any decision to run.
Nonetheless, the Central Committees of the local political parties will be encouraged to consider
endorsing minority candidates, both male and female. The final decision to run for public office or not
to run is up to the candidate.

With respect to Office/Clerical, a conscious effort will be made to consider all genders and races for
vacant positions. Postings of vacancies will continue in-house, via e-mail and on the county's website,
and in local newspapers such as the Kane County Chronicle, Beacon News, or the Daily Herald. In-
House postings are prominently displayed on the department bulletin board. Recruitment efforts will
utilize language reflective of the fact that the County Board Office does not discriminate in terms of
gender or race. Department employees will continue to be encouraged to pursue educational training to
develop and enhance personal job skills and to prepare them for supplementary and new job tasks.





DISCIPLINARY ACTIONS

None.

PROMOTIONS/TRANSFERS
One (1) promotion.
Office/Clerical White Female to Administrative Officer 111
EMPLOYMENT PRACTICES

When seeking Office/Clerical staff, the County Board Department utilizes the Employment Application
forms prepared by the Kane County Human Resources Department and asks for assistance from the
HRD in screening applications, whether new or on file. The HRD has conveyed a willingness to handle
print ads, if requested. Office/Clerical testing has not, to date, been requested. Job Performance
evaluations are done on an annual basis, or if necessary, on a more frequent basis when indicated. The
County Board Department utilizes all other forms as prepared by the Human Resources Department that
relate to employees and job performance.






November 13, 2007

MEMO TO: Ellen Burmeier
Human Resources Director

FROM: John A. Cunningham
Kane County Clerk

RE: Equal Empryment Opportunity Plan for Kane County

Ellen, we in the County Clerk’s Office have enjoyed a very stable work environment for a
number of years, some of those years preceding my tenure in office. With the exception
of my Director of Vital Records, a male, the Director of Alternative Language, a Hispanic
male and a female clerk, who were hired into professional positions in 2007, our full time
labor force averages 7-1/4 years of service.

Our primary requirement for employment is the ability to interact with the public. Our jobs
are clerical based, however, most employees have personal contact and all have
telephone contact with the public, as well as, internally with County employees. There
certainly are opportunities for promotion, however, with a stable workforce opportunities
are limited.

Yes, consideration is given to the race, sex and national origin when considering transfer
and/or promotion within the office. In this office, we do not discriminate in our hiring or
promoting practices. A limiting factor is our longevity, as well as, the pay scale governed
by the County budget constraints. White female employees dominate our work force,
however, we will actively recruit qualified employees, female or male, without regard for

race, sex or national origin, as we proceed through the process of posting available
positions.

Because of our longevity, we have had only one disciplinary problem which warranted
the termination of an employee. |If a disciplinary problem presents itself and corrective
action is needed, the solution to the problem is administered by the Director of the
involved Department.

Our hiring policies follow standard procedures, similar to those practiced in the corporate
world.

Our standard procedure, in compliance with our labor agreement with AFTSME, is to
post all openings within our office. This is gives an opportunity to any Union gmployee,
to apply for the open position. Through an interviewing process the _apphcants are
evaluated and the most qualified is then offered the job. If an employee is accepted for
the opening, their former job is posted and the same process takes place.





We have occasionally “hired” contractual employees to work for special projects. If they
express interest in an open position, which has not been filled by an employee, and they
present a written request and resume, they can be considered for the position.

If the opening is not filled internally, either with a present employee or a “contractual”
employee, the next step is to seek applications. This can be done in two ways. The first
is word of mouth within our office and the second is to solicited applicants through the
standard procedures practiced by the Human Resources Department of Kane County.
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EEOP SHORT FORM
STEP 1: INTRODUCTORY INFORMATION

Grant Title: Drug Rehabilitation Court Grant Grant Number : 2003-DD-BX-1033
Grantee Name: Kane County Court Services Award Amount: $940,560
Address: 37W777 Rt. 38

Suite CS100

St. Charles, IL 60175
Contact Person: Mary E. Hyatt Telephone #: (630) 406-7192
Date and effective duration of EEOP: 12/1/07-11/30/08

Policy Statement:

The Department’s policy regarding equal employment opportunity is as follows:

Equal Employment Opportunity: It is the policy of Court Services to recruit,
select, promote, train, and discipline employees without regard to sex, age,
race, creed, color, national origin, religious preference, political
preference, or physical handicaps. These criteria shall not be considered
in personnel decisions, except where they constitute a bonafide
occupational qualification.
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EEOP SHORT FORM
STEP 1: INTRODUCTORY INFORMATION

Grant Title: Treatment Alternative Court Grant Grant Number : 2006DDBX0263
Grantee Name: Kane County Court Services Award Amount: $246,807
Address: 37W777 Rt. 38

Suite CS100

St. Charles, IL 60175
Contact Person: Mary E. Hyatt Telephone #: (630) 406-7192
Date and effective duration of EEOP: 12/1/07-11/30/08

Policy Statement:

The Department’s policy regarding equal employment opportunity is as follows:

Equal Employment Opportunity: It is the policy of Court Services to recruit,
select, promote, train, and discipline employees without regard to sex, age,
race, creed, color, national origin, religious preference, political
preference, or physical handicaps. These criteria shall not be considered
in personnel decisions, except where they constitute a bonafide
occupational qualification.
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EEOP SHORT FORM
STEP 1: INTRODUCTORY INFORMATION

Grant Title: Juvenile Accountability Incentive Block Grant Grant Number : 505040
Grantee Name: Kane County Court Services Award Amount: $23,153
Address: 37W777 Rt. 38

Suite CS100

St. Charles, IL 60175
Contact Person: Jeffery R. Jefko, Sr. Telephone #: (630) 232-5810
Date and effective duration of EEOP: 12/1/07-11/30/08

Policy Statement:

The Department’s policy regarding equal employment opportunity is as follows:

Equal Employment Opportunity: It is the policy of Court Services to recruit,
select, promote, train, and discipline employees without regard to sex, age,
race, creed, color, national origin, religious preference, political
preference, or physical handicaps. These criteria shall not be considered
in personnel decisions, except where they constitute a bonafide
occupational qualification.
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EEOP SHORT FORM
STEP 1: INTRODUCTORY INFORMATION

Grant Title: Specialized Sex Offender Program Grant Number : 405154
Grantee Name: Kane County Court Services Award Amount: 39.886.00
Address: 37W777 Rt. 38

Suite CS100

St. Charles, IL 60175
Contact Person: Jeffery R. Jetko, Sr. Telephone #: (630) 232-5810
Date and effective duration of EEOP: 12/1/07-11/30/08

Policy Statement:

The Department’s policy regarding equal employment opportunity is as follows:

Equal Employment Opportunity: It is the policy of Court Services to recruit,
select, promote, train, and discipline employees without regard to sex, age,
race, creed, color, national origin, religious preference, political
preference, or physical handicaps. These criteria shall not be considered
in personnel decisions, except where they constitute a bonafide
occupational qualification.
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STEP 4b: NARRATIVE UTILIZATION ANALYSIS -- In the space provided below, please analyze
the figures obtained for Step 4a -- the Utilization Chart -- by pointing out specific areas of concern.

A comparison of Court Services’” workforce to the Community Labor Statistics for Kane County
indicates underutilization of Hispanic males and White females in the Officials/Executive category.
(-3.1% and -17.3% respectively.) This represents no change from the previous Plan. There has been
no turnover in these positions and no positions added during the intervening period, thus no
opportunity has been provided to. Within the next five years, it is expected that there will be
significant turnover in the upper management positions. This will provide opportunity to develop
more diversity in these positions.

The professional category shows underutilization of white males to a significant degree (-16.01%.)
This is a decline from the previous Plan, in which White males were underutilized by -15. This has
been a historical problem for Court Services, but it is one that if it were to be “fixed”, the result may
be more damaging in the ability to service the population. The Department has done well in the
recruitment of minorities for the professional category, and the statistics bear out that there has been
success in this area. The effort to recruit minorities, particularly bilingual staff, has been done in an
effort to better service the population we serve. It is recognized that there is overrepresentation of
minority populations within the criminal justice system. For 2006, 63% of the minors detained in
the Juvenile Justice Center were from Black, Hispanic, or Asian populations. This is weil beyond
the percentage of Kane County population from these races reported by the 2000 census (21%).
While there are attempts to deal with this overrepresentation on many levels, including local
communities, schools, and the state, the reality at present is that Court Services must appropriately
serve the population referred to the Department from the community. By actively recruiting
minority staff who can serve as role models to the offenders we serve and by hiring staff with whom
the offenders we serve can communicate, we are enhancing our ability to help reduce recidivism.
So, despite the underrepresentation of white males, active recruitment of additional white males is
not a goal we will actively pursue.

In the office/clerical category, males are underutilized in every racial category, with the largest
discrepancy applying to White males (-29.4%) and Hispanic males (-5%). At present, 100% of the
clerical staff throughout the Department is female. In the past five years, only one male candidate
has applied for a position in our clerical unit. This individual did not possess the clerical skills
necessary for the position. The starting pay for this position is on the bottom end of the
Department’s pay scale, and while longevity in the positions will result in gradual increases, males
do not appear to be drawn to the type of work required.

In the services/maintenance category, there has been no change in the statistics since the last EEO
Plan. There has been no change in personnel since that plan, and no positions have been added.
Males and non-white females continue to be underutilized, with Hispanic males and females
showing the most significant underutilization (-27.9 and -14.6, respectively.) It is unknown when a
position will be open within this group so that opportunity is provided to improve in this area.

After reviewing the results of the underutilization analysis, it appears that the Department continues
to have difficulties recruiting males for the professional, clerical, and service categories. The
Department strives to promote individuals from within, and it is likely that the underutilization of
minorities and women in upper management could resolve based upon the makeup of the
professional workforce from which these positions are drawn.





STEP 5: OBJECTIVES -- In the space provided below, please summarize the objectives your
EEOP sets forth to address any underutilization identified in Step 4.

Court Services is committed to making its workforce profiles more closely reflect the available labor
force in the community. The Department also recognizes the issue of overrepresentation of minorities
in the criminal justice system, and recruitment of minority staff is advantageous in the establishment of
solid working relationships between the probation officers and the offenders with whom they work.
Based upon the results of the underutilization analysis, Court Services has established the following
objectives:

e  The Department will continue to attempt to recruit more male staff for professional positions,
regardless of the race of the individual, in order to provide male role models for the population
we serve, which remains primarily male. If this results in an increase in white male staff to
reduce the underrepresentation of white males, then this will be a positive outcome from the
perspective of community representation. However, we need to continue to be cognizant of
the racial makeup of the population we currently serve, with the hope that efforts to reduce
disproportionate minority representation in the criminal justice system will meet with success.

e Over the next five years, several positions in upper management will be open. Court Services
will endeavor to promote females and minorities to upper management positions. At present,
there are two male Hispanic supervisors and one Black female supervisor in the Department,
making 21% of the supervisory staff minority. In addition, half of the supervisors in the
Department are female, and several of these have potential for promotion to upper
management. (Supervisory staff are classified with professional staff, thus diluting the impact
of this representation.)

e Court Services will strongly consider any male applicants for clerical and service positions.
Networking with staff from local vocational programs may aid us in improving these numbers.





STEP 6:

STEPS TO ACHIEVE OBJECTIVES -- In the space provided below, please briefly describe the

specific steps you have determined will enable you to meet the objectives presented in Step 5.

The following steps will be taken to address the underutilization of males in professional, clerical, and
service categories and minorities in the service and professional categories:

STEP 7:

e Continue to attend career fairs at local universities as well as network with University
Department Heads to encourage referral of appropriate students to our Department for internship
and employment opportunities. Continue to provide job postings to other universities well as
community colleges for clerical and service positions. In addition, insure that postings reach any
local programs offering vocational skills in the areas of cooking and clerical duties.

e Review recruitment and retention efforts and apply information derived from exit interviews in
an effort to improve retention.

e  Continue to post all openings on the county website.

e  Provide opportunities for management training to supervisory level personnel to develop future
managers and improve diversity in the management group.

e  Continue to interact with community-based organizations serving primarily minority populations
(LULAC, Urban League) and campaign for referrals of qualified individuals for hiring.

e Provide job postings to organizations that reach the target population.

DISSEMINATION --In the space provided below, please summarize your plan to disseminate the EEOP.

We will continue to include the statement “EEO Employer/Program Auxiliary aids are available to
individuals with disabilities upon request” on all job postings, and notification will be provided as to where
applicants for positions can obtain a copy of the plan.

The EEOP will be posted on the Department’s “Public Documents” directory, which is available to all
current employees of the Department, and supervisors will notify staff of the location and purpose of the
plan.

All new employees will be provided with information on the EEOP during orientation

The EEOP will be posted prominently on bulletin boards in each unit of the Department.

The Director of Human Resources for Kane County will be provided with the plan for dissemination to
any interested parties.
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Kane County Court Services Employment Practices

Kane County Court Services posts all open positions simultaneously on bulletin boards
throughout the Department and on the County’s Job Postings listings on the Kane County
website. Job Postings include the job title, reporting relationships, salary range, and
minimum qualifications for the specific position. In order to recruit appropriate
candidates, supervisors attend annual career fairs at Northern Illinois University and
Western Illinois University to promote the Department and probation/detention as career
or internship path for new graduates.

For professional personnel (probation officers and youth counselors) a minimum of a
Bachelor’s degree is required. These positions are subsidized by the State of Illinois, but
only if the successful applicant has received a Bachelor’s degree. All applicants for these
positions must separately apply for inclusion on the State’s hiring list for Court Services
personnel by completing a form and submitting a transcript proving degree completion.

Interviews are granted to all qualified internal candidates and those external candidates
whose applications indicate that they have met minimum educational requirements and
have related experience through internships and previous employment in a criminal
justice or social services setting. The interview process includes face-to-face interviews,
where all candidates for a position are asked identical questions related to their
experience and knowledge of the available position. Interviews for the Juvenile Justice
Center youth counselor positions include a detailed tour of the facility. Following the
verbal interview, applicants are asked to reduce to writing their recollection of the
interviewer’s description of the job duties. All positions require writing skills in order to
produce case notes and court reports, and this written exercise helps to determine whether
the applicant can express himself/herself clearly on paper.

Following the interview, the interviewer reviews all information collected and places the
top three candidates in order, based upon experience, knowledge, and verbal and writing
skills. The interviewer contacts three references provided by the applicant and asks the
same series of questions to each reference.

Written recommendations for hiring are submitted to the Chief Judge, who is provided
with materials on the top three candidates for the position in order of preference. The
Chief Judge reviews the materials and approves hiring of one or more candidates,
depending upon the number of openings, and sometimes more than one candidate is
preapproved in the event that a candidate refuses a job offer.

~ Once approved, the interviewer contacts the top candidate and offers the position,
contingent upon a criminal background check. Those candidates applying for armed
positions are informed that employment in that position is also contingent upon screening
by psychological testing by the Kane County Diagnostic Center, which provides such





screening for all armed positions within Court Services and the Sheriff’s Office. If the
test results indicate that the individual should not be carrying a weapon as part of their
employment, the offer for that position is withdrawn. The details of the test protocol are
as follows:

Wonderlic Personnel Test;Minnesota Multiphasic Personality Inventory — 2;
Symptom Checklist 90 — R; Inwald Personality Inventory; Clinical Interview

Procedures used for administering and scoring the test: Each of the
above mentioned, with the exception of the Clinical Interview, is a
standardized test and is administered under standardized conditions in
a group setting. Dr. Tim Brown, Director of the Diagnostic Center, has
500 pages of abstracts of validation studies using primarily the MMPI
and the Inwald Personality Inventory. The Wonderlic had been normed
on law enforcement candidates and we do use a cut off score below
which there must be a good explanation for the poor performance.

The Inwald has the following “decision rules” that we use in test
interpretation. In addition, Dr. Brown paid for local norms so we have
data on every court services candidate and sheriff's office candidate
for the past 15 years or so. HIGH scores on the IPI have been
significantly correlated with poor job performance in published
validation studies. For this sample group of 5,725 public safety job
applicants: « More than 10 IPI Critical Items (Cl) AND “Predicted to be
Terminated” on IPI: The highest 3% of scores were found in
candidates who “failed” the IPI (i.e. endorsed more than 10 Critical
Items and received a Prediction of Termination). « IP| “Psychologist’s
Rating of High Risk” (Job Performance Rating): Job candidates who
received the “High Risk” IPI Psychologist's Rating (1 = “low risk,” 2 =
“moderate risk,” 3= “high risk”) scored in the top 10.8% of this sample
(i.e. had the poorer scores). * “Predicted to be Terminated” on IPI: Job
candidates who were “Predicted to be Terminated” by the IPI (1 =
Predicted to be Terminated, 2 = Not Predicted to be Terminated)
scored in the top 11.8% of this sample (i.e. had the poorer scores). ¢
More than 10 IPI Critical Items: Job candidates who endorsed more
than 10 IPI Critical Items scored in the top 12.2% of this sample (i.e.
had the poorer scores). More than 10 IPI Critical Items OR “Predicted
to be Terminated” on IPI: Job candidates who endorsed more than 10
IPI Critical Items OR were “Predicted to be Terminated” on the IPI
scored in the top 21% of this sample (i.e. had the poorer scores). *
More than 10 IPI Critical ltems OR “Predicted to be Terminated” on IPI
OR Received IP! “Psychologist's Rating of High Risk™ Job candidates
who endorsed more than 10 IPI Critical Items OR were “Predicted to
be Terminated” on the IP1 OR received an IPI “Psychologist’'s Rating of
High Risk” scored in the top 23.2% of this sample (i.e. had the poorer
scores).





Once hired, new employees are trained by a combination of supervisors and their in the
day-to-day requirements of the positions. Armed officers are also required to attend 40
hour Mandatory Firearms Training through Northeast Multi-Regional Training, an
agency licensed to certify peace officers in the use of weapons. Ongoing “cycle training”
occurs at both the Juvenile Justice Center and probation, and all existing staff are
mandated to attend regularly scheduled trainings on a variety of topics (i.e. Sexual
Harassment; Sexual Misconduct; Mandated Reporting of Abuse; Workplace Violence;
Officer Safety; Cultural Diversity; etc).

Once hired, staff are eligible to apply for any internal openings, whether lateral or
promotional, that occur within the Department. The same process is used for internal
hiring as for external hiring interviews and approvals, with the addition of the review of
personnel records, including evaluations and disciplinary records, to determine suitability
for transfer or promotion.

Due to the wide range of positions within the Department and the differing skills required
of those positions, it is possible to transfer staff or change assignments of staff to better
suit the skills, talents, and experience of the individual staff person. There have been
instances in which a position opening arises and this position appears to better suit the
abilities of an existing staff who might be struggling in their current position. While staff
are not forced into the new position, they are offered the opportunity for transfer.
Generally, staff recognize when they are not a good fit for a position and are relieved by
the opportunity to change assignment.

Court Services is a unionized Department, with the Teamsters representing the probation
officers and AFSCME representing the clerical staff. Rates of pay and fringe benefits,
including leave guidelines, are dictated by a combination of federal law, county policy,
and the union contract.
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JUDICIARY EEOC ANALYSIS

Narrative Utilization Analysis

The Judiciary workforce, when compared to the demographic make up of the Kane County , is
under-represented in the numbers of Backs and Hispanics that are employed by the office.

In the Officials/Administrators category both Black and Hispanic males are under represented.
In the Protective Services, (Bailiffs) Hispanic males and Black and Hispanic females are under
represented.

In Office/Clerical category the office is under represented in the numbers of Black and Hispanic
females and Hispanic males.

Objectives

The Judiciary is committed to the attraction and retention of employees who reflect the racial and
ethnic background of the public we serve. We shall continue to recruit minority candidates for the
office in an effort to meet this goal.

Steps to Achieve Objectives

Expansion of advertising for Law Clerk positions to Law Schools in the Chicago area in an effort
to attract minority students.

Continue to use County Human Resource Department to assist in recruiting non Law Clerk
employees.

Disciplinary Actions

For the year 2006 through 2007,

One verbal warning- white male

One verbal warning-white female

Promotion/Transfer

Promotion of white male Law Clerk to Senior Law Clerk

Employment Practices and Policies

The Judiciary Department complies with all requirements of Kane County in the interview and
selection of all job applicants.

