Glen Ellyn Park District
Board of Commissioners
Regular Meeting
February 16, 2021
185 Spring Avenue
7:00 p.m.
Agenda

Due to the shutdown of all Park District facilities in response to COVID-19, meetings of the Park Board of
Commissioners will be held by Zoom conference until further notice as permitted by the Gubernatorial Disaster
Proclamation in Response to COVID-19 (COVID-19 Executive Order 5) exempting the requirement of the Open
Meetings Act for the physical presence of the Commissioners at the meeting and permitting Commissioner

attendance by video, audio, or telephone access.

This meeting will be conducted by audio or video conference without a physically present quorum of the Glen Ellyn
Park District Board of Commissioners because of a disaster declaration related to COVID-19 public health concerns
affecting the jurisdiction of the Park District. The President of the Board of Commissioners has determined that an
in-person meeting at the Spring Avenue Recreation Center, located at 185 Spring Avenue in Glen Ellyn, with all
participants is not practical or prudent because of the disaster. Commissioners, the Executive Director, Staff and chief
legal counsel will not all be physically present at the 185 Spring Avenue address in Glen Ellyn, due to the disaster.
Physical public attendance at the 185 Spring Avenue address in Glen Ellyn may be limited or not feasible, so
alternative arrangements for public access to hear the meeting are available via the instructions listed below. The
meeting will also be audio or video recorded and made available to the public, as provided by law.

The public is invited to join the conference. Please email Dave Harris at dharris@gepark.org for the Meeting ID and
password by 6:30pm on the Tuesday of the meeting. Plan to join the meeting 5-10 minutes before the start of the
meeting at 7pm.

Public participation instructions:

Members of the public will be automatically muted, therefore, please email any public comment to Dave Harris
at dharris@gepark.org by 6:30pm on the Tuesday of the meeting. Emailed comments will be read into the official
record during this meeting.

. Call to Order

1. Roll Call of Commissioners

L. Changes to the Agenda

. Recognition — Glen Ellyn Lightning Running Club — Volunteer Coaches

V. Public Participation

V. Consent Agenda: All items in Section V are included in the Consent Agenda by the Board and will
be enacted in one motion. There will be no separate discussion of these items
unless a Board Member so requests, in which event the item will be removed

from the Agenda.
A. Voucher List of Bills Totaling $206,919.11


mailto:dharris@gepark.org
mailto:dharris@gepark.org

B. Minutes: January 19, 2021 Regular Meeting and February 2, 2021 Workshop Meeting minutes
C. Chapter Il — Personnel Policy Updates, Sections 7.00 — 9.00 in entirety of the Glen Ellyn PD Policy
Manual
D. Section 125 Plan Document of the Glen Ellyn Park District
VL. Unfinished Business
A. Coronavirus (COVID-19) District Update
VII. Staff Reports
A. Finance Report — January 2021 (for information only)
B. Staff Reports
VIII. Commissioners’ Reports

IX. Adjourn



Accounts Payable ®
Voucher Approval Document ) | (Y
Warrant Request Date: 2/16/2021

GLEN ELLYN
PARK DISTRICT

Glen Ellyn Park District
Voucher List Presented to the Board of Commissioners

To the Executive Director:
The payment of the attached list of bills has been approved by the Park District Board of Commissioners and as
of the date signed below, you are hereby authorized to pay them from the appropriate funds.

Treasurer: Date:

10 Corporate Fund S 42,607.94

20 Recreation Fund 146,277.47

55 Special Recreation Fund 309.60

94 Capital Improvements Fund 17,724.10
Report Total: S 206,919.11



Accounts Payable

ie |GLEN ELLYN

Computer Check Proof List by Vendor P AR K D | STR | CT
User: cyocum
Printed: 02/11/2021 - 10:28AM
Batch: 00005.02.2021
Invoice No Description Amount Payment Date  Acct Number Reference
Vendor: 200222 Accurate Repro Inc. Check Sequence: 1 ACH Enabled: False
168623 Signs 80.00 02/17/2021  94-90-000-575110-0000

Check Total: 80.00
Vendor: 200791 Advanced Disposal Check Sequence: 2 ACH Enabled: False

1/2021 Scavenger Services 1,291.80 02/17/2021 10-00-000-521300-0000

1/2021 Scavenger Services 124.70 02/17/2021  20-30-200-521300-0000

1/2021 Scavenger Services 124.70 02/17/2021  20-30-450-521300-0000

1/2021 Scavenger Services 116.91 02/17/2021  20-30-300-521300-0000

1/2021 Scavenger Services 470.24 02/17/2021  10-00-000-521300-0000

1/2021 Scavenger Services 240.75 02/17/2021  20-30-100-521300-0000

1/2021 Scavenger Services 120.38 02/17/2021  20-30-150-521300-0000

Check Total: 2,489.48
Vendor: 101047 Advantage Trailers & Hitches Check Sequence: 3 ACH Enabled: False
65857 Trailer Repairs 60.25 02/17/2021  10-10-000-530340-0000

Check Total: 60.25
Vendor: 202043 BIG3 Sports Check Sequence: 4 ACH Enabled: False
123389 Winter Basketball Training 6,300.00 02/17/2021  20-21-000-525500-1141

Check Total: 6,300.00
Vendor: 198825 Bricks 4 Kids Oak Brook Check Sequence: 5 ACH Enabled: False
02082021 Winter Classes 720.00 02/17/2021  20-22-000-525500-2370

Check Total: 720.00
Vendor: 200772 Cage Engineering Inc. Check Sequence: 6 ACH Enabled: False
4210 Engineering Services 2,070.00 02/17/2021  94-90-820-575120-0000

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
Check Total: 2,070.00
Vendor: 199114 Centro Print Solutions Check Sequence: 7 ACH Enabled: False
222552 Tax Forms 87.58 02/17/2021  20-00-000-521700-0000
Check Total: 87.58
Vendor: 115370 Conserv FS Check Sequence: 8 ACH Enabled: False
6402818 Sidewalk Salt 1,248.00 02/17/2021  10-10-000-530620-0000
Check Total: 1,248.00
Vendor: 200664 Coverall North America, Inc Check Sequence: 9 ACH Enabled: False
1010673089 2/2021 Janitorial Services 881.00 02/17/2021  20-30-200-521630-0000
Check Total: 881.00
Vendor: 118510 Lisa Marie DiMaggio Check Sequence: 10 ACH Enabled: False
Winter Classes 220.00 02/17/2021  20-22-000-525500-2358
Check Total: 220.00
Vendor: 200761 ePact Network Ltd. Check Sequence: 11 ACH Enabled: False
1811 Summer Camps 400.00 02/17/2021  20-24-000-525500-4626
1811 Summer Camps 800.00 02/17/2021  20-24-000-525500-4625
1811 Summer Camps 550.00 02/17/2021  20-24-000-525500-4631
Check Total: 1,750.00
Vendor: 125150 Esscoe, LLC Check Sequence: 12 ACH Enabled: False
45232 Monitoring 90.00 02/17/2021  20-30-100-521600-0000
Check Total: 90.00
Vendor: 129093 Fox Valley Fire & Safety Check Sequence: 13 ACH Enabled: False
408245 Monitoring 105.00 02/17/2021  20-30-500-521600-0000
413762 Monitoring 93.00 02/17/2021  20-30-150-521600-0000
414322 Monitoring 105.00 02/17/2021  20-30-500-521600-0000
Check Total: 303.00
Vendor: 129900 Future Pros, Inc. Check Sequence: 14 ACH Enabled: False
Private Training 6,287.33 02/17/2021  20-21-000-525500-1123
#2 Lakers Training 63,301.49 02/17/2021  20-21-000-525500-1127

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
#2 Private Training 1,500.00 02/17/2021  20-21-000-525500-1126
Check Total: 71,088.82
Vendor: 133370 Hard Gainers Athletics Check Sequence: 15 ACH Enabled: False
Cage Rental/Training 8,160.00 02/17/2021  20-21-000-525500-1112
Cage Rental/Training 2,560.00 02/17/2021  20-21-000-525500-1233
Check Total: 10,720.00
Vendor: 200541 Hills Baseball/Softball Check Sequence: 16 ACH Enabled: False
Tournament Fees 475.00 02/17/2021  20-21-000-525500-1112
Check Total: 475.00
Vendor: 141970 Impact Applications, Inc. Check Sequence: 17 ACH Enabled: False
20208396 Concussion Testing 435.00 02/17/2021  20-21-000-525500-1161
Check Total: 435.00
Vendor: 152045 Len's Ace Hardware Check Sequence: 18 ACH Enabled: False
Animal Repellent 26.98 02/17/2021 10-10-000-530600-0000
Tape 5.39 02/17/2021 10-10-000-530300-0000
Pruning Saws 80.91 02/17/2021 10-10-000-530300-0000
Chainsaw Oil 25.17 02/17/2021 10-10-000-521370-0000
Check Total: 138.45
Vendor: 200754 Lisa Lombardi Coaching Inc. Check Sequence: 19 ACH Enabled: False
50071714 Winter Classes 240.00 02/17/2021  20-22-000-525500-2350
Check Total: 240.00
Vendor: 154399 Magic of Gary Kantor Check Sequence: 20 ACH Enabled: False
Winter Classes 184.80 02/17/2021  20-22-000-525500-2310
Check Total: 184.80
Vendor: 156599 Menard's, Inc. Check Sequence: 21 ACH Enabled: False
59542 Wood 50.94 02/17/2021 10-10-000-530300-0000
59571 Supplies 31.63 02/17/2021 10-10-000-530300-0000
59623 Maintenance Supplies 38.29 02/17/2021  20-30-100-530300-0000
60279 Door Mats 13.94 02/17/2021 10-10-000-530300-0000
60364 Light Fixture 69.97 02/17/2021  20-30-200-550300-0000
60515 Supplies 21.24 02/17/2021  94-90-920-575180-0000

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
60515 Heater Repairs 54.63 02/17/2021  20-30-450-541300-0000
60760 Grommets 7.48 02/17/2021 10-10-000-530300-0000
61128 Faucet Repairs 35.97 02/17/2021  10-10-000-530300-0000
Check Total: 324.09
Vendor: 199039 Julie Miller-Saladino Check Sequence: 22 ACH Enabled: False
Return Key Deposit 50.00 02/17/2021  10-00-000-260100-0000
Check Total: 50.00
Vendor: 163300 Office Depot Check Sequence: 23 ACH Enabled: False
Office Chair 149.99 02/17/2021  10-00-000-530100-0000
Office Chair 149.99 02/17/2021  20-00-000-530100-0000
Check Total: 299.98
Vendor: 101134 PDRMA Check Sequence: 24 ACH Enabled: False
1/2021 Health Insurance 4,866.51 02/17/2021 10-00-000-565100-0000
1/2021 Health Insurance 10,545.45 02/17/2021 10-10-000-565100-0000
1/2021 Health Insurance 9,282.00 02/17/2021  20-00-000-565100-0000
1/2021 Health Insurance 4,341.84 02/17/2021  20-30-100-565100-0000
1/2021 Health Insurance 212.26 02/17/2021  20-30-150-565100-0000
1/2021 Health Insurance 216.02 02/17/2021  20-30-200-565100-0000
1/2021 Health Insurance 64.81 02/17/2021  20-30-300-565100-0000
1/2021 Health Insurance 86.41 02/17/2021  20-30-350-565100-0000
1/2021 Health Insurance 64.81 02/17/2021  20-30-400-565100-0000
1/2021 Health Insurance 1,069.19 02/17/2021  20-30-450-565100-0000
1/2021 Health Insurance 175.76 02/17/2021  20-30-500-565100-0000
1/2021 Health Insurance 309.60 02/17/2021  55-00-000-565100-0000
1/2021 Property Insurance 4,552.86 02/17/2021 10-00-000-560600-0000
1/2021 Liability Insurance 2,221.39 02/17/2021 10-00-000-560600-0000
1/2021 Workers Compensation 3,658.83 02/17/2021 10-00-000-560200-0000
1/2021 Employment Practice 974.61 02/17/2021  10-00-000-560600-0000
1/2021 Pollution Liability 135.07 02/17/2021  10-00-000-560600-0000
Check Total: 42,777.42
Vendor: 200149 Pentegra Systems Check Sequence: 25 ACH Enabled: False
62578 Annual Contract 562.38 02/17/2021  20-30-100-521600-0000
Check Total: 562.38

Vendor: 200177

Performance Chemical & Supply, Inc.

