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Welcome to
our LivGov
Team!

We are located in Southeast Michigan and are
one of the fastest growing counties in
Michigan. Livingston County consists of 16
townships, 2 villages and 2 cities. The county
contains a diverse mix of rural agricultural
areas, historic downtowns, suburban
development, lake-side living and large
recreational lands. Livingston County offers
163 park acres per 1,000 residents, more than
any other county in Southeast Michigan.

We have around 750 FT & PT employees at the county and 39 departments:
911 CENTRAL DISPATCH
AIRPORT
ANIMAL SHELTER
BOARD OF COMMISSIONERS
BUILDING INSPECTION
CENTRAL SERVICES JUDICAL
CENTR
CHILD CARE FUNE
CIRCUIT COURT
CLERK
CLERK-CIRCUIT COURT
COMMUNITY CORRECTIONS
COOPERATIVE EXTENSION
MSU
COUNTY ADMINISTRATION

COURT SECURITY
JUVENILE COURT
DISTRICT COURT
LETS
DRAIN COMMISSIONER
MEDICAL EXAMINER
EMERGENCY MANAGEMENT PLANNING
EMS
PROBATE COURT
EQUALIZATION DEPARTMENT PROSECUTING ATTORNEY
FACILITY SERVICES
PUBLIC DEFENDER
FISCAL SERVICES
PURCHASING
DEPARTMENT
REGISTER OF DEEDS
FRIEND OF THE COURT
SHERIFF
GUARDIANSHIP
TREASURER
HEALTH DEPARTMENT
VETERANS AFFAIRS
HUMAN RESOURCES
INFORMATION TECHNOLOGY
JAIL

Strategic Plan

Human
Resources

Jennifer Palmbos- Human Resources/Labor Relations Director –
Jpalmbos@livgov.com, Ext. 8790
• Labor Relations
• Employee Issues/Concerns
• Policy Guidance/interpretation
• Benefits
• Succession Planning/Workforce Planning/Reorganization
• Litigations
• FOIA
• Payroll
• Compliance
• HR MUNIS Lead

Pam Dinsmore- HR Assistant – PDinsmore@livgov.com, Ext. 8791
• Wellness Forms
• Front Desk Support
• Scheduling Retirement Meetings
• Step Increases in MUNIS
• Verifications of Employment
• Assist with New Hire onboarding
• Payroll Reports
• HR Website

Jennifer Slater- HR Generalist- Jslater@livgov.com, Ext. 8792
• Special Projects & Programs; Training, Employee
Recognition, Exit Interviews, Employee Surveys
• Succession Planning/Workforce Planning/Reorganization
• Employee Issues/Concerns
• FOIA Backup
• Policy Guidance/interpretation
• Compliance
• HR MUNIS Lead

Stacy Bono- Benefits Specialist- Sbono@livgov.com, Ext. 8793
• Benefits
• Employee Onboarding- Benefits & Retirement Plans
• Wellness
• MERS & 457s
• Workers Compensation
• FMLA/Leaves of Absence
• Benefits MUNIS Lead

Kim Kanik- Sr. Payroll Clerk- KKanik@livgov.com, Ext. 8761
•
Payroll
•
Tax Changes
•
Direct Deposit Changes
•
MERS & 457 Reporting
•
Payroll Reporting
•
Payroll MUNIS Lead

Amy Hill- HR Specialist- AHill@livgov.com , Ext. 8757
• Job Postings/Recruiting
• Employee Onboarding- Background checks, Offer Letters, NH
Paperwork
• Step Increases & Evaluations
• Backup Payroll
• Employee PARs/Position Changes
• Job Descriptions

 Our website www.livgov.com is a great resources for information.
Policies, forms and general information is located throughout our site.
 Specifically all HR documents for employees and Supervisors are
located directly under ‘Government’ then ‘Human Resources’

Liv. Gov Website
Overview

It is the policy of Livingston County that all persons, except those incarcerated, consistent with the
Michigan Freedom of Information Act (FOIA), are entitled to full and complete information regarding
the affairs of government and the official acts of those who represent them as public officials and
employees. The people shall be informed so that they fully participate in the democratic process.

