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Personnel and Policy Committee Meeting Minutes 

February 21, 2013 5:30 PM 
 

Commissioners Present:  Commissioner Wheeler, Commissioner Collins 
Late Arrival:    Commissioner Sullivan arrived at 6:00 PM 
Staff Present:  Jason Herbster, Dennis Jahnke, Debra Oldham, Anna Olas, Jack Sebesta, Anne Sandor 
 

Health Insurance Review Process:   
Jason Herbster stated that regardless of the insurance carrier, insurance premiums are expected to increase 3-
5%.  Due to OBAMA Care, staff prefers to wait another year to consider any changes to the current healthcare 
plan. 
 

Affordable Care Act Update: 
Jason reported that it has been a difficult task in determining which staff qualifies for health insurance.  In 
speaking with legal counsel, it was determined that working with an annual average of that 1560 hours per year 
would work best to monitor part-time positions during the measurement period.  Two employees are being 
considered for health insurance.  One full-time will qualify to receive full benefits and one full-time would qualify 
for health insurance only.  Anna Olas added that hours are monitored weekly to be prepared to file reports with 
the IRS in 2014. Jason stated the staff has one year to determine how the PPACA –Patient Protection Affordable 
Care Act will apply to the district. 
 

Personnel and Policy Revisions: 
The following policies and revisions were presented to the Committee.   
 

Policy 323-Clothing and Uniform Fringe Benefits   (New Policy) 

The purpose of this policy is to comply with the IRS tax laws and reporting requirements for clothing and 
uniform fringe benefits, identify the taxable and non-taxable fringe benefit and to set the value to be considered 
as de minimis for exclusion from employee wages. 

1. The de minimis value is $25 per calendar year for exclusion from employee wages. 
2. Clothing and Uniform—The value of work clothing provided by the Park District is not taxable to the 

employee if: 
a. The employee must wear the clothes as a condition of employment and the clothes are not suitable 

for everyday wear; or 
b. The clothes are required protective wear, such as safety shoes/boots, safety glasses, hard hats, neon 

colored vests, or work gloves; or 
c. The clothing consists of uniforms that are rented by the Park District; or 
d. The value is under the de minimis value. 

3. Payroll Process for Taxable Fringe Benefits. 
a. Each employee receiving an item or items is required to sign the “Taxable Fringe Benefit 

Authorization Form” upon receipt of the item. 
b.  Items over $25 or the combined total of items over $25 will be added to the employee’s wages as a 

non-cash wage and taxed accordingly. 
c. Items will be tracked on a calendar year basis. 

Full-time maintenance employees are authorized to turn in receipts for uniforms purchased, which include work 
pants and steel-toed shoes, up to $100 for reimbursement.  Work pants will be reimbursed through payroll and 
taxed accordingly.  Steel-toed boots will be reimbursed through accounts payable untaxed.  
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105 - Non Discrimination and Anti Harassment (Revisions are highlighted) 

The Park District is committed to a work environment in which all individuals are treated with respect and 
dignity. Each individual has the right to work in a professional atmosphere that prohibits discriminatory 
practices, including harassment. Therefore, the Park District expects that all relationships among persons in the 
workplace will be business-like and free of bias, prejudge and harassment.  
  

It is the responsibility of each and every employee, officer, official, park commissioner, agent, volunteer, and 
vendor of the Park District, as well as anyone using the Park District’s facilities, to refrain from sexual and other 
harassment. The Park District will not tolerate sexual or any other type of harassment of or by any of its 
employees and elected officials. Actions, words, jokes or comments based on an individual’s sex, sexual 
orientation, civil union partnership, race, national origin, age, religion, or any other legally protected 
characteristic will not be tolerated.  
 

This policy should not, and may not, be used as a basis for excluding or separating individuals of a particular 
gender, sexual orientation, civil union partnership, or any other protected characteristic, from participating in 
business or work-related social activities or discussion in order to avoid allegations of harassment. The law and 
policies of the Park District prohibit disparate treatment on the basis of sex, sexual orientation, civil union 
partnership, or any other protected characteristic, with regard to terms, conditions, privileges and prerequisites 
of employment. The prohibition against harassment, discrimination and retaliation are intended to complement 
and further these policies, not to form the basis of an exception to them.  
 