Check Sequence: 26

ACH Enabled: False

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
251583 Maintenance Supplies 22.30 02/17/2021  20-30-100-530300-0000
256333 Maintenance Supplies 630.00 02/17/2021  20-30-100-530300-0000
Check Total: 652.30
Vendor: 173885 Regional Truck Equipment Check Sequence: 27 ACH Enabled: False
226005 Truck #428 Repairs 124.10 02/17/2021 10-10-000-530340-0000
226404 Truck #428 Repairs 40.67 02/17/2021 10-10-000-530340-0000
Check Total: 164.77
Vendor: 174009 Rental Max Check Sequence: 28 ACH Enabled: False
457728-8 Light Tower Repairs 70.33 02/17/2021 10-10-000-530210-0000
Check Total: 70.33
Vendor: 201435 Rock 'n' Kids, Inc. Check Sequence: 29 ACH Enabled: False
GEWI21 Winter Classes 280.00 02/17/2021  20-22-000-525500-2331
Check Total: 280.00
Vendor: 175536 Roselle Rockers Check Sequence: 30 ACH Enabled: False
Tournament Fees 500.00 02/17/2021  20-21-000-525500-1112
Check Total: 500.00
Vendor: 200491 Safe Haven IT, Inc. Check Sequence: 31 ACH Enabled: False
2020-177 IT Maintenance February 2021 1,800.00 02/17/2021 10-00-000-521400-0000
2020-177 IT Maintenance February 2021 1,800.00 02/17/2021  20-00-000-521400-0000
Check Total: 3,600.00
Vendor: 200764 Michael Semprevivo Check Sequence: 32 ACH Enabled: False
Winter Training 200.00 02/17/2021  20-21-000-525500-1233
Check Total: 200.00
Vendor: 178570 Sherwin Williams Co. Check Sequence: 33 ACH Enabled: False
2296-2 Paint 21.09 02/17/2021 10-10-000-521370-0000
Check Total: 21.09
Vendor: 198934 Diane Smith Check Sequence: 34 ACH Enabled: False
Winter Classes 254.40 02/17/2021  20-25-000-525500-5706

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference

Check Total: 254.40
Vendor: 199652 Sportdecals Check Sequence: 35 ACH Enabled: False
612651 Helmet Decals 545.00 02/17/2021  20-21-000-535500-1161

Check Total: 545.00
Vendor: 181118 Staples Advantage Check Sequence: 36 ACH Enabled: False

Office Supplies 185.97 02/17/2021 10-00-000-530100-0000

Office Supplies 185.97 02/17/2021  20-00-000-530100-0000

Toner 289.19 02/17/2021  20-30-100-530100-0000

Check Total: 661.13
Vendor: 199341 Team 6 Soccer Check Sequence: 37 ACH Enabled: False
19090950 Referee Fees 264.00 02/17/2021  20-21-000-525500-1127

Check Total: 264.00
Vendor: 183781 Terrace Supply Company Check Sequence: 38 ACH Enabled: True
1019814/13 CO2 46.50 02/17/2021  20-30-500-521600-0000

Check Total: 46.50
Vendor: 200061 The Perfect Swing & TPS Sports Check Sequence: 39 ACH Enabled: False
5558 Uniforms 1,067.00 02/17/2021  20-21-000-535500-1161

Check Total: 1,067.00
Vendor: 200670 The Sweet Girls Desserts, LLC Check Sequence: 40 ACH Enabled: False
1148 Event Supplies 480.00 02/17/2021  20-26-000-525500-6816

Check Total: 480.00
Vendor: 190008 Vermeer Check Sequence: 41 ACH Enabled: False
PF9010 Stump Grinder Teeth 109.48 02/17/2021 10-10-000-530210-0000

Check Total: 109.48
Vendor: 200675 Village of Glen Ellyn Administration Check Sequence: 42 ACH Enabled: False
3783 Road Salt 1,476.57 02/17/2021 10-10-000-530620-0000

Check Total: 1,476.57

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
Vendor: 200495 Village of Glen Ellyn-Fuel Check Sequence: 43 ACH Enabled: False
1/2021 Fuel 1,820.20 02/17/2021 10-10-000-530500-0000
Check Total: 1,820.20
Vendor: 190330 Village of Glen Ellyn-Water Check Sequence: 44 ACH Enabled: False
12/1-1/4/2021 Water 38.93 02/17/2021  20-30-200-570400-0000
12/1-1/4/2021 Water 22.86 02/17/2021  20-00-000-570400-0000
12/1-1/4/2021 Water 42.72 02/17/2021  20-00-000-570400-0000
12/1-1/4/2021 Water 45.78 02/17/2021 10-00-000-570400-0000
12/1-1/4/2021 Water 36.50 02/17/2021  20-30-150-570400-0000
12/1-1/4/2021 Water 22.86 02/17/2021  20-30-500-570400-0000
12/1-1/4/2021 Water 96.44 02/17/2021  20-30-350-570400-0000
12/1-1/4/2021 Water 242.54 02/17/2021  20-30-450-570400-0000
12/1-1/4/2021 Water 409.37 02/17/2021  20-30-100-570400-0000
12/1-1/4/2021 Water 48.30 02/17/2021  20-00-000-570400-0000
12/1-1/4/2021 Water 42.72 02/17/2021  20-00-000-570400-0000
Check Total: 1,049.02
Vendor: 202138 Grace Villmow Check Sequence: 45 ACH Enabled: False
Boot Reimbursement 50.00 02/17/2021  10-00-000-585815-0000
Check Total: 50.00
Vendor: 200738 Webster, McGrath & Ahlberg, Ltd Check Sequence: 46 ACH Enabled: False
31245 Topographic Survey 6,000.00 02/17/2021  94-90-885-575120-0000
31249 Topographic Survey 2,000.00 02/17/2021  94-90-930-575110-0000
Check Total: 8,000.00
Total for Check Run: 164,907.04
Total of Number of Checks: 46

AP-Computer Check Proof List by Vendor (02/11/2021 - 10:28 AM)
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Accounts Payable
Computer Check Proof List by Vendor

*i GLENELLYN
PARK DISTRICT

User: cyocum

Printed: 02/11/2021 - 9:26AM

Batch: 00004.02.2021

Invoice No Description Amount Payment Date  Acct Number Reference
Vendor: 199573 First Bankcard Check Sequence: 1 ACH Enabled: False
Babicz Adobe-Creative Cloud 28.15 02/11/2021  20-21-000-525500-1232
Babicz Adobe-Creative Cloud 28.15 02/11/2021  20-21-000-525500-1161
Babicz GoDaddy.com-Domain 22.16 02/11/2021  20-21-000-525500-1111
Babicz GoDaddy.com-Domain 86.96 02/11/2021  20-21-000-525500-1172
Babicz GoDaddy.com-Domain 106.60 02/11/2021  20-21-000-525500-1111
Babicz Constant Contact-Bulk Email 45.00 02/11/2021  20-21-000-525500-1111
Babicz Constant Contact-Bulk Email 47.81 02/11/2021  20-21-000-525500-1232
Babicz Constant Contact-Bulk Email 47.81 02/11/2021  20-21-000-525500-1161
Cinquegrani WOW-Internet 100.95 02/11/2021  20-30-500-570300-0000
Cinquegrani Microsoft-Office 365 118.50 02/11/2021  10-00-000-521600-0000
Cinquegrani Microsoft-Office 365 16.00 02/11/2021  10-10-000-521600-0000
Cinquegrani Microsoft-Office 365 118.50 02/11/2021  20-00-000-521600-0000
Cinquegrani Microsoft-Office 365 32.00 02/11/2021  20-30-100-521600-0000
Cinquegrani Microsoft-Office 365 2.00 02/11/2021  20-26-000-525500-6845
Cinquegrani Microsoft-Office 365 2.00 02/11/2021  20-23-000-525500-3510
Cinquegrani Dell-Board Room Laptop 1,349.00 02/11/2021  94-90-920-575180-0000
Cinquegrani IPRA-Job Posting 165.00 02/11/2021  10-00-000-521150-0000
Cinquegrani IPRA-Job Posting 165.00 02/11/2021  10-00-000-521150-0000
Cinquegrani Amazon-Supplies 38.39 02/11/2021  94-90-920-575180-0000
Cinquegrani Crash Plan-Off-Site Backup 9.99 02/11/2021  10-00-000-521600-0000
Cinquegrani Comcast-Internet 127.71 02/11/2021  10-00-000-570300-0000
Cinquegrani Comcast-Internet 127.70 02/11/2021  20-00-000-570300-0000
Cinquegrani Amazon-Board Room TV 849.99 02/11/2021  94-90-920-575180-0000
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 63.83 02/11/2021  10-00-000-570300-0000
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 40.27 02/11/2021  10-10-000-570300-0000
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 101.84 02/11/2021  10-10-000-570300-0000
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 30.68 02/11/2021  20-24-000-535500-4625
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 90.87 02/11/2021  20-24-000-535500-4631
Cinquegrani Verizon-12/21/2020-1/20/2021 Cell Phone 30.68 02/11/2021  20-24-000-535500-4643
Cinquegrani Amazon-Board Room Supplies 229.86 02/11/2021  94-90-920-575180-0000
Cinquegrani Comcast-Internet 91.13 02/11/2021  20-30-350-570300-0000
Cinquegrani Comcast-Internet 147.19 02/11/2021  20-30-300-570300-0000

AP-Computer Check Proof List by Vendor (02/11/2021 - 9:26 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference

Cinquegrani Amazon-Camera 695.00 02/11/2021  94-90-920-575180-0000
Cinquegrani Amazon-Supplies 49.91 02/11/2021  94-90-920-575180-0000
Cinquegrani IAPD-Conference 225.00 02/11/2021  10-00-000-585201-0000
Cinquegrani Amazon-Battery 25.99 02/11/2021  20-00-000-540550-0000
Cinquegrani Comcast-Internet 157.19 02/11/2021  20-00-000-570300-0000
Cinquegrani Comcast-Internet/Cable 786.17 02/11/2021  20-30-100-570300-0000
Cinquegrani Amazon-Board Room Supplies 116.44 02/11/2021  94-90-920-575180-0000
Cinquegrani Amazon-Board Room TV 849.99 02/11/2021  94-90-920-575180-0000
Cinquegrani Amazon-Supplies 93.14 02/11/2021  94-90-920-575180-0000
Cinquegrani Amazon-1099 Forms 69.84 02/11/2021  10-00-000-521700-0000
Cinquegrani Comcast-Internet 132.60 02/11/2021  10-10-000-570300-0000
Cinquegrani Comcast-Internet 342.32 02/11/2021  20-30-150-570300-0000
Defiglia Direct TV-Cable 160.99 02/11/2021  20-30-350-521600-0000
Dikker Lands End-Staff Merchandise -13.96 02/11/2021  20-00-000-585290-0000
Dikker Lands End-Staff Merchandise -13.96 02/11/2021  10-00-000-585290-0000
Frigo Forestry Suppliers-Supplies 76.70 02/11/2021  10-10-000-521370-0000
Frigo V of GE-Burn Permits 400.00 02/11/2021  10-10-000-521370-0000
Hartnett Amazon-Clock 10.97 02/11/2021  20-21-000-535500-1170
Hartnett IPRA-Confernece 225.00 02/11/2021  20-00-000-585201-0000
Miller Amazon-Supplies 60.96 02/11/2021  20-30-100-530100-0000
Miller Amazon-Supplies 18.49 02/11/2021  20-30-100-530100-0000
Miller Amazon-TV Replacement 487.99 02/11/2021  20-30-100-530102-0000
Miller Amazon-Fitness Equipment 81.25 02/11/2021  20-30-100-530102-0000
Miller Amazon-Cleaning Supplies 214.40 02/11/2021  20-30-100-530300-0000
Norman Staples-Supplies 69.97 02/11/2021  10-10-000-530300-0000
Norman Amazon-Supplies 12.99 02/11/2021  10-10-000-530100-0000
Norman Office Depot-Supplies 11.11 02/11/2021  10-10-000-530300-0000
Norman Illinois Arborist-Recertification 150.00 02/11/2021  10-10-000-585250-0000
Okray Facebook-Social Media 22.92 02/11/2021  20-00-000-521650-0000
Okray Yelp-Advertising 90.00 02/11/2021  20-30-100-521650-0000
Okray Zoho-Social Media 300.00 02/11/2021  20-00-000-521650-0000
Okray N2-Advertising 500.00 02/11/2021  20-30-100-521650-0000
Okray Adobe-Creative Cloud 637.37 02/11/2021  20-00-000-521650-0000
Okray AMI-Banners 782.42 02/11/2021  20-00-000-521650-0000
Okray GE Chamber-Wreath 45.00 02/11/2021  20-00-000-521650-0000
Okray Amazon-A-Frame Signs 113.86 02/11/2021  20-30-475-530425-0000
Okray Mailchimp-Email Marketing 144.50 02/11/2021  20-00-000-521650-0000
Okray Amazon-Wreath Supplies 12.57 02/11/2021  20-00-000-521650-0000
Okray GoDaddy-Domain Renewal 61.68 02/11/2021  20-00-000-521650-0000
Okray GoDaddy-Domain Renewal 61.68 02/11/2021  20-00-000-521650-0000
Okray iStock-Photography 64.50 02/11/2021  10-00-000-530450-0000
Okray iStock-Photography 64.50 02/11/2021  20-00-000-530450-0000
Okray Canvas on Demand-Board Room Canvas 410.18 02/11/2021  94-90-920-575180-0000
AP-Computer Check Proof List by Vendor (02/11/2021 - 9:26 AM) Page 2
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Okray Amazon-Wreath Supplies 8.99 02/11/2021  20-30-100-521650-0000
Okray GoDaddy-Domain Renewal 31.34 02/11/2021  20-00-000-521650-0000
Robinson Really Good Stuff-Journals 31.44 02/11/2021  20-24-000-535500-4610
Robinson Discount School-Supplies 44.05 02/11/2021  20-24-000-535500-4610
Robinson Fun Express-Supplies 69.61 02/11/2021  20-24-000-535500-4610
Robinson Discount School-Supplies 142.77 02/11/2021  20-24-000-535500-4610
Robinson Amazon-Supplies 60.97 02/11/2021  20-24-000-535500-4610
Robinson Lakeshore-Supplies 294.89 02/11/2021  20-24-000-535500-4610
Robinson Amazon-Supplies 92.47 02/11/2021  20-24-000-535500-4610
Robinson Discount School-Supplies 47.23 02/11/2021  20-24-000-535500-4610
Robinson Amazon-Supplies 94.81 02/11/2021  20-24-000-535500-4610
Robinson Shuttterstock-Event Supplies 20.00 02/11/2021  20-26-000-535500-6830
Robinson Amazon-Supplies 9.12 02/11/2021  20-24-000-535500-4610
Robinson Fun Express-Supplies 25.93 02/11/2021  20-24-000-535500-4610
Robinson Really Good Stuff-Journals 29.49 02/11/2021  20-24-000-535500-4610
Robinson Michaels-Supplies 46.80 02/11/2021  20-24-000-535500-4610
Shingler Les Mills-BodyPump 248.00 02/11/2021  20-30-100-521600-0000
Shingler Amazon-Supplies 12.99 02/11/2021  20-30-100-535500-0000
Stirmell Fun Express-Event Supplies 313.29 02/11/2021  20-26-000-535500-6816
Stirmell Zoom-Dance Classes 14.99 02/11/2021  20-23-000-535500-3510
Stirmell Dollar Tree-Event Supplies 123.62 02/11/2021  20-26-000-535500-6816
Stirmell Walmart-Event Supplies 26.00 02/11/2021  20-26-000-535500-6816
Stirmell Revolution-Costumes 3597 02/11/2021  20-26-000-535500-6817
Stirmell IPRA-Workshop 149.00 02/11/2021  20-00-000-585201-0000
Stirmell Walmart-Event Supplies 144.80 02/11/2021  20-26-000-535500-6816
Stirmell Dollar Tree-Event Supplies 150.00 02/11/2021  20-26-000-535500-6816
Stirmell Amazon-Event Supplies 25.78 02/11/2021  20-26-000-535500-6816
Thomas When To Work-Staff Scheduling 80.00 02/11/2021  20-21-000-525500-1141
Thomas Staples-Supplies 9.71 02/11/2021  20-21-000-535500-1141
Thomas Appointment Plus-Online Scheduling 619.00 02/11/2021  20-21-000-525500-1127
Thomas Jewel-Supplies 21.63 02/11/2021  20-21-000-535500-1124
Troia ESRI-Software Renewal 700.00 02/11/2021  10-00-000-540550-0000
Troia INCStores-Rubber Flooring 2,870.96 02/11/2021  94-90-000-575110-0000
Check Total: 19,865.04
Vendor: 199283 Stephanie Frantz Check Sequence: 2 ACH Enabled: False
1621 Winter Classes 50.00 01/20/2021  20-22-000-525500-2364
Check Total: 50.00
Vendor: 101134 PDRMA Check Sequence: 3 ACH Enabled: False
March & April 2021 Insurance 2,950.56 02/11/2021  10-10-000-565100-0000