FOIAFreedom of
Information
Act

The County’s policy with respect to FOIA requests is to comply with State law in all respects and to
respond to FOIA requests in a consistent, fair, and even-handed manner regardless of who makes
such a request.
The County acknowledges that it has a legal obligation to disclose all nonexempt public records in its
possession pursuant to a FOIA request. The County acknowledges that sometimes it is necessary to
invoke the exemptions identified under FOIA in order to ensure the effective operation of
government and to protect the privacy of individuals.
Livingston County will protect the public's interest in disclosure, while balancing the requirement to
withhold or redact portions of certain records. The County’s policy is to disclose public records
consistent with and in compliance with State law.
Note: The Livingston County Courts, as well as the County Clerk and Employees when acting as the
Clerk of the Circuit Court, are Exempt from requests for information made under FOIA.
What should I do if we receive a FOIA?
If you receive a request for information, you will want to contact Amy Kostesich at the Clerk’s
office- Ext. 8756 or Akostesich@livgov.com and she will be able to assist with processing the
request.
Resources:
• FOIA Procedures & Guidelines
• FOIA County Policy
• LivGov FOIA Website

Employee
Relations

 If you ever have any concerns about an employee’s job
performance, misconduct, workplace conflict, or other concerns
please feel free to reach out to Jennifer Palmbos, Human
Resources/Labor Relations Director or Jennifer Slater, Human
Resources Generalist.
 Human Resources has many resources to assist department
leaders. We give advice to ensure employees are treated fairly and
consistently and in line with established policies and procedures.
 If it is an especially complex issue, we will discuss the matter with
our civil counsel who will assist us with navigating the best
approach.

 The corrective action form
that can be used to
document any progressive
discipline plans with an
employee.

Employee
Relations

 This allows you to layout
expectations with your
employee, and how they
currently are not meeting
those expectations.
 This also gives the ability to
layout the situation should
your employee continue to
not meet the expectations
discussed, what actions will
be taken next.
 Once you have your
conversation with your
employee, please forward
this completed document
to HR to place in the
employees file.
 Corrective Action Form

Management
Services
through
Ulliance

Management
Services
through
Ulliance

Ulliance Offers tools for supervisors including topics on:
 Work Performance
 Substance Abuse in the Workplace
 Webinars / Podcasts

Our Account rep is available to speak to for supervisor needs:
Marcy Korpalski This is not for distribution, for manager use only.
• Phone: 248-457-2946
• Email: MKorpalski@ulliance.com
These tools can be located by logging into the EAP at:
http://www.lifeadvisoreap.com/MemberLogin.aspx

Litigation or
Serious
Incidents

 If you are served with litigation (a lawsuit) on behalf of the
County, please notify Jennifer Palmbos, Human Resources/Labor
Relations Director immediately. She can be reached 517-5408790. If you cannot reach Jennifer, please notify Nathan Burd,
County Administrator at 517-540-8800 or Cindy Catanach at (517)
540-8727. They will need a copy of the litigation as well as
information about when and how you were served (U.S. Mail, Fed
Ex, or in person).
 The County provides liability insurance to all employees and
volunteers. This means that the County will supply an attorney
and pay the costs of defense so long as the liability does not arise
from a criminal act by the employee or volunteer.

 If there is a serious incident and you believe there is a high
probability that litigation may result from the incident, please also
follow the same notification process.

This policy can be located on our Polices page on our HR Website:

Harassment

Harassment

Harassment

Harassment

We have a number of different resources for Leadership Training throughout the
year:
 Quarterly Director Meetings- These will have various topics throughout the year and are hosted by
our County Administrator and typically located at our EMS Building.
 Ulliance- Offers free tools on their portal to supervisors on various topics including Leadership:-

https://lifeadvisorwellness.com/UserLogin/EAPLogin

Leadership
Training
 SkillPath- https://skillpath.com/seminar
 You are welcome to request any training you see through this site with the approval of the
HR Director. They offer various in person and online sessions around the area. These are
budgeted and paid for through Human Resources. These are also available for your up and
coming staff that may need supervisor or leadership training.