 Definitions of Harassment 
 1.  Sexual harassment may occur whenever there are unwelcome sexual advances, requests for sexual favors, 

or any other verbal, physical, or visual conduct of a sexual nature when submission to the conduct is made 
either implicitly or explicitly a condition of the individual's employment;  

 Submission to or rejection of the conduct is used as the basis for an employment decision affecting the 
harassed employee; or The harassment has the purpose or effect of interfering with the employee's work 
performance or creating an environment that is intimidating, hostile, or offensive to the employee. 

 Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of 
the same or different gender. Depending on the circumstances, these behaviors may include, but are not 
limited to: unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse 
of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; leering; 
catcalls or touching; insulting or obscene comments or gestures; display or circulation in the workplace of 
sexually suggestive objects or pictures (including through e-mail, cell phones or other electronic  devices); and 
other physical, verbal or visual conduct of a sexual nature. 

 2. Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, 
harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual 
because of his/her race, color, religion, sex, sexual orientation, civil union partnership, age, national origin, 
disability or any other characteristic protected by law or that of his/her relatives, friends or associates, and 
that: (i) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (ii) has 
the purpose or effect of unreasonably interfering with an individual's work performance; or (iii) otherwise 
adversely affects an individual's employment opportunities.  

 

Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping; threatening, 
intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of written or graphic 
material that denigrates or shows hostility or aversion toward an individual or group (including through e-mail). 
To avoid any perceptions of a sexually hostile environment, the Park District shall not allow any posters, 
calendars, magazines or other material of a sexual nature on Park District premises or in Park District vehicles 
and it shall be the responsibility of supervisors to carry out this policy. 
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Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside 
the workplace, such as during business trips, professional conferences, business meetings and business-related 
social events. 
  

Employees who believe they are experiencing sexual harassment should report the alleged conduct immediately 
to the Manager of Human Resources or the Executive Director.  A confidential investigation of any complaint 
will be undertaken promptly. 
 

Any employee or elected official engaging in practices or conduct constituting sexual harassment, discrimination 
or harassment of any kind shall be subject to disciplinary action, up to and including termination. Each case will 
be reviewed on an individual basis. 
 

Retaliation Is Prohibited 
The Park District prohibits retaliation against any individual who reports discrimination or harassment, 
participates in an investigation of such reports, or files a charge of discrimination or harassment. Retaliation 
against an individual for reporting harassment or discrimination, for participating in an investigation of a claim 
of harassment or discrimination, or for filing a charge of discrimination or harassment is a serious violation of 
this policy and, like harassment or discrimination itself, will be subject to disciplinary action. 
 

Reporting Procedure 
The Park District strongly urges the reporting of all incidents of discrimination, harassment or retaliation, 
regardless of the offender's identity or position. Early reporting and intervention have proven to be the most 
effective method of resolving actual or perceived incidents of harassment or discrimination. Therefore, while no 
fixed reporting period has been established, the Park District strongly urges the prompt reporting of complaints 
or concerns so that rapid and constructive action can be taken. 
 

The availability of this reporting procedure does not preclude individuals who believe they are being subjected 
to harassing or discriminatory conduct from promptly advising the offender that his or her behavior is 
unwelcome and requesting that it be discontinued.  
 

If you experience or witness harassment or discrimination of any kind, you should deal with the incident(s) as 
directly and firmly as possible by clearly communicating your position to the offending person, your immediate 
supervisor, your department head, Manager of Human Resources  and/or the Executive Director. You should 
also document or record each incident (what was said or done, by whom, the date, time and place, and any 
witnesses to the incident). Written records such as letters, notes, memos, e-mails, and telephone messages can 
strengthen documentation. It is not necessary that the harassment be directed at you to make a complaint.  
 

