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I.

BOARD GOVERNANCE

A. Park District and Board Authority

1. Statutory Authorization and Legal Status

A park district is a municipal corporation created for the purpose of providing recreation services
and acquiring and maintaining parks, and is separate and distinct from the city, county or any other
political body. It is an agency through which in part, the people of the state carry on government. It
is not purely local in function, for the courts have held that the park property is held in trust for the
use of the people of the state at large and not for the exclusive use of the people of the district.
(Quinn v. Irving Park District, 207 111. App. 449). A park district is purely a creation of the
legislature, and has no inherent powers, but only such powers as have been granted it by the
legislature, or as are necessarily implied to give effect to the powers specifically granted. In 1947,
the legislature enacted “The General Park District Code.” This was the first step in codifying the
laws pertaining to park districts which served a population of less than 500,000, and it incorporated
all of the basic laws of the three different types of park districts which existed. This legislation is
contained in 70 ILCS 1205/. Many of the legislative changes in the basic code are prepared by the
Illinois Association of Park Districts, and the Park District is a member of that Association. Current
revised copies of the Park District Code are available, and the Code explains in detail the authority
and responsibilities of an Illinois park district. This manual provides guidance and presents duties
and policies for the conduct of Board level business. In addition, it also presents the general policies
used to administer the District as a whole.

2. Scope and Declarations of Controls

The provisions of this manual will apply to and be enforced in all of the territory now or hereafter
coming within the boundaries of the District and in all parks, boulevards, public places, and other
facilities now or hereafter coming under the control of the District, whether within or outside the
boundaries of the District. All properties, real or personal, and previously or hereafter acquired by
the District, whether by gift, devise, grant, purchase, lease, or by appropriation, are hereby declared

to be in the possession of and under the control of the District.
3. Authority of Board Members

The Board functions under the authority of the Illinois Park District Code, 70 ILCS 1205/1-1 et
seq. and within the framework of applicable State of Illinois and federal laws.



4. Adherence to Laws

This Board expressly adopts as its policy a determination to adhere strictly to and conform with all
applicable laws of the Federal Government and of the State of Illinois as they may from time to
time become enacted, pertaining to this and all other aspects of Board functions. All Board
members and employees are expected to know and shall be responsible for observing all
provisions of the law and all rules and regulations of the Board pertinent to their activities as Board
members and employees of the District.

B. Commissioner Nomination and Election

1.

Qualifications

Any person who is a registered voter, who resides within the District, for one year, and who
meets all other requirements of law is qualified to be a candidate for the office of commissioner.

Nomination

A candidate for the Office of Commissioner must file a nominating petition with the Secretary of
the District, signed by qualified voters of the District equal in number to not less than 2% of the

number who voted at the last preceding election for Commissioners in the District, but in no case
by less than 25 registered voters.

Election

Commissioners will be elected biennially to take the place of those whose terms expire. Such
elections will take place at the election provided for by the general election law (10 ILCS 5/1.1 et
seq.). Each candidate is responsible for completing all of the actions required by law to have
their name placed on the ballot as a candidate. The requirements for candidates are set forth at
the Illinois State Board of Elections website.

Oath of Office
All elected and appointed Board commissioners, before entering upon the duties of his or her

office, shall take and subscribe to an oath to well and faithfully discharge the duties of said
office. The oath shall be filed with the Board Secretary. (70 ILCS 1205/4-1)



5. Annual Meeting

The President and Vice President shall be elected annually by a majority vote of the Park Board
from among the Commissioners of the current Park Board during the Annual Meeting as herein
set forth or when a vacancy occurs. All Commissioners are considered candidates for the offices;
however, any Commissioner may decline nomination prior to the casting of ballots. The order of
election shall be President, then Vice President; no Commissioner may hold more than one
office. Nomination for President will be verbally accepted by the Board Secretary. The President
will conduct the same process for the remaining officers. If no candidate receives a majority vote
on the first ballot, subsequent ballots will be cast, but limited to the two candidates who received
the most votes on the prior ballot (in case of a tie, there may be more than two), until the office is
filled (70 ILCS 1205/4-8). The Secretary, Treasurer and Assistant Treasurer may or may not be
Commissioners of the current Park District Board and shall be nominated and appointed annually
by majority vote of the Park Board as herein set forth during the Annual Meeting or when a
vacancy occurs (70 ILCS 1205/4-8). The Executive Director, Board Attorney and special counsel
as may be recommended by the Board Attorney cannot be a commissioner of the Board and shall
be appointed annually or as otherwise specified by majority vote of the Park Board as set forth
during the Annual Meeting and when a vacancy occurs. The Board may also enter into a contract
with the Executive Director and/or the Board Attorney for which they continue in their positions
as defined by contractual obligations. This contract must be approved by a majority vote of the
Park Board. Commissioners and officers will be insured under a Public Officials Liability policy
and under normal circumstances will be indemnified by the District for the $5,000 deductible
portion of that coverage (70 ILCS 1205/8-20).

6. Vacancies

Whenever any member of the board shall die, resign, become under legal disability, cease to be a
legal voter in the District, be convicted of an infamous crime, fail to attend meetings of the board
for the length of time as the board fixes by ordinance or refuse or neglect to take the oath of
office after becoming elected to the Board, said office may be declared vacant by the Board and
may be filled by appointment by a majority of the remaining members of the Board.

C. Officers

President: The President shall be the executive officer of the Board. It shall be his/her duty to
preside at all board meetings when present and to work with the Executive Director to set agenda
items. The President shall appoint such special committees and/or task forces as he/she or the Board
of Commissioners may deem necessary as well as appoint for a period of time, which coincides with
his/her term as president, the members and chairpersons of the standing committees of the Board. In
the absence of the Secretary, the President shall appoint a Secretary pro-tem. It shall be the duty of
the President to sign all Ordinances and all such other documents and papers of the Park District,
which by law require a signature. It shall be the duty of the President to see that all policies and



procedures of the Board are enforced and all orders of the Board faithfully executed. In the event
that an issue develops related to Board policies, procedures or the behavior or action of a Board
member, the President will work with the Board member, the Executive Director and/or the attorney
as necessary to address the issue. It shall also be the responsibility of the President, or his/her
designee, to represent the Park District and/or the Board at various state and local civic functions and
Park District events as requested.

Vice President: The Vice-President shall be vested with the powers to perform the duties of the
President in the absence of the President or in the event of his or her refusal or inability to act. In the
case of the absence of the President, the Vice President must preside in the President’s stead and in
the case of illness or resignation or death of the President, the Vice President becomes President for
the period of incapacity. The Vice President is not an ex-officio member of any committee. In the
event that both the President and Vice-President are absent from a meeting at which a quorum of
Commissioners may be present, the Immediate Past President shall preside. Should none of the three
be present, the Secretary shall call the meeting to order and call for selection of a President pro-tem
for the meeting by vote of the Commissioners present.

Treasurer: The Treasurer will be the financial advisor to the Board with respect to all monies
belonging to the District. The duties of the Treasurer will be to assure that all such monies are kept in
financial institutions authorized by statute and approved and designated by the Board in the name of
the District and disbursed only upon the authority of the Board; that District funds, subject to Board
approval, are kept prudently invested according to the District’s investment policy and as authorized
by law; that monthly reports to the Board of all revenue and expenditures are made; that financial
reports, statements, and information are submitted to the Board on at least a quarterly basis; and that
all laws and statutes governing the duties and obligations as Treasurer are complied with. An
Assistant Treasurer may be appointed by the Board. An Assistant Treasurer will assist the Treasurer
in all aspects of the Treasurer’s responsibility.

Secretary: The Board Secretary shall oversee the taking, completion, and recording of all minutes,
ordinances, orders, and resolutions of the Board. The Secretary is responsible for the verbatim
recording and minutes of all closed sessions of the Board as well as regulating the schedule of
disposal of such recordings and release to the public of such minutes according to state law (5 ILCS
120/2.06). The Secretary shall be responsible for all official correspondence of the Board. If the
President and Vice-President both are absent from a meeting at which a quorum of Commissioners is
present, then the Secretary shall call the meeting to order and call for selection of a President pro
tempore for that meeting by a majority vote of the Commissioners present. The Secretary shall be
present at all meetings of the Board. The Secretary shall also serve as the Legislative liaison of the
Board, keeping them in contact with legislators and keeping the Board informed of legislative issues
that would interest the Board.

Compensation of Appointed Officers

Members of the Board are prohibited by the Park District Code from receiving any remuneration
or compensation for their services. Officers appointed by the Board who are not members of the
Board, and all employees may receive such compensation for their services as the Board
determines pursuant to law.



D. Commissioner Recruiting, Orientation, Training, and Recognition
1. Recruiting

The Board recognizes that, as good leaders, the members of the Board should be actively
involved in seeking out qualified residents of the District to run for a position on the Board. In
addition, Board members should take an active role training newly elected Board members. Staff
share and prepare an information packet containing essential information to be available to
perspective candidates. Additionally, at least one informational session with the Executive
Director and a department head must take place.

2. Orientation

The Board shall assist with the orientation of new Board members by:

(a) Providing assistance to the Executive Director with preparation or compiling of written
materials, which shall include, among other materials, the following: Park District
Policies; Illinois Park District Code; Commissioner Resource Manual; and Park District
Rules and Regulations Governing Use of Park Facilities

(b) Arranging the opportunity for new Board members to attend the IAPD new commissioner
orientation;

(c) Providing a tour of the District’s parks and other facilities; and

(d) Arranging meetings with the Board President, the Executive Director, the
Superintendents, and other staff as determined by the Executive Director, for the purpose
of explaining the District’s organizational structure and the planning, financial, and
budget procedures of the Board.

3. Open Meetings Act Training

Board of Commissioners shall be required to receive training on compliance with the Open
Meetings Act (OMA) by successfully completing the electronic training curriculum developed
and administered by the Attorney General’s Public Access Counselor within ninety days of
taking office and assuming the responsibilities of a member of the Board of Commissioners.
Board members may also attend an OMA training class/seminar sponsored by IAPD. Upon
successful completion of the training curriculum, Board members shall file a copy of the
certificate of completion with the public body or Board Secretary, (5 ILCS 120/1/02, et seq). It is
also required that one or more staff members be designated by the Board to receive annual OMA
training.



4. Recognition of Outgoing Board Members

Service on the Board shall be recognized, upon completion of the term, by presentation to
outgoing Board members of a plaque or small gift at a regular Board meeting, typically during
the meeting that includes the annual meeting of the Board.

E. Board Duties, Functions, and Responsibilities
1. Duties and Functions

It is the policy of the Board of Commissioners to recognize and maintain the distinction between
those activities which are appropriate to the Board of Commissioners as the legislative,
governing body of the park system, and those administrative activities which are to be performed
by the Director and his/her staff in the exercise of a delegated administrative authority. The
functions of the Board of Commissioners can be described as:

(a) Policy-making,

(b) Planning,

(c) Fiscal responsibility

(d) Evaluation.
The general corporate powers of the Board, as set forth in the Park District Code, include but are
not limited to the following:

(a) Policies. To study, develop and adopt policies that will satisfy the park and recreation
needs of the community and to see that such policies are effectively administered.

(b) Budget. To adopt an annual budget in order to provide the best possible facilities,
program, and services to the public and to establish and enforce controls for the
expenditure of funds within the limitations of the budget.

(c) Tax Levy. To annually appropriate funds and levy taxes in order that the District’s needs
may be met.

(d) Official Actions. The Board functions under the authority of the Illinois Park District
Code, the “Code”, and within the framework of laws, court decisions, opinions of the
Illinois Attorney General and similar mandates from the state and national levels of
government. Board members, collectively and individually, act as representatives of all
residents of the District in maintaining and promoting the use of park and recreation
activities. Through an evaluation of the available resources and the often-conflicting
needs and demands of all interested parties and groups, Board members seek to move
toward decisions and actions which best serve the recreation needs of the community as a
whole. The Board shall concern itself primarily with broad questions of policy rather than
with administrative details. The application of these policies is an administrative task to
be performed by the Director and his/her staff who shall be held responsible for the
effective administration and supervision of the District including all facilities and
programs. All such facilities and programs shall be operated within the financial
guidelines determined by the Board. In the discharge of their duties, Board Members act



as a Board and not as individuals. The individual Board members have no more authority
over park and recreation policies or personnel than any other citizen. He/she has no legal
or moral right to speak for the Board unless specifically authorized to do so by action of
the Board. It is improper, ill-advised and unethical for individual Board Members to
make public pronouncements and/or conjectures about Board matters either not yet
decided by official Board action or decided in a properly called Executive Session of the
Board. Board Members should respect the Board’s commitment to work through its
Director. Board Members should also seek information from the Director when asked by
a resident to address a particular issue or complaint. The Board shall have the authority to
establish by ordinance all necessary rules and regulations for the government and
protection of parks, boulevards and driveways, and other property under its jurisdiction
(70 ILCS 1205/8-1(d)) and to prescribe such fines and penalties for the violation of
ordinances as stated in the Ordinance Code.

(e) Providing for the Regulations and Restrictions Governing the Use of the Park System.
Exercising this authority, the Board has adopted, and may from time to time, amend
District Ordinances.

2. Committees

The Board, by majority vote, may designate standing committees of the Board from time to time,
and in so doing the Board shall establish the purpose and scope of authority of such committees.
The Board also may establish meeting times and places for its standing committees from time to
time.

3. Open Meetings Act Officer

As required by the Open Meetings Act (OMA), the Board must designate employees to receive
training on compliance with the OMA and these individuals must complete annual electronic
training developed by the Illinois Attorney General’s Office. Currently, the Executive Director
and administrative office supervisor are the Board’s designated employees. At any time, the
Board may designate new or additional employees to receive training on compliance with OMA.
If a public body designates new or additional individuals, those individuals must complete the
training within thirty (30) calendar days of their designation. All Commissioners also must
complete the electronic training (once not annually) and file a copy of the certificate of
completion with the Board Secretary no later than the 90th day after taking the oath of office.

4. Freedom of Information Act Officer
The Freedom of Information Act (FOIA) requires that the Board appoint one or more FOIA

Officers who annually complete the electronic training developed by the Illinois Attorney
General’s Office. Their responsibilities include receiving information requests from the public



and sending responses in compliance with FOIA. The Board appointed FOIA Officers are the
Executive Director, Director of Finance and Human Resources and Administrative Office
Supervisor. When the Board designates a new or additional FOIA Officer, that person must
successfully complete the electronic training within thirty (30) days after that designation. The
District’s administrative procedures for implementing FOIA are outlined in the District’s
Administrative Policy Manual.

Board Liaisons

The Park District maintains a policy of intergovernmental and civic cooperation. The Board of
Commissioners encourages communication and cooperation with other local governments and
with public and private organizations that enhance Park District programs and interests. These
guidelines apply to the Commissioners in their roles as liaisons. By adhering to these guidelines,
the Commissioners will maintain consistent and transparent relationships with the assigned
organizations and thereby maximize the value of the liaison program.

General Standards:

(a) When your liaison assignment is made, contact your assigned organization promptly,
introduce yourself, and open channels of communication, including meeting dates,
times, and locations.

(b) Attend your assigned organization’s board meetings diligently, not less than once per
quarter for those organizations that meet monthly.

(c) Be prepared to speak at a meeting about interesting activities or initiatives of the Park
District. The Executive Director’s Report includes useful information, and you can call
the Executive Director for additional information.

(d) Take notes during a meeting of relevant and interesting activities. Contact the Executive
Director about any item on which she or he should follow up. Provide details as
necessary.

(e) Be prepared to report to your colleagues on interesting matters at the next Board of
Commissioners’ meeting as well as share information regarding functions and activities
related to the affiliate organization.

Important Elements:

(a) You are not a board member of your assigned organization and thus you should never
assume that role. You attend meetings to listen and observe, not to question the
operations or otherwise participate in your assigned organization’s business items.

(b) You should not be an advocate for your assigned organization or for its programs or
initiatives, but instead you should remain a neutral listener and observer.

(¢) You should not suggest policies or practices to your assigned organization, even if you
are asked to do so.

(d) Ifyou are asked, then you may answer questions about a Park District matter, but you
should not discuss any Park District matter that has not yet been discussed in an open
meeting of the Board of Commissioners.

(e) As asingle Commissioner, you cannot speak on behalf of the Board of Commissioners



except when the Board has taken a final position on the matter or has directed you to
speak on a topic as a representative of the Board.

(f) Atany time you have a question or concern about your liaison assignment or your
assigned organization, you should contact the Executive Director promptly.

6. Retreat and Goal Setting

The Board recognizes that it is important to evaluate itself and establish goals for the Board from
time to time. The Board shall conduct an annual retreat at which the Board shall undertake a self-
evaluation and formulate goals for itself. All Board members are required to attend the retreat.

7. Intergovernmental and Civic Cooperation

The Board encourages cooperation with other agencies in the community, including
governmental, public, private, and voluntary organizations that enhance the services provided to
the District and act consistently with the best interests and well-being of the District. The Board
has created many beneficial relationships with organizations that undertake activities consistent
with the best interests of the District. The Board supports the following policies:

(a) Promotion of Cooperation: The Board encourages Board members and the Executive
Director to promote intergovernmental and civic cooperation through appropriate
relationships between District officials and staff and the officials and staff of other
agencies.

(b) Relationships with Particular Groups: The Board desires to maintain its valuable
relationships with various sports and civic groups. Board members may be appointed to
serve as liaisons between the District and some of these organizations.

(c) School Districts: The Board encourages cooperation between the Park District and the
School District in the development and use of facilities and equipment, when such
cooperation results in efficient and effective programming that is beneficial to the
District, the school district, and residents. Such cooperation may be outlined in letters of
agreement between the District and the respective school district.

(d) SRA: The Park District is a member of the West Suburban Special Recreation
Association (WSSRA). The SRA is an extension of the services of its member entities.
It is governed by a Board of Directors which represents each of these member entities.
It is the SRA’s goal to provide a wide variety of programs and services for individuals
with all types of disabilities and of all ages.

8. Planning and Evaluation

The Park Board shall assume the responsibility to appraise and evaluate the District's recreation
programs, the physical condition of facilities and parks, and the efficiency of operations and
communication, and to establish goals for recreational programs, land development, capital
expenditures and delivery of the same. The Board shall maintain a master plan that includes



10.

11.

provisions for each of the District's parks and other key facilities. The Board shall strive to keep
the master plan current and may undertake a thorough review of the master plan at least as often
as every 10 years. The Board shall maintain a 5-Year Capital Projects Plan that forecasts the
District's capital project needs. The Plan should include provisions related to proposed capital
improvements; park and facility maintenance and repairs; equipment replacement, maintenance
and repairs; vehicle needs; estimated costs; potential funding sources; and similar matters. The
Plan should be reviewed no less often than biennially.

Community Input

Community input is a critical component of providing services to the community. This input is
used to determine the perceived quality of services as well as the services desired by our
community. This input is gathered in the following ways:

e Community Survey — completed at least once every ten years.

e Program Evaluations — completed at the end of programs, seasons, school year.

e Focus Groups and Advisory Committees — conducted upon development of new parks,
facilities, and programs.

e Public Hearings and Presentations — held by the park district on various matters.

e Public Input — is encouraged as a board meeting agenda item.

e Public Open Houses — conducted for public input and information regarding referendum,
matters of concern, new initiatives.

Establishment of Personnel Policies

The Board shall have the responsibility of establishing policies governing District Employees.
The Board may adopt and maintain a personnel handbook that establishes the terms, rules, and
policies related to employment with the District. The Board shall employ a properly educated
and trained professional to serve as Executive Director, the chief administrative officer of the
District. The duties and terms and conditions of employment of the Executive Director may be
set forth by written contract between the Board and the Executive Director for a specific term.
The Executive Director shall serve at the will of the Board and shall be subject to the policies
and direction of the Board. The Board shall evaluate the performance of the Executive Director
annually.

Qualified Employees

The Board recognizes that the District competes both with private entities and other public
agencies for well-qualified, high-quality employees. The Board understands the importance of
encouraging and supporting the Executive Director’s ability to maintain, within reasonable
financial constraints, a policy of providing a suitable salary and benefits program for the
employees of the District.

10



F. Board and Director Relationship
1. Selection of Executive Director

The Park Board shall select an Executive Director as the chief administrative officer and
professional advisor of the Park District; and delegate to him/her the authority and responsibility
to execute policy, provide leadership, develop strategies, create annual work plans, establish
operating procedures, enforce rules and regulations, and administer the daily operations of the
parks and recreation facilities, programs and services and manage personnel within budget. The
Executive Director may delegate his/her authority but shall nevertheless be responsible to the
Park Board. The Board shall perform an annual written evaluation of the Executive Director or
more often as may be deemed necessary. Additionally, the Executive Director will oversee the
implementation of the policies of the Board of Commissioners through the creation of
procedures for the District. A procedure is a method of carrying out policies. The Executive
Director will also oversee the recruitment and hiring of staff. The Executive Director has the
authority to approve the Emergency Operations Plan and Business Continuity Plan. Again,
however, the essential job functions of the Executive Director consist of supervising day-to-day
operations, preparing board materials, and supervising the recreation programs, financial
procedures, safety and fundraising efforts of the District.