AP-Computer Check Proof List by Vendor (02/11/2021 - 9:26 AM)
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Invoice No Description Amount Payment Date  Acct Number Reference
March & April 2021 Insurance 5,455.92 02/11/2021  20-00-000-565100-0000
Check Total: 8,406.48
Total for Check Run: 28,321.52
Total of Number of Checks: 3

AP-Computer Check Proof List by Vendor (02/11/2021 - 9:26 AM)
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Accounts Payable

Computer Check Proof List by Vendor

*i GLENELLYN
PARK DISTRICT

User: cyocum

Printed: 02/01/2021 - 12:47PM

Batch: 00002.02.2021

Invoice No Description Amount Payment Date  Acct Number Reference

Vendor: 202129 AEP Energy Check Sequence: 1 ACH Enabled: False
12/8-1/11/2021 Electricity 1,695.53 02/01/2021  20-30-200-570100-0000
12/8-1/11/2021 Electricity 345.78 02/01/2021 10-00-000-570100-0000
12/8-1/11/2021 Electricity 1,779.87 02/01/2021 20-30-450-570100-0000
12/8-1/11/2021 Electricity 146.76 02/01/2021  20-30-150-570100-0000
12/8-1/11/2021 Electricity 297.94 02/01/2021 10-00-000-570100-0000
12/8-1/11/2021 Electricity 34.47 02/01/2021 10-00-000-570100-0000
12/8-1/11/2021 Electricity 7,291.27 02/01/2021  20-30-100-570100-0000
12/8-1/11/2021 Electricity 237.77 02/01/2021  20-30-350-570100-0000
12/8-1/11/2021 Electricity 780.61 02/01/2021  20-00-000-570100-0000
12/8-1/11/2021 Electricity 727.07 02/01/2021  20-30-500-570100-0000
12/8-1/11/2021 Electricity 20.10 02/01/2021  20-00-000-570100-0000
12/8-1/11/2021 Electricity 55.87 02/01/2021  20-00-000-570100-0000
12/8-1/11/2021 Electricity 81.17 02/01/2021  20-00-000-570100-0000
12/8-1/11/2021 Electricity 24.80 02/01/2021 10-00-000-570100-0000
12/8-1/11/2021 Electricity 171.54 02/01/2021 20-30-350-570100-0000
Check Total: 13,690.55
Total for Check Run: 13,690.55

Total of Number of Checks:

AP-Computer Check Proof List by Vendor (02/01/2021 - 12:47 PM)

Page 1
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Glen Ellyn Park District
Board of Commissioners
Regular Meeting
January 19, 2021
185 Spring Avenue

. Call to Order
Board Secretary, Kimberly Dikker, announced that the Park Board of Commissioners were
participating in the January 19, 2021 Regular meeting remotely via Zoom. All verified that they
were able to hear the discussion clearly. Vice President Durham then called the Zoom meeting
to order at 7:02 p.m.

1. Roll Call of Commissioners

Upon roll call, those answering present were Commissioners Stortz, Nephew, Weber, Bischoff,
and Vice President Durham. President Ward was absent and Commissioner Cornell arrived at
7:15 p.m.

Staff members attending via Zoom but located at the Spring Avenue Recreation Center were
Executive Director Harris, Superintendent of Finance & Personnel Cinquegrani and Parks Project
Manager Troia. Executive Assistant and Board Secretary Dikker participated remotely.

Guest in attendance included Don St. Clair of the Citizens’ Finance Committee.

. Changes to the Agenda
None.

IV. Public Participation
None.

V. Consent Agenda

Commissioner Nephew moved, seconded by Commissioner Bischoff, to approve the Consent
Agenda including the Voucher List of Bills totaling $380,350.93 and the minutes from the
December 1, 2020 Regular Meeting.

Roll Call: Aye: Commissioners Nephew, Bischoff, Stortz, Weber, and Vice President
Durham
Nay: None

Motion Carried.

VI. Unfinished Business

A. Coronavirus (COVID-19) District Update

Executive Director Harris announced that DuPage County, Region 8, moved back to Tier 2
resurgence mitigations yesterday, Monday, January 18%. Harris stated that this was a change

1|Page
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from a previous decision presented on Friday, January 15™ that Region 8 was to remain in Tier 3.
The move to Tier 2 releases the restrictions on certain programs, lessons and activities. Harris
provided an overview of a few of these programs including House League Basketball. This
program will continue as initially publicized beginning this weekend, soccer will be allowed to
compete in inter-pod scrimmages as it is considered a medium risk sport, gymnastics, piano and
dance will be in-person while group fitness classes can transition back to the gym while less
attended group fitness classes can be staged in the exercise studio. Staff is currently planning for
Spring programming establishing contingency plans as guidelines are continually monitored as
well as strategizing summer activity. Included in this effort is to schedule and program Sunset
Pool based on the region continuing to lessen restrictions.

Additional discussion focused on travel sports and possibly playing out-of-state. Director Harris
stated that per their Risk Management’s direction, PDRMA, they advise against that as the DCEO
guidelines state no out of state travel. As with all the restrictions, these are subject to change.
The Park Board posed questions about the liability, current guidelines, vaccines and recently
saliva testing. Executive Director Harris provided information on these subjects and stated that
staff addressed saliva testing internally and after further discussion with PDRMA, it was
concluded that this additional testing process would not expand the District’s ability as we are
mandated to adhere to state guidelines.

The Park Board expressed their appreciation for being creative and resourceful with
programming.

VII. New Business

A. IMET Tolling Agreement

Superintendent of Finance & Personnel Cinquegrani discussed the status of the lllinois
Metropolitan Investment Fund (IMET) claim stating that there has been very little change since
the last Agreement. He briefly reviewed the IMET Tolling Agreement from fruition stating it was
initiated in February of 2015 and extended in June of 2016, January of 2017, January of 2018,
January of 2019 and again in January of 2020. Cinquegrani said it again remains the
recommendation of Park District counsel to extend the tolling agreement with IMET for an
additional four (4) months to May 31, 2021 at which time all parties should have more
information on additional disbursement of assets. Following some questions to staff,
Commissioner Weber moved, seconded by Commissioner Cornell to approve the extension of
the tolling agreement between the lllinois Metropolitan Investment Fund and the Glen Ellyn Park
District.

Roll Call: Aye: Commissioners Weber, Cornell, Stortz, Nephew, Bischoff and Vice President
Durham
Nay: None

Motion Carried.

IX. Staff Reports
A. Finance Report — November/December 2020 (for information only)

2| Page
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B. Staff Reports

Executive Director Harris stated that this Thursday the District is holding a food and blood drive.
The blood drive is currently at capacity. He also said the District is participating with the Village
of Glen Ellyn, the Glen Ellyn Library and other Glen Ellyn governmental agencies in a Diversity,
Equity, and Inclusion project. It is also open to community members as well. Commissioner
Nephew along with Harris and Commissioner Bischoff, serving as an alternate, have participated
in several meetings which have been informative and productive.

X. Commissioners’ Reports

Commissioner Bischoff commended staff for being fiscally responsible during the 2020 Budget
year. Commissioner Weber also appreciated staff’s financial due diligence. Commissioner
Cornell thanked staff for their creativity and thoughtfulness during this time. Commissioner
Nephew also thanked staff and is hopeful that we are moving in a positive direction.
Commissioner Durham stated he and his family have been enjoying their time at the Newton
sledding hill during these winter months and can tell the community is anxious to get outside and
participate in recreation.

Xl Adjourn
There being no further business, Commissioner Bischoff moved, seconded by Commissioner
Weber to adjourn the Workshop meeting at 7:58 p.m.

Roll Call: Aye: Commissioners Bischoff, Weber, Cornell, Stortz, Nephew, and Vice
President Ward Durham
Nay: None

Motion Carried.

Respectfully submitted,

Kimberly Dikker
Board Secretary

3|Page
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Glen Ellyn Park District
Board of Commissioners
Workshop Meeting
February 2, 2021
185 Spring Avenue

. Call to Order

Board Secretary, Kimberly Dikker, announced that the Park Board of Commissioners were
participating in the February 2, 2021 Workshop meeting remotely via Zoom. All verified that they
were able to hear the discussion clearly. President Ward then called the Zoom meeting to order
at 7:01 p.m.

. Roll Call of Commissioners
Upon roll call, those answering present were Commissioners Cornell, Stortz, Nephew, Durham,
Weber, Bischoff, and President Ward.

Staff members attending via Zoom but located at the Spring Avenue Recreation Center were
Executive Director Harris, Superintendent of Finance & Personnel Cinquegrani and Parks Project
Manager Troia. Executive Assistant and Board Secretary Dikker participated remotely.

Guest in attendance included Don St. Clair of the Citizens’ Finance Committee, Gail Bernstein of
the League of Women’s’ Voters and Sandy Gbur, Executive Director of WDSRA.

. Changes to the Agenda
None

IV. Public Participation
None

V. Voucher List of Bills
Commissioner Nephew moved, seconded by Commissioner Stortz, to approve the Voucher List
of Bills totaling $64,173.66.

Roll Call: Aye: Commissioners Nephew, Stortz, Durham, Weber, Bischoff and President
Ward
Nay: None

Motion Carried.

VI. WDSRA Review & Update / Sandy Gbur, Executive Director

Executive Director Harris welcomed the Western DuPage Special Recreation (WDSRA) Executive
Director, Sandy Gbur, and stated that WDSRA is a recreation agency serving those with special
needs. They provide support and assistance to people with special needs who reside in nine park
districts including Glen Ellyn and services well over 4500 children and adults.

1|Page
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Sandy Gbur, who will be retiring in June of this year after a forty-four (44) year career at three (3)
special recreation agencies with the last ten (10) years at WDSRA, provided a brief overview and
update of the past year at WDSRA.

Gbur discussed the success of their last yearly fundraiser in March of 2020 which netted $121,000
in donations and occurred just prior to the pandemic. The event will be revised due to the
pandemic. The event will consist of a five (5) week appeal for donations through storytelling and
providing information on the organization. It will then culminate with a live virtual celebration
of this appeal on March 6, 2021. To date, 560,000 has been raised with a goal of achieving
$100,000.

Gbur provided a summary of the past year’s efforts including virtual and in person programming
stating that staff continued to increase, revise, and adapt programming during the ongoing
mitigations and the families were very appreciative. A video presentation was shown which
provided further insight into the programming during 2020.

Gbur thanked staff and the Park Board for their support over the years and personally thanked
Executive Director Harris for his time served as Chairman on the WDSRA Board.

Director Harris stated the Glen Ellyn Park District will be presenting Ms. Gbur with some small
tokens of appreciation and will be planting a tree of recognition at Ackerman Park honoring her
time served with WDSRA. The Park Board commended Ms. Gbur for her efforts and years of
service and wished her well in her future endeavors.

VII.  Glen Ellyn Park District Personnel Policy Updates

Superintendent of Finance & Personnel Cinquegrani presented proposed updates to the
Personnel Policy of the Glen Ellyn Park District that have been approved and reviewed by legal
counsel. Cinquegrani stated that all policies were based off a combination from previous District
policies, recommendations from Park District Risk Management Association (PDRMA) and/or the
Society for Human Resource Management (SHRM).

The updates and additions to the Personnel Policy were provided for compliance, clarity, and to
ensure consistency throughout the District. The Park Board of Commissioners posed questions
to staff regarding the updates including inquiries regarding salary bands. Based on Board
direction, further revisions will be made and brought to the Park Board for final approval on the
February 16t Regular Meeting.

VIIl.  Section 125 Plan Document

Superintendent of Finance & Personnel presented the updated Section 125 Plan document that
serves as the Flexible Spending Plan for full-time employees of the District. This plan enables
employees to elect to pay healthcare premiums, qualified medical expenses, and qualified
dependent care expenses as pre-tax payroll deductions in accordance with guidelines established
under Section 125 of the Internal Revenue Service (IRS) code. The Plan document has been
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reviewed by counsel and the Park Board had a brief discussion. The Park Board asked for further
clarity on the timespan for use of those funds. Staff will research further prior to the February
16, 2021 Regular Meeting.

IX. Coronavirus (COVID-19) District Update
Executive Director Harris stated that Region 8 will move into Phase IV on Wednesday, February
3, 2021 and staff will be reviewing and implementing any changes within ongoing programs.