Job Posting Locations

John Marshall Law School, College of Chicago Kent Law School, Loyola Law School, DePaul
Law School, Northern lllinois Law School, University of lllinois Law School

For Professional Administrative positions we also post with the National Center for State Courts.
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NARRATIVE UTILIZATION ANALYSIS

A comparison of the Recorder’s Office workforce to the 2000 community labor statistics
for Kane County indicates underutilization of males in the Officials/Executives category
since there is only one white female elected official heading the office.

In the professionals category, the white female is shown to be underutilized by (-22.1%)
but in actuality, under the office’s administrative staff we have department supervisors
(which are listed with payroll in the office/clerical category) who are white female so
when looking at our department from the inside, we do not feel that there is an
underutilization of white females in the professionals category.

In the office/clerical category we have a distinct underutilization of White males
(-25.9%) and Hispanic males (-5%). Black females are also underutilized in the
office/clerical category by (-3.5%).

In reviewing the results of the underutilization analysis, the Recorder’s Office has
identified the need to actively recruit more males and black females for clerical positions.
Since the year 2000, the office has had 4 clerical male employees and all had been
promoted to professional positions, and the two black female employees both left their
positions due to relocation. The nature of the work in the Recorders Office is clerical. We
have not had many males apply except when interested in IT positions. The Recorder
believes in promoting from within. The starting salary for clerical positions has not
attracted many male applicants.

The current economy has greatly affected the amount of work within the office and we
have not hired since October of 2005. We have down sized our staff by almost one third
and do not anticipate any hiring within the next 18 months.





DISCIPLINARY ACTIONS
WITHIN THE RECORDERS OFFICE
OCCURING BETWEEN 12/01/05-11/30/06

The Recorders Office dismissed a suspended a White male for a week in December of
2005 and then dismissed a White female in September of 2006 as a disciplinary action.





PROMOTIONS AND TRANSFERS WITHIN THE
KANE COUNTY RECORDERS OFFICE
FROM 12/01/05-11/30/06

The Recorders Office promoted a White male in February, 2006 from a clerical position
to IT.





EQUAL EMPLOYMENT OPPORTUNITY POLICY

The County of Kane, State of Illinois, represents that it and the employing agencies
responsible to it conform to the following:

A.

Kane County Policy Modified

We will not discriminate against any employee or applicant for employment because
of race, creed, color, age, sex, marital status, religion, disability, national origin,
veteran status, or any other legally protected status in accordance with applicable
local, state and federal law. We will take whatever action is necessary to ensure that
applicants are employed, and that employees are treated during employment without
regard to their race, creed, color, age, national origin, sex, disability, marital status,
religion, veteran status or any other legally protected status. Such action shall
include, but not be limited to the following: Employment, assignment, upgrading,
demotion or transfer, recruitment or recruitment advertising, layoff or termination,
rates of pay or other forms of compensation, and selection for training, including
apprenticeship. We agree to post in conspicuous places, available to employees and
applicants for employment, notices setting forth the provisions of this
nondiscrimination clause.

We will, in all solicitations or advertisement for employees placed by or on behalf of
the applicant of the employing agencies, state that all qualified applicants will
receive consideration for employment without regard to race, creed, color, age,
national origin, sex, disability, marital status, religion, veteran status or any other
legally protected status.

We will, in all practices, be in full compliance with the standards set by the
Americans With Disabilities Act, (ADA). We will make reasonable accommodations
for all employees who meet ADA standards of being disabled.

We will perform all duties in compliance with the standards set by the Federal Labor
Standards Act.

Page 3
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DOUGLAS E. JOHNSON
Regional Superintendent

HARRISON G. SCHNEIDER
Associate Superintendent

To:

From:

Date:

Re:

KANE COUNTY
REGIONAL OFFICE OF EDUCATION

210 S. Sixth Street
Geneva, Illinois 60134
Phone: 630/232-5955
Fax: 630/208-5115
www.kaneroe.org

—
Elien Burmeier —_—_‘s
HR Director : ‘ 11

o o T
Douglas E. Johnson _.A_ , 0CT 23 207
Regional Superintendent of Schools L B

KANE COUNTY

October 22, 2007 “UMANREsc)URCEMGMT

EEQP Review/Analysis

There were no disciplinary actions taken against employees during the FYO7 fiscal year.
There were no employees who made application for promotion or transfer during the
FYO7 fiscal year.

Enclosed is a copy of the Kane County Regional Office of Education Employee Handbook
for reference.

Narrative Utilization Analysis

A comparison of the KCROE workforce to the community labor statistics for Kane County
indicates underutilization of white males (-9.3%) and Hispanic males (-3.1%) in the
officials /executive job group category.

In the professionals job group category white females (-4.995%) were underutilized.

In the office/clerical job group category Hispanic males (-5%) and black females (-3.5%)
were underutilized.

Any underutilization rates in the technician job group category are a result of having
only one employee in that category.

After reviewing the results of the underutilization analysis, the KCROE will continue to
advertise and solicit the recruitment of Hispanic males for official and office/clerical
positions, females for professional positions, and black females for office/clerical
positions.

All our job listings are posted on our website www.kaneroe.org and also within our site
we have a link to “Teach in Kane” which goes to our Kane County Human Resources
Consortium which also goes to all nine of our school districts. In addition, jobs are
posted for inclusion in the Kane County Job posting at the county level.

~ PROVIDING LEADERSHIP IN THE LEARNING COMMUNITY ~





KANE COUNTY
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KANE COUNTY
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|. INTRODUCTION

POLICY STATEMENT

This Employee Handbook (“‘Handbook”) is provided to employees of the Regional Office
of Education (ROE) as a general source of information concerning the Regional
Superintendent’s policies, procedures, practices and benefit programs. This Handbook
supersedes any and all prior handbooks, policies, procedures, rules, practices or
representations of any kind of the Regional Office of Education. The Regional
Superintendent reserves the right to amend, supplement and rescind any of the policies,
procedures, practices and benefits described in this Handbook from time to time, with or
without notice, as the Regional Superintendent deems appropriate.

For purposes of this Handbook, “Regional Superintendent” means the duly elected
Regional Superintendent of Kane County, lllinois. The term “employee” refers to both
management and all support staff, exempt and non-exempt. The term “employment” as
it refers to managers, incorporates an acknowledgement that managers are appointed
by and serves at the pleasure of the Regional Superintendent.

Although the Associate Superintendent, Assistant Superintendents, the Financial
Director and other management representatives have been delegated various
responsibilities regarding employees, the Regional Superintendent retains the right to
establish and implement policies and decisions affecting employees in this office,
including changing any decision made by any management representative.

AT-WILL EMPLOYMENT

Employment with the Kane County ROE is employment-at-will. This means that neither
the employee nor the Regional Superintendent is bound to an employment contract or a
commitment for employment for a definite period of time. Both the employee and the
Regional Superintendent have the right to terminate employment at any time, with or
without cause and with or without notice. No person other than the Regional
Superintendent has the authority to enter into an agreement contrary to the foregoing
and any such contrary agreement, whether verbal or express, must be in writing and
signed by the employee and the Regional Superintendent. No person other than the
Regional Superintendent has the right to make any commitments to the contrary.

Neither this Handbook nor any other policy, procedure, practice, statement or benefit
program shall be construed as either an express or implied contract of employment
between the Regional Superintendent and any employee.





EQUAL EMPLOYMENT OPPORTUNITY

It is the Regional Superintendent’s policy to provide equal employment opportunity to all
applicants and employees without regard to race, color, creed, religion, sex, age,
national origin, ancestry, physical or mental handicap or disability, marital status,
military status, or veteran status. This policy applies to all aspects of employment,
including, but not limited to, selection, promotions, compensation, assignments,
benefits, training and termination To the extent required by receipt of grant funds or
other laws, any employment or discrimination policy required to be adopted by such
grant agreement or law is hereby adopted by reference as if fully set forth herein.

IMMIGRATION LAW COMPLIANCE

The Regional Superintendent is committed to employing only United States citizens and
aliens who are authorized to work in the United States and does not unlawfully
discriminate on the basis of citizenship or national origin. In compliance with the
iImmigration Reform and Control Act of 1986, and as a condition of employment, each
new employee must properly complete the Employment Eligibility Verification Form I-9
and present documentation establishing identity and employment eligibility. Before
commencing work, newly rehired employees must also complete the form if they have
not previously filed an I-9 with this office or if their previously completed |-9 is more than
3 years old.

DISABILITY DISCRIMINATION POLICY

It is the Regional Superintendent policy that no qualified individual with a disability shall
be discriminated against because of such disability in regard to job application
procedures, hiring or discharge, compensation, advancement opportunities, training, or
any other term or condition of employment. A disability is defined as: (1) a physical or
mental impairment that substantially limits one or more major life activities of an
individual; (2) a record of such an impairment; or (3) being regarding as having such
an impairment.

A qualified individual with a disability is one who, with or without reasonable
accommodation, can perform the essential functions of the job such person holds or
desires. Any qualified employee or applicant who believes that he or she has been
discriminated against because of a disability should promptly report the complaint to a
Manager or the Associate Superintendent. Complaints of discrimination on the basis of
disability will be promptly investigated.





SEXUAL AND OTHER TYPES OF HARASSMENT

The Regional Superintendent is committed to providing a work environment that is free
from all forms of discrimination and conduct that can be considered harassing,
threatening, coercive or disruptive, including sexual harassment. Actions, words, jokes,
or comments based on an individual’'s sex, race, color, national origin, age, religion,
disability, or any other characteristic will not be tolerated. This type of behavior includes,
but is not limited to, making slurs or derogatory statements about any category of
individuals. Threats of harm of any kind to an employee or any other person, even if in
jest, will not be tolerated.

The term sexual harassment includes, but is not limited to, any unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct based upon
an individual's gender when,;

= submission to such is made either explicitly or implicitly a term or condition
of an individual's employment;

= submission or rejection of such conduct by an individual is used as a basis
for employment decisions affecting that individual;

= and/or such conduct has the purpose or effect of interfering with an
individual's work performance or creating an intimidating, hostile, or
offensive working environment.

Any action or conduct that meets any of the above criteria may constitute sexual
harassment.

Any employee who experiences or witnesses sexual or other unlawful harassment in
the workplace, must report it immediately to his or her supervisor. [f the supervisor is
unavailable or the employee believes it would be inappropriate to contact that person,
the employee should immediately contact the Associate Superintendent. If the
complaint involves a manager or Assistant Superintendent, report the conduct to the
Associate Superintendent or the Regional Superintendent.

The Regional Superintendent will conduct a thorough and prompt investigation. To the
extent possible, the confidentiality of the party bringing the complaint and that of any
witnesses and the alleged harasser will be protected against unnecessary disclosure.
When the investigation is completed, the individual bringing the complaint will be
informed of the outcome of the investigation.

Retaliation against an employee for making a good faith complaint regarding
harassment violates the law. Therefore, the Regional Superintendent will not permit
any type of retaliation against another employee for having made a good faith
complaint.

Anyone engaging in sexual or other unlawful harassment, or found to have retaliated
against another employee for having reported an incident believed by such employee to
constitute harassment, will be subject to disciplinary action up to and including
discharge.





II. EMPLOYMENT

EMPLOYEE CLASSIFICATIONS

The Regional Superintendent classifies employees in accordance with the following
definitions:

ASSOCIATE SUPERINTENDENT

A. Associate Superintendent

A position working forty (40) hours or more per week.

B. Assistant Superintendents/Managers

Positions working forty (40) or more hours per week

Administrative Employees shall receive vacation, personal days, seasonal days, and
sick leave based upon their contract with the Regional Superintendent.

SUPPORT STAFF

A. Regular Full-Time Employee

An employee working forty (40) hours or more per week.

B. Reqular Part-Time Employee

An employee working less than forty (40) hours per week having either a regular
set schedule or approved flexible schedule.

An eligible part-time employee shall earn vacation, personal/sick days, seasonal
days, and extended sick leave based upon their part-time percentage (e.g.,an
employee whose part-time percentage is 60% - three full days a week — earns
60% of the paid time off that a full-time employee earns).

C. Seasonal Employee

An employee hired to work temporarily for a prescribed period of time, e.g., a
summer employee. Seasonal employees generally work less than 600hours
annually and are not eligible for any benefits, including, but not limited to,
personal/sick days, vacation days, extended sick leave, seasonal days, IMRF,
and medical or dental insurance.
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SPECIAL CONTRACT EMPLOYEES

by the
Special Contractual arrangements for other personnel are govemed solely by

i Regional Superintendent.

reement between the Contractor and the e . ( '
Végtr:?rr;;%rs do not receive any benefits unless sp_emﬂcal\y pr_owded for in the written
agreement between the Contractors and the Regional Superintendent.

PERSONNEL FILES

A personnel file may be kept and maintained in the Kane'Copnty Human Re_source_s
Department. The Regional Superintendent may also malnta_ln a pgrsqnnel file, which
may contain material that is different or duplicates the mg_terlal malntalngd by thg Kgne
County Human Resources Department. Internal availability of persona! information is
restricted to those who have a work-related need to know. Personnel files are never to
be removed from either the Human Resources Department or the Regional
Superintendents Office.

(A) Employee Requests - Any employee may, upon written request, inspect
his or her own personnel file in accordance with the lllinois P\ersonnel
Record Review Act, 820 ILCS 40/0.01 to 40/13 (1996). Requests to
inspect the personnel file in the Kane County ROE must be in writing and
directed to the Regional Superintendents Administrative Assistant.
Personnel files maintained by the Kane County Human Resources

Department may be inspected upon compliance with the requirements of
that Department.

(B)  Third Party Requests - Requests for personnel file information from other
than the employee will be handled pursuant to the lllinois Personnel
Record Review Act. Any additional information not mandated for release
by law will be released only with the written consent of the employee.

(C) ltis the responsibility of each employee to immediately notify the Regional

Superintendept, Administrative Assistant and the Director of Finance of
any chang.es In personnel data such as, name, marital status, telephone
numbers (including office-issued numbers for pagers and cellular

telephones), home address, names of dependents and individuals to be
contacted in case of an emergency.





WORK WEEK

The standard working hours for employees are forty (40) hours a week from 8:00 a.m.
to 5:00 p.m., Monday through Friday, absent a specific provision to the contrary (GED
Testing, Truancy, etc.) However, all Exempt Employees are required to work whatever
amount of time is necessary to perform their duties.

All lunch periods will be determined by each employee’s immediate supervisor.
Employees that need to be away from their work stations should use their best
judgment.

Employees shall only use designated areas to take lunch breaks. Lunch may not be
eaten at your work stations.

FLEXIBLE WORK SCHEDULE

Employee requests for flexible work schedules will be considered by the Associate
Superintendent. Authorization for a flexible work schedule must be in writing and
signed by the employee and his or her Supervisor and the Finance Director. Once an
employee is placed on a flexible work schedule, the employee is responsible for
maintaining regular attendance and punctuality. The Regional Superintendent may
terminate flexible work schedules at any time.

ABSENTEEISM AND TARDINESS

It is each employee’s responsibility to adhere to his or her standard work week and time
schedule in accordance with the guidelines of the Regional Superintendent’s Office.
The Regional Superintendent recognizes however, that occasionally an absence is
unavoidable.

When unable to be on the job, the employee must obtain permission from his/her
Supervisor, in advance whenever possible. If for any reason the employee is unable to
report for work at the regular time, it is the employee’s responsibility to call the
Supervisors cell phone to report the absence prior to his or her normal starting time,
leaving a detailed message and a phone number where the employee can be reached.
Employees who are off sick must call in each day unless unusual circumstances
prevent a call. If any emergency or iliness arises before the normal quitting time,
permission must be obtained from your Supervisor or Associate Superintendent before
departing.

An unexcused absence may be cause for denial of sick pay benefits and appr_opriate
discipline up to and including discharge. Further, excessive absences or tardiness may

result in disciplinary action, up to and including discharge.





RULES OF PROFESSIONAL CONDUCT

The Regional Superintendent recognizes the importance of adhering to the lllinois
School Code. Employees hold positions of public trust and are charged with the
responsibility of upholding the integrity of the educational system and the profession.
Employees must conform their conduct to the requirements of the code and be sensitive
to the duties imposed by the law in order to reach correct ethical decisions and to
encourage the public’s confidence in the educational system. Employees shall refrain
from all conduct that violates the law or is unbecoming or impugns the integrity of the
educational profession, or any staff of the Regional Superintendent’s Office.

Further, employees shall not, during or after termination of their relationship with this
Office, use or reveal a confidence or work product of the Office known to the employee,
without the prior written consent of the Regional Superintendent or unless otherwise
mandated by law. This may include, but is not limited to, case notes, educational
proceedings, confidential information, internal memorandums or confidential
memorandums.

lll. COMPENSATION

PAY PERIODS

The frequency of pay periods is established by the Kane County Board. Unless
amended or changed by the Kane County Board, employees are paid on the 10" and
25" of each month. When a payday falls on a Saturday, Sunday or holiday, the
paycheck is distributed on the preceding workday. The check distributed on the 10"
includes pay for the period worked between the 16" through the last day of the previous
month. The check received on the 25" includes pay for the period from the 1% through
the 15" of the month.

OVERTIME

Managers and other exempt employees will not be additionally compensated for
working in excess of the standard working hours. Staff may receive additional
compensation for services performed such as weekend or holiday duties; such
additional compensation will be determined at the sole discretion of the Regional
Superintendent.

Only non-exempt employees are eligible for overtime compensation and it will be
calculated in accordance with federal and state wage and hour restrictions. Non-exempt
employees are not authorized to work in excess of the standard work week hours
without prior approval of the Associate Superintendent and the Financial Director. A
non-exempt employee authorized to work overtime will be given compensatory time off
in lieu of cash overtime compensation. Any exception to this policy must be approved
by the Regional Superintendent. Compensatory time off should be u§ed within a '
reasonable time of earning it, as long as such use does not unduly disrupt the operation
of the Regional Superintendent’s Office. Compensgtory time must be used before
vacation or personal/sick time. Employee cooperation is expected when requested to

work overtime.





IV. BENEFITS

The Regional Superintendent provides certain benefits in recognition that the
employees of this Office are a valuable asset. The following summarizes certain
employee benefits applicable at this time. Seasonal Employees are not eligible for any
benefits. These benefits are reviewed periodically to ensure that the needs of the
employees are being met. In addition, the section in this Handbook entitled “Kane
County Personnel Policy Handbook”, identifies those benefits available through plans or
programs provided by Kane County to the employees of the Regional Superintendent.

PAID TIME OFF

In order to provide a flexible, paid time off policy as protection for eligible employees
against loss of income because of illness, injury or personal matters, the Regional
Superintendent provides both short-term personal/sick days and extended sick leave.
All full-time and part-time staff, and regular full-time and part-time support staff, are
eligible for these benefits, with proper written approval.

A. Short-Term Personal/Sick Days

1. Accumulation of Personal/Sick Days
“Benefit year” is defined as the twelve (12) month period beginning December 1 of
each year. Employees must complete six (6) months of continuous employment before
they are eligible to earn short-term personal/sick time. Thereafter, each eligible full-time
employee earnsone (1) personal/sick day for each full quarter of the benefit year worked
by the employee. For example, full-time employees who have completed twelve
months of continuous service as of December 1 of the applicable benefit year, will be
credited with four personal/sick time as of December 1. Full-time employees who have
completed six (6) months of continuous employment but less than twelve months of
continuous service as of December 1 of the applicable benefit year, will earn
personal/sick time at the rate of one (1) day for each full quarter worked as of
December 1.

Each eligible part-time employee earns personal/sick time proportionate
to the number of hours worked as compared with the personal/sick time
earned by a full-time employee.
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2. Short-Term Personal/Sick Day Utilization
An eligible employee may use personal/sick time for personal or family injury or illness,
doctor or dental appointment, and personal business.

Employees may use more than one (1) personal/sick day per quarter, however, if a
terminating employee has used more personal/sick time than have been earned for the
number of quarters worked, the employee may be required to repay any used but
unearned personal/sick time. An employee who has exhausted their short-term
personal/sick time may use other available paid time off (except extended sick leave)
without the need to bring in a doctor’s statement.

3. Unused Short-Term Personal/Sick Days
Short-term personal/sick time do not accumulate from year to year. At the end of the
benefit year, all unused short-term personal/sick days will roll-over into extended sick
leave, and thereafter, use of such time will be subject to the rules and policy regarding
extended sick leave. However, upon termination, an employee will be paid for any
unused short-term personal/sick time earned during the benefit year in which the
employee terminates.