2. Relationship with Executive Director

Board members should respect the Board’s commitment to implement its policies through the
Executive Director and to rely on the Executive Director to handle the administrative functions
of the District. Board members should request desired information from the Executive Director
rather than from other employees of the District. Board members also should refer inquiries,
information, complaints, and other communications made to them by residents about District
matters to the Executive Director. Board members also should support the actions of the
Executive Director when those actions have been directed, ratified, or otherwise supported by the
Board.

3. Evaluation of Executive Performance

The Board of Commissioners shall conduct an evaluation of the Executive Director as specified
in the employment agreement.

4. Board Interaction with Other District Employees

The Board recognizes that the only staff member that answers to the Board is the Executive

Director, and that all staff members answer to him/her and not to the Board as a whole or to any
one Commissioner. It is best for the Commissioners to recognize the line of authority and not ask
staff for special favors or seek information from staff that is not available to the general public. If



a Commissioner has any questions or concerns about staff, operations or procedures, the
Commissioner should bring the issue to the Executive Director for discussion.

Board and Director Administrative Procedures

The Board may adopt policies and authorize the Executive Director to formulate rules and
procedures to implement the adopted policies.

G. Board Support

1.

Park District Attorney

The attorney(s) shall be the advisor(s) of the Board and staff in all legal matters concerning Park
District affairs. The remuneration and working arrangements of the attorney(s) shall be reviewed
yearly by the Board of Commissioners via an annual appointment and execution of a contract
agreement.

Park District Auditor

The auditor audits the Park District’s financial records in accordance with the laws of the State of
Illinois using generally accepted auditing and accounting practices, conducts an annual audit of
the Park District’s revenues and expenses, and prepares and presents an annual report to the
Board of Commissioners.

Use of Expert Consultants

The Board recognizes the need from time to time to utilize the services of consultants for a
special project or projects. The Executive Director shall appoint such engineers, architects,

planners and others as they determined prudent, and shall determine the consultant's amount of
compensation, if any. When applicable, such appointments shall be made in accordance with the
requirements of the Local Government Professional Services Selection Act. The Executive
Director shall keep the Board involved on all aspects relating to such an appointment, and shall
work directly with the consultant in completing their assigned responsibilities and tasks.

Attendance at Conferences and Seminars

The District encourages the professional development of Commissioners in the field of
recreation services. As such, opportunities to attend and participate in professional conferences,
conventions, workshops, seminars and technical meetings offered by organizations like the
linois Park and Recreation Association (IPRA), National Recreation and Park Association
(NRPA) and Illinois Association for Park Districts (IAPD) and other similar associations shall be
provided at District expense subject to budgetary constraints and in accordance with the
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District’s Ordinance Regulating and Establishing Procedures for Reimbursement of Travel, Meal
and Lodging of Officers and Employees of the Park District and the Per Diem Policy.
Attendance at these sessions helps to improve the Board’s general knowledge of recreational
issues and trends.

Professional Associations

The Park District shall establish membership in and pay dues for Board members to the National
Recreation and Park Association (NRPA) and the Illinois Association of Park Districts (IAPD)
or any other professional association approved by the Board. Because both the NRPA and IAPD
serve the educational, legislative and research needs of the Board, which subsequently benefit
the District, and because members of the NRPA and IAPD boards of directors and committees
are drawn from commissioners from throughout the nation and state, the Board encourages its
members to serve on the boards and committees of NRPA and IAPD and shall reimburse any and
all usual and customary expenses incurred by Board members which are directly related to their
involvement with NRPA and IAPD boards or committees.

H. Board Commissioner Ethics

1.

Employment Limitations

Each action taken by Board members in the course of their duties will be motivated by the
District’s best interests and should, therefore, be free of outside influence and self-interest. Board

members shall have no direct or indirect financial interest in any aspect of the District’s
operations. Board and staff members will see to it that that the Board is aware of all
memberships or financial interest in companies or organizations doing business with the District.
Individual Board members are expected to recuse himselt/herself from any discussion and/or
voting matters in which he/she may have a direct or indirect financial interest. State law requires
elected officials, appointed officials, and certain local and county government employees to file a
Statement of Economic Interest with the Clerk's office. These documents, which disclose an
individual's financial interests, are filed annually and are due May 1.

Incompatibility of Office

A local elected official may not simultaneously serve on more than one elected or appointed
board of a unit of local government if the holding of two or more elected or appointed offices or
positions constitutes an incompatibility of office. For example, Illinois courts have found that the
following elected positions are incompatible: Board of Park Commissioner and City Alderman or
Trustee and Board of Park Commissioner and Library Trustee.

3. Ethics and Conduct
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Ethics Act. Commissioners must file a statement of economic interests, pursuant to the Illinois
Governmental Ethics Act, with the County Clerk of the County (5 ILCS 420/1-101, et seq.)
Legal Authority. The Board, as a whole, is the legal corporate authority of the District. As an
individual, a Board member has no legal authority to determine policy, give directions to District
personnel, or to act or speak for the Board unless specifically authorized to do so by official
Board action. The Park District is governed by numerous statutes of the State of Illinois, the

principal authority is the Illinois Park District Code (70 ILCS 1205/1-1, et seq.) hereafter,
“Code”, which is a codification of the general law relating to park districts in Illinois. References
and excerpts from the Code and other related laws may be made in this manual.
Representation. Board members represent all the residents of the District and should avoid
representing special interest groups. Board Members should also avoid making public promises
or statements regarding their votes or position on an issue prior to an official meeting.

Code of Conduct. The Park District Board recognizes the need for decision-making and public
responsiveness, which requires a commitment to ethical, business-like and lawful conduct
including proper use of authority and appropriate decorum when acting as a Board member.
Accordingly, each Board member will:

(a) When outside of Board meetings, avoid making individual pronouncements and public
conjectures about agency matters not yet decided by the Board.

(b) Represent all the people of the community while avoiding partisanship based on special
interests.

(c) Engage in no self-dealing or the conduct of any private business of personal services
between any Board member and the organization except as statutorily controlled and
authorized to assure openness, competitive opportunity and equal access to “inside”
information.

(d) Recuses him/herself from discussing or voting on an issue about which he/she has an
unavoidable conflict of interest.

(e) Not promise in advance of a meeting how he/she will vote on any issue, reserving
judgment until all facts have been presented.

(f) Not use his/her position to obtain employment for him/herself, for family members or
close associates.

(g) Make decisions involving the welfare of the agency based on study and evidence,
recognizing that personal feelings, opinions and other such factors are not conducive to
sound decision-making; and understand that respecting the opinions of fellow Board
members is vital.

(h) Accept principle of Board unity by supporting majority decisions of the Board.

(i) Respect the Board’s commitment to work with the Director by:

(1)  Requesting desired information about the agency’s programs directly from
him/her,
(i1))  Referring to his/her suggestions for new policies,
(ii1))  Seeking his/her professional advice,
(iv)  Refraining from acting on any complaint until after the Director has had an
opportunity to investigate fully and report to the Board, and
14



(v)  Wholeheartedly support board-approved actions of the Director and his/her staff.
(j) Recognize that the individual Board member has no more authority over agency policies
or operations than any other citizen and shall speak or act for the Board only when
specifically authorized to do so by action of the Board.

(k) Understand and respect the separation of Board responsibilities and functions from those
of the Director and Staff. The Board’s responsibility is to ensure that the agency is well
managed — not to manage the agency.

() Consider unethical and thus avoid “secret” sessions of the Board held without the
presence of the Director or in violation of the Open Meetings Act.

(m) Respect the confidentiality appropriate to issues of a sensitive nature.

(n) Commit to regular attendance at Board meetings and be properly prepared for Board
deliberation.

(o) Understand and follow all provisions of the Illinois Open Meetings Act, as well as any
other applicable statutes that govern the conduct of elected officials.

(p) Participate in Board development opportunities.

(q) Develop productive relationships with other elected officials at the state, local and
national levels.

(r) Be available and responsive to the residents by interpreting the needs of citizens to the
agency and be interpreting the actions of the agency to citizens without favor of any
particular geographic area or interest group.

(s) Keep the best interests of the agency in mind by considering him/herself a “trustee” of
the agency and doing his/her best to ensure that it is well maintained, financially secure,
growing and always operating in the best interests of those the agency serves.

(t) Respect, listen and communicate with fellow Board members and the Director.

(u) Make a committed effort to continuing education and be well informed about issues and
trends that could affect the agency.

Board Decisions. Board members should make non-partisan decisions regarding District
policies and operations based upon reports, facts, and study, not upon personal interest or
prejudice.

Board Unity. Board members should accept and endorse majority decisions of the Board and
align themselves with Board policies, goals and objectives.

. Employment of Relatives

Relatives of the Board of Commissioners, Executive Director, department heads and any
employee reporting directly to the Executive Director may not be employed by the district in any
capacity or hired directly as an independent contractor. For all other district employees, if
members of their family are employed by the Park District, one may not directly supervise the
other. If conflict arises, the Executive Director and/or the Board of the Park District may act in
the best interest of the district to avoid any perceptions of conflict of interest. Relatives are
defined as: parents, spouse, child, sibling, grandparent, grandchild, aunt, uncle, cousin, in-law or
step relative, or any person with whom the employee has a close personal relationship such as a
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domestic partner, romantic partner or co-habitant. Any questions concerning this policy should
be directed to Human Resources.

I. Official Seal, Logo, Statements, and Other District Resources
1. Use of Park District Letterheads

Board Commissioners may use the Park District’s official letterhead under the following
circumstances:
(a) The Board President has determined that it would be in the best interest of the Board of
Park Commissioners to send individual letters representing an agreed-upon opinion of the
Board; and,
(b) Letterhead may be used for other correspondence with approval of the Board.
No other uses are allowed. A Commissioner must distribute a copy of District letterhead used as
described above to the other Board commissioners.

2. Use of Corporate Seal

The corporate seal of the District will be used whenever any certificate, deed, bond, or other
instrument is required by law or general usage, to be executed under the corporate seal of the

District. The Secretary is designated as the custodian of the corporate seal and is charged with its
proper use and safekeeping.

3. Media Relations

The designated spokespersons for the District are the Board President, Executive Director and
legal counsel (where applicable). Requests by the media for comments relating to an event
should be referred to those representatives. Under some circumstances it may be appropriate for
a Board Member other than the President to speak to a media representative about a matter with
which that Board member has particular experience or expertise. It is never appropriate,
however, for a Board Member to speak to a media representative without first knowing all of the
facts and circumstances about the matter of inquiry. If a Board member speaks for themselves,
then that Board Member should be fully informed about the matter at hand and should clearly
state that his or her comments are being made as a private resident and not as a representative of
the District. Even then, a Board Member should remember that comments made as a private
resident are likely to be attributed to the District.

4. Commissioner Use of District Email

The Board of Park Commissioners’ email system is intended for use by Commissioners in
carrying out their official duties in accordance with applicable laws, including, but not limited to,
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the Open Meetings Act. Each Commissioner’s District email account shall be hosted on District
servers.

Prohibited Use of Private Email Accounts: Stored email communications are subject to any and
all State statutes (including, but not limited to, the Freedom of Information Act (FOIA)), laws,
rules and regulations, and the legal process and may be used as evidence in court or other official
proceedings. Therefore, to minimize the potential need to search Board private emails as part of
a FOIA request and to facilitate the full-disclosure of District documents as part of the public
record, Board Commissioners must use their District email account for all District business and
are required to forward any District emails sent to a private email account to his or her
designated District public email account.

Retention: The Board of Park Commissioners understands that even “deleted” electronic
messages may be stored in the applicable system for an indefinite duration and that the act of
“deleting” a message does not totally eliminate it.

Passwords: Each Commissioner will be assigned an individual password to his or her email
account by the Director of Information Technology. Individual passwords shall not be shared
with ANYONE, at ANY TIME, for ANY REASON with the exception of a request for or
necessary maintenance that must be performed by the Director of Information Technology,
which will require a password reset.

J. Donations and Funding Requests
1. Requests for Funding from Outside Organizations

To request funding from the Park District, an affiliated or non-affiliated organization must
submit a proposal. The proposal must include a description of the request, the population to be
served by the request, the benefits to the community, and the need for the request. The proposals
should also include the following:
(a) A statement of purpose and description of the group’s activities and guidelines;
(b) Budget for the current fiscal year;
(c) A list of officers;
(d) One or more of the following: written minutes of meetings, newsletters, quarterly report
and/or flyers distributed for the past twelve months; and
(e) Description of annual activities. The Executive Director will review the request within
one month of receipt of the proposal. If necessary, the organization may be required to
present its proposal to the Executive Director and/or the Board to answer questions and
provide clarification, if necessary, on the proposal. The Executive Director will provide a
recommendation to the Board. All requests must further the District’s mission.
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2. Donor Recognition

The Board shall encourage the beautification of the parks by providing a recognition tag on a tree
for all individuals and groups who donate sufficient monies to allow planting of a tree or
significant landscaping materials in remembrance of someone. The type of tree may be elected
from a district approved list by the individual or group donating the funds but the District
reserves the right to determine the quality and size of the tree, as well as the plantings in the
landscape plan and its location on District property.

3. Naming and Renaming of Park Facility Sites

It shall be the responsibility of the Board of Park Commissioners to select names for new parks,
or when appropriate, to change the name(s) of existing parks. This statement of policy is
intended to define the preferred method of naming or renaming parks and to outline the
conditions governing the selection of names.

(a) Parks should be named only after discussion and then a wait of at least two months before
voting on it.

(b) Parks may be named after street, geographical locations, historical figures, events, or
concepts.

(c) Parks may be named for individuals who have made exceptional contributions to the
community. Concerning Park District Commissioners or Officials, the person must no
longer be in office.

(d) Parks may be named for individuals or groups who have made donations of land or have
made substantial contribution toward development of said land.

(e) In addition, the Board of Commissioners may hold public contests for the naming parks.
Such contests shall also be subject to the policies outlined above.

K. Board Policy Evaluation, Revisions, and Separability
1. Evaluation
It is the intention of the Board to review these policies at a minimum biennially for consistency
with applicable law and the practices of the Board and District. These policies may be revised in
writing by majority vote of the Board.
2. Revisions
The Board may periodically review the policies contained in this Policy Manual and revise or

amend them from time to time as it deems appropriate at a regular or special meeting of the
Board by not less than three members, except where by law a greater vote is required.



3. Separability

If any policy or part thereof contained in the policy manual shall be determined invalid in a court
of law, such determination shall not affect the validity of the remaining policies or parts thereof.

II. BOARD MEETINGS
A. In General
1. Regular Meetings

Regular meetings of the Board shall be held on the first and third Tuesday of each month at
4:30p.m. and 6:00p.m. unless otherwise stipulated by the Board. If the day of any meeting falls on a
legal holiday, the meeting shall be held when designated by the Board. In December of each year,
the Board shall establish a calendar of workshops and meetings for the coming year and for the
fiscal year and shall give public notice of same in accordance with Section 2.02 of the Open
Meetings Act.

2. Special Meetings

Special meetings of the Board may be called by the President whenever he or she shall deem it
necessary or shall be called by the President at the request of any two Commissioners. Notice of
any such special meetings shall be published as required by the Open Meetings Act 5 ILCS
120/1, et seq. Special meetings may not be held on legal holidays.

3. All Meetings

All regular, special, and continued meetings of the Board and any committees and other Board-
appointed task forces and commissions shall be noticed and conducted in accordance with the
[llinois Open Meetings Act (OMA). All meetings shall be open to the public except when an
closed session is called in accordance with the OMA.

4. Closed Sessions

The Board can hold a closed session if the discussion during the meeting falls within the
exceptions for an open meeting set forth in the Illinois Open Meetings Act. Examples of
exceptions include personnel issues pertaining to specific employees, collective bargaining with
employees, the appointment of an attorney, purchase or lease of real property, setting a price for
sale or lease of property and litigation. The law also specifies that all public bodies must keep a
verbatim record of all closed meetings in the form of an audio or video recording for no less than
eighteen (18) months after the meeting. The verbatim record can only be destroyed if certain
requirements are met. The Board cannot take action during a closed session. (5 ILCS 120/)
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B. Meeting Preparation

1.

Agenda Preparation

The Director and Board President are responsible for preparing the agenda for each meeting
taking into account the annual planning calendar and suggestions made by Board members.
When possible, copies of the agenda, minutes of the previous meeting, and relevant
supplementary information will be delivered to each Board member the Friday before the
Tuesday Board meeting. Consent Agenda items that have been fully considered by the Board or
are routine and non-controversial may be approved by one motion. Items on the Consent Agenda
may include but are not limited to, minutes, reports, resolutions, ordinances, bid awards, and
agreements. Any Board member may remove any item from the Consent Agenda for separate
consideration and action by request to the President during the meeting.

Additional Meeting Materials

The agenda and minutes from the prior Board meeting and any other relevant information which
will be discussed at a regular and special Board meeting will be distributed to the Board no less
than three (3) days prior to the scheduled Board meeting (e.g., on Friday prior to a Monday
meeting). This policy provides the Board adequate time to review the packet materials prior to
the meeting.

Public Notice

Public notice of all regular, annual and special meetings of the Board shall be provided as
prescribed in the Illinois Open Meetings Act or other applicable state statutes, including posting
on the District’s website (5 ILCS 120). Any notice of the annual schedule of meetings must
remain posted on the District’s website and updated when a new schedule of regular meetings is
approved.

C. Conducting Meetings

1. Rules of Procedure

To the extent not otherwise provided in these policies or other rules or procedures of the District,
the Board may rely on the parliamentary procedures set forth in Robert’s Rules of Order to
resolve questions of procedure.

2. Order of Business

20



The order of business at Regular Meetings of the Board shall include the following listed below,
unless changed on posted agenda.

(1) Call Meeting to Order-Roll Call

(2) Pledge of Allegiance and/or Moment of Silence
(3) Adoption of Agenda

(4) Acceptance of Minutes

(5) Public Comments

(6) Correspondence

(7) Financial Report

(8) Agency Report

(9) West Suburban Special Recreation Association Report
(10) Unfinished Business

(11) New Business

(12) Commissioner’s Comments

(13) Executive Session

(14) Action from Executive Session

(15) Adjournment

3. Quorum

A majority of the duly elected and qualified Commissioners constitute a quorum for the
transaction of business; provided, however, that if no quorum is present, the Commissioners
attending may adjourn the meeting until a quorum is obtained.

4. Electronic Attendance

In accordance with the Illinois Open Meetings Act, the following rules prescribe conduct of
regular or special meetings, including closed sessions of the Board of Park Commissioners, when
conducted wholly or partially via electronic means. Electronic means is defined as video or audio
conference and can be used as long as a quorum of the Board Commissioners is physically
present at the meeting. These rules for meetings conducted via electronic means shall supplement
those rules of Board meetings where Commissioners are physically present.

(a) Except where it is not practicable, a Commissioner of the Board who cannot be
physically present at a public meeting for one of the reasons herein provided and who
wishes to attend by the use of electronic technology shall give notice to the Board
Secretary and inform him or her of the type of medium through which, and the location
where, he or she will attend the meeting not less than forty-eight (48) hours before the
meeting date.

(b) Notices of Board meetings to be conducted in whole or in part via electronic means shall
be given in accordance with the Open Meetings Act. Public notice of special or regular
meetings where any Board Commissioner attends via electronic means, and when it is
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known forty-eight (48) hours in advance of such meetings, shall contain the names of the
Board Commissioners who will be attending in that manner, the type of medium through
which they will attend and a listing of locations, if any, where the public may attend the
meeting through the use of the technology in addition to the designated meeting site.

(c) Ifitis not practicable for a Board Commissioner to give forty-eight (48) hours notice and
the Board Commissioner will be unable to be physically present at a special or regular
meeting for one of the reasons herein provided and wishes to attend through the use of
electronic technology, then, on the date of the meeting, prior to convening the meeting,
the Board President shall announce the method of attendance to the public and the reason.

(d) A Board Commissioner may be permitted to attend a Board meeting by electronic means
to the extent allowed by this policy only by a majority vote of all sitting Board
commissioners.

(e) If the Board President attends the meeting through the use of electronic technology, he or
she shall vacate the chair and the Board Vice President who is physically present, shall
preside. If both the President and Vice-President are not in attendance, Commissioners
will serve as President Pro Tem in ascending order based on the first initial of his or her
last name (A to Z) and subsequent initials, if necessary.

(f) Board Commissioners may attend a meeting without being physically present if physical
attendance is prevented by:

(1) personal illness or disability;
(i) absence from the Park District due to official Park District business or
employment purposes;

(i11) family or other emergency, in which the emergency shall be stated on the record
and be part of the minutes of that meeting.
(iv) Unexpected child care obligations.

