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MISSION, VISION, VALUES 
 

 

OUR MISSION 

The Plainfield Park District seeks to enhance lives through equitable and accessible exceptional recreation 

opportunities for all.  

 

 

OUR VISION 

We aspire to be innovative, diverse, and inclusive in administration, recreation and preservation. 

 

 

OUR VALUES 

Our Values center on: 

 

• Community 

o A commitment to working together in partnerships for betterment of the community 

o Development of an understanding of the recreational needs of the community 

o Effective communication across useful avenues to reach the community 

 

• Fiscal Responsibility 

o Wise spending practices 

o Strategic budgeting process 

o An understanding of local economy 

 

• Stewardship of Natural Resources 

o The preservation of open space 

o The development of parks in a respectful manner 

o A strong commitment to green and sustainable approaches and opportunities 

o To be leaders in sustainability 

 

• Health & Wellness 

o Promotion of a lifestyle of fitness for different segments of the community 

o Provide programs that fulfill the needs and desires of a healthy community 

o Ensure recreational opportunities for healthy living with wellness partnerships 

 

• Diversity, Equitability and Inclusiveness 

o Recognize and understand that diversity in the community brings great richness to the 

quality of life within our District. 

o Be committed to expanding our awareness of and sensitivity to the importance of 

diversity. 

o Continue to create an inclusive and welcoming parks system for all our residents and 

visitors to enjoy facilities, amenities and programs. 

o Continual commitment to actively lead, partner, and support community initiatives that 

promote structural change. 
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INTRODUCTION 
 

The Plainfield Park District Board of Park Commissioners (“Board”) recognizes that the Plainfield Park District 

(“District”) is a municipal corporation created by state authority and authorized by referendum for the purpose 

of acquiring, maintaining, and operating the parks and leisure activities. 

 

The Board is the local legislative body entrusted and empowered by law to exercise all of the delegated 

authority it deems essential for the successful planning, operation, and improvement of the parks and 

recreation program within the District. 

 

As a municipal corporation, the District is not subject to the authority of any governmental unit other than state 

and federal, except in such special areas as the legislature or the courts may determine. 

 

The District was organized in 1966. Since that time the Board has established many policies which serve to 

direct the operation of the District in an organized and purposeful manner. The Board has assembled the 

Administrative Policy Manual (“Manual”) in order to provide a reliable and quick reference to existing District 

policies. 

 

POLICY 

A policy is any plan or course of action reflecting the aims to be achieved by the District officially approved 

by the Board. 

 

Policies provide guidelines for the operation of the District and gives direction to the Executive Director and 

staff in the discharge of their duties. 

 

A policy must be formulated and approved by the Board. 

 

Policy statements can take the form of guidelines for the discretionary action of those to whom it delegates 

authority.  

 

These guidelines for discretionary action shall constitute the policies governing the operation of the District. 

The formal adoption of policies shall be recorded in the minutes of the meetings of the Board. Only those 

written statements so adopted and so recorded shall be regarded as official Board policy. 

 

All adopted and recorded policies will be placed in the appropriate Manual. 

 

All other than non-routine changes require approval by the Board. 

 

Where necessary in the context of these policies, words in the masculine gender shall include the feminine 

and neuter genders and words in the singular number shall include the plural number. The descriptive 

headings of the various sections or parts of these policies are for convenience only. They shall not affect 

the meaning or construction or be used to interpret these policies or any of its provisions. 

 

PROCEDURE 

A procedure is any plan or course of action formulated, developed and implemented by the District to 

facilitate day-to-day operations within the respective policy guidelines. Procedures guide staff in providing 

safe, efficient and enjoyable recreation experiences for the public by detailing the specific course of action 
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to be taken within the general framework of the policy. They may be District-wide or specific to a department 

or facility.  

 

The Executive Director shall have the responsibility of specifying the action required and designing the 

detailed arrangements under which the District operates, consistent with the Board policies, the Executive 

Director’s job description, and applicable law and agreements. These detailed arrangements and specific 

action shall constitute the procedures that govern the day-to-day operations of the District. 

 

Procedures do not require Board approval. 

 

The Executive Director is responsible for creating and updating, or causing to be created, an agency 

Administrative Procedures Manual, which will serve as staff’s implementation tool required to operate the 

District according to Board approved policies. 

 

REGULATION 

A rule designed to control the conduct of those to whom it applies. Regulations can apply to patrons, visitors, 

and staff. 
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1.01 STRUCTURE OF AUTHORITY 
 

To best fulfill its mission, the District is organized into five departments; Finance, Human Resources & 

Information Technology, Parks, Planning, Facilities & Recreation and Marketing & Community Outreach. 

 

The District also has an Administrative support function that provides oversight and direction to the 

operational and policy functions of the District based on the policies of the Board. 

 

The Executive Director shall establish an Organizational Chart that clearly shows the interrelationships of 

residents, the Board and staff. It will be updated whenever changes in staff structure occur. The Chart 

shall be reviewed and dated by the Executive Director at least every three years. 

 

The Organizational Chart will be easily accessible to residents, the Board, and staff, using the District’s 

comprehensive annual audit report, its website, and its bulletin boards. 
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ORGANIZATIONAL CHART 
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1.02 EXECUTIVE DIRECTOR’S ACTION IN THE ABSENCE OF A POLICY 
 

The Board recognizes the need to allow the Executive Director to act on emergency situations in the absence 

of a policy. 

 

The Executive Director is authorized to act in emergency situations, as he/she interprets them, within the 

District whenever the Board has not provided a policy to guide administrative procedure and action, and 

circumstances preclude obtaining a consensus from the Board prior to needed action. 

 

In those instances where the Executive Director must take action, those actions must be reported to the 

Board at the next regular meeting together with a recommendation on the wording of a policy statement 

that will cover future situations. 
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1.03 SUCCESSION 
 

Succession planning is designed to ensure continued effective performance and operation of the District by 

making provisions for the development and replacement of key positions.  Therefore, it is the policy of the 

District to be prepared for an eventual permanent change in leadership – either planned or unplanned – to 

ensure the stability and accountability of the District until such time as new permanent leadership is in place. 

 

It is also the policy of the Board to assess the permanent leadership of the District to help ensure the selection 

of a qualified and capable leader who is representative of the community, a good fit for the District’s mission, 

vision, values, goals and objectives and who has the necessary skills for the District. To ensure the District’s 

operations are not interrupted while the Board assesses the leadership needs and recruits a permanent 

Executive Director, the Board may appoint an interim executive leadership as described below. The interim 

Executive Director shall ensure that the District continues to operate without disruption and that all District 

commitments previously made are adequately executed and that the duties of the Executive Director carried 

out. 

 

Procedures for Succession 

The Executive Director assigns each Department Director to serve as an independent Point of Contact for 

his/her department during short term absences (i.e., vacation). Should a District wide decision be required, 

the line of succession will go into effect and work with Board guidance if available. 

 

For a temporary change in leadership (i.e. significant illness or significant leave of absence) the Executive 

Director will appoint the Deputy Director to act and perform the duties of the Executive Director or as the 

Board sees fit. 

 

In the event the Executive Director of the District is no longer able to serve in this position (i.e., leaves the 

position permanently), the Board shall do the following: 

 

1) Within five (5) business days appoint an interim Executive Director according to the following line 
of succession: 

a. Deputy Director 
b. Director of Marketing & Community Outreach 
c. Director of Planning 
d. Director of Parks 
e. Director of Facilities & Recreation 
f. An External Consultant 

 

Each Department Director must have a written plan outlining the operation of his or her department should 

he or she be absent. Succession plans do not entitle positions, promotions, or transfers to employees, but 

provide a systematic process to identify internal capabilities, gaps in organizational core competencies and 

strategies for meeting future staffing needs. Succession plans will be reviewed with the salary classification 

system, or when a vacancy occurs. 

 

The Executive Director will determine when a Department Director is incapacitated. The Board will 

determine when the Executive Director is incapacitated. 
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1.04 EMPLOYEE POLICY MANUAL DISTRIBUTION 
 

All full-time and IMRF part-time employees shall receive individual copies of the Employee Policy Manual. 

 

When changes occur to the Employee Policy Manual they shall be distributed through the Department 

Directors within his/her department after being administered to the leadership team.  Updates shall be given 

to each employee with a cover memo detailing the change and included as an agenda item for discussion 

at departmental meetings. If an acknowledgement form is required the Department Directors shall collect 

his/her area of supervision and coordinate with human resources for proper filing. 

 

A copy of the Employee Policy Manual is available for review at all facilities, website, staff login and Board 

Docs. An administrative team member will be responsible for updating changes within facility master copies. 
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1.05 DISTRICT RECORDS 
 

The Board recognizes the necessity to keep adequate and appropriate District records in order to fulfill legal 

requirements and develop and maintain the proper administrative functions. 

 

The Executive Director shall oversee the development and maintenance of an appropriate recordkeeping 

system that:  

1)  meets all of the requirements of the state statutes;  

2)  provides data required for annual audit; and  

3)  meets the needs of the District in a timely manner. 

 

Each District staff member at its respective facility is responsible for maintaining accurate records and 

complying with the Local Records Act. 

 

All District records shall be retained in a safe, secure storage area(s) and shall be subject to the 

confidentiality and inspection regulations as stipulated in the State of Illinois Secretary of State’s Records 

Management Section rules. 
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1.06 PUBLIC INSPECTION OF DISTRICT DOCUMENTS 
 

The Board recognizes the need to make certain that the open deliberations and votes of the Board and other 

District records are available to the public.  Records subject to disclosure include any materials prepared by, 

for, or in the possession of the District or in the possession of any agency/entity with whom the District has 

contracted to perform a governmental function on behalf of the District or that directly relates to the District’s 

functions. The District can deny a request for records that are specifically exempt from coverage under the 

Freedom of Information Act (“FOIA”). 

 

The FOIA requires that each public body appoint one or more FOIA Officers who annually complete an 

electronic training curriculum 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 

Executive Assistant is designated as the Freedom of Information Officer. Alternate FOIA officers designated 

are the Executive Director and the Deputy Director. 

 

To review a record, submit a request in writing via personal delivery, mail, email, fax or other means available 

to the District at its main office, Recreation/Administration Center, 23729 West Ottawa Street, Plainfield, IL 

60544. The District cannot require that the request be submitted on a standard form or that the requester 

specify the purpose of a request, except to determine whether the records requested are for a commercial 

purpose in order to determine whether to grant a request for a fee waiver. A commercial request is when the 

requestor seeks to use public records for sale, resale or solicitation or advertisement for sales of services. 

For convenience, a FOIA Request for Public Records Form is available at the main office and District website 

www.plfdparks.org. 

 

The District is not required to copy a public record that is posted on the District’s website unless the requestor 

cannot reasonably access the record on the District’s website. If a record is available on the District’s website, 

the District must instruct the requester that the record is available online and direct the requestor to the 

website and where the document can be located on the website. 

 

Within five (5) business days after the date the District receives a non-commercial request, one of the 

designated FOIA officers review and responds to the request. There will be no fees charged for the visual 

inspection of records. If the requestor asks for copies of the information requested, the Officer provides 

duplicate copies at no cost for the first fifty (50) pages (for black & white, letter or legal-sized copies) and 

additional pages for $0.15 per page. Charges for other paper sizes or finishes are as follows: 

Ledger-sized copies; black & white only (11” x 17”) $0.25 per page 

Letter-sized Color copies $0.25 per page 

Legal-sized Color copies $0.25 per page 

Plat copies up to 36” x 48” – black & white only Actual cost of duplicating 

(Needs at least two (2) business days notice) from Fed/Ex/Kinko’s  

 (Approximately $15.00 per sheet) 

Plat copies up to 60” x 60” Actual cost of duplicating 

(Needs at least two (2) business days notice) from FedEx/Kinko’s 

 (Approximately $200.00 per sheet) 

 

The charge for recorded formats on computer disks or audio tapes will be at the District’s actual cost of said 

disk or tape. The charge for certifying or notarizing records shall be $1.00 per item, which is in addition to 

the copying fee. Copies will be mailed via certified mail at the current rate of the United States Postal Service.  

All fees must be prepaid. 
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Information may also be provided in an electronic format if requested and if available in electronic format. 

 

Beyond the five (5) business days, the FOIA Officer can extend the response time for a non-commercial 

request no more than five (5) additional business days. The time period can only be extended for the 

following reasons: if the requested information is stored at a different location, requires the collection of a 

substantial number of documents or an extensive search, the request is in categorical terms and requires 

extensive research to narrow, has not been located, needs to be reviewed further by staff to determine 

whether they are exempt from FOIA, cannot be produced without unduly burdening the public body or 

interfering with its operations or requires the public body to consult with another public body that has 

substantial interest in the requested subject matter or both parties agree in writing to an extension specifying 

when the request will be filled. 

 

The District must respond to commercial requests within twenty-one (21) working days after receipt. The 

District’s response to a commercial request shall either: (a) provide an estimate of the time required by the 

District to provide the records requested and an estimate of the fees to be charged, which the District may 

require the requestor to pay in full before copying the requested documents; (b) deny the request pursuant 

to one or more of the exemptions under FOIA; (c) notify the requester that the request is unduly burdensome 

and extend an opportunity to the requester to attempt to reduce the request to manageable proportions; or 

(d) provide the records requested. Unless the records are exempt from disclosure, the District must comply 

with the request with a reasonable period considering the size and complexity of the request, and giving 

priority to records requested for non-commercial purposes. 

 

The procedure for responding to “Recurrent Requestors” or a “voluminous requests,” as defined under FOIA 

(defined in 5 ILCS 140/2(g)-(h)), are not set forth in this Section. Please refer to Section 3.2 of FOIA (5 ILCS 

140/3.2) regarding how to respond to Recurrent Requestors and Section 3.6 of FOIA (5 ILCS 140/3.6) 

regarding how to respond to voluminous requests and Section 6 of FOIA (5 ILCS 140/6) regarding the 

District’s ability to charge fees to the requestor in response to the same. 

 

To redact exempt material or to deny the request, a FOIA Officer must provide a written response to the 

requestor that includes a detailed factual basis for the application of any exemption claimed as the reason 

for denying the request, a citation to supporting legal authority, and notice that the requestor has the right to 

review by the Public Access Counselor (PAC) in the Illinois Attorney General’s Office and the right to 

challenge the denial in court. The response should clearly state the names and titles or positions of persons 

responsible for the denial. For any denial of a FOIA request the following notification will be used in the 

denial: 

You have a right to have a denial of a request reviewed by the Public Access Counselor (PAC) at 

the Office of the Attorney General. 5 ILCS 140/9.5(a). 

 

You can file your Request of Review with the PAC by writing to: 

 

Public Access Counselor 

Office of the Attorney General 

500 S. 2nd Street 

Springfield, IL 62706 

Fax: 217-782-1396 

E-mail: publicaccess@atg.state.il.us 

 

mailto:publicaccess@atg.state.il.us
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You also have the right to seek judicial review of a denial by filing a lawsuit in the State circuit court. 

5 ILCS 140/11. 

 

The Board President or Attorney can request that the Attorney General’s PAC issue an advisory opinion 

regarding compliance with FOIA (i.e. to verify if a record must be disclosed). This request must be in writing. 

 

To encourage citizen participation in the government process, the District will disclose public records as 

required by the Freedom of Information Act (FOIA). Any public records are posted on the District’s website. 

Compensatory information pursuant to PA-97-609 is posted on the District’s website. 
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1.07 COMMUNITY INPUT 
 

The Board believes that resident input is an essential component of the effective planning, development, 

implementation and evaluation of District programs and services. This input may be sought and gained in a 

variety of ways within a variety of District departments and divisions. By developing interest and ownership 

at the local level, we are fostering individuals who will continue to be valuable active participants in the long-

term success of the District. 

 

Staff will widely publicize all appropriate means for citizens to communicate (questions, comments, 

complaints) with the District and Board, e.g. telephone numbers, postal addresses, email addresses, website 

address, and will use bulletin boards and suggestion boxes where appropriate. 

 

Communication from residents may be in any form however, staff should encourage residents to 

communicate in writing where possible and to include their name, address, telephone number, and email 

address when possible. 

 

1) Needs Assessment 

 In order to facilitate the involvement and input of residents and guests in the long-range 

planning and decision-making process affecting the delivery of park, facility and recreation 

services, the Board will conduct a comprehensive attitude and interest survey and 

assessment at a minimum of once every five (5) ears to develop a needs assessment. The 

results of the needs assessment will become a part of the Policy Regarding Comprehensive 

Year-Round Recreation Programs and published for public review. 

 

2) Recreation Services 

 The following methods shall be utilized to provide residents and guests input in the planning 

and development of all recreation programs and services: 

o Program participant surveys and evaluations (written, phone, electronic) 
o Facility visitor surveys and evaluations (written, phone, electronic) 
o Focus Groups 

 
3) Guest Services 

 A Guest Service Evaluation will be conducted annually soliciting input from all guests who 

experienced a transaction during the evaluation year. Areas of measurement for the 

evaluation include, but are not limited to, guest service, accuracy, timeliness, 

approachability and how likely the guest is to recommend the District to a friend. Results of 

the evaluation will be reviewed and shared with appropriate District staff and the Board. 

 

4) Neighborhood Park Improvements 

 A people-driven approach will be utilized toward neighborhood park improvements. Key 

components of the people-driven approach shall be: identifying the mission of the specific 

park and/or playground to be improved, soliciting input and feedback from those residing in 

the immediate neighborhood around the park, building consensus from the neighborhood, 

and transparency. Upon completion, a park dedication shall be held. This is important in 

ensuring the neighborhood residents realize the benefit of their efforts and take ownership 

in the park. 

 

5) Regular Meetings of the Park Board of Commissioners 

 Input by citizens is welcome at the regular meetings of the Board. 
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1.08 COMPLAINTS 
 

Patrons of District facilities and recreation programs occasionally find situations not to their liking and feel a 

responsibility to convey their dissatisfaction to the District. Whether by phone call, face-to-face conversation, 

written correspondence, email or by means of social media, the District should acknowledge the individual’s 

concern and explain why the situation exists as it does, or how and when it will be improved. A Citizen Input 

form shall be completed and documented. 

 

It is the responsibility of all full-time and part-employees to work toward minimizing the number of valid 

complaints by improving the services the District offers. Complaints should be received and acknowledged 

in a positive atmosphere and attitude. 
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1.09 COMPREHENSIVE NEEDS ASSESSMENT 
 

In order to ensure that the District has a thorough understanding of the social and economic conditions as 

well as an awareness of population shifts in the community, the District will conduct a comprehensive 

statistically valid needs assessment no less than once every ten (10) years. This may be done by various 

means, including but not limited to, phone surveys, electronic and direct mail pieces. 
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1.10 COMPREHENSIVE MASTER PLAN 
 

The Board shall provide for the planning, improvement, financing, construction, and maintenance of the 

parks and other facilities, equipment, and property of the District. Among other things, the Board shall 

undertake the following: 

 a) Master Plans. The Board shall maintain a master plan that includes provisions for 

each of the District’s parks and other key facilities. The Board shall endeavor to keep the 

master plan current and shall undertake a thorough review of the master plan at least as 

often as every five years. 

 b) Capital Projects Plan.  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 not less often than biennially. 

This policy is also located in the Board of Commissioners General Practices Policy Manual Section 3.15. 
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1.11 INTERGOVERNMENTAL COOPERATION 
 

The Board encourages cooperation with other agencies in the community, including governmental, public, 

private, and voluntary organizations that enhance the services provided to 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 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) Relationship with Particular Groups; Liaisons. The Board desires to maintain its 

valuable relationships with various civic groups and Boards. Board members may be 

appointed to serve as liaisons between the District and some of these organizations by the 

President. 

 c) School District 202. The Board encourages cooperation between the District and 

Plainfield Community Consolidated School District 202 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 memorialized in letters of agreement between the District and school 

district. 

 d) Special Recreation. The Board is committed to helping provide for the recreation 

needs of special populations within the District. In furtherance of that commitment, the 

District shall remain an active member of a Special Recreation Department or Association. 

 e) Council of Governments. The Executive Director, or his designee, and at least one 

Board member should attend meetings of other local governments when items affecting the 

District are discussed. 

 

This policy is also located in the Board of Commissioners General Practices and Policy Manual Section 

3.16. 
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1.12 USE OF PARKS & FACILITIES BY LOCAL GOVERNMENT 
 

In the spirit of intergovernmental cooperation and to best serve the residents of the District, local governments 

may be provided the use of the District’s parks and facilities when not in use by the District. In order to use 

any park or facility all required and necessary paperwork must be completed in its entirety by designated 

representative(s) from the requesting local government and returned to the proper District representative. 

Approval will follow current District protocol. All fees will be invoiced according to set policies and must be 

paid to the District in a timely manner. 
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1.13 AFFILIATE GROUPS 
 

The District recognizes that certain activities or programs can best be implemented through the development 

or existence of special interest organizations, hereafter referred to as Affiliate Groups.  The District shall 

determine those activities best provided through this programing method and further define the relationships 

that exist between these groups and the District. The normal transition of a group which seeks affiliate status, 

may evolve from interest groups currently existing with the community, District programs that have 

demonstrated viable growth potential, and newly formed special interest organizations. Guidelines have been 

established to provide a clear understanding of the District’s relationship to these organizations and a 

reporting system to ensure conformity and consistency with the policies of the District. 

 

Criteria for becoming an Affiliate Group are outlined in the Facility Rental Policies. 

  



 
 

28 
 

1.14 LEASES 
 

The Board recognizes that from time to time it would be in the best interests of the District to become a 

partner in a lease agreement. The District may: 

1) Lease real property from any public building commission for the purpose of providing office space 

for the District administrative functions for a period of not to exceed 20 years, and may rent in 

accordance with the terms of the lease and enter a lease without making a previous appropriation 

for the expense. 

2) Lease equipment and machinery for corporate purposes for a period not exceed five years upon an 

affirmative vote of 2/3 of the Board. 

3) Lease real estate for corporate purposes for a period not to exceed ninety-nine (99) years upon an 

affirmative vote of 2/3 of the Board. 

4) Lease as otherwise authorized by the Park District Code. 
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1.15 GRANTS 
 

The Board shall seek to finance proposed improvements through public or private grants, whenever 

possible. The Executive Director or his/her designee, and other staff shall be vigilant about exploring all 

possibilities for obtaining grants and other financial assistance. 

 

This policy is also located in the Board of Commissioners General Practices and Policy Manual Section 

8.09. 
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1.16 IDENTITY PROTECTION 
 

The Board adopted an Identity Protection Policy as part of its Employee Policy Manual and pursuant to the 

Identity Protection Act, 5 ILCS 179/1 et seq.  Please refer to Appendix A of the Employee Policy Manual 

for the complete policy. 
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1.17 AMERICANS WITH DISABILITIES ACT 
 

The District acknowledges and supports the Americans with Disabilities Act (42 U.S.C. 12131 “ADA”) and 

prohibits discrimination on the basis of disability in the services, programs, or activities of the District. The 

Board empowers the Executive Director of the District to designate an employee or employees to coordinate 

the District’s efforts to comply with and carry out its responsibilities under ADA. The District will make all 

reasonable accommodations to facilitate community access and full participation by citizens. 

 

The Board is committed to helping provide for the recreation needs of special populations within the District. 

In furtherance of that commitment, the District shall remain an active member of a Special Recreation 

Department or Association. 

 

 

Complaint Procedure: 

 

1) Complaints should be filed in writing, contain the name, address and phone number of the person 

filing it, date and briefly describe the alleged violation. Alternative means of filing a complaint such 

as personal interviews, or a tape recording of the complaint will be made available to the person 

with a disability upon their request. Complaints should be addressed to the ADA Compliance 

Officer, Plainfield Park District, 23729 W. Ottawa Street, Plainfield IL 60544. 

2) A complaint should be filed within sixty (60) calendar days after the complainant becomes aware 

of the alleged violation. 

3) An investigation, as may be appropriate, shall follow the filing of a complaint. The investigation 

shall be informal but thorough and afford all interested persons and their representatives, if any, 

an opportunity to submit evidence relevant to the complaint. 

4) A written determination as to the validity of the complaint and a description of the resolution, if any, 

shall be issued and forwarded to the complainant no later than fifteen (15) calendar days after its 

filing. When appropriate the response will be in an alternate format (i.e. Braille, audio tape, large 

print, etc.) that meets the needs of the individual. 

5) The complainant can request a reconsideration of the case in instances of dissatisfaction 

with the resolution. The request for reconsideration should be made within ten (10) calendar 

days. 

6) The ADA Compliance Officer shall maintain the files and records in relation to the complaints filed. 

7) The right of a person to a prompt and equitable resolution of the complaint filed hereunder shall not 

be impaired by nor shall the use of the procedure be a prerequisite to the pursuit of other remedies. 