B. Extended Sick Leave

1. Accumulation of Extended Sick Leave
Eligible full-time employees will be credited with one (1) day of extended sick leave per
month after the completion of six (6) months of continuous employment. Eligible part-
time employees will earn extended sick leave proportionate to the number of hours
worked as compared with the extended sick leave earned by a full-time employee.
Unused extended sick leave will carry over from year to year and may accumulate to a
maximum of 240 days.

2. Extended Sick Leave Utilization
Unlike short-term personal/sick days, extended sick leave is intended to provide
employees with assistance during periods of iliness or injury when the employee or
Family leave is under a doctor’s care at home or hospitalized. For 3 consecutive days
or more. A note from the employee’s or family member’s doctor (on the doctor’s
letterhead or prescription pad) is required to support the employee’s request to utilize
extended sick leave. The Regional Superintendent reserves the right to have an
employee submit to an examination by a doctor chosen by the Regional Superintendent
for the purpose of obtaining a further determination as to whether the employee is
unable to perform his/her duties.

The cost of the second examination will be paid by the Regional Superintendent’s
Office. For purposes of this section, the term “immediate family member” includes the
employee’s legal spouse, child (including step, adopted and legal ward), parent or step-
parent.

Employees must first use comp time, personal days and vacation, before they can use
extended sick leave.
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3. Payment for Unused Extended Sick Leave
No payment for unused extended sick leave is made at termination. Retiring empioyees
under IMRF may qualify for up to one (1) year of additional pension service for unused
extended sick leave at the rate of one month for every twenty days or fraction thereof
(1:20). To qualify for this pension credit, the effective date of the pension must be within
sixty (60) days of termination. This additional pension service credit provision applies
solely to employees retiring with an IMRF pension. Converted extended sick leave
cannot be used to meet the requirements of a minimum of eight (8) years for an IMRF
pension or 35 years for a non-discounted pension under age 60.

C. Funeral and Bereavement Leave

in the event of a death in an employee’s family, the employee will be allowed up to three
(3) days leave with pay to attend the funeral and/or handle family affairs. “Family” is
defined as the employee’s legal spouse, child (including step, adopted and legal ward),
parent or step-parent, brother, sister, neice, nephew, father-in-law, mother-in-law,
brother-in-law, sister-in-law, son-in-law, daughter-in-law, grandparents, grandchildren,
aunt, uncle and first cousin. Employees must notify their immediate supervisor of the
death, relationship to the deceased and expected time of absence — signed approval
form.

D. Sick Leave Earned Prior to December 1, 1989

Employees who earned and accumulated sick leave under the policy in effect prior to
December 1, 1989, can carry this time over from year to year and use it for purposes
appropriate under that policy. Under the policy in effect prior to December 1, 1989,
employees could accumulate up to thirty (30) sick days that could be used for personal
illness or injury, funeral leave, maternity, serious iliness in the immediate family, three-
to-one conversion for vacation, one-third (1/3) payment at termination or full payment at
retirement when receiving an IMRF pension.

LEAVE OF ABSENCE

Employees who have completed one year of employment at the Regional
Superintendent’s Office may be granted an unpaid leave of absence in accordance with
the following guidelines.

(A)  Family and Medical Leave: Employees may be eligible for an unpaid leave of
absence pursuant to the Family and Medical Leave Act of 1993 (the “FMLA”) if they
have been employed for at least twelve (12) months and completed at least 1,250
hours during the twelve months preceding the start of the leave of absence. Eligible
employees are entitled to FMLA for the following reasons:

1. The birth of the employee’s child and to provide care for the infant following birth;
2. The placement of a child with the employee for adoption or foster care;
3 The employee’s own serious health condition which makes the employee unable

to perform the essential functions of his or her job; or .
4. Employee is needed to care for a child, spouse or parent who has a serious

health condition.
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Employees may be eligible for a maximum of twelve (12) weeks leave a year which is
based on a rolling twelve (12) month period measured backward from the first date
FMLA leave is used. (The term “weeks’ refers to workweeks; a workweek is the
number of hours the employee usually works in a week.) In other words, each time an
employee takes FMLA leave, the remaining leave for which the employee may be
eligible would be any balance of the twelve (12) weeks that have not been used during
the immediately preceding twelve (12) months. (For example: If an employee has taken
(8) weeks of leave during the past 12 months, an additional four (4) weeks of leave
could be taken. If an employee used (4) weeks of leave beginning February 1, 2001,
(4) weeks of leave beginning June 1, 2001, four (4) weeks of leave beginning December
1, 2001, the employee would not be entitled to any additional FMLA leave until February
1,2002. However, on February 1, 2002, the employee would be entitled to (4) weeks of
leave, on June 1, the employee would be entitled to (4) additional weeks of leave, etc.).

Upon returning to work from FMLA leave, the employee will be restored to his/her
original job or an equivalent position that involves the same or substantially similar
duties and responsibilities with equivalent pay, benefits and other terms and conditions
of employment. However, an employee who qualifies as a “key employee” under FMLA
may be denied restoration provided certain conditions are met. A ‘key employee” is an
employee who is among the highest paid ten (10) percent of the employees employed
by the Regional Superintendent. An employee in this category will be informed of their
status as a “key employee” at the time the FMLA leave response is made.

(B)  Personal Leave: Employees may be granted an unpaid leave of absence for a
short duration for personal reasons if it would not unduly burden the Regional
Superintendent’s Office. The Regional Superintendent reserves the right to grant, deny
or extend any such personal leave of absence.

(C)  Educational Leave: Employees may be granted an unpaid leave to continue their
education, provided the course of study is beneficial to the Regional Superintendent’s
Office. The Regional Superintendent reserves the right to grant, deny or extend any
such educational leave of absence.

(D)  Military Leave: The Regional Superintendent complies with all federal and state
laws relative to military leave for training purposes or if the employee’s unit is activated.
Should an employee require a leave of absence for training purposes, the ROE will pay
the difference between the employee’s regular pay and pay received for an annual
training camp for a period not to exceed two weeks.
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TERMS AND CONDITIONS

1. The Regional Superintendent may require that an employee requesting any type
of leave (except military leave) first use any paid time for which they are eligible,
including personal/sick days, extended sick leave, sick leave earned prior to
December 1, 1989, vacation time, seasonal days, and compensatory time,
during the leave of absence. Once paid time off is exhausted, the remainder of
the leave will be unpaid. Note, paidand unpaid leave both count toward the
twelve week limit under the FMLA.

2. While on a leave of absence, if the employee determines the leave may need to
last more than the original time off requested, the employee must request an
extension of leave at least 30 days prior to the expiration of the original leave.
The Regional Superintendent reserves the right to grant or deny an extension of
the leave period. The cumulative time off for any type leave (except for military
leave when required by law) may not be longer than six (6) months.

3. Any leave more than twelve (12) weeks in duration is considered an extended
leave of absence. Employees in this extended period must contact the Regional
Superintendent at least thirty (30) calendar days prior to their expected return to
work.

4, Group health-care coverage will continue during any approved leave of absence,
for up to six (6) months, provided the employee pays the employee’s portion of
the premium to the Kane County Insurance Coordinator’s office no later than
the first (1%') of each month during the leave of absence.

5. Short-term personal/sick days, extended sick leave and vacation time will not
continue to accrue after the last day paid on any authorized leave of absence.
Employees will be paid for holidays that fall during the period they are receiving
pay from the County. The use of any leave will not result in the loss of any
employment benefit that accrued prior to the start of an employee’s leave.

6. Employees on a leave may qualify for disability benefits under IMRF. An
employee should consider filing for such benefits immediately to ensure timely
receipt of such benefits, if available. Please contact the Kane County
Human Resources Department for further details.

7. Employees who fail to return to work upon the expiration of a leave of absence
will be subject to discharge.
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- PROCEDURE FOR REQUESTING A LEAVE OF ABSENCE

1. A “Request for Leave of Absence” form should be completed by the employee
providing the reason for the leave, its duration, and the amount of available paid
time the employee will be using during the leave. Employees must give thirty (30)
days advance notice when the request for a leave of absence is foreseeable.
Where providing advance notice is not possible under the circumstances, notice
must be given as soon as possible. The ROE Finance Director is available to
assist in the preparation of this form. In addition, the employee and the
Office’s Payroll Coordinator will meet with a representative of the Kane
County Human Resources Department to review benefits available while on an
approved leave of absence.

2. A request for a leave of absence should be submitted to the immediate supervisor
who, after recommending approval or disapproval, will forward the request to
the Associate Superintendent (if the request is made by a member of the
support staff) for a recommendation, which is then subject to the approval of the
Director of Finance and Regional Superintendent.

3. Where the request for leave under the Family and Medical Leave Act is due to an
employee’s own serious health condition, medical certification and/or fitness for
duty report is required upon commencing and returning from the leave.
Employees must provide a certification from a health care provider explaining
the reason for and the anticipated duration of the leave within 15 calendar days
of the request. Medical re-certification may be required at the expense of the
Regional Office of Education.

HOLIDAY SCHEDULE

Paid holidays are established annually by the Kane County Board’s Executive
Committee for non court-related offices and the Chief Judge for court-related offices.
The Regional Superintendent reserves the right to adopt or modify any and all holiday
schedules established in Kane County as it applies to employees of the Kane County
Regional Office of Education, the Regional Superintendent will adopt a yearly holiday
schedule.
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VACATIONS

Vacation time is calculated from the first of the month in which the date of hire occurred.
All employees, except Seasonal Employees, are eligible to earn and use vacation time.
After one (1) year of continuous service with the Regional Superintendent’s Office, each
full-time employee is entitled to vacation with pay in accordance with the following
schedules:

1. Ten (10) days vacation upon completion of twelve (12) months of continuous
service. Thereafter, employees earn two weeks vacation each year in which twelve (12)
months of continuous service is completed, through the completion of five (5) full years.
During the first year of service only, the Regional Superintendent offers the option of
taking up to one (1) week vacation after six (6) months of continuous service. If the
employee elects to use one (1) week after six (6) months, only one (1) week remains to
be taken upon the completion of twelve (12) months total service during the following
one (1) year period. If the employee terminates prior to the first anniversary and has
borrowed vacation time, pay for hours used will be deducted from his or her final
paycheck.

2. Fifteen (15) days vacation upon completion of five (5) years of
continuous service.

3. Twenty (20) days vacation upon completion of fifteen (15) years or
more of continuous service.

Absent prior approval from the Regional Superintendent, vacation earned during year
must be taken during the following year or it will be forfeited. Vacation credit will not be
allowed to accrue from year to year without prior approval from the Regional
Superintendent. No salary payment will be made in lieu of vacation not taken without
prior approval from the Regional Superintendent.

Vacations will be scheduled with prime consideration given to the efficient operation of
the Regional Superintendent’s Office. Written requests for vacation time must be sent to
the employee’s immediate supervisor and/or Regional Superintendent for approval, who
will then forward the request to the Finance Director.

Eligible part-time employees will receive vacation days based upon their part-time
percentage as compared with the vacation days received by a full-time employee with
the same length of continuous service.

The employee will be contacted by the Finance Director if it is determined the employee
does not have credit for the requested time. Vacation requests must be made as far in

advance of the vacation as is practicable. Written approval must be granted prior to an
employee taking vacation time.

Upon termination, an employee will receive pay for unused vacatiqn earqed from
working in the previous service year. in addition, the employee will receive pay for any
accrued vacation earned as of the date of termination. Employees wﬁh less than one
(1) year of service are not entitled to any vacation pay upon termination.
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V. GENERAL POLICIES

JURY DUTY/SUBPOENA

Upon receipt of a summons for jury duty or subpoena, the employee must immediately
notify his or her Supervisor and provide a copy of the summons or subpoena.
Employees will receive their regular pay for the time of the jury or witness service.
However, all compensation received for the jury duty or witness service must be
promptly remitted to the Finance Director of the Regional Superintendent’s Office.

INTERNET USAGE

The Regional Superintendent reserves the right to access, review, copy, delete and
disclose all activities of all users of the Regional Superintendent’s computer systems or
network, regardiess of whether such users are authorized to use such systems or
network for any purposes.

Users should be aware that the Regional Superintendent and his systems personnel
may, in the course of maintaining the system or network, access and review users’
activities. If the Regional Superintendent or his systems personnel discover possible
evidence of illegal activity or activity that violates Office policies or rules, the Regional
Superintendent may take appropriate disciplinary action, up to and including discharge
and/or disclosure of evidence to law enforcement officials or other third parties.

Computers, computer files, the e-mail system and software furnished to employees are
the property of the Regional Superintendent’s Office and intended solely for use in
performing the duties and responsibilities of the employee. Employees are not
permitted to use the computers or the Internet for personal reasons. Further,
employees are not permitted to send, forward or print out e-mail received from others
that is not related to their work responsibilities and any e-mail that is not work-related,
should be deleted immediately. Employees should advise friends and acquaintances to
refrain from using the Office’s e-mail as a primary means of communication to ensure
the employee does not unintentionally violate this policy.

Employees may not install or copy any Regional Superintendent’s Office owned
software programs or computer files onto computers not owned by the Regional
Superintendent’s Office.

It is possible that certain software is available for employee home use based upon
copyright and licensing (i.e. Microsoft office, Virus Protection). The Regional
Superintendent will approve this installation on or case by case basis.

The ROE does use monitoring software to view sites visited by employees. The ROE
also has ability to access systems remotely to view files, e-mail, etc. located on
machines used by employees.

Further, employees may not install any unauthorized software programs onto Regional
Superintendent’s Office computers.
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Employees with management approval for access to the Internet, bulletin boards and
other electronic media may use these tools to meet their job responsibilities.
Employees may perform such tasks as exploring source material, performing research
and using person-to—person e-mail for Regional Superintendent’s Office work-related
purposes. Employees may not engage in such direct communication for personal use.

Rules and Procedures

1. Employees have a responsibility to use their Internet access in an informed and
responsible way, conforming to network etiquette, customs, courtesies and to the
Regional Superintendent’s Office policy.

2. Employees must use exactly the same standards of care and professionalism
used in any other business-related communications. For example:

a. Consider an e-mail message as a postcard, rather than a sealed letter;
there is no absolute right to privacy and e-mail messages may be subject
to disclosure.

b. Apply the same standards of quality to Internet communications that apply
to our published product.
C. Be aware of and respect all copyright and licensing agreements.
d. Do not forward anyone’s messages without permission.
3. Whenever possible, employees should print out documents rather than download

them to conserve resources. Employees should not download anything for
publication before ensuring (such as by checking with the Library) that the
material is not already in-house, that it is reliable and from the best source, and
that it will be downioaded in an acceptable format.

4. Use of the Internet is a privilege, not a right, and the privilege may be revoked at
any time for inappropriate conduct. Examples of inappropriate conduct include,
but are not limited to:

a. Use of the Internet or other electronic communications made available by
the Regional Superintendent’s Office for other than business reasons;

b. Use of the Internet for unlawful or malicious activities;

C. Use of abusive, threatening or objectionable language in either public or
private messages,

d. Misrepresentation of oneself or inappropriate representation of the
Regional Superintendents Office;

e. Activities that cause congestion and disruption of networks and systems;

f. Activities that compromise the Regional Superintendents position,

reputation or objectivity.
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5. The use of the Internet to transmit or store communications that contain ethnic
slurs, racial epithets or anything that may be construed as harassment or
disparagement of others based on race, national origin, sex, sexual orientation,
age, disability, political or religious behefs or to transmit sexually explicit or
otherwise offensive images, messages, cartoons or jokes is strictly prohibited.

Violation of this policy will result in approprlate disciplinary action up to and
including discharge.

INTRA-OFFICE E-MAIL

All employees are expected to read their e-mail on a daily basis. Rights to e-mail are
limited to messages specifically addressed to the employee. Unauthorized access of e-
mail addressed to another person is a serious breach of this policy. The electronic mail
and other information systems of the Regional Superintendent’s Office are not to be
used in a way that may be disruptive, offensive to others or harmful to morale. Further,
employees using e-mail are also subject to the Internet Usage policy.

Display or transmission of sexually explicit or otherwise offensive images, messages,
cartoons or jokes, and/or transmission or use of e-mail communications that contain
threats, ethnic siurs, racial epithets or anything that may be construed as harassment or
disparagement of others based on race, national origin, sex, sexual orientation, age,
disability or religious or political beliefs is strictly prohibited.

Employees should use the information systems for Regional Superintendent’s Office
business only. The e-mail system shall not be used to solicit others for commercial
venture, religious or political causes, outside organizations or other non job-related
solicitations or to communicate personal or political ideas or beliefs.

Although each employee has a password to the e-mail system, the system belongs to
the Regional Office of Education and the contents of all e-mail communication is the
property of the ROE. Like other shared filing systems, e-mail communications are
accessible to others, whether or not marked “private.” Therefore, an employee should
not expect his or her e-mail communication to be private. Further, the Regional
Superintendent reserves the right to monitor computer files or e-mail messages without
notice whenever there is a business need to do so.

Finally, since e-mail is subject to disclosure, e-mail should not be used in a situation
where a written memo would not be appropriate.

Violation of this policy will result in appropriate disciplinary action up to and including
discharge.
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SENSITIVE and NON PUBLIC INFORMATION POLICY

1. PURPOSE

The Kane County Regional Office of Education adopts this policy to help protect
employees, customers, contractors and the company from damages related to loss or
misuse of sensitive information. This policy will;

. Define sensitive information

o Describe the physical security of data when it is printed on paper

o Describe the electronic security of data when stored and distributed
2. SCOPE

This policy applies to employees, contractors, consultants, temporaries, and other
workers at the Kane County Regional Office of Education, including all personnel
affiliated with third parties.

3. POLICY
3.1  Definition of Sensitive Information
Sensitive information includes the following items whether stored in electronic or
printed format.

3.1.1.  Personal Information — Sensitive information consists of personal
information including, but not limited to:

3.1.1.1. Credit Card Information, including any of the following:
» Credit Card Number (in part or whole)
» Credit Card Expiration Date
» Cardholder Name
» Cardholder Address
3.1.1.2. Tax Identification Numbers, including:
= Social Security Number
= Social Insurance Number
= Business ldentification Number
= Employer Identification Numbers

3.1.1.3. Payroll information, including, among other information:
= Paychecks
= Pay Stubs
» Pay Rates
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3.1.1.4. Cafeteria Plan Check Requests and Associated Paperwork

3.1.1.5. Medical Information for any Employee or Customers, including, but not
limited to:
* Doctor Names and Claims
* |nsurance Claims
= Prescriptions
* Any related Personal Medical Information

3.1.1.6. Other Personal Information belonging to Customers, Employees

and Contractors, examples of which include:
= Date of Birth

Address

Phone Numbers

Maiden Name

Names

Customer Number

Transcript Information

Teaching Certificates

Fingerprint Information

GED

KCHRC

3.1.2. Corporate Information — Sensitive corporate information includes, but is not
limited to:

3.1.2.1. Company, employee, customer, vendor, supplier confidential,
proprietary information or trade secrets.

3.1.2.2. Proprietary and/or confidential information, among other things,
includes: business methods, customer utilization information, retention
information, sales information, marketing and other Company strategy,
computer codes, screens, forms, passwords, information about or
received from, Company’s current, former and prospective customers,
sales associates or suppliers or any other non-public information.
Proprietary and/or confidential information also includes the name and
identity of any customer or vendor and the specifics of any relationship
between and among them and the company.

3.1.3. Any document marked “Confidential”, “Sensitive”, “Proprietary”, or any
document similarly labeled.

3.1.4. All Kane County Regional Office of Education personnel are encouraged to use
common sense judgment in securing the company Confidential infor_mation to the
proper extent. If an employee is uncertain of the sensitivity of a pa_;rtlcu|ar piece
of information, he/she should contact the Security Compliance Officer.
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3.2. Hard Copy Distribution
Every employee and contractor performing work for the Kane County Regional Office of
Education will comply with the following policies:

3.2.1. File cabinets, desk drawers, overhead cabinets, and any other storage
space containing documents with sensitive information will be locked when not in
use.

3.2.2. Storage rooms containing documents with sensitive information and
record retention areas will be locked at the end of each workday.

3.2.3. Desks, workstations, work areas, printers and fax machines, and common
shared work areas will be cleared of all documents containing sensitive
information when not in use.

3.2.4. Whiteboards, dry-erase boards, writing tablets, etc. in common shared
work areas will be erased, removed or shredded when not in use.

3.2.5. When documents containing sensitive information are discarded they will
be immediately shredded using a mechanical cross cut or Regional Office of
Education approved shredding device. If you need any assistance in locating a
shredder, please contact a supervisor/manager.