(g) When one or more Board Commissioners attend a meeting by electronic technology, all
votes shall be by roll call.

(h) The Board Commissioner(s) attending the meeting by electronic means must be able to
hear all motions, votes and remarks made by those Commissioners physically present and
comments by members of the public who attend the meeting. All Board Commissioners
and members of the public who are physically present at the meeting must be able to hear
all motions, votes and remarks made by the Board Commissioner(s) attending the
meeting by electronic means. If not, in both cases, the Board Commissioner will be
considered absent.

(1) No more than two Commissioners of the Board may attend a meeting through the use of
electronic means.

(j) Also, a quorum of the Board must be physically present.

(k) Any Board Commissioner shall be considered present when the Commissioner is
present by teleconference or other electronic means where voices are received from any
location.

(I) The non-physical presence of a Commissioner attending via electronic means cannot
exceed twelve (12) times per fiscal year.
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(m) Minutes of Meeting: The Secretary shall record whether Commissioners

were physically present or present via electronic means.

5. Use of Electronic Devices During Board Meetings

Board Commissioners may possess electronic devices, video and audio recording devices
including, but not limited to, cellular telephones, cameras and tablets at Board meetings.
However, Board Commissioners can only use these devices according to the following

guidelines and restrictions:

(a)
(b)

(©

(d)

(©

Electronic communication devices may be “on,” but must be set to a silent/vibrate mode.
Board Commissioners are not to communicate to any Board commissioner, District
employee or the public attending the Board meeting via an electronic device.

A Board commissioner must exit the meeting room when using electronic
communication devices for any purpose, including sending or receiving audio or text
messages, making, answering or engaging in a “voice” call or accessing information on
the internet except as allowed in number 4 below.

If it is pertinent to an item on the Board agenda, a Board commissioner may access
information on his or her electronic device such as the Board packet, an online map, a
calendar or a communication from a constituent or another agency/organization. Prior to
accessing the information on his or her electronic device, the Board commissioner must
disclose to the other Board Commissioners during the meeting the use of his or her
electronic device for this purpose.

Electronic devices may be used at any time by emergency response personnel to receive
notification of an emergency situation.

6. Motions, Ordinances, and Resolutions

As a corporate authority, the District acts by way of a motion, Resolution, or Ordinance.
(a) Motions are an informal method of Board action made orally and noted in the minutes. A

motion may be auxiliary to the more formal Resolution or Ordinance, as for example, a
motion that an Ordinance be passed. Any Commissioner of the Board may make a
motion at any time after the agenda item to which that motion relates has been called by
the President. Discussion shall be held prior to any vote on the merits of the motion, and
may include any matter related to the motion or to the agenda item to which the motion
relates.

(b) Resolutions and Ordinances are submitted in writing. Resolutions are actions that are

temporary only, grant a special privilege, or express the opinion of the Board, such as
expressing sympathy or requesting action of governmental units, etc.

(c) An Ordinance typically enacts permanent regulation of a general character and imports a

command or prohibition to all inhabitants or certain classes in the District. The Illinois
Park District Code, in many instances, directs that certain actions can only be done by
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Ordinance. An Ordinance can be repealed or amended only by Ordinance. The
distinguishing feature of an Ordinance is that it must contain the words, “Be it Ordained
by...”

(d) The board may not take action on any resolution or ordinance unless the matter to which
that resolution or ordinance relates is listed on a properly posted agenda for the Board
meeting. The Board shall have the power “to pass all necessary Ordinances, rules and
regulations for the proper management and control of business of the Board and District
and to establish by Ordinance all needful rules and regulations for the government and
protection of parks, boulevards and driveways and other property under its jurisdiction,
and to effect the objectives for which such Districts are formed” (70 ILCS 1205/8-1(d))

7. Voting Procedures

The President or other Board Commissioners are empowered to call the question(s) for a vote
pertaining to any and all properly presented and posted agenda items and seconded motions.
Unless otherwise required by law, a voice vote can be used if deemed appropriate by the Board
President. On all matters which require an Ordinance or Resolution, propositions creating any
liability or for the expenditure or appropriation of money, and in all cases at the request of any
Commissioner, a rotating roll call vote shall be taken in alphabetical order and rotate the order
after each vote in alphabetical order with the Chair voting last. Secret ballots are not permitted
under any circumstance. The act of a majority of Commissioners present at a meeting when a
quorum is present shall be the act of the Board, unless a greater number of votes is required by
applicable law. The Board President is a Commissioner of the Board and has a right to vote upon
all questions. All roll call votes will be recorded in the official minutes of the meeting.

8. Public Comment

The Park District encourages public involvement and provides an opportunity for comment in a
variety of ways including during advisory committee meetings, public hearings, on social media
platforms and at regular business meetings of the Board of Commissioners. However, board
meetings are conducted for the purpose of carrying on the business of the District, and therefore,
are not public meetings but meetings held in public. Additionally, the Board of Commissioners is
not required to respond to remarks during the course of the meeting. Speakers are requested to
sign-in at the entrance of the meeting room and complete a public comment sign-up sheet. The
Board President will open public comment at the appropriate time as indicated on the meeting
agenda. The Park District Board of Commissioners will allow 3 minutes for each speaker. The
speaker will approach the podium after the board president has called the speaker’s name. The
speaker will state their full name and then proceed with their comments. The speaker’s
comments should not be directed at a single commissioner, staff member, or any other
individual. The speaker will be notified when 30 seconds are remaining and again when the 3-
minute period has expired.

24



D. Minutes and Recording

Minutes

The minutes of the meetings of the Board shall include the type (regular, special, reconvened);
date and place of the meeting; the person presiding; roll call of members physically or by audio
or video conference present and the presence or absence of staff and visitors who have made
themselves known. Meeting minutes shall contain a summary of discussion on all matters
proposed, deliberated, or decided, and a record of any votes taken. Written communications
directed to the Board and/or staff during the meeting along with reports from Board members
and staff, will be attached to the minutes. A record of each motion voted upon by the Board shall
include the member making the motion and the member seconding it, along with the tabulation
of the vote. Each Public Body of the District shall approve the minutes of its open meeting
within 30 days after that meeting or at the Public Body's second subsequent regular meeting,

whichever is later. The Secretary’s signature shall be affixed to the minutes after they have been
approved by the Park Board. Such minutes, when signed, shall be the official records of such
proceedings and shall be permanently filed and indexed for reference purposes. Meeting minutes
will be posted on the District’s website within ten (10) days of their approval. All reports
requiring Board action, ordinances, resolutions, agreements and other written documents shall be
made a part of the minutes by reference and, if so, shall be placed in the District files as a
permanent record.

Closed Session Minutes and Verbatim Recordings

It is the policy of the District to follow the Open Meetings Act pertaining to the recording,
maintenance, and disposal of the minutes of closed sessions. Specifically, a verbatim audio
recording and detailed written minutes will be made for all closed sessions. These records will be
preserved in the care of the secretary or their designee. Further, these minutes will be reviewed
by the Board of Commissioners at least once every six months to determine if they should be
made available to the public. Finally, the recordings (only) will be permitted to be destroyed in
compliance with the Open Meetings Act.

E. Board Member Responsibilities

1.

Attendance

The failure of any member of the Board to be present either: in person or (ii) by telephone in
accordance with Board policy, at four (4) or more consecutive duly called regular meetings of
the Board, or at six (6) or more duly called regular meetings of the Board within any consecutive
twelve (12) month or shorter period after the effective date of this Ordinance shall be cause for
the President of the Board or the Board to convene a meeting closed to the public or a closed
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session of an open meeting for the purpose of conducting a hearing to consider whether the
office of Park Commissioner of such member shall be declared vacant, pursuant to 70 ILCS
1205/2-25 and 5 ILCS 120/2(c)(3). For purposes hereof a member of the Board shall be deemed
to be present at a meeting of the Board only if such member is in attendance at such meeting in
person or, if permitted by Board policy, by telephone conference, from the time such meeting is
called to order until the final adjournment of the meeting. Prior to taking any final action on
declaring a member’s seat on the Board to be vacant, a procedural due process hearing
(“Hearing”) before the Board shall be held to determine whether the Park Commissioner failed to
be present in person or, if and as permitted by Board policy, by telephone, at four (4) or more
consecutive duly called regular meetings of the Board, or at six (6) or more duly called regular
meetings of the Board in any consecutive twelve (12) month or shorter period. The Park
Commissioner whose office is in question shall be given at least fourteen (14) days prior written
notice of the Hearing (“Hearing Notice”) by the President of the Board. The Hearing Notice shall
include notice of the possible declaration of vacancy of the member’s seat on the Board, the date,
time and location of the meeting and a listing of the dates of the meetings which the member has
allegedly failed to attend. The member whose seat may be declared vacant shall have the right to
be present at and to participate in the Hearing. The member shall also have the right to be
represented by counsel prior to, during, and after the Hearing. During the Hearing the Board
shall provide the member whose seat may be declared vacant, with certified copies of the
minutes of the Board meetings which the member is alleged to have missed, showing those
members in attendance at such meetings and those absent and whether the members were
physically present or present by means of telephone conference and such certified copies shall
create a rebuttable presumption that the member failed to attend each meeting for which the
minutes reflect his absence. At the Hearing the member whose seat on the Board may be
declared vacant may present oral and/or written evidence and/or present any witnesses to
establish such member’s presence at any meeting where the aforesaid minutes reflect such
member’s absence. The President of the Board shall preside at the Hearing and may be assisted
by legal counsel for the District. No final action shall be taken at the Hearing.

Declaration of Vacancy. At any time after the adjournment of the Hearing, the Board shall, at a
meeting open to the public, make a finding of fact regarding the number of meetings missed by
the member and if such finding indicates that at least four (4) consecutive duly scheduled regular
meetings of the Board were missed by such member, or that such member missed six (6) or more
duly scheduled regular meetings during any twelve (12) month or shorter period, the Board may
declare the office of Park Commissioner of said member vacant by the affirmative roll call vote
of not less than three (3) members of the Board, whereupon said office shall be vacant and may
be filled by the remaining members of the Board in accordance with the provisions of Section 2-
25 of the Code (70 ILCS 1205/2-25).

2. Effective Meetings
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The Board shall refrain from lengthy discussions of the items that come before it at a regular
Board meeting. These detailed discussions shall properly take place at committee meetings. All
of the commissioners are invited to attend all of the committee meetings so that they are
sufficiently informed about an issue before voting on it at the Board meeting. The regular Board
meeting should be for discussions on final action only. This makes the Board meetings more
efficient and more productive. Concerns of the public that are brought to the Board’s attention
will be considered at the appropriate committee meeting.

Communication Between Park Board Commissioners Outside of Meetings

Freedom of Information Act Considerations: In view of the reach of a potential Freedom of
Information Act (“FOIA”) request to inspect or be provided with copies of public records
comprised of email communications between or among Commissioners regarding public
business, it is not advisable for a Commissioner to use his or her personal email account for
public business; the Park District-provided email account and address should instead be used.
Communications on privately-owned electronic devices may be subject to disclosure under
FOIA, including email, text messages, and social media accounts. Whether information is a
“public record” is not determined by where, how or on what device that communication was
created or reposes. To avoid the necessity of a Commissioner turning over a personal electronic
device to the Park District’s FOIA Officer for examination in the context of a FOIA request for
disclosure of written communications between or among Commissioners regarding public
business, it is recommended that all such communications shall be made using a Park District-
provided email address in the case of email communication. Records of such communications
shall not be destroyed, deleted or otherwise discarded or altered. Only communications involving
public business are subject to disclosure under FOIA, regardless of how or from what device or
address communicated. In the case of existing records of past electronic communications by or
among Commissioners where personal email addresses, or text messages or social media
communications from personal cell phones were used, such records shall not be destroyed,
deleted, discarded or altered.
Commissioner Emailing and Text-Messaging: The purpose of this policy is to promote
conduct by Commissioners when emailing or text-messaging concerning public business which
is consistent with recognition of the fact that such messages are or may be legally required to be
preserved as public records both under the Illinois Freedom of Information Act and the Illinois
Local Public Records Act. All emails concerning public business and that are sent or received by
a Commissioner of the Park District may be public records regardless of whether the email is
sent or received on a personal or Park District-provided email address. The Park District shall
provide an email address for all of its Commissioners. Park District Commissioners shall use the
Park District-provided email for all communications concerning public business. Any
Commissioner having a Park District-provided email address shall promptly forward any email
sent or received on his or her personal email address to his or her Park District-provided email if
the email concerns public business. If the Commissioner does not have a Park District-provided
email address and receives an email on his or her personal email address concerning public
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I1I.

business the Commissioner shall promptly print out or otherwise provide a copy of the email to
the Park District. Commissioners are discouraged from text-messaging each other concerning
public business given the possibility that such messages may constitute public records which
could otherwise require the surrender and inspection of the electronic device from which sent or
by which received in order to comply with a lawful request for inspection, production, or
copying under the Illinois Freedom of Information Act or the Local Public Records Act.

Open Meetings Act Considerations: Communication between Park Board Commissioners is
impacted by not less than three separate and distinct Illinois Laws: The Open Meetings Act (5
ILCS 120/1 et seq.); the Local Records Act (50 ILCS 205/1 et seq.); and the Freedom of
Information Act (5 ILCS 140-1 et seq.). To avoid being involved in an illegal meeting via email:
Any number of persons not serving as a Commissioner of the Park District may be included as
recipients of email. No commissioner shall include any more than one (1) other Commissioner
on an email or in any other means of contemporaneous communication where the discussion is
of public business. The only exception to this rule is that up to six (6) Commissioners may be
simultaneously sent an email from another Commissioner concerning pubic business, provided
that any response by a Commissioner be sent only to the sender and not utilize the “Reply All”
option.

F. Public Input Outside of Meetings

1. Correspondence

All written correspondence which falls within the Board’s purview shall be distributed to the
Board prior to the next scheduled Board meeting from when it was received, along with any
response to the correspondence proposed or taken. If written correspondence is received from a
visitor during the Remarks from Visitors portion of a Board meeting, it will be collected by the
Board Secretary and distributed to the Board prior to the next scheduled Board meeting, along
with any response to the correspondence proposed or taken.

. Petitions

Petitions signed by individuals residing within the District regarding District services will be
received by the Director at the Administration Office, or by the Board at a public Board meeting
during the Public Comment period of the agenda. The Director will assure that all petitions
submitted will be brought to the attention of all Commissioners at the earliest opportunity. The
Board may determine to place a petition on a future agenda of a regular or special meeting for
discussion. The individuals responsible for the petition will be notified by the Director as soon as
possible that the Board has received the petition and when the Board will discuss the petition, as
well as any action that has been decided upon.

FINANCIAL POLICIES AND PROCEDURES
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A. Annual Fiscal Responsibilities

The Board shall annually, according to state statutes, appropriate funds and levy taxes for the
various operations of the District in order to provide for its needs. The Board shall annually
approve a Budget and Appropriate Ordinance, and Tax Levy Ordinance, formally accept the
annual audited financial statements and audit report and shall hold a "Truth-in-Taxation" public
hearing as needed and shall adhere to all other legal requirements as may be enacted by the State.

B. Budget Policies and Procedures

1.

Fiscal Year
The fiscal year of the Park District shall be from January 1 to the next December 31 of each year.
Budget and Appropriation Ordinances

Adoption of the budget and passage of annual appropriation ordinance is required. The Board
shall, within or before the first quarter of each fiscal year, adopt a combined annual budget and
appropriation ordinance, by which ordinance the Board may appropriate such sum or sums of
money as may be deemed necessary to defray all necessary expenses and liabilities of the
District, and in such annual budget and appropriation ordinance shall specify the objects and
purposes for which such appropriations are made, and the account appropriated for each object
or purpose. In accordance with statutory requirements, the Board Secretary shall file a copy of
the ordinance in the office of the county clerk within thirty days of its adoption.

Budget Process

The District’s fiscal year is January 1 to December 31. The budget preparation process begins in
June and continues through December. The functions of preparing and analyzing the budget are
performed by the Departments and then reviewed by the Executive Director with final approval
by the Board. Staff develops a budget calendar to ensure that the District meets all of the
provisions of State and local law. Annually, the Director of Finance and Human Resources
updates the budget manual, which provides the guidelines and procedures for completing the
budget and trains staff on budget preparation procedures. The following steps are taken by the
Executive Director and staff to prepare the budget:

(a) Set goals and objectives for the coming fiscal year, which reflect the priorities outlined in

the Strategic and Comprehensive Plans;

(b) Identify and prioritize operating and capital needs;

(c) Input budget into financial software;

(d) Project fund balances;

(e) Revise revenue and expenditure estimates;

(f) Present proposed budget to the Board,
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(g) Staff announce the availability of the tentative budget for thirty (30) day public viewing
according to the requirements of the Illinois Compiled Statutes; and
(h) The Board holds a public hearing and once the Board tentatively approves the budget,
staff prepare a final Budget and Appropriation Ordinance.
After the Board approves the Ordinance, the new budget is effective on January 1. Throughout
the fiscal year, staff continually monitor the budget against actual revenues and expenditures,
making appropriate adjustments and proposing an amendment to the budget to the Board in
December, if necessary.

. Expenditure Policy

Purpose: The purpose of this policy is to clarify the District’s stance and willingness to accept a
deficit in certain funds as a means of achieving its long-range goals.
Overview: This policy is herein established to allow the District’s Board of Commissioners to
approve a deficit as part of the annual budget for both an individual fund as well as District-wide.
e There are many reasons why the District is willing to recognize a deficit in a particular
fund or even District-wide. Among the reasons a deficit may occur include the
following:
¢ To comply with the District’s Fund Balance Policy and reduce (spend down) any
excess balances.
e Without burdening taxpayers unnecessarily, continue progress towards the District’s
long-term capital goals.
¢ Timing differences. Specifically, costs incurred during a period of time that differs
from when the matching revenues will be received.
Procedure: Should the District propose a budget deficit, it will be the responsibility of the Board
of Commissioners if it chooses to approve it; to be able to, along with appropriate staff,
understand the purpose behind the decision and communicate it, as necessary to the public as
well as the rest of the staff. At no time will the District support a budget deficit that allows for a
negative fund balance in an individual fund or District-wide.

Administrative Cost Allocation

The Board recognizes that there are certain general and administrative costs associated with the
day-to-day operations of the District run from the Administrative Offices. It is the intent of the
Board that all of the operating funds/departments should contribute an appropriate portion of the
levied amount toward this administrative overhead. The allocation of General and Administrative
expenses will be consistent with General and Administrative in the Administrative Policy
manual. These costs which include such items as salaries, office supplies, medical insurance and
computer processing costs, etc., shall be set at a reasonable level by the administrative staff that
will be reviewed by the Board as part of the annual working budget. The Board also recognizes
that all recreational and facility programs have associated, yet separate, personal and contractual
services, commodities, fixed charges, capital improvements and miscellaneous expenses.
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6. Monthly Budget Update

On a monthly basis, staff will provide the Board with a Balance Sheet and Income Statement.
The Income Statement will compare the current month's actual to the current month's budget and
current year-to-date to budgeted year-to-date. A monthly Treasurer’s Report will be provided
showing Cash and Investments as well as the change in Fund Balance for each Fund.

C. Tax Levy
1. Tax Levy Ordinance

The District has the power to levy and collect taxes on all of the taxable property in the District.
The Board must adhere to the following procedures to levy taxes:

(a) Atleast twenty (20) days prior to adopting the Tax Levy Ordinance, the Board must meet
and formally determine the amount of money that it estimates will be levied. This
determination must be formalized in a resolution, which the Board must adopt.

(b) An ordinance must be passed to levy all general taxes upon the taxable property within
the District.

(c) The Property Tax Extension Limitation Law (tax cap legislation) limits the total levy
from exceeding 105% of the prior year levy or the Consumer Price Index, whichever is
lower. The Special Recreation Association and Debt Service Funds are excluded from
this limitation (35 ILCS 200/18-55).

(d) As also required by the Truth in Taxation Law, the District must hold a public hearing if
the total levy exceeds 105% of the prior year levy. The hearing cannot be held on the
same day that the Board holds the hearing on its proposed Budget and Appropriations
Ordinance. The hearing requires publication of a notice of the time, date and place of the
hearing. It must be published in a paper of local circulation, not more than fourteen (14)
days nor less than seven (7) days prior to the meeting. It must be no less than 1/8th page
in size, the smallest type used in the notice must be 12 point; it must be surrounded by a
black border no less than one-quarter inch wide; and the notice must not be published in
the legal notice or classified advertisement sections of the newspaper and on the Districts
website. There is also specific required language for the advertisement in the Truth in
Taxation Law.

(e) A certified copy of the Tax Levy Ordinance must be filed with the County Clerk no later
than the last Tuesday in December of each year.
The District may accumulate funds for the purpose of building repairs and improvements.
Additionally, it may annually levy taxes for such purposes that are not met by the funds available
in the current or projected Budget and Appropriation Ordinance. These levies must fall within
the procedures and limitations as set forth in the Illinois Compiled Statutes (70 ILCS 5-1).
2. Tax Rate and Dependence
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The Board will maintain a policy of keeping its levied tax rate to provide the funds adequate to
maintain an acceptable level of programs and services.