Direct Communication with Offender: 
If there is a harassing or discriminatory behavior in the workplace, you should directly and clearly express your 
objection to the offending person(s) regardless of whether the behavior is directed at you.  If you are the 
harassed employee, you should clearly state that the conduct is unwelcome and the offending behavior must 
stop.  However, you are not required to directly confront the person who is the source of your report, question, 
or complaint before notifying any of the individuals listed below.  The initial message may be oral or written, but 
documentation of the notice should be made.  If subsequent messages are needed they should be put in 
writing.  
 

Report to Supervisory and Administrative Personnel:  
At the same time direct communication is undertaken, or in the event you feel threatened or intimidated by the 
offending person, you should promptly report the offending behavior to your immediate supervisor, 
department head, Executive Director or human resources. If you feel uncomfortable doing so, or if your 
immediate supervisor and/or department head is the source of the problem, condones the problem or ignores 
the problem, report directly to the Executive Director. If the Executive Director is the source of the problem, 
condones the problem, or ignores the problem, you should contact the President of the Board of Park 
Commissioners.  
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Report to the Executive Director/President of the Board of Park Commissioners: 
An employee may also report incidents of harassment or discrimination directly to the Executive Director.  The 
Executive Director or his designee will promptly investigate the facts and take corrective action when an 
allegation is determined to be valid.  If your complaint alleges harassment by the Executive Director, or if the 
Executive Director condones the problem or ignores the problem, you should immediately report the incident or 
incidents in writing directly to the President of the Board of Park Commissioners. An investigation will be 
conducted and appropriate action will be taken when an allegation is determined to be valid.  At no time will 
personnel involved in the alleged harassment conduct the investigation.  
 

Harassment Allegations against Non-Employees/Third Parties: 
If you make a complaint alleging harassment or discrimination against an agent, vendor, supplier, contractor, 
volunteer or person using Park District programs or facilities, the Executive Director will investigate the 
incident(s) and determine the appropriate action, if any.  The Park District will make reasonable effort to protect 
you from further contact with such persons. Please recognize, however, that the Park District has limited control 
over the actions of non-employees.  
 

Important Notice to all Employees:  
Employees who have experienced conduct they believe is contrary to this policy have an obligation to take 
advantage of this reporting procedure.  An employee’s failure to fulfill this obligation could affect his or her 
rights in pursuing legal actions.  
 

Responsibilities of Supervisors and Witnesses:  
Any supervisor who becomes aware of any possible sexual or other harassment or discrimination of or by any 
employee should immediately advise the Executive Director or Human Resources who will investigate the 
conduct and resolve the matter as soon as possible.  All employees are strongly encouraged to report incidents 
of harassment, regardless of who the offender may be or whether or not you are the intended victim.  
 

The Investigation:  
Any reported allegations of harassment, discrimination or retaliation will be investigated promptly.  The Park 
District will make every reasonable effort to conduct an investigation in a responsible and confidential manner.  
However, it is impossible to guarantee absolute confidentiality.  The investigation may include individual 
interviews with the parties involved, and where necessary, with individuals who may have observed the alleged 
conduct or may have other relevant knowledge.  The Park District reserves the right and hereby provides notice 
that third parties may be used to investigate claims of harassment.  One must cooperate in any investigation of 
workplace wrongdoing or risk disciplinary action, up to and including termination.  
 

Responsive Action:  
The Park District will determine what constitutes harassment, discrimination or retaliation based on a review of 
the facts and circumstances of each situation.  Misconduct constituting harassment, discrimination or retaliation 
will be dealt with appropriately. Responsive action may include, for example, training, referral to counseling 
and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay increase, 
reassignment, temporary suspension without pay or termination, as the Park District believes appropriate under 
the circumstances.  
 

False and Frivolous Complaints:  
Given the possibilities of serious consequences for an individual accused of sexual harassment, complaints made 
in bad faith or otherwise false and frivolous charges are considered severe misconduct and may result in 
disciplinary action, up to and including termination. 
 