An update on the mitigations included in Phase IV and how that would affect the Ackerman
Sports & Fitness Center, programs, athletics, and events was provided. Additionally, a brief
update on summer planning for the pool, camps and Maryknoll was shared, stating all can be
subject to change should the State revise its current placement for DuPage County Region 8.

The Park Board was appreciative of the continued efforts to be creative, resourceful, and
adaptable with the evolving mitigations.

X. Staff Reports

Executive Director Harris apprised the Board that the Park District and the Village of Glen Ellyn
will be collaborating on staging an ice-skating opportunity within the downtown area. The rink
comprised of a synthetic skating surface should open mid-week next week and will be in the
downtown parking lot just North of the tracks off Prospect Avenue. The site will also include
holiday lighting, seating area and portable restrooms. Additionally, there likely will be some
opportunity for food and beverages. Harris added that Project Manager Troia has been
instrumental in the development of this project. Once all is finalized, marketing will be
coordinated.

Other skating opportunities within the District were discussed as this season remains very
challenging due to the significant snow and inconsistent temperatures. Harris said Newton Park
East rink has had skating for the past ten days. The Park Board and staff discussed future
opportunities with the synthetic ice rink and perhaps including them in future budgeting
discussions.

Lastly Harris discussed the ongoing involvement with the Village, other governmental entities
and the public regarding the Diversity, Equity and Inclusion Project that has been ongoing. Harris
thanked Commissioner Nephew for her participation and stated the District looks forward to the
continuing conversations and seeing what the outcome is.

XI. Commissioners’ Reports

Commissioner Bischoff was grateful for the perseverance of the District with the ongoing
mitigations. Commissioner Stortz appreciated the creativity of staff while working within the
guidelines and relayed that the sledding hill at Newton Park has been a well-used asset.
Commissioner Weber and Durham thanked staff and Durham also enjoyed seeing the sled hill
well occupied over the last week. Commissioner Nephew said her kids have enjoyed the sledding
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and then thanked Director Harris for his continued representation on the WDSRA Board.
Commissioner Cornell was appreciative of the WDSRA presentation and praised staff’s ability and
resiliency during these times.

Xll.  Adjourn
There being no further business, Commissioner Bischoff moved, seconded by Commissioner
Durham to adjourn the Workshop meeting at 8:59 p.m.

Roll Call: Aye: Commissioners Bischoff, Durham, Cornell, Stortz, Nephew, Weber, and
President Ward
Nay: None

Motion Carried.

Respectfully submitted,

Kimberly Dikker
Board Secretary

4|Page
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MEMO

February 11, 2021
TO: Park District Board of Commissioners
FROM: Nicholas Cinquegrani, Superintendent of Finance & Personnel

Lynn Wiltfong, Human Resources Generalist & Safety Coordinator
CC: Dave Harris, Executive Director

RE: Park District Policy Manual Updates

Please find attached the final updated policies which reflect Board discussion from the February
2" workshop meeting. At the meeting, the Board consensus was to remove a portion of section
7.05 labeled “Reaching the Salary Range Maximum”. This section can be added later if salary
ranges are approved by the Park District Board.

As a reminder, to expedite the approval process, all attached policies have been reviewed and
approved by legal counsel.

Staff Recommendation:
The amended policies will be part of the consent agenda for the Regular Board meeting on February
16,
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7.00

Payroll Policies and Procedures

7.01

Compensation Program

The goal of the Glen Ellyn Park District’s compensation program is to attract well qualified potential
employees, meet the needs of all current employees, and encourage well-performing employees to stay
with our organization. With this in mind, our compensation program is built to balance both the employee
and the Glen Ellyn Park District’s needs. The Glen Ellyn Park District is committed to providing competitive
pay and benefits to attract and retain competent and service-oriented employees.

It is the desire of the Glen Ellyn Park District and its Board of Commissioners to pay all regular employee
wages and salaries that are competitive with other employers in the marketplace in a way that will be
motivational, fair and equitable.

As such, the Park District will develop and maintain a wage scale for all exempt and non-exempt positions.
This scale will be based on salary recommendations outlined in the lllinois Park & Recreation Association
Annual Salary Survey, and will be developed in conjunction with other factors including but not limited
to: geographic location, changes in cost of living, and position comparisons.

Under usual and appropriate circumstances, full-time employees will be considered for salary adjustments
on an annual basis, which will be based on several factors, including without limitation, performance. Any
adjustments generally will be effective at the beginning of the fiscal year or on a schedule pre-determined
by the Executive Director. Part-time employees will be considered for salary adjustments based on several
factors, including without limitation, performance and length of service. Those increases will take place
at the beginning of the fiscal year for year-round employees and at the beginning of the program or season
when that is applicable. All wage increases will be documented with a reason, including an explanation,
and approved by the department head and Executive Director. Employees receiving an unsatisfactory
performance evaluation are not eligible for any wage increase and may be subject to disciplinary action,
up to and including dismissal.

The department heads may, at any time during the year, recommend a special adjustment to an
employee's wage for reasons including but not limited to the end of an introductory period, position
modifications or assignment of extra duties, subject to the Executive Director's approval. All salary and
wage decisions are the sole discretion of the Park District.

“Managerial and Supervisory Personnel” shall mean any individual who is engaged predominantly in
executive and management functions and is charged with the responsibility of directing the effectuation
of such management policies and practices. Such personnel devote a preponderance of their employment
time to exercising such authority. Managerial and supervisory personnel have the authority, in the interest
of the District, to exercise responsibility to one or more of the following as determined by the Board or
Executive Director: to hire, transfer, suspend, lay off, recall, promote, discharge, direct, reward or
discipline employees, or to address their grievances, or to effectively recommend such action, if the
exercise of such authority is not of a merely routine or clerical nature, but requires the consistent use of
independent judgment. Such personnel typically include, but are not limited to, the Executive Director,
Superintendents, Facility Managers and Supervisors.

The manner of compensation shall be indicated by the designation “salaried” or “hourly” as follows:

A. “Salaried” shall mean personnel employed and paid a wage for the service performed and not the
hours worked. Salaried employees typically include, but are not limited to, the Executive Director,
Superintendents, Managers, and Recreation Supervisors.

B. “Hourly” shall mean personnel employed and paid an hourly rate for actual hours worked. Hourly
employees typically include, but are not limited to, operations, specialists, equipment operator,
electrician, carpenter, mechanic, custodian, and parks maintenance personnel.
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7.02

7.03

7.04

7.05

C. Confidential Employees
Confidential employees are those employees who in the regular course of their duties, assist and act
in a confidential capacity to persons who formulate, determine and effectuate management policies
with regard to labor relations or who in the regular course of their duties have authorized access to
information relating to the effectuation or review of the District's labor relation policies.

Establishment of Salary and Wage Schedule

A Salary and Wage Schedule consisting of minimum and maximum rates of pay and intermediate steps shall be
established upon recommendation of the Executive Director and approval of the Board. The schedule shall
include all full-time District positions with the exception of the Executive Director. Pay ranges shall relate
directly to the job description and shall be determined with due regard to the ranges of pay for other positions,
the relative difficulty and responsibility of the position, requisite qualifications, availability of employees in
particular occupations, prevailing rates of pay for similar employment in private establishments and other
municipal governments in the Glen Ellyn area, cost of living factors, the financial policies of the District, and
other economic considerations.

Maintenance and Adjustment

The Superintendent of Finance & Personnel and HR Generalist shall be responsible for maintenance of the
Salary and Wage Schedule. Prior to the preparation of each annual budget, the Executive Director may make
or cause to have made such comparative studies as he deems necessary of the factors affecting the level of pay
ranges. On the basis of these studies the Executive Director may recommend adjustment in the Salary and
Wage Schedule to the Board. Such changes may be accomplished by an overall adjustment to the entire
Schedule or by the assignment of a higher or lower pay range to a specific position(s).

A. Inthe case where a new pay range is assigned, an employee's salary or wage will normally be adjusted so
that he has the same relative position within the new pay range as he had in the old. However, an
employee's salary or wage will not be reduced as the result of a new pay range assignment. If an
employee's current salary or wage is above the maximum of the newly assigned pay range, he will
continue to receive his current salary until such time as the pay range is adjusted.

Appointment Rate

The minimum rate of pay for a position shall be the first step in the pay range and shall be the appointment
rate paid upon employment with the District. An appointment rate above the minimum rate of pay may be
approved by the Executive Director upon written request from the department head outlining the reasons.
Justification for approval shall be limited to recognition of exceptional qualifications or the lack of available
qualified applicants at the minimum rate.

Merit Salary and Wage Increases

Determination of Annual Increases

The Executive Director and Superintendent of Finance & Personnel will present to the Board of
Commissioners their recommendation for the salary pool for merit increases on an annual basis as part
of the overall budget. The Board must then approve the merit pool prior to any action. All wage increases
will go into effect during the first month of the new fiscal year. Wage increases are given upon successfully
completing the introductory period and the availability of funding, or at the discretion of the Executive
Director.

All employees, with the exception of the Director, may be eligible for a merit salary or wage increase upon
successful completion of the introductory period and subsequently in the first month of the fiscal year
based on recommendation of the Department Head and approval of the Executive Director including
written justification based on evaluation of job performance and other pertinent data and depending on
the financial resources of the District. Merit salary and wage increases more often than specified may be
granted by the Executive Director based on recommendation of the department head including detailed
written justification.
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7.06

7.07

7.08

Addition of Temporary Duties

As may be necessary to continue to fulfill the District’s operational responsibilities, a temporary increase
to the entry level of a higher salary range, or an interim salary/wage increase up to 10%, may be granted
by the Executive Director, when an employee is assigned special duties, additional workload and
responsibilities, or received a temporary promotion to fill a vacancy.

Salary or Wages in Promotion, Transfer, or Demotion

A. Inthe case of a promotion, the salary or wage shall be increased to the minimum rate of pay for the
new position. However, if the employee's current salary or wage is more than the minimum rate of
pay for the new position, the salary or wage shall be increased to the first step of the new position
which will produce a wage increase.

B. Inthe case of a transfer, the salary or wage shall remain the same.

C. Inthe case of a demotion, the salary or wage may be decreased to the step commensurate with the
employee's service time with the District.

D. Salary and wage changes due to promotion, transfer, or demotion shall be approved by the
Executive Director upon recommendation of the department head.

Pay for Part-time Work

When an employee works for a period less than the regularly established number of hours a day, days a
week or weeks a month, and is not on authorized vacation, holiday, sick leave or leave of absence, the
amount paid shall be proportionate to the hours actually worked at the scheduled pay rate for the
position. Under special circumstances, the Director may approve an upward revision of this rate.

Overtime Compensation
The Glen Ellyn Park District compensates all employees in accordance with the state and federal law,
including, but not limited to, the Fair Labor Standards Act (FLSA).

A. Definitions
1. Exempt Employee: An employee to whom the overtime provisions of the Fair Labor
Standards Act do not apply and who is paid on a salary basis.
2. Non-Exempt Employee: An employee paid an hourly rate and subject to the overtime
provisions of the Fair Labor Standards Act.
3. Workweek: The workweek begins at 12:01 am Saturday and ends at 12:00 midnight the
following Friday.

B. Eligibility and Compliance
1. Inthe case of appointive, management, supervisory and professional employees, it is implicit
in the nature of their positions that time beyond the normal work schedule may often be
necessary. These employees are generally exempt from the overtime pay provision of the
Fair Labor Standards Act. However, recognition of this additional work may be made at the
discretion of their supervisor in the form of compensatory time. Compensatory time is not
intended to be hour for hour and shall not be tracked on an ongoing basis. Monetary
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recognition for additional work shall be approved by the Executive Director upon
recommendation of the supervisor and department head.

2. Non-exempt employees are entitled to overtime compensation or compensatory time off at
the rate of one and one-half times their established pay rate for all hours worked in excess
of 40 in a single workweek. The FLSA does not require any leaves of absences such as vacation
leave, floating holidays, compensatory time off, or sick leave to be considered as hours
worked for overtime purposes. For purposes of overtime calculation, "hours worked" shall
not include any form of leave, or other non-working time, whether paid or unpaid.

3. Inthe event that there is a District observed paid holiday in the work week, the holiday time
will be classified as work time in order to calculate any approved additional hours over 40
which would be paid as overtime hours at one and one-half times the hourly rate.

4. Exempt employees are not eligible for overtime pay.

Overtime Approval

In an effort to control labor costs, prior approval of the employee's Full-time supervisor is required
before any non-exempt employee works overtime. Employees who anticipate the need for overtime
to complete the week’s work must notify their supervisor(s) in advance and obtain approval prior to
working hours that extend beyond their normal schedule. Employees working overtime without
approval may be subject to disciplinary action.

Mandatory Overtime

Due to the nature of the Parks and Recreation field and the public services to be rendered, you may
be required to work more than your standard hours per workweek. Depending on the District's work
needs, employees may be required to work overtime. Overtime is considered a condition of
employment, and refusal to accept it when reasonable notice has been given is cause for disciplinary
action, up to and including dismissal.

Consequences of Overuse of Overtime

Supervisors who authorize staff members to work overtime without prior approval from management
will be subject to disciplinary action. Supervisors who continually rely on the use of overtime hours
to complete a week’s work without it being deemed as extenuating circumstances by management
will be subject to disciplinary action.

Compensation
The District will compensate all non-exempt employees for overtime hours through overtime pay or
compensatory time off. The employee may request to be either:

1. Compensated with pay at the rate of 1% times the regular hourly rate for all hours worked
in excess of forty in a single work week; or

2. Compensated through compensatory time off at the rate of 1% hours for each hour worked
in excess of forty hours in a single workweek.

a) The maximum compensatory time that may be accrued by an employee is 60 hours
(40 hours of actual overtime hours worked).

b) Compensatory time may be taken in lieu of overtime pay if authorized by and
arranged in advance with the employee's immediate supervisor. Employees shall
be permitted to use (compensatory) time within a reasonable period after making
the request if the use of the compensatory time does not unduly disrupt the
operations of the District. The employee's immediate supervisor, based upon
whether the grant of such requests results in short staffing or other disruption of
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District’s operations, will generally determine the grant of an employee’s request
for use of compensatory time.