Ulliance
On-site
Training

Joel Schudiske
Business Development Executive
Tel: (248) 457-2933
Fax: (248) 680-2103
Email: jschudiske@ulliance.com
www.ulliance.com

2020 Catalog: 2020 Ulliance Training Catalog
 All training listed in the guide not designated with an asterisk (*) are $275/ hour.
 Repurposing Your life for Retirement is a non-basic training class (Note any training with an * is
not included in the contract pricing). Non-basic training classes can be purchased at a higher
rate. Please contact Joel for rates for these sessions.
 They do have discounted pricing based on booking multiple trainings per year if you’re
interested in that please them know upfront to see if a discount may be available.
 Please also remember there are valuable resources available to all managers through Ulliance
Smart Manager Webinar Serieshttps://attendee.gototraining.com/8jm54/catalog/7404940673985204224?tz=America/New_Y
ork

COMPONE
On-site
Training

MUNIS
Training

MUNIS
Training- ESS

All employees have access to their own Employee Portal online called ESS (Employee Self-Service).
This gives employees the ability to do things such as:

ESS

•
•
•
•
•
•
•
•

Enroll into Benefits
Pay Stubs
W2
Tax Information
Time Off Requests
Accrual Banks
Timesheet Entry
Personal Information Changes

Employees also have the ability to make changes to their personal information including:

ESS

•
•
•
•
•
•

Name Changes
Phone Changes
Address Changes
Direct Deposit Changes
W4 Tax Changes
Life-Events (These MUST be
submitted within 30 days of the life-event)

•
•
•
•
•

Birth
Death
Adoption
Divorce
Marriage

Additional Resources:
• Direct Deposit Change Instructions
• Time Entry Instructions
• Requesting Time Off Instructions
• W-4 Change Instructions

 All Non-Union employees are eligible for a step increase once peryear on their Anniversary as long as they have an ‘At least Good’
ranking on their PAR evaluation for steps 2-7.
 Steps 8-9 require a performance evaluation form to be completed.
 Union employees are eligible once per year on their anniversary as
well, but not tied to an evaluation.

Step Increases

 If your employee is ready to receive their increase, you will want to
enter their increase into MUNIS, then it will go through a workflow
to HR for approval, then processing through Payroll.
Resources for processing increases:
 Action Entry & Approvals in MUNIS
 Performance Evaluation

PAR

Performance
Evaluation

I have an Open position, where do I start?
 Before we can hire/replace an open position we will need to complete a few items first:
Internship Packet (Only applicable if hiring an Intern) -The first step would be to complete a
Volunteer/Intern packet (last page, which outlines what they will be doing for the department).
 https://www.livgov.com/hr/Documents/policies/Internship%20Policy%20FINAL%206-13-16.pdf
(Sample on next page)

Job Postings

Position request form – Once completed, send this form to HR Specialist to complete the HR
portion. We will then forward this onto our finance department.
 Position Request Flow Chart- (Sample on next page)
 Position Request Form is located on the HR Website- (Sample on next page)
https://www.livgov.com/hr/Documents/supervisorsresourses

Job Posting- Once your position has been approved by Finance, you are ready to post your
position online. In order to do this, its helpful to let us know a few things first:
 How long would you like to post your position for? (NOTE: Positions have to be posted for a minimum
of 5 days.)

 Do you have specific job qualifier questions you would like asked during the application process?
 Would you like to be notified every time someone applies to your position?
 Would you like to use an assessment with your final candidates? (contact HR for information on types
available, and the costs for those)

Reviewing/Interviewing Candidates: Once we have create a posting, you will want
to login to our ATS system; Applicant Pool to review your candidates. Please see
below for information regarding how to log into this system.
 Using the ‘Manager Checklist’ is a helpful tool to make sure all areas are being addressed
during the onboarding process. (Sample on next page)
 The Pre-Employment Inquiry Guide is a very useful tool to determine appropriate
questions that can be asked during an interview.
 Attached are samples of Phone Screen Questions and Interview Questions. These
should be updated to reflect the position they are applying for. If you need assistance
coming up with interview questions, contact the HR Specialist in HR.

Job Postings

Onboarding- Once you have chosen a candidate and they have applied online, we
then would need a PAR signed. This is what will begin our onboarding process here in
HR. The onboarding process typically takes around two week to complete. They have
to complete a DHS Registry Check, Drug Screen & National Background check before
being cleared to work https://www.livgov.com/hr/Documents/supervisorsresourses/PARnew.pdf

IT Form- If you are having them work on county computers and are wanting them to
have an email/computer to work on, and IT form may be required- (this would be sent
into IT to be processed)
https://www.livgov.com/administration/Documents/Form/IT_Personnel_Change_for
m.pdf

How do I log into the job posting system?
 To log into the system, go to: https://admin.applicantpool.com/ Or by
clicking on “Click Here” at the bottom of the job posting page.