3.3  Electronic Distribution
Every employee and contractor performing work of the Kane County Regional Office of
Education will comply with the following policies:

3.3.1 Internally, sensitive information may be transmitted using approved
company email. All sensitive information must be encrypted when stored in an
electronic format.

3.3.2. Any sensitive information sent external must be encrypted and password
protected and only to approved recipients. Additionally, a statement such as this
should be included in the email. “This message including any attachments may
contain confidential and/or proprietary information, and is intended for the
person/entity to whom it was originally addressed. Any use by others is strictly
prohibited.”

4, ROLES AND RESPONSIBILITIES

Management will have the responsibility to enforce this policy and ensure that it is
followed by employees and contractors.

It is every employees responsibility to adhere to this policy without exception. Any

violations or situations which any reasonable person may believe to be violations, shall
be reported immediately to the Security Compliance Officer.
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5. DEFINITIONS

Encryption:  The translation of data into a secret code. Encryption is the most effective
way to achieve data security. To read an encrypted file, you must have
access to a secret key or password that enables you to decrypt it.
Unencrypted data is called plain text.

Hard Copy: A printout of data stored in a computer. It is considered hard because it
exists physically on paper, whereas a soft copy exists only electronically.

6. ENFORCEMENT

Any employee found to have violated this policy may be subject to disciplinary action,
up to and including termination of employment.

OPEN DOOR POLICY

The Regional Superintendent encourages open communication between employees
and the Regional Superintendent. If a situation or problem arises during an employee's
service with the Regional Superintendent's Office, the employee should first present the
situation or problem to his or her immediate supervisor, whenever appropriate. If the
situation or problem is not resolved following presentation to the immediate supervisor,
the employee may present it to Associate Superintendent. If the situation or problem is
still not resolved, the employee may present it to the Regional Superintendent. If a
situation or problem involves the Supervisor, Managers, Assistant Superintendent or
Associate Superintendent, the employee’s supervisor may present the situation or
problem directly to the Regional Superintendent. Any decision or opinion expressed by
the Regional Superintendent through the utilization of this policy is final.

STATEMENTS REGARDING ACCIDENTS/LITIGATION

Unless mandated by law, no employee shall give any written, verbal or signed
statement at any time regarding:

A.  Any accident that involves a ROE Office employee or the County or any of
its agents, or property which is owned, controlled or maintained by the
County.

In the event that any employee is involved in a motor vehicle accident while performing
duties as an employee of the ROE, the employee may furnish such information as
his/her name, address and the registration number of the vehicle, and may exhibit
his/her driver’s license, registration, and proof of insurance upon request to any other
person involved in the accident. In addition, such employee shall within seven (7) days
of such accident consult with the Associate Superintendent for the purpose of complying
with any further reporting requirements as required by law.
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B. Any treatment of any student under the supervision or control of
any ROE employee, County official or County employee, including the
Sheriff or a Deputy Sheriff.

C. Any incident directly or indirectly associated with pending or threatened
litigation, to any person except with the knowledge or consent of the
Associate Superintendent.

Any statements by any manager must comply with lllinois School Code. Each Manager
is obligated to adhere to same. Any employee having any questions regarding the
application of this policy, should discuss the matter with his or her Associate
Superintendent or Regional Superintendent. Any violation of this policy will be cause for
disciplinary action, up to and including discharge.

NOTICE OF INVESTIGATION OR LEGAL PROCEEDING

In order to identify any possible conflict of interest or an appearance of impropriety,
employees of the Regional Superintendent shall notify the Associate Superintendent
within 48 hours if the employee or a member of the employee’s family or household is
being subjected to investigation, arrested, charged, convicted of any unlawful conduct,
or named as a party in a civil suit in which the Regional Superintendent is involved. The
term “family” is defined as set forth in the policy on Funeral and Bereavement Leave

SUBSTANCE USE & ABUSE POLICY

It is the Regional Superintendent’s policy to provide a work environment that is safe for
all employees and conducive to attaining and maintaining high professional standards,
including complying with all laws regarding illegal drugs and alcohol. In addition, use of
illegal drugs and the abuse of legal drugs and alcohol violates the public’s reasonable
expectations that the employees of the ROE, who has the duty of supervising schools in
this County, will comply with these very same laws. Further, employees must be free
from the adverse side effects of drug and alcohol abuse in order to attain and maintain
the Office’s high professional standards.

As part of this policy, no illegal drugs or alcohol are allowed in the Regional
Superintendent’s Office and all employees are expected and required to report to work
on time and in appropriate mental and physical condition to perform their duties.
Further, employees who report to work under the influence of illegal drugs and/or
alcohol, use, sell, manufacture, possess, transfer or distribute illegal drugs, abuse legal
drugs or aicohol, test positive on a drug test, or refuse to take a drug test sponsored by
the Regional Superintendent's Office, will be subject to disciplinary action, up to and
including discharge. Any illegal substance will be turned over to the appropriate law
enforcement agency and may result in criminal prosecution. lllegal drugs include all
drugs not prescribed by a licensed physician for use by the person possessing them.
Where there is reasonable suspicion to believe that an employee is involved in drug or
alcohol abuse, that employee may be required to submit to drug an.d/or ailcohol testing.
These tests may be required for all employees on a ra.nd’on_\ penodnp basis. Refusal to
cooperate with the testing program will be cause for disciplinary action up to and

including discharge.
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With respect to prescription and over the counter drugs, employees should discuss with
their doctors the possibility that the medication they are taking may affect their ability to
work safely. A doctor may prefer to prescribe a substitute medicine that does not cause
drowsiness, impaired judgment, or otherwise impact job performance. If no suitable
alternative exists, the employee should bring in a note from the doctor restricting the
employee to work non-safety sensitive work during the time the employee will be taking
the medication.

Employees whose condition endangers the safety of themselves or others, puts
property at risk, impugns the integrity of the ROE Office or exposes the Office to
potential liability, or otherwise renders them unfit to perform the essential functions of
their jobs are not permitted to continue working or to remain in the workplace. If the
reason for an impairment is a disability, the Office will honor any legal obligation it may
have to make a reasonable accommodation upon request, but safety comes first.

Administration of Tests

A. A urine drug test will be used to test for the following drugs, though the Regional
Superintendent reserves the right to require a blood test:

Marijuana;

Cocaine;

Phencyclidine (PCP);

Opiates (such as codeine, morphine, or heroin); and
Amphetamines.

ORhON=

B. Breathalyzer will be used to test for alcohol, though the Regional Superintendent
reserves the right to require a blood or urine test.

C. The Regional Superintendent will conduct testing as follows:
1. Where there is reasonable suspicion to believe that an employee is

involved in drug or alcohol abuse. Circumstances which constitute a basis
for determiningreasonable suspicion include, but are not limited to:

a. Pattern of abnormal work habits or erratic behavior, such as
excessive tardiness, unreasonable absences, or a change in work
performance;

b. Direct observation of the use or possession of drugs or alcohol or

information provided by a credible source which can be
independently corroborated.

c. Presence of the physical symptoms of drug or alcohol abuse,
including, but not limited to, slurred speech, dilated pupils, alcohol
on breath, loss of balance and/or lethargy.

2. When an employee is involved in a workplace injury or accident where
there is reasonable suspicion of drug/alcohol abuse.

3. Periodic random testing for all employees.
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How testing will be conducted. Before a drug or alcohol test is administered,
employees will be asked to sign a consent form authorizing the test and
permitting the release of the test results to officials in the ROE Office who have a
need to know. The following collection procedure is intended to prevent
adulteration or substitution of urine samples, while protecting privacy as much as
possible.

1. Individuals sent for testing will be required to present photo identification.

2. Outer garments and personal belongings shall be left outside the restroom
or other collection room.

3. Person being tested will wash his or her hands before the test and will not
have access to water or any other materials that could be used to dilute,
tamper with, or otherwise adulterate a sample.

4. The individual being tested will be allowed to enter a private room to
provide the sample.

5. If a previous urine sample has been found to be adulterated or is not of a
temperature of at least 90° Fahrenheit, someone of the same gender may
observe the providing of a second sample and forward both samples for
testing.

6. The tested individual and the collection site person shall both keep the
urine sample in view at all times until it is sealed by placing a tamper proof
seal over the cap and down the sides and labeled with the date and the
individual's identification number and initialed by the individual who
provided the sample.

7. The tested individual shall read and sign a statement certifying that the
sample identified as collected from him or her is, in fact, the sample he or
she provided.

Chain of Custody. Urine samples will be identified by a number assigned
to the employee/applicant. Anyone handling the sample must follow
proper chain of custody procedures. A sufficient sample will be collected
to allow for a confirmatory test and a sufficient amount to be reserved for
later testing if requested by the employee.

Initial Positive Test Results Urine samples that test positive during the initial
drug screening will be retested using a gas chromatography/mass spectrometry
(GC/MS) test, or a similarly reliable test. The second test will use a portion of the
same test sample the employee provided for use in the first test. The testing
facility will contact an employee to obtain additional information .reg_arding the
possible connection between a positive test result and any medications he or she

may be taking.
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G. Refusal to Consent to Testing. Any employee who refuses to consent to a
drug or alcohol test is subject to disciplinary action, up to and including
termination.

H. Consequences. Upon receipt of written confirmation of a positive breathalyzer
test or drug test result from a laboratory, the Regional Superintendent or a duly
designated representative will meet with the employee to discuss what
disciplinary action will be taken, up to and including termination of employment.

l. Challenging Test Results. Employees who test positive will have an
opportunity to examine the records of the test and seven (7) working days to
explain or rebut the laboratory finding.

J. Confidentiality. Results of tests will be disclosed only to the employee or job
applicant; to those within the Regional Superintendent’s office with a need to
know; and/or during a hearing or lawsuit to which the test findings are relevant,
including hearings for unemployment, workers’ compensation, grievances
brought by or on behalf of an employee, or other matters.

Any violation of this policy will be cause for disciplinary action, up to and including
discharge.

Employees may voluntarily request assistance in dealing with a personal drug or alcohol
problem through Kane County’s confidential Employee Assistance Program.

Employees are encouraged to seek assistance by calling an outside “Hotline” number
which is (847) 742-4033. Contact the Kane County Human Resources Department for
further information. If circumstances warrant, an employee may be granted a leave of
absence in accordance with the Office’s policy on leaves of absence.

SMOKING POLICY

Smoking is prohibited in all offices and areas controlled and maintained by the ROE
Office.

PROFESSIONAL AND PERSONAL APPEARANCE

Employees will not display material that is not consistent with a professional office. In
order to avoid any appearance of impropriety, it shall be the responsibility of the
employee to disclose to the Regional Superintendent or Associate Superintendent, the
existence of any “romantic”, dating, or personal relationship, including friendship, with
any employee of the ROE, school district under any jurisdiction or other county _
department. While there may be a variety of meanings given to the term “ro_rnantig,” itis
anticipated that the employee will appreciate the meaning of the term and will act in a

manner consistent with this policy.
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The ROE provides professional services to the public, and it is important that personal
attire reflect this professionalism. All employees are expected to dress in a manner
appropriate to the job they perform, and in consideration of the fact that many are in
highly public positions. Reasonable accommodations will be made for employees’
religious beliefs whenever possible, consistent with the necessity to present a
professional appearance to the public. An employee whose appearance does not meet
these standards will be counseled by their supervisor or Associate Superintendent. The

Regional Superintendent will have the final authority on appropriate attire and grooming
at work.

Any violation of this policy will be cause for appropriate disciplinary action, up to and
including discharge.

WORKPLACE SEARCHES

Employees have no expectation of privacy in their work stations and the Regional
Superintendent, Associate Superintendent and supervisors reserve the right to search,
inspect or examine, at any time, an employee’s work station or office, including desks,
file cabinets, files, computers and all forms of electronic storage.

POLITICAL ACTIVITY

The Regional Superintendent prohibits any employee from engaging in political
activities in the Office or while on duty. Further, employees are prohibited from
engaging in any political activity that suggests an association with the Office, including,
but not limited to, using ROE stationery, office equipment, supplies or postage, issuing
public statements or suggesting the endorsement of the Regional Superintendent.

BADGES, IDENTIFICATION CARDS, ENTRY CARDS AND EQUIPMENT

All employees are issued identification badges, keys and in some instances_certain
equipment, such as cellular phones and/or pagers, laptop computers, palm pilots.
Please remember to keep these items on you at all times while at work. A replacement
cost may be charged if an identification badge, key, or equipment is lost. Your
identification badge, key or equipment must be turned in on separation of employment.
Improper display or use of a identification badge, keys or equipment may result in
disciplinary action, up to and including immediate termination.

TRAVEL AND EXPENSE REIMBURSEMENT

All expenditures must be approved in advance by the employee’s supervisor or the
Associate Superintendent. If an employee is required to travel from one locationto
another in the performance of his or her work-related duties, the employee may use his
or her personal automobile and may receive appropriate mileage reimbursement for
such use. Reimbursement is calculated based on the IRS mileage rate.
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Reimbursement for expenses for other forms of transportation, lodging and meals will
be made in accordance with Section 2-72 of the Kane County Code.

In order to receive reimbursement, the employee must submit a “Personal Expense
Voucher” to his or her supervisor for written approval. Receipts must be attached to all
vouchers in order for any expense to be eligible for reimbursement. Any employee with
questions regarding whether an expense is subject to reimbursement should see the
Finance Director prior to incurring such expense.

If an employee uses his or her personal automobile for Office business, the employee
must have a valid lllinois driver’s license and automobile liability insurance policy in
force, and in accordance with the lllinois Vehicle Code on any such day the employee is
operating his or her personal vehicle. Further, the employee must have a valid lillinois
driver’s license on any day the employee operates a vehicle owned by the County of
Kane.

AUTOMOBILE & TRAFFIC RULES COMPLIANCE

Employees are required to obey all rules of the road including, but not limited to, speed
limits, wearing of seatbelts, and maintaining a valid automobile liability insurance policy
in accordance with the lllinois Vehicle Code.

DISCIPLINE

An employee who violates the policies, procedures and rules set forth in this Handbook
or engages in conduct deemed unbecoming or that otherwise impugns the integrity of
the Regional Superintendent, the ROE or the education profession, will be subject to
disciplinary action. The discipline imposed may range from a verbal warning to
suspension, with or without pay, or immediate discharge, depending on the
circumstances.

Discipline imposed by the Manager, Supervisor or Associate Superintendent may be
appealed to the Associate Regional Superintendent or to the Regional Superintendent
when deemed appropriate. The Regional Superintendent reserves the right to overrule
any discipline imposed by the Managers, Supervisors or Associate Superintendent. The
Regional Superintendent’s determination as to discipline is final.

Any appeal under this section must be taken within three (3) working days following the
imposition of the discipline.
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SECONDARY EMPLOYMENT/OUTSIDE ACTIVITIES

The Regional Superintendent respects an employee’s right to undertake secondary
employment on a part-time basis or engage in outside activities so long as doing so
does not conflict or interfere with the employee’s ability to perform his or her assigned
responsibilities or his or her commitment to the ROE. An employee who wishes to
accept secondary employment, must provide to the Regional Superintendent, in writing,
details of the nature of such secondary employment and obtain the consent of the
Regional Superintendent before beginning such secondary employment.

Engaging in outside activities or secondary employment that, in the sole opinion of the
Regional Superintendent, negatively affects job performance, resulits in a real
impropriety or the appearance of impropriety, places the ROE in disrepute or subjects
the ROE to public disfavor or disadvantage, will not be permitted. Examples of
secondary employment that would violate this policy include, but are not limited to,
employment in a position that involves the sale or service of alcohol and/or tobacco.

SOLICITING

Employees are prohibited from selling products or services or soliciting business on
office time.
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KANE COUNTY PERSONNEL POLICY HANDBOOK

The Regional Superintendent hereby incorporates only the following policies,
procedures, practices and benefit programs as set forth in the Kane County Personnel
Policy Handbook and hereby explicitly rejects any and all sections of the Kane County
Personnel Policy Handbook not specifically listed below:

IMRF

Insurance Benefits

Health Care Coverage for Retirees
U.S. Savings Bonds
Deferred Compensation
Credit Union

Workers’ Compensation
Blood Assurance Program
Recreational Events

Auto Insurance

Safety

The Regional Superintendent and Kane County reserve the right to amend, modify,
supersede or terminate any or all of the plans, policies or benefits described in the Kane
County Regional Superintendent Employee Handbook and the Kane County Personnel
Policy Handbook at their sole discretion and at any time, with or without notice.
Additional information, including summary plan descriptions that explain coverage of
benefit programs in greater detail, are available from the Kane County Human
Resources Department. In the event of any conflict between the actual plan documents
and the benefits described in this Handbook and the Kane County Personnel Policy
Handbook, the actual plan documents and/or applicable statutes are the final authorities
in all matters and will govern accordingly.
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT AND RECEIPT

l, the undersigned, hereby acknowledge receipt of the Kane County ROE Employee
Handbook and state that | have read it and agree to abide by this Handbook and any
other policies, procedures, rules, practices or guidelines issued by the Kane County
ROE. [ understand that this Handbook is provided to employees as a guide and no
other policy, procedure, rule, practice, statement or benefit program of the Regional
Superintendent is intended or should be construed as a binding contract. The policies,
procedures and practices outlined in this Handbook, as well as any other policy,
procedure, practice or guideline of the ROE that may be issued from time to time, is
subject to change as this Office deems appropriate. Any changes may modify,
supersede, or eliminate the policies currently described.

I further agree that neither this document nor any other communication shall bind the
Kane County Regional Superintendent to employ me now or hereafter, and that my
employment may be terminated by me or the Kane County Regional Superintendent
without notice at any time and for any or no reason. | understand that no

representative of the Kane County ROE, other than the Regional Superintendent, or any
representative of the County of Kane, has any authority to enter into any agreement for
employment for any specified period of time or to assure any other personnel action, or
to assure any benefits or terms or conditions of employment, or make any agreement
contrary to the foregoing.

The Regional Superintendent incorporates only the following policies, procedures,
practices and benefit programs as set forth in the Kane County Personne! Policy
Handbook and explicitly rejects any and all sections of the Kane County Personnel
Policy Handbook not specifically listed below:

IMRF U.S. Savings Bonds Blood Assurance Program
Insurance Benefits Deferred Compensation Recreational Events
Health Care Coverage Credit Union Auto Insurance
for Retirees Safety Workers’ Compensation
Employee’s Signature: SSN:
Employee’s Name: Date:

Please Print

Please read, sign and return this acknowledgement page to the Director- of
Finance of the Kane County ROE and retain a copy with your copy of this

Handbook.
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Kane County
Sheriff's Department

2006
Labor Analysis

BY:

PATRICK B. PEREZ
SHERIFF
KANE COUNTY





Summary

A comparison of the 2006 Sheriff Utilization Analysis indicates that the White
female representation is under-represented in the Executive work force. This area has
recently shown movement within law enforcement to lessen the wide spread of under-
representation as more females join the rank and file of law enforcement executives.

The analysis also indicates an under-representation in the White females in the
Professional work force. This area has shown movement over 2005 and should lesson
within law enforcement as the wide spread of under-representation of females join the
rank and file of law enforcement professionals.

The analysis indicates that there is under-representation in the White females in
the sworn protection services category. The belief that the Law Enforcement field is
predominately male gives us the under-representation. In time, with more females
applying for law enforcement positions with the Sheriff's Dept., the representation will
reflect the community labor statistics. Male blacks also showed an area of concern due
to a lower turn out of applications. This should be addressed with the Merit Commission
over areas of employment / recruitment publications to help create higher number
applications within the male blacks category.

The non-sworn work force analysis shows an under-representation for White
females and Black females. The White female position has improved over 2005 but still
needs attention. The Black female position is a result of low turn out in black female
employment applications. This concern should also be addressed by the Merit
Commission.

In the Office / Clerical work force of the Sheriff's Dept., the analysis indicates an
under-representation of Male White, Black females and Hispanic females. The Male
white under-representation is the result of these positions is historically held by females.
The Black female and Hispanic female has change slightly due to limited open positions
during the preceding fiscal year.

In the Skilled Craftwork force, which is our Fleet Management, that includes 3
employees, we are under-represented in the Hispanic male, White female and Hispanic
female categories. There has been no change or openings in this position classification
during the preceding fiscal year.

In the Service / Maintenance work force the analysis indicates an under-
representation of Male Hispanic, White female and Hispanic female. This is a result of

no changes in employment in this position classification during the preceding fiscal year.

In all there are 70 categories of which 13 were out of compliance or 18.5 %.