¢) The District, may, in its own discretion, elect to pay cash wages for overtime rather
than permitting additional accruals of compensatory time.

d) Non-exempt employees may accumulate no more than 20 hours of compensatory
time at any one time.

e) No more than 20 hours of compensatory time may be taken consecutively and
must be scheduled with the approval of the immediate supervisor.

f)  All accrued and used compensatory time must be approved by the employee's
supervisor and the Executive Director.

D. Termination of Employment
Upon termination of employment, payment for accrued compensatory time will be calculated at the
average regular rate of pay for the final three years of employment or the final regular rate received
by the employee, whichever is higher.

Total Compensation

Any salary or wage established for a full-time or introductory employee shall be the total compensation
for the employee, but not to be construed as including health or life insurance protection. Except as
otherwise provided, no employee shall receive pay from the District in addition to the salary or wage
authorized under the schedules provided in the Salary and Wage Schedule for services rendered by him
either in the discharge of his ordinary duties or any additional duties which may be imposed upon him or
which he may undertake or volunteer to perform. This provision shall not apply to overtime
compensation (Section 7.08), car reimbursement (Section 6.13A), uniform or protective clothing or
equipment reimbursement (Section 8.29A), tuition reimbursement (Section 6.11), reimbursement for
authorized travel (Section 6.19), or in other circumstances by Board approval.

Pay Periods and Payday

Park District employees are paid bi-weekly (every other) Friday. Employees are paid every other Friday for
the two-week (14 day) period which ends at midnight the preceding Friday. If payday is a Park District-
recognized holiday, employees will be paid on the preceding working day. Your paycheck will be delivered
to you or your immediate supervisor, who will attempt to give it to you no later than the end of the
workday. Your paycheck may not be given to anyone other than you without your written consent. Please
make arrangements with your immediate supervisor to collect your paycheck if you are not scheduled to
work on a payday. If you terminate your employment in the middle of a pay period, you will be paid for
the actual hours you worked.

Employees may be paid by check or through direct deposit of funds to either a savings or checking account
at their bank of choice (providing the bank has direct deposit capability). To activate direct deposit, a
Direct Deposit Authorization form from the Finance Office may be obtained and the employee should
complete the form and include a voided check or other document from the bank. Due to banking
requirements, it may take several weeks for activation of the Direct Deposit.

In the event of a lost paycheck, the Finance Office must be notified in writing as soon as possible before
a replacement check can be issued. In the event the lost paycheck is recovered and the Park District
identifies the endorsement as that of the employee, the employee must remit the amount of the
replacement check to the Park District within 24 hours of the time it is demanded.
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Payroll Deductions

Automatic payroll deductions shall be made for Federal and State income tax purposes, health insurance
deductions, pension contributions for the Illinois Municipal Retirement Fund, social security tax and any
other item ordered by a court or applicable law. Voluntary deductions may be made for elective programs
such as supplemental health or life insurance, tax-deferred retirement/deferred compensation plans,
credit union accounts, or similar. Please contact the Finance Office for information on payroll deductions.
Payroll deductions for other good and valid reasons may be authorized by the Director.

Except as required by law or court order, deductions will not be taken without your written authorization.
Deductions required by law include Social Security, Medicare, and federal and state income taxes. Federal
or state law determines these deductions. Other involuntary deductions may be made as required by law
or court order, such as child support payments and wage garnishments. Also, employees who meet
certain hourly requirements will have lllinois Municipal Retirement Fund (IMRF) pension contributions
withheld. Please see section 6.03 for more information on IMRF.

The Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA)

The Glen Ellyn Park District recognizes the responsibilities for reporting under the Personal Responsibility
and Work Opportunity Reconciliation Act (PRWORA) of 1996, which requires information on new hires in
order to assist in child support enforcement programs. The Glen Ellyn Park District participates fully in
the new-hire program adopted by the State of Illinois. This program went into effect on October 1, 1997
and requires employers to report all new employees within 20 calendar days of their start date including
full-time, part-time, temporary and rehires to the lllinois Department of Employment Security.

Classification, Definitions, and Status of Employees

Purpose

It is the intent of the Glen Ellyn Park District to clarify the definitions of employment classifications so that
employees understand their employment status and benefits eligibility. These classifications do not
guarantee employment for any specified period of time. The right to terminate the employment
relationship at will at any time is retained by both the employee and the Park District.

Fair Labor Standards Act (FLSA) Job Classifications

All employees are designated as either exempt or nonexempt under state and federal wage and hour
laws:

1. Exempt employees are generally executive, managers, professional, administrative or outside
sales staff who are exempt from the minimum wage, overtime, and compensatory provisions
of the Federal and State Wage and Hour Laws and the FLSA. Exempt employees hold jobs that
meet the standards and criteria established under the FLSA by the U.S. Department of Labor
and are not eligible for overtime pay. Their salaries are calculated on a weekly basis. Exempt
employees are expected to document hours worked and submit a monthly time sheet to HR.

2. Non-Exempt employees are employees whose work is covered by the (FLSA). They are not
exempt from the law’s requirements concerning minimum wage and overtime. Non-exempt

employees receive overtime pay or compensatory time in accordance with our overtime and
compensatory time policies. Their wages are calculated on an hourly basis. Non-exempt
employees must utilize a time clock and/or time sheets to document hours worked.
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Glen Ellyn Park District Job Classifications

A. Full-Time Employees

Employees who are designated as full-time by the Executive Director or the Board of Park
Commissioners, who are not in a temporary status and have completed their Introductory Period.
Full-time employees are generally scheduled to work at least 40 hours per workweek for four
consecutive calendar quarters during a calendar year. Full-time employees may be required to work
additional hours as necessary to complete all assigned tasks and as needed during busy periods. Full-
time employees may be classified as either exempt or non-exempt for the purpose of overtime.
Additionally, they are eligible for benefits offered by the District, subject to the terms, conditions and
limitations of each benefit program. Short-term/Seasonal and part-time employees are excluded
from the full-time employee classification regardless of the number of hours worked.

B. Introductory Employees
This section should be read in conjunction with section 4.11 "Introductory Period." During the first 90
days of employment with the Park District (the "Introductory Period"), all employees are classified as
Introductory Employees for purposes of orientation, evaluation, and training, if any. Introductory
Employees will also include employees who have previously served with the Park District and are
beginning a new position.

During their Introductory Period, newly hired employees will be paid for holidays recognized by the
Park District (pursuant to section 5.02 "Holidays" of the full-time employee manual) that are
applicable to their employment classification. They will not be entitled to other time off such as
vacation, illness or floating holidays. Other employee benefits such as insurance will be applicable as
required or mandated by the Park District's agreement with the group insurance providers or by Park
District policy. Transferred or promoted employees will continue the same benefits, if any, they had
previously unless the employee's new position provides for different or no benefits in which case the
employee will receive the benefits provided by the new position, if any, at the completion of the
Introductory Period.

A. Part-Time Employees

Employees who are designated as part-time by the Executive Director or the Board of Park
Commissioners, are not in a temporary status and have completed their Introductory Period. They
typically work year-round or three quarters of the year and are classified under one of the following
three categories depending on work schedule:

1. Classification I: Part-time IMRF employees generally are scheduled to work at least 1,000
hours during three quarters of a calendar year. These employees typically work more than
20 hours per week. This classification would include participation in the IMRF benefit.

2. Classification Il: Regular Part-time employees generally scheduled to work at least 600
hours but less than 1,000 hours during three quarters of a calendar year.

3. Classification Ill: Part-time employees generally scheduled to work less than 600 hours
during three quarters of a calendar year. These are typically staff with a specialized
skill/talent teaching a single class, or that fill in as a substitute when more regular staff are
unavailable.

Part-time employees are classified as exempt or non-exempt and may be required to work more than
their generally scheduled hours during busy periods. The number of hours that a part-time employee
actually works will not change the employee's status or classification as a part-time employee. Unless
specifically stated otherwise, in writing, by the Executive Director or the Board of Park Commissioners,
part-time employees are ineligible to receive benefits. Short-term/Seasonal employees are excluded
from the part-time employees’ classification regardless of the number of hours worked.
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D. Short-term/Seasonal Employees

Employees who are designated as short-term or seasonal by the Executive Director or the Board of
Park Commissioners are employed for a specific function, program, or project, part-time or full-time,
and for a temporary and limited period of time generally less than three quarters during a calendar
year. The number of hours per week an employee is working does not impact their status, the major
differential is the term of employment which is for a limited time, seasonal, or temporary. A short-
term/seasonal employee in a non-exempt position is paid by the hour, while a short-term/seasonal
employee in an exempt position is paid according to the terms of hire for that individual. However,
any short-term/seasonal employee who may work during three quarters or more of a calendar year
shall not be considered a full-time or part-time employee unless so designated in writing by the
Executive Director or the Board. The Park District does not guarantee that short-term/seasonal
employees will be rehired in a subsequent season or if rehired, for the same position. Short-
term/seasonal employees are ineligible to receive benefits.

E. Definitions/Employment Status

1. Executive Director: Director and administrator of Parks and Recreation for the entire Glen Ellyn
Park District. (Full-time Exempt)

2. Superintendent: Employees who direct and are in charge of a particular department within the
Glen Ellyn Park District. (Recreation, Parks, Finance & Personnel) They develop the policies,
goals and strategies to ensure success for the organization. Develop and oversee budgets,
negotiate contracts/agreements and analyze large scale data and trends. (Full-time Exempt)

3. Asst. Superintendent: Employees with significant experience and knowledge within a
departmental function and oversee that specific area. Additionally, serve as back-up in the
absence of the Superintendent of that department. (Full-time Exempt)

4. Manager: Employees at a professional level who manage and/or oversee a particular facility,
operation, or area within the park district. They may or may not supervise other staff. Typically,
requires a higher level of education and experience for significant decision making and
independent judgement related to roles and resources. (Full-time Exempt)

5. Assistant Manager: Employees with considerable experience and knowledge related to a
specific operation or function within a department, facility, or program and oversee that area.
Additionally, serve as back-up in the absence of the Manager of that department, facility, or
program. (Full-time Exempt)

6. Supervisor: Employees who oversee and provide direction for someone or something.
Typically, in a lead role with experience and/or knowledge to direct those with less
experience and/or knowledge. They are often involved with scheduling and assigning tasks
to employees and reporting outcomes back to management staff.

(FT or PT, Exempt or Non-Exempt depending on specific position)

7. Executive Assistant: Employee who provides administrative support to the Executive Director,
completes special projects, and serves as Secretary to the Board of Commissioners. Handles
details of a highly confidential and critical nature. (FT Exempt)

8. Specialist: Employees who are an expert in or devoted to a particular area or function
such as Arborist, Horticulturist, Naturalist, etc. Requires a specialized certification, license,
or degree and typically several years of practical experience. (FT Exempt or Non-Exempt
depending on specific criteria)
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9. Technician: Employees with a higher degree of skill or training in a particular area or areas
but not to the level of expert or specialist. They may have a certification, license, or degree
but have not had the opportunity to apply that knowledge in a work environment.
Alternatively, they may have more practical experience but are lacking more formal training
and knowledge. (Full-time or Part-time Non-exempt)

10. Guest Services Representative: Employees who provide assistance and information to visitors
and callers. Assists customers registering for programs and events, processes POS transactions,
issues receipts, refunds, and reports, reconciles cash drawer, etc. Assists with mail, office
supplies, and provides clerical support. (FT or PT Non-exempt)

F. Employee Classification Review

You may at any time submit a written request to your immediate supervisor for a review of the
classification or status of your position. Your request must state your reasons justifying a review. Your
immediate supervisor will make an investigation of the position along with consultation from human
resources towards determining its correct classification and will report his findings in writing to the
appropriate department head. Requests that receive department head approval will be forwarded to
the Executive Director. The determination of the Executive Director will be in writing and will be final.
If the department head does not approve a request, such decision shall be final.

Hours of Work/Work Schedules (previously 8.01)

Department work schedules are established by your immediate supervisor or department head based on
the needs of the Park District. The normal work week for all full-time employees shall be 40 hours. The
number of working hours that will be scheduled is subject to the financial and staffing requirements of
the Park District and employees are not guaranteed any specific number of hours per day or week. The
responsibilities of certain positions may require an employee to be on call on a 24-hour basis. At the Park
District's discretion, the Park District may change the work schedules.

Any change in work schedules or exchange of work periods among employees may not be made without
the prior, written approval of your immediate supervisor. Violation of this policy may result in disciplinary
action, up to and including dismissal.

A. Appointive, Administrative and Supervisory Personnel
These personnel are expected to work a schedule that fulfills the objectives of the District and the
department in which they are employed. Often it will be necessary to put in time which is in
addition to the basic forty-hour week. It is understood that this additional time will be after regular
business hours, during the weekday as well as on weekends and holidays.

Recording of Hours Worked

All non-exempt employees are required to maintain an accurate and legible record of the hours worked,
whether by time sheet or electronic timecard. These time records, which must be approved by your
immediate supervisor, are the basis for your paycheck calculation. Time is computed to the nearest
quarter of an hour (15 minutes) per week. All employees who work more than 7% hours per day receive
an unpaid meal period of at least twenty minutes. This unpaid meal period will occur no later than five
hours after the employee has signed in. If you have permission to leave during working hours, you must
sign out when you leave and sign in when you return. You are responsible for your own time records.
Violation of this policy may result in appropriate disciplinary action, up to and including immediate
discharge.
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Note Employees are not to clock or sign in or out for other employees.
Recording another employee's time record or falsification of your
own time record is against Park District rules and is grounds for
disciplinary action, up to and including dismissal.

Once an employee clocks or signs in, work is to commence immediately. Failure to do so is considered
falsification of timekeeping records.