While we hope to be able to resolve any complaints of harassment within the Park District, we acknowledge 
your right to contact the Illinois Department of Human Rights (IDHR) at the James R. Thompson Center, 100 
West Randolph Street, Suite 10-100 Chicago, Illinois 60601, about filing a formal complaint, and, if it determines 
that there is sufficient evidence of harassment to proceed further, it will file a complaint with the Illinois Human 
Rights Commission (HRC), located at the same address on the fifth floor.  If the IDHR does not complete its 
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investigation within 365 days, you may file a complaint directly with the HRC between the 365th and the 395th 
day.   
 
307 -Tuition Reimbursement (Revisions are highlighted) 
 

If an employee is a regular, full-time employee and has worked for the Park District at least one (1) year, he/she 
may be eligible to participate in the Park District’s tuition reimbursement program.  
 

Employees on performance plans, attendance warnings, or having received poor performance evaluations are 
not eligible. 
 

Prior approval of the course(s) is required before the course begins. Approval by the employee’s immediate 
supervisor, department head and Executive Director is required, provided that funds have been budgeted in the 
appropriate department budget. The Tuition Reimbursement Agreement (see Appendix G) must be signed and 
approved before the course begins.   
 

The Park District will reimburse the employee for tuition for certain courses that it believes are job related. 
Eligible courses must be directly and substantially related to an employee’s improving productivity in his or her 
current job. Undergraduate, graduate courses or degree programs, including on-line or distance learning 
programs must be taken at an (Illinois State) accredited college or university and must either contribute to the 
employee’s effectiveness in his or her present job or prepare the individual for advancement opportunities with 
the Park District.  
 

Reimbursement 
The percentage of reimbursement is based on the grade achieved for each course, subject to the maximum 
reimbursement per year set forth in the Limits section below. The reimbursement schedule is: 
 Undergraduate Course Graduate Course 
 A - 100% reimbursement A - 100% reimbursement 
 B - 75% reimbursement B – 75% reimbursement 
 C – 50% reimbursement No reimbursement below grade B 
 No reimbursement below grade C 
 

Courses taken on a pass/fail basis when no other option exists will be reimbursed at 100% if the course is 
passed.  If an employee elects to take a course pass/fail, the reimbursement will be 50% if the course is passed.  
 

Limits 
Reimbursement is limited to the total cost of the course(s). Fees for late enrollment are not covered.  

The employee pays the initial course tuition.  

The Park District will NOT reimburse testing fees (such as a CPA, GMAT, LSAT, GRE), testing review classes, book 
fees, admission fees, application fees, parking fees, staff photo identification cards, lab fees, student activity 
fees, transportation or overnight accommodations, as well as similar expenses. 

Employees must be actively employed at the completion of the course. If an employee resigns or is terminated 
with or without cause before receiving a grade, the employee will not be reimbursed for tuition expenses. If an 
employee resigns or is terminated with or without cause within twenty-four (24) months of reimbursement, the 
employee must repay the Park District in full.  

Unless specifically approved in writing by your Department Head or Executive Director, course work may NOT be 
performed during business hours.    

An employee receiving other educational aid is eligible for reimbursement only to the extent that approved 
course(s) tuition is not covered by any other assistance. 
 

Procedures 
The Tuition Reimbursement Agreement must be completed, approved and signed by the employee’s supervisor, 
department head and Executive Director prior to the course date. A copy of the course description, registration 
form and documentation of course costs should be submitted with the agreement form.  
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Upon completion of the course, the employee must submit a completed tuition reimbursement request form 
(see Appendix H), copy of the tuition bill and the official grade report. These must be submitted within thirty 
(30) days after receipt of the final grades.  

Within thirty (30) days the employee will receive a reimbursement check. 
 

Special Note 
The Park District will reimburse an employee up to the current IRS Educational Assistance Fringe Benefit 
amount.    
The IRS has placed limits on the amount of educational assistance which may be excludable from an employee’s 
income excluding Working Condition Benefits.  The Manager of Human Resources or the Superintendent of 
Business Services will notify the department head and the employee once the IRS educational assistance 
fringe benefit maximum has been reached for the calendar year.  Please see your financial/tax advisor for 
information as it may pertain to you. 