PART II. COUNTY OF KANE (OFFICE OF ELECTED OFFICIAL) - 2007 SHERIFF WORKFORCE

MALE
FEMALE
Job Category TOT | B W H A/P1 [AT/A | B W H A/P | AV
AL N I AN
Officials/Administrato | 11 0 9 1 0 0 0 1 0 0 0
TS 100 0% 81.8 [9.09 | 0% 0% 0% 9.09 0% 0% | 0%
% 18% | % %
Professionals 21 1 15 0 0 0 0 5 0 0 0
100 476 |71.4 [ 0% 0% 0% 0% 23.8 [ 0% 0% 0%
% 1% 28% 09%
Technicians The Sheriff’s Office does not have any employees in this job category
Protectiv | Sworn 208 12 154 9 5 0 3 23 1 1 0
e 100 576 |74.0 [4.32 |240 | 0% 144 [11.0 | .48% | .48% | 0%
Services % 9% 38% | 6% 3% 2% 57%
Non- 23 2 7 1 0 0 0 10 3 0 0
Sworn 100 8.69 304 434 | 0% 0% 0% 434 113.0 | 0% 0%
% 5% 34% | 7% 78% | 43%
Para-Professional This category no longer exists in the 2000 census data
Office/Clerical 26 0 2 0 0 0 0 24 0 0 0
100 0% 7.69 | 0% 0% 0% 0% 92.3 0% 0% | 0%
% 2% 07%
Skilled Craft 3 0 3 0 0 0 0 0 0 0 0
100 0% 100 0% 0% 0% 0% 0% 0% 0% 0%
% %
Service/Maintenance 9. 1 4 2 1 0 0 0 1 0 0
10 11.1 1444 1222 |[11.1 | 0% 0% 0% 11.1 [ 0% 0%
% 11% |44% [22% | 11% 11%
Revised 10/24/07
KEY
B - Black A/PI - Asian or Pacific Islander
W - White AI/AN - American Indian or

H - Hispanic Alaskan Native





PART IL. COUNTY OF KANE (OFFICE OF ELECTED OFFICIAL) - 2007 SHERIFF UTILIZATION ANALYSIS

MALE
FEMALE
JOB GROUP CATEGORY White Black Hispanic | Asian American White Black Hispanic | Asian | American
(CLS = Community Labor Indian Indian
Statistics)*
OFFICIALS/EXECUTIVE
Workforce #/% 81.818% | 0% 9.09% 0% 0% 9.09% 0% 0% 0% 0%
CLS #% 59.3% 1.8% 3.1% 7% 0% 29.8% 1.4% 2.6% 5% 0%
Utilization % 22.518% | -1.8% 5.99% -7% 0% -20.71% | -1.4% -2.6% -5% 0%
PROFESSIONALS
Workforce #/% 71.428% | 4.761% | 0% 0% 0% 23.809% | 0% 0% 0% 0%
CLS #/% 41.2% 1.4% 2.3% 1.6% 1% 47.1% 1.9% 2.4% 1.4% 1%
Utilization % 30.228% | 3.361% | -2.3% -1.6% - 1% - -1.9% -2.4% -1.4% | -1%
23.291%
TECHNICIANS
Workforce #/% NOT APPLICABLE
CLS #/%
Utilization %
SWORN
Workforce | 74.038% | 5.769% | 4.326% 2.403% | 0% 11.057% 1.442% | 48% 48% 0%
#% 64% 8.1% 6.8% 5% 0% 16.2% 1.9% 1% 5% 0%
PROTECTIVE | CLS #/% 10.038% | -2.331% | -2.474% | 1.903% | 0% -5.143% -458% | -.52% -02% | 0%
SERVICES Utilization
%
NON-
SWORN 30.434% | 8.695% | 4.347% 0% 0% 43.478% 0% 13.043 0% 0%
Workforce | 30.9% 7.3% 0% 0% 0% 49.1% 3.6% 7.3% 0% 0%
#/% -466% 1.395% | 4.347% 0% 0% -5.622% -3.6% 5.743% 0% 0%
CLS #/%
Utilization
%
PARA-PROFESSIONAL THIS CATEGORY NO LONGER EXISTS IN THE 2000 CENSUS DATA
Workforce
CLS #/%
Utilization
OFFICE/CLERICAL
Workforce 7.692% 0% 0% 0% 0% 92.307% 0% 0% 0% 0%
CLS #/% 25.9% 1.4% 5% 7% 1% 52.8% 3.5% [ 8.9% T% 1%
Utilization -18.208% | -1.4% -5% -7% -1% 39.507% - -8.9% - -1%
3.5% 7%
SKILLED CRAFT
Workforce #/% 100% 0% 0% 0% 0% 0% 0% 0% 0% 0%
CLS #/% 68.5% 2.4% 17.9% 7% 3% 4.4% 6% 3.8% 4% 0%
Utilization % 31.5% -2.4% -17.9% =% -3% -4.4% -.6% -3.8% -4% 0%
SVCS/MAINTENANCE
Workforce #/% 44.444% | 11.111% | 22222% | 11.111% | 0% 0% 0% 11.111% 0% 0%
CLS #/% 28.4% 3.3% 27.9% 9% 1% 19.7% 2.9% 14.6% 1% 9%
Utilization % 16.044% | 7.811% | -5.678% | 10211% | -.1% -19.7% -2.9% -3.489% -1% -.9%

Revised 10/24/07






Question # 1
Disciplinary actions taken against employees in 2006

The Kane County Sheriff’s Department took disciplinary action against employees a total
of 32 times in 2006. The actions were in accordance with the three collective bargaining
agreements that are in place between the Sheriff and three employee unions. The
Deputies and Corrections Offices are also covered under the Sheriff’s Merit Commission
all other employees are considered civilian employees not covered by the Sheriff’s Merit
Commission.

As a part of the disciplinary process the Sheriff can only suspend a Merit Commission
employee for a period of 30 days in any calendar year. Any suspension that would put an
employee over 30 days in a calendar year must be done through the Sheriff’s Merit
Commission. The Sheriff can only request the demotion or termination of any Merit
Commission employee by the Merit Commission. It is ultimately up to the Sheriff’s Merit
Commission to determine if a covered employee will be demoted or terminated.

For non merit commission employees the Sheriff must simply follow the applicable
collective bargaining agreement.

The table below lists the breakdown of discipline by race/ethnic origin and then by sex.

African
Discipline by Race White | American Hispanic | Asian | Other
Oral Reprimand 8 3 1 3 0
Letter of reprimand 7 2 0 0 0
Suspension 6 0 2 0 0
Demotion 0 0 0 0 0
Termination 0 0 0 0 0
Discipline by Sex Male | Female
Oral Reprimand 13 2
Letter of reprimand 7 2
Suspension 7 1
Demotion 0 0
Termination 0 0






Question # 2
Applications for promotion or transfer for year 2006.

The Kane County Merit Commission conducts the promotional process for our
sworn personnel. This is done through a testing process from an outside testing agency
in which a written test accounts for 75% an oral interview at 25%. Candidates who have
achieved the 70% are placed on an eligibly list and certified as qualified candidates for
promotion. The eligibly list is then placed in alphabetical order. The alphabetical
cligibly list is then provided to the Sheriff to make the final selection.

In the preceding fiscal year out of 208 sworn personnel 5 deputies were promoted
to sergeant and 2 were promoted to Lieutenant. All seven (7) promotions were white
males.

A total of 35 sworn personnel were transfers during 2006. The breakdown were
29 white males, 2 were black males, 3 were Hispanic males and 1 was a white female.

The remainder classified employees were promoted and transferred in accordance
with the contractual agreement. There are 82 employees of whom only one (1) white
female was promoted within this group and no known transfers.





Question # 3
Employment polices and practices

The Kane County Sheriff's Dept. employment testing procedures for sworn
personnel is handled by the Kane County Merit Commission, which receives their
authority under state statute. Upon completion of the testing procedure a certified
alphabetical eligibly list is provided to the Sheriff for the final selection.

The Kane County Sheriff's Department conducts the following testing procedures
for our non-sworn employees, communication dispatchers. Job applicants are put through
a combination of three tests, the first measures memory recall, basic math skills,
vocabulary skills and general reasoning skills, the second measures mapping skills and
the third measures typing skills. The applicant also is involved in an oral interview
process. Each of the four procedures accounts for 25% of the total result of the
applicant's grade. A 70% or higher grade is needed in order to pass the initial process.

Those applicants who have achieved the 70% or higher are placed on a certified
list as qualified candidates for hire. A background investigation, medical and
psychological screening is conducted and after successfully passing these tests, the
applicant is eligible to be hired.

The Kane County Department of Human Resources handles the remainder of the
job classifications through public notice, internet recruitment, and collecting applications.
The received applications matching the specific job openings are then forwarded to the
department for review. A recommendation along with the applications is then forwarded
to the Sheriff for the final decision.






CERTIFICATION FORM

Recipie‘ntNameandAddress@o(rﬂL«,f 0F Lans on be b/l fane éoccn‘/‘\,/ Safzls ,4,770Kl’/67)"

v -
Grant Title: __|oe2ed < See d Grant Number; 250G - 125 -GS - %2 z/Award Amount:‘f&O’_Q@

Contact Person Name and Title: 6aw d e Cb \n ,‘ Cl £5 ‘f‘g 2 Phone Number: (&30) 222 - 35™ ¢ /

\
Federal regulations require recipients of financial assistance from the Office of Justice Programs (OJP), its component agencies, and the
Office of Community Oriented Policing Services (COPS) to prepare, maintain on file, submit to OJP for review, and implement an Equal
Employment Opportunity Plan (EEOP) in accordance with 28 C.F.R §§ 42.301-.308. The regulations exempt some recipients from all of
the EEOP requirements. Other recipients, according to the regulations, must prepare, maintain on file and implement an EEOP, but they
do not need to submit the EEOP to OJP for review. Recipients that claim a complete exemption from the EEOP requirement must
complete Section A below. Recipients that claim the limited exemption from the submission requirement, must complete Section B
below. A recipient should complete either Section A or Section B, not both. If a recipient receives multiple OJP or COPS grants,
please complete a form for each grant, ensuring that any EEOP recipient certifies as completed and on file (if applicable) has been
prepared within two years of the latest grant. Please send the completed form(s) to the Office for Civil Rights, Office of Justice Programs,
U.S. Department of Justice, 810 7" Street, N.W., Washington, D.C. 20531. For assistance in completing this form, please call (202)307-
0690 or TTY (202) 307-2027. :

Section A- Declaration Claiming Complete Exemption from the EEOP Requirement. Piease check all the boxes that

apply.
Q Recipient has less than 50 employees, Q  Recipient is an Indian tribe,
Q Recipient is a non-profit organization, Q Recipient is an educational institution, or
Q Recipient is a medical institution, Q Recipientis receiving an award less than $25,000
I, [responsible official], certify that

[recipient] is not required to
prepare an EEOP for the reason(s) checked above, pursuant to 28 C.F.R §42.302. I further certify that
[recipient] will comply with applicable Federal civil rights
laws that prohibit discrimination in employment and in the delivery of services.

Print or type Name and Title Signature Date

Section B- Declaration Claiming Exemption from the EEOP Submission Requirement and Certifying That an
EEOP Is on File for Review.

If a recipientagency has 50 or more employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000,
then the recipientagency does not have to submit an EEOP to OJP for review as long as it certifies the following (42 C.F.R. § 42.305):

I, ‘éhg/ /-/d( b ) /I/I(’,( RPAVENS [responsible official], certify that
the () ouUN7Ty O0F KANE [recipient],which has 50 or more
employees and is re‘deiving a single award or subaward for $25,000 or more, but less than $500,000, has formulated an

EEOP in accordance with 28 CFR §42.301, ef seq., subpart E. I further certify that the EEOP has been formulated and

signed into effect within the past two years by the proper authority and that it is available for review. The EEOP is on file in
the office of: DEDT Hom e /Md ngcemen [organization],
at 7/ g S ATAY: A enve., 6&enesn _,IL 50/ 3".‘ [address],for review by the public and

employees or for review or audit by officials of the relevant state planning agency or the Office for Civil Rights, Office of

Justice Programs, U. S. Department of Justice, as required by relgvant law:Id regulations. /
SHE(iA D, 7/‘4 cLeaver Xﬂbﬂ UM Rz Jo/é

/ Signature Date

Print or type Name and Title

OMB Approval No. 1121-0140 Expiration Date: 01/31/06





CERTIFICATION FORM

RecipieniNameandAddress: County of Kane on behalf of Kane County State's Attorne

y's
Office, 37W777 State Route 38, Suite 300, St. Charles, Illinois 60175

Grant Title: Prosecutor-Based Grant Number: 205035 Award Amount$160, 760. 00
Victim Assistance Services :
Contact Person Name and Title: _Sandra Chidester Phone Number: (630 232-3547

Federal regulations require recipients of financial assistance from the Office of Justice Programs (OJP), its component agencies, and the

Office of Community Oriented Policing Services (COPS) to prepare, maintain on file, submit to OJP for review, and implement an Equal
Employment Opportunity Plan (EEOP) in accordance with 28 C.F.R §§ 42.301-.308. The regulations exempt some recipients from all of
the EEOP requirements. Other recipients, according to the regulations, must prepare, maintain on file and implement an EEQP, but they
do not need to submit the EEOP to OJP for review. Recipients that claim a complete exemption from the EEOP requirement must
complete Section A below. Recipients that claim the limited exemption from the submission requirement, must complete Section B
below. A recipient should complete either Section A or Section B, not both. Ifa recipient receives multiple OJP or COPS grants,
please complete a form for each grant, ensuring that any EEOP recipient certifies as completed and on file (if applicable) has been
prepared within two years of the latest grant. Please send the completed form(s) to the Office for Civil Rights, Office of Justice Programs,

U.S. Department of Justice, 810 7% Street, N.W., Washington, D.C. 20531. For assistance in completing this form, please call (202)307-
0690 or TTY (202) 307-2027.

Section A- Declaration Claiming Complete Exemption from the EEOP Requirement. Please check all the boxes that
apply. :

Q Recipient has less than 50 employees, Q Recipient is an Indian tribe,
Q Recipient is a non-profit organization, Q Recipientis an educational institution, or
Q Recipient is a medical institution, Q Recipientis receiving an award less than $25,000

, [responsible official], certify that
[recipient] is not required to
prepare an EEOP for the reason(s) checked above, pursuant to 28 C.F.R §42.302.1 further certify that

[recipient] will comply with applicable Federal civil rights
laws that prohibit discrimination in employment and in the delivery of services.

Print or type Name and Title Signature Date

Section B- Declaration Claiming Exemption from the EEOP Submission Requirement and Certifying That an
EEQP Is on File for Review.

If a recipient agency has 50 or more employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000,
then the recipient agency does not have to submit an EEOP to OJP for review as long as it certifies the following (42 CF.R. § 42.305):

L, OHEILA D . Mo OprAvEN [responsible official], certify that

the  CounTry o~ KANE [recipient],which has 50 or more
employees and is re’ceiving a single award or subaward for $25,000 or more, but less than $500,000, has formulated an
EEOP in accordance with 28 CFR §42.301, et seq., subpart E. I further certify that the EEOP has been formulated and
signed into effect within the past two years by the proper authority and that it is available for review. The EEOP is on file in
the office of: - DEL7 OF HUMAA) ,épngO()Z(é' DA MAGCEMENT [organization],

at__ ‘719 S BATAVIA AvEnuvE L GEMNEVA  TiliMvois [address),for review by the public and
employees or for review or audit by officials of the relevant state planning agency or the Office for Civil Rights, Office of

Justice Programs, U. S. Department of Justice, as required by relevant laws Xd regulations.
SHEILA D MelrAvEN gﬁi«@& Uelvseo_ //// ’7/aé

T
Print or type Name and Title ( Signature Date

OMB Approval No. 1121-ui4du Expiration Date: U1/31/06





CERTIFICATION FORM

RecipieanémeandAddress:County of Kane on behalf of Kane County State's Attorney's
Office, 37W777 State Route 38, Suite 300, SC. Charles, IIIinois 6O0TI75

Grant Title: Multi-Jurisdictional Drug  GrantNumber: - Award A : 00
Prosecution Units : war mount: $143,967.0
~ Contact Person Name and Title: _Sandra Chidester _ Phone Number: (630 232-3547

Federal regulations require recipients of financial assistance from the Office of Justice Programs (OJP), its component agencies, and the

Office of Community Oriented Policing Services (COPS) to prepare, maintain on fi
Employment Opportunity Plan (EEOP) in accordance with 28 C,F.R §§42.301-.30
the EEOP requirements. Other recipients, according to the regulations, must prepa

le, submit to OJP for review, and implement an Equal
8. The regulations exempt some recipients from all of
re, maintain on file and implement an EEOP, but they

U.S. Department of Justice, 810 7% Street, N.W., Washington, D.C. 20531. For a
0690 or TTY (202) 307-2027.

Section A- Declaration Claiming Complete Exemption from the EEOP Requirement. Please check all the boxes that
apply.

prepared within two years of the latest grant. Please send the completed form(s) to ‘the Office for Civil Rights

Q Recipient has less than 50 employees, Q Recipient is an Indian tribe,
Q Recipient is a non-profit organization, Q  Recipientis an educational institution, or
Q Recipient is a medical institution, Q Recipientis receiving an award less than $25,000

[responsible official], certify that
[recipient] is not required to
prepare an EEOP for the reason(s) checked above, pursuant to 28 C.F.R §42.302. I further certify that

[recipient] will comply with applicable Federal civil rights
aws that prohibit discrimination in employment and in the delivery of services. :

—

Print or type Name and Title Signature Date

Section B- Declaration Claiming Exemption from the EEOP Submission Requirement and Certifying That an
EEOP Is on File for Review.