If an employee forgets to clock or sign in or out, he/she must notify his/her supervisor immediately so the
time may be accurately recorded for payroll.

Exempt employees are not required to sign in or out on a daily basis; however, vacations, sick, and floating
holidays must be recorded on the Time Off Request Form and approved by the immediate supervisor and
Executive Director. Time Off Accruals will be monitored and maintained by the Superintendent of Finance
& Personnel. Exempt staff are required to track their total time worked (number of hours per day) and
submit an Exempt Timesheet on a monthly basis to Human Resources.

Lunch/Meal and Rest Periods (previously 8.06)

Department heads are authorized to establish and arrange lunch/meal periods and reasonable rest
periods during each workday that are most consistent with departmental operation. The granting of rest
periods is entirely at the discretion of the department head.

Authorized rest breaks are to be taken away from the designated work area but employees are not
permitted to leave Park District premises during this period. Rest or break time is compensated as work
time.

Employees who choose to remain at work during a lunch/meal break cannot leave work early. Employees
who are asked to work through their lunch hours and who perform job tasks during this time will be
compensated for the time worked.

Employees on rest or lunch break cannot interfere with employees who are working.

Change in Name, Address, Telephone Number, Marital Status or Dependents (previously 8.20)

For the purpose of keeping insurance benefits, IMRF benefits, social security benefits, income tax
withholding records and other benefits, records, and regulations as provided for, current employees are
requested to notify the District as to any changes in name, address, telephone number, marital status or
dependents.

Employee Performance Evaluation (previously 10.00)

Purpose

The performance appraisal process provides a means for discussing, planning and reviewing the
performance of each employee.

Performance appraisals influence salaries, promotions and transfers, and it is critical that supervisors are
objective in conducting performance reviews and in assigning overall performance ratings.

A job performance evaluation shall be completed for each employee by his immediate supervisor and
reviewed by the appropriate level of management annually.
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Eligibility

1. All Full-time employees shall be provided an annual performance review and consideration for merit
pay increases as warranted and based on approval by the Board of Commissioners.

2. PTIMRF and Regular Part-time employees shall be provided the same.

3. Part-time employees under Classification lll and Short-term/Seasonal employees shall be evaluated
at the end of the program, season, or specified timeframe and be eligible for a standard/flat pay
increase upon return the following season. This will serve as a Length of Service increase as
warranted and based upon approval by the Board.

Performance Review Schedule and Forms

Performance evaluations are generally conducted at the end of the fiscal year, but no later than the end
of the first month of the new fiscal year. They may also occur at other times when deemed appropriate
by the District.

The evaluation shall be discussed with the employee and shall be signed by both the employee and his
supervisor.

The job performance evaluation shall be the basis for granting a merit salary or wage increase. The
evaluation shall become a part of the employee's personnel file and a copy shall be given to the employee.
All job performance evaluations shall be confidential.

Various performance evaluation forms have been developed in an effort to provide a level of value rather
than having a single form. Full-time employees have a management level and non-exempt level, there is
one for Regular Part-time staff and one for Seasonal staff.

Salary Increases

A performance evaluation does not always result in an automatic salary increase. The employee’s overall
performance and salary level relative to position responsibilities must be evaluated to determine whether
a salary increase is warranted, in addition to a salary pool being approved by the Board of Commissioners.
Out-of-cycle salary increases must be reviewed by human resource (HR), and preapproved by the
department head and Executive Director.

Salary Equity Reviews

A manager may request an analysis of an employee’s salary at any time the manager deems appropriate.
This request should be made to human resources, who will review the employee’s salary in comparison
to other employees in comparable positions and within the guidelines of the District’s compensation

policy.

Processes
HR will establish the format and timing of all review processes. The completed evaluations will be retained
in the employee’s personnel file.

Salary increase requests for annual performance review purposes must be submitted on the Pay Rate
Change Notice & Authorization Form and include a copy of the performance evaluation for salary change
processing. Managers may not discuss any proposed action with the employee until all written approvals
are obtained.

The Superintendent of Finance & Personnel and/or HR will review all salary increase/adjustment requests
to ensure reasonable equity, compliance with Board approved salary pool, and are within the approved
budget guidelines. The Executive Director will have final approval on all salary increases or adjustments.

Upon final approval by the Executive Director, all salary increases/adjustments will be processed in payroll
and notices will be distributed to staff indicating the approved new salary or wages. Pay Rate Change
Forms and Performance Evaluation forms will be filed in the employee’s personnel file.
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Employment Conduct, Rules and Regulations

8.01

8.02

8.03

It is the express purpose of this section of the personnel policies that responsibilities and expectations shall be clear
on the part of both the employee and the District to ensure appropriate treatment of all employees and to ensure
that all employees carry out their duties. Any employee who violates or abuses any provision herein shall be subject
to disciplinary action up to and including discharge. These rules are not all inclusive and depending on the
circumstances other conduct which is unacceptable in the District's opinion may result in disciplinary action.

Compliance with District Policies and Procedures
You are required to comply with all policies and procedures established by the Board of Commissioners,
administrative staff, and your immediate supervisor.

Compliance with Supervisory Directives
You are required to comply with the directives of your immediate supervisors, managers, administrative staff
and the Board, in the performance of your duties.

Employee Code of Conduct

Park District employees provide a service to the community, and each employee must cooperate with fellow
workers and the publicin order to set a high standard of work performance. It is the desire of the Park District
that we function as a team, and each employee is expected to make a positive contribution in the interest of
effective and efficient public service.

In general, the use of good judgement, based on high ethical principles, will guide employees with respect to
lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action,
the matter should be discussed openly with an immediate supervisor and, if necessary, with Human
Resources for advice and consultation.

The Glen Ellyn Park District must comply with all local, state and federal laws applicable to employment.
As a member of the lllinois Park and Recreation Association the Park District is required to adopt their
"Principles of Ethical Practice". These principles define how Park and Recreation professionals should be
ethical and accountable in their program operations, governance, human resources, financial management
and other aspects of their position.

A. Integrity: Honesty, Trust, Truthfulness
Employees should consistently exhibit those qualities conducive to the highest ideals of human
service. They conduct themselves according to their principles, consistently and firmly
demonstrating their strength of character. They represent themselves, their profession, including
their knowledge and abilities, with honesty while inspiring confidence and trust.

B. Accountability: Responsibility for Actions
Employees should perform their duties impartially, and actively work to make clear that they are
free from the presence or the appearance of a conflict of interest in any professional activity. They
place the mission of the lllinois Park and Recreation Association and the Glen Ellyn Park District and
above personal gain, and avoid the use of public, client or employer resources to further personal
or political goals. They willingly and fully disclose to their employer any situation, relationship or
activity that might constitute or appear to constitute aconflict ofinterest.

C. Fairness: Reflecting the Standards of our Free Society
Our employees have an obligation to provide services and programs with impartiality and honesty,
free from self-interest, prejudice, discrimination and favoritism. Professionals also give appropriate
credit and compensation for the efforts and contributions of others.
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D. Citizenship: Reflecting the Standards of our Free Society
Employees should hold themselves to the accepted community standards and ideals of cultural
diversity, striving always to act as responsible, contributing members of society. Employees are
encouraged to be involved in civic/community activities that foster cooperation between various
segments of the community.

E. Mentoring: Counseling, Guiding and Sharing Experience
Employees are encouraged to strive for the improvement of individual knowledge and skill in the
park and recreation profession, and to offer assistance, guidance and direction in the professional
development of their colleagues, students and employees.

F. Support for the Profession: Supporting and Encouraging Involvement
Employees should strive for personal and professional excellence to support the development of
parks and recreation. You are encouraged to be involved and volunteer in a professional
membership association, and support participation in continuing education opportunities, and
advocacy/public awareness within the profession.

G. Service Above Self: Respect, Concern, Courtesy and Responsiveness
As public employees, we are trustees for all the people. Our services must be untarnished, presented
with compassion and optimism, representing a high level of expertise, based on public input and
needs, and developed and promoted with equal access for all.

H. Standards of Practice: Professional and Technical Competence, Excellence in Service
Employees are encouraged to use their knowledge and skills to create an environment that fosters
excellence in management and seek to appraise the effectiveness of services through community
involvement, thus affirming the benefits of parks and recreation. Employees should perform
within the boundaries of their qualifications and expand upon their expertise be keeping informed
of professional and social trends, issues, legislation and technological advances.

I.  Confidentiality: Respecting Privacy and Maintaining Public Trust
Employees must adhere to all legal requirements by providing information necessary under
current statutes that serve the best interest of the community at large before the best interest of
the individual. Employees will provide timely and accurate information to the public, elected
officials, and colleagues while maintaining the confidentiality of any information of a personal
nature which is not pertinent to the request.

J.  Employer/Employee Relations: Mutual Respect and Consideration
Employees are encouraged to work as a team while recognizing, accepting and respecting individual
differences, always striving for cooperation and consensus-building between team members and
administration, and always valuing the opinions of others. Employees should maintain open, honest
and direct communication, which is clear, tactful and timely, with all subjects open for discussion.
Professionals strengthen trust and respect for each other by being accountable and responsible.

K. Residents/Board/Staff Relations: Recognizing and Respecting Human Value

Employees should foster cultural diversity, and seek honest feedback from constituents while
respecting the privacy, freedom of choice, and personal preferences of each individual. In dealing
with Board members, employees must encourage informed differences of opinion, provide
informational support, and respect the dedication of these public officials. Employees are
encouraged to recognize the education and experience of their colleagues, and respect their rights,
responsibilities and integrity, oppose all forms of discrimination and harassment, and exercise
compassion, fairness and optimism whenever possible.

Failure to cooperate and/or use good judgement, and other wrongful conduct, including insubordination,
which contributes to loss of morale, division among work teams, or work place disruption will not be
condoned and may lead to disciplinary action, up to and including dismissal.
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Attendance, Punctuality and Dependability

Attendance is an essential part of your total job performance and is critical to the smooth and efficient
operation of the Park District. Absenteeism and tardiness are expensive, disruptive, and place an unfair
burden on your fellow employees and your immediate supervisor. Accordingly, it is imperative that you
report to work regularly, promptly and be ready to perform your assigned duties at the beginning of your
workday. To the extent permitted by law, absenteeism and lateness lessen an employee’s chances for
advancement and may result in dismissal.

If you are going to be late or absent for any reason, you or someone else for you must telephone your
immediate supervisor at least thirty (30) minutes prior to your scheduled starting time. If your immediate
supervisor is not available, contact the supervisor at the succeeding level of authority in your department. If
you are unable to contact either supervisor directly, you may leave a voice mail. It is your personal
responsibility to ensure that proper notification is given.

If you must leave work early because of an illness or personal emergency, you must make every reasonable
effort to promptly advise and obtain approval from your immediate supervisor or if your immediate
supervisor is not available, the supervisor at the succeeding level of authority in your department.

Your notice must include a reasonable explanation for your absence or tardiness, and a statement as to when
you expect to arrive at or return to work. You may be required to present a doctor's note or other
documentation substantiating the length of and reasons for your absence or tardiness.

Absence Without Authorization

Any absence of an employee from his assigned duties that is not authorized as provided for in these personnel
policies shall be considered an absence without authorization. Any such absence shall generally be without
pay and shall be subject to disciplinary action up to and including discharge. An employee who is absent
without authorization or without notification to his supervisor (or succeeding level of management or the
department head if the supervisor cannot be reached) for a period of three (3) consecutive working days shall
generally be deemed to have voluntarily resigned his employment with the District. The employee may be
reinstated with full seniority by subsequent authorization of leave only if the conditions warrant in the
District's opinion (for example, if it is shown that the employee was unable to notify the District at any time
during the three-day period due to circumstances beyond his control).

Habitual Tardiness

Attendance is an essential function of every job. Even though you provide proper notice of your absence or
tardiness, continued irregular attendance or excessive absenteeism or tardiness, as determined in the sole
discretion of the Park District, constitutes unsatisfactory performance and will subject you to disciplinary
action up to and including dismissal.

Immediate supervisors should take swift and appropriate measures to deal with employees who display a
pattern of repeated or habitual tardiness. This could include pay reductions, reprimands, suspension or
dismissal.

In calculating an employee's attendance record, all absences, whether paid or unpaid, approved or without
approval, or with or without notice, will be counted except for absence due to the following: approved leave
under the Family and Medical Leave Act, approved military leave, and other approved paid leaves.

Public Relations

As personnel of the Park District, each employee serves as a representative of the District to any individual
with whom he comes in contact. Therefore, it is expected that each employee shall be a credit to and exhibit
loyalty to the District. Employees are expected to be kind, courteous, and respectful with the public, with
their fellow employees, and with supervisors.
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Conflict of Interest

The Park District expects our employees to conduct business according to the highest ethical standards of
conduct. Employees are expected to devote their best efforts to the interests of the Park District. Business
dealings that appear to create a conflict between the interests of the Park District and an employee are
unacceptable.

The Park District recognizes the right of employees to engage in activities outside of their employment which
are of a private nature and unrelated to Park District business. However, employees must disclose any
possible conflicts so that the Park District may assess and prevent potential conflicts of interests from arising.
A potential or actual conflict of interest occurs whenever an employee is in a position to influence a decision
that may result in a personal gain for the employee or an immediate family member (i.e. spouse, civil union
partner, or significant other, children, step children, parents, or siblings) as a result of the Park District’s
business dealings.

It is the responsibility of every Park District employee to disclose any personal or financial interest in any
person, firm, company or any business entity doing business with the Park District. This information is
required to determine whether any undue or special influence may be involved in sales to or purchases from
the Park District. Such disclosure must be made in writing by the employee and forwarded to the Executive
Director for review of a potential conflict of interest.

Although it is not possible to specify every action that might create a conflict of interest, this policy sets forth
the ones which most frequently present problems. If an employee has any question whether an action or
proposed course of conduct would create a conflict of interest, he should immediately contact the Executive
Director or Superintendent of Finance & Personnel to obtain advice on the issue. The purpose of this policy
is to protect employees from any conflict of interest that might arise.