D. Bonds

1.

Bond Rating

The Park District shall determine on a case-by-case basis the appropriateness of seeking a bond
rating on the issuance of general obligation debt under the prevailing market conditions. As a
general guideline, the District shall estimate and compare the cost of obtaining a rating and the
savings resulting from selling a rated bond versus an unrated bond.

Bond Sale

Upon Board determination and in consultation with a municipal financial advisor and attorney,
Bonds may be issued after it has been determined what the dollar amount and term of the bonds
will be. The Executive Director shall be authorized to market the bonds through a municipal
financial advisor through a bid process, direct placement or negotiated sale. The attorney or
designated bond counsel will write the Bond Ordinance and the attorney will also seek a written
opinion of the bonds' tax-exempt status from the proper legal experts.

E. Debt Policies and Procedures

The purpose of this policy is to provide a functional tool for debt management and capital
planning, as well as to enhance the District's reputation for managing its debt in a conservative
and prudent manner. No commissioner, committee, officer, or any other person employed or
associated with the District shall be authorized to create any financial liability on behalf of the
District except where said liability shall be approved in nature and amount by the Board and

recorded in the minutes of said meeting and/or in accordance with the District’s purchasing
policy. The District developed this policy to help ensure the District's creditworthiness and to
provide a functional tool for debt management and capital planning. The District faces
continuing capital infrastructure requirements to meet the increasing needs of its residents. The
District limits long-term debt to only those capital improvements that cannot be financed from
current revenues. The District does not use long-term debt to fund operating programs. The laws
of the State of Illinois authorize the issuance of debt by the District. Such laws confer upon park
districts the power and authority to contract debt, borrow money, and issue bonds for public
improvement projects as defined therein. Under these provisions, the District may contract debt
to pay for the cost of acquiring, constructing, reconstructing, improving, extending, enlarging,
and equipping such projects or to refund bonds.

F. District Funds and Accounts
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1. Fund Accounting

The District uses funds to report on its financial position and the results of its operations. Fund
accounting is designed to demonstrate legal compliance and to aid financial management by
segregating transactions related to certain government functions or activities. A fund is a separate
accounting entity with a self-balancing set of accounts. Funds are classified into the
governmental and proprietary categories. Each category, in turn, is divided into separate “fund
types.” Governmental funds are used to account for all or most of a government’s general
activities, including the collection and disbursement of earmarked monies (special revenue funds
such as the Recreation Fund), the acquisition or construction of general fixed assets except those
financed by Enterprise Funds (e.g., Capital Improvements Fund), and the servicing of general,
long-term debt (Debt Service Fund). The General Fund is used to account for activities of the
general government not accounted for in any other fund. Proprietary Funds (i.e., Enterprise
Funds, Internal Service Funds) are used to account for activities similar to those found in the
private sector. With an Enterprise Fund, the intent of the governing body is that the costs of
providing goods or services to the general public on a continuing basis be financed or recovered
primarily through user charges. An Internal Service Fund is established to account for operations
that provide services to other departments or agencies on a cost-reimbursement basis.

2. Fund Balance/Net Asset Policy

The purpose of this policy is to establish the principles and parameters to which a Fund Balance
target will be defined at the beginning of each budget period. This policy is established to
provide financial stability, cash flow for operation, and the assurance that the District will be
able to respond to emergencies with fiscal strength. In the event that unexpected situations may
cause the District to fall below the minimum level, certain steps will be followed to correct the
deficiency, as outlined in the section below “Minimum Target Balances”.

Definitions: Government Funds- are used to account for all or most of the District’s general
activities, including the collection and disbursement of earmarked monies (special revenue
funds), the acquisition or construction of general capital assets (capital projects
funds/department), and the servicing of long-term debt (debt service funds). The General Fund is
used to account for all activities of the District not accounted for in some other Fund.

Fund Balance- the difference between assets and liabilities in a Governmental Fund.

Net Assets -the amount remaining after subtracting total liabilities from total assets for
Enterprise Funds. For reserve purposes the golf fund "fund balance/reserve" will be calculated as
current assets minus accounts payable, accrued interest payable and accrued payroll

Operating Expenditures-total expenditures minus capital and debt service.



Governmental Funds - Fund Balance will be composed of three primary categories:

1.

Nonspendable Fund Balance -the portion of a Governmental Fund's net assets that are not
available to be spent, whether short or long-term, in either form or through legal restrictions
(inventories, prepaid items, land held for resale and endowments).

Restricted Fund Balance-the portion of a Governmental Fund's net asset that is subject to
external enforceable legal restricts, (grants, debt proceeds, tax levies).

Unrestricted Fund Balance - (three categories)

a. Committed Fund Balance - amounts constrained to specific purposes by a
government itself, using its highest level of decision-makingauthority; to be
reported as committed, amounts cannot be used for any other purpose unless the
government takes the same highest-level action to remove or change the
constraint.

b. Assigned fund balance - amounts a government intends to use for a specific
purpose; intent can be expressed by the governing body or by an official or body to
which the governing body delegates the authority.

c. Unassigned Fund Balance - available expendable resources that are not the

object of a tentative management plan.

Proprietary Funds- Proprietary funds include enterprise and internal service funds. The net
assets will be composed of three primary categories:

1) Invested in Capital Assets, Net of Related Debt - portion of a proprietary fund's net

2)

3)

assets that reflects the fund's net investment in capital assets less any amount of
outstanding debt related to the purchase/acquisition of said capital assets. Related debt, for
this purpose, includes the outstanding balances of any bonds, mortgages, notes, or other
borrowings that are attributable to the acquisition, construction, or improvement of
capital assets of the Government.

Restricted Net Assets - portion of a proprietary fund's net assets that are subject to
external enforceable legal restrictions (e.g., grantor, contributor and bond covenants).

Unrestricted Net Assets - portion of a proprietary fund's net assets that is neither
restricted nor invested in capital assets (net of related debt).

Guiding Parameters: It is the District's philosophy to support long-term financial

strategies, where fiscal sustainability is its first priority, while also building funds for
future growth. It is essential to maintain adequate levels of fund balance to mitigate
current and future risks and to ensure stable tax rates. Credit rating agencies carefully
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monitor levels of fund balance to evaluate the District's credit worthiness.

The following parameters will be used as part of the budget process to establish targets for
the following funds:

General Fund-the unrestricted fund balance target should represent six months of operating
expenditures (total expenditures minus capital department}. Balances above the six month
target may be transferred to the capital projects department.

Capital Projects Department - capital projects are funded through the capital projects
department in the General Fund. Amounts set aside for capital will be considered restricted,
committed or assigned depending on the intended source/use of the funds within the General
Fund balance.

Recreation Fund - the unrestricted fund balance target should represent six months of
operating expenditures. Any funds in excess of the target will be used to fund future
recreation needs.

Special Recreation Fund - no target is established for this fund. All amounts levied are
transferred to the Western Suburban Special Recreation Association (WSSRA} to provide for
recreation or District capital improvements for our special needs population.

Debt Service Fund - no target is established for this fund. The District levies an annual
amount to pay annual debt principal and interest. All funds maintained in the fund are
restricted for the purpose of paying debt service.

Social Security, IMRF, Liability, Safety and Security and Audit Funds - these funds have
a targeted fund balance between three and six months of expenditures. These funds will be
monitored and the taxes levied to support them will be adjusted to ensure they operate within
the target range. It may take more than one levy cycle to ensure the funds are operating
within the proper range.

IV.  Flow Assumptions: Some projects (funds} are funded by a variety of resources,
including both restricted and unrestricted (committed, assigned and unassigned}.
When restricted funds exist, those funds are used first, then unrestricted. For
unrestricted funds, committed funds are used first, then assigned, then unassigned.

V. Authority/Reporting: Staff will prepare and include in the budget document a
schedule that shows the status of the District's balances compared to the Targets
outlined in this policy. The Executive Director of the Naperville Park District is given
authority within this policy to assign fund balance to specific projects/expenditures.
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VI.  Minimum Targets: Management will monitor the major revenue collections and the
amount of cash available by reviewing the monthly financial reports. During the year,
if revenue projections suggest that revenue will not meet expectations and the fund
target(s) will not be met by year-end, the Executive Director will take the following
actions to reach the goals established in the adopted budget:

« Review expenses with Directors,

« Reduce capital asset expenditures,

« Reduce operational expenditures, where appropriate, while maintaining the
adopted budget goals,

« Present to the Board of Park Commissioners other expenditure control
options, including those that might modify the goals established in the
adopted budget.

VII. Exceptions to the Policy If the Board of Park Commissioners adopts a budget that
does not meet the parameters of this policy, then the budget will include a plan for
adhering to this Policy within a five-year period.

G. Audits and Internal Controls

1. Annual Audit

The Board shall conduct an annual audit using an independent auditing firm. The Board’s policy
is for full disclosure of pertinent financial reports. The District’s accounting procedures shall
conform to all applicable standards, including accepted principles and standards of the
Governmental Financial Officers Association, the National Committee on Government
Accounting, and the Governmental Accounting Standards Board.

2. Internal Controls

Example #1

The Finance and Human Resources Department conducts audits of all District cash register
drawers and petty cash locations at least annually. Finance staff review the counting of cash and
reconciling to current daily reports and ensures that existing procedures are occurring. The audit
results are submitted to management and to the District’s independent audit firm.

H. Financial Records and Transparency

Each bank and/or investment account will be balanced on a monthly basis. Records shall be
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retained in accordance with the Park District’s records destruction schedule approved by the
State Archivist.

I. Annual Treasurers Report

The Treasurer or designee shall prepare a report for the Treasurer at the end of each fiscal year
showing:

a) The amount and source of all revenues, giving items, particulars and details;

b) All monies disbursed, where the total amount paid during the fiscal year exceeds $2,500
in the aggregate, including the name of each individual to whom the monies were
disbursed, and the amount paid to each person;

c) All monies paid out as compensation for personal services, giving the name of each
individual to whom paid by listing each employee, as required by the Illinois Park
District Code;

d) A summary statement of operations for all funds and account groups, as excerpted from
the annual financial report filed with the State Comptroller.

Such statement shall be subscribed and sworn to by the Treasurer. Within six months after the
close of the fiscal year, such statement shall be filed in the Office of the County Clerk. The
Treasurer must subscribe and swear to the report and file it with the County Clerk in which
he/she resides within six (6) months after the end of the fiscal year.

J. Investment Policy

Scope of Investment Policy: This investment policy applies to the investment activities of all
funds of the Park District. All financial assets shall be administered in accordance with the
provisions of this policy.

Objectives of Investment Policy: The purpose of this policy is to establish investment
guidelines for Park District officials who are responsible for safekeeping of public funds.

(a) The District’s investment portfolio shall be managed in a manner to avoid any transaction
that might impair public confidence in the District. Investments shall be made with
judgment and care, not for speculations but for investment, considering the probable
safety of the principal as well as the probable income to be derived.

(b) Safety of principal is the foremost objective of the Investment Policy of the Park District.
Each transaction shall first ensure that principal losses, whether through defaults or
erosion of value via fluctuations in market prices, are avoided.

(c) The District’s investment portfolio shall remain sufficiently liquid to enable the District
to meet present and anticipated cash flow requirements.

(d) The investment portfolio should be designed with the objective of maximizing return
while securing both safety and liquidity.

Responsibility for the Investment Program: Responsibility for the investment program will be

delegated to the Executive Director and the Director of Finance and Administration. No person,
unless authorized by the Executive Director and the Director of Finance and Administration,
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shall make investment transactions on behalf of the Park District. The Executive Director and the
Director of Finance and Administration shall be responsible for all investment transactions
undertaken and shall establish a system of internal controls to regulate the activities in the
portfolio.

Investment Selection: While striving to achieve the objective of this Investment Policy, and
limited by the State statutes, the Park District has approved the following for investment of
public funds:

(a) Bonds

(b) Notes

(c) Treasury bills

(d) Other securities which are guaranteed by the full faith and credit of the United States of
America

(e) Interest-bearing savings and money-market accounts

(f) Interest-bearing certificates of deposit.

(g) Interest-bearing time deposits constituting direct obligations of any bank as defined by
the Illinois Banking Act and insured by the Federal Deposit Insurance Corporation All
investments must be denominated in U.S. Dollars.

Collateral: The Park District may require that funds on deposit in excess of insured limits be
secured by a form of collateral. The District will accept any of the following assets as collateral:

(a) U.S. Government Securities

(b) Obligations of Federal Agencies

(c) Obligations of the State of Illinois

(d) General Obligation Municipal Bonds rated “A” or better issued by a governing body in
the State of Illinois The amount of collateral provided shall not be less than 110 percent
of the fair market value of the net amount of District funds on deposit at each financial
institution. Pledged collateral shall be held by the Park District, the Federal Reserve or
kept in a safekeeping account by a third party and evidenced by a safekeeping receipt.
Said collateral must be in the name of the Park District.

Financial Institutions: With respect to bank accounts maintained at financial institutions, it
shall be the policy that the Park District will not maintain funds on deposit in any financial
institutions that is not a member of the F.D.1.C.

Maturity: The maximum maturity of individual securities will be three (3) years from the
settlement date. The maximum weighted average maturity of the portfolio will not exceed
eighteen (18) months.

Credit Quality: At the time of purchase, all issues with short-term ratings must be rated at least
P-1, A-1 or F-1 by one of three rating agencies: Moody’s, Standard & Poor’s or Fitch. All issues
with long-term ratings must have at least one rating that is at least A-2 by Moody’s or A by
Standard & Poor’s or Fitch. For split-rated securities, the lowest rating shall prevail. The
Investment Manager shall notify the District if any security held in the portfolio is downgraded
below the minimum rating set forth in this policy and shall advise the District as to a
recommended course of action.

Diversification: Single issuers are limited to 5% of the total market value of the portfolio.
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Obligations of the US Treasury, US Agencies, tri-party repurchase agreements and money
market mutual funds are exempted from this diversification limit. Investment in corporate debt
obligations shall not exceed 50% of the total market value of the portfolio.

K. Deposits and Disbursement of Funds
1. Deposits, and Designation of Depositories

The District is a public agency as defined by the Public Funds Investment Act (30 ILCS 235/1).
Public funds are defined as current operating funds, special funds, interest and sinking funds, and
funds of any kind or character belonging to or in the custody of any public agency. Employees
whose job descriptions require the acceptance of cash, checks, and credit card information from
customers are trained on the handling of those items (e.g., process registrations, memberships,
and rentals). Each location has documented procedures that are specific to that location and can
be found in the procedure manuals in those areas. The procedures outline which forms of
payment are allowed, how payments must be entered into District software programs, batching
out steps at the end of the shift/day, completion of bank deposit slips, and the reporting of this
information to supervisory and finance staff. The deposit of public funds is further directed by
the Public Funds Deposit Act (30 ILCS 225/0.01) as being required to be made within two (2)
working days. Deposits of cash and checks for all facilities will be made in compliance with
these provisions. Cash and checks in excess of opening cash bank at the end of every shift must
be held in a safe or other locked cabinet/drawer (if a safe is not available at that site) until the
deposit can be made.

2. Disbursements

The District disburses checks for accounts payable, payroll, and petty cash. Payroll and Accounts
Payable checks are issued with the signature of the commissioners. Petty cash checks are issued
with the signature of the Assistant Treasurer. Authorization is granted by the Board to use
facsimile stamps for signatures following the District’s protocol of separation of duties.

For the purpose of operating parks and recreation services, the Board authorizes District staff to
use procurement processes or procedures consistent with standard banking practices and state
and federal rules and regulations. Approved procurement processes include the use of petty Cash
(revolving cash fund), Purchase Orders, Voucher Requests, Credit Cards, Procurement Cards
(referred to herein as P-card), and by electronic payments commonly known as ACH’s, EFT’s,
or wire transfer.

Customer refunds that were originally paid by credit card are processed through the registration
software at Park District facilities by employees authorized and trained according to District
policy. Customer payments made by cash or check and processed through the registration
system will be refunded by registration staff processing the refund in the registration system. On
a weekly basis, the Finance and Human Resources Department will import the refund data into
the financial software to process an Accounts Payable check. The Voucher List itemizes the
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vendor name, amount, and description of services provided and is used for check payments to
vendors. The Non-Accounts Payable Disbursements of Funds lists the type of payment, payee
name, amount and reason for payment and is used for non-check payments such as wire transfer
to pay District debt service and internal bank transfers.

Prompt Payment

It will be the policy of the Board that all purchases will be paid promptly as provided by the
Local Government Prompt Payment Act. A written list of Paid Accounts Payable expenditures
made including electronic payments will be submitted to the Board at each regular monthly
meeting. Such a list will set forth the name of the payee, the amount paid, the goods or services
received by the District in consideration for such amount, and the account to which such amount
will be charged. This list will be received, reviewed and approved by the Board.

. Wire Transfers and ACH Origination

Wire transfers can be made to facilitate quick deposits of funds into an account or to move funds
from one institution to another in lieu of a check. Wire transfers may be made to expedite the
movements of funds, to avoid penalties, late charges, and overdraws and to maximize interest on
excess funds.

L. Cash and Inventory

Petty Cash

The petty cash fund is a fund established for a designated amount from which payments and/or
reimbursements for small, incidental dollar expenses may be made. At all times, the cash on
hand plus the dollar amount of expenses supported by paid receipts should equal the designated
amount of the petty cash fund. The petty cash fund should not be used as a method to bypass the
District’s purchasing policy and procedures. Cash advances are inherently risky and should be
minimized. All petty cash disbursements are charged to the appropriate expense account. Staff
must attach receipts to the Petty Cash Reimbursement Form, which is retained by the Finance
and Human Resources Department. All expenditures should conform within the District’s
expenditure guidelines.

The Superintendent of Finance or designee is responsible for administration of petty cash funds.
The reimbursement request must be supported by proper receipts. The following types of receipts
are acceptable:
(a) Original, numbered receipts with the company name and address imprinted thereon,
which includes an itemized listing or description of items purchased,
(b) Copies of receipts mentioned above are acceptable but must be certified by the
department head as a valid receipt, which has not been previously reimbursed;
(c) Numbered or non-numbered receipts that do not have a company’s or individual’s name
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imprinted thereon, provided name and address of individual or company is included by
person seeking reimbursement;

(d) COD charge lists are acceptable only if they are marked paid and signed by the individual
delivering the items, or stamped paid with a company stamp and signed by the individual
delivering the items;

(e) Register tape from cash registers that have the company’s name and date of purchase at
the top of the tape, and all items are circled and described by an individual seeking
reimbursement;

Hand-written paper receipts which contain a full name, address and telephone number of person
from whom purchased, and is signed by this person (provided they are verified by the department
head, and a full description is made as to why no other type of receipt mentioned above can be

obtained). The petty cash fund should be replenished by the custodian on a quarterly basis. The
fund must be replenished on or before the last day of the fiscal year no matter what the amount
of disbursements made. Requests for replenishment of petty cash funds should be made on a
check request by the fund custodian and submitted to Accounts Payable. The request is to be
accompanied by the receipts received during the accounting period. A check from the District
will be issued to the custodian of the fund. The check acts as reimbursement to the fund for
authorized disbursements of cash.

2. Inventory

The District shall conduct an inventory of merchandise sold at retail no less frequently than at the
close of the fiscal year. The inventory accounting used shall be the average cost method. The

responsibility for conducting the inventory is assigned to the Director of Finance or designated
representative.

M. Credit Cards

1. District Use of Credit Cards

(a) The credit cards and Purchasing Card or P-card is intended to streamline and simplify

the purchasing and payment processes. It is not intended to avoid, or bypass appropriate

purchasing policies. The P card will be issued in the employee’s name, as authorized

by the Executive Director. District employees must adhere to the following provisions:

e Credit cards and P cards may only be used for official District purposes.

e The District’s tax exemption must be honored on purchases in Illinois . Unless required
by law, sales tax paid on credit card or charge account purchases is the responsibility of
the employee and must be reimbursed to the District.

e Credit cards should be kept in a secured location and only carried when making
authorized District purchases.

e Receipts and approved requisitions or purchase orders must be submitted to the Finance
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and Human Resources Department with the monthly statement. The employee will fill
the payment voucher form which contains a description of the purchase and the
account number to record the purchase to.
e Cardholders must not allow unauthorized individuals to use the credit card.
e Credit card purchases must not exceed the cardholder’s credit limit to avoid service
charges.
e Credit card purchases must adhere to the District’s Employee Policy Manual: Business
Travel, which states that expenses, such as alcoholic beverages, are not allowable.
(b) Misuse of the credit card will be cause for immediate termination of the individual’s card or
account authorization and could result in disciplinary action or termination.
(c) Cancellation of Card: Cardholders or supervisor must return P-cards to the Finance
Director immediately upon request or upon termination of employment.