 

In addition to this policy, the Board adopted an Americans with Disabilities Act (ADA) Policy as part of the 

District’s Employee Policy Manual.  Please refer to the Employee Policy Manual, Section 1-2 for the complete 

policy. 
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  Plainfield Park District Accessibility Complaint Form 

 

 

Person completing form (check one)   Complainant       Authorized Representative 

 

Name:              

 

Telephone:             

 

Email:              

 

Mailing Address:            

 

               

 

 

Alleged Violations 

 

Describe the circumstances and the specific location, which prompted your specific ADA complaint. Please 

be specific and provide details (attach additional pages if necessary). 

 

               

 

               

 

               

 

               

 

               

 

 

Requested Action 

 

Please describe the accommodation or request that would help to provide you with greater access to our 

services, programs, or activities. 
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1.18 NON-DISCRIMINATION AND ANTI-HARASSMENT 
 

Introduction 

The District is committed to a work environment in which all individuals are treated with respect and dignity. 

Each individual has the right to work in a professional atmosphere that prohibits discriminatory practices, 

including harassment. Therefore, the District expects that all relationships among persons in the workplace 

will be business-like and free of bias, prejudice and harassment. 

It is the responsibility of each and every employee, unpaid intern, officer, official, park commissioner, agent, 

volunteer, and vendor of the District as well as anyone using the District's facilities, to refrain from sexual 

and other harassment. The District will not tolerate sexual or any other type of harassment of or by any of 

its employees, unpaid interns, and elected officials. Actions, words, jokes, or comments based on an 

individual's sex, race, national origin, age, religion, sexual orientation, civil union partnership, or any other 

legally protected characteristic will not be tolerated. 

This policy should not, and may not, be used as a basis for excluding or separating individuals of a particular 

gender, sexual orientation, civil union partnership, or any other protected characteristic, from participating in 

business or work-related social activities or discussions in order to avoid allegations of harassment. The law 

and policies of the District prohibit disparate treatment on the basis of sex, sexual orientation, civil union 

partnership, or any other protected characteristic, with regard to terms, conditions, privileges and 

prerequisites of employment. The prohibition against harassment, discrimination and retaliation are intended 

to complement and further these policies, not to form the basis of an exception to them. 

Definitions of Harassment 

1. Sexual harassment may occur whenever there are unwelcome sexual advances, requests for sexual 

favors, or any other verbal, physical, or visual conduct of a sexual nature when: 

a. Submission to the conduct is made either implicitly or explicitly a condition of the individual's 

employment;  

b. Submission to or rejection of the conduct is used as the basis for an employment decision 

affecting the harassed employee/unpaid intern; or 

c. The harassment has the purpose or effect of interfering with the employee/unpaid intern's work 

performance or creating an environment that is intimidating, hostile, or offensive to the 

employee/unpaid intern. 

 Sexual harassment may include a range of subtle and not so subtle behaviors and may involve 

individuals of the same or different gender. Depending on the circumstances, these behaviors may 

include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual jokes 

and innuendo; verbal abuse of a sexual nature; commentary about an individual’s body, sexual 

prowess or sexual deficiencies; leering; catcalls or touching; insulting or obscene comments or 

gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including 

through e-mail); and other physical, verbal or visual conduct of a sexual nature. 

2. Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 

this policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion 

toward an individual because of his/her race, color, religion, sex, sexual orientation, civil union 

partnership, age, national origin, disability or any other characteristic protected by law or that of his/her 

relatives, friends or associates, and that: (i) has the purpose or effect of creating an intimidating, hostile 

or offensive work environment; (ii) has the purpose or effect of unreasonably interfering with an 

individual’s work performance; or (iii) otherwise adversely affects an individual’s employment 

opportunities.  

 Harassing conduct includes, but is not limited to: epithets, slurs or negative stereotyping; threatening, 

intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of written or 
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graphic material that denigrates or shows hostility or aversion toward an individual or group (including 

through e-mail). 

 

 Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting 

outside the workplace, such as during business trips, professional conferences, business meetings 

and business-related social events. 

 

Reporting Procedure 

The District strongly urges the reporting of all incidents of discrimination, harassment or retaliation, 

regardless of the offender’s identity or position. Early reporting and intervention have proven to be the most 

effective method of resolving actual or perceived incidents of harassment or discrimination. Therefore, while 

no fixed reporting period has been established, the District strongly urges the prompt reporting of complaints 

or concerns so that rapid and constructive action can be taken. 

 

The availability of this reporting procedure does not preclude individuals who believe they are being 

subjected to harassing or discriminatory conduct from promptly advising the offender that his or her behavior 

is unwelcome and requesting that it be discontinued.  

 

If you experience or witness harassment or discrimination of any kind, you should deal with the incident(s) 

as directly and firmly as possible by clearly communicating your position to the offending person, your 

immediate supervisor, your Department Director, and/or the Executive Director. You should also document 

or record each incident (what was said or done, by whom, the date, time and place, and any witnesses to 

the incident). Written records such as letters, notes, memos, texts, social media postings, tweets, e-mails, 

and telephone messages can strengthen documentation. It is not necessary that the harassment be directed 

at you to make a complaint. 

 

Direct Communication with Offender: If there is harassing or discriminatory behavior in the workplace, you 

are encouraged to directly and clearly express your objection to the offending person(s) regardless of 

whether the behavior is directed at you. If you are the harassed employee/unpaid intern, you should clearly 

state that the conduct is unwelcome and the offending behavior must stop. However, you are not required 

to directly confront the person who is the source of your report, question, or complaint before notifying any 

of those individuals listed below. The initial message may be oral or written, but documentation of the notice 

should be made. If subsequent messages are needed, they should be put in writing. 

 

Report to Supervisory and Administrative Personnel: At the same time direct communication is undertaken, 

or in the event you feel threatened or intimidated by the offending person, you should promptly report the 

offending behavior to your immediate supervisor, Department Director or the Executive Director. If you feel 

uncomfortable doing so, or if your immediate Supervisor and/or Department Director is the source of the 

problem, condones the problem or ignores the problem, report directly to the Executive Director. If the 

Executive Director is the source of the problem, condones the problem, or ignores the problem, you should 

contact the President of the Board of Park Commissioners.  

 

Report to Director/President of the Board of Park Commissioners: An employee/unpaid intern may also 

report incidents of harassment or discrimination directly to the Executive Director. The Executive Director or 

his designee will promptly investigate the facts and take corrective action when an allegation is determined 

to be valid. If your complaint alleges harassment by the Executive Director, or if the Executive Director 

condones the problem or ignores the problem, you should immediately report the incident or incidents in 

writing directly to the President of the Board of Park Commissioners. An investigation will be conducted and 



 
 

35 
 

appropriate action will be taken when an allegation is determined to be valid. At no time will personnel 

involved in the alleged harassment conduct the investigation. 

 

Investigation and Disciplinary Action 

Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The 

District will make every reasonable effort to conduct an investigation in a responsible and confidential 

manner. However, it is impossible to guarantee absolute confidentiality. The investigation may include 

individual interviews with the parties involved, and where necessary, with individuals who may have 

observed the alleged conduct or may have other relevant knowledge. The District reserves the right and 

hereby provides notice that third parties may be used to investigate claims of harassment. You must 

cooperate in any investigation of workplace wrongdoing or risk disciplinary action, up to an including 

termination.   

 

Retaliation is Prohibited  

The District prohibits retaliation against any individual who reports discrimination or harassment, participates 

in an investigation of such reports, or files a charge of discrimination or harassment. Retaliation against an 

individual for reporting harassment or discrimination, for participating in an investigation of a claim of 

harassment or discrimination, or for filing a charge of discrimination or harassment is a serious violation of 

this policy and, like harassment or discrimination itself, will be subject to disciplinary action. 

 

Responsive Action 

The District will determine what constitutes harassment, discrimination or retaliation based on a review of 

the facts and circumstances of each situation. Misconduct constituting harassment, discrimination or 

retaliation will be dealt with appropriately. Responsive action may include, for example, training, referral to 

counseling and/or disciplinary action such as warning, reprimand, withholding of a promotion or pay increase, 

reassignment, temporary suspension without pay or termination, as the District believes appropriate under 

the circumstances. 

 

False and Frivolous Complaints 

Given the possibility of serious consequences for an individual accused of sexual harassment, complaints 

made in bad faith or otherwise false and frivolous charges are considered severe misconduct and may result 

in disciplinary action, up to and including dismissal. 

 

While we hope to be able to resolve any complaints of harassment within the District, we acknowledge your 

right to contact the Illinois Department of Human Rights (IDHR) at the James R. Thompson Center, 100 

West Randolph Street, Suite 10-100, Chicago, Illinois 60601, about filing a formal complaint, and, if it 

determines that there is sufficient evidence of harassment to proceed further, it will file a complaint with the 

Illinois Human Rights Commission (HRC), located at the same address on the fifth floor. If the IDHR does 

not complete its investigation within 365 days, you may file a complaint directly with the HRC between the 

365th and the 395th day. 

 

The Non-Discrimination and Anti-Harassment Policy is also located in the Employee Policy Manual Section 

1-3. 
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1.19 LOST AND FOUND PERSONAL PROPERTY 
 

Articles found at a facility are to be turned in based on where the item(s) were found. 

 

• If found at the Prairie Activity and Recreation Center (PARC) – turn it in at the PARC. 

• If found at the Normantown Equestrian Center – turn it in at the Normantown Equestrian Center. 

• If found at the Ottawa Street Pool – turn it in at the Ottawa Street Pool - at the end of the season, all 

remaining found items are to be brought to the Recreation/Administration Center. 

• If found at the Plainfield Township Community Center – turn it in at the Plainfield Township 

Community Center. 

• If found at the Recreation/Administration Center – turn it in at the Recreation/Administration Center. 

• If found at the Streams Recreation Center – turn it in at the Streams Recreation Center. 

• If found in any park – turn it in at PARC. 

 

Claiming “Lost” Items. Individuals wishing to claim “Lost” items may do so at the facility reception desk, by 

stating what was lost and by providing a description of the item to Park District team member. 

 

Disposal of Items. “Found” items will be kept for approximately thirty (30) days. After that thirty (30) day 

period, items will be disposed at the discretion of the Executive Director. Items that are usable by the District 

(sports equipment, towels, etc.) may become District property and be put into use. Other usable items will be 

donated to non-for-profit agencies for use or resale. Remaining items will be discarded. Bicycles and 

abandoned vehicles will be turned in to the corresponding police department.  Under no circumstances are 

“Lost & Found” articles to be used for personal use or disposed of in any other manner than described above, 

without the Executive Director’s permission. 
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1.20 GIFTS & BEQUESTS 
 

The District realizes that it may at times be asked to consider accepting gifts and/or bequests.  

 

The acceptance of these gifts and/or bequests will be entertained with consideration of the following: 

1) all local and state Ordinances regarding the Illinois Gift Ban Act; 

2) all relevant District policy and personnel practices; 

3) the overall benefit to the community; 

4) the overall benefit to the District; 

5) the potential associated costs, liabilities and exposure to/of the District; 

6) and compliance with any potential reverter clauses attached to gifts to ensure perpetuity of open 

space/recreation use(s) and assurance the clause(s). 

 

All gifts valued over $100.00 and all gifts of real estate will be brought to the Board for approval or 

denial of acceptance. 

 

The Board adopted a Gift policy as part of its Employee Policy Manual.  Please refer to the Employee 

Policy Manual, Section 5-9 for the complete policy. 
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1.21 DONATIONS 
 

The Park District is a municipal agency, partially funded by tax dollars from District residents and 
businesses. As such, it proudly supports many of the local non-profit organizations serving residents within 
our District boundaries through program or service donations, meeting space, and volunteer opportunities. 
 
Criteria for a non-profit organization requesting a donation shall include the following: 

1) share a common mission or goal with the Park District; 

2) be a bona-fide non-profit organization; 

3) be a District-based organization, or serve primarily District residents; and 

4) be non-exclusive, or if not, must benefit a reasonable number of District residents. 

 
Donation requests will be considered on a case-by-case basis and the final determination will reside with 
the Executive Director or his/her designee. 
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1.22 DISTRICT INVOLVEMENT IN COMMUNITY EVENTS 
 

The Board recognizes that from time to time there are various non-District sponsored community events 

conducted within the boundaries of the District. The Executive Director has the responsibility of determining 

whether or not, and to what extent, the District will become involved in a community event where there is no 

significant impact on the District budget or staff time. 

 

The study of proposed District participation in an event must consider: 

1) cost impact; 

2) District philosophy and/or theme concept; 

3) whether it is in the best interests of the District; 

4) whether it enhances the park and recreation opportunities of the District; 

5) if it complements and does not compete with a District program; 

6) if it is open to all people regardless of gender, religion, age, race, creed, etc., and  

7) whether or not it is sponsored by a not-for-profit organization. 

 

Each case should be considered on its own merits. There must be flexibility for consideration, but in general, 

participation in community events is a legitimate and appropriate role of the District. 
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1.23 LOGO 
 

The Board recognizes the need for standardizing the use of graphics, including the District logo, on District 

publications, shirts, uniforms, and vehicles. The logo is owned by the District and uses of the District logo are 

designed to benefit the District. 

 

The logo must appear on all District publications including, but not limited to official correspondence, flyers, 

posters, brochures, pamphlets, and news releases. Shirts, uniforms, and vehicles will also carry the District’s 

logo. 

 

The logo may not be altered in any way except for proportional re-sizing. The logo must not be used in a way 

that implies the District’s endorsement of opinions or views unrelated to the District’s mission, including 

political and religious positions. 
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1.24 COMMUNITY EVENT POSTING 
 

District kiosks and bulletin boards at the District’s facilities will display publicity for programs and special 
events of the District and, on a space available basis, may post other community events at no charge. 
 
Park District programs have first priority on kiosks and bulletin boards. However, if park programs will not 
be affected, and there is space available, other groups may request to post information providing: 

1) the posting is approved by the District; 
2) they are a local government entity; such as the Village, City, libraries, school districts, and fire 

districts or an affiliate of the District; and 
3) they are a not-for-profit group promoting an event/program that would have a positive benefit to 

District residents. 
 

Due to limited space, non-Park District postings will be displayed on a first-come-first-serve basis and 
prioritized at the discretion of the Executive Director or his/her designee. 
 
Guidelines 

1) Postings are limited to one week prior to the event or program. 
2) The organization making the request is responsible for contacting the District should the event be 

cancelled. 
3) The District reserves the right to refuse requests to organizations that offer competing facilities and 

services or who do not advance the mission of the District. 
4) The following types of messages are prohibited from posting: 

a. Alcoholic beverages or tobacco products 
b. Candidates in any election 
c. Religious or political viewpoints 
d. Promotion of commercial goods or services 
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1.25 WEBSITE CONTENT 
 

The District website will be used primarily for the publicity for programs and special events of the District and, 

on a space available basis, may include links to other non-profit community or municipal websites or the 

websites of corporate partners/event sponsors. 

 

The length of time for website links or posting is subjective and shall be determined by the District based on 

its needs and priorities. 
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1.26 DISTRICT SOCIAL MEDIA SITES 
 

Purpose of District Social Media Sites 
The District will utilize social media to increase the District’s presence on the web and to develop a 
conversational platform with our constituents that is both informational and promotional. 
 
Content and Monitoring 
The Marketing Manager is responsible for the overall monitoring of all District Social Media pages. 
Departments or employees that would like to contribute content or create a new social media page or 
promotion must seek approval and work with the Marketing Manager. 
 
No individual department or program of the District should construe its social media site as representing the 
District as a whole. Consider this when naming pages or accounts, selecting a profile picture or icon, and 
selecting content to post – names, profile images, and posts should be clearly linked to the particular 
department or program rather than to the District as a whole. 
 
Approval 
The Executive Director must approve all social media sites, promotions and communications that embody 
the District public voice. 
 
FOIA Requests 
The Illinois Freedom of Information Act states that “Written requests may be submitted to a public body via 
personal delivery, mail, telefax, or other means available to the public body” (5ILCS 140/3 (c)). Therefore, if 
a member of the public posts a comment on a social media site of the District that clearly requests certain 
records, it will be construed as a valid FOIA request. The Marketing Manager or his/her designee will forward 
all available information to the FOIA officer to address or clarify the request. The Park District will make a 
reasonable effort to ensure that contact information for FOIA requests is available on social sites. 
 
Acknowledge who you are 
If you are representing the District when posting on a social media platform, acknowledge this. 
 
Link Back to the District 
www.plfdparks.org is the only official website of the District. Whenever possible, link back to the District web 
site. Ideally, posts should be very brief; redirecting a visitor to content that resides within the District’s web 
environment. 
 
See the Employee Policy Manual, Section 8-2, Computer Network and Internet Access – ePolicy for general 
guidelines and principles for network and systems, general guidelines and principles for email and voicemail 
systems and general guidelines for social media. 
  

http://www.plfdparks.org/
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1.27 PUBLIC USE OF DISTRICT SOCIAL MEDIA 
 

Customer Use Policy 
The District engages customers through many digital outlets including www.plfdparks.org, Facebook, 
Twitter, Constant Contact and which may include YouTube, Google+, Foursquare, Pinterest and blogs. 
Communicating with the District through social media further enables customers to contact us in a direct 
and meaningful way. 
 
Please be aware that when engaging with the District over social media, you are agreeing to the following: 
 
Commenting on a District Social Media Site and Blog: 
The District shares information, images and video with the public through external social media websites 
and blogs. Comments made by the public to these sites are reviewed and, while comments will not be 
edited by District personnel, a comment may be deleted if it violates the comment policy described herein. 
 

• Comments should be related to the posted topic for the District’s social media page, blog or post. 
District social media accounts are not meant for comments that do not directly relate to the purpose 
or topic of the social media website or for service requests. For general comments or 
communications concerning the District, please visit www.plfdparks.org, or by calling  
(815)436-8812. 

• You are subject to the Terms of Use of the host site. Information (photos, videos, etc.) you share 
with or post to official District pages or blogs is also subject to the  
Terms of Service of the host site and may be used by the owners of the host site of the District for 
their own purposes. For more information, consult the host website’s Terms of Use. 

• District social media accounts or blogs are not open to comments promoting or opposing any 
person campaigning for election to political office, or promotion or advertisement of a business or 
commercial transaction. The use of obscene, threatening or harassing language is prohibited. 

• Personal attacks of any kind or offensive comments that target or disparage any specific person, 
group, ethnicity, race, age, or religious group, gender, sexual orientation or disability status are 
prohibited. 

• Comments advocating illegal activity or posting of material that violates copyrights or trademarks 
of others are prohibited. 

• This comment policy is subject to amendment or modification at any time. 

• The District, in its sole discretion, may remove any content at any time. 
  

http://www.plfdparks.org/
http://www.plfdparks.org/
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1.28 PHOTOS AND VIDEOS 
 
On occasion, the District staff may take photos or videos of program participants, participants at special 
events or people using the parks and facilities. 
 
The District staff may use these videos or photographs to inform others of recreational opportunities 
available in our community. We do not use identification in our publicity materials. Please be aware that 
videos and photographs may be sued in future promotional pieces. All videos and photographs are property 
of the Plainfield Park District. 

 

  



 
 

46 
 

1.29 PUBIC RELATIONS COMMITMENT 
 

The Plainfield Park District is committed to effective communication across useful avenues to reach the 
community. It is one of several points of emphasis of the District's core value of Community. The 
dissemination of information to the public in a timely and responsible manner is a key aspect of enhancing 
lives through equitable and accessible exceptional recreation opportunities for all (the District's mission).  
 
The Marketing and Communications Department, overseen by the Director of Marketing and Community 
Outreach, spearheads public relations initiatives. The Department works closely with the Recreation & 
Facilities Department to promote District programs, services and events, with additional oversight by the 
Executive Director.  
 
In terms of day to day operations, the Director of Marketing and Community Outreach determines the 
appropriate time to release information, as well as the best medium to be used (press release, social media, 
website, etc.). In times of crisis, the District's Risk Management Policy addresses what information shall be 
released, when it shall be released, and who shall release it. 
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1.30 DIVERSITY, EQUITY, INCLUSION & BELONGING (DEIB) POLICY 

 

The Plainfield Park District (“District”) commits itself to diversity, equity, inclusion, and belonging 
because these values make us a thriving community for all people. Creating a mutually respectful, 
multicultural and equitable environment does not happen on its own; it must be intentional. 

 

We believe in equity and we will work to break down systems of oppression, including racism, sexism, 
homophobia, xenophobia, and other forms of bias and hate. We reject racial and social barriers that 
limit and divide us, and we reject bias towards any group of people. 

 
Plainfield Park District is an organization that welcomes, respects, and encourages the contributions of 
all people regardless of race, color, ethnicity, national origin, relation, age, sex, sexual orientation, 
gender identity or expression, marital and/or family status, language, mental and/or physical ability, 
military status, economic class, immigration status, foster status, body size, criminal history, or any other 
characteristics that are often used to divide people. 

 
This makes diversity, equity, inclusion, and belonging (DEIB) everyone’s responsibility -- that of every 
employee throughout the District. This enables everyone at Plainfield Park District to reach their full 
potential and help us innovate to create a healthier community. 

 
We strive to make these values reflected in our everyday practices and priorities, including fair 
treatment and equal access for fun, adventure, learning, and growth through recreational programs 
and parks. 

 
The Diversity, Equity, Inclusion & Belonging Policy, along with our DEIB Roadmap, sets out the 

principles and requirements by which Plainfield Park District will enhance diversity, equity, inclusion 

and belonging throughout the organization. The policy is applicable—but not limited— to our practices 

and policies on recruitment and selection; compensation and benefits; professional development and 

training; promotions; transfers; social and recreational programs; layoffs; terminations; and the ongoing 

development of a work environment built on the premise of gender and diversity equity. The Policy 

applies to all employees and anyone conducting work on behalf of Plainfield Park District. Our DEIB 

strategy is based on a 5-year strategic roadmap to accelerate how we provide health and wellness 

solutions to an increasingly diverse community. 

Our DEIB roadmap starts with our people. It starts with helping them discover ways of working that 

foster a sense of inclusion and a deep sense of belonging—for themselves, for their teams, and for 

Plainfield Park District. In parallel, we strive on building a diverse workforce by attracting, developing 

and retaining employees. We believe that through having a diverse workforce, we will be employing 

the best talent and leveraging diverse and unique skills and perspectives. 

It is also critical to embed DEIB into our operations to better serve the needs of our diverse patrons and 

constituency. We are dedicated to DEIB through the District’s mission, vision, and values. The Mission 

of the District “seeks to enhance lives through equitable and accessible exceptional recreation 

opportunities for all.” Through our vision we challenge our agency to “aspire to be innovative, diverse, 

and inclusive in administration, recreation and preservation.” We wish that Plainfield Park District is for 

every person to use their unique experiences and backgrounds together. The established values of the 

District hinge DEIB in that the District: 

• Recognizes and understands that diversity in the community brings great richness to the 
quality of life within our District. 

• Is committed to expanding our awareness of and sensitivity to the importance of 
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diversity. 

• Continues to create an inclusive and welcoming parks system for all our residents and 
visitors to enjoy facilities, amenities, and programs. 

• Continual commitment to actively lead, partner, and support community initiatives that 
promote structural change 

 
We utilize these tailoring tools and resources and otherwise mitigating systemic barriers to enable 
everyone to reach their full potential. It requires purposeful action every day. 

 

Every employee is responsible for: 

• Respecting the dignity and diversity of all people. 

• Creating an inclusive environment that is free from discrimination, harassment and 
bullying. 

• Enhancing their awareness of potential unconscious bias and how that might hinder our 
ability to be more inclusive and collaborative with one another. 

• Focusing on conscious inclusion to be more intentional with their actions to drive 
diversity, equity, and belonging. 

• Committing to an individual goal as part of annual goals and objectives setting to help 
Plainfield Park District meet our DEIB responsibilities. 

 
Leader Responsibilities: 

• Leaders are accountable for specific DEIB responsibilities and for achieving DEIB 
outcomes as part of their departmental development and offerings. 

• Ensuring that employment-related decisions are free from discrimination. 

• Setting departmental DEIB goals to foster diverse representation and an inclusive 
environment within their teams. 

• Engaging in conscious inclusion and other behaviors that promote equity. 

• Mitigating potential unconscious bias in employment decisions and talent practices 
(including performance and development, compensation, hiring). 
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ENVIRONMENTAL 
 

 

1.31 ENVIRONMENTAL MISSION STATEMENT 
 

The District will strive to wisely use and protect earth’s limited natural resources; to dispose of all refuse in 

an environmentally friendly manner; to use environmentally friendly supplies and materials when practical 

and feasible, including herbicides and pesticides; to follow the law with regard to the mandatory recycling of 

specified materials; and to support the voluntary recycling of plastic, cans, glass, fiber, and paper products in 

District facilities. 
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1.32 ENVIRONMENTAL POLICY AND PROCEDURE 

 

Statement of Philosophy 

The community and the District are increasingly aware of the environmental issues that affect the quality 

of life. It is the intent of the District to assume a community leadership role in the development and use 

of sound environmental policies, practices, and educational opportunities. 

 

1. Green Purchasing Procedures 
Purchase products for facility and park operations which reduce negative environmental impacts taking 

into consideration the effects of product production, use, safety, storage, disposal and cost. 