If a recipient agency has 50 or more employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000,

then the recipient agency does not have to submit an EEOP to OJP for review as long as it certifies the following (42 CF.R. § 42.305):

1, \SHE/-Lﬂ D. Me CRAVEAN [responsible official], certify that

the do uvnNnTyY oF KANE {recipient],which has 50 or more
employees and is receiving a single award or subaward for $25,000 or more, but less than $500,000, has formulated an
EEOP in accordance with 28 CFR §42.301, et seq., subpart E. I further certify that the EEOP has been formulated and
signed into effect within the past two years by the proper authority and that it is available for review. The EEOP is on file in
the office of: _DEPT OF Humiar RESoORCE /1A UA?EmEnT' [organization],
at_"7/9 S . Baramp AVEIUE SOCEMNEVA, YL bo]s [address],for roview by the public and
employees or for review or audit by officials of the relevant state planning agency or the Office for Civil Rights, Office of

Justice Programs, U. S. Department of Justice, as required by flevant lawland regulations.
SHEILA D _MeCRAVEN iﬁbﬁ <A Welawe L/17/o6

Print or type Name and Title / Signature Date

OMB Approval No. 1121-0140 Expirauon Date: 01/31/00





QATJEN] UBYSE]Y omedsiy - 4

10 uelpu] UBSLIDWY - NV/IV AMYM - M
I3puelS 119d 10 URISY - [d/V s(oed - g

AT

LO/1€/01 PASIAdY

A103a1e3 qof s1yy ur saakojdwa Aue oAy 10U S0P ASUWIONY § 918IS Y[, 3OUBURIUIBIN/AIIALSS
A103a1e9 qofl sy ur seako[dwa Aue aaey jou sa0p AouIony s,0181S Y], yerd pIfIs
%0 | %80F'T | %LIT 1L | %9 LL| %80t'1 %0 %0 %0 %S'8 %0 %001
0 I 8 99 I 0 0 0 9 0 1L [e9L13]D/03130
BIED SNSUSD ())()Z Y Ul SISIX3 195u0] ou A10501e0 SIY ], [euo1ssoj0id-eled
A1033180 qol s1y) ur seakojdwis Aue sARY J0U S0P ASUIONY S, 981§ oYL womS-uoN
%0 %0 %0 %0 %0 %0 %0 %0 %001 %0 %001 SAIAISS
0 0 0 0 0 0 0 0 ¥ 0 ¥ uIomMg 2A1)03101d
A1089185 qof sTip ur seakojdure Aue sARY J0U S0P AWIONY S 181G 9y [, SUBIOIUYI3 L
%0 %0 |  %V69'l | %TTE6S %0 %0 %0 |  %P69°1 | %88TLE %0 %001
0 0 I 93 0 0 0 | (44 0 6S S[eUOISSJOId
%0 %0 %0 %0 %0 %0 %0 %0 %001 %0 %001
0 0 0 0 0 0 0 0 1 0 I s1ojensIuIwpy/s[eRrYo
NV/IV Id/v H M d NV/IV Id/v H M 4 TVLOL K108338D qor
ATVINAA ATVIA

AHOANIOM XINHOLLV SCHLVIS £007 — (TVIDIAA0 AALDATH AQ ADIHA0) ANV 40 ALNNOD "I LUVd





LO/TE/0T PasiaAcYy

HT1dVOI'lddV LON

% UOBEZIN(]

%/# ST10

0/,/# F0IOPHIOM
FONVNALLNIVI/SOAS

% UONEZIBN

%/# §10
ATIVOITddY 1ON %ltt saz_qo%m
LavyD ad1
%l %80L° %LIE'T %C60°C" %¥99 ¥T %1 %L %S~ %t 1- %St Ll uoneztinfl
%1 %L %6'8 %S'€ %8'TS %1 %L %S %b'1 %6'ST Yol 10
%0 %80V %L9T 11 %8071 Y%vor'LL %0 %0 %0 %0 %St'8 uaﬁsao
TV OA T/
uonezii(
%/ ST
oouOmV_._OB
VLVA SNSNAD 0007 FHL NI SLSIXA YIDNOT ON AYODILVD SIHL TVYNOISSH40¥d-ViVd
% UODEZIu()
%/# ST
FTEVOITddY LON %/# 9DIOPHOM
NYOMS-NON
STOIAYAS
%0 %S %I~ %6 1- %T91- %0 %S %8'9- %18 %95 0% UONEZIN(] HALLOHLOY
%0 %S’ A %61 %T 91 %0 %S %89 %1'8 %P9 %/t STO
%0 %0 %0 %0 %0 %0 %0 %0 %0 %001 %/ POIOPYIOM
NIOMS
%% UOLIEZI[(]
%/# S10
F19VOITddV 1ON %/t Séﬁw\wk
SNVIOINHOE
%ol % 1~ 90L - %6'1- %LTTTL %1~ %91 %909 %l 1- %ll6¢- % uonezInn
%L %kl %bT %61 %Ly %l %91 %E'T %p'1 % 1Y v/t S'10
%0 %0 %b69'1 %0 %TLE 6§ %0 %0 %b69'1 %0 %887 LE %/t m&efw\,w
STYNOISSTAO
%0 %S %9 %t I- %8'62- %0 %L %1€ %81 %L0p % UONEZIAN
%0 %S %9°T %Y1 %8°6C %0 %L %1€ %81 %E°6S %/# SO
%0 %0 %0 %0 %0 %0 %0 %0 %0 %001 %o/t oos:sm,w
FALLNOAXL/STVIO
uerpug uerpuf L(sausneyg Joqe] Apmammo)) = §1D)
uedLRuY ugsy aruedstgy yoelg AMYM uedLRWY ueisy smedsiy Aoeg EITUPTY AHODALYD dNOYD Or
ATVINAL

SISATVNY NOILVZITIIN AINAOLIV S(ALVIS £007 - (TVIDII40 AALIA T AO ADIA40) ANV 40 ALNNOD 'H LiVd







JANEN UBNSE[Y

owredsiy - 4

10 UBIPU] UEDLIOWIY - NV/IV AWM - M
I9pUeR]S] 0108 IO UBISY - [d/V ¥eig -4
AWM
LO/T1/60
A103a1e5 qol sty ur saako[dwa Aue sAeY Jou SSOP 13O S JOINSBAI] Y, 92URUDJUIBIA/IIAIS
K1033183 qof siyy ul seakojduwre Aue oAy J0U SOOP IDILJ() S, IOINSLDI] 3 yerd PaIS
%0 %0 | %S8THI | %CyI'LS %0 %0 %0 | %S8T¥I1 | %S8T P %0 %001
0 0 ! y 0 0 0 I i 0 L AL /OO
BIBP SNSUdO 9QOZ 9Y Ul SISIXS Ja5uo] ou A10501e0 SIY | [euolssajoid-eled
A1032182 qof 1y ur seakojdws Aue oABY JOU S0P VI S, 2INSBAIL YL WIOMS-UON
S3I1AIRS
A1032185 qof sty ut soakojdwo Aue oAy Jou S20p 20LJ() S JoIMSBAI ] Sy ] womg 9A19301d
A1089180 qof sty up saakojdwa Aue aArY JoU S0P LY S JOINSEAL] Y], SUBTOTUYDIL,
%0 %0 %0 %001 %0 %0 %0 %0 %0 %0 %001
0 0 0 1 0 0 0 0 0 0 I s[euo1ssajoid
%0 %0 %ST %S¢C %0 %0 %0 %0 %0¢ %0 %001
0 0 I I 0 0 0 0 z 0 ¥ SIOJRNSTUIWPY/S[ERYIO
NV/IV 1d/v H M q NV/IV Id/v H M 4| TVLOL K103938) qor
HTIVINIA AIVIN

AIHOFIOM YTANSVIUL L0027 — (TVIDIA40 AALDATI 40 ADIAA0) ANV 40 ALNNOD 11 LAVd





LO/1/1] PIsIAdY

T1dVOI'lddV LON

o uOnEZIN(

%/# IO

HX.\% OOkO,wv—uO}/
FAONVNILNIVI/SIAS

o uoneZIL

%/t STO
TTGVOITddY ION ﬁ\xwummﬁv%w
LAV
%l %L - %S8E'S %S¢ %THEY %l vl - 05876 ot - . =M€N._=5
%l %l %68 %8¢ %gTS %l " o0 o g en o mmu
%0 %0 %S8T V1 %0 %Th1°LS %0 %0 %S8TH1 %0 %$8T b1 owmw m\w,o
TYORATON
uoneziu(
%/# ST
20I0PVIO M
VIVA SOSNAD 0007 AHL NI SISIXA ¥IONOTON AJODHLYD SIHL TYNOISSTAOUL- VIV
% UonezZIN(
%/t 10
FT1GVOrTddV 1ON 94 POIOPHOA
NAOMSNON SADIAN¥AS
9/, UONEZI[1[} JAILDALOUd
%/# SO
T1GVOITddV 10N 0/t IDIOPHON
NIOMS
o7, UONEZI[N()
%/# ST
A79vOITddY LON ol o_wwmﬂwwﬁ
SNV A
%l %yl %Y - %6'1- %6'TS %l - %91 %EC- %' 1- %T 1t o, HONEZIN(]
ol wrl %t %61 %l'Ly %l %9l %ET %b'l %1y ot ST
%0 %0 %0 %0 %001 %0 %0 %0 %0 %0 o/ ﬁumom%w_o MM
STVNOISSH
%0 05 %VTT % 1- %8 1 %0 ol l'c- g1 - " =N€N_=5
o e %9t vl %867 %0 %L %I %81 %€ 6 ol S19
%0 %0 %sT %0 %ST %0 %0 %0 %0 va0c o/ 9930P 0N,
HALLNDAX /S TVIOIAO
et I L(samsyeyg J0qe] Anunmue) = STID)
uRdLIdWY ueisy Juuedsty Horlg AYM uedRUWY uBisy Jaedsty Nourg My AUOOALYD dN0¥D 0L
ATVINEA e

SISATVNV NOILVZITLLN Y3dNSVAYL £007 - (TVIDLAAO AALIATH 40 AD1440) ANV 40 ALNNOD

11 LIvd





County of Kane

DAVID J. RICKERT, CPA

County Treasurer

Telephone: 630-232-3565
Fax: 630-208-7549
www.co.kane.il.us/treasurer

OFFICE OF COUNTY TREASURER
Kane County Government Center
719 Batavia Avenue, Bldg. "A"
Geneva, Illinois 60134

To: Ellen Burmeier
From: David J. Rickert
Date: November 1, 2007
Subject: EEOP Response
Ellen,

Listed below is the information you requested relating to the EEOP.

Disciplinary Actions:

One Hispanic female terminated employment

Promotions and Transfers:

No actions taken this year:

Description of Hiring Practices:

Positions are advertised and screened for suitability by Human Resources. Treasurer and Chief Deputy

further screen the remaining applications. Treasurer and Chief Deputy interview candidates and select
applicant based on suitability for position.

Sincerely,

David J. Rickert, CPA
Treasurer of Kane County

1 VTressurmWerd\Correspandence 2007 EN e Burneerer-001 dre






County of Kane
2007 Equal Employment Opportunity Plan
Executive Summary

Preface
The County of Kane has created this Equal Employment Opportunity Plan in order to
. comply with U.S. Department of Justice regulations. = The purpose of an Equal
Opportunity Plan (EEOP) is to insure full and equal participation of men and women
regardless of race or national origin in the workforce of the recipient agency. A recipient
agency is defined as any State or local unit of government or agency thereof, and any
private entity, institution, or organization, to which Office of Justice Programs (OJP)
financial assistance is extended directly or through such government or private entity.
Recipient agencies that meet all of the following criteria are required to maintain and
EEOP on file for review by OJP, if requested (see 28 CFR 42.301 et. seq.):

(i) has 50 or more employees; and
(ii) received a total of $25,000 or more in grants or subgrants; and
(iii) have 3 percent or more minorities in service population

An EEOP is a comprehensive document that analyzes the agency’s workforce in
comparison to its relevant labor market data and all agency employment practices to
determine their impact on the basis of race, sex, or national origin. The EEOP includes a

e counties to the powers granted to them by law. Kane County is divided into
ix (26) district. Each district elects a representative to the Kane County Board.
The County Board chairman is elected county-wide by the voters of Kane County.

Kane County government is composed of departments created by the Kane County Board
and county-wide officials elected to certain offices provided by law. In Kane County
those elected officials are:

County Clerk' State’s Attorney” Sheriff®

! Sec. 3-20i3.2. Internal operations of office. The county clerk shall have the right to control the internal operations of his office; to
procure necessary equipment, materials and services to perform the duties of his gfﬁce. : ;

2 Gec. 3-9006. Internal operations of office. The State's attorney shall control the internal operations of his office and procure the
necessary equipment, materials and services to perform the duties of his office.






County Recorder* Auditor’ Circuit Clerk
Coroner® Treasurer’

The duties and powers of these officers are set by law and by County ordinance. By
statute, some of these officers are granted internal control of their offices. Although the
exact limitations on internal control is specified for each office, in general, internal

the Total County, i.e., all employees including those in the offices of elected officials.
One set that analyzes the workforce of departments created by the Kane County Board,
excluding the workforce of offices controlled by elected officers. This data is named
County without Elected Officials. @ Where the utilization analysis shows the
underutilization of women and minorities by one percent (1%) or more, a county-wide
process will be initiated to address the underutilization. The second set analyzes the
workforce of the offices controlled by county-wide elected officers. This date is named
County with Elected Officials. Where the utilization analysis shows the underutilization
of certain women and minorities by one percent (1%) or more in offices controlled by
elected officers, the elected officer will be asked to address the underutilization. In this
way, separation is maintained and prevents the County of Kane from intruding upon the
control of these elected officers.

This EEOP is current and shall remain in effect as long as the County of Kane and its
affiliated offices are required by law or regulation to maintain an EEOP. Kane County

? Sec. 3-6018. Counties under 1,000,000 control of internal operations. In counties of less than 1 million population, the sheriff shall
control the internal operations of his office. Subject to the applicable county appropriation ordinance, the sheriff shall direct the county
treasurer to pay, and the treasurer shall pay, the expenditures for the sheriff's office, including payments for personal services,
equipment, materials and contractual services. Purchases of equipment by the sheriff shall be made in accordance with any ordinance
requirements for centralized purchasing through another county office or through the state which are applicable to all county offices.

* Sec. 3-5005.2. Internal operations of office. The recorder shall have the right to control the internal operations of his office; to
procure necessary equipment, materials and services to perform the duties of his office. The Recorder shall have the right to select the
computer or micrographic system to be used for document storage and retrieval. The Recorder may retain the services of management
or consulting firms to establish or maintain such a system.

* Sec. 3-1004. Internal operations of office. The county auditor shall control the internal operations of the office and procure
equipment, materials and services necessary to perform the duties of the office, subject to the budgetary limitations established by the
county board.
¢ Sec. 3-3003. Duties of coroner. The county coroner shall control the internal operations of his office. Subject to the applicable county
appropriation ordinance, the coroner shall procure necessary equipment, materials, supplies and services to perform the duties of the
office. Compensation of deputies and employees shall be fixed by the coroner, subject to budgetary limitations established by the

. Purchases of equipment shall be made in accordance with any ordinance requirements for centralized purchasing

er county office or through the State which are applicable to all county offices. ;

7 Sec. 3-10005.1. Internal operations of office. The treasurer shall control the internal operations of his office and procure necessary
equipment, materials and services to perform the duties of his office.






adopted its first EEOP in May 2005. Each year the document is updated with the current
demographics of the County’s workforce.

In 2007, Kane County formally adopted a strategic plan for County operations over the
next five to fifteen years that contains a priority of goals. Implementation of the goals
will begin in 2008.

From time to time, this narrative is amended to reflect changes in County practices,
policies and employee demographics. First begun in 2006, the 2007 document continues
the practice of showing the representation of employees by gender and race through the
use of color graphs.






County of Kane

sis: Females and Minorities

In 2005, the analysis shows an underrepresentation of female employees by one percent

(1%) or
—-10.6%

more in every occupational category. The underutilization ranges from a high of
Jor Hispanic females in the Services/Maintenance category to a low of -.1 for

Asian females in the Sworn Protective Services category. Three female groups show
underrepresentation across a majority of the occupational categories; Black females,
Hispanic females and White females.

In 2006, the analysis shows a little improvement for females. The underrepresentation
ranges from a high of -26.864% in the Technicians category for white females to a low of

-.091%

in the Sworn Protective Services category for Asian females. However, the

underrepresentation of black females is noted in both the Technicians and Non Sworn

Protecti
females

In 2007
variance
occupat

ve Services categories as the County government does not employ any black
in either of these two categories.

/, the County’s workforce statistics have not fluctuated tremendously. The
s between gains and losses in terms of total numbers represented in each
lonal category are small, with the exception of the Non Sworn Protective Services

category, which has seen an increase in underrepresentation by both White and Hispanic

women.
occupyi

In terms of raw numbers, there are 9 fewer White and 2 fewer Hispanic females
ng the Non Sworn Protective Services category. These losses appear to be offset

by gains in the Professionals category, which usually carries a higher salary.

9.07






Equal Employment Opportunity Policy of the County of Kane

The County of Kane, State of Illinois, represents that it and the employing agencies

respons

ble to it, conform to the following:

We do not discriminate against any employee or applicant for employment because of
race, creed, color, age, disability, religion, sex, national origin/ancestry, sexual
orientation, marital status, veteran status, political affiliation, or any other legally
protected status. We will take whatever action is necessary to ensure that applicants and
employees are treated appropriately regarding all terms and conditions of employment.
We will post in conspicuous places, available to employees and applicants for
employment, notices setting forth the provisions of this nondiscrimination clause.

We will, in all solicitations or advertisements for employees placed by or on behalf of the

employi

ng agencies, state that all qualified applicants will receive consideration for

employment without regard to race, creed, age, disability, religion, sex, national

origin/a
any othe

ncestry, sexual orientation, marital status, veteran status, political affiliation, or
r legally protected status.
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Kane County Employees Gender and Race

Date: 9/27/2007

Time: 12:26PM
for Entire County
IGender Count
F 779 Gender
M 577
Total | 1356
F= Felnale 426%
M = Male mF
aM
Race Count
IAMERICAN INDIAN/ALASKAN 5 Race
IASIAN/PACIFIC ISLANDER 24 0' e
BLACK 73 1.8%
|HISPANIC 128 e
\WHITE 1126
Total 1356
B = White
C = Black
D = Hispanic
E = Asian/Pacific Islander

F = American Indian/Alaskan

Report: M:\\SYSTEMS\QREP\Reports\PIS\HRM\EEO Pie Charts\HR Pie Chart Entire County.imr

Page 1 of 1
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KANE COUNTY ANIMAL CONTROL DEPARTMENT’S
UNDER UTILIZATION NARRATIVE 2007

NARRITIVE UTILIZATION ANALYSIS

Kane County’s Animal Control Department labor statistics indicate the most
significant under utilization occurs within the white male groups. The community
workforce for the Professional category for white males is 41.2% and it has -41.2%.
under utilization. The Animal Control Department has a very small workforce where
there is only one Professional employed therefore it would be very difficult to make the
statistics for any other groups in that category. White males are also under utilized in the
categories of Protective Services by -5.9% and Office/Clerical by -25%.

Other under utilizations groups were: Black males are under utilized by -7.3% in
the Protective Services category. Hispanic males in the following categories are under
utilized: Office/Clerical by -5% and SVCS Maintenance by -27%. Hispanic females are
under utilized in the SVCS Maintenance category by -19%. Black females are under
utilized in the following categories: -3.6% in the Protective Services, and by -3.5% in
Office/Clerical. Asian males were under utilized by -7% in the Office/Clerical category
whereas Asian females were under utilized in the Office/Clerical by -7% . Lastly
American Indian females were under utilized by -9% in the SVCS Maintenance category.

The Department of Animal Control employees approximately 13 employees,
with several classification limited to one position. This makes it very difficult to meet
the utilization needs of the community however, the Department of Animal Control is
committed to diversifying it's workforce so that it reflects the community which it serves.

OBJECTIVES

The Department of Animal Control is dedicated to having its workforce reflect the
community it represents as identified by the Utilization Analysis Report. The
Department of Animal Control has established the following objectives for
accomplishing it’s under utilization:

e Promote and recruit the under utilized categories exceeding -3% if the opportunity
exist to hire additional employees or if an employee separates from the

Department and a vacancy exist.

e Actively recruit in the areas under utilized in the various medians: internet
postings, local newspaper, County wide and promotions.

STEPS TO ACHIEVE OBJECTIVES

The following steps will be taken by the Department of Animal Control to
address the under utilization:





Participate in career fairs at University of Ilinois at Champaign, Northern Illinois
and Aurora University

Post positions on the internet on NAACHO, U of I Veterinary Website and other
applicable animal websites.

Post positions on the County web site and local newspapers

Promote applicants within the County Departments

Provide job postings to organizations and schools that reach the targeted
populations

Post in professional journals and newsletters

DISSEMINATION

The Department of Animal Control will list the EEO Employer/Program
statement on all of it’s postings for hire

Post the EEO Plan in it's buildings in a location where all employees have access
to the Plan.

Provide the County’s Director of Human Resources a copy of the EEOP for the
dissemination of all interested parties

The Administrator of Animal Control will be responsible for the dissemination of
the EEOP Plan to all Animal Control Department Employees





Kane County Animal Control Department
EEOC Publications 2007

Web Sites

Kane County Website

Sent to other local shelters via e-mail
State Universities (UIC)

NAACHO

NACS

Newspapers
The Beacon

The Herald
The Chronicle
The Courier

QOthers
Job Fairs
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KANE COUNTY DEVELOPMENT AND RESOURCE MANAGEMENT DEPARTMENT
NARRATIVE UTILIZATION ANALYSIS

An analysis of Kane County Development and Resource Management's workforce statistics, as
compared to the Community Labor Statistics, reveals the underutilization of certain gender/race/national
origin combinations. Specifically, the following categories indicate the greatest concern of under-
representation:

+ Officials/Executives: Male Hispanic (-3.1%) and Female White (-10.982%)

¢ Technicians: Male Hispanic (-4%), and Female White, Black and Hispanic (-40.5%, -3.6%
and -3.3%, respectively)

¢ Office/Clerical: Male Hispanic (-5%), Female White (-7.346%) and Female Black (-3.5%)
+ Skilled Craft: Male Hispanic (-17.9%), Female White (-4.4%) and Female Hispanic (-3.8%)

+ Sves/Maintenance: Male Hispanic (-20.758%), Female White (-19.7%) and Female Hispanic
(-14.6%)

The Development and Resource Management Department utilizes the Kane County Human Resource
Department for advertising and recruitment of potential applicants. Job Postings are listed on the Kane
County website for public view. In addition, the Water Resource division utilizes the Illinois
Association of Floodplain and Stormwater Management, as well as the Kane County Chronicle for
advertisement of Engineer employment opportunities.

The Kane County Human Resource Department abides by all rules set forth by the EEOP in their
employment process. All applications and resumes are received through the HR office, and then
forwarded to the corresponding division for consideration. Therefore, the Development and Resource
Management Department conducts interviews and hires based solely on specific qualifications.