2. Payment Card Industry Compliance

It is the policy of the Park District to comply with the Payment Card Industry Data Security
Standards. The Park District uses data services for processing all payment cards for various
transactions throughout the park district. The following items are considered specific guidelines
associated with this policy and shall be assigned to corresponding procedures as developed:
(a) In order to minimize risk, only those data elements on the payment card that are needed
for district business should be stored.

(b) Access to payment cardholder data should be limited to district employees requiring such
information to complete assigned job tasks.

(c) Payment card data on an internet connected computer or processed through the internet,
should be protected through a secure network with periodic monitoring of its security.
Perform quarterly internal and external network vulnerability scans.

(d) Paper and electronic media that contain cardholder data should be physically secure.

(e) Payment card data on documents should be redacted, if feasible, when no longer needed
for district business. Documents with legible payment card data should be destroyed in
accordance with the Illinois Records Retention Act with appropriate security handling.

(f) Security awareness training should be provided for district employees involved in
payment card processing.

(g) The district should assure that its relationships with payment card service providers
comply with Payment Card Industry Data Security Standards (PCI-DSS).

(h) The Executive Director, Superintendent of Finance, and Administration should be
promptly notified of any information security breach.

N. Transfers and Insufficient Funds

1. Bad/Insufficient Funds Checks or Electronic Fund Payments
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Checks or Electronic Fund Payments returned by the bank and designated uncollectible are
processed using the following procedure to avoid confronting or embarrassing customers while
ensuring that the funds are collected.

(a) If'the check payment was originally processed through the registration system (excluding
Point of Sale (POS)), the Finance and Human Resources Department cancels the payment
in the registration system and notifies the appropriate department (Recreation, Facilities,
or Enterprise Services).

(b) The Department processes a returned check bank fee and contacts the customer for
payment.

(c) If the original payment was processed through the POS, the Finance and Human
Resources Department sends a collection letter to the issuer and charges a collection fee.

(d) The customer may use cash, or a credit card to satisfy this balance. The current amount
of the collection fee can be found in the most recently published version of the District’s
program guide. The customer’s account(s) in all of our records will be labeled as unable
to have further transactions with the District until the bad check is resolved.

(e) When the same party issues more than one bad check within a twelve month period, the
customer will be put on a cash or credit card basis only. Under all circumstances, a
customer may not have further business with the District until the bad check(s) is
resolved.

2. Outstanding Checks

Purpose: The purpose of the Park District Outstanding Check Policy is to insure accurate cash
reporting and management, and compliance with Illinois Revised Uniform Unclaimed Property
Act, 765 ILCS 1026.

Accounts Payable Checks: Any unclaimed property (vendor, or refund checks) will be
presumed abandoned per the timelines established in the Act, currently 3 years from issue.

Payroll Checks: Any unclaimed property (wages) will be presumed abandoned per the timelines
established in the Act, currently 1 year from issue.

Filing with State Treasurer: Yearly the District will file an annual report with the State
Treasurer, per the procedures in the Revised Uniform Unclaimed Property Act, 765 ILCS 1026.

O. Tax Exemption

1. Sales and Use Tax

As a unit of local government, the District is exempt from the payment of sales and use taxes.
Employees must present a copy of the sales tax exemption letter when making purchases on
behalf of the District. Unless required by law, the District will not pay or reimburse sales and use
taxes on goods purchased for the Park District. A copy of the exemption letter may be obtained
from either the employee’s supervisor, the Finance and Human Resources Department, or on the
District’s intranet site.



2. Real Estate

For real estate owned by the District, a petition must be filed for each parcel with the County
Board of Review requesting that the real estate be removed from the tax rolls and that no tax bills
be issued in the future. Annually thereafter and prior to January 31, the District must reaffirm
that the property remains exempt from real estate taxes.

P. Purchasing and Bidding Policies and Procedures
1. Competitive Bidding Procedures

The Illinois Park District Code requires that all contracts for supplies, material or work involving
an expenditure in excess of $30,000 shall be awarded to the lowest responsible bidder, after due
advertisement. In selecting the lowest responsible bidder, the District shall consider conformity
with specifications, terms of delivery, and serviceability (70 ILCS 1205/8-1(c)). The following
procedure must be followed when soliciting bids:
(a) In a newspaper circulated in the District, the District publishes one public notice at least
two (2) weeks before the bid opening date excluding, Sundays and major holidays. An

advertisement may also be placed in publications which are circulated to those
organizations best qualified to provide the needed goods or services. The advertisement
should state the date, time, and place assigned for the public opening of bids; name and
brief description of project; time and location to pick-up plans; the fee for a copy of the
plans (if applicable); information regarding prevailing wage; and the address and phone
number to call for questions.

(b) Plans and specifications shall be prepared and made publicly available at least two weeks
prior to the bid opening. The time and place of the bid opening shall be included in the
bid documents. The District may charge a refundable or non-refundable fee for a copy of
the specifications and/or for mailing costs based on the size of the project.

(c) Instructions to bidders shall accompany each set of specifications issued indicating all
terms and conditions relative to the bid procedures, including submission of certification
requirements.

(d) The bid must be sealed by the bidder, labeled “sealed bid,” and include the name of the
project to be accepted on the envelope.

(e) To clarify the specifications and respond to prospective bidders’ inquiries, the District
can hold a pre-bid or pre-proposal conference prior to the opening of bids at which
attendance by potential bidders may be mandatory.

(f) Any addendum or amendment to a contract must be distributed to all prospective bidders
that have been sent or requested bid documents. An addendum/amendment is a change,
addition, alternation, correction, or revision to the bid documents.

(g) Bid proposals received prior to the bid opening deadline must remain sealed until the



public bid opening.
Exceptions to the Competitive Bidding Process: As specified in the Illinois Park Code (70
ILCS 1205/8-1(c)), the bidding provisions listed (a) through (g) do not apply to the following:

(a) The services of individuals possessing a high degree of professional skill where the
ability or fitness of the individual plays an important part;

(b) The printing of Finance Committee reports;

(c) The printing or engraving of bonds, tax warrants, and other evidences of indebtedness;

(d) The purchase of magazines, books, periodicals, pamphlets, and reports;

(e) Emergency acquisition of services or personal property provided such expenditures are
approved by three-fourths of the members of the Board;

(f) contracts for utility services such as water, light, heat, telephone or telegraph, contracts
for fuel (such as diesel, gasoline, oil, aviation, or propane), lubricants, or other petroleum
products,

(g) The use, purchase, delivery, movement, or installation of data processing equipment,
software, or services;

(h) The use, purchase, delivery, movement, or installation of duplicating machines and
supplies;

() The procurement of goods or services from another governmental agency;

() The procurement of equipment previously owned by some entity other than the District;
and

2. Purchasing Policies and Procedures

Introduction-The purpose of this policy is to provide procedures for soliciting, processing, and awarding
bids, proposals, and quotations. These guidelines are for purchases of equipment, supplies, materials, and
services for the operational requirements of the Park District and are created to ensure competitive and
unbiased selection of qualified and cost-effective vendors and suppliers. This policy applies to all Park
District purchases and any additional purchase procedures that may be required for capital improvements.
Purchasing decisions generally involve the Director, Superintendents, other authorized

employees, and the Board of Commissioners. Generally, the Director or appropriate
Superintendent will review the purchases to confirm that they are in compliance with Park
District's fiscal and budgetary parameters. The Park District's legal counsel will also review all
legal documents. In addition, the Director will review purchases to confirm that they are
consistent with the goals and objectives that will be accomplished through the purchase. This
information is also referenced in the Financial Policies and Procedures manual.

Purchasing Procedures-In general, Park District purchasing procedures for operational
purposes is a cooperative effort involving the input and assistance of the Board of
Commissioners, the Director, Superintendent and other authorized Park District employees.
Although the Director will administer and coordinate Park District purchasing procedures, the
Director may delegate authority to other Park District officers or employees regarding specific
purchasing decisions. The Board of Commissioners has the duty to maintain responsible
purchase practices Park District-wide.
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The Director will work with the Board of Commissioners and staff members to provide
assistance and direction, and to answer questions regarding Park District-wide purchasing
procedures. In reviewing and approved purchases, the Director will focus on compliance with
fiscal issues, applicable laws, accounting procedures, and the approved budget.

Methods of Purchase Procurement

1. Written Quotations: a written response by a vendor to a Park District inquiry on a specific
product or service

2. Requests for Proposals (RFPs): a Park District created outline of a specific Park District
service or need. The vendor proposes a way to meet the Park District defined service or need
and outlines the costs associated with the proposal. A proposal may, at the discretion of the
Park District, be subject to further negotiations, modifications and rejections until the Park
District accepts the proposal.

3. Bids: a written response to a vendor to a Park District created list of specified products or
services.

Methods of Purchase Procurement
1. Preference for Economical Purchasing
Where a competitive market exists for a particular purchase, the Park District shall endeavor
to select the vendor with the lowest responsible bid, proposal or quote, as the case may be,
for goods and services.

2. Preference for Local Vendors
Purchase recommendations are to be made using vendors located within the corporate limits
of the Park District where two or more bids, quotes or proposals are substantially equal in
quality, other material elements and price.

3. Product Specifications Based on Function
Product designation or specification must be reasonably related to the function or purpose
to be served by the item selected. Specifications shall not limit the selection to a particular
brand or vendor, either expressly or by effect, or exclude the use of recycled materials,
unless required to serve a particular need or objective. When a brand is used as a reference,
such as compatibility, the phrase "or equivalent" will be included in the specifications.

4. Standardized Forms
The Director or designee may develop and periodically update forms and materials for use
in Park District-wide purchasing, including bidding and RFP checklists, documents, as well
as electronic documents that will be stored on the Park District's computer network. The
primary form that will be used to facilitate purchases will be the purchase order request
form.

5. Fiscal Review and Recommendations
The Director will review purchase orders and Board action items prior to submission for
final approval for compliance with the Park District purchasing policy, grant requirements,
budget considerations and accounting procedures. The Park District's attorney will review all
legal documents prior to submission to the Board of Commissioners. The Director may
request additional information and offer suggestions and modifications related to any
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purchase to ensure that the purchase complies with all the above. The Director has the
authority to reject any proposed purchase that he/she determines is not in conformance with
this directive, applicable laws, grant requirements, or approved budgetary limits.

Purchase Justifications

The Director or his/her designee will provide purchase justifications for any purchase in
excess of $10,000.00. A "purchase justification" is defined as a description of the purchase,
including budget information, a description of the material or service sought, information
regarding any bids or proposals and the basis for the recommended vendor or product. The
form of justification will depend on the level of approval needed.

Approval Process

The approval of the Park District's Board of Commissioners must be given for any purchase
0f $29,999.99 or more. The Park District's Board of Commissioners must approve any
change order that would cause the total cost of a purchase contract to exceed 105% of the
original contract. The Director or his/her designee will coordinate presentation of such
purchasing matters to the Board of Commissioners in conjunction with meetings of the
Board of Commissioners.

Approval Limits/Authorization Levels

Superintendents are authorized to purchase a singular item (or group of items) or service of
up to $10,000.00 without pre-approval for Park District needs unless the Director has granted
additional expense authority for various maintenance, upkeep or operational expenditures.
Supervisors are authorized to purchase a singular item (or group of items) or service of up to
$4,000.00 without pre-approval for District needs unless the Director has granted additional
expense authority for various maintenance, upkeep or operational expenditures.

Full Time Staff are authorized to purchase a singular item (or group of items) or service for
their area of up to $4,000.00 without pre- approval as long as the purchase is assigned to
their designated budget line. Expenses exceeding

$4,000.00 must be approved by the Director, or designee, through a Purchase Order Request
or Payment Voucher Form.

The Director authorizes purchases up to and not exceeding $29,999.99. The Director is
further authorized to exceed $29,999.99 in the case of immediate concern for public health,
safety, or welfare and when required to maintain the operational integrity of the Park
District.

After the purchase is completed, a receipt and/or invoices and a completed payment voucher
form shall be completed and handed to the Park District's Superintendent of Finance and HR.

Standard Competitive Purchasing

1.

Generally

Except as otherwise provided by law, the Board of Commissioners of the Park District
maintains the sole discretion to determine whether purchases will be subject to a formal
competitive bidding process.

Purchasing Assistance

The Director and his/her designee will provide administrative support when requested by the
area or operating areas for obtaining quotes, preparing and/or reviewing bids and requests for
proposals (RFPs), arranging for appropriate advertising, conducting pre-bid conferences, and
bid openings.
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3. Bids
The Park District recognizes the value of the public bidding process. When and if the Board
of Commissioners determines that it is necessary or advantageous for the Park District to
engage in a competitive bidding process for the purchase of goods or services, the Board of
Commissioners shall ensure that all necessary legal bidding requirements are complied with,
including adhering to written specifications, advertising, and awarding bids to the lowest
responsible bidder as defined by Illinois law.

Mandatory Competitive Purchasing
1. Generally
Except as otherwise required by law, the Board of Commissioners shall engage in a
competitive bidding process that complies with Section 8-1(c) of the Illinois Park District
Code (70 ILCS 1205/8-1(c)) for all contracts for supplies, materials, or work involving an
expenditure in excess of $30,000.

2. Notice Requirement
The Park District shall publish a newspaper notice for all proposals to award contracts
subject to mandatory competitive bidding at least 10 days, excluding Sundays and legal
holidays, in advance of the date announced for receiving bids. The notice shall describe the
proposed contract and shall identify the date, time and place assigned for the opening of bids.
The notice shall state that the Park District reserves the right to reject any and all bids.

3. Contract Specifications
Prior to advertising for proposals, the Board shall establish specifications, terms of delivery,
quality and serviceability requirements for the supplies, materials or work being sought. The
Board is not required to accept a bid that does not meet its specifications, terms of delivery,
quality and serviceability requirements.

4. Exceptions to Competitive Bidding
The Board shall not be required to engage in competitive bidding for the following:
i.  The purchase of personal property, supplies and services jointly with one or more
other governmental units, as provided for under the Illinois Governmental Joint
Purchasing Act (30 ILCS 525/0.01 et seq.).
ii. Contracts for emergency expenditures, when the emergency expenditure is approved
by a vote of at least three-fourths of the Board; and
iii. Contracts which, by their nature, are not adapted to award by competitive bidding,
including, but not limited to:

a. Contracts for the services of individuals possessing a high degree of professional
skill where the ability or fitness of the individual plays an important part;

b. Contracts for the printing of finance committee reports and departmental reports;

c. Contracts for the printing or engraving of bonds, tax warrants and other evidences
of indebtedness.

d. Contracts for the maintenance or servicing of, or provision of repair parts for,
equipment which are made with the manufacturer or authorized service agent of
that equipment where the provision of parts, maintenance, or servicing can best be
performed by the manufacturer or authorized service agent, or which involve
proprietary parts or technology not otherwise available.
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e. Purchases and contracts for the use, purchase, delivery, movement, installation of

data processing equipment, software, or services and telecommunications and

interconnect equipment, software, and services;

Contracts for duplicating machines and supplies;

Contracts for utility services such as water, light, heat, telephone, or telegraph;

Contracts for goods or services procured from another governmental agency;

Purchases of equipment previously owned by some entity other than the Park

District itself;

j- Contracts for goods or services which are economically procurable from only one
source;

k. Contracts for the purchase of magazines, books, periodicals, pamphlets, and
reports; and

I.  All other contracts which, by their nature, are not adapted to award by
competitive bidding.

—Ta

Ineligibility

1. Ineligibility due to a conviction. No Business shall be eligible to do business with the Park
District if the Business or controlling person of such Business has ever been convicted, under
parole or under any other non-custodial supervision resulting from a conviction in a court of
any jurisdiction for the commission of a felony of any kind, or of a criminal offense of
whatever degree, involving;

a. bribery or attempted bribery, or its equivalent under any local, state or federal law, of any
public officer or government employee; or

b. theft, fraud, forgery, perjury, dishonesty or deceit, or attempted theft, fraud, forgery,
perjury, dishonestly or deceit, or its equivalent under any local, state of federal law,
against any government agency; or

C. conspiring to engage in any of the acts set forth in items (a) or (b) of this subsection.

2. Ineligibility due to filing of charges or indictment. No Business shall be eligible to do
business with the Park District if the Business or controlling person of such Business is
charged with or indicted for any felony or criminal offence set forth in items (a) through (c),
inclusive, of subsection (1) of this section. Such ineligibility shall remain in effect until final
adjudication is made with respect to such felony or criminal offense.

3. Successor business entities. Notwithstanding anything to the contrary in the section, if a
Business seeking to do business with the Park District ("the applicant entity") acquires or is
merged with a Business that is ineligible under this section to do business with the Park
District ("prohibited entity") such applicant entity shall be eligible to do business with the
Park District if all of the following apply:

a. no controlling person or agent of such applicant entity has made an admission of guilt or
been convicted, charged or indicted for any of the criminal conduct forming the basis of
the prohibited entity's ineligibility to do business with the Park District; and

b. no person who was a controlling person of the prohibited entity at the time such criminal
conduct occurred is a controlling person of the applicant entity; and

c. all other eligibility requirements of this section have been met by the applicant entity and
all controlling persons thereof.

Credit Card Purchasing
Park District credit cards are maintained to allow for limited, specific purchase situations
where providing a credit card to a vendor speeds, or otherwise facilitates the purchase. The
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Park District will allow the Director and other authorized members to make purchases using
Park District credit cards or through "charge" accounts only on a limited basis.

1. All credit card purchases are subject to the same approval limits as other purchases. These
purchases are capped at the staffs credit limit based on hierarchy:

a. Superintendents are authorized to purchase a singular item (or group of items)
or service of up to $10,000.00 without pre-approval for Park District needs
unless the Director has granted additional expense authority for various
maintenance, upkeep, or operational expenditures. Credit card limit is $5,000.

b. Supervisors are authorized to purchase a singular item (or group of items) or
service of up to $4,000.00 without pre-approval for District needs unless the
Director has granted additional expense authority for various maintenance,
upkeep or operational expenditures. Credit card limit is $5,000.

c. Full Time Staff are authorized to purchase a singular item (or group of items)
or service for their area of up to $4,000.00 without pre- approval as long as the
purchase is assigned to their designated budget line. Expenses exceeding
$4,000.00 must be approved by the Director, or designee, through a Purchase
Order Request or Payment Voucher Form. Credit card limit is $5,000.

d. The Director authorizes purchases up to and not exceeding $29,999.99. The
Director is further authorized to exceed $29,999.99 in the case of immediate
concern for public health, safety or welfare and when required to maintain the
operational integrity of the Park District. by employees other than the Director
must be verbally authorized in advance by the Director or his/her designee. All
proposed purchases by the Director in an amount of $29,999.99 or greater shall
be preauthorized by the Board of Commissioners. Credit card limit is $8,000.

2. After the purchase is completed, a receipt and/or invoices and a completed payment voucher
form shall be completed and turned into the Park District's Superintendent of Finance and HR.

3. Park District employees shall not utilize the Park District credit card for personal purchases,
whether reimbursable or not.

3. Change Orders

For construction projects with a budget under $30,000, staff may approve change orders up to
$24,999.99. Change orders that bring the total contract amount above $29,999.99 must be
authorized by the board. For major construction projects with a construction budget greater than
$30,000, change orders complying with the following procedure are authorized: The total of
change orders authorized by staff under this procedure cannot exceed the contingency line
amount for a project. The contingency line will be that as recommended by design professionals
and approved by the Board for a project or maybe up to fifteen percent (15%) of the project
budget for projects that do not employ design professionals. Board approval is required for
revision of the contingency line amount or of the construction budget for a project.
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4. Bid Bonds and Performance Bonds

Bid Bonds: As part of the bidding process, the District can require the bidder to provide a bid
bond for 5% to 10% of the bid. The Bid Bond, if required, is due as part of a bidder’s sealed bid
and is released upon the receipt of the Performance Bond and a Labor & Material Payment Bond
if the bidder is awarded the contract, or if a bidder is not awarded the contract, after the bid
opening. The bond is a guarantee that a bidder will enter into a contract if the bid response
submitted by the bidder is accepted.

Labor and Material Payment Bond and Performance Bond: The Public Construction Bond
Act states that districts entering into contracts for public works require that every contractor
furnish a performance bond with “good and sufficient sureties” conditioned upon the completion
of the contract and payment for labor and materials bond used in the work (30 ILCS 550/1, et
seq). The amount of the bond should be 100% of the contract. Under certain circumstances, the
statute allows for a letter of credit for contracts less than $100,000 in an appropriate form of
payment instead of a bond. The Performance Bond is retained until the end of the guarantee
period as specified in the bid documents. The Bond protects the District from loss due to the
bidder’s inability or refusal to complete the contract as agreed. Failure to supply required bonds
within ten (10) days after the bid acceptance or within such extended period as the District may
grant shall constitute a default, and the District may award the contract to the next responsible
bidder or elect to re-advertise for bids. A defaulting bidder may be deemed liable for the
difference between the bid originally accepted and that amount for which an award is
subsequently executed. Before taking any adverse action against a contractor, the District will
review the specific terms of the bonds it received to ensure that the notice requirements and any
other requirements of the bonds are met. Although notice may be filed, the surety company may
not be sued until the expiration of the 120 days after the date of the last work or materials were
provided, unless the District and the contractor have entered into a final settlement prior to the
expiration of the 120-day period (30 ILCS 550/1, et seq).