• Purchase products, whenever feasible, that are made of recycled material 

• Research green alternatives when making purchases 

• Purchase products that are manufactured locally whenever possible 

• Reduce environmental damages associated with purchases by increasing the purchases 

of environmentally preferable products and services whenever feasible that is consistent 

with cost, performance, availability and safety considerations 

• Purchase, whenever feasible, products with a third-party certification indicating their 

environmental status such as Green Seal or Energy Star whenever possible 

• Promote the purchase of sustainable products by allowing an additional 15% to be spent 

on items under $10,000, and an additional 10% on items $10,000 to $15,000. Purchases 

will adhere with the Purchasing Policy located in Section 2.18 of the Administrative 

Policy Manual. 

• Each procurement action will be fully documented and consistent with the District’s 

Purchasing Policy located in Section 2.18 of the Administrative Policy Manual 

and purchasing procedures. Any variance must have approval by the Park Board. 

• Examples of environmentally sustainable products include: 

o Products that contain the highest possible percentage of post-consumer content 

products that reduce greenhouse gas emissions or are made with renewable 

energy 

o Products that serve several functions (e.g. copiers/printer, multipurpose cleaners) 

and reduce the overall number of products purchased 

o Products that reduce waste 

o Products that reduce the use of toxins hazardous to the environment and 

employee and public health 

o Products that reduce air and water pollution 

o Products from suppliers who strive to improve environmental performance, 

provide environmentally preferable products and who can document the supply 

chain impacts of their efforts 

o Reusable products 

 

2. Protection of Air, Water, Soil and Wildlife 
Actively seek to implement ways to conserve and protect water and soil, enhance air quality, limit the 

production and release of pollutants, and protect wildlife. 

• Use standardized and uniform procedures for the application and safe handling of 

pesticides, when pesticide use is necessary 

• Abide by the federal and state Endangered Species Protection Acts in order to avoid 

adverse impacts on endangered or threatened species during District operations 

• Protect and preserve threatened wildlife species. 
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Administration: The District will comply with the Federal Insecticide Fungicide 

and Rodenticide Act and the Illinois Department of Agriculture regulating 

governing the use of pesticides. Compliance includes state certification of all 

employees involved with the implementation of this program. 

Education: Staff will participate in training sessions sponsored by affiliated 

professional part organizations designed to improve the supervision, safe 

handling, and application of pesticides. 

Characteristics: Pesticides used by the District in the form of herbicides, 

insecticides or fungicides will be of the General Use classification. 

Notification: Pesticide application notices will be posted 24 hours prior to the 

treatment and will remain up until 24 hours after completion of treatment. 

Application: General use pesticides used by the District and registered with the 

Federal EPA will always be used according to specific label direction and 

procedures to ensure safe and effective application, storage and disposal. 

Calibration: Calibration of equipment and application rates will be according to 

manufacturer’s recommendations so that minimal amounts of pesticide are 

applied. 

 

3. Energy Resource Usage Guidelines 
Actively seek to implement ways to conserve energy resources and investigate methods to apply 

alternative energy technologies. 

• Use programmable thermostats to save energy and money 

• Use energy efficient resources 

• Install, where feasible, energy efficient light bulbs and lighting with motion sensors 

• Install, where feasible, faucets that use motion to run water 

• Install, where feasible, toilets that use less water 

• Research and evaluate alternative energy sources such a solar and wind power where 

feasible 

 

4. Recycling and Waste Reduction and Handling 
The District is committed to reducing solid waste by utilizing renewable or reusable resources as well 

as minimizing its dependence on non-renewable resources. 

• Recycle trees as wood chips and firewood when appropriate 

• Compost all leaves, grass, and other landscape materials whenever feasible 

• Maximize used oil collection 

• Use recycled products, such as Durawood, biodegradable bags, recycled paper, etc. 

whenever feasible 

• Phase out products that are environmentally damaging 

• Recycle tires, batteries, antifreeze and Freon 

• Recycle fluorescent, mercury vapor, high pressure sodium, and metal halide lamps 

• Comply with all other applicable federal, state and local regulations and laws 

• Recycle plastic, cans, glass, metal, fiber and paper products at facilities and parks where 

feasible 
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5. Open and Natural Space Planning and Preservation 
Actively seek to protect and restore indigenous natural communities such as prairies, woodlands and 

wetlands, and promote reclamation, acquisition, preservation and management of other open 

spaces. 

• Develop relations and agreements with public and private organizations and individuals 

in order to have open space and natural habitats preserved and/or managed 

• Plan and construct new and renovated open space areas and facilities using the latest 

information available so as to not negatively impact the environment. The District will strive 

to conserve soil, water and energy resources and protect indoor and outdoor air quality. 

• Recognize the importance of both safe and attractive parks and open space 

• Establish a balanced Integrated Pest Management Program that includes: 

o Selecting appropriate plant and species and their proper location 

o Using preventative maintenance procedures 

o Promoting early detection of problems 

o Utilizing natural control methods where possible 

o Testing for better application methods 

o Minimizing pesticide use 

o Transition landscaping at park sign beds to include native plantings or low water 

need or low maintenance plantings 

 

6. Environmental Education and Interpretation 

• Actively seek to be a role model within the community by promoting public awareness and 

educational programs that encourage environmentally sustainable lifestyles. 

• Implement youth-oriented outdoor education programs 

• Host community-wide special events to promote environmental awareness 

• Build an environmental curriculum to integrate into pre-school and camp programming 

• Highlight environmental improvements within the District on website and print 

media creating public awareness 

 

7. Measurement System for Energy Usage and Recycling Efforts 

• Maintain a database on the company file to record and monitor all energy usage in 

District facilities. 

• Work with local recycling provider to develop a recycling measurement system 

• Utilize the IPRA Environmental Report Card to monitor District improvements in key 

areas of sustainability 

• Maintain an up-to-date inventory of green efforts 
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RISK MANAGEMENT 
 

 

1.33 RISK MANAGEMENT/LOSS CONTROL 
 

The Board recognizes that its residents and employees are its two most important assets. It is important to 

protect the District from financial loss due to risk exposure and to provide a safe working environment for all 

District staff and users of the District’s facilities and programs. 

 

It is the responsibility of the Executive Director, in unison with the Safety Coordinator, Risk Management and 

Wellness Committee and Department Directors, to develop and implement a proactive safety and loss control 

program, to provide and maintain safe and healthy working conditions, and to develop safe operating 

procedures that will provide all employees safe working conditions and efficient operations. 

 

The District belongs to the Park District Risk Management Agency, (PDRMA), which is a member-owned risk 

management pool. Insurance coverage provided to us by PDRMA include liability, property, worker’s 

compensation, pollution liability, volunteer medical accident, outbreak expense, underground storage tanks, 

unemployment compensation and health. 

 

PDRMA conducts in-depth Loss Control Reviews (LCR) annually with each member agency to evaluate, 

develop, maintain and enhance risk management best practices. Additionally, each member agency has a 

PDRMA loss control consultant and resources available that include education and training, legal   services, 

claims administration, and web-based resources. These member services support member agencies in 

maintaining a LCR score of 80%. Loss Control Representatives from PDRMA conduct a minimum of one 

on-site visit per year to ensure that loss control measures are being maintained. The District became a new 

member to the risk pool in 2016. 

 

The administrative and supervisory personnel of the District are committed to a firm stance regarding the daily 

assurance of a safe, well-maintained environment for participants and District employees. To this end, risk 

management and wellness policies have been developed to assist in obtaining a clear understanding of the 

risk management plan and other safety procedures for the District. 

 

The overall effectiveness of the District’s risk management and wellness program relies upon the value and 

priority given it by the Administration and each individual employee. Therefore, the contents of the District’s 

Risk Management and Wellness Policy and Procedure Manual and adherence to its contents is considered 

extremely important to all staff and the residents of the District. All other than non-routine changes require 

approval by the Board. 

 

 

  



 
 

54 
 

INFORMATION TECHNOLOGY 
 

 

1.34 CYBER LIABILITY 
 

The District electronically collects, maintains, stores, uses and ultimately disposes of personal information, 

so therefore it needs to take steps to protect that information and reduce the risks of cyber liability. 

Safeguarding sensitive data in fields and on computers is critical for business, as it can lead to fraud or 

identity theft. 

A breach is defined as the actual release or disclosure of information to an unauthorized individual/entity that 

exposes a person’s: 

• Personally Identifiable Information (PII). 

• Protected Health Information (PHI). 

• Financial/reputational information that may cause a person inconvenience or harm. 

• Financial/reputational information that may cause the District inconvenience or harm. 

• Customer (current/former), applicant or employee data. 

• District information or intellectual property. 
 

The District requires that materials containing personal information, be disposed of so that the information is 

unreadable, unusable and undecipherable. Proper disposal methods include, but are not limited to, the 

following: 

• Paper documents containing personal information may be redacted or shredded. 

• Electronic media and other non-paper media may be destroyed or erased. 

• Individuals disposing of materials may contract with a third party that must implement and monitor 
compliance with policies and procedures that prohibit unauthorized access to, acquisition of, or use 
of personal information during the collection, transportation and disposal of those materials. 

 

Investigation, Response and Notification 

The District may learn of security breaches in a variety of ways. For example, an employee may notify his/her 

supervisor that a laptop containing sensitive customer data was lost or stolen. By properly monitoring our 

information technology intrusion-detection systems we may learn that an unauthorized individual has 

accessed the computer network. The District may learn that disgruntled employee has been selling data to 

identity thieves. Regardless of the type of breach, the following steps should be taken upon discovery. 

1) Notify the Executive Director and the appropriate Department Director, with the nature of the breach. 
2) Contact PDRMA to assist in response efforts. 
3) Discover – evaluate, investigate, and gather the facts. 

A critical step is to conduct a thorough investigation to confirm a breach occurred and to 

determine the scope and cause of the breach. Such investigation may show a suspected 

breach is either nonexistent or less severe than initially suspected. The District may 

consider hiring an outside company to determine the extent of the breach and the number 

of individuals affected. 

4) Contact the Deputy Director once a breach is determined and decides how to secure the data so 
the minimum amount is compromised. 
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5) Take all appropriate measures to secure the data. 
6) Involve law enforcement immediately, if deemed necessary. 
7) Cooperate in any law enforcement investigation. 
8) Notify those affected by the security breach according to the requirements of the Personal 

Information Protection Act (815 ILCS 530). Attachment B further defines a security breach, 
information applicable to the act, and other timelines of notification. 

9) Contact the entity who is handling the breached data immediately as well as any other entities from 
which the District may have obtained the data. 

10) Ensure the entity that owns, maintains or licenses the data will notify affected individuals as 
required by Illinois law. If the District is the owner/licenser of the data, use the sample letter in 
Attachment A to notify affected individuals. 

11) Prepare press release(s) in conjunction with PDRMA legal staff. 
12) The District may consider retaining a third-party call center to handle calls from affected individuals. 
13) The District may consider providing credit monitoring for the affected individuals for 12 to 24 months 

even though it is not required by Illinois law. 
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Attachment A 
 
Date 
 
 
Dear    : 
 
We are contacting you because we have learned of a data security incident that occurred on [Date of 
Breach] that may have involved some of your personal information. 
 
The breach involved unauthorized access to the District’s [outline system or equipment]. The information 
that may have been breached contained you [Outline Personal Identifiable Information breached (i.e. 
name, bank routing number and account number(s), etc.)]. 
 
We are notifying you so you can take action to minimize or eliminate potential harm. We strongly 
encourage you to take preventive measures no to help prevent and detect any misuse of your 
information. 
 
As a preventive step, we recommend you closely monitor your financial accounts. 
 
If you see any unauthorized activity, promptly contact your financial institution. We also suggest you 
submit a complaint to the Illinois Attorney General’s Identity Theft Hotline at 866-999-5630 or the Federal 
Trade Commission online at www.ftc.gov/idtheft. 
 
You may also want to contact the three U.S. credit reporting agencies: 
 
Equifax: 800-525-6285: www.equifax.com; P.O. Box 740241, Atlanta GA, 30374-0241, 
Experian: 888-EXPERIAN (397-3742); www.experian.com; P.O. Box 9532, Allen, TX 75013. 
TransUnion: 800-680-7289; www.transunion.com; Fraud Victim Assistance Division, P.O. Box 6790, 
Fullerton, CA, 92834-6790. 
 
You can obtain additional information about fraud alerts and security freezes from these sources. 
 
If you have further questions or concerns, please contact (Appropriate Department Director), 555-555-
5555. 
 
 
 
Executive Director 
  

http://www.ftc.gov/idtheft
http://www.equifax.com/
http://www.experian.com/
http://www.transunion.com/
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Attachment B 
 
ILLNOIS LAW REQUIRING NOTIFICATION IN THE EVENT OF A SECURITY BREACH 
 
Personal Information Protection Act 
815 ILCS 530/ 
 
Security Breach 
“Breach of the security of the system data” means unauthorized acquisition of computerized data that 
compromises the security, confidentiality or integrity of personal information maintained by the data 
collector. “Breach of the security of the system data” does not include good faith acquisition of personal 
information by an employee or agent of the data collector for a legitimate purpose of the data collector, 
provided the personal information is not used for a purposed unrelated to the data collector’s business or 
subject to further unauthorized disclosure. 
 
Type of Information 
“Personal information” means an individual’s first name or first initial and last name in combination with 
any one or more of the following data elements, when either the name or the data elements are not 
encrypted or redacted:  
 

1) Social Security number. 
2) Driver’s license number or state identification card number. 
3) Account number or credit card number, or an account number or credit card number in 

combination with any required security code, access code or password that would permit access 
to an individual’s financial account. 

 
“Personal Information” does not include publicly available information that is lawfully made available to 
the general public from federal, state or local government record. 
 
***Note: If the breach involves the unauthorized acquisition of protected health information, notification 
may be required under the federal Health Insurance Portability and Accountability Act. 
 
Whom to Notify 
Any Illinois resident whose personal information has been breached. Any data collector that owns or 
licenses personal information concerning an Illinois resident shall notify the resident at no charge of a 
breach of the security of the system data following discovery or notification of the breach. 
 
When to Notify 
The disclosure notification shall be made in the most expedient time possible and without unreasonable 
delay, consistent with any measures necessary to determine the scope of the breach and restore the 
reasonable integrity, security and confidentiality of the data system. 
 
Information Security and Security Breach Notification Guidance 
The notification may be delayed if an appropriate law enforcement agency determines notification will 
interfere with a criminal investigation and provides the data collector with a written request for the delay. 
However, the data collector must notify the Illinois resident as soon as notification will no longer interfere 
with the investigation. 
 
How to Notify 
Notice to consumers may be provided by one of the following methods: 
 

1) Written notice. 
2) Electronic notice, if the notice provided is consistent with the provisions regarding electronic 

records and signatures for notices legally required to be in writing as set forth in Section 7001 of 
Title 15 of the United States Code. 

3) Substitute notice, if the data collector demonstrates the cost of providing notice would exceed 
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$250,000 or the affected class of subject persons to be notified exceeds 500,000, or the data 
collector does not have sufficient contact information. Substitute notice shall consist of all of the 
following: (i) email notice if the data collector has an email address for the subject persons; (ii) 
conspicuous posting of the notice on the data collector’s website if the data collector maintains 
one; and (iii) notification to major statewide media. 

 
Other Legal Requirements 
A data collector that does not own or license the data shall provide such notification of the breach to the 
owner or licensee.  In addition, the data collector shall cooperate with the owner or licensee in matters 
relating to the breach. That cooperation shall include, but need not be limited to, (i) informing the owner or 
licensee of the reach, including giving notice of the date or approximate date of the breach and the nature 
of the breach; and (ii) informing the owner or licensee of any steps the data collector has taken or plans to 
take relating to the breach. 
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1.35 SECURITY CAMERAS 
 

The District uses security cameras to help document events involving the safety and security of facility users, 

staff, and property. The security camera installation consists of dedicated cameras which may provide real-

time surveillance through a video management system. The primary use of security cameras is to discourage 

inappropriate and illegal behavior and to enhance the opportunity to apprehend offenders. Facility use is 

governed by the policy established by the Board and any applicable rules or regulations adopted by the 

District. The Executive Director as the executor of the policy for the Board has discretion in determining what 

use is “in the best interest of the District” and is authorized to act accordingly, including limiting the use of the 

facility by individuals whose activities interfere with Library operations, adversely affect public safety, or cause 

public disturbances.  

 

Signage 

The District shall post and maintain signs giving notice of the use of security cameras for monitoring and 

recording activity in public areas of the facility. 

 

Camera Location 

Cameras are located to view service desks, exits, and areas prone to theft, vandalism or other activity that 

violates District policy or criminal law. In no event shall cameras be located in areas where patrons and/or 

staff have a reasonable expectation of privacy such as restrooms. 

 

Access to Digital Images 

Video data is recorded and stored digitally. Recorded data is considered confidential and secure. Access to 

live feeds of images is available to staff at service desks in order to monitor current activity. Access to recorded 

video data is limited to the Executive Director, Deputy Director or any designee of the Executive Director. 

 

Retention of Digital Images 

Recordings shall be kept for approximately 30 days with the exception of appropriate still shots or selected 

portions of the recorded data relating to specific incidents. These shall be retained for one year after the 

incident. The storage media shall be kept in a secure area. 

 

Access by Law Enforcement and Patron Privacy 

Video surveillance records are not to be used directly or indirectly to identify the activities of individual  

Library patrons except as viewed in relation to a specific event or suspected criminal activity, suspected 

violation of District Policy, or incidents where there is reasonable basis to believe a claim may be made against 

the District for civil liability. Authorized individuals may use a still shot or selected portions of recorded data to 

request law enforcement review for assessing the security risk of a specific individual or for investigating a 

crime on District property. 

 

Video data will be made available to law enforcement officials or agencies upon written request. The District 

shall retain a copy of the request. Recorded data will be accorded the same level of confidentiality and 

protection to facility users by Illinois state law and the District’s policies with respect thereto. 

 

Disclaimer of Liability 

Any patron or staff member shall be given a copy of this policy regarding use of the security cameras upon 

request. The District disclaims any liability for use of the video data in accordance with the terms of this policy, 

given that this is a public facility and the security cameras shall be limited to those areas where patrons and/or 

staff have no reasonable expectation of privacy. 
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Damages and Liability 

Any individual using the facility shall be held responsible for willful or accidental damage to the District’s facility 

caused by the individual in accordance with the District’s Code of Conduct. 

 

Appeal and Review 

The Board will review the Security Camera policy periodically and reserves the right to amend them at any 

time. The Board authorizes the Executive Director to waive regulations under appropriate circumstances. The 

Executive Director is the chief person empowered to make decisions regarding the use of the security 

cameras. 

 

Any appeals for changes to, or exceptions to, any portion of the Security Camera policy will be considered. 

An individual wishing to file an appeal shall submit to the Executive Director in writing. The Executive Director 

will respond in writing. 
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SECTION 2.00 – FINANCES 
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2.01 ANNUAL BUDGET AND APPROPRIATION ORDINANCE 
 

The Board shall review and approve an annual budget after review and recommendation of the Finance and 

Liability Committee. The presentation of the budget shall include a written description of the significant 

changes to the prior year’s budget as well as review of the budgeted and projected revenues and 

expenditures for each fund in prior fiscal year, the results of significant organizational, operational, or 

accounting changes, and the timetable for review, revision, public display, and adoption of the budget and 

appropriation ordinance, the annual tax levy ordinance, and the Truth-in-Taxation hearing (if one is 

necessary). The Executive Director shall supervise the preparation of the proposed budget and appropriation 

ordinance in consultation with Deputy Director. The proposed budget and appropriation ordinance shall be 

released for public inspection in the manner provided by law. The Board will hold a public hearing on the 

proposed budget and appropriation ordinance. The Board shall approve a budget at a Board meeting, within 

90 days of the start of the fiscal year, usually at the regular meeting of the board in January. The budget 

shall be filed with both counties within 30 days of approval. 

 

The Annual Budget and Appropriation Policy is also located in the Board of Commissioners General 

Practices Policy Manual Section 8.03. 
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2.02 BUDGET PHILOSOPHY AND GUIDELINES 
 

The fiscal year of the District is January 1 – December 31. 

 

In the preparation of the annual fiscal budget, management will consciously work toward satisfying and 

fulfilling both the short-term and long-range goals and objectives formulated by management and approved 

by the Board. 

 

Whenever feasible and practical, the budget process shall be decentralized in which frontline managers will 

formulate the preliminary drafts of their department budgets. The drafts will be reviewed by the appropriate 

Director, the Deputy Director, and finally the Executive Director. To carry out this policy, management will 

employ qualified people who can understand financial information, satisfy routine financial requirements and 

satisfactorily prepare a budget. 

 

The District’s overall policy is one of Fiscal sustainability, where stabilization comes before growth. The 

policy will aid the agency in developing its future planning to achieve both sustainability and growth. 

 

It will be the goal of the District that, as part of its budget process, property taxes – exclusive of those not 

subject to the tax cap – account for no more than 70% of total revenues. 
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2.03 BUDGET OVER-EXPENDITURE CONTROLS 
 

The Board recognizes the need for control of expenditures through the budget process. It also recognizes 

that occasional activity will occur differently than originally planned, resulting in an over-expenditure of certain 

budget line items. 

 

It is the responsibility of the Executive Director to ensure that adequate controls are established to insure that 

all expenditures occur in a reasonable manner as consistently with the budget as is practical. 

 

Any line item that is over-expended must have another line item in the same fund with a surplus that will 

provide a balance at the end of the fiscal year. 
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2.04 FINANCIAL REPORTING 
 

The Board recognizes that in order to be knowledgeable concerning the District’s fiscal condition, a 

comprehensive and informative reporting system is required. 

 

On a monthly basis, the Treasurer or their designee will provide the Board and staff with a summarized profit 

and loss statement, comparing current monthly and year-to-date totals to current monthly and year-to-date 

budget and the prior year’s monthly and year-to-date totals. This report will be presented in summarized at 

the fund level. 
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2.05 ANNUAL TAX LEVY  
 

The Board shall consider and approve a tax levy ordinance annually in accordance with the schedule 

established by law. The annual tax levy ordinance shall be approved by the Board no later than the regular 

meeting of the Board in December and filed with Will County Clerk and Kendall County Clerk within the 

deadline for filing established by law. 

 

 

The Tax Levy Ordinance Policy is also located in the Board of Commissioners General Practices Policy 

Manual Section 8.04. 
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2.06 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. 

 

A notice of availability of the audit report is published one time in an English language newspaper published 

in the District in which the District Treasurer holds his or her office, or, if no newspaper is published in the 

District, then in a newspaper in the English language published in the county in which the District Treasurer 

holds his or her office. 

 

The Annual Audit Policy is also located in the Board of Commissioners General Practices Policy Manual 

Section 8.05. 
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2.07 ANNUAL STATEMENT OF RECEIPTS AND DISBURSEMENTS 
 

The Public Funds Statement Publication Act (31 ILCS 15/1 and 15/2) requires the District Treasurer, at the 

expiration of each fiscal year, to prepare a statement of: 

 

1. All monies received and from what sources received, giving items, particulars and  

 details; 

2. All monies paid out where the total amount paid during the fiscal year exceed $2,500 in  

 the aggregate; 

3. All monies paid out as compensation for personal services, giving the name of each  

 individual paid and listing each employee in one of the following categories: 

 a. Under $25,000; 

 b. $25,000.00 to $49,999.99; 

 c. $50,000.00 to $74,999.99; 

 d. $75,000.00 to $99,999.00; 

 e. $100,000.00 to $124,999.00; or 

 f. $125,000.00 and over; and 

4. A summary statement of operations for all funds and account groups. 

 

The statement must be signed by the District Treasurer under oath and, within six months after the expiration 

of the fiscal year, filed with the clerk of the county in which the Treasurer resides. 

 

Effective January 1, 2012, the Public Funds Statement Publication Act no longer requires publication of the 

Annual Statement of Receipts and Disbursements IF 1) an audit has been made by a certified public account, 

2) a report of such audit has been filed with the county clerk. 
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2.08 FUND BALANCES/NET ASSETS 
 

Purpose 

A Fund Balance/Net Assets Policy establishes a minimum level at which the projected end-of-year fund 

balance/net assets must observe; as a result of the constraints imposed upon the resources reported by the 

governmental and proprietary funds.  This policy is established to provide financial stability, cash flow for 

operations, and the assurance that the District will be able to respond to emergencies with fiscal strength. 

More detailed fund balance financial reporting and the increased disclosures will aid the user of the financial 

statements in understanding the availability of resources. 

 

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 funds 

balance/net assets to mitigate current and future risks and to ensure tax rates. Fund balance/net asset levels 

are also crucial consideration in long-term financial planning. Credit rating agencies carefully monitor levels 

of fund balance/net assets and unassigned fund balance in the Corporate Fund to evaluate the 

Government’s continued creditworthiness.   