KANE COUNTY DEVELOPMENT & RESOURCE MANAGEMENT DEPARTMENT
Hiring Procedures

The Kane County Development & Resource Management Department does not require pre-employment
testing. All eligible employment candidates submit applications and resumes to the Kane County
Human Resource Management Department, who in turn forwards the information to the Department for
review of listed qualifications, as per EEOP standards.
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COUNTY of KANE

OFFICE of EMERGENCY MANAGEMENT

777 E. Fabyan Parkway
Geneva, lllinois, 60134
Emergency: (630) 208-8911
Office: (630) 232-5985
FAX: (630) 232-7408

Donald H. Bryant, IPEM
Director

October 03, 2007

STEP 4B: NARRATIVE UTILIZATION ANALYSIS

A comparison of the Office of Emergency Management's (OEM) workforce to the
community labor statistics for Kane County indicates an under utilization of minorities
and females in all categories with the Office/Clerical category showing the smallest
disparity with a utilization of White Females at 47.2%.

It has long been acknowledged that the available qualified labor force within the
emergency management discipline is relatively limited when compared to other public
safety disciplines such as law enforcement, fire protection, and EMS. Given this fact and
the fact that the OEM professional staff is comprised of one full time administrator, one
full time clerical staff assistant and two part time professional staff members, achieving
racial balance within the OEM is extremely difficult.

In the past fiscal year the OEM has had no need to take any disciplinary actions against
any paid employee nor have we had an employee apply for a transfer or request a
promotion.

STEP 5: OBJECTIVES

The Office of Emergency Management is committed to making its workforce reflective of
the available community labor force. Based on an examination of the underutilization
analysis the OEM has established the following objectives:

» The OEM will promote minorities and females from within the ranks of our
volunteer corp. when ever possible.

» We will make every effort to recruit qualified minority staff, for all
positions, from the available community labor force.

STEP 6: STEPS TO ACHIEVE OBJECTIVES

The following steps will be taken to address the underutilization of minorities and females
in all categories:





> Seek new methods of recruiting minorities and females to become members of the
OEM volunteer corp. as a means of acquiring the necessary training to become a staff
member within the emergency management discipline.

> Continue to post all job openings on both the OEM and County website along with
posting employment notices in the following mediums:

v" Local newspapers

v’ The Journal of the International Association of Emergency Managers (JAEM).

v’ List the opening on the IAEM web site.

v’ List the opening on the Illinois Emergency Services Management Association’s
web site.

» Provide additional opportunities for members of the volunteer corp. to receive
managerial training to further develop staff prospects and improve the diversity of the
OEM staff.

STEP 7: PLAN DISSEMINATION

» The EEOP will be posted prominently within the staff work area of the Emergency
Operations Center.

» The OEM will include the statement "EEO Employer. Auxiliary aids are
available to individuals with disabilities upon request" on all job applications and
all applicants will be advised as to where they can obtain a copy of this plan.

> All new employees will be provided with information pertaining to the EEOP
during orientation.

» The Director of the Department of Human Resource Management will be provided
with the plan for dissemination to any interested parties.
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KANE COUNTY FINANCE DEPARTMENT
EEOP ANALYSIS
NARRATIVE UTILITZATION ANALYSIS-2007

A comparison of the Finance Department’s workforce to the community labor statistics
for Kane County indicates underutilization of specific Race/Ethnic categories in seven
Job Group Categories. It is the opinion of the department administration that in part,
these discrepancies exist largely due to the small population of employees. In total, this
department employs six individuals.

Specifically, White Males are underutilized in all three Job Group Categories within the
department. Currently there are no White Males employed within this department and
therefore, the reason for the discrepancy.

Discrepancies exist from the Hispanic population within the Male Officials/Executive
and Office/Clerical categories as well as the Female Office/ Clerical category. At this
time, there is no known reason for this discrepancy other than the fact that there are no
Hispanics employed within the department.

Finally, a discrepancy exists within the Black Female Office/Clerical category. As
suggested above, there is no known reason for this discrepancy.

After reviewing the results of the underutilization analysis, the Finance Department has
identified the need to actively recruit more male and female Hispanics within the
Office/Clerical job category, as well as male Hispanics for the Officials/Executive job
category. Additionally, Black Females should be actively recruited for positions within
the Office/Clerical job category.

It has been long recognized that recruitment and retention of white males for the few
available positions has been difficult. Again, this is likely due to the historically low pay
range offered within these job categories as compared to the more competitive salaries
paid within the northern Illinois region.





KANE COUNTY FINANCE DEPARTMENT
EEOP ANALYSIS-2007

Disciplinary Actions
Two written reprimands have been issued to employees within the Finance Department
within the current fiscal year. Both employees were white females.

Promotions/Transfers
During the current fiscal year, a white female within the Office/Clerical category applied
for and was promoted to a position within the Professionals category.

Employment Policies and Practices
The Finance Department uses employment practices and policies described within the
Kane County Personnel Policy Handbook.

Job Opening Publications
The Finance Department uses, but is not limited to the following for employee
recruitment:
» Illinois Government Finance Officers Association Newsletter and Website
» Government Finance Officers Association Newsletter and Website
» Illinois City Manager’s Association Newsletter and Website
» International City Manager’s Association Newsletter and Website
» Illinois CPA Society Newsletter and Website
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GIS-Technologies

Memo

To: Ellen Burmeirer, Human Resource Director

From: Thomas S. Nicoski, GIS-Technologies Chief of GIS-Technologies
cc: File

Date: 10/24/2007

Re: Equal Employment Opportunity Plan for Kane County

STEP 4B: NARRATIVE UTILIZATION ANALYSIS

The following narrative is in response to the Human Resources Department's utilization analysis that
compared the GIS-Technologies Department’s workforce percentages to the 2000 Census community
labor statistics. This study was done in order to determine categories of men, women and or minorities
that might be under-represented by —3% or more. The GIS-Technologies Department is made up of
eight and one half persons of which one and one half are classified in the Officials/Executive category
and seven of which are classified in the Professionals category.

The categories, which have been found to be out of range in the Officials/Executive section, are “White
Male” at —9.3% and “Hispanic Male” at —3.1%. The categories, which have been found to be out of
range in the Professionals section, are “Hispanic Male” at 4%, “White Female” at —40.50%, “and Black
Female” at —3.6% and “Hispanic Female” at —3.3%.

The GIS-Technologies Department currently only has one and one half positions in the
Officials/Executive category. These categories are filled with one white male and a half white female
who is shared with the Information Technologies Department. Based on being a small department with
only one and one half positions available it would be impossible to fill additional positions required
without adding head count. To date, Hispanic male, which has been found to be under-represented,
has yet to apply for a position in the GIS-Technologies Department.

The GIS-Technologies Department currently has seven positions in the Professionals category filled
with five white males, one Asian female and one white female. Again being a small department with
only seven positions, it would be impossible to fill additional positions required without adding head
count. This year, neither a black male, Hispanic male and or Hispanic female has applied for a position
in the GIS-Technologies Department.





STEP 5C: OBJECTIVES

Even though GIS-Technologies is a small department we have always had a good mixture of male,
female.

e The department has always done well in recruiting and will continue to target those
categories that are under-represented.

STEP 6: STEPS TO ACHIEVE OBJECTIVES
The following steps will continue to be used in order to keep balance of representation by category.

o Continue to network with GIS organizations and users groups.

* Review recruitment and retention efforts and apply information derived from exit
interviews in an effort to improve retention.

« Continue to post all openings on the county website.

¢ Continue to provide opportunities for management training to supervisory level and or
lead personnel to develop future managers and improve diversity in the management
group.

e Provide job postings to organizations that reach target population.

STEP 7: DISSEMINATION

e The EEO plan will be posted prominently on bulletin boards in each unit of the
department.

e The Director of Human Resources for Kane County will be provided with the plan for
dissemination to any interested party.

® Page 2





28 CFR 42.304 Report

1. GIS-Technologies Disciplinary Actions for 2007
0

2. GIS-Technologies Application for Promotion 2007
0

3. GIS-Technologies Employment Policies 2007

Considerations for employment in GIS Department

Kane County GIS-TechnoIogies GIS Systems Specialist il

1 2
Used ArcGIS 9.x? 1 1
Created data layers from scratch? 1 1
Modified Data Layers? 1 1
Used some ArcGIS extentions? 1 1
Familiar with Mrsid Files? 1 1
Familiar with projections? 1 1
Familiar with jpy, gif, tif, bmp files? 1 1
Worked with a database? 1 i
Used Micresoft Word? 1 1
Used Microsoft Exel? 1 1
Used Micresoft Powerpoint? a 1
Done presentations? 1 0
Used other GIS/Cad software? 0 0
Legal Description 0 0
Cadastral Base a 0
Had a GIS job before? 1] 0
Potential Longevity(Excellent=4 Good=Z P oar=U) 1 4
Availability 1 1
Communlcatlon(Exellent=2 Geod=1 Poor=0) 2 2
Meet educational requirement? 1 1
Signed Application for Cmployment 1 1
Total

Absolute Requirerment - Falure tc meet will disqualify
Educational rejuirerrent = GIS Cartificate and or Bachelors Degeee in Seography.

Visual Basic (programming) a 8] 1 a 0 i} 0 C 0
VBA [programming) 0 0 1 1] a 0 I} C 0
ArcObjects 0 0 C 0 0 8} 0 C 0
MapObjectsMapOhjectsL T 0 0 C 0 0 0 0 C 0
Active Server Pages (ASP) 1] o] 1 8] 0 0 0 £ 5]
XML 0 0 1 8] 0 g a C 4]
Familiar with ArclMS? 0 ] 1 0 1 1] 0 C 1
HTMI n n 1 n n n il 1 n
iUsed Microsoft Access? 0 ] 1 1] 1 1 1] 1 a
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The following is a list of questions used to fill in the above charts.

Kane County lllinois GIS-Technologies
Name: Date:

Career / Goals / Motivational

1.

10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

What influenced you to choose GIS as a career?

What do you think it takes to be successful in GIS?

What has been your most rewarding accomplishment?

Are you more energized by working with data or by collaborating with other individuals?
How would you describe yourself in terms of your ability to work as a member of a team?
What motivates you to put forth your greatest effort?

Would you describe yourself as goal-driven?

What short-term goals and objectives have you established for yourself?

What do you expect to be doing in five years?

What do you see yourself doing in ten years?

How would you evaluate your ability to deal with conflict? |

Would you say that you could deal with high-pressure situations?

What quality or attribute do you feel will most contribute to your career success?
What were your reasons for selecting your college or university?

How will the academic program and coursework you've taken benefit your career?
Which college classes or subjects did you like best? Why?

What plans do you have for continued study? An advanced degree?

Have you ever heard of a GIS Certificate? Do you have one? From where?

Tell me what you know about the county.

Which is more important to you, the job itself or your salary?

What was the most complex assignment you have had? What was your role?
How do you determine priorities in scheduling your time?

Describe the system you use for keeping track of multiple projects. How do you track your progress
so that you can meet deadlines? How do you stay focused?

® Page 4





Technical

24. What level and version of ArcGIS have you used? Describe how you have used it?
1. What data layers have you created from scratch? Describe the process?
2. What ArcGIS extensions have you used?
3. Are you familiar with ArcIMS?
25. If never used ArcGIS what GIS/CAD software have you used?
26. Have you ever had a GIS job before? Intern?
27. Have you ever heard of Mrsid files?
28. Are you familiar with projections and how they relate to one another?
29. What image file formats are you familiar with? Which ones work best with the web?
30. Have you ever worked with a database? If so which one? Describe how?
31. What office suite did you use in school? Which parts?
32. Have you ever heard of GISDay? What have you heard about it?
33. Have you ever taken a programming class? If so what ones?
34. Have you ever created a web page?
1. If so how? Notepad, FrontPage, DreamWeaver, other
2. What languages (HTML / ASP / XML)?

35. Are you familiar with what Legal Descriptions are? What types are you familiar with (metes &
bounds / lot & block)?

36. Are you familiar with Cadastral Maps?
37. Are you familiar with geometric constructions?
38. Do you enjoy working with others?
1.  What would you do if someone called with a problem opening a GIS file?
39. Do you find that working with GIS is similar to playing video games?

40. Have you ever created a PowerPoint presentation? Do you enjoy doing presentations?

® Page 5





4. Job Postings

e www.co.kane.ii.us (Kane County llinois INTERNET site)
o www.ILGISA org (lllinois GIS Association / found that most responses come from here)
¢ See Human Resources for their list of local newspapers used for publishing positions

® Page 6
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KANE COUNTY HEALTH DEPARTMENT’S
UNDER UTILIZATION NARRATIVE 2007

NARRITIVE UTILIZATION ANALYSIS

Kane County’s Health Department labor statistics indicate the most significant
under utilization occurs within the white male groups. The community workforce for the
Official/Executive category is 59.3%. The Health Department currently has 2 individuals
in that category which represents 40% of the community workforce. In the professional
category under utilization was identified as -32.31% . The technician’s category reflected
a -23.97% under utilization which is an improvement from last year's -25.53%. Lastly,
the Office/Clerical category was -23.97% .

Other under utilizations groups were: Hispanic males in the following categories:
Technicians identified as being under utilized at -4% and -5% under utilized in
Office/Clerical positions. Asian males were under utilized by -7% in the
Office/Executive and Office/Clerical categories. Whites females were under utilized in
the Technician positions last year by -7.16% which increased to 19.5% this year and are
no longer under utilized in that category. However, white females were underutilized by
-27% in the office clerical category. Lastly, Asian women are underutilized in the
Office/Executive category by -5%.

After reviewing the under utilization analysis, the Health Department continues to
be committed to having it’s Department reflect the community workforce as evidenced
by increases in one group that was identified as under utilized last year. We will
continue to actively recruit individuals in the categories identified as under utilized
(White and Hispanic males and white females in the respective categories). The Health
Department recognizes the difficulty it will have recruiting White males in the
Official/Executive category due to the competitive wages in other non-for profit
organizations and for profits organizations that exist in the community. Additionally,
males make up less than 5% of the nursing profession nationally and the nursing position
falls within the professional category which will limit the increase in White males in the
professional category. Lastly, the Health Department recognizes the challenges it will
face in recruiting Hispanic and White Males in the Office/Clerical category due to the
entry level salaries that are associated with those positions however, we remain
committed to the recruiting that population for it’s workforce. Although we will
continue our efforts to actively recruit the under utilized categories, we have not
experience much interest in those categories during recruitment efforts. This profession
attracts primarily women, but we will continue to recruit the under served categories.





OBJECTIVES

The Health Department is dedicated to having its workforce reflect the

community it represents as identified by the Utilization Analysis Report. The Health
Department has established the following objectives for accomplishing it’s under
utilization:

Promote and recruit White Males for the Official/Executive, Professional,
technicians and Office/Clerical positions when they become available as
demonstrated by the previous year.

Actively recruit Hispanic males for positions within the Technical and
Office/Clerical categories.

Promote and recruit White Females in the Technical and Office/Clerical
categories.

Actively recruit in the areas under utilized in the various medians: internet
postings, local newspaper, County wide and promotions.

STEPS TO ACHIEVE OBJECTIVES

The following steps will be taken by the Health Department to address the under

utilization:

Participate in career fairs at Northern Illinois and Western Illinois Universities
Post positions on the internet

Post positions on the County web site and local newspapers

Promote applicants within Health Department and other County Departments
Provide job postings to organizations and schools that reach the targeted
populations

Post in professional journals and newsletters

DISSEMINATION

The Health Department will list the EEO Employer/Program statement on all of
it’s postings for hire

Post the EEO Plan in all 3 Health Departments buildings in a location where all
employees have access to the Plan.

Provide the County’s Director of Human Resources a copy of the EEOP for the
dissemination of all interested parties

The Director of Resources and Support at the Health Department will be
responsible for the dissemination of the EEOP Plan to all Health Department
Employees





KANE COUNTY HEALTH DEPARTMENT
EEOC Discipline Report 2007

Month Total Type Ethnic National | Gender
# Origin

October |2 Oral Reprimands White F

06 Hispanic

December | 1 Oral Reprimand Hispanic | Mexico F

06

January07 | 2 Oral Reprimand Hispanic | Mexico F

February |2 Oral Reprimand Hispanic | Mexico F

07

March 2 Written Reprimand Hispanic F
Oral Reprimand White

June 2 Written Reprimand Hispanic | Mexico F
Oral Reprimand Hispanic

October 1 Oral Reprimands Hispanic | Mexico F

Disciplinary Report Summary 2007:

Total number of Disciplinary Actions: 12

Race: 10 Hispanics 2 Whites
Gender: 12 Females

National Origin: USA, Mexico

Sanctions: 10 — Oral Reprimands, 2 Written Reprimands





Summary:
Total: 17

Promoted:

Kane County Health Department

EEOC Promotions & Transfers 2007

17

Gender: 13-F, 4-M
Race: 10 Whites, 3 Hispanics, 3 Blacks

Job Category Promotion Promotion Race Gender National
from: To: origin
Official Coordinator of | Division Black F
Executive Resource Dev. | Director
Official Emergency Division White M
Executive Preparedness Director
Coordinator
Clerical Receptionist Public Health | Hispanic | F Mexico
Associate
Clerical Receptionist Adm. Asst. Hispanic | F Mexico
Clerical Adm. Asst. Pharmaceutical | White F
Coordinator
Clerical Case Monitor | Case Manager | Hispanic | F Puerto
Rico
Professional Trainer QI Specialist White F USA
Professional Sanitarian Licensed White M
Trainee Sanitarian
Professional | Registered Clinical White F
Nurse Supervisor
Professional Case Manager | Nurse Black F Africa
Coordinator
Professional KCHAIN Program Hispanic | F Mexico
Supervisor Manager
Professional Case Manager | Clinical White F
Supervisor
Professional Supervisor Program White M
Manager
Professional LPN Clinical White F
Supervisor
Professional Nurse Clinical Black F Africa
Supervisor
Professional | Emergency Emergency White M
Specialist Preparedness
Coordinator
Professional Specialist Program White F

Manager






Kane County Health Department
EEOQOC Publications 2007

Web Sites

Kane County Website

Sent to other Health Departments via e-mail
State Universities (NIU, Emory University, UIC)
NAACHO

APHA

IDPH

Newspapers
The Beacon

The Herald
The Chronicle
The Courier
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Human Resource Department

NARRATIVE UTILIZATION ANALYSIS

A comparison of Human Resource’s workforce percentages to the Community
Labor Statistics for Kane County indicates underutilization of more than -3% in
three categories.

In the Officials/Executives category, percentages show underutilization in White
males by 59.3% and Hispanic males by 3.1%

In the Professional category, the workforce percentages are underutilized in
White males by -41.2%.

The Office/Clerical category percentages are underutilized in White males by
25.9%, Hispanic males by 5%, Black females by 3.5% and Hispanic females by
8.9%.

The Human Resource Department is a small department compared to others in
Kane County. There are six employees in the department. There is very little
turnover, but as of the date of this report, there is one vacancy pending. The
current vacancy is the first job opening in the Human Resource Department since
February, 2007.

Per Joe Vocino, author of a special report entitled “On the Rise” in the
November, 2003 edition of HR Magazine, “employers in the government,
nonprofit and education sectors generally are on the low end of the pay scale for
all HR positions”. It is possible that the low pay rate discourages males from
applying for many of the HR/clerical positions.

The negative percentages for Black and Hispanic females in the Office Clerical
category are much less than the negative percentages as shown for males in the
other categories. Even though this would appear to be less problematic, it does
not lessen the importance of actively recruiting minority women for clerical
positions within the Human Resource Department.

The Human Resource Department follows the EEO guidelines in regard to hiring.
We follow the EEO policy as outlined in the Kane County Personnel Policy
Handbook in all aspects of hiring, promotions and benefits.





DISCIPLINARY ACTIONS

No disciplinary actions were taken during the past year.
TERMINATIONS

One termination during the past year.
PROMOTIONS/TRANSFERS

No employees were promoted or transferred during the year.
PUBLICATIONS/WEBSITES FOR JOB OPENINGS

Kane County website for job applications and current job vacancy information
Job vacancies are published in local newspapers such as:

Chicago Tribune

Kane County Chronicle

Beacon News (Aurora, IL)

Courier News (Elgin, IL)

Daily Herald (Chicago suburbs)
Professional publications as deemed appropriate by individual departments

October 31, 2007
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Information Technologies Department

Kane County Government Center

719 Batavia Avenue
Geneva, lllinois 60134

Roger A. Fahnestock
DIR, Information Technologies

630-232-3570 Fax 630-232-3579
Equal Opportunity Employment Plan Report
Date: October 26, 2007
To: - Ellen Burmeier, Human Resources Director
From: Roger A. Fahnestock
Re: EEOP Report for Information Technologies Department

The Information Technologies (IT) Department has reviewed the recent reports
on employment, job group categories, community labor statistics, and utilization.
The IT Department was asked to identify and explain any under utilization
information that represented a utilization score of less than -3%.