 The Park District reserves the right to revise or rescind this policy at any time, for any reason in its sole 
discretion. The policy is not intended to create or constitute an employment contract between the Park District 
and its employees. 

 A recommendation to the Park Board to approve the new Policy 323 and revisions made to the policies 105 
and 307.  These items will be included on the March 21, 2013 Park Board Agenda.   
 

Resident Rates for Current Extended Time Participants for Summer Camp: 
Recreation services staff has received feedback from non-resident ET parents regarding the District’s Summer 
Camp program.  Parents stated that they would enroll in our summer camp program, but it is too expensive.   
These parents are finding other care for their children during the summer months.  In hopes of offering 
affordable child care to these families, staff hopes to increase enrollment in the program.  Staff is proposing that 
the District offer the non-resident ET participants the resident rate for camp and ET.   
 

The Committee agreed to recommend waiving the non-resident summer day camp and summer Extended 
Time fees for currently enrolled Extended Time participants. This item will be included on the March 21, 2013 
Park Board Agenda. 
 

Crystal Lake Park District Police Department Review: 
Commissioner Collins requested a review of the Crystal Lake Park District Police Department.  She submitted 
questions to staff.  The Personnel and Policy Committee reviewed and discussed the answers.  Commissioners 
Wheeler and Collins expressed concern that the Park Police are overlapping duties with the City of Crystal Lake 
Police Department.  Wheeler stated that he is in favor of Park Patrol and is not lobbying to rid the Park Police 
and suggested as a possibility that the duties be changed and the department be renamed.   
 

Wheeler highlighted that there are six Illinois Park Districts that have a police force registered with the State.  
They are close in population size to the Crystal Lake Park District.  Wheeler asked if the District could look into a 
Park Security Department.  Sullivan stated that he would be interested in statistics of costs of security personnel 
or contracting with the City of Crystal Lake Police Department.   
 
Collins stated that the park police budget is close to $400,000 annually; Herbster stated that the budget is less as 
one full-time position has been eliminated.  Collins questioned police department currier services.  Herbster 
stated that the Park Police spend 250 hours per year on currier services; i.e., bank pickup/drop off.  Collins 
stated that she felt that these duties could be done by staff.    
 

Collins stated that the Crystal Lake Police Department could monitor the district’s parks.  Herbster stated that 
the Crystal Lake Park District is different from other districts.  The Crystal Lake Park Police patrol the parks on a 
regular basis; the Crystal Lake Police Department will only respond to a call. 
 

Commissioner Collins stated that she wanted to be convinced of the need for a Park District Police Department 
and asked staff to justify the need prior to approving the upcoming budget.  Commissioner Collins requested 
cost comparisons with other park districts that use staff and that contract out to perform the same duties as the 
park police. Collins stated that the savings could be used towards a community center.   Commissioner Sullivan 
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requested a review of the Police budget and a report of man hours spent at special events, security, and 
revenue and expense reports, etc.  Commissioner Wheeler stated that a decision cannot be made prior to 
approving the budget; staff needs at least six months to compile the information requested by the board.   
 

Collins commented that most tax payers do not see a reason for Park Police.  Dennis Jahnke commented that 
the general public is unaware of what the Park Police duties entail.  He agreed with Commissioner Wheeler that 
the Park Board should schedule a ride-a-long visit with Chief Lyons.  Jahnke also suggested looking elsewhere for 
budget cuts.  Jack Sebesta commented that over the past few years, he has come to realize the importance of 
having a Park Police Department.  Director Herbster added that the department is down one officer and is not 
looking for a full-time replacement, which is saving costs.   Collins stated that she would like to see a comparison 
of eliminating and modifying the department.   
 

The Committee agreed to make a recommendation to the Park Board to review the Park Police Department.  
Adjourn:  7:00pm 