 

Definitions 

Governmental Funds 

The fund balance will be composed of three primary categories: 

1) Nonspendable Fund Balance – portion of a Governmental Fund’s fund balance that are not 

available to be spent, either in the short-term or long-term, or through legal restrictions (e.g., 

inventories, prepaid items, land held for resale and endowments). 

2) Restricted Fund Balance – portion of a Governmental Fund’s fund balance that are subject to 

external enforceable legal restrictions (e.g., grantor, contributor and property tax levies). 

3) Unrestricted Fund Balance – is made up of three components: 

a) Committed Fund Balance – the portion of a Governmental Fund’s fund balance with 
self-imposed constraints or limitations that have been placed at the highest level of 
decision making through formal Board action. The same action is required to remove 
the commitment of fund balance. 

b) Assigned Fund Balance – the portion of a Governmental Fund’s fund balance to denote 
an intended use of resources but with no formal Board action. 

c) Unassigned Fund Balance – available expendable financial resources in a 
governmental fund that is not the object of tentative management plan. 

Some funds are funded by a variety of resources, including both restricted and unrestricted (committed, 

assigned and unassigned). The Government assumes that the order of spending fund balance is as follows: 

non-spendable (if funds become spendable), restricted, committed, assigned, unassigned. 

 

Authority 

Governmental Funds 

Committed Fund Balance – A self-imposed constraint on spending the fund balance must be approved by 

ordinance or resolution of the Board of the District. Any modifications or removal of the self-imposed 

constraint must use the same action used to commit the fund balance. Formal action to commit fund balance 

must occur before the end of the fiscal year. The dollar amount of the commitment can be determined after 

year end.  

 

Assigned Fund Balance – A self-imposed constraint on spending the fund balance based on the 

Government’s intent to use fund balance for a specific purpose. The authority may be delegated to members 

of the management team by the Board. 
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Minimum Unrestricted Fund Balance Levels 

Governmental Funds 

Corporate Fund 

Purpose – Is a major fund and the general operating fund of the Government. It is used to 

account for all activities that are not accounted for in another fund. 

 

Fund Balance – Unrestricted fund balance targets should represent no less than five months 

and no more than six months of operating expenditures. Balances above the maximum are 

transferred to other funds or to capital projects at the Board’s discretion. 

 

 Special Revenue Fund 

Purpose - Used to account for and report the proceeds of specific revenue sources that are 

legally restricted or committed to expenditures for specified purposes other than debt service or 

capital projects.  

 

Financing – Special revenue funds are provided by a specific annual property tax levy or other 

restricted and/or committed revenue source. Financing may also be received from other charges 

for services, etc. 

 

Fund Balance - The portion of fund balance derived from property taxes will be legally restricted.  

 

The District’s special revenue funds include IMRF, Social Security, Liability Insurance, Audit, 

Museum, Paving & Lighting, Police Protection, Unemployment, Recreation, and Special 

Recreation Funds.   

 

The IMRF and Social Security Funds - Fund balance target is no less than four months and no 

more than five months of operating expenditures.  

 

Recreation Fund - Assigned fund balance target should represent no less than five months and 

no more than six months of operating expenditures.  

 

Special Recreation Fund –   Fund balance target is 5% of operating expenditures.  The vast 

majority of amounts levied for this fund are transferred to the NWCSRA (Northern Will County 

Special Recreation Association) to provide for the recreational needs of the special needs 

population. Additional taxes may be levied in this fund for related purposes that are consistent 

with the purpose of the fund.   

 

 Debt Service Fund 

Purpose – Established to account for financial resources that are restricted, committed, or 

assigned to expenditure for principal and interest. 

 

Financing – The municipality levies an amount or transfers in an amount close to the principal 

and interest that is anticipated to be paid.  

 

Fund Balance – Derived from property taxes; therefore, legally restricted. Any fund balance 

accumulation should be a maximum of the amount of the next principal and interest payment 

due. 
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Capital Projects Fund 

Purpose - Established to account for and report financial resources that are restricted, 

committed, or assigned to expenditure for capital outlays including the acquisition or 

construction of capital facilities and other capital assets, excluding those types of capital related 

outflows financed by proprietary funds. 

 

Financing – Debt financing, grants, or interfund transfers are used to finance projects. 

 

Fund Balance – Considered segregated for maintenance, construction and/or development; 

therefore, considered committed, restricted, or assigned depending on the intended source/use 

of the funds.   Increases or decreases in fund balances are associated with the specific projects 

planned.  Therefore, no specific target is established for this fund. 

 

Other Considerations 

In establishing the above policies for unrestricted fund balance/net asset levels, the Government considered 

the following factors: 

• The predictability of the Government’s revenues and the volatility of its expenditures (i.e., higher 

levels of unrestricted fund balance may be needed if significant revenue sources are subject to 

unpredictable fluctuations or if operating expenditures are highly volatile) 

• The Government’s perceived exposure to significant one-time outlays (e.g., disasters, immediate 

capital needs, state budget cuts) 

• The potential drain upon General Fund resources from other funds as well as the availability of 

resources in other funds (i.e., deficits in other funds may require a higher level of unrestricted fund 

balance be maintained in the General Fund, just as, the availability of resources in other funds may 

reduce the amount of unrestricted fund balance needed in the General Fund) 

• Liquidity (i.e., a disparity between when financial resources actually become available to make 

payments and the average maturity of related liabilities may require that a higher level of resources 

be maintained) 

• Commitments and assignments (i.e., governments may wish to maintain higher levels of unrestricted 

fund balance to compensate for any portion of unrestricted fund balance already committed or 

assigned by the government for a specific purpose) 

 

If any of the above factors change, the Government should readdress current unrestricted fund balance/net 

asset levels to ensure amounts are appropriate. 

 

SPENDING POLICY (FLOW OF FUNDS) – The District will spend the most restricted dollars before less 

restricted in the following order: 

1. Non-spendable (if funds become spendable) 

2. Restricted 

3. Committed 

4. Assigned 

5. Unassigned 

 

AUTHORITY – The Executive Director of the District will determine if a portion of fund balance should be 

assigned. 
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REPORTING – Staff will prepare and include in the budget document a schedule that shows the status of 

the Park District’s balances compared to the targets outlined in this policy. The Executive Director is given 

authority within this policy to assign fund balances to specific projects or planned expenditures.  

 

MINIMUM TARGETS – Staff 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 expenditures/expenses with Directors 

• Reduce capital asset expenditures/expenses 

• Reduce operational expenditures/expenses, where appropriate, while maintaining the adopted 

budget goals 

• Present to the Board of Park Commissioners other expenditure/expense control options, 

including those that might modify the goals established in the adopted budget 

 

EXCEPTIONS TO THE POLICY – If the Board 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 three-year period.  
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2.09 ACQUISITION OF ASSETS 
 

The Board recognizes that the means by which the District can secure assets are by lease, purchase, gift, 

bequest, exchange, and donations. The Executive Director shall research and study the best method of 

securing an asset or assets at a given point in time while following the state statutes regarding the acquisition 

of any item for the District. 

 

The Executive Director shall also determine whether or not an acquisition would be in the best interest of the 

District, and when an adequate budget is available for the acquisition, subsequently present a 

recommendation to the Board. 
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2.10 CAPITAL ASSETS 
 

Purpose 

The purpose of this capital asset policy is to provide control and accountability over capital assets, and to 

gather and maintain information needed for the preparation of financial statements. The District Capital Asset 

Policy is herein established to safeguard assets and to insure compliance with GASB34 for governmental 

financial reporting. 

 

Overview 

This policy is herein established to safeguard and address the District investment in property, which 

comprises a significant resource. This policy is meant to ensure compliance with various accounting and 

financial reporting standards including Generally Accepted Accounting Principles (GAAP), and 

Governmental Accounting, Auditing, and Financial Reporting (GAAFR). 

 

Further, this policy is meant to reflect the District’s desire to meet the reporting requirements set forth in the 

Governmental Accounting Standards Board (GASB) Statement No. 34.  Specifically, the GASB Statement 

No. 34 suggests that governments should provide additional disclosures in their summary of significant 

accounting policies including the policy for capitalizing assets and for estimating the useful lives of those 

assets which is used to calculate the depreciation expense. The Statement also requires disclosure of major 

classes of assets, beginning and end-of-year balances, capital acquisition, sales/dispositions, and current-

period depreciation expense. 

 

The Finance, Human Resources & Information Technology Department will be notified by completing a Fixed 

Asset Data Sheet whenever a fixed asset is purchased or disposed of. The following information is to be 

included for each fixed asset purchase: description, user, date acquired, service date, manufacturer name, 

model, serial number, cost, and location. When a fixed asset is disposed of, the Finance, Human Resources 

& Information Technology Department is to be notified in writing with the following information: asset ID#, 

description, and user. 

 

INVENTORY, VALUING, CAPITALIZING, AND DEPRECIATION 

Inventory 

Responsibility for control of capital assets will rest with the department wherein the asset is located.  The 

Finance, Human Resources & Information Technology Department shall ensure that such control is 

maintained by establishing an inclusive capital asset inventory schedule. Asset purchases, which fall below 

the capitalization threshold, will not be included in the capital asset inventory. 

 

Each Department will be responsible for control of capital assets for their department. The Finance, Human 

Resources & Information Technology Department shall ensure that such control is maintained by 

establishing a capital asset inventory schedule.  The inventory schedule will include the following for each 

asset: 

 

• Asset Description – A description of the asset (serial #, model#) 

• Asset Classification (Land and Land Improvements, Building and Building Improvements, Vehicles, 

Machinery and Equipment, and Infrastructure Assets) 

• Department name and physical location of asset 

• Date asset was purchased/acquired and or disposed 

• Cost of Asset 

• Method of acquisition (purchased or donated) 
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• Estimated useful life 

This list will be maintained and updated by the Finance, Human Resources & Information Technology 

Department and given to the Department Director for review on an ongoing basis. 

 

Valuing Capital Assets 

Capital assets should be valued at cost or historical costs, plus those costs necessary to place the asset in 

its location (i.e. freight, installation charges.) In the absence of historical costs information, a realistic estimate 

will be used.  Donated assets will be recorded at the estimated current fair market value. 

 

Capitalizing 

When to Capitalize Assets: 

Assets are capitalized at the time of acquisition. To be considered a capital asset for financial reporting 

purposes an item must be at or above the capitalization threshold (see schedule-page 3) and have a useful 

life of at least one year. 

 

Assets not Capitalized: 

Capital assets below the capitalization threshold (see schedule-page 3) on a unit basis but warranting 

“control” shall be inventoried and an appropriate list will be maintained.  

 

Capital Assets should be capitalized if they meet the following criteria: 

• Tangible 

• Useful life of more than one year (benefit more than a single fiscal period) 

• Cost exceeds designated threshold (see schedule-page 3)  

 

Capital Assets include the following major classes of assets: 

 

Land and Land Improvements – Capitalized value is to include the purchases price plus costs 

such as legal fees and filing fees; improvements such as parking lots, fences, pedestrian bridges, 

landscaping. 

Building and Building Improvements – Costs include purchase price plus costs such as legal fees 

and filing fees; improvements include structures and all other property permanently attached to, or 

an integral part of the structure. These costs include re-roofing, electrical/plumbing, carpet 

replacement, and HVAC. 

Vehicles – Costs include purchase price plus costs such as title & registration.  

Machinery and Equipment – Assets included in this category are tractors, mowers, generators, 

office equipment (photo copiers, printers), playground equipment, phone system, and kitchen 

equipment. 

Furniture & Fixtures – Assets included in this category are office furniture. 

 

Depreciation 

Depreciation is computed on a straight-line method with depreciation computed on a monthly basis from the 

month of acquisition. Additions and improvements will only be capitalized if the cost either enhances the 

asset’s functionality or extends the asset’s useful life.  

 

Projects in process will be added to the asset base as the projected expenses are incurred. However, the 

project will first need to meet its individual threshold. 
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Capital Assets Useful Lives are as follows: 

 Useful Capitalization Inventory 

                                                                     Life in Years     Threshold     Threshold 

Land       N/A        $         1         $ 1 

Land Improvements        5,000        1 

 Steel Bleachers    5 

 Parking Lots  15 

 Fences/Bridges/Landscaping  30 

 Concrete Improvements  30 

Buildings          5,000 1 

 Concession/Maintenance/Office   50 

Building Improvements          5,000 1 

 Furniture 10 

 HVAC 20 

 Re-Roofing 30 

 Electrical/Plumbing 20 

 Carpet Replacement 10 

Vehicles                 5,000   1 

 Vehicles – General  5 

Machinery & Equipment                            5,000                                 1,000 

 Tractors  5 

 Mowers   5 

 Office Equipment 20 

 Playground Equipment 18 

 Generators 20 

 Phone System 10 

 Kitchen Equipment 10 

 Furniture & Fixtures 

       Office Furniture 20                         5,000                           1,000 

 
Other 
Removing Capital Assets from Inventory 
Capital assets are to be removed from inventory in accordance with the District Asset Disposal Policy.  

 

Donations or Transfer 
The Finance, Human Resources & Information Technology Department must be notified by the responsible 

department to add additions and deletions from donated or transferred assets to the inventory listing. 

 

Lost or Stolen Property 
When suspected or known losses of inventoried assets occur, the Department should conduct a search for 

the missing property. The search should include transfer to another department, storage, scrapping, surplus 

property. If the missing property is not found, the department must contact the Finance, Human Resources 

& Information Technology Department. 
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2.11 ASSET DISPOSAL 
 

Procedure for Asset Disposal 

a) It is the practice of the District to receive the maximum value from its assets, whether purchased or 

donated. When the District has accumulated certain personal properties which are no longer in the 

best interest of the District because they are obsolete, beyond their life of reasonable use, or 

otherwise no longer functional to the District, the following asset disposal procedures will ensure that 

the asset has provided its intended value and that disposal will be conducted in an equitable and 

efficient manner. 

b) On an annual basis, the Department Director will review personal property within their Department 

to determine whether or not the same is obsolete or no longer functional. When the Department 

Director determines that District personal property is no longer useful to the District, they shall submit 

an Asset Disposal Request to the Executive Director for review. The Asset Disposal Request form 

outlines the type of asset, the value, and recommended method of disposal. Upon review, the 

Executive Director will then submit the request to the Board for their approval for all assets with an 

original value of $750.00 or higher.  If in the best interest of the District, the Executive Director 

will have the authority to sell livestock without submitting the request to the Board for 

approval.  

Methods of Disposal 

Trade In or Exchange 

a) If the Board determines it to be the best interest of the District to exchange an item of  

personal property for valuable consideration, it shall authorize such exchange upon terms and 

conditions it deems appropriate. 

 

Donation 

If the District is unable to sell the personal property after solicitation to the public, the District may give 

the personal property to any not-for-profit corporation, organization, or entity, as determined by section 

501(c)(3) of the Internal Revenue Code, having its principal place of business or doing a substantial 

amount of business within District boundaries at no charge to the recipient. It would be inappropriate to 

donate to another governmental entity, including other Parks Districts or Villages. 

 

Sale 

Public Auction 

In the event the personal property to be disposed of has a value over $5,000, it should be auctioned 

and a minimum bid to be accepted will be established by the Board and the item will be advertised as 

follows: 

a) Public notice of the disposition including time, place, terms of disposition and the  

schedule of disposition shall be posted in a public place, noticed to the general public and placed 

and on the District website.  No sale of personal property shall be effected by the District until the 

public notice has been posted for ten (10) days, and thereafter, the Executive Director is authorized 

to proceed to deliver a bill of sale for any or all of such items to the highest bidder. In the event the 

property does not sell at public auction, it may be donated or disposed of at the direction of the 

Board. 

b) If the Board determines that it is not practical to so advertise the disposition, they may dispose of 

the surplus property in whatever manner most advantageous to the District. 
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Other Methods 

Property may be sold through other methods that the Board determines are the best interest of the District 

in having the personal property sold in a timely manner for its fair-market value, and in receiving full 

payment at or before the time of any sale.          

 

Dismantle 

In the event that the personal property is of no use to the District as a whole, then it may be dismantled, 

and parts of the personal property may be reused where needed in the District. The residual is to be 

discarded in a safe and efficient manner. 

 

Scrapped/Destroyed 

When personal property cannot be sold, traded-in, or donated and has exhausted its usefulness to the 

park district, it may be disposed of in a safe, efficient manner as directed by the Board.  All efforts will 

be made to recycle items when possible. 

 

Disposal Of Computer-Based Equipment 

In the event that data storage devices, such as hard drives, are to be disposed of, it is the responsibility 

of the Deputy Director or their designee to remove any sensitive data prior to disposal. 
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2.12 SALE OF REAL PROPERTY 
 

The Board recognizes that a situation might arise where consideration may be given to the sale of real estate 

when it is determined to be in the best interests of the District. 

 

All disposition or exchange of assets shall be authorized by the Board following recommendation by the 

Executive Director, outlining the cause for the action, the economic impact, the determination of value, and 

the statutory authority permitting such. 

 

In the disposition of real estate the Board will follow the procedures presented in The Park District Code, Article 

X, Sale and Conveyance of Real Estate: the Park Commissioners Land Sale Act; or the Local Government 

Property Transfer Act. 
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2.13 BOND RATING 
 

Periodically the District shall issue bonds to help finance certain Capital Projects or Programs. The bonds 

are backed by the taxing authority of the Park District. 

 

Prior to the issuance of the bonds, the District may or may not elect to participate in a bond rating. The 

bond rating is initiated to characterize the risk of holding a bond. 

 

The District shall strive to maintain a Standard and Poor’s (S & P) Bond Rating of “A” or higher. 
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2.14 INDEMNITY BONDS 
 

The Board recognizes the need to protect the District from financial loss as a result of actions taken by its 

Commissioners and staff. 

 

The District shall be responsible for securing insurance or bond coverage in the amount recommended by 

the District’s insurance risk pool, for the Board and employees in their conduct of District business.  
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2.15 BOND POST ISSUANCE RECORD-KEEPING POLICY & POST-ISSUANCE 
COMPLIANCE MATTERS  
 

It is necessary and in the best interest of the District to maintain sufficient records to 

demonstrate compliance with its covenants and expectations to ensure the appropriate federal 

tax status for the Bonds and other debt obligations of the District, the interest on which is 

excludable from "gross income" for federal  income tax purposes or which enable the District 

or the holder to receive federal tax benefits, including, but not limited to, qualified tax credit 

bond s and other specified tax credi t bonds (including the Bonds, the "Tax Advantaged 

Obligations”). Further, it is necessary and in the best interest of the District that: 

 

(i) the Board adopt policies with respect to record -keeping and post issuance compliance with 

the District's covenants related to its Tax Advantaged Obligations and; 

 

(ii) the Compliance Officer (as hereinafter defined) at least annually review the Distri ct' s 

Contracts (as hereinafter defined) to determine whether the Tax Advantaged Obligation s comply 

with the federal tax requirements applicable to each issue of the Tax Advantaged Obligations. The 

Board and the District here by adopt the following Record -Keeping Policy: 

(a) Compliance Officer is Responsible for Records. The Executive Di rector of the District (the 

"Compliance Officer") is hereby designated as the keeper of all records of the District with respect to 

each issue of the Tax Advantaged Obli gations, and such officer shall report to the Board at least 

annually that he/she has all of the required records in his/her possession, or is taking appropriate 

action to obtain or recover such records. 

 

(b) Closing Transcripts. For each issue of Tax Advantaged Obligations, the Compliance Officer 

shall receive, and shall keep and maintain, a true, correct and complete counterpart of each 

and every document and agreement delivered in connection with the issuance of the Tax 

Advantaged Obligations, including without limi tation: 

(i) the proceedings of the District authorizing the Tax Advantaged Obli gations; 

(ii) any offering document with respect to the offer and sale of the Tax Advantaged 

Obligations; 

(iii) any legal opinions with respect to the Tax Advantaged Obligations delivered by any 

lawyers; and 

(iv) all written representations of any person delivered in connection with the issuance and 

initial sale of the Tax Advantaged Obligations. 

 

(c) Arbitrage Rebate Liability. The Compliance Officer shall review the agreements of the 

District with respect to each issue of Tax Advantaged Obligations and shall prepare a report 

for the Board stating whether or not the District has any rebate liability to the United 

States Treasury, and setting forth any applicable exemptions that each issue of Tax 

Advantaged Obligations may have from rebate liabili ty. Such report shall be updated 

annually and delivered to the Board. 

 

(d) Recommended Records . The Compliance Officer shall review the records related to each 

issue of Tax Advantaged Obligations and shall determine what requirements the District must meet 

in order to maintain the tax-exemption of interest paid  on its Tax Advantaged Obligations, its 

entitlement to direct  payments by the United States Treasury of the applicable percentages of 

each interest payment due and owing on its Tax Advantaged Obligations, and applicable tax 
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credits or other tax benefits arising from its Tax Advantaged Obligations.  The Compliance 

Officer shall then prepare a list of the con tracts, requisitions, invoices, receipts and other 

information that may be needed in order to establish that the interest paid on the Tax 

Advantaged Obligations is entitled to be excluded from "gross income" for federal income tax 

purposes, that the District is entitled to receive from the United States Treasury direct payments 

of the applicable percentages of interest payments coming due and owing on its Tax Advantaged 

Obligations, and the entitlement of holders of any Tax Advantaged Obligations to any tax credits 

or other tax benefits, respecti vely. Notwithstanding any other policy of the District, such retained 

records shall be kept for as long as the Tax Advantaged Obligations relating to such records (and 

any obligations issued to refund the Tax Advantaged Obligations) are ou tstanding, plus three 

years, and shall at least include: 

(i) complete copies of the transcripts delivered when any issue of Tax Advantaged 

Obligations is initially issued and sold; 

(ii) copies of account statements showing the disbursements of all Tax Advantaged 

Obligation proceeds for their i ntended purposes, and records showing the assets and other 

property financed by such disbursements; 

(iii) copies of account statements showing all investment activity of any and all accounts in 

which the proceeds of any issue of Tax Advantaged Obligations has been held or in which 

funds to be used for the payment of principal of or interest on any Tax Advantaged Obligati ons 

has been held, or which has provided security to the holders or credit enhancers of any Tax 

Advantaged Obligations; 

(iv) copies of all bid requests and bid responses used in the acquisition of any special 

investments used for the proceeds of any issue of Tax Advantaged Obligations, including 

any swaps, swaptions, or other fi nancial derivatives entered into in order to establish that 

such instruments were purchased at fair market value; 

(v) copies of any subscriptions to the United States Treasury for the purchase of State 

and Local Government Series (SLGS) obligations; 

(vi) any calculations of liability for arbitrage rebate that is or may become due with respect 

to any issue of Tax Advantaged Obligations, and any ca lculations prepared to show that 

no arbitrage rebate is due, together, if applicable, with account statements or cancelled 

checks showing the payment of any rebate amounts to the United States Treasury together 

with any applicable IRS Form 8038-T; and  

(vii) copies of all contracts and agreements of the District, including any leases (the 

"Contracts"), with respect to the use of any property owned by the District and acquired, 

constructed or otherwise financed or refinanced with the proceeds of the Tax Advantaged 

Obligations effective at any time when such Tax Advantaged Obligations are, will or have been 

outstanding. Copies of contracts covering no more than 50 days of use and contracts related 

to District employees need not be retained. 

 

(e) IRS Examinations or Inquiries. In the event the IRS commences an examination of any issue of 

Tax Advantaged Obligations or requests a response to a compliance check, questionnaire or other 

inquiry, the Compliance Officer shall inform the Board of such event, and is authorized to respond to 

inquiries of the IRS, and to hire outside, independent professional counsel to assist in the response 

to the examination or inquiry. 

 
(f) Annual Review.  The Compliance Officer shall conduct an annual review of the Contracts 
and other records to determine for each issue of Tax Advantaged Obligations then outstanding 
whether each such issue complies with the federal tax requirements applicable to such issue, 
including restrictions on private business use, private payments and private loans. The 
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Compliance Officer is expressly authorized, without further official action of the Board, to hire 
outside, independent professional counsel to assist in such review.  To the extent that any 
violations or potential violations of federal tax requ i rem ents are discovered incidental to such 
revi ew, the Compliance Officer may make recommendations or take such actions as the 
Compliance Officer shall reasonably deem necessary to assure the timely correction of such 
violations or potential violations through remedial actions described in the United States 
Treasury Regulations, or the Tax Exempt Bonds Voluntary Closing Agreement Program 
described in Treasury Notice 2008-31 or similar program insti tuted by the IRS. 
 