Individuals employed in a supervisory capacity or authorized to purchase equipment may be required to file
a Statement of Economic Interest as required by Illinois Law. Please see the Executive Assistant for details.

A violation of this policy may result in immediate and appropriate discipline, up to and including immediate
termination.

Carelessness Policy

Introduction

The Park District prohibits, forbids, and does not tolerate carelessness, substandard or hazardous work
practices within its facilities, on its property, or while conducting Park District business.

The Park District expects and demands that its employees perform their employment duties with care and
attention to our patrons’ needs, the safety and welfare of fellow employees, and to Park District quality
standards and requirements. Employees who are careless or negligent in their behavior at work in performing
their job duties will be subject to disciplinary action up to and including immediate discharge. Employees who
fail to respond to the Park District’s efforts to correct carelessness may be subject to disciplinary action, up
to and including discharge.

Procedure for Reporting Carelessness, Hazardous or Substandard Work Practices

If you are aware of a careless or negligent act or behavior, you must report the act or behavior to your
immediate supervisor. If you feel uncomfortable doing so, or if your supervisor is the source of the problem,
condones the problem, or ignores the problem, report to the supervisor’s supervisor or Human Resources.

If neither of these alternatives is satisfactory to you, then you can direct your questions, problems, complaint,
or reports to the Executive Director. 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.
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Alcohol, and Substance Abuse, and Smoking

Employees are expected and required to report to work on time and in an appropriate mental and physical
condition for work. To do so, employees must not have alcohol or illegal drugs in their system. Violators may
be subject to disciplinary action, up to and including dismissal.

In keeping with the District's commitment to provide a safe and healthful work environment, and in
accordance with the Drug-Free Workplace Act of 1988, the District prohibits the unlawful manufacture,
distribution, dispensation, possession, sale, use or being under the influence of drugs or alcohol while on the
job or on District property. Any sale of alcohol (not associated with a Park District Program), cannabis, or
illegal drugs during work or on District premises, facilities, or in District vehicles will be treated as gross
misconduct, punishable by immediate discharge for the first offense. For the purposes of this policy, drugs
are defined as any drug which is not legally obtainable and/or any drug which is legally obtainable, such as a
prescription drug, but which is not legally obtained, is not being used for prescribed purposes, and/or is not
being taken according to prescribed dosages.

A. Any employee who is convicted of violating any federal or state criminal drug statute in the
workplace must notify the Director within five (5) days of such conviction. For the purposes of
this notice requirement, a conviction includes a finding of guilt, a no contest plea, and/or an
imposition of sentence by any judicial body for any violation of a criminal statute involving the
unlawful manufacture, distribution, dispensation, possession, sale or use of drugs in the
workplace.

B. Any employee who drives a District vehicle who is convicted of D.U.I., or any employee who has
had his or her driver’s license suspended for any reason, must notify the Director as soon as
practicable, but not later than twenty-four (24) hours of such conviction or suspension. For the
purposes of this notice requirement, a conviction includes finding of guilt, a no contest plea,
and/or an imposition of sentence by any judicial body for any violation of a criminal statute.

C. Any employee taking prescription medication must report to his Supervisor any possible known
side effects which may impair that employee's job performance or cause a safety risk. The
Supervisor or Department Head shall then take appropriate steps to limit such impairment or risk
through reassignment or other measures.

D. Compliance with this policy is a condition of continued employment. Consequently, an employee
who violates any aspect of this policy may be subject to disciplinary action up to and including
termination.  Alternatively, if deemed appropriate by the District under the particular
circumstances, an employee who violates this policy may be required to participate in and
complete a drug abuse assistance or rehabilitation program to the satisfaction of the District.

Procedure for Reporting Possession of Use of Alcohol or lllegal Drugs

If you know of possession or use of alcohol, cannabis, or illegal drugs by employees while at work or on District
premises, you are encouraged to discuss your questions, problems, complaints, or reports with your
immediate supervisor or Human Resources. If you feel uncomfortable doing so, or if your supervisor is the
source of the problem, condones the problem, or ignores the problem, report to Human Resources or the
Executive Director.

If neither of these alternatives is satisfactory to you, then you can direct your questions, problems,
complaints, or reports to the President of the Board.

Smoking
Smoking is defined as the carrying, smoking, burning, inhaling, or exhaling of any kind of lighted pipe, cigar,
cigarette, hookah, weed, herbs, e-cigarette, vapor cigarette, or any other lighted smoking equipment.
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Prohibition of Smoking

Smoking is prohibited in all of the following locations:

e Any public place as defined by the Smoke Free lllinois Act

e Any place of employment including restrooms, offices and work areas, lunchbreak areas, or other
common areas

e Within 15 feet of any entrance to a public place or place of employment

Within 15 feet from entrances, exits, windows that open, and ventilation intakes that serve an enclosed

area where smoking is prohibited

Any vehicle owned, leased, or operated by the Park District

Indoor public places and workplaces unless specifically exempted

On athletic fields, in the bleachers, or anywhere within the fenced outdoor swimming pool enclosures.

On parks, playgrounds, and any other Park District properties.

Smoking is not permitted in any Park District facility or vehicle, or any portion of any Park District building or
vehicle. Employees who smoke will be permitted to use the designated outdoor smoking areas as allowed
by their supervisors only during designated break periods. Employees whose primary work tasks occur
outdoors are allowed to smoke during their designated breaks or lunches; when it does not interfere with
the performance of their job tasks; or when they are not directly interacting with or in the general proximity
of the public or other employees.

Security and Keys

In the interest of safety and protection of property, strict control over access to District property, work
locations, records, computer information, cash and other items of value or confidential nature must be
maintained. Employees who are assigned keys, safe combinations or other access to District property in
connection with their job responsibilities must exercise sound judgment and discretion to protect against
theft, loss or negligence. Employees must immediately report any loss of keys to their immediate supervisor.
Failure to do so may result in disciplinary action, up to and including discharge. Keys may not be transferred
from one employee to another without the prior written authorization by the appropriate facility manager.

Workplace Wrongdoing Policy

Introduction

The Park District does not tolerate workplace wrongdoing on Park District premises, property, Park District-
sponsored events, or while acting within the scope of employment. Examples of workplace wrongdoing
include, but are not limited, to the following:

The Park District does not tolerate theft of property, whether from the Park District, patron or from a co-
worker. Employees should seek permission before removing Park District material, tools, or other items,
including damaged goods, scrap material, or any other material. Any employee who violates this policy may
be subject to disciplinary action, up to immediate discharge.

The Park District prohibits false information on any expense account sheet or on any insurance claim
submitted under the Park District’s health care benefits or workers’ compensation benefits program.

The Park District prohibits gambling while on the job or while acting within the scope of employment. Any
employee who violates this policy may be subject to disciplinary action up to and including immediate
discharge.

The Park District prohibits fighting on its premises. An employee, who instigates physical violence or
threatens physical violence, may be subject to disciplinary action, up to immediate discharge.

The Park District prohibits horseplay, practical jokes, and pranks. Any employee who violates this policy may
be subject to disciplinary action, up to immediate discharge.
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The Park District prohibits embezzlement or stealing of Park District funds, including but not limited to,
stealing money from a Park District account, stealing postage, or unlawful use of telephone privileges. Any
employee who violates this policy may be subject to disciplinary action, up to immediate discharge.

Procedure for Reporting Workplace Wrongdoing

If you are aware of a careless or negligent act or behavior, you must report the act or behavior to your
immediate supervisor. If you feel uncomfortable doing so, or if your supervisor is the source of the problem,
condones the problem, or ignores the problem, report to the supervisor’s supervisor or Human Resources.

If neither of these alternatives is satisfactory to you, then you can direct your questions, problems, complaint,
or reports to the Executive Director. 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.

Workplace Bullying Policy

Objective

The purpose of this policy is to communicate to all employees, including supervisors, managers and
executives, that the Glen Ellyn Park District will not in any instance tolerate bullying behavior. Employees
found in violation of this policy will be disciplined, up to and including termination.

Definition
The Park District defines bullying as repeated, health-harming mistreatment of one or more people by one
or more perpetrators. It is abusive conduct that includes:

e Threatening, humiliating or intimidating behaviors.
e Work interference/sabotage that prevents work from getting done.
e Verbal abuse.

Such behavior violates the Park District’s Code of Conduct, which clearly states that all employees will be
treated with dignity and respect.

Examples
The Park District considers the following types of behavior examples of bullying:

» Verbal bullying. Slandering, ridiculing or maligning a person or his or her family; persistent name-calling
that is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and offensive remarks.

» Physical bullying. Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault, damage
to a person’s work area or property.

» Gesture bullying. Nonverbal gestures that can convey threatening messages.

» Cyber bullying. Using electronic means to send, post, or share negative, harmful, false, or malicious
content about another person.

» Exclusion. Socially or physically excluding or disregarding a person in work-related activities.
In addition, the following examples may constitute or contribute to evidence of bullying in the workplace:

e  Persistent singling out of one person.

e Shouting or raising one’s voice at an individual in public or in private.

e Using obscene or intimidating gestures.

e Not allowing the person to speak or express himself of herself (i.e., ignoring or interrupting).

e Personal insults and use of offensive nicknames.

e Public humiliation in any form.

e Constant criticism on matters unrelated or minimally related to the person’s job performance or
description.
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e  Public reprimands.

e Repeatedly accusing someone of errors that cannot be documented.

e Deliberately interfering with mail and other communications.

e Spreading rumors and gossip regarding individuals.

e Encouraging others to disregard a supervisor’s instructions.

e Manipulating the ability of someone to do his or her work (e.g., overloading, underloading,
withholding information, setting deadlines that cannot be met, giving deliberately ambiguous
instructions).

e Assigning menial tasks not in keeping with the normal responsibilities of the job.

e Taking credit for another person’s ideas.

e Refusing reasonable requests for leave in the absence of work-related reasons not to grant leave.

e Deliberately excluding an individual or isolating him or her from work-related activities, such as
meetings.

e Unwanted physical contact, physical abuse or threats of abuse to an individual or an individual’s
property (defacing or marking up property).

Individuals who feel they have experienced bullying should report this to their supervisor or to Human Resources
before the conduct becomes severe or pervasive. All employees are strongly encouraged to report any bullying
conduct they experience or witness as soon as possible to allow the District to take appropriate action.

8.14

Search of Lockers, Desks, and Other Park District Property

Introduction

Employees should understand that while certain Park District property such as desks, lockers, and vehicles
are available for their use, they remain the property of the Park District and are subject to inspection, with
or without notice. Employees are not permitted to store any wrongfully obtained illegal or prohibited items
or substances in or on Park District property or otherwise misuse Park District property.

The Park District will generally try to obtain an employee’s consent before conducting a search of Park District
property or work areas, but may not always be able to do so.

Any property belonging to the Park District is subject to search if it is reasonably suspected that the property
holds or contains any illegal or prohibited items or substances or missing or stolen Park District or Park District
patrons' funds or property.

Workplace Inspections

To safeguard the property and personal safety of our employees and the Park District, the Park District
reserves the right to inspect any packages, parcels, purses, handbags, gym bags, briefcases, lunch boxes, or
any other possessions or articles carried to and from Park District property by employees and all other
persons leaving and entering the Park District’s premises for a legitimate work-related reason or in
connection with an employer's reasonable suspicion of criminal or civil wrongdoing or a violation of a
workplace policy.

The Park District reserves the right to inspect an employee’s office, desk, files, lockers or other area or article
on Park District premises. As noted above, all lockers, offices, desks, telephones, computers, files and so forth,
are the property of the Park District and are issued for the use of employees only during their employment
with the Park District.

Inspections may be conducted at any time at the discretion of the Park District. The Park District is not
responsible for the loss of personal property.

Employees working on Park Direct premises or entering of leaving the premises who refuse to cooperate in
an inspection, as well as employees who after the inspection are believed to be in possession of unauthorized
Park District property, confidential material, stolen property, weapons, alcohol, or illicit drugs, will be subject
to disciplinary action, up to and including discharge.
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8.17

Gifts and Rewards

District services are not to be extended by any employee in exchange for special gifts, gratuity, rewards or
other forms of compensation from any outside individuals, business or organizations that is doing business
with the Park District or is attempting to secure business from the District. Further, you must not solicit or
accept, nor should you expect people who use our programs or facilities to give you gifts, gratuities or other
rewards, or favors for performing your job, except as otherwise provided in this section.

If someone offers or gives you a gift as a result of your position as a District employee, you must report it to
the Executive Director. The Executive Director must report any offers or gifts made to the Chairman of the
Financial Planning & Policy Committee of the Board. This policy does not apply to nominal non-cash matters
such as a cup of coffee, a soft drink, a sandwich, or other similar items. However, you must report such non-
cash matters to the Superintendent of Finance & Personnel.

If you are in doubt about any provisions of this section, contact the Superintendent of Finance & Personnel
who may contact the Executive Director and the Executive Director may contact the Board. This policy applies
to all employees. Retention of any gift will be conditional upon the approval of the Executive Director after
consultation with the Superintendent of Finance & Personnel. Failure to properly report a gift, gratuity,
reward or other compensation may subject you to disciplinary action up to and including dismissal.

Political Activity
Park District employees are expected to serve all patrons equally. The political opinions or affiliations of any
patron should in no way affect the amount or quality of service received from our employees.

Park District rules do not preclude an employee from becoming a political candidate or from taking part in
election campaigns and other lawful political activities. However, employees may not engage in political
activities at any time while on duty or when they may be identified as an employee of the Park District by any
means such as uniform, insignia, motor vehicle or in any other manner. Political activities include, but are not
limited to, running as a candidate for public office, soliciting or receiving funds for a political party or
candidate for public office, soliciting votes for such party or candidate, attending political rallies, circulating
petitions, distributing political literature, or encouraging others to do any of the above. For purposes of this
paragraph “while on duty” includes those hours you are scheduled to work and are working for the District
but does not include, breaks, lunches, or other duty-free periods of time.