Job Postings

 Your username and password will be sent to you upon becoming a Supervisor
and posting your first position. If you need help with your User Name, contact
Amy Hill in Human Resources

How does this system work?
 We have a Training Video online that goes over the in’s and out’s of our
Applicant Tracking System, and is recommended for first time users to watch.
This is located on our HR website under “Supervisor Resources”
 https://www.livgov.com/hr/Documents/Supervisors-Resourses/LivingstonCounty-Non-Posting-Manager-Training.mp4

Position
Request Form

Position
Request Form

IT Request
Form

Manager
Checklist

Sample
Questions for
Interviews

Assessment
Tools

Assessment
Tools

Contact Amy Hill, HR Specialist, to setup these assessments

through Hiring Solutions

PreEmployment
Inquiry Guide

PreEmployment
Inquiry Guide

PreEmployment
Inquiry Guide

 We are paid Bi-Weekly
on Thursdays
Payroll Resources:
 Payroll Calendar
 Timesheet Approval- ESS

Payroll

 Timesheet ApprovalMUNIS
 MUNIS Payroll Reports

 Approving Time-Off
 Holiday Closings
 Payroll Signoff Days

Payroll

 Sign-off deadline for your
employees timesheets in
ESS are the Monday
before payroll by 10:00
a.m. unless otherwise
noted in yellow on the
Payroll Signoff Calendar.
 For questions about
payroll can be forwarded
to Kim Kanik, Sr. Payroll
Clerk or Amy Hill, HR
Specialist.

 Payroll Signoff Days

MUNIS Payroll Reports
Employee Information

Payroll
Payroll Reports- These will be able to show individual pay and deduction
history of employees, as well as time entry history.

Benefits

 Whenever your employee/s have indicated that they struggling
with issues at home, work, health, emotional any life stressor they
may be dealing with you should always recommend our Employee
Assistance Program for them to reach out for Free, Private help.

EAP

 The Employee Assistance Program (EAP) is offered
by Ulliance Insurance Company. Life Advisor Employee Assistance
Program is a great free confidential resource, offering
consultation, information and personalized community referrals,
available 24 hours a day, 7 days a week. When you call, you will be
assisted by a counselor who can help with a variety of issues.
This program is a free confidential resource to all Livingston
County Employees

EAP

Workers Compensation is administered through CompOne Insurance - All employees are covered under Workers
Compensation
If an employee has been injured on the job and need assistance the supervisor is responsible to notify Stacy Bono in HR and fill
out a First Report of Injury FROI.


Workers
Compensation

Then direct the employee to seek medical attention at our Occupational Health Location St. John Providence Ascension Medical Center.
The employee may refuse treatment however you will still need to fill out a FROI for any injury or event.

 If a volunteer is injured in a then same procedure applies but you will also need to fill out a Risk Management Claim
Form, and submit it to Natalie Hunt in Administration.
How is an employee paid under WC?
Workers Compensation is for the employee Wage loss, once an injury occurs, the employee would need to be out 7 consecutive
days before the 80% of the wages would kick in on the 8th day missed.
If the employee is out for more than 14 consecutive days the wages loss goes back to the date of injury.
During the first 7 days, the employee will need to use their sick, sick reserve, comp, vacation time to supplement the wages. If it
ends up reverting back to the DOI than they can buy back the time they lost if they so choose. Once they are on Workers
compensation and be paid 80% of their wages they can then supplement the remaining amount to cover their full wages and to
pay for missed benefits as not to have make up deduction when they return.
The employer can provide an accommodation for the employee at a lesser pay or lesser hours or just a different job, this can be
done. The employee is required to accept any accommodation given, if not it could affect the wages they receive from WC. If
they do except an accommodation at a lower rate of pay, they would still receive the 80% of wages loss difference for their
position.
While out on Workers Compensation, all employee should apply for FMLA leave to protect their job. FMLA runs concurrently
with Workers compensation.
Where can I find these resources online? https://www.livgov.com/hr/Pages/supervisor-resources.aspx

Workers
Compensation

Resources:
 First report of injury
 Employee Injury
Workflow

 MMRMA Accident
Report

Workers
Compensation

 Ascension Locations

Who is eligible?
 An eligible employee who has completed twelve (12) months of employment and has
worked at least 1250 hours in the past twelve (12) months and who works at a location
that has at least 50 employees of County employer within a 75 mile radius may request
an unpaid leave of absence for a period not to exceed twelve (12) weeks in any twelve
(12) month period measured forward from the date the employee’s FMLA leave first
begins.
What is an eligible Medical Condition?