(g) Training. The Compliance Officer shall undertake to maintain reasonable levels of knowledge 

concerning the rules related to tax-exempt bond s (and build America bonds and tax credit bonds to the 

extent the District has outstanding build America bonds or tax-credit bonds) so that such officer may 

fulfill the duties described in this Section. The Compliance Officer may consult with counsel, attend 

conferences and presentations of trade groups, read material s posted on various web sites, including 

the web site of the Tax Exempt Bond function of the IRS, and use other means to maintain such 

knowledge. Recognizing that the Compliance Officer may not be fully knowledgeable in this area, the 

Compliance Officer may consult with outside counsel, consultants and experts to assist him or her in 

exercising his or her duties hereunder. The Compliance Officer will endeavor to make sure that the 

District's staff is aware of the need for continuing compliance. The Compliance Officer will provide copies 

of this Ordinance and the Tax Exemption Certificate and Agreement or other applicable tax documents 

for each series of Tax Advantaged Obligations then currently outstanding (the "Tax Agreements") to staff 

members who may be responsible for taking actions described in such documents. The Compliance 

Officer should assist in the education of any new Compliance Officer and the transition of the duties 

under these procedures.  The Compliance Officer will review this Ordinance and each of the Tax 

Agreements periodically to determine if there are portions that need further explanation and, if so, will 

attempt to obtain such explanation from counsel or from other experts, consultants or staff. 

 

(h) Amendment and Waiver.  The procedures described in this Section are only for the benefit of the 

District. No other person (including an owner of a Tax Advantaged Obligation) may rely on the 

procedures included in this Section. The District may amend this Section and any provision of this 

Section may be waived, without the consent of the holders of any Tax Advantaged Obligations and as 

authorized by passage of an ordinance by the Board. Additional procedures may be required for Tax 

Advantaged Obligations the proceeds of which are used for purposes other than capital governmentally 

owned projects or refundings of such, including tax increment financing bonds, bonds financing output 

facilities, bonds financing working capital, or private activity bonds. The District also recognizes that 

these procedures may need to be revised in the event the District enters into any derivative products 

with respect to its Tax Advantaged Obligations. 
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2.16 INVESTMENTS 
 

I. Policy  

In accordance with The Public Funds Investment Act (30 ILCS 235/0.01 et sec), and the Investment of 

Municipal Funds Act (50 ILCS 340/0.001 et seq) and pursuant to all applicable state statutes, it is the policy 

of the District to invest public funds in a manner which will provide the highest investment return with the 

maximum security while meeting the daily cash flow demands of the entity and conforming to all state 

statutes governing the investment of public funds. 

 

II. Scope  

This investment policy applies to all financial assets of the District. These funds are reported in the District’s 

audited Annual Financial Statements and include:  

 

A. Funds: 

• General Fund 

• Debt Service Funds  

• Capital Project Funds  

 

III. Prudent Person  

The standard of prudence to be used by investment officials shall be the “prudent person” standard and shall 

be applied in the context of managing an overall portfolio. The investment officer or that person(s) deemed 

responsible for district finances shall with prudence, discretion and intelligence manage the investments of 

the District, not for speculation, but for investment, considering the probable safety of their capital, as well 

as the probable income to be derived. Investment officers acting in accordance with written procedures and 

the investment policy and exercising due diligence shall be relieved of personal responsibility for an individual 

security’s credit risk or market price changes, provided deviations from expectations are reported in a timely 

fashion and appropriate action is taken to control adverse developments. 

 

IV. Objective:  

The primary objective, in priority order of the District investment activities shall be:  

 

A. Safety:  

Safety of principal is the foremost objective of the investment program. Investment of the District shall be 

undertaken in a manner that seeks to insure the preservation of capital in the portfolio. 

 

i. Credit Risk: 

• Credit Risk is the risk of loss due to the failure of the security issuer or backer. Credit risk may 
be mitigated by:  

• Limiting investments to the safest types of securities.  

• Pre-qualifying the financial institutions, broker/dealers, broker/dealers, intermediaries, and 
advisers with which an entity will do business, and  

• Diversifying the investment portfolio so that potential losses on individual securities will be 
minimized.  

 
 ii. Interest Rate Risk:  
 Interest rate risk that the market value of securities in the portfolio will fall due to changes in general 

interest rates. Interest rate risk may be mitigated by: 

• Structuring the investment portfolio so that securities mature to meet cash requirements for 
ongoing operations, thereby avoiding the need to sell securities on the open market prior to 
maturity, and  
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• By investing operating funds primarily in shorter-term securities. 
 

B. Liquidity:  

The investment portfolio shall remain sufficiently liquid to meet all operating requirements that may be 

reasonably anticipated. This will be accomplished by structuring the portfolio so that securities mature 

concurrent with cash needs to meet anticipated demands. Furthermore, since all possible cash demands 

cannot be anticipated, the portfolio should consist largely of securities with active secondary or resale 

markets. 

 

C. Return on Investments:  

The investment portfolio shall be designed with the objective of attaining a market rate of return throughout 

budgetary and economic cycles, taking into account the investment risk constraints and liquidity needs. 

Return on investment is of least importance compared to the safety and liquidity objectives described above. 

The core of investments is limited to relatively low risk securities in anticipation of earning a fair return relative 

to the risk being assumed. Securities shall not be sold prior to maturity with the following exceptions:  

• a declining credit security could be sold to minimize loss of principal;  

• a security swap would improve the quality yield, or target duration in the portfolio; or  

• liquidity needs of the portfolio require that the security be sold. 

 

V. Delegation of Authority:  

Authority to manage the District’s investment program is derived from the following:  

The establishment of investment policies is the responsibility of the Board. Management and administrative 

responsibility for the investment program is hereby delegated to the Executive Director who shall establish 

written procedures for the operation of the investment program consistent with this investment policy in 

concert with the Deputy Director. Procedures should include references to: safekeeping, delivery vs. 

payment, investment accounting, repurchase agreements, wire transfer agreements, collateral/depository 

agreements and banking service contracts. Such procedures shall include explicit delegation of authority to 

persons responsible for investment transactions. No person may engage in an investment transaction except 

as provided under the term of this policy and the procedures established by the Executive Director. Through 

delegation by the Executive Director, the Deputy Director shall be responsible for all transactions undertaken 

and shall establish a system of controls to regulate the activities of subordinate officials. The Deputy Director 

may from time to time, recommend to the Executive Director, and amendments to the written procedures in 

a manner consistent with this policy or with state statutes.  

 

VI. Ethics and Conflicts of Interest:  

Officers and employees involved in the investment process shall refrain from personal business activity that 

could conflict with the proper execution and management of the investment program, or that could impair 

their ability to make impartial decisions. Employees and investment officials shall disclose any material 

interests in financial institutions with which they conduct business. They shall further disclose any personal 

financial/investment positions that could be related to the performance of the investment portfolio. 

Employees and officers shall refrain from undertaking personal investment transaction with the same 

individual with whom business is conducted on behalf of their entity. Ordinance 2016-05, the Code of Ethics 

Ordinance shall be referred for procedures to be followed should any allegations of violations be made.  

 

VII. Authorized Financial Dealers and Institutions:  

The Executive Director will maintain a list of financial institutions authorized to provide investment services 

as approved by the Board. In addition, a list will also be maintained of approved security broker/dealers 
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selected by credit worthiness. These may include “primary” dealers or regional dealers that qualify under 

Securities and Exchange Commission Rule 150-1 (uniform net capital rule). No public deposit shall be made 

except on a qualified public depository as established by state statutes.  

 

The Board authorizes the Executive Director to invest up to $250,000 in any institution. These institutions 

must be federally insured.  

 

All financial institutions and broker/dealers who desire to become qualified bidders for investment 

transactions must supply the Executive Director with the following:  

• audited financial statements  

• proof of Financial Industry Regulatory Authority (FINRA) certification  

• proof of state registration  

• certification of having read the District’s investment policy depository contracts. 

 

An annual review of the financial condition and registration of qualified bidders will be conducted by the 

Deputy Director 

 

VIII. Authorized and Suitable Investments:  

The District may invest in the following types of security allowed for in Illinois statutes regarding the 

investment of public funds. Approved investments include:  

Bonds, notes, certificates of indebtedness, treasury bills, treasury strips or other securities, by the full faith 

and credit of the government of the United States of America, or other similar obligations of the United 

States of America or its agencies.  

• Interest bearing savings accounts, interest bearing certificates of deposit or interest-bearing time 

deposits or any other investment constituting direct obligations of any institution as defined by the 

Illinois Banking Act and that is insured by the Federal Insurance Corporation.  

• Illinois Investment Pools allowed for by State Statute 

• Investment certificates are insured by the Federal Deposit Insurance Corporation. The principal 

amount of any certificate of deposit purchased shall not exceed the federally insured amount 

($250,000).  

 

IX. Collateralization:  

It is the policy of the District in accordance with the GFOA’s Recommended Practices on the Collateralization 

of Public Deposits (see attachment 1 for sample), that the District requires funds on deposit in excess of 

FDIC limits be secured by some form of collateral. The District will accept any of the following assets as 

collateral:  

• Government Securities  

• Obligations of Federal Agencies  

• Obligations of Federal Instrumentalities  

• Obligations of the State of Illinois  

 

(The District reserves the right to accept/reject any form of the above-named securities.) 

 

The District also requires that all depositories that hold District deposits in excess of the FDIC limit must 

agree to utilize a Collateralization Agreement (see attachment 2 for a sample). The amount of collateral 

provided would not be less than 110% of the fair market value of the net amount of public funds secured. 

The ratio of fair market value of collateral to the amount of funds secured will be reviewed monthly, and 

additional collateral will be required when the ratio declines below the level required and collateral will be 
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released if the fair market value exceeds the required level. Pledged collateral will be held in safekeeping, 

but an independent third-party depository, or the Federal Reserve Bank of Chicago as designated by the 

District and evidenced by a safekeeping agreement. Collateral agreements will preclude the release of the 

pledged assets without an authorized signature from the District. The District realizes that there is a cost 

involved with collateralization and the District will pay or negotiate any reasonable and customary fees 

related to collateralization. 

 

X. Safekeeping and Custody:  

All security transactions, including collateral for repurchase agreements, entered into by the District must be 

held with an accredited, FINRA-registered broker/dealer also registered to business in the state of Illinois.  

 

XI. Maximum Maturities:  

To the extent possible, the District will attempt to match its investments with anticipated cash flow 

requirements. Unless matched to a specific cash flow, the District will not directly invest in securities maturing 

more than one year from the date of purchase, except as noted below. 

 

Funds of the Early Bond Retirement Fund may be invested for periods of longer than one year.  

 

XII. Internal Controls:  

The Executive Director is responsible for establishing and maintaining an internal control structure designed 

to insure that the assets of the District are protected from loss, theft or misuse. The internal control structure 

shall be designed to provide reasonable assurance that these objectives are met. The concept of reasonable 

assurance recognizes that (1) the cost of the control should not exceed the benefits likely to be derived; and 

(2) the valuation of costs and benefits require estimates and judgments by management.  

 

Accordingly, the Executive Director shall delegate to the Deputy Director, who shall establish a process for 

annual independent review by an external auditor to assure compliance with policies and procedures. The 

internal controls shall address the following points:  

• Control of collusion  

• Separation of transaction authority from accounting and record keeping  

• Custodial safekeeping  

• Avoidance of physical delivery securities  

• Clear delegation of authority to subordinate staff members  

• Written confirmation of telephone transactions for investment and wire transfers  

• Wire transfers  

 

XIII. Performance Standards:  

The investment portfolio will be managed in accordance with the parameters specified within this policy. The 

portfolio should obtain a market average rate of return during a market/economic environment of stable 

interest rates. Portfolio performance should be compared to appropriate benchmarks on a regular basis.  

 

A. Market Yield (Benchmark):  

The District’s investment strategy is passive. Given this strategy, the basis used by the Deputy Director to 

determine whether market yields are being achieved shall be the three-month U.S. Treasury Bill.  
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XIV. Reporting:  

The Executive Director and his or her designee shall prepare an investment report at least quarterly, 

including a management summary that provides a clear picture of the status of the current investment 

portfolio. This management summary will be prepared in a manner which will allow the District to ascertain 

whether investment activities during the reporting period have conformed to the investment policy. The report 

should be provided to the Board. The report will include the following:  

• A listing of individual securities held at the end of the reporting period.  

• Average weighted yield to maturity of portfolio on District investments as compared to applicable 

benchmarks.  

• Listing of investments by maturity date.  

• The percentage of the total portfolio, which each type of investment represents.  

• The percentage of the total portfolio, which each institution is holding (except certificates of deposit, 

which are aggregated, as our policy restricts the purchase of C.D.’s to the FDIC insured amount, so 

the individual institutions pose no risk as the principal is 100% insured.)  

• The percentage of the total portfolio broken down by defined maturity periods.  

• Principal and type of investment by fund.  

 

A statement of the market value of the portfolio shall be issued at least quarterly. This will ensure that the 

minimal amount of review has been performed on the investment portfolio in terms of value and subsequent 

price volatility. Review should be consistent with the GFOA Recommended Practice on Mark-to-Market 

Practices for State and Local Government Investment Portfolios and Investment Pools. 

 

XV. Investment Policy Adoption:  

The District’s investment policy shall be adopted by the Board. This policy shall be reviewed on an annual 

basis by the Executive Director, and any modifications made thereto must be approved by the Board. 

 

GLOSSARY 
 
AGENCIES: Federal agency securities.  
 
BROKER: A Broker brings buyers and sellers together for a commission paid by the initiator of the transaction 
or by both sides; he does not position. In the money market, brokers are active in market in which banks buy 
and sell money and in inter-dealer markets.  
 
CAPITAL PROJECTS FUND:  The Capital Projects Fund accounts for financial resources for all capital 
improvements not specifically accounted for in other funds.   
 
CERTIFICATE OF DEPOSIT (CD): A time deposit with a specific maturity evidenced by a certificate. Large-
denomination CD’s are typically negotiable. 
 
COLLATERAL: Securities, evidence of deposit or other property, which a borrower pledges to secure 
repayment of a loan. Also refers to securities pledged by a bank to secure deposits of public monies.  
 
DEALER: A dealer, as opposed to a broker, acts as a principal in all transactions, buying and selling for his 
own account.  
 
DEBT SERVICE FUND:  The debt service fund is used to account for the accumulation of resources for, and 
the payment of, principal, interest, and other costs related to bonds.   
 
DELIVERY VERSUS PAYMENT: There are two methods for delivery of securities: (1) delivery versus 
payment and (2) delivery versus receipt (also called free). Delivery versus payment is delivery of securities 
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with an exchange of money for securities. Delivery versus receipt is delivery of securities with an exchange 
of signed receipt for the securities.  
DISCOUNT: The difference between the cost price of a security and its value at maturity when quoted at 
lower than face value. A security selling below original offering price shortly after sale is considered to be a 
discount.  
 
DISCOUNT SECURITIES: Non-interest-bearing money market instruments that are issued at a discount and 
redeemed at maturity for full face value, e.g., U.S. Treasury bills.  
 
DIVERSIFICATION: Dividing investment funds among a variety of securities offering independent returns.  
 
FEDERAL CREDIT AGENCIES: Agencies of the Federal Government set up to supply credit to various 
classes of institutions and individuals, e.g., Savings & Loans, small business firms, students, farmers, farm 
cooperatives and exporters.  
 
FEDERAL DEPOSIT OF INSURANCE COMPANY (FDIC): An agency of the U.S. government savings and 
time type accounts at banks and savings and loans up to a cumulative maximum of currently (1994) $100,000 
and separately non-interest-bearing demand deposits to a cumulative maximum of currently (1994) 
$100,000. (Contact the FDIC in Washington for current coverage and conditions.)  
 
FEDERAL FUNDS RATE: The rate of interest at which Federal funds are traded. This rate is currently 
pegged by the Federal Reserve through open-market operations.  
 
FEDERAL HOME LOAN BANKS (FHLB): The institutions that regulate and lend to savings and loan 
associations. The Federal Home Loan Banks play a role analogous to that played by the Federal Reserve 
Banks vis-à-vis member commercial banks.  
 
FEDERAL NATIONAL MORTGAGE ASSOCIATION (FNMA): FNMA, like GNMA was chartered under the 
Federal National Mortgage Association Act in 1938. FNMA is a federal corporation working under the 
auspices of the Department of Housing & Urban Development, HUD. It is the largest single provider of 
residential mortgage funds in the United States. Fannie Mae, as the corporation is called, is a provider of 
residential mortgage funds in the United States. Fannie Mae, as the corporation is called, is a private 
stockholder-owned corporation. The corporation’s purchases include a variety of adjustable mortgages and 
second loans in addition to fixed rate mortgages. FNMA assumes and guarantees that all security holders 
will receive timely payment of principal and interest.  
 
FEDERAL OPEN MARKET COMMITTEE (FOMC): Consists of seven members of the Federal Reserve 
Board and give of the twelve Federal Reserve Bank Presidents. The President of the New York Federal 
Reserve Bank is a permanent member while the other Presidents serve on a rotation basis. The Committee 
periodically meets to set Federal Reserve guidelines regarding purchases and sales of Government 
Securities in the open market as a means of influencing the volume of bank credit and money.  
 
FEDERAL RESERVE SYSTEM: The central bank of the United States created by Congress and consisting 
of a seven-member Board of Governors in Washington, D.C., 12 regional banks and about 5,700 commercial 
banks that are members of the system.  
 
GENERAL FUND:  Used to account for all activities of the general government not accounted for in some 
other fund including park maintenance and administration.  The general fund is the principal operating fund 
of the District.   
 
GOVERNMENT NATIONAL MORTGAGE ASSOCIATION (GNMA OR GINNIE MAE): Securities guaranteed 
by GNMA and issued by mortgage bankers, commercial banks, savings and loan associations and other 
institutions. Security holder is protected by full faith and credit of the U.S. Government. Ginnie Mae securities 
are backed by FHA, VA or FMHM mortgages. The term pass throughs is often used to describe Ginnie Maes.  
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LIQUIDITY: A liquid asset is one that can be converted easily and rapidly into cash without a substantial loss 
of value. In the money market, a security is said to be liquid if the spread between bid and asked prices is 
narrow and reasonable size can be done at those quotes.  
 
LOCAL GOVERNMENT INVESTMENT POOL (LGIP): The aggregate of all funds from political subdivisions 
that are placed in the custody of the State Treasurer for investment and reinvestment.  
 
MARKET VALUE: The price at which a security, if trading, could presumable be purchased or sold.  
 
MARK-TO-MARKET: This is the practice of reporting any change in market value of an investment.  
 
MASTER REPURCHASE AGREEMENT: A written contract covering all future transactions between the 
parties to repurchase-reverse repurchase agreements that establish each party’s rights in the transactions. 
A mater agreement will often specify, among other things, the right of the buyer-lender to liquidate the 
underlying securities, in the event of default of the seller-borrower.  
 
MATURITY: The date upon which the principal or stated value of an investment becomes due and payable.  
 
MONEY MARKET: The market in which short-term debt instruments (bills, commercial paper, banker’s 
acceptances, etc.) are issued and traded.  
 
OPEN MARKET OPERATIONS: Purchases and sales of government and certain other securities in the open 
market by the New York Federal Reserve Bank as directed by the FOMC in order to influence the volume of 
money and credit in the economy. Purchases inject reserves into the bank system and stimulate growth of 
money and credit; sales have the opposite effect. Open market operations are the Federal Reserve’s most 
important and most flexible monetary policy tool.  
 
PORTFOLIO: Collection of securities held by an investor.  
 
PRIMARY DEALER: A group of government securities dealers that submit daily reports of market activity 
and positions and monthly financial statements to the Federal Reserve Bank of New York and are subject 
to its informal oversight. Primary dealers include Securities and Exchange Commission (SEC)-registered 
securities broker-dealers, banks and a few unregulated firms.  
 
PRUDENT PERSON RULE: An investment standard. In some states, the law requires that a fiduciary, such 
as a trustee, may invest money only in a list of securities selected by the state-the so-called legal list. In 
other states the trustee may invest in a security if it is one, which would be bought by a prudent person of 
discretion and intelligence who is seeking a reasonable income and preservation of capital.  
 
QUALIFIED PUBLIC DEPOSITORIES: A financial institution which does not claim exemption from the 
payment of any sales or compensating use or ad valorem taxes under the laws of this state, which as 
segregated for the benefit of the commission eligible collateral having a value of not less than its maximum 
liability and which has been approved by the Public Deposit Protection Commission to hold public deposits.  
 
RATE OF RETURN: The yield obtainable on a security based on its purchase price or its current market 
price. This may be the amortized yield to maturity on a bond or the current income return.  
 
REPURCHASE AGREEMENT (RP or REPO): A holder of securities sells these securities to an investor with 
an agreement to repurchase them at a fixed price on a fixed date. The security “buyer” in effect lends the 
“seller” money for the period of the agreement, and the terms of the agreement are structured to compensate 
him for this. Dealers use RP extensively to finance their positions. Exception: When the Fed is said to be 
doing RP, it is lending money that is, increasing bank reserves.  
 
SAFEKEEPING: A service to customers rendered by banks for a free whereby securities and valuables of 
all types and descriptions are held in the bank’s vaults for protection.  
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SECONDARY MARKET: A market made for the purchase and sale of outstanding issues following the initial 
distribution.  
 
SECURITIES & EXCHANGE COMMISSION: Agency created by Congress to protect investors in securities 
transactions by administering securities legislation.  
 
SPECIAL REVENUE FUND:   
 
TREASURY BILLS: A non-interest bearing discount security issued by the U.S. Treasury to finance the 
national debt. Most bills are issued to mature in three months, six months, or one year.  
 
TREASURY BOND: Long-term U.S. Treasury securities having initial maturities of more than ten years.  
 
TREASURY NOTES: Intermediate term coupon bearing U.S. Treasury securities having initial maturities of 
from one to ten years.  
 
UNIFORM NET CAPITAL RULE: Securities and Exchange Commission requirement that member firms as 
well as non-member broker dealers in securities maintain a maximum ratio of indebtedness to liquid capital 
of 15 to 1; also called net capital rule and net capital ratio. Indebtedness covers all money owed to a firm 
including margin loans and commitments to purchase securities, one reason new public issues are spread 
among members of underwriting syndicates. Liquid capital includes cash and assets.  
 
YIELD: The rate of annual income return on an investment, expressed as a percentage. (a) Income Yield is 
obtained by dividing the current dollar income by the current market price for the security.  
(b) Net Yield or Yield to Maturity is the current income yield minus any premium above par or plus any 
discount from par in purchase price, with the adjustment spread over the period from the date of purchase 
to the date of maturity of the bond. 
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Attachment #1        EXHIBIT 

 

GOVERNMENT FINANCE OFFICERS ASSOCIATION  

 

Recommended Practice  

 

Collateralization of Public Deposits  

 

Safety of public funds should be the foremost objective in managing public funds. Collateralization of public 

deposits through pledging of appropriate securities is the only way to fully guarantee the safety of such 

deposits.  

 

Additionally, public entities should implement programs of prudent risk control. Such programs could 

include a formal depository risk policy, credit analysis and use of fully secured investments.  

 

Statewide collateralization programs have generally provided to be cost effective and beneficial for both 

the public sector and its depositories. In the absence of an effective statewide collateral program, local 

officials should establish and implement collateralization procedures.  

 

Adopted: June 2, 1987  

 

Attachment #2 

 

SAMPLE PUBLIC BODY-FINANCIAL INSTITUTION SECURITY AND CUSTODY AGREEMENT  

 

This agreement is made and executed this XX day of XXXXXXX 20     , by and between the Plainfield Park 

District (“District”) a body politic and corporate in the State of Illinois; Plainfield Park District, (“Financial 

Institution”) and (“Custodian”).  

 

WHEREAS, the Public Body desires to continue to maintain deposits of the Public Body’s funds at the 

Financial Institution;  

 

WHEREAS, the Financial Institution desires to hold the funds of the Public Body and can provide pledged 

securities as collateral security for those deposits; and  

 

WHEREAS, the Public Body and the Financial Institution desire the Custodian to maintain custody from 

time to time of certain of the Financial Institution’s securities for the benefit of the Public Body as collateral 

security for the Public Body’s deposit accounts maintained at the Financial Institution;  

 

NOW, THEREFORE, it is agreed by and between the Public Body, the Financial Institution and the 

Custodian as follows:  

 

1. Securities Interest  

The Financial Institution hereby pledges and grants in favor of the Public Body a lien and continuing security 

interest in the securities deposited with the Custodian from time to time, all substitutions and additions 

thereto, all other rights and privileges incident to such securities, and all proceeds and profits of any of the 

foregoing (“Collateral”) as collateral security for all deposit accounts maintained from time to time for the 

Public Body with the Financial Institution. The Financial Institution shall take all necessary steps to transfer 
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and perfect this security interest pursuant to Illinois Commercial Code. The lien and security interest provided 

for hereunder shall not be deemed to disaffirm, replace or otherwise adversely affect the existence and 

effectiveness of a lien or security interest previously or hereafter granted by the Financial Institution in favor 

of the Public Body, pursuant to this agreement or otherwise.  