Employees are also prohibited from interrupting or disturbing other employees while they are on duty.

Political affiliation, preference or opinion will not influence an individual's employment, retention or
promotion as a District employee. Employees of the Park District will not be required to contribute monies
to any candidate or political party, but may do so on a strictly voluntary basis.

Solicitation, Distribution and Bulletin Boards

Introduction

Employees may not solicit any other employee during working time, nor may employees distribute literature
on Park District premises, which includes all areas where employees perform their assigned work tasks,
during working time. Under no circumstances may an employee disturb the work of others to solicit or
distribute literature to them during their working time.

You may not accept the solicitation or the distribution of literature by any non-employee while on duty. For
the purposes of this policy “while on duty” does not include breaks, lunches, or other duty-free periods of
time. All requests to distribute literature or other information by employees or non-employees should be
referred to a supervisor.
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8.19

Bulletin Boards
Bulletin boards maintained by the Park District are to be used only for posting or distributing material of the
following nature:

1. Notices containing matters directly concerning Park District business.

2. Announcements of a business nature which are equally applicable and of interest to employees.

3. All posted material must have authorization from administrative staff. All employees are expected
to check these bulletin boards periodically for new and/or updated information and to follow the
rules set forth in all posted notices. Employees are not to remove material from the bulletin boards.

Any employee who violates this policy is subject to disciplinary action, up to and including discharge.

Use of District Computer Systems

It is the policy of the Park District that the use of its computers and software is limited solely to appropriate
business use. Except as otherwise provided below, employees are not allowed to use the computer system
for their personal benefit. Employees are strictly forbidden from installing software on the system. Further,
this policy reaffirms that the Park District’s employees have no reasonable expectation of privacy with respect
to any computer hardware, software, electronic mail or other computer or electronic means of
communication or storage, whether or not the employees have private access or an entry code into the
computer system. The Park District reserves the right to monitor the use of its computer system.

Subject to approval from the employee’s department head and/or the Supt. of Finance & Personnel, an
employee’s occasional use of Park District computers for personal use and outside projects may be
acceptable. However, in order to keep these uses to a reasonable level, approval is necessary. Moreover,
please be aware that the Park District may purge files on its computer systems at any time, without notice.
The Park District is not responsible for any personal files or outside project files that may be purged or lost.

The use of the system for such personal efforts must occur outside of the employee’s working time, and any
files created are to be deleted at the end of the project or personal use. Also, because of the normal heavy
load on the system, personal use and outside projects will not receive priority over operational requirements,
system maintenance, or file back up.

Physical Security and Maintenance of Computer Assets

Employees will ensure that all computer assets (computers, monitors, laptop computers, printers, etc.) that
are assigned to or regularly used by them are maintained and used in a manner consistent with the
equipment's function and such that the possibility of damage and/or loss is minimized.

The desktop and floor should be kept clear of substances and debris that could accidentally spill on critical
components such as the keyboard, mouse, printers and the like. In addition, care should be given to cords,
power strip, switches, uninterruptible power supply, printers, speakers, laptop computers and other
workstation systems such as phones.

Desktop computer equipment will not be altered or removed from Glen Ellyn Park District premises without
prior authorization from the Finance Department. Employees will not modify Glen Ellyn Park District
computer equipment in any manner including, but not limited to, attaching external disk drives, external
hard drives, changing the amount of memory in the computer, and attaching/installing any peripheral device.

District issued portable computing equipment (laptop computers, smart phones, etc.) will be maintained
under the direct supervision of the employee/department to whom it is issued. The equipment must never
be left unattended in locations such as vehicles, hotel lobbies, airports, etc. When the equipment must be
left unsupervised, it must be made as inconspicuous as possible (i.e., do not leave the computer sitting on
the seat of an unattended vehicle).
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Computers, as well as other electronic equipment should never be left in/near extreme temperatures. For
this reason, as well as the possibility of theft, laptop computers and the like should not be stored overnight
in a vehicle.

Any electrical or mechanical malfunction of equipment should be reported to the Finance Department
without delay.

E-Mail and Internet Policy

Every Park District employee is responsible for using the electronic mail (E-mail) system and Internet access
properly and in accordance with this policy. Any questions about this policy should be addressed to the
Superintendent of Finance & Personnel.

The E-mail system is the property of the Park District. It has been provided by the Park District for use in
conducting Park District business. All communications and information transmitted by, received from, or
stored in this system are Park District records and property of the Park District. The E-mail system and Internet
access is to be used for Park District purposes only. Use of the E-mail system and Internet access for personal
purposes must be limited and within reason.

Employees have no right of personal privacy in any matter stored in, created, received, or sent over the Park
District E-mail/Computer system. Employees should be mindful that Internet sites they visit collect
information about visitors. This information will link the employee to Glen Ellyn Park District. Employees
will not visit any site that might in any way cause damage to the Park District's image or reputation.

The Park District, in its discretion as owner of the E-mail and computer systems, reserves and may exercise
the right to monitor, access, and retrieve any Internet utilization and delete any matter stored in, created,
received, or sent over the E-mail system, for any reason and without the permission of any employee.

Even if employees use a password to access the E-mail system, the confidentiality of any message stored in,
created, received, or sent from the Park District from the Park District E-mail system still cannot be assured.
Use of passwords or other security measures does not in any way diminish the Park District’s rights to access
materials on its system, or create any privacy rights of employees in the messages and files on the system.
Employees should not reveal their e-mail passwords to anyone. An exception to this is necessary when
employees must reveal passwords to supervisors when e-mail files need to be accessed by the Park District
in an employee’s extended absence.

The Glen Ellyn Park District will disclose e-mail messages and Internet utilization to any party that it may be
required to by law or regulation. This may include law enforcement, search warrants, and discovery requests
in civil litigation.

Employees should be aware that deletion of any e-mail messages or files will not truly eliminate the messages
from the system. All e-mail messages are stored on a central back-up system in the normal course of data
management.

Even though the Park District has the right to retrieve and read any e-mail messages, those messages should
still be treated as confidential by other employees and accessed only by the intended recipient. Employees
are not authorized to retrieve or read any e-mail messages that are not sent to them. Any exception to this
policy must receive the prior approval and access by the Superintendent of Finance & Personnel.

The Park District’s policies against sexual or other harassment apply fully to the E-mail system and Internet
access, and any violation of those policies is grounds for discipline up to and including discharge. Therefore,
no e-mail messages should be created, sent, or received if they contain intimidating, hostile, or offensive
material concerning race, color, religion, sex, age, national origin, disability or any other classification
protected by law.

Employees will not subscribe to any E-mail lists, enter Internet chat rooms or chat channels, or utilize other
services that are not directly relevant to their assigned duties. The E-mail system may not be used to solicit
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for religious or political causes, commercial enterprises, outside organizations, or other non-job-related
solicitations. "Chain Letter" e-mails will not be created or forwarded.

Employees should be aware that some of the material available on the Internet is copyrighted or
trademarked. The E-mail system shall not be used to send (upload) or receive (download) copyrighted
materials, trade secrets, proprietary financial information, or similar materials without prior authorization
from Park District management. Employees, if uncertain about whether certain information is copyrighted,
proprietary, or otherwise inappropriate for transfer, should resolve all doubts in favor of not transferring the
information and consult the employee’s department head, Superintendent of Finance & Personnel, or
Executive Director.

Due to the potential for security breaches, employees should be alert and cautious of potential spam and
phishing emails, and will exercise extreme caution in executing/opening any files attached to e-mail. If the
attachment seems odd, is not clearly business-related and/or expected from a known source, it should never
be opened or executed. Such e-mails and attachments should be immediately forwarded to the
Superintendent of Finance & Personnel. Additionally, users should update passwords every 3 —6 months and
routinely delete outdated or otherwise unnecessary E-mails and computer files. These deletions will help
keep the system running smoothly and effectively, as well as minimize maintenance costs.

Employees are reminded to be courteous to other users of the system and always to conduct themselves in
a professional manner. E-mails are sometimes misdirected or forwarded and may be viewed by persons other
than the intended recipient. Users should write E-mail communications with no less care, judgment and
responsibility than they would use for letters or internal memoranda written on Park District letterhead.

Any employee who discovers misuse of the E-mail system should immediately contact his department head,
Superintendent of Finance & Personnel or Executive Director.

Violations of the Park District’s E-mail policy will result in disciplinary action, up to and including discharge.
As with any policy, the Park District reserves the right to modify this policy at any time, with or without notice.

Employees are required to sign an E-mail and Internet Policy Acknowledgment Form as a condition of
employment. See Appendix E.

Social Media, Blogging and Personal Websites

In general, the Glen Ellyn Park District views the use of social networking, personal websites and weblogs
positively, and it respects the right of employees to use them as a medium of self-expression. If you choose
to identify yourself as a Glen Ellyn Park District employee or to discuss matters related to our agency, staff
or patrons on your website or weblog, or other social network (i.e., Facebook, Instagram, YouTube), please
proceed with caution and discretion. Although your website, weblog, or other medium of online publishing
may be a personal project conveying your individual expression, some readers may nonetheless view you as
a de facto spokesperson for the Park District.

Such activities at or outside of work may affect your job performance, the performance of others, staff
morale, teamwork, and/or the reputation or business interests of the Park District. In light of these
possibilities, we ask that you observe the following guidelines:

1. Make it clear that the views you express are yours alone and that they do not necessarily reflect
the views of the Glen Ellyn Park District. Only those employees officially designated by the District/
have the authorization to speak on behalf of the District. To help reduce the potential for
confusion, we recommend putting the following notice, or something similar - in a reasonably
prominent place on your site (e.g., at the bottom of your "about me" page):

“The views expressed on this website/weblog/social network are mine alone and do not
necessarily reflect the views of my employer.”
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Many bloggers and social network users put a similar disclaimer on their home page stating who they
work for, and that they’re not speaking officially. This is good practice, but may not have much legal
effect. While it is not necessary to post this notice on every page, please use reasonable efforts to
draw attention to it — if at all possible, from the home page of your site.

2. Be careful to avoid disclosing any information that is confidential or proprietary to the agency
(including our patrons, staff, partner agencies/affiliates or vendors), to any third party that has
disclosed information to us.

3. Since your site, blog or other posting is in a public space, be respectful to the District, our employees,
our patrons, our partners and affiliates, and others. Recognize that both during working hours and
non-working hours you are an ambassador of the Park District, and are expected to act and conduct
yourself at all times in the best interest of the Park District. All employees are expected to promote
teamwork and inspire trust and confidence. For example, refrain from posting personal insults or
obscenity, or engaging in any conduct that would not be acceptable in the workplace. Show proper
consideration for others’ privacy and for topics that may be considered objectionable, inflammatory,
or counterproductive to morale or teamwork. If your views negatively impact the reputation or
integrity of the Park District, staff morale and/or create divisiveness or friction among staff, you
may be disciplined up to and including termination.

4. You may provide a link from your site to the District website. However, you will require permission
to use the District logo or reproduce any District material on your site.

5. When using District computers, you are subject to both the District’s Internet Use Policy and
Computer Use Policy.

6. Blogs, wikis, virtual worlds, social networks, or other tools hosted outside of the District’s protected
intranet environment should not be used for internal communications among fellow employees
about District business, work relationships or while at work. It is fine for staff to disagree, but please
don’t use your external blog or other online social media to air your differences in an inappropriate
or counterproductive manner.

7. Lastly, use your best judgment. Your actions both in and outside the workplace reflect on your
judgment, decision-making, professionalism, maturity, and commitment to the Park District. If you're
about to publish something that makes you even the slightest bit uncomfortable, review the
guidelines above and consider the potential consequences of your actions. Ultimately, you have sole
responsibility for what you post to your blog or publish in any form of online social media.

8. Exception to Restriction on Employee Communications. Nothing in this Policy shall be
construed to prohibit employees from using communications systems (whether Park District-
owned or personal) to engage in protected, concerted activities during non-working time (i.e.,
during authorized break or meal periods). In this regard, it is important to understand that
protected, concerted activities generally do not include such communications as threats,
harassment in violation of law or Park District policy, communications involving illegal activity,
political activity in violation of law or Park District policy, personal commercial ventures, and
other communications that are both prohibited by Park District policy and not protected by
applicable laws relating to the legal right of employees to engage in protected, concerted
activities.

If you have any questions about these guidelines or any matter related to your site that these guidelines do
not address, please direct them to Marketing or the Executive Director.
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8.23

8.24

8.25

8.26

Audio and Video Recording Policy

It is a violation of Park District policy to record conversations with a tape recorder or other recording device
unless prior approval is received from your department head or all parties to the conversation give their
consent. Similarly, it is a violation of Park District policy to make a video recording of Park District patrons or
program participants without their express authority or the authorization of their parent or guardian. Under
no circumstances are employees allowed to post or disseminate audio or video recordings of patrons without
authorization of a supervisor, the department head, or the Executive Director.

The purpose of this policy is to abide by state and federal law as well as eliminate a chilling effect on the
expression of views that may exist when one person is concerned that his conversation with another is being
secretly recorded. This concern can inhibit spontaneous and honest dialogue especially when sensitive or
confidential matters are being discussed.

Violation of this policy will result in disciplinary action, up to and including immediate termination.

This policy does not apply to recording of conversations or other occurrences in the workplace related to
unionization, workplace concerns, or any other employee rights found in Sections 7 and 8 of the National
Labor Relations Act and Section 6 of the lllinois Public Labor Relations Act.

Use of Personal Property

The use of personal property, such as equipment, electronic devices or cell phones, on District premises shall
be subject to the approval of the department head and subject to any safety rules or regulations or any other
established rules or regulations. The loss or theft of an employee's personal property from District premises
shall not be the responsibility of the District except for specialized personal property as designated by the
Director.

The use of personal vehicles by an employee in the performance of District duties must be authorized by the
department head. The use of personal vehicles to transport program participants shall not be permitted
un