FMLA

 When an employee needs to take time off for a serious health condition, taking care of a
family member or having a baby. Or just needs time of for mental health issues as long
as it is doctor certified they are entitled to FMLA leave of absence.
WC & FMLA?
 If an employee is out on workers comp they will also need to apply for FMLA leave of
absence as these run concurrently.
What should I do as a Manager if an employee is talking to me about a medical
condition?
 To direct the employee to the FMLA process you can direct them to our Human Resource
website at: https://www.livgov.com/hr/benefits/Pages/Leave-of-Absence.aspx and also
direct them to call Stacy Bono in Human Resources to discuss their medical condition.
 It’s important as a Supervisor or Manager that we never ask someone about their
medical condition, and they the employee knows they do not have to disclose their
condition to you.

What is the process for an employee to apply for FMLA?
 The request should be in writing, must give the reason for the request and
must give the expected duration of the leave. The leave may be taken for the
following reasons:
 A serious health condition that makes the employee unable to perform the
functions of his/her position;
 In order to care for the employee’s spouse, child or parent if the person
being cared for has a serious health condition;

FMLA

 Because of the birth of a child of the employee, and in order to care for the
child within twelve (12) months of the child’s birth;

 Because of the placement of a child with the employee for adoption or
foster care, and in order to care for the child within twelve (12) months of
the child’s placement.
 Once an employee has requested a leave the Human Resource department
and the supervisor will be notified of any information regarding the leave.
How will my employee be paid while out on leave?
 If eligible for Short Term Disability, it is through Cigna–Wage Loss up to 13
weeks 66.6667% of wages. This benefit would run concurrently with FMLA.

How should I handle my employee’s timesheet while they are out on leave?
 If your employee is on Short Term Disability it will cover partial wage loss.
 For the first 5 days of absence, the employee will be required to use their sick,
sick reserve, comp or vacation time. You would enter 40 hours of sick or
vacation.

 After the 5 days if STD is approved, they then would need to enter time as follows
2.67 per day of sick, sick reserve, comp or vacation time, until returned or run out
of time.

 If your employee is not eligible for Short Term Disability they will be required to
use their sick, vacation or purchase vacation while out on leave. This does vary
by bargaining unit.

FMLA

 However, we encourage them to utilize at leave enough time to cover the benefits
they are enrolled in as to not have to pay us back for those benefits when they
return.
 Contact Human Resources if you are unsure if your employee is required to use
their time while out on leave.

 After being out for over 13 weeks your employee could also be eligible for–
Long Term Disability – Continuation of Wages loss for up to Social Security
Age 60% of wages. This benefit varies by bargaining unit, contact HR for
questions on how to enter time if this occurs.
What tools to you have for Managers to use?
We have a video for supervisors that will go over FMLA & how to navigate it as a
supervisor.
This is located on our website www.livgov.com/Supervisor Resources/ FMLA
Training Video & FMLA Supervisor Instructions

 What is the ADA – Americans Disability Act?

 This title is designed to help people with disabilities access the same employment
opportunities and benefits available to people without disabilities. Employers must provide
reasonable accommodations to qualified applicants or employees. A reasonable
accommodation is any modification or adjustment to a job or the work environment that will
enable an applicant or employee with a disability to participate in the application process or
to perform essential job functions.

ADA

 Who would be eligible for an ADA leave/Accommodation?
 If an employee needs to be out, or is requesting an accommodation be made in the workplace
this may need be covered under the ADA.
 If an accommodation is being requested (a leave, or accommodation in the workplace)
Human Resources department would reach out to the employee with regards to their request
telling them it may fall under the ADA.
 We would then send a letter to the employee regarding his/her request for the
accommodation. This would require the employee to ask for the accommodation and have a
doctor certify that the accommodation is needed. This is called the interactive process,
Human Resources would continue to communicate the issue with the department and the
employee to try and reach a reasonable accommodation.

 The Human Resources and your department would work together to try and accommodate
the employee, weather it would be space, time, time off, offering different position etc.
 For more questions or if an employee is requesting an accommodation contact Stacy
Bono in Human Resources, and she will work with your department and the employee
regarding this request.

Questions?