 
2. Identification and Value of Securities  
The Financial Institution agrees to deposit and the Custodian agrees to accept any documents necessary to 
facilitate transfer of title in the event of subsequent release to the Public Body. With respect to each deposit 
of pledged securities made with the Custodian, the Financial Institution will execute and deliver to the Public 
Body a written confirmation identifying the pledged securities and the value thereof (and, if delivered in 
substitution or replacement of existing Collateral with the written authorization of the Public Body, the 
collateral being proposed by substitution). The Financial Institution will also deliver to the Public Body a copy 
of a receipt by the Custodian accepting the pledged securities. As used in this agreement, “value” of 
Collateral means the lesser of the face principal amount of the securities constituting Collateral or the current 
market value. Current market value of any pledged securities shall be as determined and agreed between 
the Public Body and the Financial Institution from time to time, each acting reasonable in good faith. 
 
3. Permitted Securities  
Securities pledged hereunder and deposited with the Custodian shall be of one or more of the following 
types:  
The types of securities may be modified from time to time by agreement between the Public Body and the 
Financial Institution.  
 
4. Public Body Demand for Additional Collateral  
In the event that the amount of all deposits of the Public Body maintained with the Financial Institution at the 
close of any business day exceeds 125% of the value of the Collateral, the Public Body may, by notice to 
the Financial Institution, demand that the Financial Institution deliver additional Collateral to the Custodian, 
of a value which together with the Collateral then held by the Custodian, shall equal or exceed % (or such 
other percentage agreed upon by the Public Body and the Financial Institution) of the amount of deposits at 
the close of business that day. The failure of the Financial Institution to deliver the requested additional 
Collateral within 24 hours after the demand by the Public Body shall constitute a default. In addition to the 
rights enumerated in section 13 of this agreement, the Public Body shall have the right to immediately collect 
its deposits with the Financial Institution without penalty.  
 
5. Release or Substitution of Securities  
The Financial Institution shall have the right at any time to seek to substitute Collateral of equal value and of 
the type as permitted under Section 3 and otherwise acceptable to the Public Body. Substituted Collateral 
shall be considered Collateral for all purposes. If the substitute collateral is of equal or greater value, similar 
maturity and included in section 3, above, substitution can take place without approval of the Public Body. 
Notice of the substitution should be sent to the Public Body, as provided in this agreement. If the substitute 
collateral is not of equal or greater value, the Financial Institution shall provide to the Public Body, at least 
72 hours before the time of any substitution, a statement of the respective values of the Collateral to be 
replaced and the Collateral to be substituted. Except as provided herein, the Custodian agrees that no 
Collateral may be released and substituted without the prior written approval of the Public Body. At all times, 
the Custodian will maintain on file the signatures of agents of the Public Body authorized to approved 
releases and substitutions.  
 
6. Financial Institution Representations and Warranties.  

a. The Financial Institution represents and warrants to the Public Body that it is the owner of the 
Collateral and that such Collateral is and will remain free and clear of any and all security interests, 
liens and claims of any other person, except for the security interest granted hereunder to the Public 
Body. The Financial Institution shall be deemed to repeat such representation with respect to Collateral 
delivered in addition to or in substitution of then-existing Collateral. The Public Body’s sole obligation to 
the Financial Institution with respect to Collateral is to return or cause the return of the Collateral to the 
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Financial Institution at the termination, and full performance by the Financial Institution of, its obligations 
with respect to all deposits of the Public Body secured hereunder.  
b. The Financial Institution agrees that all of the statements contained in this Agreement and in 
documents executed pursuant to this Agreement are made to induce the Public Body to deposit its 
funds in the Financial Institution and with the knowledge that the Public Body will rely on these 
statements. This Agreement shall prevail over the terms of any other agreement between the Financial 
Institution and the Public Body with which it may conflict.  

 
7. Approval by Board or Loan Committee of the Financial Institution  
The Financial Institution represents that it is duly authorized, by resolution of the Board of Directors or the 
Loan committee of the Financial Institution, and has full right, power and authority, to execute this Agreement 
and the custody Agreement, and to pledge and grant a security interest with respect to the Collateral. The 
Financial Institution has furnished a certified copy of the authorizing resolution, attached hereto as Exhibit 
A. The Financial Institution shall also furnish additional resolutions, if any, approved by the Board of Directors 
or the Loan committee of the Financial Institution authorizing the substitution of Collateral or reauthorizing 
the granting of a security interest with respect to the existing Collateral.  
 
8. Continuously Maintain Agreement as Official Record.  
The Financial Institution further agrees that it will immediately upon execution keep and continuously 
maintain, as part of its official records, an executed copy of this Agreement, any confirmations executed 
hereunder and such other customary writings and records sufficient to identify those securities which have 
been pledged to the Public Body.  
 
9. Maintaining Custody  
The Financial Institution may participate in and use the Federal Book-Entry Account system, a service 
provided by the Federal Reserve Bank for its member banks for deposit of United States Treasury bills, 
bonds, notes, certificates of indebtedness, and Federal agency securities or the DTC system. The Custodian 
may hold securities in its vault and may deposit securities with a depository. The certificates representing 
securities, including those in bearer form, may be held in bulk form with, and may be merged into certificates 
of the same class of the issuer, which constitutes assets of other accounts or owners without certification as 
to the ownership attached. utilization of a book entry system may be made for the transfer or pledge of 
securities held by the Custodian or by the securities depository. However, it is understood that the Custodian 
shall, at all times, maintain a separate and distinct record of the securities in the account (s).  
 
10. Liability of the Custodian  
In the event of its failure to exercise ordinary care, the Custodian will be liable only for direct damages. The 
Custodian shall be deemed to have exercised ordinary care if its actions or failure to act is in conformity with 
reasonable practice of the banking industry. Notwithstanding any other provision of this Agreement, if it 
becomes necessary for the Public Body to obtain court enforcement of its rights against the Custodian and 
the Public Body should prevail, the Custodian shall be liable for the legal fees and costs of the Public Body.  
 
11. Instructions  
Except as otherwise provided herein, the Custodian may accept and act upon instructions from the Financial 
Institution or the Public Body which instructions must be in writing on the letterhead of the Financial Institution 
or Public Body containing the signature of the person or persons authorized to provide instructions. 
Instructions may also be sent by facsimile on the letterhead of the Financial Institution or Public Body, 
provided by instructions are also sent in writing on letterhead within one business day and both the facsimile 
and the writing contain the signature of the person or persons authorized to provide instructions. All 
instructions and confirmations given to you hereunder shall be given pursuant to authority contained in 
currently effective resolutions of the Public Body and by persons authorized by such resolutions to give the 
same. The Public Body will from time to time furnish you with certified copies of such resolutions and you 
may rely on authorizations contained therein until we notify you in writing of a change thereto. 
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12. Events Constituting Default  
The following events shall constitute a default by the Financial Institution under this Agreement:  

a. The Financial Institution shall fail to pay when due principal or interest with respect to any deposit of 
the Public Body maintained with the Financial Institution;  

b. any representation of the Financial Institution herein shall prove to have been untrue as of the date 
made or any date hereafter;  

c. the Financial Institution shall fail to comply with any covenant or agreement contained herein and 
such noncompliance has not been cured within days of the Public Body’s notice thereof to the Financial 
Institution;  

d. the failure or suspension of active operations of the Financial Institution;  

e. the Financial Institution shall make a general assignment for the benefit of creditors; admit in writing 
its inability to pay its debts as they become due; file a petition in bankruptcy or a petition seeking 
reorganization, arrangement, composition, readjustment, liquidation, dissolution or similar statute, law 
or regulation or seek the appointment of any trustee, receiver or liquidator for the Financial Institution 
or any material part of its properties; or  

f. any Federal or state agency or any creditor of the Financial Institution shall file any petition or seek 
any appointment specified in subsection e. above, or a conservator, receiver, liquidator or similar person 
shall be appointed with respect to the Financial Institution.  

 
13. Rights Upon Default.  
In the event of a default hereunder, the Public Body shall have all the rights and remedies of a secured party 
under the Illinois Commercial code with respect to the Collateral, including without limitation the right upon 
default to collect, liquidate, sell or dispose of the same and to apply the proceeds thereof (after deducting 
there from all costs and expenses relating to such collections, liquidation, sale or disposition, including 
reasonable attorney fees and court costs) to the payment of any deposit or other liabilities of the Financial 
Institution to the Public Body arising out of or as a result of the default of the Financial Institution in such 
manner and at such time as the Public Body may deem appropriate, with the Financial Institution to remain 
liable for and to immediately pay to the Public Body any deficiency and with any over plus to be returned to 
the Financial Institution as soon as practicable. Any requirement of the Illinois Uniform Commercial Code for 
reasonable notice shall be met by the mailing of written notice to the undersigned by regular mail at its 
address set forth below at least five days prior to the sale or other event-giving rise to the requirement of 
such notice. The rights and remedies specified herein shall be in addition to and supplementary of all rights 
and remedies which the Public Body would otherwise have at law or in equity. Any delay or failure on the 
Public Body’s part in exercising any right or remedy hereunder shall not constitute a waiver thereof or 
preclude the later or further exercise thereof. Notwithstanding any other provision of this Agreement, if it 
becomes necessary for the Public Body to obtain court enforcement of its rights against the Custodian and 
the Public Body should prevail, the Custodian shall be liable for the legal fees and costs of the Public Body. 
 
14. Successors and Assigns.  
This Agreement is continuing and binding upon the Financial Institution, its successors and assigns and shall 
inure to the benefit of the Public Body and the Custodian, and their respective successors and assigns. 
 
15. Notice  
All notices, demands, consents and other communications hereunder shall be in writing, and shall be 
deemed effective when delivered personally, or sent by telegraph or telecopy, or five days after being sent 
by registered or certified mail, postage prepaid, return receipt requested, at the addresses specified below, 
or at such other addresses or to such other parties as may be specified in writing by the parties hereto:  
 
Public Body:             
 
Financial Institution:            
 
Custodian:             
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16. Fees and Expenses of Custodian  
The fees and expenses of the Custodian will be paid by the Financial Institution.  
 
17. Custodian’s Right to Terminate  
The Custodian shall have the right to terminate any of this agreement and its custody of any securities held 
pursuant hereto, upon providing thirty days written notice of termination to the Financial Institution and the 
Public Body. Upon termination of its custody, the Custodian will take all necessary steps to transfer the 
securities to the destination directed by the Financial Institution and the Public Body, jointly, and at the risk 
and expense of the Financial Institution. In the event that no joint direction is received, the Custodian shall 
transfer the securities to a trust account established by the Public Body in a financial institution having 
deposits of at least one hundred million dollars. Thereafter, the Custodian’s liability with respect to such 
securities shall be fully discharged. The Custodian shall remain responsible however for any prior breaches 
of this Agreement.  
 
18. Amendments.  
This agreement may be modified at any time by a mutual written agreement of the parties.  
 
19. Governing Law.  
This agreement shall be construed in accordance with the laws of the State of Illinois.  
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2.17 EXPENDITURES 
 

The Board recognizes an integral aspect of the financial operations of the District is the set disbursement of 

payables. Staff has the responsibility of paying all obligations on a timely basis (to include discounts when 

applicable) with the proper documentation. Staff shall comply with the Local Government Prompt Payment 

Act (50 ILCS 515/). Staff also has the responsibility of the timely collection of all revenues from fees and 

charges, permits, and registration fees. Disbursements shall be subject to Board approval. 

 

The Board President, Vice President and Treasurer are authorized to sign District checks with Board 

approval. 

 

On occasion, District checks may be signed and issued without prior Board approval. Such checks are 

routine, due for payment each month, or are financially advantageous to remit promptly, such as: 

• Pension/State/Federal Government obligations 

• Insurance premiums and reimbursements 

• Trips and special reimbursements 

• Refunds 

• Vendors who offer discounts for early payment 

• Utility bills 

• Past due items 

• Emergency checks 
 

These “interim” or “manual” checks are approved by the Board at the next regularly scheduled meeting. 

 

Any disbursement to an employee of the District, other than payroll, shall be fully documented and supported 

by third party verification. 
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2.18 PURCHASING 
 

The objective of the District’s purchasing policy is to assist the District in purchasing materials and services of 

sufficient quality and quantity at the most economical price available, in an open, organized, timely, legal and 

ethical manner so that material and services are available when needed for District operations, without 

creating excess inventory. This policy is meant to serve as a guideline and may not govern every purchasing 

situation that may arise. 

The purpose of this policy is to ensure that purchases stay within the approved budget and that staff maintain 

the integrity of the budget by obtaining the best price and value for purchases in compliance with applicable 

law. 

Approval for purchases as outlined in this policy is required before items are ordered or purchases are made. 

Any purchase that exceeds the budgeted line item requires the approval of the Department Director and the 

Executive Director. 

All purchases shall be made in compliance with applicable state and federal laws, rules, and regulations 

(collectively, “state or federal law”). In the event any conflict arises between any provision of this policy and 

any state or federal law, the state or federal law shall govern and control. 

I. Purchases $2,000.00 or less 
All budgeted purchases $2,000.00 or less will require approval by the Department Director. 

II. Purchases between $2,000.01 to $2,999.99 
All budgeted purchases between $2,000.01 to $2,999.99 will require a purchase order approved by the 

Department Director, with final approval by the Executive Director. The Department Director will review to 

ensure the purchase is within budget and consistent with District requirements. 

III. Purchases between $3,000.00 to $14,999.99 
Three quotes are needed for purchases between $3,000.00 to $14,999.99. Please attach the completed 

Quote Form to the Purchase Order for authorization from the Department Director and Executive Director. 

Please include freight whenever possible. 

If total purchases for the fiscal year from a single vendor for the same product or project exceeds $3,500.00, 

then three quotes are needed. Submission of quotes from potential vendors must be made within thirty (30) 

days of the District’s request in order to be considered. Purchases may be made for a 3-year period provided 

the unit cost does not increase by 15% or more during the term. 

IV. Purchases between $15,000.00 to $30,000.00 
In addition to obtaining three quotes and approval from the Department Director and Executive Director, the 

Department Director will inform the Board of budgeted purchases within this range by memo or staff report. 

Board approval is required if the purchase was not included in the Annual Budget and Appropriation 

Ordinance. 

V. Open Purchase Orders 
Subject to approval by the Department Director and Executive Director, an open purchase order may be used 

for frequent purchases. 

VI. Competitive bidding process for purchases more than $30,000 
The District must publicly bid all contracts for supplies, materials, or work involving an expenditure in excess 

of $30,000 unless an exemption exits under section 8-1(c) of the Park District Code. 70 ILCS 1205/8-1(c). 
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Contracts which must be bid shall be awarded to the lowest responsible bidder after due advertisement in 

accordance with applicable law. 

Please contact the Executive Director for purchases in excess of $30,000 of specialized or unique items 

which may not adapted to award by competitive bidding. 

VII. Professional Services between $3,000.00 to $14,999.99 
With prior approval of the Executive Director when in the best interest of the Park District, staff may engage 

professional service firms without obtaining three quotes. As a general policy for the selection of professional 

services within this range, staff is expected to request proposals and conduct interviews and consider factors 

other than just the cost of the services. These factors may include, but are not limited to, the quality of work, 

work experience, past performance of the firm/individual with the Park District, and any other factors staff 

deems relevant to the selection. Staff shall inform the Board of its selection by memo or report. The Board 

and the Executive Director will be informed of changes in fees for professional services which are 

greater than 15% over the original amount of the approved contract, 

VIII. Professional Services $15,000.00 and greater 
Except as provided herein, for professional services in excess of $15,000, staff shall seek request proposals, 

conduct interviews and select firm(s) to recommend to the Board for approval based on factors other than 

just the cost of the services. These factors may include, but are not limited to, the quality of work, work 

experience, past performance of the firm/individual with the Park District, and any other factors staff deems 

relevant to the selection. 

When hiring an architect, engineer or land surveyor, the District must comply with Local Government 

Professoinal Services Selection Act (“Professoinal Services Selection Act”) and utilize a request for 

qualifications procedure for selection of the architect, engineer or land surveyor, unless an exemption exists 

in accordance with the Professional Services Selection Act. 

Board approval is required when changes in fees for professional services are greater than 15% or 

$15,000.00, whichever is less, over the original amount of the approved contract, 

IX. Receipt of Orders & Services 
Staff must notify the Finance, Human Resources & Information Technology Department if any materials or 

services have been ordered but have not been received or if an order needs to be returned. This will prevent 

paying for items or services not yet received and/or ensure the request for a refund is properly submitted and 

documented. Additionally, appropriate account codes shall be indicated on the approved invoices, if not 

already on the Purchase Order. 

X. Changes 
In the event a change order is issued which increases the cost of an already approved purchase, the change 

order must be resubmitted for the appropriate approval(s) in accordance with this purchasing policy. 

In the event the District issues a change order to any contract for the purchase of goods, services or 

construction, regardless of whether the purchase was bid, the change must be approved by the Board, or 

the Board’s designee in accordance with Section 33E-9 of the Illinois Criminal Code on Public Contracts. 

720 ILCS 5/33E-9. The requirement to comply with Section 33-E-9 shall only apply to a change order or 

series of change orders which authorize an increase or decrease in the either the cost of the contract by 

a total of $25,000 or more or the time of completion by a total of 180 days or more. 

For all public works projects, change orders must be approved in compliance with the Section 33E-9 of the 

Illinois Criminal Code and the Public Works Contract Change Order Act, 50 ILCS 525/1 et seq. 
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XI. Emergency Purchases 
In the course of District operations, it may be necessary for employees to make purchases on an emergency 

basis. An emergency is a sudden condition or state of affairs calling for immediate action in order to protect 

public health, safety or welfare or is necessary to prevent further damage or loss to Park District property or 

Park District funds, or is otherwise determined to be an emergency as defined by the Board. 

For emergency purchases $30,000 and under, the purchase must be approved in accordance with the limits 

set above. If the purchase only requires the Department Director’s approval but the Department Director is 

unavailable to provide written authorization for the purchase, staff must obtain the Executive Director’s written 

approval prior to making the purchase. If the purchase requires the Executive Director’s approval for any 

reason and the Executive Director is unavailable to provide written authorization for the purchase, staff shall 

obtain verbal approval from the Executive Director prior to making the purchase, which staff shall confirm by 

e-mail or other written notification to the Executive Director, Department Director, and the Deputy Director. 

Upon prior approval of the Executive Director, staff may forgo the formal bidding requirements for emergency 

purchases in excess of $30,000 as set forth herein in the event an emergency exists, provided, any 

emergency purchases in excess of $30,000 requires Board approval in accordance with the Park District 

Code. To the extent possible, Board approval shall be acquired prior to the emergency purchase. In the 

event Board approval prior to the purchase is not possible, the Board President will be notified of the 

emergency purchase prior to the purchase and Board members will be informed of the emergency purchase 

within 24 hours of the purchase. The Board will then formally approve the purchase at the next regularly 

scheduled Board meeting. 

XII. Performance and Payment Bond Requirements (effective January 1, 2024) 
The District shall require contractor(s) performing work on any public works project in excess of $150,000 to 

provide performance and payment bonds in accordance with the Public Construction Bond Act, 30 ILCS 550/1 

et seq. 

The Executive Director, or the Executive Director’s designee, shall have the discretion to determine whether 

to require contractor(s) performing work on any public works project $150,000 and less to provide performance 

and payment bonds. This Section XII of the purchasing policy is effective until January 1, 2029. 

It is expected that each employee will follow the purchasing procedures as outlined in this policy and in 

accordance with any internal procedures. Failure to adhere to this purchasing policy will result in disciplinary 

action. 

Please note that this policy may be periodically reviewed and amended from time to time as required by 

changes in state or federal law and for other reasons the Board deems appropriate or in the best interest of 

the District. 
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2.19 COMPETITIVE BIDDING 
 

Purchase of labor and/or materials estimated to exceed $30,000 shall follow legal bidding requirements as 

provided by law. Contracts will be awarded in conformity with Section 5 of the Public Contracts provisions of 

the Illinois Criminal Code of 2012 (720 ILCS 5/33E-5). 

 

The following exceptions to the bidding requirements are listed in the Illinois Compiled Statutes 70 ILCS 

1205/8-1(c) as follows: 

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

2) The printing of financed committee reports and department reports; 
3) The printing or engraving of bonds, tax warrants and other evidences or indebtedness; 
4) Utility services such as water, light, heat, telephone or telegraph; 
5) For fuel (such as diesel, gasoline, oil, aviation, or propane), lubricants, or other petroleum products; 
6) The use, purchase, delivery, movement or installation of data processing equipment, software or 

services; 
7) The use, purchase, delivery, movement or installation of telecommunications and interconnect 

equipment, software, or services; 
8) The use, purchase, delivery, movement or installation of duplicating machines and supplies; 
9) Contracts for goods or services procured from another governmental agency; 
10) The purchase of equipment previously owned by some entity other than the District itself. 
11) The purchase of magazines, books periodicals, pamphlets and reports; 
12) Contracts for emergency expenditures, provided such expenditures are approved by three-fourths 

of the members of the board; 
 

The District reserves the right to waive all technicalities, to accept or reject any or all bids, or to accept only 

portions of a bid and reject the remainder. The District will award the Contract to the lowest most responsible 

and responsive bidder, as determined by the District. In considering the Bidder’s responsibility, the District 

may evaluate, among other factors, the ability of the Bidder to provide experienced labor sufficient in 

numbers to timely and properly complete the services, the financial capability of the Bidder, and the 

performance of the Bidder on other projects. 

 

Bid Results 

Following acceptance of a specific bid or bids by the Board, timely notification of the action shall be made in 

writing to all bidders. 

 

Rebidding 

In the event all bids are rejected by the Board, the project may be re-bid following “Legal Bidding”; however, 

bid documents shall be sufficiently altered to prevent the use of information obtained from the former bid 

process to unfair advantage in the re-bid process. 

 

Contracts 

The District shall award and enter into contractual arrangements with vendors primarily for completion of 

construction projects. Procurement of goods and/or services for non-construction projects may require 

contracts if it is determined to be in the best interest of the District. 
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Bid Bonds 

The District shall require as a bid surety a certified check or bid bond equal to ten (10) percent of the contract 

as a proposal guarantee. Such requirement shall be made on all construction projects and other bidding 

procedures, where it is determined to be in the best interest of the District. 

 

Bid sureties shall be returned to the bidders upon the acceptance of a bid by the Board and the contract has 

been signed. 

 

Performance and Labor Payment Bonds 

The successful bidder shall furnish a Performance Bond in an amount equal to 110% of the contract awarded 

and payment of all obligations thereunder. Bond form shall be one that is acceptable to the District. Failure 

to supply required bonds within ten (10) days after 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. 
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2.20 PREVAILING WAGE ACT 
 

The District complies with the Illinois Prevailing Wage Act. Annually, in June, the District investigates and 

ascertains the prevailing rate of wages for the Will County and Kendall County regions for laborers, mechanics 

and other workers performing construction of public works for the District. Using the research, the Board 

passes an ordinance during the same month to adopt the prevailing wage rates, as defined in the Act. 
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2.21 ECONOMY OF RESOURCES 
 

The District will actively pursue cooperative and joint purchasing opportunities as a means to reduce costs 

and make the most of cooperative relationships. The economization of resources will be an ongoing priority 

in all purchasing decisions. At all times, the District will subscribe to at least one purchasing cooperative that 

meets the State of Illinois competitive bid rules. 
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2.22 CONTRACTS 
 

The Board recognizes that to maintain continuity in the expeditious negotiation of contracts for the District, 

procedures must be established. 

 

• The Executive Director will have prepared the appropriate contract documents for each situation. 

• The District’s attorney will review said documents when requested, and comment to the Executive 

Director. 

• The Executive Director will have the responsibility for the finalization of the contract and presentation to 

the Board. 

• The Board will approve or disapprove any contract or lease at a board meeting. 

• The contract will be signed by the President or a designee of the Board. 
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2.23 DEBT SERVICE PRINCIPLES AND PROCEDURES 
 

Inappropriate levels of debt can create financial difficulty. For example, short-term borrowing to cover routine 

costs can be expensive and may be a sign that the District is becoming financially overextended. Further, 

an unduly high level of debt may place an undue financial burden on the taxpayers and thereby adversely 

affect the health of the local business community. Reasonable levels of debt, however, may provide a 

mechanism to reduce costs for the District by allowing funding of projects or equipment purchases sooner 

than possible if those projects or equipment purchases were paid with current funds, thus reducing or 

negating cost increases due to inflation. Issuing debt also is a mechanism for spreading the costs of capital 

improvements equitably among current users and future users of the improvements. The Board also 

recognizes that the condition of the District’s facilities, equipment, and programs are an important component 

in maintaining the desirability of the area and local property. For this reason, too, it may be desirable to issue 

debt to secure the funds necessary for maintenance and improvement of the District’s facilities, equipment, 

and programs. The Board thus intends to adhere to the following general debt policies: 

a) The Board will endeavor to achieve and maintain the highest possible bond rating for the District. 

b) Except under extraordinary circumstances, average annual bond maturities shall not exceed 20 

years. 

c) The District will endeavor to maintain minimum reserves in the Debt Service Fund at least equal to 

the next required principal and interest payments on outstanding debt. 

d) Except in emergencies or other extraordinary circumstances, borrowing shall be undertaken only to 

fund capital improvements included in the District’s 5-Year Capital Projects Plan. 

e) Because the District’s authority to issue bonds is restricted by the Illinois Property Tax Extension 

Limitation Act’s debt service extension base limit, the Board may choose under appropriate 

circumstances to issue debt certificates instead of bonds. 

f) No person or committee or other entity shall be authorized to create any financial liability on behalf 

of the District except only as approved in nature and amount by the Board in accordance with the 

District’s purchasing policy. 

g) The 5-Year Capital Projects Plan shall be the basis for planning and consideration of issuance of 

bonds or other instruments. 