5. Professional Services

Authority is given to contract for professional services for the services of individuals possessing
a high degree of professional skill where the ability or fitness of the individual plays an
important part as follows:
(a) Professional service fees, budgeted, of up to $24,999.99 may be authorized by the
Director.
(b) Professional service fees of up to $4,999.99 may be authorized by the Project Manager.
(c) Professional service fees, unbudgeted, between $5,000.00 and $9,999.99 may be
authorized by the Director, or Department Head.
(d) Professional service fees, unbudgeted, between $9,999.99 and $24,999.99 may be
authorized jointly by the Director and the President of the Board, or in the absence of the
President by the Vice President. The Board must be notified at the next scheduled
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meeting of any such obligation.

(e) Professional service fees of more than $24,999.99 must be authorized by the Board.

(f) Staff-authorized contracts: additional services that bring the total contract amount above
$24,999.99 must be authorized by the board.

(g) Board-authorized contracts: The total of additional services authorized by staff cannot
exceed the contingency line amount for a contract. The contingency line will be that as
recommended by staff and approved by the Board for a project, up to fifteen percent
(15%), or as assigned by staff. Board approval is required for revision of the contingency
line amount.

(h) For federally funded projects administered through the Illinois Department of
Transportation, the district will use the Qualifications Based Selection Policy for
professional services

(i) For contracts for architectural, engineering, or land surveying services, the District will
comply with the Local Government Professional Services Selection Act, 50 ILCS
510/0.01 et seq.

Q. Insurance
1. Insurance Policies and Procedures

The District will obtain insurance it deems necessary and sufficient for the protection of the
District, and its properties, officers, and employees.

2. Fiduciary Bonding Insurance Coverage

The District shall obtain adequate insurance that provides protection against both internal and
external acts of fraud, dishonesty, and theft that may arise either from criminal intent or
negligence. The following minimum coverage is to be maintained by the District:
(a) Public Officials’ Errors and Omissions Liability Coverage - This coverage protects the
District and members of the Board from lawsuits arising out of decisions made by the
Board. It also covers the organization from civil suits that arise from the announcement
of statements or the distribution of documents to the public by either a Board member or
employee that are flagrantly in error or fraudulent in their content. It does not cover any
of the costs of a criminal defense that results in conviction.
(b) Blanket Bond Coverage - This protects the District against losses due to dishonest or
fraudulent acts by District employees.
(¢) Comprehensive Dishonesty, Disappearance, and Destruction Coverage - This coverage
protects the District from losses of money and securities resulting from robbery and theft.
This covers all District-controlled premises. It also covers losses from check forgeries.

R. Compensation Guidelines, Travel, and Withholding
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1.

Compensation Guidelines

It is the goal of the Park District to provide competitive wages and benefits to attract, recruit and
retain outstanding employees to its workforce. The following Compensation Policy will establish
the procedures by which this will be accomplished.
Annual Compensation Plan: Annually, staff will prepare, and the Board will approve, a
Compensation Plan (Plan). The Plan shall contain a listing of every full-time, part-time and
seasonal position, indicating the minimum and maximum salary ranges for each position. In
preparing the Plan, staff will conduct or participate in a survey of the surrounding communities
to provide comparable, market-based information on which to base its recommendation. Plan
wide increases or decreases may be considered based on economic changes indicated in the U.S.
Bureau of Labor Statistics local consumer price index (or other approved third-party metric).
Increases or decreases to the salary ranges of individual positions within the Plan shall be based
on documented changes revealed by the annual Survey.
Adoption and Publication of the Plan: The Compensation Plan will be adopted by Board
resolution and be included as an exhibit in the appendix of the adopted annual budget. Copies
will be made available to the public pursuant to the District’s procedure in connection with the
Freedom of Information Act.
Five-Year Review: Every five years, the entire Plan shall be reviewed by a qualified third-party
consultant.
Performance Evaluations: The Executive Director shall establish an annual evaluation system
intended to identify and rate the performance of District employees. Merit increases are tied to
satisfactory or above satisfactory performance.
Individual Pay within the Salary Ranges: Each employee’s individual training, experience and
job performance as measured by his/her evaluations will be the basis for establishing that
employee’s annual pay within the salary range of the position.
Payroll/Pension Taxes for Compensation: As a governmental body reliant upon tax revenue
for its operation, it is inappropriate for the District to compensate any employee in a manner that
requires the District to pay the individual’s portion of pension contributions, federal, state, or any
other payroll taxes. It is therefore, the policy of the District that for any payment of salary, bonus
or other compensation, the responsibility for payment of the employee share of any pension
contributions, payroll tax or charge will not be assumed by the District.
Pension Spiking: It is the policy of the District that the practice known as pension spiking shall
not be permitted for any of its employees. For the purposes of this policy, no salaried employee
shall receive a bonus or any special payment which when added to the employee’s base salary
would increase that employee’s total compensation for any tax year by more than 10% over the
maximum value for that employee’s position, as shown in the duly adopted Compensation Plan
for that year.

(a) Example: Compensation Plan Min Range Actual Max Range Max Comp. for Spiking

Test:
1. Position A
1. Min Range: 60,000
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ii. Actual: 68,500

ii1. Max Range: 70,000

iv. Max Comp. for Spiking Test: 77,000
Annual Independent Audit to Determine Pension Spiking Compliance: The District will
establish with its auditors an agreed upon procedure to confirm compliance with this policy. The
auditor’s finding will be included each year in the Comprehensive Annual Financial Report
(audit).
Employee Use of District and Private Vehicles: The District recognizes that certain employees
are required to travel by vehicles in the performance of their jobs. The District will provide
vehicles whenever possible for that purpose. If a District vehicle is not available at the time of
need, the employee may use his/her personal vehicle for travel, in which instance he will be
reimbursed pursuant to IRS guidelines and District procedures. In certain limited circumstances
where an employee’s job requires him/her to be available to report to work immediately, that
employee may be assigned a District vehicle and permitted to drive said vehicle to and from
work, in which case the IRS regulations for imputing taxable income shall apply. The sale of any
surplus District vehicle shall be approved by the Board of Commissioners at fair market value. In
lieu of the use of a District vehicle, the Board may authorize the payment of a monthly car
allowance to compensate the employee for the work-related use of his/her automobile.
At-Will and Contractual Employment: All of its employees serve the District on an at-will
basis with the exception of the Executive Director who will work under the terms of a negotiated
employment agreement with terms consistent with this Compensation Policy. Copies of such
agreement shall be available to the public pursuant to the District’s procedures in connection
with the Freedom of Information Act.
Disclosure: A Disclosure Form will be completed by each Park Board member that
acknowledges receipt for any employment contract or amendment that is entered into with the
Executive Director. This form will detail the pension implications to the compensation package
contained in the contract. Each Board member shall affirm on the Disclosure Form that they
received the completed form and that they fully understand pension implications that have been
set forth and in their capacity as a Commissioner, accept same.
IMRF Representative: Each year at the Board’s annual meeting, the Executive Director shall
disclose in writing to the Board, the name of the District IMRF’s representative. If the Board
enters into contract discussions with the IMRF agency representative regarding his/her position
with the District, including, but not limited to compensation or pension issues, then the IMRF
representative shall be suspended from acting in such capacity until such time as his employment
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situation is finalized. During such time, the Board shall appoint a temporary IMRF representative
to assume.

Food, Beverage and Travel Expenditures

Purpose: In accordance with the Local Government Travel Expense Control Act (Public Act
099-0604), the Park District will reimburse certain employee, commissioner, and officer travel,
meal, and lodging expenses incurred on behalf of the District. Reimbursement shall not be paid
for any expense which is not related to business and affairs of the District. Employees,
commissioners, and officers are expected to exercise the same care in incurring expenses for
official business as a prudent person would in spending personal funds.

Definitions: The following words, terms and phrases, shall have the meanings ascribed to them
in this section, except where the context clearly indicates a different meaning: "Entertainment"
includes, but is not limited to, shows, amusements, theaters, circuses, sporting events, or any
other place of public or private entertainment or amusement, unless ancillary to the purpose of
the program or event. "Travel" means any expenditure directly incident to official travel by
employees, commissioners, and officers of the Park District or by wards or charges of the Park
District involving reimbursement to travelers or direct payment to private agencies providing
transportation or related services.

Official Business for which Expenses May Be Reimbursed: Travel, meal, and lodging
expenses shall be reimbursed for employees, commissioners, and officers of the Park District
only for purposes of official business conducted on behalf of the Park District, which includes
but is not limited to offsite or out-of-town meetings and pre-approved seminars, conferences and
other educational events related to the employee’s, commissioner’s, or officer’s official duties.
No Park District employee, commissioner, or officer shall be reimbursed for any entertainment
expense unless such expense is ancillary to the purpose of the program or event.

Maximum Allowable Reimbursement for Expenses: Travel, meal, and lodging expenses
incurred by any employee in excess of $1,000.00 must be previously approved in an open
meeting by a majority roll-call vote of the Board of Commissioners. The maximum
reimbursement for use of a privately owned automobile for Park District employees,
commissioners, and officers will be the mileage rate determined by the most recently published
IRS Standard Mileage Rates for Business that has been approved by the Board at the time the
expense was incurred. When at all possible, District vehicles should be used. The maximum
reimbursement for airfare for employees, commissioners, and officers will be the lowest
available airfare that reasonably meets business travel needs. Park District employees shall use a
P-card to pay for airfare expenses. Only coach or economy tickets will be paid or reimbursed.
The Park District will also reimburse baggage fees up to one bag each way, if not already
included in the airfare. Employees, commissioners, and officers will be reimbursed up to a
standard single-room at locations convenient to the business activity. District employees shall
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use a P-card to pay for lodging expenses. Hotel/motel accommodations are to be reserved in
advance and secured at a moderate or conference rate. Reimbursement for lodging shall be
limited to the number of nights required to conduct the assigned District business. In the event of
a change in plans or a cancellation, the traveler must cancel the hotel/motel reservation so as not
to incur cancellation charges. Meal reimbursement shall not exceed the meal maximum amount
as set by the IRS guidelines noted in the Per Diem procedure. Meals provided by the conference
or seminar should be deducted from any per diem allowance, as and if applicable. Parking fees at
a hotel/motel will be reimbursed only with a receipt.

Approval of Expenses: The Board of Park District Commissioners must approve the following
reimbursements for travel, including meals or lodging, by a roll call vote at an open meeting:

(a) Any reimbursable expense of an employee that exceeds the maximum amount
appropriated and/or allowed.

(b) Any reimbursable expense to any officer or member of the Park District Board of
Commissioners.

Documentation of Expenses: Before any reimbursable expenses for travel, meals, or lodging
may be approved, the following minimum documentation must first be submitted, in writing,
using the Park District’s Travel, Meal, and Lodging Expense Reimbursement Form:

(a) An estimate of the cost of travel, meals or lodging if expenses have not been incurred or a
receipt of the cost of the travel, meals or lodging if the expenses have already been
incurred;

(b) The name of the individual who received or is requesting the travel, meal or lodging
expense;

(c) The job title or office of the individual who received or is requesting the travel, meal or
lodging expense; and

(d) The date or dates and nature of the official business in which the travel, meal or lodging
expense was or will be expended. All documents and information submitted under this
Section are public records subject to disclosure under the Freedom of Information Act, 5
ILCS 140/1.
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Travel, Meal, and Lodging Expense Reimbursement Form

Name of Official or Employee:

Title/Position of Official or Employees:

Name and Date of the Activity/Event:

Description of the purpose of the expense:

Reimbursement Expense (Estimated Costs or Actual Costs with receipts copy, if
applicable):

Mileage:

Meals:

Parking:

Hotel/Lodging:

Car rental:

Airfare:

Other Transportation (bus, train, taxi, shuttle, etc.):

Total Reimbursement:

LR R R R R TR R R SR SR R R R R R SR R R S R R R S SR R SR R R R T SR R R S R SR R R R R S R R R S R R R R R R SR SR R SR S R SR R R R R R R R L R SR R R R R S S S

Employee’s/ Commissioner’s Signature:

Date:

Finance Director’s Authorization:

Date:

Attach All Receipt Copies
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3. Non-Travel Expenditures

In limited circumstances, departments may provide food and non-alcoholic beverages with Park
District funds. Minimal food and beverage purchases, such as bagels and coffee, may be made
for meetings and trainings as approved by the department director. All food and beverage
expenditures must be paid using department budgeted funds. Examples of situations for which
District expenses may be used for food and beverages include, but are not limited to:

(a) Staff training sessions where it is not practical to disrupt the session for an offsite lunch
break. Staff training may be defined as development, leadership, or specialized training
essential to help staff acquire subject matter expertise in their functional areas.

(b) Non-regularly scheduled meetings, held during the lunch hour, where it is not practical to
go off-site for lunch to complete business, or meetings held during non-business hours
(i.e., early morning meetings, evening meetings, or weekends) where it is not practical or
may be disruptive to go offsite.

(c) Board meetings scheduled during a meal period where it would not be practical for the
Board of Commissioners and staff to go offsite.

(d) Recognition events, receptions, special events, and/or meetings where the District is
hosting individuals, groups, etc., and provide food and beverage services.

Departments may spend a maximum of $25 per employee per year for recognition events such as
picnics or luncheons. Purchase order/check request forms for food and beverage purchases must
include the following detail:

(a) reason for the food and/or beverage purchase (from the detail above);

(b) original itemized receipt for the purchase; and

(c) names of the individuals/employees for which the food and beverages were purchased.

4. Payroll Withholding

The collection of State and Federal income taxes levied against employee earnings by the
District is authorized and stipulated by both State and Federal law. The method of collection is
the withholding or deduction of the amount of the respective tax from the bi-weekly wage
payments to all employees. Funds withheld for State income tax purposes are forwarded to the
State of Illinois Department of Revenue with a completed Form IL-501. Additionally, Form IL-
941 is completed and submitted for each calendar quarter no later than the last day of the month
following the close of the preceding quarter. Federal income taxes withheld (Social Security and
Medicare) are deposited electronically within three (3) days of the payday, utilizing the Internal
Revenue Service’s Electronic Federal Tax Payment System. Form 941, the Employer’s Quarterly
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Federal Tax Return, shall be submitted for each calendar quarter no later than the last day of the
month following the close of the preceding quarter. W-2 forms for each employee must be
prepared, postmarked and mailed by January 31 for the calendar year ending at December 31 of
the preceding year. The W-3 form (compilation of the W-2 forms) shall be completed and filed
no later than February 28 for the calendar year ending at December 31 of the preceding year.

5. Illinois Municipal Retirement Fund

Employees expected to work at least 1,000 hours over a twelve (12) month period must enroll in
IMRF as required by State law. Employee contributions to IMRF are withheld from the wages
paid and deposited with IMRF along with the employer contribution on a monthly basis.
Annually, IMRF informs the District of the percentage of the employee wages required to be
collected and the employer contribution percentage for the upcoming year.

S. Gift Certificates and Gift Cards

Gift cards, regardless of the value, are considered cash equivalents by the Internal Revenue
Service (IRS) and are subject to tax reporting. Departments purchasing and distributing gift cards
are responsible for compliance with IRS regulations and District policies. For employees, the
value of gift cards are considered compensation, subject to tax and reportable on Form W-2. For
non-employees, the value of gift cards in the aggregate amount of $600 or more per year must be
reported on Form 1099-MISC. Guidelines for purchasing gift cards are as follows:
(a) Gift cards must have a value of $100 or less. Individual gift cards may not have a face
value greater than $100 without prior approval from the Executive Director.
(b) A gift card may be purchased for an event or part of an incentive program. For example,
a department may purchase a gift card/certificate as a prize or award. The receipt must
specify the purpose of the expense.
(c) Gift cards may be purchased as a thank you for a volunteer as long as the volunteer is not
a District employee or a contractor currently under contract.
(d) Gift cards should be purchased using the district’s p-cards. A copy of the receipt and
who the gift card is disbursed to must be listed in the description on the p-card payment
voucher.

Gift Card Terms and Conditions: Gift Cards are neither returnable nor refundable for cash.
IV. PARK AND FACILITY GUIDELINES AND PROCEDURES

A. Property
1. Land Acquisition

The Board may seek to acquire additional land for park purposes. Land acquisition may include a
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gift and bequest, purchase, dedication, exchange or transfer, and eminent domain or
condemnation. When reviewing a potential property acquisition, the Board and staff should
consider proposed development, cost of acquisition, expected maintenance costs and issues,
expected liability issues and impacts to neighboring property. Additionally, the following criteria
should be utilized when undergoing this review and determining the appropriateness of such
property. These are not meant to be absolute criteria, but rather a guide for Board and staff
review when considering each property acquisition based on its own merit.

(a) Proposed property uses will significantly enhance the District’s recreation and leisure
activities and amentities.

(b) Proposed property uses fit the present and future needs of the District.

(c) Property is adjacent to existing District-owned or leased land or other community open
space (e.g., schools, Forest Preserve, etc.), which will allow for the expansion of
recreation amenities and/or additional open space.

(d) Property is in an underserved area(s) of the District based on the District’s
Comprehensive Plan land acquisition priorities.

(e) Property provides a link(s) to existing and/or planned paths, trails, and/or parks.

(f) Property facilitates the protection of wildlife, unique vegetation, and/or the riparian
ecosystem.

(2) Funding is available to acquire, develop, and maintain the property and can be utilized
without negatively impacting the Board’s ability to meet its financial policies.

(h) Property has sufficient public and utility access.

(1) Iflying in the flood plain or serving as detention basins, property must have significant
recreation opportunities.

(j) The District must undergo a land acquisition environmental review before acquiring
property. The District’s Land Acquisition Environmental Review policy outlines the procedures
for conducting this assessment.

2. Due Diligence
a) Land Acquisition Environmental Review

The purpose of this policy is to outline the District’s procedures for conducting an environmental
assessment prior to acquiring real property. An environmental assessment will minimize the
potential liability of hazardous substances or other environmental cleanup costs and damages
associated with the acquisition of any real property. The procedures are intended to ensure that
the District determines, prior to real property acquisition, the likelihood of the presence and
extent of hazardous substances related and other environmental liability associated with real
property. Such determinations must be a consideration in any decision to acquire real property
and to assess the total actual or potential cost of or resulting from the acquisition for remediating
any identified hazardous substances or environmental damage.



b) Environmental Site Assessment

Phase 1 Survey: Prior to acquiring real property, the District must conduct a Phase I
Environmental Survey to determine whether there are any potential hazardous substances or
other environmental problems. The Survey should include an analysis of an environmental site to
determine the potential of, and extent of liability for hazardous substances or other
environmental remediation or injury. A hazardous substance means all CERCLA
(Comprehensive Environmental Response, Compensation, and Liability Act) listed substances,
petroleum products or their derivatives (including aviation fuel and motor oil), and
environmental problems include problems associated with environmental contamination,
whether or not involving hazardous substances. The Phase I Environmental Survey should
recognize existing environmental conditions and include information that is reasonably
ascertainable and complete in terms of technical accuracy and comprehensiveness.

Phase II and III Surveys: A Phase Il Environmental Survey may be necessary when the Phase I
Survey identifies a potential hazardous substance. The Phase II Survey must include sampling to
determine whether there is a presence or absence of hazardous substances in the potential sites
identified in the Phase I Survey. If the District decides to continue with the proposed acquisition
and a hazardous substance is present, a Phase Il Environmental Survey must be conducted and
include additional sampling and research to determine the extent of any hazardous substance and
the actual or potential cost for remediation. Recommended remediation must meet the
requirements and standards of applicable Federal and state laws applicable to hazardous
substance management or clean-up, and projected remediation or other clean-up costs must
include the actual or potential costs to the District for remediation or other environmental clean-
up, or other damages or costs associated with hazardous substance contamination of real
property. Lastly, all environmental surveys must be conducted by qualified individuals such as
an Environmental Contaminants Specialist or contractor approved by the District.

¢) Evaluation of Potential Property Acquisition after Environmental Assessment

If a hazardous substance or other environmental problems are found on property being
considered for acquisition, the Park Board and staff must weigh the environmental and/or public
benefits relative to the total cost of the acquisition including the following:

a. Fair market value;

b. Actual or potential remediation or other environmental clean-up costs; and

c. Any known or reasonable estimated monetary damages that could be associated with the
acquisition.

3. Sale of Real Property



The Board or its designee will periodically review all District-owned real estate and determine
the appropriate use of the property. The District shall evaluate the current use of, potential uses
of, estimated market value of, cost of maintaining, and benefits to the community at large of the
property when determining whether the property should be retained, leased, licensed, or disposed
of. The District's goal is to optimize the use, sale price, or revenue generated from District-
owned property.