In considering the -3% categories, the IT Department “executive” job category
received a utilization score of -3.1% for Hispanic Male and -29.8% for White
Female. The IT Department has only one executive position in the department,
and the position is held by a White Male. The IT Department does not
recommend expanding the number of executive positions in the IT Department
but is willing to consider recommendations.

The IT Department “professionals” job category received a utilization score of
-12.6% for White Female. In the event a professional position becomes
available in the IT Department, the IT Department will attempt to address these
areas of utilization as directed by the Human Resources Department.

The IT Department “office/clerical” job category received a utilization score of
-25.9% for White Male and -8.9% for Hispanic Female. The IT Department does
not have a single office/clerical staff person in either category, White Male or
Hispanic Male. In the event an office/clerical position becomes available in the
IT Department, the IT Department will attempt to address these areas of
utilization as directed by the Human Resources Department.
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KANE COUNTY DEPARTMENT OF EMPLOYMENT AND EDUCATION

A comparison of the Kane County Department of Employment and Education’s
workforce to the community labor statistics for Kane County indicates
underutilization of males and females in White and Hispanic officials/executive.
The professional category indicates an underutilization in the White male
category.

In the office/clerical category, White males had the largest underutilization.

After reviewing the results of the underutilization analysis, the Department has
identified the need to actively recruit more White males for professional and
clerical positions. The Department makes every effort to hire qualified
individuals. However, more qualified females apply rather than qualified males.

It has long been recognized that recruitment and hiring of White males for any
available positions are difficult. Many of the male candidates aspire to gain
experience with our Department and move on to positions of education and/or
sales. These positions are viewed as social service positions, making retention
of these individuals challenging.

Objective

Kane County Department of Employment and Education is committed to
continuing to make it workforce profiles more closely reflect the available labor
force in the community. The Department will attempt to recruit males from career
fairs, advertisements and postings.

#1 * There has been one disciplinary action taken against an employee this fiscal
year — oral reprimand, 2 written reprimands and suspension for 1 day (loss of
pay). Finally, one termination occurred.

| Hispanic | Male |

#2 ** There has been 2 employees promoted
Black Female
Hispanic Female

#3 *** The Department will continue to include the “EEO Employer/Program
including auxiliary aids which are available to individuals with disabilities upon
request” on all job postings, advertisements and notifications will be provided as
to where applications for positions can be obtained.

#4 *** List of publications and/or websites

Kane County website

KCDEE website linked to Kane County

Illinois Skills Match

Illinois workNet Centers “Career Resource Centers”
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COUNTY OF KANE

__/OUNTY ASSESSMENT OFFICE County Government Center
Mark D. Armstrong, CIAO 719 Batavia Avenue, Building C
Supervisor of Assessments Geneva, lilinois 60134-3000

(630) 208-3818
www.co.kane.il.us/soca

Holly A. Winter, CIAO/
Chief Deputy Supervisor of Assessments

Memorandum

To:  Ellen Burmeier, Human Resource Director
From: Mark D. Armstrong
Date: October 9, 2007

Re:  EEOP Plan for County Assessment Office

I am in receipt of the 2007 analysis of my staff (attached) and I offer the following narrative analysis
of underutilizations with a variance of more than 3% from the Community Labor Statistics:

1. Officials/Executive (four positions):
a. White Males:
- i. Community Labor Statistics utilization is 59.3%.
. Actual utilization is 25.0%.
b. Hispanic Males:
i.  Community Labor Statistics utilization is 3.1%.
ii. Actual utilization is 0.0%.
The underutilization is attributable to the small sample size, promotions from within the
existing office staff, and long-term employment of the personnel in these positions.

2. Professional (one position):
a. White Males:
i. Community Labor Statistics utilization is 41.2%.
ii. Actual utilization is 0.0%.
The underutilization is attributable to the small sample size (one position), which would
automatically result in at least one statistical underutilization.

3. Office/Clerical (16 positions):
a. White Males:
i. Community Labor Statistics utilization is 25.9%.
il. Actual utilization is 12.5%.
b. Hispanic Females:
i, Community Labor Statistics utilization is 8.9%.
ii. Actual utilization is 0.0%.

Our Mission: An equitable assessment for every parcel.





Memorandum to Ellen Burmeier, Human Resource Director
October 9, 2007
Page 2 of 2

The underutilization is attributable to long-term employment of the personnel in these
positions, automation, and attrition; there were no new hires in these positions in the past
year.

EEOP Objective: Continue to accept all applications and methods implemented by the
Department of Human Resource management for diversified
applicants.

You also requested the following additional information:

1. The number of disciplinary actions taken against employees by race, sex, and national origin
within the preceding fiscal year. Please include the number and types of sanctions imposed
(suspension indefinitely, suspension for a term, loss of pay, written reprimand, oral
reprimand, other) against individuals by race, sex and national origin.

There have been no disciplinary actions taken against any employee within the preceding fiscal
year

2. The number of employees in each job category by race, sex and national origin who made
application for promotion or transfer within the preceding fiscal year and the number in
each job category by race, sex, and national origin who were promoted or transferred.

There have been no applications for promotion or transfer received within the past year.

3. A detailed narrative statement setting forth the recipient’s existing employment policies and
practices as defined in 42.202(c). So, for example, where testing is used in the employment
selection process, it is not sufficient for the recipient to simply note the fact. The recipient
should identify the test, describe the procedures followed in the administering and scoring
the test, state what weight is given to test scores, how a cut-off score is established and
whether the test has been validated to predict or measure job performance and, if so, a
detailed description of the validation study. Similarly detailed responses are required with
respect to other employment policies, procedures, and practices used by the applicant.

A simple questionnaire is used to assess cognitive ability and work ethic.

Finally, I post job openings on the County’s web site and in all publications used by the Department
of Human Resource Management.
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KANE COUNTY DIVISION OF TRANSPORTATION
2007 UTILIZATION ANALYSIS NARRATIVE

A comparison of the Kane County Division of Transportation (KDOT) workforce to the
Community Labor Statistics (CLS) for Kane County is described in the following paragraphs.
Analysis is presented based on Gender/Race-National Origin classification as well as within each
job group. For KDOT, there are 5 applicable job group categories:

01 Officials/Executive
02 Professionals

03 Technicians

06 Office/Clerical

07 Skilled Craft

EXECUTIVE SUMMARY

Considering the categories within the Occupational Crosswalk, this results in 50 possible
combinations (5 job groups x 2 genders x 5 races/national origins = 50 combinations). Of these
combinations, 38 of 50 are considered within range (defined as -3% or better compared to the
applicable CLS statistic for Kane County).

The remaining 12 combinations are areas where the job group category is -3% (or further)
compared to the applicable CLS statistic. These categories are addressed in the narrative below,
however, given the extremely small sample sizes, there are limitations to the interpretation
of this data. In all of the job group categories, a change of gender/race-national origin for single
employee position dramatically affects the utilization percentage.

Utilization percentages show several patterns that warrant continued attention. In particular:

e White males are generally over-represented for all job group categories.

o Hispanic males are under-represented in most job group categories, except
“Professionals”

e TFemales (regardless of Race-National Origin) are under-represented in several of the
more technical job group categories: Officials/Executive, Professionals, and Technicians.

For Kane County, the CLS statistics for Asian/Pacific Islander and American Indian/Native
Alaskan regardless of gender are very low numbers (less than 2%) in all job group categories.
As a result, even though there are no KDOT employees in either category, the utilization
percentages are all within 3%. Therefore, the utilization percentage cannot be the only guide
when reviewing equal employment goals.

KDOT administers several seasonal employment programs that provide on-the-job training and
experience in several job group categories. Therefore, in addressing the areas of concern
identified in the utilization analysis, special attention should be paid to these seasonal
employment programs.






ANALYSIS BY GENDER/RACE-NATIONAL ORIGIN

Male Gender by Race and National Origin

White males are generally over-represented for all job group categories.

Hispanic males are under-represented in most job group categories, except the
Professionals job group where KDOT exceeds the CLS statistic. Interestingly, a single
Hispanic male employee is enough for KDOT to exceed the CLS statistic for the
Professionals job group. The most striking difference appears in the Skilled Craft
category. Because there are currently no Hispanic employees in this job group, this
category is -17.9% out of range.

Black males are generally within range for all job group categories (within 3%). Black
males are actually slightly over-represented in the Skilled Craft job group. Interestingly,
there are only 2 Black males in this category, but this is enough to exceed the applicable
CLS statistic.

Currently, the CLS statistics for Asian/Pacific Islander males and American
Indian/Native Alaskan males are low numbers (less than 2%) in each job group category.
While there are no employees in this cross-category, neither of these would be considered
“out of range” using -3% or greater as the comparison.

Female Gender by Race and National Origin

White females are under-represented in the more technical job group categories:
Officials/Executive, Professionals, and Technicians, but over-represented in the
Office/Clerical category.

Black females are generally under-represented in all job group categories. However, all
categories are within 4.0% of the CLS statistic.

Hispanic females are under-represented in all job group categories. The largest disparity
is within the Office/Clerical job group at -8.9%.

Currently, the CLS statistics for Asian/Pacific Islander females and American
Indian/Native Alaskan females are low numbers (less than 2%) in each job group
category.  While there are no employees in this cross-category, neither of these would
be considered “out of range” using -3% or greater as the comparison.






ANALYSIS BY JOB GROUP CATEGORY

01 Officials and Administrators

Officials/Executive job group, there is only one individual. This individual is currently a White
male (i.¢., White males constitute 100% of this job class). Therefore, several other CLS statistics
are automatically out of range: Hispanic males (-3.1%) and White females (-29.8%). KDOT
tends to promote from within, so these statistics may shift in the future; there are qualified
women and minorities within the Professionals job group, which is the most likely pool of
internal candidates. The County may consider this as future appointments are made.

02 Professionals

Only White females are more than -3% out of range in this job group category. Professional
positions within the department are technical in nature and generally require a Civil Engineering
Bachelors Degree, and may require licensure by the State of Illinois. White female enrollment in
the engineering field is dramatically lower than that of their male counterparts, hindering
recruiting efforts. According to www.engineeringwomen.org, only 20 percent of undergraduate
engineering students are women and the number of women engineers in the professional
workforce is less than 10%. One area of progress in recent years has been within the specialized
field of Transportation Planning. Several recent hires in this specialty have been White females,
thus the comparison statistics in this job class have been improving. There are currently 18
employees in this job group, so a single individual represents 6% of the job group and a single
change has a significant bearing on future statistics.

03 Technicians

White males are over-represented in this job group and White, Black, and Hispanic females are
each more than -3% out of range. These positions are typically filled by persons without
engineering degrees who are performing engineering-related work. Often, these positions are
filled internally, by non-degreed persons with applicable experience. Thus the race/gender
makeup of this group is more reflective of the past makeup within the Department. In the last
year, this job group category has already moved closer to the CLS statistics, as the makeup of the
department continues to change. Having said that, the Department recognizes the need to
actively recruit more females and minorities into the Technicians job group.  There are only 7
employees in this group, so a single individual represents 14% of the job group and a single
change can have a dramatic effect on future statistics.

06 Office/Clerical

Hispanic males are under-represented in this job group. Black females and Hispanic females are
also under-represented. Meanwhile, White females are over-represented. There are currently 8
employees in this job class, so a change of one or two individuals will have a dramatic effect on
the statistics. The number of individuals in this category will fluctuate over time because this
category also includes student interns. Therefore, one would expect to see these statistics
varying significantly from year to year as the seasonal staff turns over. Meanwhile, the
Department recognizes the particular need to actively recruit more males and minority femgles
(especially Black and Hispanic) into the Office/Clerical job group as permanent positions
become available.





07 Skilled Craft
In general, males are over-represented in this job group. However, both Hispanic males and

Hispanic females are under-represented. This group is made up of Highway Maintainers and
Vehicle/Equipment Mechanics along with their Supervisors.  These personnel carry a
Commercial Drivers License (CDL) and are called on to drive snow plow trucks during the
winter months and may be called on to mow grass during the summer months. There is currently
one female employee, hired in 2005. In particular, the Department recognizes the need to
actively recruit more Hispanic males and females of all ethnicities into the Skilled Craft job
group. There are currently 30 employees in this job class. The turnover in this group is fairly
low: during the previous fiscal year (2006), there was only 1 vacancy for a permanent position.
Therefore, a more long-term view of recruiting goals is appropriate here.






Report 1: Disciplinary Actions FY2006

REPORTS

F
E .
B C D . American .
Gender White Black Hispanic Pac%sc‘a[‘;l:; 4o | Indian or Action
Alaskan Native
Male 1 - - - - Verbal
Female - - - - - Warning
Male 2 - - - - Written
Female - - - - - Warning
Male - - - - - .
Fomale - - - : . Suspension
Male - - - - - L
Termination
Female - - - - -
Totals 3 Total =3
Report 2: Applications for Promotion/Transfer FY2006
E F
Gender WE' C . D . Asian or Am§r1can Action
ite Black Hispanic . Indian or
Pacific Islander .
Alaskan Native
Male 9 - - - - Promotion/
Female 1 - - - - Transfer
Male 9 - - - - .
Female s - - . - Denial
Totals 19 - - - - Total = 19

Report 3: Employment Policies and Practices
Employment practices depend on the job class group in question. For this purpose, KDOT can
be effectively divided into two broader groupings:

e Maintenance staff including job class category 07. Most of these positions are governed
by a collective bargaining agreement which includes promotional testing.
described in more detail below.

e Administrative, Professional and Technical staff: including job class categories 01, 02,
03, and 06 above. These positions typically require specialized training or experience;
employment practices are described below.

Promotions
Consistent with County policy, KDOT prefers to promote from within when possible. Therefore
all vacancies to be filled are posted internally (within the Department) and on the Kane County
website through the Department of Human Resource Management. Most vacancies are filled in

this manner.

This is






Promotions within the Maintenance section are generally governed by the collective bargaining
agreement. The contract describes a tiered promotion system where a new-hire is hired in at an
entry level position (either Mechanic I or Highway Maintainer I). These persons can achieve
two promotions (to level II or IIT) by taking skill tests offered at reasonable intervals (6 months
Or more).

Mechanic II requires 5 years experience in automotive or truck repair/maintenance and
ASE certification in Medium/Heavy Truck air brakes. The ASE certification includes the
relevant testing and is typically conducted by a third party (such as Waubonsee
Community College). ASE is the nationally recognized authority on automotive
maintenance/repair and certification is the best indicator of proficiency.

Mechanic III meets all the same experiential requirements as a Mechanic II, but also must
achieve certification as ASE Master Medium/Heavy Truck Technician. The ASE
certification includes the relevant testing and is typically conducted by a third party (such
as Waubonsee Community College). ASE is the nationally recognized authority on
automotive maintenance/repair and certification is the best indicator of proficiency.

Highway Maintainers can achieve promotion to Highway Maintainer II or III by taking a
series of tests administered by a third party (such as VISTA Training, Inc.) These are
tests on skills that are applicable to the position: on Work Zone Safety, Wheel Loader
Operation, Backhoe Operation, Motor Grader Operation, Tree-Felling, and Sign
Installation. Proficiency on the exams determines the level to which the applicant will be
promoted.

Within the bargaining agreement, there are also union “crew leader” positions called
Tech I. These positions do not require specific testing, as they are a “quasi-management”
position. When vacancies arise, these positions are posted and interviews are conducted.
Since its inception in 2000, all of these positions have been filled internally within the
Department.

Administrative/Professional/Technical employees are typically promoted through an interview
process. When vacancies exist, they are posted internally and on the Kane County website.
Depending on the position and the pool of qualified candidates, the Department may also
advertise the position in professional publications, trade magazines, and other outlets (see
“Advertising” below). This is more common in the Engineering and Planning positions, which
require more specialized qualifications. Management supervisors within the Maintenance
section are also selected using an interview process, but are almost exclusively promoted from
within the ranks.

Seasonal Employment Programs

There are several unique seasonal employment programs that KDOT maintains: the Engineering
Cooperative Education program (co-op), and the Seasonal Maintenance Workers
(Snowbirds/Summerbirds). In each program, seasonal workers are hired to assist full-time staff.
In a sense, this is a training program: workers who gain experience at KDOT will be uniquely
qualified to perform those duties if future full-time opportunities arise. ~Assuming they





performed well, former co-ops would be ideal candidates for entry-level Professional positions,
while former Snowbirds or Summerbirds would be ideal candidates for the Skilled Craft
positions. Therefore, in addressing the areas of concern identified in the Utilization Analysis
discussion, special attention should be paid to these seasonal employment programs.






ADVERTISING & JOB POSTING

For the maintenance section (Skilled Craft) positions, posting the vacancy on the County
Website has been sufficient to generate a large enough pool of qualified candidates. Historically,
very little “outside” advertising has been done for these positions.

For Professional/Technical/Administrative positions, KDOT has relied on outside advertising
outlets when the pool of qualified internal candidates was deemed to be insufficient. Obviously,
this depends on the particular vacancy and the level of experience and qualifications desired. In
general, the Engineering and Planning positions require a more specialized outreach. In contrast,
the majority of Administrative positions are filled internally (Kane County website), however
KDOT has also (infrequently) advertised in local newspapers for Administrative positions.

KDOT has used a variety of professional publications, technical societies, industry associations,
and similar agencies for this type of recruiting in the past. Relevant examples include:

Organization Publication Websites
American Society of Civil Civil Engineering Magazine WWW.asce.org
Engineers (ASCE) WWW.isasce.org
American Public Works Public Works Magazine www.apwa.net
Association (APWA)

National Society of PE Magazine WWW.NSpPe.org
Professional Engineers

(NSPE)

Illinois Department of (Bulletin Boards)

Transportation (IDOT)

Illinois Association of County Www.iaceng.org
Engineers (IACE)

American Planning APA JobMart www.planning.org
Association (APA)

This list is not meant to be exhaustive, but represents the broader technical disciplines in which
KDOT recruits. Often, the national societies also have state sections and local branches offering
flyers, websites, or other publications. Also, certain positions may indicate the use of more
specialized publications or organizations.

-8-






SUMMARY

KDOT will actively provide equal opportunity to all employees and applicants for employment
without regard to age, sex, pregnancy, race, color, religion, national origin, marital status,
physical or mental disability, sexual orientation, or status as a veteran through:

Recruitment, advertising or solicitation for employment.
Selection, placement, transfer, or promotion.

Rates of pay or other forms of compensation.

Selection for training, skills enhancement.

Terms and condition of employment.

Layoff or termination.

ANl ol S

Everyone is encouraged to apply for jobs, seek further training, compete for promotions, and all
will be afforded equal opportunity for development and advancement. Competition among
individuals for a specific job, training opportunity, or promotion will be based on qualifications
and demonstrated ability.
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Kane County Employees Gender and Race

Date: 9/27/2007

Time: 12:25PM
for Elected Departments
Gender | Count
e _— Gender
M 419
Total 909
F = Female
M = Male wF
53.9% BM
Race Count
IAMERICAN INDIAN/ALASKAN 3 Race
IASIAN/PACIFIC ISLANDER 11
BLACK 47
HISPANIC 62
\WHITE 786
Total 909
B = White
C = Black
D = Hispanic

E = Asian/Pacific Islander

F = American Indian/Alaskan

Report: M:\SYSTEMS\QREP\Reports\PIS\HRM\EEO Pie Charts\HR Pie Chart Elected Depts.imr
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Kane County Employees by Gender and Race

Date: 9/27/2007

Time: 12:23PM
for Non Elected Departments
[Gender| Count
3 s Gender
(m 158
Total 447
F = Female
M = Male mF
aM
Race Count
IAMERICAN INDIAN/ALASKAN 2 Race
ASIAN/PACIFIC ISLANDER 13
BLACK 26
HISPANIC 66
WHITE 340
Total 447
B = White
C = Black
D = Hispanic

E = Asian/Pacific Islander

F = American Indian/Alaskan

Report: M:\SYSTEMS\QREP\Reports\PIS\HRM\EEO Pie Charts\HR Pie Chart Non Elected Depts.imr

Page 1 of 1