 

The Debt Service Principles and Procedures is also located in the Board of Commissioners General 

Practices and Policy Manual Section 8.07. 
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2.24 CREATION OF DEBT 
 

No commissioner, committee, officer, or any other person employed or not employed by the District shall 

be authorized to create any financial liability on behalf of the District except when said liability has been 

approved in nature and amount by the Board at a regular or special Board meeting and is recorded in the 

minutes. (ILCS 120/5 4-6) 
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2.25 STATEMENT OF ECONOMIC INTERESTS 
 

The Government Ethics Act requires various District officials and employees to file a Statement of Economic 

Interests with the clerk of the county in which they reside at the time they are appointed, elected, or hired. 

After the initial filing, District officials and employees must continue to annually file statements by May 1. The 

Act requires the following persons to file disclosure statements: 

 

1. Persons elected to District office or candidates for election to that office 

2. Persons appointed to the Board 

3. Persons compensated by the District as employees, not as independent contractors, and who: 

a) Function as the head of a Division, or who exercise similar authority 

b) Have direct supervisory authority over, or direct responsibility for the formulation, negotiation, 

issuance or execution of contracts entered into by the District of $5,000 or more 

c) Adjudicate, arbitrate or decide any administrative proceeding, or review the adjudication, 

arbitration or decision of any administrative proceeding within the authority of the District 

d) Have authority to issue or promulgate rules and regulations within areas under the authority of the 

District 

e) Have supervisory authority for 20 or more employees of the District 

f) Negotiate, assign, authorize, or grant naming rights or sponsorship rights regarding any property 

or asset of the District, whether real, personal, tangible, or intangible; or 

g) Have responsibility with respect to the procurement of goods or services 

 

Failure to file the Statement of Economic Interest at the appropriate time can lead to late filing fees, penalty 

fees and ineligibility for or forfeiture of office. A person who willfully files a false or incomplete statement may 

be charged with and convicted of committing a Class A misdemeanor. 
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2.26 FEES AND CHARGES / COMPREHENSIVE REVENUE 
 

PURPOSE 

With multiple benefits accruing to both personal and public interests, it is appropriate for public park and 

recreation services to be supported by a blend of participant fees and taxpayer funding. The annual District 

budget determines the amount of taxpayer support that is available for park and recreation services and 

charging fees for participation is a way to ensure the ongoing availability of park and recreation services 

and supplementing limited taxpayer dollars. 

In alignment with the Plainfield Park District (“District”) mission of “enhancing lives through equitable and 

accessible exceptional recreational opportunities” for all and the vision of “aspiring to be innovative, 

diverse, and inclusive in administration, recreation, and preservation experiences for the entire 

community”, the District is shifting towards a fiscal management philosophy focused on “beneficiary of 

service”. In this conceptualization, each type of service has a set of specific characteristics that provide a 

rationale for who should pay (e.g., taxpayers, the individual, or both) and to what degree. Ultimately, this 

grounds cost recovery expectations and the spending of taxpayer dollars in a philosophical underpinning 

that affirms a commitment to equitable investment, financial discipline, and long-term fiscal health. 

 

POLICY STATEMENT 

The District’s cost recovery strategy intends to create organizational resilience by way of logical, 

intentional, and thoughtful guidelines for investment and spending decisions. The strategy encourages 

revenue generation strategies and practices that are fair, equitable, and responsible. This direction is 

required in order to sustain the Department and its expectation as a provider of park, culture, and 

recreation services, and the justifiable recovery of costs as detailed in this policy is necessary to ensure 

the District’s financial stability in the near and long term. 

 

COST RECOVERY 

Cost recovery refers to revenues generated from fees and charges, sponsorships, donations, grants, and 

other alternative revenue streams in relation to the amount of money necessary to operate a service. For 

example, a cost recovery level of 75% simply means that for each dollar spent on a service, .75 was 

generated from a revenue source with the remaining .25 was covered by subsidy dollars (i.e., taxes). 

 

SERVICE CATEGORIES 

The development of categories which include like services are important when it comes to justifiable and 

equitable allocation of subsidy, cost recovery levels, and assignment of budget and general ledger lines to 

account for a category’s fiscal performance (e.g., a service category such as Beginner/Introductory 

Activities would include activities such as learn to swim classes, youth sports classes, dance instruction, or 

beginner music lesson regardless of age). 
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The benefits of this type of approach are two-fold. First, it is inefficient for the District to determine cost 

recovery expectations by each individual service including facility, activity, or event. Secondly, categorizing 

by “type of service” or “likeness of service” discourages attempts to determine fees and charges (and 

therefore cost recovery decisions) based upon special interests, age-based services, or individual values. 

The District provides many services annually to the community. The following Service Categories 

represent the District’s service menu and include Service Category definitions as well as example services 

• Community & Education Services 
This category includes life skills development, social impact, or are educationally focused activities 

and programs. [Examples: Great Adventures Preschool, Great Beginnings, Identify Theft, Rules of 

the Road, Northern Will County Special Recreation Association programs] 

• Community Events 
This category includes annual events planned to be appealing to a majority of, or the entire 

community regardless of age, ability/skill, family composition, etc. These events are large-scale 

and highly intensive, and typically occur on an annual basis. [Examples: drive-in movies, Patriotic 

Picnic, Movies in the Park, Party @ the PARC, Family BINGO nights] 

• Drop-in access 
This service category includes activities which do not require registration, are non- instructed, and 

include staff/volunteer supervision or oversight. [Examples: open swim at OSP, open gym & track 

at PARC, Game on program, and Game Day, mahjong and bridge at PTCC] 

• Enterprise Services 
This category includes services that are commercial in nature and whose operations align most 

with those offered by the private sector. [Examples: Prairie Fit, horse boarding, personal training, 

birthday parties, pony parties, Ottawa Street Pool] 

• Non-skill Based Activities 
This category includes classes, clinics, workshops, and other led/or supervised activities in which 

pre-registration is required and the primary intent is to provide socialization, interaction, and 

lifelong learning. [Examples: summer camp, family playtime, early childhood movement classes, 

senior luncheons] 

• Open Access 
This category includes open access to parks and park amenities and does not include 

staff/volunteer supervision or oversight. [Examples: playgrounds, parks, pavilions, splash pad, dog 

parks, basketball courts, tennis courts, fishing ponds, trails, skate parks, athletic fields] 

• Rentals 
This category includes parks, shelters, athletic fields, and recreation facility rentals providing 

exclusive use of spaces and places in the system. [Examples: shelter rentals, Prairie Activity & 

Recreation Center gym and room rentals, Plainfield Township Community Center room rentals, 

Ottawa Street Pool rental, athletic field rentals] 

• Skill-based Activities - Beginner & Intermediate 
This service category includes classes, workshops and other led and/or supervised activities in 

which pre-registration is required and the primary intent is to acquire or learn a skill. [Examples: 

swim lessons levels preschool 1- level 4, athletic classes ages 3-6, music lessons, beginner 

equestrian classes and camps, dance classes ages 3-6, cooking, art and photography classes] 
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• Skill-based Activities – Advanced 
This service category includes classes, workshops and other led and/or supervised activities in 

which pre-registration is required and the primary intent is to enhance or master a skill. [Examples: 

dance team, adult leagues, youth sport leagues, equestrian team, swim lessons levels 5-6, athletic 

skills classes, fitness classes, dance classes ages 7-18] 

• Special Events 
This category includes events that are intended to serve a niche’ market or special interest and 

may occur on an annual basis or with some level of regularity. [Examples: Daddy Daughter Dance, 

Horse Shows, Holiday Pony Rides, Jeric’s Skate Contest, Howl-O-Ween, Carboard Boat Regatta, 

Journey to the North Pole, Grinchmas on the Green, Haunted Hayrides, Bunny Breakfast] 

 

COST RECOVERY STRATEGY – CONTINUUM MODEL 

The District’s Cost Recovery Strategy below illustrates the degrees to which financial resources will be 

spent and expenses will be recovered. It is grounded in the differentiation of park and recreation services 

on the basis of who benefits and who should pay. Economists have differentiated goods and services in 

the economy in this manner for decades and have designated three types of goods and services: 

community benefit, dual benefit, and individual benefit. 

The District’s Cost Recovery Strategy Continuum is grounded in a philosophy that acknowledges varying 

levels of service. This strategy shifts from philosophical underpinnings suggesting that all services should 

be provided at no or low cost for everyone to an equitable and just philosophy where subsidy allocation 

decisions are based upon “beneficiary of service”. In this conceptualization, each type of service has a set 

of specific characteristics that provide a rationale for who should pay (e.g., taxpayers, the individual, or 

both) and to what degree. Ultimately, this aligns subsidy allocation and cost recovery goals and 

expectations with beneficiary of service. Essentially, those who benefit from a service should pay for that 

service. 

The two (2) year Plainfield Park District Cost Recovery Strategy Continuum includes the District’s Service 

Categories and realistic cost recovery/subsidy goals and expectations that align with current financial 

conditions. The continuum is a graphic representation of the District’s tax use and revenue enhancement 

strategy. 
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UPDATING SUBSIDY INVESTMENT EXPECATIONS 

Service category cost recovery performance levels should be updated annually, and subsidy (tax dollar) 

investment goals should be reviewed, analyzed, and updated at least every two years or more frequently 

as necessary. 

 

PRICING – DETERMINING FEES & CHARGES 

Several pricing methods exist that will assist District staff in establishing fees and charges. The principal 

method for establishing services fees will be cost recovery pricing which is defined as determining a fee 

based on established cost recovery goals. Other pricing methods may be utilized by the District, however, 

any strategy or method used will ultimately require that cost recovery goals or subsidy allocation 

expectations be met. Common alternative pricing methods include: 

• Market (demand-based) pricing 
Results in pricing based on demand for a service or what the target market is willing to pay for a 

service. The private and commercial sectors commonly utilize this strategy. One consideration for 

establishing a market rate fee is determined by identifying all providers of an identical service (i.e., 

private sector providers, other municipalities, etc.), and setting the highest fee. Another 

consideration is setting the fee at the highest level the market will bear. 
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• Competitive pricing 
Established prices fee based on what similar service providers or close proximity competitors are 

charging for services. One consideration for establishing a competitive fee is determined by 

identifying all providers of an identical or similar service (i.e., private sector providers, other 

municipalities, etc.), and setting the mid‐point or lowest fee. 

• Value-based pricing 
A pricing strategy in which the price of a product or a service is decided on the basis of perceived 

value or benefit it can provide to a customer. Value based pricing is more evident in places or 

markets where exclusive products are offered which offer more value than the generic or standard 

products. 

• Penetration pricing 
Has the aim of attracting customers by offering lower prices on services? While many may use this 

technique to draw attention away from the competition, penetration pricing often results in lost 

revenue and higher subsidy requirements. Over time, however, an increased awareness of the 

service may drive revenues and help organizations differentiate themselves from others. After 

sufficiently penetrating a market, organizations should consider raising prices to better reflect the 

state of their position within the market. 

• Premium pricing 
Establishes prices higher than that of the competition. Premium pricing is often most effective in 

the early days of a service’s life cycle, and ideal for organizations that offer unique services. 

Because customers need to perceive products and services as being worth a higher price tag, an 

organization must work hard to create a value perception. 

• Bundle pricing 
Allows for the sale of multiple services for a lower rate than customers would pay if they purchased 

each service individually. Bundling can be an effective way of selling services that are poor 

performers and can also increase the value perception in the eyes of customers - essentially giving 

them something for a reduced rate. 

• Differential/Dynamic pricing 
Follows the "law of demand” by supporting a key pricing principle: some customers are willing to 

pay more than others. Differential pricing is the strategy of selling the same service to different 

customers at different prices. Differential pricing enables organizations to “profit” from their 

customers' unique valuations (ex. Prime time or surge pricing). 

In the event a Service Category’s tax dollar investment/cost recovery goal is higher than current cost 

recovery performance and fee increases are required, prices may need to be raised incrementally over 

time in accord with market acceptance to optimize revenue generation. However, if the market does not 

respond favorably to the increase, the service may require divestment if the subsidy investment required 

cannot be justified based upon beneficiary of service. 

In the event a tax dollar investment/cost recovery goal is less than the current level of recovery the 

established fee will remain the same to ensure that there is no loss of revenue or negative impact on the 

District’s financial condition. 
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SUCCESS METRICS 

Methods that will be employed by the District to evaluate the value and intended community impact of 

investment and spending choices and which have significant relevance to the District’s fiscal condition due 

to efficiencies and customer retention and satisfaction include but are not limited to the following. 

Success Metric 1: 
Financial viability: a service must meet its minimum tax dollar investment/cost recovery goal and 
as noted on the Cost Recovery Continuum and Strategy 
 
Success Metric 2: 
Market position: services should meet 75% or more of their capacity (maximum) to ensure 
efficiency of resource investment 
 
Success Metric 3: 
Increase in the number of participants within a special target market or market niche’ (e.g., 
teens, older adults, minority populations, low income youth/families) 
 
Success Metric 4: 
Participant (customer) satisfaction: overall participant (customer) satisfaction must meet a 
minimum of 85% satisfaction or higher. 
 

Addressing gaps between existing cost recovery performance and target (goals) 

1. Analyze success metrics for services not meeting their cost recovery goal. 
 

2. Analyze direct and indirect costs of providing service. 
a. Measure ratio of direct and indirect cost. 
b. Identify cost reduction opportunities. 
c. Implement cost reduction opportunities. 

 

3. Suggest market increase commensurate with cost recovery goal. 
a. Conduct market analysis of service. 
b. Identify opportunities for capturing larger market. 

 

4. Identify potential sponsorship, donation, or pay-it-forward opportunities for supporting the service. 
 

5. If services do not satisfy success metrics 
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2.27 FINANCIAL ASSISTANCE 
 

Regardless of the amount of fees that are charged, some individuals may be unable to register. Financial 

Assistance for program fees is currently available on a limited basis to Park District Residents through the 

assistance program developed by the Friends of the Plainfield Park District Foundation.   

 

Assistance is limited to $500 per family per program year.  Assistance cannot be applied to contracted 

programming or uniforms/clothing/shoes needed for participation (please contact park district for list of 

excluded programs).  Assistance can be applied to program fees only.   

 

Eligibility is determined using the guidelines for the reduced or free lunch programs as used in the 

Plainfield School District 202. Program fees may be subsidized up to 90% depending on eligibility.   Proof 

of residency and family income are required along with a statement of need from the applicant. All 

information provided is held in strict confidence.  The program is administered by a member of the staff 

designated by the Executive Director on behalf of the Friends of the Plainfield Park District Foundation.  
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2.28 CASH MANAGEMENT 
 

The Board recognizes the value and benefits of cash management. Cash management, as used in this 

Policy, has a two-part definition. 1) It provides financial resources for the operations of the District and, 2) it 

invests funds of the District not needed for immediate use into maximum interest yielding instruments. 

 

The purposes of a Cash Management Policy are: 1) to have cash available when needed to support District 

operations; 2) to meet all legal obligations of the District; 3) to protect the District’s assets; 4) to provide 

necessary liquidity; and 5) to document procedures and establish accountability. 

 

Cash Management begins with the development of an operating budget, which is designed to provide for all 

financial needs of the District. This is based on a realistic appraisal of monies which the District can expect 

to receive, includes staff involvement in proper receiving and expending of public funds, specifies investment 

of idle funds, extends to accounts for and reporting of all financial activity, and specifies the accountability and 

responsibility for cash management. 

 

Receiving and Depositing Funds 

• The responsibility for receiving and/or depositing District monies may be delegated to certain 

employees. Such delegation will be to specific employees only and their job description will include 

the specific responsibilities. 

• As a general rule, no one employee will receive, record and deposit District funds without review and 

verification by another authorized employee. 

• Unless authorized by the Executive Director for that particular instance, employees other than those 

in the Finance, Human Resources & Information Technology Department are not authorized to 

retrieve bank deposit receipts or deposit bags. Deposit receipts and deposit bags will be returned to 

originating locations by the Finance, Human Resources & Information Technology Department. 

• Deposits are to be made only at the bank locations specified by the Deputy Director. 

• Third party checks are not authorized for payment of any amount due to the District. Checks must be 

payable to “Plainfield Park District”. 

• The District will accept its refund checks as payment toward other District classes or fees. The check 

must be properly endorsed. 

• Refunds will be made in accordance with District refund procedures. 

• Invoices for goods or services provided by the District will be prepared and issued under the 

supervision of the Deputy Director. and an accounts receivable ledger will be maintained. 
  



 
 

120 
 

2.29 INTERNAL ACCOUNTING 
 

The Board recognizes that from time to time certain internal accounting procedures may need to be 

maintained, improved and/or developed. All accounting and internal auditing procedures for the District shall 

be under the supervision of the Deputy Director. These procedures will be developed and followed as stated 

in the Generally Accepted Accounting Procedures (GAAP) and/or recommended in the annual audit 

management letter. 

 

The Deputy Director or their designee shall periodically conduct internal audits, investigation and implement 

changes as are needed to guarantee the proper conduct of District activities related specifically to the 

collection and disbursement of funds, accounting allocation of those funds, budget administration, contracts, 

reports of hours worked and wages paid, and shall periodically conduct a surprise payroll audit. 
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2.30 OUTSTANDING CHECKS 
 

The purpose of the District’s, Illinois Outstanding Check Policy is to ensure accurate cash reporting and 

management. 

 

When a check is outstanding for more than six (6) months the District’s Treasurer, or his/her designee, shall 

notify the payee by first class mail that the check was issued and is still outstanding.  The letter shall indicate 

the check number, check date, and the amount of the outstanding check.  The payee will have 30 days to 

claim the outstanding check. 

 

At least once each year, the District’s Treasurer, or his/her designee, shall prepare a listing of all checks that 

have been outstanding for more than six (6) months in which notification was sent to the payee and the 

check was not claimed.  A journal entry will be done to deposit the funds into the District’s unclaimed liability 

account. 

 

Once a year, in July, the District’s Treasurer will review the listing of all checks that have been outstanding 

and deposited into the unclaimed liability account to determine which outstanding checks will be sent (checks 

dated 3 years or older for Accounts Payable and 1 year or older for Payroll) to the State of Illinois, Unclaimed 

Property Division, per State Statue. 
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2.31 RETURNED CHECKS 
 

The Board recognizes the need to serve the people of the District through convenient payment of fees, which 

may be either in cash, personal check drawn on the bearer’s account for the exact amount of the fee, or bank 

credit card. Occasionally, personal checks are returned to the District because of insufficient funds or other 

reasons.  
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2.32 REFUNDS 
 

Guiding Principles 

It is the intent of this policy to make possible the refunding all or part of the registration fees and charges 

regardless of individual reasons for withdrawal from the program. Certain administrative costs are inherent in 

processing refunds and an attempt shall be made for the District to recover these administrative costs. 

 

General Schedule of Refunds 

• An administrative fee of $5.00 shall be deducted from the amount of refund to offset the cost to the 

District of processing the refund. 

• A full refund, less the fee, will be granted if request for refund is filed with the office at least five (5) 

business days prior to the scheduled start of the program/activity, unless special refund policies are 

stated in the program brochure. 

• Refunds will not be granted after the registration deadline. 

• To avoid the $5.00 administration fee, the refund amount may be credited to another program fee 

or to the “house” account of the individual. 

• Full refunds are issued if the District cancels the program/activity. 

• It can take up to 30 days for the District to process a refund by check; up to seven days if by credit 

card. 

• Requests for partial or full refunds, due to unusual circumstances, as well as appeals of decisions 

made under the District’s refund policy must be made to the Executive Director or his designee. 

 

Program Guarantee 

The District strives to offer you the highest quality programs and services.  If in the participant’s opinion we fail 

to provide the program or service that was expected we will arrange for one of the following: 

1. Repeat the class at no charge based on availability of space. 

2. Receive full credit that can be applied to any other program within one year. 

3. Receive a full refund. 

 

Program Guarantee refund requests may be made at the Recreation/Administration Center in person or by 

phone.  Requests must be made within five business days of the last class meeting. 

 

The program guarantee does not apply to adult sports leagues, food, beverages, Ottawa Street Pool season 

passes and daily admissions, tickets to entertainment and sporting events, trips or Great Adventures. 
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2.33 CHANGE FUNDS 
 

The Board recognizes the need for a Change Fund to be established for the purpose of the District’s cashiers 

to make change when receiving payment for goods and services. 

 

The Executive Director will recommend the initial amount of the Change Fund and direct the Deputy Director 

to issue a check for such amount to create a Change Fund. 

 

The Deputy Director may issue Change Funds to sub-custodians, or individual cashiers, when requested, in 

amounts considered necessary for individual cashiers to properly conduct business. 

 

A chain of custody, using written receipts, shall be used that provides positive control on all Change Funds. 

The Deputy Director or their designee shall conduct surprise cash counts and Change Fund inventories from 

time to time to ensure all funds are accounted for. 
  



 
 

125 
 

2.34 WIRE TRANSFERS AND AUTOMATED CLEARING HOUSE (ACH) 
ORIGINATION 

 

Wire transfers can be made by the Deputy Director or designee 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. 

 

Specific transfers currently allowed are: 

• Net payroll (bi-weekly) 

• Payroll tax withholdings 

• Excess cash investments 

• Social Security deposits 

• Medicare deposits 

• Bond principal and interest payments 

• Purchasing card payments 

• Accounts payable check runs 
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2.35 PROCUREMENT CARDS 
 
The District may provide at the Executive Director’s authority procurement cards to designated employees 

to facilitate the purchase on behalf of the District of approved items from approved vendors, in accordance 

with the procurement policy. 

 

The Procurement Card Policy is also located in the Board of Commissioners General Practices and Policy 

Manual Section 8.11. 
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2.36 TAX EXEMPTION 
 

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 emption 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 
District. A copy of the exemption letter may be obtained from either the employee’s supervisor, the Deputy 
Director or the Finance, Human Resources & Information Technology Department. 
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2.37 PERSONAL IDENTIFIABLE INFORMATION (PII) 

 
To ensure the District’s customers, staff, and Board have confidence that PII pertaining to the relationship 

with the District is handled in a manner to reduce risk of compromise the District enforces and adheres to all 

approved data security procedures. This includes, but is not limited to: Payment Card Industry Security 

Standards (PCI), Illinois Local Records Act, Health Insurance Portability and Accountability Act (HIPAA), 

State and local Government Statutes. 

 

The District has taken all reasonable measures to reduce the risk of compromise in order to ensure 

confidence in the District’s customers, staff and Board confident in the handling of PII pertaining to their 

relationship with District. 
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APPROVALS AND REVISION LISTING 

 

Section 3.00 – Parks and Planning 

 

3.05 Urban Forest Policy    Added 06/08/2022 

 

 

 

 

 

  



 
 

131 
 

3.01 IMPROVING OR DEVELOPING LEASED LAND OR FACILITIES 
 

The Board recognizes that it would be advantageous to the District to improve and/or develop leased land 

or facilities whereby such land or facilities would better serve the District. 

 

It is the Executive Director’s responsibility to study and research each lease situation and present to the 

Board the facts and a recommendation relating to what would be appropriate reimbursement. The Board 

shall have the final authority on the proposed lease. 

 

No District properties leased to others may be developed without written permission of the Board. All 

improvements constructed on District properties will become the property of the District as outlined in the 

written agreement(s) for leased property, and the District will maintain full control over their usage 

consistent with any written leases or agreements. 

 

Under normal conditions, District facilities will be considered first for development, improvement, and/or 

renovation prior to such consideration being given to a leased facility. 

 

The minimum length of any such lease prior to development will vary depending on the unique condition of 

the facilities and the District’s needs at a specific time. 
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3.02 NAMING OF PARKS, RECREATION AREAS, AND FACILITIES 
 

Types of Naming Rights 

The District may consider any and all proposals relating to the naming of District parks and facilities that will 

contribute to the fulfillment of the District Mission: 

 

The Plainfield Park District seeks to enhance lives 

through quality recreation opportunities 

 

The District will consider Naming Rights proposals that fall within one of the following three (3) categories: 

1) Honorary – To honor outstanding service or accomplishment of an individual or group. 

2) Philanthropic – To publicly acknowledge financial support of the District. 

3) Corporate – A mutually beneficial business arrangement between the District and an external 

entity. 

 

Naming Opportunities 

The District may name or rename any and all of its parks and facilities including but not limited to, 

Structures, Outdoor Facilities, and Indoor Facilities. Examples of these are as follows: 

• Structures – Community Recreation Center, Maintenance Building, Shelters. 

• Outdoor Facilities – Parks, playgrounds, fields, roads, paths, pool, bridges. 