Classification: Using the inventory, the Board or its designee shall classify the intended use of
all Park District-owned properties and shall categorize said properties as sell, retain for public
purpose, lease, license, or other. The Board or its designee may then choose to act on this
designation as described herein.

Board Declares Property Surplus: The Board shall declare a decision whether to sell or not
sell. The Board shall declare a decision whether to sell by Resolution. As part of the Resolution,
the Board may place conditions on the property sale. The District shall declare a decision
whether to not sell in a public meeting.

Sale of Real Estate: District-owned property may be sold by a negotiated sale with a developer
and/or licensed real estate broker, at the discretion of the Board.

Board Approval: Notice of the property sale shall be published as required by the Park District
Code and the final purchase price and contract shall be subject to approval by the Board. For the
sale of land which is three (3) acres or less, the District shall file a petition with the court and
follow the requirements of the Park Commissioners Land Sale Act, 70 ILCS 1235/1. For the sale
of land in excess of three (3) acres, the Park District shall conduct a referendum on the sale as
required by the Park District Code, 70 ILCS 1205/10-7, et seq.

Payment for District Surplus Property: Sales of real property shall be on a cash basis, unless
otherwise authorized by the Board.

Properties to Be Leased or Licensed: The District shall strive to obtain a fair market rate of
return on Park District-owned or controlled property being considered for lease or license and
negotiate terms and conditions that will continue to sustain a fair market rate of return through
rent or use fee review, consumer price index adjustments, reappraisals, or the application of
percentage rents or use fees to gross income.

Legal Considerations: Prior to the lease or license of any District-owned property, the District
shall consider whether a lease or license is the appropriate means of conveying a property or use
interest, based on the use of the property, the length of the agreement, the tax status of the
property and the user, and the proposed terms of the agreement.

Notice of Intent: The Board shall provide a Notice of Intent to lease property. A notice shall be
sent to the "adjoining property owners," and community. For purposes of this notice, "adjoining
property owners" shall be the property owners of all properties adjacent and contiguous to the
surplus property. The notice shall inform adjoining property owners and community of the intent
to lease. The notice shall invite the adjoining property owners and community to appear before
the Board so concerns can be addressed.

Board Lease: The Board shall declare a decision whether to lease or not lease. The Board shall
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declare a decision whether to lease by Resolution. As part of the Resolution, the Board may
place conditions on the property lease. The District shall declare a decision whether to not sell in
a public meeting.

Lease of Real Estate: District-owned property may be leased by a negotiated sale at the
discretion of the Board.

Payment for District Surplus Property: Sales of real property shall be on a cash basis, unless
otherwise authorized by the Board.

4. Leasing Property (as Lessee)

The District has the power to lease property. The District can lease, by the affirmative vote of
two-thirds of the Board, equipment and machinery for up to eight (8) years (70 ILCS 1205/8-13).
Additionally, upon the affirmative vote of two-thirds of the Board, the District can lease real
estate for a period not to exceed 99 years and to improve it as may be required (70 ILCS 1205/8-
16).

5. Easement Requests

The Illinois Park District Code specifies a park district’s power to grant easements to
municipalities, corporations, or persons for the construction, operation, and maintenance of
facilities upon, under or across any property of such district for water, sewer, telephone, electric,
gas or other public service, subject to such terms and conditions as may be determined by the
District (70 ILCS 1205/8-11). Prior to granting an easement, the applicant’s request must meet
the following terms and conditions:

(a) Not interfere with existing or intended development plans of the requested park site.

(b) Not place undue use restrictions on the park site during the construction phase or once the
ground is repaired and available for public use.

(c) Fully restore at the grantee’s expense all landscape items such as trees, shrubs, sod, and
other items to their original condition or better condition as determined by the District.

(d) Serve the Park District’s interests or as approved by the Board or its designee. The
District should review each request and determine if the grantee can provide some
improvement for the benefit of the residents of the District.

(e) The District may grant a temporary or permanent easement. A security deposit, certificate
of insurance or bond may be required in addition to a written statement from the owner
that all damages to park property will be fully paid by said owner. If, at some later date,
an easement interferes with the development of the District, the Board should make every
attempt to require that the grantee agree that he/she will relocate the easement area.

6. Disposal of Property

The Board may decide to liquidate certain personal property it has accumulated Personal



Property. If the District owns any personal property that in the opinion of the Board is no longer
necessary, useful to, or for the best interest of the District, three-fifths of the Board may
authorize, by ordinance, the conveyance or sale of the personal property in any manner that they
may designate, with or without advertising the sale (70 ILCS 1205/8-22). The liquidation, sale,
or disposal of any item regardless of value, shall be done at least on a quarterly basis and
reported to the Director of Finance and Human Resources to update the Fixed Asset Ledger in
accordance with accounting principles insurance requirements.

B. Annexation

It shall be the practice of the District to maintain its boundaries as coterminous as possible with
the City boundaries. Therefore, the Park District will obtain all Annexation Ordinances passed
by the City and review each to determine annexation desirability. Areas will be considered for
annexation whenever the long-range requirements for open space of the District can be served
and the following conditions are met:
(a) The District can serve the area;
(b) The area is not currently being provided with park and recreation services through
another park district or municipality; and
(c) The cost of providing services will not place a financial burden on residents of the
District.
The legal requirements for annexation and disconnection (deannexation) are set forth in the
[linois Park District Code, including an ordinance, referendum, or petition depending on the
circumstances surrounding the annexation. The Park District Code also provides that a property
owned by the District cannot be annexed by a municipality without the express consent of the
District’s Park Board (P.A. 94-0396).

C. Recreation Programs

1.

Specific Procedures

Hours of Operation

The Recreation Department offers programs, services and facilities, which are scheduled to
provide opportunities for participation by the community. Dates and hours for specific programs
and facilities are found in the District’s seasonal program guide. The program guide is published
four times per year and is mailed to resident households and available at facilities with a
reception desk or on the District’s website. The District has daytime, night, and weekend
offerings to accommodate participants and programming is scheduled year-round.

Pricing
Pricing for recreation programs is primarily market-driven, taking into account that the



Recreation Department receives tax revenues in addition to program fee revenues. Programs
intended for the entire community are generally offered without a fee as they are fully supported
by tax revenues. However, more specialized offerings that serve a smaller, targeted segment of
the community are partially subsidized with tax revenues and, as a result, have a fee imposed
intended to cover a pre-determined percentage based on District cost recovery goals.

Participation in Recreation Programs

Participation in activities sponsored by the District are open to residents and non-residents.
Various age, gender and enrollment criteria may be established for particular programs.
Residency is determined as the living address or property owner. Non-residents of the District
may register for District programs provided that their entrance into programs will not exclude a
resident who was provided an earlier opportunity to participate. Additional fees are charged to
non-residents as they do not provide financial support to the District through property taxes.
The District shall attempt to provide recreation program opportunities based on the desire and
interest of the community provided that finances and facilities are available and that the activity
is appropriate in nature, in the best interest of the participants, and aligned with the District’s
mission.

Program Cancellations

On occasion, planned programs are canceled for a variety of reasons, including inadequate
registrations, scheduling conflicts, or weather-related situations. Program Supervisors are
responsible for making the determination to cancel programs and for ensuring that the intended
participants, as well as the appropriate staff, are notified when a program is cancelled.

Program Evaluation and Participant Feedback

The Recreation Department recognizes the importance of, and highly values, feedback from
participants. Therefore, participant evaluations of recreation programs and services are
conducted on a regular basis. Results of evaluations are used to change and improve existing
offerings and to generate ideas for new programs and services.

Registration

Registration Categories:

(a) Residents - There is a designated registration period during which residents who reside
or own property within the District’s boundaries have the opportunity to enroll in
programs before competing with non residents.

(1)  Proof of residency is required to register for all recreation programs. Proof of
residency can include a current driver's license or state identification card, utility
bill, lease agreement, home bill of sale, and other forms of acceptable
identification. Registration for recreation programs is limited to the individual’s
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immediate family residing in the family household.

(b) Non-Residents - Once the designated registration period for residents ends, non-residents

may register for recreation programs.
Registration Procedures:

(a) Minimum/Maximum - Minimum and maximum numbers of participants are established
for each recreation program to ensure that they meet their budgetary requirements and
have appropriate staff participant ratios.

(b) Deadlines - Registration deadlines are established for certain recreation programs where
it is necessary to commit to specific programming needs in advance of the start of the
program (e.g., trip tickets, summer camp, preschool, Rec Station, etc.).

(c) Ways To Register - Registration for programs may be completed in any one of the
following ways: mail, drop off, or online. Specific registration procedures are
outlined in the District’s program guide.

(d) Registration/Waitlist Confirmations — Generally, registrants will receive confirmation,
either in writing or electronically, of their successful registration(s) and any program(s)
for which they have been placed on a waitlist.

4. Communication

Signage, Postings, Bulletin Boards: All signage presents a professional image and must include
the District’s logo. Handwritten signs are prohibited, except when unforeseen emergencies arise.
Handwritten signs are to be removed or replaced within twenty-four (24) hours. All signage is to
be worded and placed at locations that reflect positively upon the District, and if it is ripped, torn

or curled at the edges, it must be removed and replaced immediately. The Marketing and
Communications Department approves all poster displays and flyer distribution requests by
outside agencies.

5. Statistics and Data Collection

The District will regularly and routinely gather and analyze statistical data pertinent to the
effective management of leisure services to our constituents. This data collection will be done
with the goal of providing the best customer service possible. It will also be gathered to ensure
the proper mix of services is offered to the community on a cost-effective basis.

6. Services for People with Special Needs

Special Recreation Association: The (SRA) was formed through an intergovernmental
agreement and is an extension of the Berwyn Park District and the twelve Partner Members.
Through membership in the Special Recreation Association, the District provides programs and
services for individuals of all ages with special needs. Program offerings include Special
Olympic athletics, social clubs, special events, trips, summer camps, and art programs. In



addition, the District works with the SRA to provide reciprocal agreements, which allows the
District to utilize tax funds in the Special Recreation Association Fund for funding facility
capital improvements that address compliance with the regulations set forth by the Department
of Justice under Titles I and III of the Americans with Disabilities Act (ADA) and the 2010
Standards for Accessible Design. This agreement has no financial impact on the SRA.

Inclusion Services: The District understands that not all participants with special needs desire or
require specialized programming. As a result, and in accordance with the ADA, the District is
committed to providing reasonable accommodations, which include one-on-one aides, program
modifications, and special equipment at no additional cost to the participant. These
accommodations are available for all programs to provide inclusive recreational opportunities to
all interested individuals. The inclusion process includes an assessment of the individual
participant’s needs, development and implementation of a behavior management plan, and
training/scheduling of appropriate staff.

Contractual Programs: In addition to offering programs that are led or instructed by District
staff, the Recreation Department also works with independent contractors to provide additional
recreational opportunities. Independent contractors are typically utilized to provide specialized
types of opportunities unavailable through District staff and facility resources. Examples include
computer instruction, martial arts, and visual arts. Contractors develop curriculums and course
content, are paid on a per capita basis, are required to maintain appropriate insurance coverage,
and adhere to the mission of the District and Recreation Department.

Cooperative Programs: The Recreation Department offers opportunities on a cooperative basis
with other service-oriented providers. The resulting programs are beneficial to both parties and
offer opportunities to District participants that would otherwise be unavailable. Examples include
cooperative trips and luncheons with other Districts and with other program providers.

Transportation: The Recreation Department coordinates transportation as a component of some
program offerings, including SRA programs, trips, and camp/program field trips.

General Emergency Procedures: The Recreation Department adheres to all emergency
operations procedures as established in the District’s Emergency Operations Plan. In addition,
the Director of Recreation, Division Manager - Registration, and Program Supervisors carry cell
phones so staff can contact them immediately in the event of an emergency. Cellular phones are
provided to various program leaders, as appropriate, to respond to emergency situations. All part-
time staff are provided phone lists to contact supervisory staff during emergencies.

Class Lists/Attendance: Instructors are provided individual copies of their class attendance lists.
The instructors have copies of their class list in the classroom during class time if they need to
contact a parent during the course of a program. If it becomes necessary to vacate the building,
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the instructors bring the class lists with them to ensure that participants’ parents can be contacted
to pick up children from a remote location. Additionally, instructors should have class lists with
phone numbers outside of program times in case they need to contact participants due to
cancelled classes, etc. Program attendance is taken to ensure that all participants are accounted
for should it be necessary to leave the room and regroup.

Health and Safety Alerts: As provided by the County Health Department, the District sends
Health Alerts to program participants (or posts them for drop-in programs) if participants may
have been exposed to an infectious disease.

Transgender Persons

Discrimination Prohibited: This policy is designed to create a safe and inclusive environment
in which community members, visitors and participants can be honest and open about who they
are and feel comfortable using District facilities, participating in programs and attending Park
District events. This policy acts as a guideline; each situation that occurs will need to be
evaluated on a case by case basis. It is the District’s policy to treat everyone with dignity and
respect and to provide facilities, services, programs and events that are free of discrimination
whether that discrimination is based upon race, color, religion, gender (including pregnancy,
gender identity, gender expression, gender change, gender orientation, gender stereotyping, or
transgender status), national origin, disability, parental status, political affiliation, genetic
information, marital status, membership in an organization, age, reprisal, or other unlawful
factors. The Park District offers programs, services, facilities and events consistent with its
obligation to maintain an environment that is free of discrimination, including discrimination that
is based upon gender identity or perceived gender non-conformity. The following definitions are
not provided to label individuals but rather to assist in understanding this policy and the
obligations of District. These terms may or may not be used by transgender individuals to
describe themselves.

(a) “Gender identity” or “Affirmed Gender” is a person’s deeply held sense or psychological
knowledge of their own gender, regardless of the gender they were assigned at birth.
Gender identity is also defined as an individual’s internal sense of being male or female
or something else. It is not based on physical anatomy. The District understands that
gender identity is a very personal matter that should be respected by all employees and
Supervisors.

(b) “Assigned Gender” refers to the gender assigned to a child at birth based on physical
anatomy.

(c) “Intersex” is a general term used for a variety of conditions in which a person is born
with sex characteristics that do not fit the typical definitions of male and female.

(d) “Cisgender” is a term used to describe people whose gender identity corresponds with
their assigned sex at birth.

(e) “Transgender” describes people whose gender identity is different from their gender
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assigned at birth

(f) “Transgender Man” is a term used to describe an individual who currently identifies as a
man.
(g) “Transgender Woman” is a term used to describe an individual who currently identifies
as a woman.
(h) “Gender nonconforming” describes people whose gender expression differs from
stereotypical societal expectations related to gender.
(1) “Gender expression” refers to the way a person expresses gender identity to others, such
as clothing, hairstyles, activities, voice or body characteristics, behavior or mannerisms.
() “Transition” is the time when a person begins to live as the gender with which they
identify instead of the gender that they were assigned at birth. This may include changing
one’s name, dressing and grooming differently. Transitioning may also include such
medical and legal aspects as taking hormones, having surgery or changing identity
documents to reflect one’s gender identity.
Restroom/Locker Room Accessibility: Individuals are allowed to choose to use the restrooms
and locker rooms that correspond to the individual’s full-time gender identity. Reasonable
accommodations which provide access to restrooms or locker rooms may be necessary to ensure
the privacy, dignity, and respect of all individuals. Regardless of gender identity, any individual
who has a need or desire for increased privacy should be provided access to an alternative
restroom or changing area such as a single stall or staff bathroom. The objection of other
individuals to a transgender or non-conforming gender individual using the same restroom or
locker room facility shall not be the basis for denying the transgender or non-conforming gender
individual use of that facility. Rather, the District may designate a different restroom or locker
room facility for the objecting individual if available and reasonable.
Participation in Park District Programs: Individuals are encouraged to contact the Executive
Director prior to registration or participation in District programs to ensure a smooth and
respectful process or with any questions regarding participation or registration.
Registration in Programs or for Events: Individuals are encouraged to register for programs
and events in the name and gender by which they live.
Participation and Registration in Gendered Programs or Events: Generally, individuals are
entitled to participate in gender specific programs and events consistent with their gender
identity. This may be reviewed by the Executive Director or designee on a case by case basis
when a question of competitive advantage exists, or when sports organizations and associations
in which the Park District participates have specific policies or concerns related to gender and
competitive advantage. In those cases, additional information may be sought from the registrant
(or parent or guardian if registrant is a minor) to fully evaluate the situation.
Names/Pronouns: Individuals are entitled to be addressed by a name and pronoun that
corresponds to their affirmed gender. This name does not need to be the name consistent with an
individual’s government issued identification. Intentional or persistent refusal to respect an
individual’s gender identity through the use of names and pronouns not correlated with the
affirmed gender is a violation of this policy and will not be tolerated.
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District Responsibilities: The District remains supportive of all individuals to live consistent
with their gender identity. The District enforces its non-discrimination policies uniformly. The
District, its managers and supervisors are prepared to listen and be open-minded to transgender,
non-conforming and transitioning issues of all individuals who enjoy Park District services.
Conversations will be kept confidential from anyone who is not directly involved with the issues.
Individuals are encouraged to contact the Executive Director with any questions or concerns
about these issues.

Discrimination/Harassment: Complaints received regarding discrimination and/or harassment
involving transgender or non conforming gender individuals will be handled in the same manner
as any other discrimination or harassment complaints. Procedure details are described in the

District’s Harassment Policy.
Participants with Infectious Diseases

Participants with identified chronic infectious diseases must notify the District of such condition.
Such participants may attend District programs whenever, through reasonable accommodation,
their attendance does not constitute a direct threat to the health or safety of themselves or others.
Decisions will be made in accordance with applicable law and in conjunction with current,
available public health department guidelines concerning the particular disease in question.
Individual cases will not be prejudged; rather, decisions will be made based upon the facts of the
particular case. The determination of whether a participant with a chronic infectious disease may
attend District programs shall be made in accordance with procedures implemented by the
District. Participants with chronic infectious diseases shall maintain all rights, privileges and
services provided by law and the policies and procedures of the District. The District shall
respect the right to privacy of any participant who has a chronic infectious disease. Subject to
applicable law, the participant’s medical condition shall be disclosed only to the extent necessary
to avoid a health or safety threat to the participant and others. The number of personnel aware of
the participant’s condition will be kept at the minimum needed to assure proper care of the
participant and to detect situations in which the potential for transmission of the disease may
increase. Persons deemed to have “direct need to know” will be provided with the appropriate
information and will be made aware of confidentiality requirements.

Abused and Neglected Child Reporting

The District will maintain a policy and procedure covering the requirements of the Abused and
Neglected Child Reporting Act (325 ILCS 5/41, et seq.). Everyone must take child abuse and
neglect seriously. Child abuse is the mistreatment of a child, which causes injury or puts the
child at risk of physical injury. Abuse can be physical, sexual, or emotional. Neglect happens
when parents or caregivers fail to provide adequate supervision, food, clothing, shelter, or other
basics for a child. As the District serves a significant number of children in its programs and
services, it is mandated to comply with the Abused and Neglected Child Reporting Act. The Act
states that staff who have a reasonable cause to believe a child may have been abused or
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neglected shall immediately report or cause a report to be made to the Department of Children
and Family Services. Under no circumstances shall any person in charge of any or all parts of the
District exercise any control, restraint or modification or other change in the report or the
forwarding of such report to the Department. Being an employee of the District involved in
recreational programming, you are a Mandated Reporter. This means that you must make a
report if you have reasonable cause to suspect abuse or neglect. Under the law, you have
immunity from liability and your name cannot be given out unless ordered by a hearing officer or
judge. However, as a Mandated Reporter, failure to report constitutes a class A misdemeanor.

D. General Policies Regarding Facilities

1.

Surveillance Cameras

The District operates a video surveillance system to provide a safe and secure environment for its
patrons and staff. Information obtained through video surveillance will be used exclusively to
assist with the investigation of incidents, including theft, vandalism, personal injury or property
damage, and for security and law enforcement purposes, which must relate to the protection of
the District patrons, staff and the public, or deterrence or detection of criminal activity. Video
surveillance of the Park District premises will be conducted in a professional, ethical, and legal
manner, in accordance with the following principles: a) video surveillance must be conducted in
accordance with the laws of Illinois; b) video surveillance will be used by only District
employees authorized by the Executive Director and Department Heads of the District; ¢)
appropriate signs and notice of video surveillance must be posted in areas subject to video
monitoring.

Facility Tours

The Board shall endeavor to tour the District’s parks and other key facilities at least once each
year as a group, to facilitate Board members’ understanding of the needs and issues related to the
District’s facilities. The tour shall be conducted by knowledgeable members of the District’s
staff. Board members also are strongly encouraged to visit and review the facilities and programs
of the District individually and as often as possible. Such visits should be made with due
consideration for the integrity of any on-going program.