• Indoor Facilities – Rooms, equipment. 

 

Naming Process 

1) Any Board member, citizen or group of citizens may submit a proposed name for a park, or facility 

owned by the District at any time. Such proposals will be in written form setting forth the proposed 

name and justification for the proposal.  

2) The Executive Director will review the proposal with all necessary parties including but not limited 

to, requestor, staff, Board committees, and legal counsel before presenting the proposal to the 

Board. The District shall use its best efforts to reach a final determination within three (3) months of 

a completed submitted request as required by the District. 

3) A naming or renaming ceremony shall be established at a mutually agreed upon date within a 

reasonable time frame after the approval of a naming resolution by the Board. 

4) A new park or facility shall not be named or existing park or facility renamed unless a quorum (4) of 

the Board cast a majority vote in favor of the naming or renaming of the park or facility. 

5) The following criteria will be considered when selecting a name: 

a. Any person, living or deceased, who has made a significant contribution in support of the 

mission of the District, the state or national park system, conservation of natural resources, 

the recreation profession, or the community in an outstanding or heroic measure, may be 

honored with a naming opportunity. Retired or deceased employees are also eligible for 

park or facility naming within the same criteria as other citizens. 

b. Naming opportunities will not be given to any public official currently holding office; however 

past public officials are eligible. 

c. Any organization that has contributed significantly to improving the quality of life for the 

citizens of the District, the state or national park system, conservation of natural resources, 

or the recreation profession may be honored with a naming opportunity. 

d. The proposed name for any park, building, facility, structure, or roadway must be approved 

by the person whose name is proposed, or, if the person is deceased in consideration with 

the wishes of the family. 
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6) The park and facility shall not be named or renamed by reason of a donation to the District unless: 

a. the donation is not required by the District or by reason of a Village, City or County 

Ordinance. 

b. the donation is land for the park or facility site or the cash, services, or personal property 

donated is a minimally reasonable value of building, expanding, or renovating the park or 

facility for which the name is proposed at the Board’s discretion. 

7) The Board shall reserve the right to conduct public contests, hold public hearings, require a residing 

subdivision governing body’s endorsement (Homeowners Association), require petition of area 

residents, or a public official’s written recommendation for the naming of new parks and facilities, 

provided any or all options remain within the scope of these policies. 

8) All signage associated with the named assets will be at the direct costs of the requestor within the 

guidelines of the District established standards, under the discretion of the Board. 

9) Establishment of the length of naming rights shall be disclosed within the naming resolution. 

10) The naming of any asset will be removed by the Board if it is determined to reflect negatively on or 

harm the District. 

11) Donor naming agreements may include provisions for ongoing and special maintenance costs, such 

as the renovation of a facility.  Donor naming may also have specific terms for discontinuation based 

on Board policy. 

 

Restrictions 

1) No proposals that are not consistent with the Mission of the District will be accepted. 

2) Ineligible names are those names that would duplicate the name of another park or facility within the 

District.  

3) Names that endorse or advocate religion or specific religious beliefs, have obscene connotations, 

or demean or attempt to intimidate any group based on the group’s race, ethnicity, age, gender, 

disability, or sexual orientation are prohibited. 

4) The Board reserves the right to reject any and all naming proposals for any reason. 

5) Exceptions to this policy may be approved by the Board upon finding new or extraordinary 

circumstances that, in the judgment of the Board, warrant such action. Any exception shall be 

approved by the Board. 

 

Use of Legal Counsel 

The District reserves the right to seek the advice of legal counsel when considering naming proposals. 

 

Legal, Professional, and Appraisal Fees 

The responsibility of any and all legal, professional, and miscellaneous fees that are associated with the 

naming of the District park or facility must be detailed in the written proposal. Should additional fees arise 

during the process, the responsibility of these fees is to be assigned, in writing, prior to Board approval. 

 

Acknowledgement 

The District will acknowledge the name in a manner which satisfies the Board and the requestor. Details of 

specific acknowledgement, as well as a length of time, are to be included in the naming proposal or as 

agreed to by the parties. Additional publicity of the named park or facility will be handled by the District 

staff in a manner that is agreeable to the requestor and Board. 
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3.03 EASEMENTS AND LICENSES 
 

The Illinois Park District Code specifies a park district’s power to grant easements and licenses 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. 

 

The Board recognizes that the granting of easements on District property or the requesting of land for an 

easement for the District may from time to time be in the best interests of the District. 

 

The Executive Director has the responsibility for recommending the District’s position relating to each 

individual easement situation taking into consideration the impact upon the site, residents, neighborhood, 

and the general best interests of the District. An applicant’s request for an easement or license must meet 

the following terms and conditions:  

1) Granting of easement requests should not interfere with existing or intended development plans of 

the requested site. 

2) Easement requests should not place undue use restrictions on the site during the construction 

phase or once the ground is repaired and available for public use. 

3) Easement grantee should be expected to fully restore at grantee’s expense, all landscape items 

such as trees, shrubs, turf, flowers, and other items to their original condition or better as 

determined by the District. 

4) Serve the District’s interests, as well as the grantee, if possible. The Executive Director should 

review each request and determine if the grantee can provide some improvement for the benefit of 

the residents of the District. 

5) Residential – homeowners may seek temporary easements of access for construction of 

improvements to their property. In such instances, fees may be waived for residential homeowners. 

6) Private Contractor/Developer – When a private contractor/developer requests to utilize District 

property for the purpose of generating revenues, the District will determine a reasonable and 

appropriate fee to the requesting party. 

7) Utility Companies – Fees will be assessed as determined to be reasonable and appropriate by the 

District. 

8) Governmental Bodies – Fees may be waived or assessed for governmental bodies depending 

upon the request and history of the mutual cooperative relationship between the two entities. 

 

The Executive Director will present the easement request to the Capital and Development Committee for review.  

The recommendation of the Committee and staff will then be forwarded to the Board for final action. The District 

may grant a temporary or permanent easement. A security deposit or bond may be required in addition to 

a written statement from the grantee that all damages to District property will be fully paid by said grantee. 

If at some later date, an easement interferes with development of the District, the Board should make every 

attempt to require that the grantee agree that it will relocate the easement. 
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3.04 PROPERTY ACQUISITION ENVIRONMENTAL DUE DILIGENCE 
 

 
Land Acquisition Environmental Review  

The purpose of this program is to prescribe District requirements, functions, procedures and 

responsibilities regarding determinations of the risk of exposing the District to liability for hazardous 

substances or other environmental cleanup costs and damages associated with the acquisition of any real 

property. The requirements, functions and procedures prescribed are intended to ensure that the District 

determines, prior to real property acquisition, the likelihood of the presence and extent of hazardous 

substance-related and other environmental liability associated with real property. Such determinations 

must be a consideration in any decision to acquire real property and to establish the total actual or 

potential cost of or resulting from the acquisition.  

 

Scope  

The responsibilities and requirements shall apply to any proposed District acquisition of real property to 

which District liability for hazardous substances or other environmental remediation or damages can 

attach.  

 

Guidelines  

Minimize the potential liability of the District by acquiring real property that is not contaminated unless 

directed by the Board of Commissioners.  

Identify potential hazardous substance-related threats to fish and wildlife and their habitats and other 

environmental problems prior to real property acquisition.  

Remediate any identified hazardous substance or develop remediation plan for identified hazardous 

substances related to proposed property acquisition prior to closing.  

 

Definitions:  

1. “Environmental Site Assessment” means an analysis of an environmental site, prior to acquisition of 

real property, to determine the potential of, and extent of liability for hazardous substances or other 

environmental remediation or injury.  

2. “Hazardous Substances” means all CERCLA (Comprehensive Environmental Response, 

Compensation, and Liability Act) listed substances [see 42 USC 9601(14)], petroleum products or their 

derivatives (including aviation fuel and motor oil). 

3. “Other Environmental Problems” means problems associated with environmental contamination, 

whether or not involving hazardous substances.  

4. “Real Property” means any land or an interest therein, and all buildings, structures and improvements 

affixed to the land.  

5. “Real Property Acquisition” means the acquisition of real property, for any period of time, through 

discretionary acts or when required by law, whether by way of condemnation, donation, escheat, right-

of entry, escrow, exchange, lapses, purchase, revocation, or transfer.  

6. “Release” means any release [see 42 USC 9601(22)], discharge [see 33 USC 1321(a)(2)], or 

threatened discharge of a hazardous substance into the air, soil, sediment, groundwater, surface 

water, or any structures located on the real property.  

7. “Remediation” means meeting the requirements and standards of applicable Federal and state laws 

applicable to hazardous substance management or cleanup.  

8. “Remediation or Other Cleanup Costs” means the actual or potential costs to the Department or the 

Service for remediation or other environmental cleanup, or other damages or costs associated with 

hazardous substance contamination of real property.  
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9. “Requirements” Environmental site assessments must be completed to satisfy the detailed planning 

and pre-acquisition requirements.  

10. “Planning Overview Surveys” During the planning process, an "overview" survey or Phase I 

Environmental Survey is completed when a new parcel or property is proposed for acquisition. The 

purpose of an "overview" survey is to identify actual or potential hazardous substances or other 

environmental problems within the area proposed.  

11. “Acquisition Surveys and Analysis” Before the District acquires any real property, the District shall:  

a) Complete a Phase I Environmental Survey to ascertain the likelihood of the presence and extent of 

hazardous substances or other environmental problems associated with such property and any 

remediation or other cleanup costs.  

b) Weigh the environmental and/or public benefits relative to the total cost of the acquisition including 

(a) fair market value, (b) actual or potential remediation or other environmental cleanup costs, and 

(c) any known or reasonably estimated monetary damages that could be associated with the 

acquisition.  

c)  Inform the appropriate committees of the total cost(s) as determined above for any acquisition of 

contaminated property.  

 

Environmental Site Assessments  

1. Phase I Environmental Survey must be completed for all acquisitions. The Phase I Environmental 

Survey is used to determine whether there are any potential hazardous substance or other 

environmental problems and whether a Phase II Survey is needed.  

2. Phase II Environmental Survey may be necessary when Phase I Survey identifies potential hazardous 

substance. Phase II Environmental Survey will 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 proposed acquisition continues on past this point, a Phase III environmental survey will be 

required. 

3. Phase III Environmental Survey is required when the District determines that a hazardous substance is 

present. Additional sampling and research are necessary to determine the extent of any hazardous 

substance and the actual or potential cost for remediation.  

 

Assessment Standards And Conditions  

1. Minimum Standards: The Phase I Environmental Study Should Recognize Existing Environmental 

conditions and include information that is reasonably ascertainable. It must be complete in terms of 

technical accuracy and comprehensiveness.  

2.  Qualifications of Personnel: Environmental site assessments must be conducted by qualified 

individuals.  

3. Environmental Surveys must be completed by an Environmental Contaminants Specialist or contractor 

approved by the Forest Preserve District.  

4. Time Limit: The Environmental Site Assessment Level I Survey should be completed within one year 

prior to the real property acquisition  

5. Land acquisition budget requests should include the costs for pre-acquisition surveys.  

6. Pre-acquisition environmental site assessments are pre-acquisition costs and may be charged to the 

Land Acquisition Fund.  

7. Remediation or other cleanup costs are post-acquisition costs and are not chargeable to these 

accounts. 
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3.05 URBAN FOREST POLICY 

 
The Plainfield Park District adopted the Urban Forest Planting & Preservation Policy at the June 8, 2022 

Board meeting.  This policy addresses the Urban Forest management for the entire District’s 1,400 acres 

and focuses primarily on managed areas, while also noting the heavily wooded areas.   

The purpose of this Policy is to recognize the services and function that trees provide as a collective asset 

to the entire community and to state the goals of the Plainfield Park District with respect to the protection, 

preservation, care and planting of trees on District properties.   

Specific goals of this policy are to: 

A. Protect, preserve and enhance the quality of life and general welfare of the District residents; and 

conserve and enhance the District’s natural, physical and aesthetic environment. 

B. Preserve, protect and enhance the urban forest to ensure that trees are properly planted and 

maintained within the District so that trees can protect, enhance and preserve the quality of life for 

people within the District. 

C. Recognize that trees are an integral part of the infrastructure of the District and as such should be 

preserved, protected and cared for as other critical District infrastructure.   

a. Trees absorb pollution from the air; 

b. Trees absorb and sequester carbon dioxide; 

c. Trees absorb and filter pollution from stormwater run-off; 

d. Trees produce oxygen; 

e. Trees reduce flooding; 

f. Trees stabilize soils and reduce erosion; 

g. Trees cool the surrounding area helping to reduce impacts due to heat islands; 

h. Trees reduce energy consumption by shielding structures from harsh winds and sun; 

i. Trees provide a buffer and screen against noise, light and pollution; 

j. Trees improve property values; 

k. Trees improve the quality of District programs and enhance the park use experience; 

l. Areas with trees have lower crime rates; 

m. Areas with trees have higher levels of community interaction; 

n. Trees provide important habitat for birds and other wildlife; and 

o. Trees protect and enhance our quality of life. 
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D. Trees provide the District collective benefits that extend beyond property boundaries throughout the 

entire community.    

E. Recognize that larger trees provide larger benefits.  When a large tree is removed and replaced with 

a smaller tree the benefits and services are reduced. 

F. Recognize that some trees may have a condition that constitutes a threat, danger or nuisance to the 

public or property within the District or may be dangerous to the health of other trees and vegetation 

in the District. 

The Policy also defines terms, and describes the best practices for preservation, planting, tree care and 

protection, legacy trees, tree removal guidelines, tree replacement requirements, and rules and penalties.   

The Urban Forest Planting & Preservation Policy is guided by an advisory group which will be established in 

2022 and begin meeting in 2023.  This group will advise (during the reporting year) on the establishment, 

conservation, protection, and maintenance of urban and community trees and forests. The Tree Committee 

shall review, update and recommend implementation of the Urban Forest Management Plan for guidance 

on urban forestry issues.  Membership shall consist of Park District staff [with a minimum of four (4) and a 

maximum of seven (7) members] and be under the direction of the Director of Planning in coordination with 

the Director of Parks.  
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SECTION 4.00 - RECREATION 
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APPROVALS AND REVISION LISTING 

 

Section 4.00 – Recreation 

 

 

4.05 Outside Contractors   Revised 12/14/2022 

 

 

 
  



 
 

141 
 

4.01 RECREATION PROGRAM PHILOSOPHY 
 

The District will provide diverse, community-based recreational opportunities for all ages and abilities to 

enhance the quality of life for our residents. These year-round program opportunities shall be in a variety of 

areas to include, but are not limited to: Active Adults, Aquatics, Athletics, Camp, Dance, Music, Arts. Early 

Childhood, Fitness, Normantown Equestrian Center, Special Events and Youth General. The District believes 

that all individuals should be provided with leisure opportunities that allow for performance at their highest level 

of ability and will make every effort to provide inclusion into existing agency programs by working directly with 

a Special Recreation Association. 
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4.02 PROVISIONS FOR RECREATION FOR SPECIAL POPULATIONS 
 

The Board is committed to helping provide for the recreation needs of special populations within the District. 

In furtherance of that commitment, the Board adopted Intergovernmental and Civic Cooperation Policy as 

part of its General Practices and Policy Manual.  Please refer to the Board of Commissioners General 

Practices Policy Manual, Section 3.16 for the complete policy. 

 

The District currently meets its responsibilities through participation in a cooperative special recreation 

association (“SRA”) named the Northern Will County Special Recreation Association (NWCSRA). It is the 

Executive Director’s responsibility, as the Board’s designated representative to the NWCSRA Board of 

Directors, to monitor the performance of the SRA and report to the Board accordingly. All minutes and stated 

information from the SRA will be available to the Board when requested. 

 

The Director of the SRA or their designee will provide a written and/or oral report to the Board on an annual 

basis. 

 

The District will meet its financial obligations for the support of the SRA primarily through a tax levy provided 

for this purpose. Payments of tax receipts will be forwarded to the SRA following normal disbursement 

procedures. 

 

In representing the District on the NWCSRA Board, the Executive Director must act in the best interests of the 

District. 
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4.03 PRIORITY OF REGISTRATION 
 

Once the seasonal guide is distributed to all the households in the District, a grace period of one (1) week 

after the stated beginning registration date will be given to residents as a priority for registration. After this 

grace period, registration will be open to all nonresidents. 
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4.04 COOPERATIVE PROGRAMMING 
 

The District may from time to time conduct programs cooperatively with nearby park districts, not for profit 

organizations and other governmental entities.  When running a cooperative program, space, staff, publicity, 

and other items to conduct the program may be shared. 
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4.05 OUTSIDE CONTRACTORS 
 

The Recreation Department will make use of outside contractors to run programs, when appropriate. The 

District agreement with contractors is as follows: 

 

When negotiating agreements with outside contractors, the Fees and Charges/Comprehensive Revenue, 

Section 2.26 of the Administrative Policy Manual will be adhered to. 

 

Each contractor must comply with all regulations of the District’s Certificate of Insurance requirements and 

must have a signed Independent Contractor Agreement on file once a year. 
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4.06 VOLUNTEER PROGRAM 
 

The District recognizes the need for volunteers in order to successfully implement programs and services. 

Whenever possible, volunteers are utilized to maximize community involvement and to enhance the overall 

quality of parks, programs and facilities. The District will provide appropriate forms of recognition for volunteer 

services. 
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4.07 BACKGROUND CHECKS FOR VOLUNTEERS 
 

As part of the process of weighing a volunteer’s qualifications and determining his/her suitability for volunteer 

positions, the District requires background checks for volunteer applicants over the age of 18 (unless they are 

a current high school student), with ongoing contact with program participants.  Background checks will be 

conducted per Section 1-17 Pre-Employment Tests – Criminal Background Checks of the Employee Policy 

Manual.  

 

Background checks are not conducted on volunteers who are under the age of 18, or are over the age of 18 

and a current high school student and not left unattended with participants. 
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4.08 USE OF CELLUALR PHONES IN PARK DISTRICT FACILITIES 
 

No person shall use any device, instrument or means capable of recording, producing, duplicating, 

reproducing, storing, copying, transmitting or displaying any type of image, picture or visual representation, 

including but not limited to any photographic camera or video camera, in any restroom, locker room, shower 

facility, dressing room, and exercise area or other facility or room therein where patrons of the District has a 

reasonable expectation of privacy. 

 

No person shall use any cellular phone of any kind, regardless of its capacity or lack thereof to produce such 

an image, picture or visual representation, in any restroom, locker room, shower facility, dressing room, or 

other facility or room therein where patrons of the District have a reasonable expectation of privacy. 

 

When a patron is observed using any cellular phone in a restroom, locker room, shower facility, dressing room 

or other areas where patrons expect reasonable privacy, staff should approach the individual and explain that 

the District policies prohibit use of cellular phones in all areas where patrons of the District have a reasonable 

expectation of privacy. 

 

Repeated offenses will cause all District memberships to be revoked or the violator banned from all facilities. 

 

When a patron is observed recording, producing, duplicating, reproducing, storing, copying, transmitting or 

displaying any type of image, picture or visual representation, including but not limited to any photographic 

camera, video camera, or cell phone in areas where patrons expect reasonable privacy, said person shall be 

reported to the police authorities. Action will be taken according to the severity of the offense, as outlined in 

the District’s Park Code Ordinance. 2017-03. 
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4.09 SEASONAL PROGRAM STATISTICS 
 

In order to ensure that the District is fulfilling its purpose and meeting the recreational needs of the community, 

recreation staff will review and maintain seasonal and year-end participation reports of its programs.  
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4.10 COMMUNITY INPUT FOR RECREATION PROGRAMS AND SERVICES 
 

The District encourages residents to submit their ideas and suggestions to improve the programs and 

services offered to the community. The District initiates feedback by creating community focus groups, 

community surveys, and website as well as other means of communication. For specific users, the District 

also distributes program evaluations to receive more in-depth information regarding ways to improve 

programs and services. Community input is an integral means of understanding the wants and needs of 

residents. 
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4.11 PROGRAM EVALUATIONS 
 

It shall be in the interest of the District to conduct evaluations of its various recreation programs and services 

on an annual basis. These evaluations should be conducted in a timely manner. Participants will be strongly 

encouraged to complete program evaluation forms in order to better meet their needs and interests as well 

as to improve and refine the program being evaluated. 

 

All program evaluations that are submitted will be reviewed and summarized by recreation staff. The results 

will be used to determine common themes, areas of programming weakness, and opportunities to create 

new and/or additional programming. 

 

The summarized results of the program evaluations will be shared with the Director of Facilities & Recreation 

and recreation staff will keep these records on file for a minimum of three years or per the Local Records Act, 

whichever is greater. 
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4.12 BEHAVIOR MANAGEMENT 
 

The Board adopted an Behavior Policy as part of the Risk Management and Wellness Policy and Procedures 

Manual.  Please refer to the Operational Policies section of the Risk Management and Wellness Policy and 

Procedures Manual for the complete policy. 

 

The District encourages and promotes the concept of fun for everyone. The following guidelines have been 

developed to help make programs safe and enjoyable for all participants.  

 

Code of Conduct 

To ensure enjoyable and safe programs for all participants, the District has developed a Code of Conduct 

for all participants. Participants are expected to exhibit appropriate behavior at all times, including:  

 

1) Show respect to all participants and staff. 

2) Take direction from staff. 

3) Refrain from using abusive, inappropriate, or foul language. 

4) Refrain from threatening or causing bodily harm to self, other participants, or staff. 

5) Show respect for equipment, supplies, and facilities. 

6) Not possess any weapons. 

 

Additional rules may be developed for specific programs and athletic leagues as deemed necessary by staff. 

Failure to comply with this Code of Conduct may result in removal from the program or event without 

refund. 

 

Discipline 

The District reserves the right to suspend, expel, or deny participation in any program, event, or facility to any 

person whose behavior materially interferes with, or disrupts the quality of those offerings, the enjoyment of 

them by other participants, or the ability of staff to conduct or manage the activities or facility. If inappropriate 

behavior occurs, a prompt resolution will be sought specific to each individual’s situation. With regard to 

children, a caring, positive approach will be taken regarding the use of any disciplinary methods. Additional 

or individual behavior management plans may be developed based on input of parents, guardians, District 

staff, or other professionals. The District reserves the right to dismiss a participant whose behavior 

endangers his or her own safety or the safety of others. 
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4.13 FOOD ALLERGIES 
 

Many programs include snack time for program participants.  Due to the severe nature of peanut allergies 

the District will not supply any snacks that contain peanuts.  Supervisors will make every effort to ensure that 

snacks are appropriate for the participants.  If Supervisors are made aware of allergies they will be handled 

in accordance with the Americans with Disabilities Act and alternative snacks will be provided for those with 

declared allergies. Programs will not be advertised as peanut free. 
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4.14 SOCCER GOAL SAFETY AND EDUCATION 
 
The Board has adopted a Soccer Goal Safety and Education Policy pursuant to the Illinois Moveable Soccer 

Goal Safety Act, also known as Zach’s Law, 435 ILCS 145/1 et seq. The policy outlines how the District will 

specifically address the safety issues associated with movable soccer goals.  

 

Please refer to the Risk Management and Wellness Policy and Procedures Manual for the complete policy. 
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4.15 EMPLOYEE USE OF PROGRAMS AND FACILITIES 
 

Employee use of programs and facilities is defined in the Employee Policy Manual, Section 4-10, Use of 

District Programs. Please refer to the Employee Policy Manual, Section 4-10 for the complete policy. 

 

For registration purposes, all employees, spouses and dependents are defined as residents of the District. 

Employees are not allowed to register themselves, their spouses or dependents for any programs or facility 

rentals. Proper registration procedures must be followed and handled by Guest Services Supervisor during 

regular registration hours. 

 

When an employee separates from the district Human Resources will notify the Guest Services Supervisor 

and IT Manager and the employee’s household account will be reviewed. Non-employees are not eligible 

for program discounts. Employee program credits (awarded to PT staff based on hours worked in the 

previous year) are not available for use for any programs that begin following the employee separation date.  

 

When notice is given of voluntary separation from the district employees will no longer be eligible for the 

established program benefits after that separation date. Appropriate price adjustments will be made to any 

programs that have not started as of the submitted resignation date. If the employee or an approved family 

member is currently participating, pro-rated fees will be figured for any program with over 25% of the program 

remaining. Any program with 25% or less of the program remaining will not be assessed any additional 

charges. 

 

When an employee involuntarily separates from the district without cause, the employee will no longer be 

eligible for established program benefits effective as of the separation date. Appropriate price adjustments 

will be made to any programs that have not started as of the separation date. If the employee or an approved 

family member is currently participating they will be allowed to finish the program without any fees.  

 

When an employee involuntarily separates from the district with cause, the employee will no longer be 

eligible for established program benefits effective as of the separation date. Appropriate price adjustments 

will be made to any programs that have not started as of the separation date. If the employee or an approved 

family member is currently participating, pro-rated fees will be figured for any program with over 25% of the 

program remaining. Any program with 25% or less of the program remaining will not be assessed any 

additional charges. 

 