Park and Facility Design, Development, and Maintenance

Areas/facilities should not be developed until the resources are available for proper
maintenance.
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4. Service Animals

Participants and authorized users may request to have a service animal accompany them in parks
and facilities where they are authorized users as a reasonable accommodation. Persons with
disabilities are invited to contact the Agency ADA Coordinator. Employees may request to have
a service animal as a workplace accommodation. Please contact Human Resources Manager for
information regarding this process. Visitors may be accompanied by a service animal when
observing programs and activities, or enjoying Agency parks and facilities, without making a
request for a reasonable modification. Persons with disabilities are invited to contact the ADA
Coordinator.

(a) Service Animal: A dog or a miniature horse that has been individually trained to perform
tasks for the benefit of a person with a disability. Exceptions may be made by the Agency
on a case-by-case basis in accordance with the law. Tasks may include, but are not
limited to, guiding individuals with impaired vision, alerting individuals with impaired
hearing to sounds, pulling a wheelchair, or retrieving dropped items. Dogs or miniature
horses that are not trained to perform tasks that mitigate the effects of a disability,
including dogs or miniature horses that are used purely for emotional support, are not
considered service animals and are not allowed at Agency facilities and premises, unless
otherwise specifically permitted, such as at a dog park or equestrian facility.

(b) Partner/Handler: A person with a disability who uses a service animal as a reasonable
accommodation, or a trainer.

(c) Team: A partner/handler and a service animal. The two work as a cohesive team in
accomplishing the tasks of daily living.

(d) Trainee: A dog or a miniature horse being trained to become a service animal has the
same rights as a fully trained service animal when accompanied by a partner/handler and
identified as such.

Temporary Exclusion of an Employee’s Service Animal:

(a) In response to an immediate concern, the Agency may determine that a service animal
must be temporarily removed from sites, parks, or facilities. The Director (or designee)
shall notify the employee of this decision and that the incident will be reported
immediately to the Agency’s ADA Coordinator. The Director (or designee) shall then
report the incident to the Agency’s ADA Coordinator.

(b) The ADA Coordinator will investigate all reported concerns and cases where service
animals have been temporarily removed from sites, parks, and facilities. The ADA
Coordinator will consult with appropriate staff and determine whether or not the animal
should be excluded for an extended period of time, permanently or for particular services,
programs or activities due to the increased risk of harm or injury to the Partner/Trainer,
the service animal or other participants. The ADA Coordinator shall notify the employee
of his or her decision. All decisions will be made on a case-by-case manner based on the
particular prevailing circumstances.
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(c) Ifit is appropriate for the animal to be excluded from sites, parks, and facilities
permanently, the ADA Coordinator will attempt to ensure the employee receives
appropriate accommodations in place of the use of a service animal.

(d) An employee who does not agree with the resolution may file an appeal or formal
complaint following the Agency’s ADA Process.

Conflicting Disabilities: Individuals with medical issues (such as respiratory diseases) who are
affected by animals should contact the ADA Coordinator if they have a concern about exposure
to a service animal. The individual will be asked to provide medical documentation that
identifies a disability and the need for an accommodation. The appropriate Agency staff will
facilitate a process to resolve the conflict that considers the needs and conditions of all persons
involved.

Clarifying an Animal’s Status: It may not be easy to discern whether or not an animal is a
service animal by observing the animal’s harness, cape, or backpack, or the partner/handler’s
disability. However, in other cases, an animal may only have a leash, and in still other situations,
the partner/handler’s disability is not apparent. Therefore, it may be appropriate for designated
Agency staff such as managers, supervisors, or administrative staff to ask (1) whether the animal
is required because of a disability, and (2) what work or task the animal has been trained to
perform.

Miscellaneous:

(a) The Agency accepts no responsibility for care of service animals.

(b) The Agency accepts no liability for injury to any service animal, or injury to the
handler/partner, whether caused by the animal, its handler/partner, another visitor to an
Agency facility or site, the physical conditions of the Agency facility or site, or any other

circumstance.
1. The Agency accepts no liability for damage or injury to others caused by a service
animal.

ii.  The Agency accepts no liability for any injuries or property damage, to the service
animal, its handler/partner, or others, resulting from the Agency’s failure to
enforce this policy or to supervise a service animal.

iii.  The Agency reserves the right to change, modify, or amend this policy at any
time.

5. Mobility Devices

Mobility Device Use:

(a) “Direct threat” means a significant risk to the health or safety of others that cannot be
eliminated by a modification of policies, practices or procedures, or by the provision of
auxiliary aids or services.

(b) “Director” means the chief administrative officer of the Park & Recreation District, or
his/her designee.

(c) “Electronic personal assistance a Segway® PT, or a battery powered mobility device ¢
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(d)

(©)
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(h)

mobility devices (EPAMSs)” with substantially similar characteristics and functionality.
“Other Power-Driven Mobility Device” means any mobility device powered by batteries,
fuel, or other engines—whether or not designed primarily for use by individuals with
mobility disabilities—that is used by individuals with mobility disabilities for the purpose
of locomotion, but that is not a wheelchair within the meaning of this Policy.
“Qualified individual with a disability” means an individual with a disability who, with or
without reasonable modifications to rules, policies, or practices, the removal of
architectural, communication, or transportation barriers, or the provision of auxiliary aids
and services, meets the essential eligibility requirements for the receipt of services or the
participation in programs or activities provided by a public entity.
“Wheelchair” means a manually operated or power-driven device designed primarily for
use by an individual with a mobility disability for the main purpose of indoor, or of both
indoor and outdoor locomotion.

i.  The Agency shall permit individuals with mobility disabilities to use wheelchairs

and manually powered mobility aids, such as walkers, crutches, canes, braces, or

other similar devices designed for use by individuals with mobility disabilities in
any areas open to pedestrian use.

ii.  Permitted users. Only individuals with mobility disabilities may use Other Power-
Driven Mobility Devices in areas designated by the Director within Agency
facilities or on Agency property.

iii.  The Agency shall not ask an individual using a wheelchair or Other Power Driven
Mobility Device questions about the nature and extent of the individual's
disability.

iv.  The Agency may ask a person using an Other Power-Driven Mobility Device to
provide a credible assurance that the mobility device is required because of the
person's disability. Credible assurance shall include: a valid, State-issued,
disability parking placard or card, or other State-issued proof of disability; or a
verbal representation, not contradicted by observable fact, that the Other Power-
Driven Mobility Device is being used for a mobility disability. A “valid”
disability placard or card is one that is presented by the individual to whom it was
issued and is otherwise in compliance with the State of issuance’s requirements
for disability placards or cards.

Permitted Other Power-Driven Mobility Device. Only EPAMDs are permitted to be
operated in Agency facilities or on Agency property. No combustion engine-powered
Other Power-Driven Mobility Devices are allowed to be operated in Agency facilities or
on Agency property.

Variances. The Director may grant a qualified individual with a disability a variance to
allow a combustion engine-powered Other Power-Driven Mobility Device only at an
outdoor facility owned and operated by the Agency upon a showing that (a) application
of this restriction would cause an undue hardship on the applicant, and (b) emissions
from the combustion engine-powered Other Power-Driven Mobility Device shall not

74



have a deleterious impact on the health and safety other Agency patrons participating in
or observing the relevant activity, service or program. Applications for a variance must
be received by the Director at least 48 hours in advance of the relevant program, activity
or service to which it shall apply, or the first in a series thereof.
General Safety Regulations: An Other Power-Driven Mobility Device: Is allowed in any area
of a facility or park in which the general public is allowed, with the exception of stairways and
identified hazardous areas;

(a) Must be controlled by the person riding the device;

(b) Must be operated in compliance with the following guidelines:

i. May not exceed 4 mph in an indoor facility or 6 mph at an outdoor park or
facility;

ii. Shall be driven on the right side of the circulation route;

iii. The total combined height of the EPAMD and the operator may not exceed the
height of the lowest immovable building element or park feature located in the
area such device is to be operated;

iv. Is prohibited from carrying another person on the frame, or any object on the
frame that may make the EPAMD less stable;

v. May not be driven into wet or ecologically sensitive areas which are posted as
prohibited areas by the Agency; and

vi. May not be operated in a dangerous or reckless manner that jeopardizes the safety
of the operator, Agency employees, or Agency participants.

(c) Notwithstanding the general safety regulations described above, the Director shall have
authority to direct a qualified individual with a disability on the safe operation of a
permitted Other Power-Driven Mobility Device in light of the existing conditions at the
facility where such individual seeks to operate the device and actual perceived risks
related thereto, but not mere speculation, stereotypes, or generalizations about individuals
with disabilities. In giving direction on the safe operation of a permitted Other Power-
Driven Mobility Device, the Director may consider the then existing uses at the facility,
the volume of pedestrian traffic, the prevailing environmental conditions, the density and
placement of stationary devices and the individual’s experience with the operation of
such device.

(d) This policy does not require the Agency to permit an individual to participate in or
benefit from the services, programs, or activities of the Agency when that individual
poses a direct threat to the health or safety of others. The Director has authority to
prohibit an individual from participating in or benefiting from the services, programs, or
activities of the Agency when that individual poses a direct threat to the health or safety
of others. In determining whether an individual poses a direct threat to the health or
safety of others, the Director must make an individualized assessment, based on
reasonable judgment that relies on current medical knowledge or on the best available
objective evidence, to ascertain: the nature, duration, and severity of the risk; the
probability that the potential injury will actually occur; and whether reasonable
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modifications of policies, practices, or procedures or the provision of auxiliary aids or
services will mitigate the risk.
Personal Devices and Services: This Policy does not require the Agency to provide to
individuals with disabilities personal devices, such as wheelchairs or permitted Other Power-
Driven Mobility Devices.
Miscellaneous:
(a) The Agency accepts no responsibility for storage of any mobility device.
(b) The Agency accepts no liability for damage to any mobility device, or injury to the
operator, whether caused by the operator, another visitor to an Agency facility or site, the
physical conditions of the Agency facility or site, or any other circumstance.

(c) The Agency accepts no liability for damage caused by the operator of the device, or
injury to others caused by the operator of the device.

(d) The Agency accepts no liability for any injuries or property damage, to either the
operator or others, resulting from the Agency’s failure to enforce this policy or to
supervise the operator of an Other Power-Driven Mobility Device.

(e) The Agency reserves the right to change, modify, or amend this policy at any time.

Volunteers
Use of Volunteers

The Board of Commissioners of the Park District recognizes the important role that volunteers
play in the delivery of quality park district programs and services. These individuals make
possible the scheduling of a greater variety and an increased number of activities, thereby
enriching the programs and services of the Park District. They provide leadership and provide a

link with the community serving as public relation ambassadors for the park district. Volunteers
contribute wide and varied points of view and skills to help meet community needs and provide
immeasurable amounts of time, energy, and effort for the benefit of the programs and services
the park district provides. Therefore, it is the policy of the Park District to recruit, train,
supervise, and recognize volunteers on an on-going basis for the betterment of the park district
community.

Volunteer Job Titles and Descriptions

Volunteer job descriptions are available and updated when appropriate. They are the basis for:
(a) Developing the appropriate message and distribution of recruitment materials;
(b) Setting criteria for selection and placement of volunteers;
(c) Formulating necessary content and type of training;
(d) Establishing standards for performance in supervising and evaluating volunteers
including grounds for possible termination; and
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(e) Understanding the scope of work to be considered in recognizing and rewarding
volunteer effort.
Some of the volunteer job titles and opportunities include: advisory committee member,
administrative clerical support, swimming pool aides, special events and special projects.

Solicitation of Volunteers

Information on how to become a volunteer for the Park District may be found in the following
areas: brochures, direct phone calls, Volunteer Application Forms, direct solicitation with area
schools, religious organizations and clubs, District website, flyers, word of mouth, community
service/court ordered volunteers, and inquiries from prospective volunteers. Staff may request
volunteer help by completing a work order or Volunteer Request Form or by contacting the
Marketing and Communications Department. When volunteers are being used for large events,
appropriate Marketing and Communications Department staff, or the person running the event,
will contact the volunteer to remind them of the date and time of the commitment. Volunteers
must sign a waiver prior to performing any volunteer work.

Volunteer Background Checks

To provide a safe environment, the District conducts criminal background checks. A background
check is required for prospective volunteers 18 years of age or older for any position as deemed
necessary by the Executive Director. The results of the background checks are kept strictly
confidential. The Executive Director and the Superintendent of HR are the only people who
shall review or have access to the reports. See the Park District Employee Policy Manual for the
District’s policy on background checks for employees.

Training of Volunteers

Volunteers receive on-the-job training. Depending on the assignment, training can range from a
short briefing to long-term, on-going learning in a special area of interest such as horticulture or
computer skills. Training is conducted on a one-on-one basis for many volunteer jobs. However,
some specific jobs require a group training session.

Volunteer Handbook

The Administration has compiled a Volunteer Handbook that is provided to volunteers who
have volunteered a minimum of five (5) hours. Volunteers are asked to sign a Volunteer
Acknowledgment Form upon receiving the manual.
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7. Tracking of Volunteers

The District utilizes a software program to track volunteer hours and interests. Staff is required to
track all volunteer hours and submit the volunteer names and hours to the Administration staff.
The District utilizes the Association of Volunteer Administrators (AVA) dollar value of
volunteer time to calculate the financial impact of volunteers.

F. Discipline, Penalties, and Appeals

1. Program Discipline Policies

Behavior Management Policy and Procedure
Equal Access: No eligible participant, member or guest shall, on the basis of race, sex, creed,
national origin, or disability be denied equal access to programs, activities, services, or benefits
or be limited in the exercise of any right, privilege, advantage or opportunity.
Behavior: Participants, members and guests are expected to exhibit appropriate behavior at all
times. The following guidelines have been developed to help make park district programs safe
and enjoyable for all. Additional guidelines may be developed for particular programs and
athletic leagues as deemed necessary by park district personnel. It is expected that participants,
members and guests shall:

(a)  Show respect to all other participants, members and guests, and accept direction from

park district staff and contractual service providers.
(b)  Refrain from using abusive or foul language.
(¢)  Refrain from causing disruption or threatening bodily harm to self, other participants,
members, guests, contractual service providers or staff.

(d)  Show respect to equipment, supplies, and facilities.
Discipline: A positive approach will be used regarding discipline. Staff will periodically review
guidelines and rules with participants, members and guests during the program session. If
inappropriate behavior occurs, prompt resolution will be sought specific to each individual's
situation. The park district reserves the right to dismiss a participant, member or guest whose
behavior endangers the safety of themselves or others.
Accommodations: Upon registration or entry into a program, activity, or membership,
accommodations identified on the registration form will be reviewed. Parents/guardians should
be consulted for any information regarding special accommodations required for youth
participants, members and guests. If any of these special accommodations are behavior related,
the parent/guardian should be contacted for information about any behavior modification
programs in place at school or home. Attempts should be made to utilize these in the
program/activity if feasible. Documentation should be maintained regarding any problem
behaviors, special accommodations, and behavior modification programs.
Guidelines: In the event that participants, members or guests exhibit inappropriate actions, the
following guidelines are recommended. Program leaders and district staff will determine the
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severity of the action and immediately take steps to correct it. These may include but are not

limited to:

(a)

A corrective discussion or verbal warning.

(b) A supervised timeout (10-15 minutes) from the program/activity. The type of timeout

(©)

may vary according to the situation (observational: from sidelines of activity; exclusion:
away from the group but within view of activity; seclusion: timeout area with staff
member present away from view of activity).

A discussion with parents when involving youth participants, members or guests. If not
already being utilized, a behavior modification program should be developed and
implemented (those involved in development may include, but not be limited to, park
district staff, special recreation staff, parent/guardian, school personnel, other support
professionals). The behavior modification program should be monitored and reviewed as
needed. Communication between staff (program leaders, supervisory and special
recreation) and parent should be ongoing regarding any further incidences of
inappropriate behavior. Documentation is recommended. Other related professionals
(teacher, social worker, psychologist, etc.) may be consulted for input and suggestions.

(d) If inappropriate behavior persists, further action may be required and removal from

program, activity, or membership may be necessary. Other options may include but are
not limited to:

(i)  Transfer to another program/activity where inappropriate behavior may be less
prone to occur.

(i) Adjustment, reduction, or modification of timeframe that participant or member
is allowed to attend the program/activity.

(i11)) Suspension from program, activity or membership for a designated time period.
When determining timeframes for suspension, staff will consider the severity of
the actions, the length of the program or activity; any past behavior issues, and
the willingness to cooperate.

(iv) Removal from program, activity or membership. If inappropriate behavior
persists or the behavior is completely disruptive, removal from the program
may be necessary. The district reserves the right to dismiss a participant,
member or guest whose behavior endangers his or her own safety or the safety
of others.

Procedures:

Any discipline guidelines implemented are to be documented in writing and provided to the full-
time supervisor in charge of the program area. Staff are encouraged to involve parents readily
and proactively in discussions concerning their child's conduct or behavior concerns. While
every attempt should be made to resolve behavior/conduct concerns proactively, upon
supervisory, management, or onsite police officer approval, a participant, member or guest's
behavior may require immediate removal from the activity, program, and premises. Prior to
resuming activities, supervisory or management staff will meet with the participant, member or
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guest to review and discuss conduct expectations going forward. A program participant, member
or guest is subject to suspension (typically no longer than seven (7) days) from a facility or
program for repeated violations or for involvement in a minor criminal offense such as creating

or participation in a disturbance. The decision to suspend a participant, member or guest, will be
recommended by the facility/site manager with approval by the department director. Suspensions
may be longer than seven (7) days given the severity of the situation or in the case of repeated
violations. Prior to resuming activities, management staff will meet with the participant, member
or guest and parents (when involving a child/minor) to review and discuss conduct expectations
going forward. Should the conduct involve a police matter, police staff will also be present at the
meeting. A program participant, member or guest may be prohibited from entering a park
District facility or program for involvement in a criminal act which is under investigation,
pending court, or by the terms set forth in the Districts ordinances. A decision to prohibit an
individual in accordance with these terms must be approved by the Chief of Police.

Appeals

Program participants, members and guests may present an appeal if not in agreement with
behavior management actions taken. The participant, member or guest shall within three (3) days
of the action taken, request to meet with the facility manager. Minors under the age of 18 will be
required to attend the meeting with their parent or guardian. In most cases, the problem can and
should be resolved with a frank and open discussion. The facility manager may amend the course
of action as a result of the meeting with approval by the department director and Chief of Police
(when involving a police matter). If warranted, the facility manager may gather additional
information through discussions with staff or other involved individuals. The facility manager
shall render a decision of the appeal within two (2) days after the appeal meeting is held.

If satisfactory resolution is not reached, the participant, member, or guest may present the appeal
to the department director within four (4) days of the meeting with the facility manager. The
department director and Chief of Police (when involving a police matter) will investigate the
matter and discuss the situation with the appropriate district employees and facility manager. The
department director and Chief of Police (when involving a police matter) will meet with the
participant, member or guest and parent/guardian (required for minors under the age of 18).
Every attempt will be made to resolve the concern with a frank and open discussion. The course
of action may be amended which may involve a written course of action for compliance of
written and defined conditions that may require monitoring and follow up. Written meeting notes
will be kept on all appeal meetings. The department director shall render a final decision of the
appeal within two (2) days after the appeal meeting is held.

When to Contact Police

(a) In an emergency staff are directed to call 911.

(b) In a closely supervised program and when the participant, member or guest is a child or
young adult, and makes a direct threat of hurting themselves or others, the
parent/guardian should be contacted immediately. The park police should be contacted if
the parent/guardian is unavailable.

(c) In the event that a participant, member, or guest's behavior is inappropriate and staff are
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uncomfortable confronting the individual or if the matter is of a nonemergency criminal
nature, staff are advised to contact park police.

2. Penalties

A person who violates any section of the district’s conduct ordinances may be penalized in one
or more of the following ways:
(a) Fined not less than $50 and not more than $1,000 for each offense and assessed court
costs;
(b) Required to make restitution for damage done;
(c) Suspended, expelled, or banned from Park athletic programs for a defined time or
permanently; and/or
(d) Expelled or banned from any Park or Facility or from Parks and Facilities of the District
for a defined time or permanently.

3. Appeal Process

A person who is suspended, expelled, or banned by the District will have the right to appeal the
penalty as follows:

(a) Recreational Program: A person who is suspended, expelled, or banned from a
recreational program will have the right to appeal the penalty by sending to the
Superintendent of Recreation a written request setting forth why the person believes the
penalty should be rescinded. The appeal must be sent within ten (10) days from the date
the person receives the penalty. The decision of the Superintendent of Recreation on the
appeal will be the final decision.

(b) Park Facility: A person who is expelled or banned from a Park Facility will have the right
to appeal the issuance of a No Trespass Notice by sending to the Director a written
request setting forth why the person believes the notice should be rescinded. The appeal
must be sent within ten (10) days from the date the person receives the No Trespass
Notice. The decision of the Director on the appeal will be the final decision.
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