
Hopkins Community Center 
1403 Sycamore Road 
Thursday, May 26, 2022 

AGENDA 
DEKALB PARK DISTRICT BOARD OF COMMISSIONERS 

Public Meeting 

I. Meeting Called to Order, Roll Call, Pledge of Allegiance

II. Action on the Agenda

III. Consent Agenda
All items appearing below are considered routine by the Board and shall be
enacted by one motion. If discussion is desired, that item shall be removed and
discussed separately.
a. Minutes of the Public Meeting of April 28, 2022

IV. Election of Board Officers

V. Public Comments

VI. Old Business
a. Discussion on Personnel Policy Section 1-Employement Polices Updates
b. Action on Security Camera Change Order for Hopkins Park Shelter

VII. New Business
a. Discussion on Ellwood Mansion Project 1879
b. Discussion on Buena Vista and River Heights Irrigation Design Drawings

with E.C. Designs
c. Discussion on Contract with Larson and Darby for Professional

Architectural and Engineering Services
d. Discussion on American Youth Soccer Organization Region 193, 2022

Memorandum of Understanding
e. Discussion on Establishing an Intergovernmental Agreement with DeKalb

Township
f. Discussion on Parks Maintenance Job Description Updates
g. Action on Contract with Larson and Darby for Professional Architectural

and Engineering Services
h. Action on Phase 1 of Park Location Signs Replacement



i. Action on American Youth Soccer Organization Region 193, 2022
Memorandum of Understanding

j. Action on Job Description Updates

VIII. Action to Accept Financial Reports
a. Monthly Paid Bills Listing
b. Monthly Financial Summary
c. IT Summary
d. Board Staff Travel Expense Summary
e. FOIA Report

IX. Open Comments from Commissioners and Director

X. Adjourn Public Meeting

Date of Notice: May 24, 2022 
Date of Next Regular Board Meeting: June 23, 2022 

Assistive services will be provided upon request 
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MINUTES 
DeKalb Park District 

Public Meeting of the Board of Commissioners 
April 28, 2022 

Hopkins Community Center, DeKalb, IL 
 

Public Meeting 
6:00 p.m. 

 
I. Meeting Call to Order: 

President Patrick Fagan called the meeting to order at 6:00 p.m. 
 

Roll Call 
Board members present: President Patrick Fagan, Vice President Dag Grada, Secretary 
Gail A. Krmenec, and Commissioner Phil Young. 

Absent: Treasurer Joel French. 
 

Staff Members Present: Executive Director John Shea, Superintendent of Parks & 
Development Mat Emken, Superintendent of Finance Mike Rock, Superintendent of 
Recreation Andrea Juricic, Accounting & Administrative Assistant Jennifer Anderson, 
Cindy Slinkard, Austin Sands, Dave Kesson, Katie Drum, and Mike Siefken. 

 
II. Action on the Agenda 

Commissioner Krmenec made a motion to amend the agenda, changing item V.a, Old 
Business, Discussion on Additional Work to the River Heights Golf Clubhouse Roof to 
Pinkston Tadd of DeKalb, IL to an action item, seconded by Commissioner Young. 

 
Aye: Krmenec, Young, Grada, and Fagan. Nay: None. Absent: French. (4-0-1) 

 
Commissioner Grada made a motion to remove item VI. e. New Business, Discussion on 
Contract with Larson and Darby for Professional Architectural and Engineering Services, 
seconded by Commissioner Young. 

 
Aye: Krmenec, Young, Grada, and Fagan. Nay: None. Absent: French. (4-0-1) 

 
III. Consent Agenda 

All items appearing below are considered routine by the Board and shall be 
enacted by one motion. If discussion is desired, that item shall be removed and 
discussed separately. 
a. Minutes of the Public Meeting of March 24, 2022 
b. Executive Session Minutes of March 24, 2022 

 
Commissioner Young made a motion to approve the agenda, seconded by Commissioner 
Krmenec. Motion carried by roll call vote. Aye: Krmenec, Young, Grada, and Fagan. 
Nay: None. Absent: French. (4-0-1) 
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IV. Public Comments 
Matthew Beamsley attended the meeting regarding the Fourth of July fireworks. 
President Fagan stated an exception would be made in order for Matthew to speak during 
the fireworks agenda item. 

 
V. Old Business 

a. Discussion on Additional Work to the River Heights Golf Clubhouse Roof to 
Pinkston Tadd of DeKalb, IL 
Commissioner Krmenec made a motion to approve the the additional work on 
River Heights Golf Clubhouse Roof by Pinkston Tadd of DeKalb, IL, seconded 
by Commissioner Grada. 

 
Commissioner Krmenec requested confirmation of the timeline regarding the 
additional, unapproved work. She stated she believes that because the work was 
not approved in advance by the District as explicitly stated in their contract, we 
don’t have an obligation to pay. However, based on pictures that were previously 
provided to the Board, there was repair necessary. The additional work invoice 
includes a significant number of hours for labor, especially since much of the 
work was already completed by the time staff arrived the same day at the job site. 
She thought the District should pay for materials used in the extra work, but 
doesn’t know that we’re obligated to pay for the labor. Commissioner Grada 
concurred with Commissioner Krmenec. He felt the contractor should be 
compensated for materials, but found the billing for labor highly questionable. 
The additional work was performed outside the scope of the original contract. 
President Fagan also found the number of hours billed questionable, along with 
the charge for an extra day of truck services. He reiterated that the contract states 
that the District is only responsible for all approved work. The work should have 
stopped until approval was received for the additional work. Mr. Tadd reached out 
to the President after the work was done, at which time the President told him he 
could send a detailed invoice for the additional work, which the contractor did not 
provide. He said the Board could amend the motion to pay only the materials but 
we need to know the exact dollar amount for the record. He said we could also 
wait. Commissioner Young said he would suggest we bring this subject back at 
next month’s meeting with the actual numbers. While we’re discussing, President 
Fagan asked which items would be included. Commissioner Young asked how 
many hours were spent on the repair. Director Shea said because he was alarmed 
by the invoice, he called the contractor for labor verification, which Mr. Tadd 
confirmed. Director Shea also stated the entire project took about a week to 
complete. Commissioner Grada asked if staff arrived onsite within three to four 
hours from the initial the call and the work was completed, how are the hours for 
the additional work calculated. Director Shea clarified when staff arrived the 
damaged lumber had been replaced, but the membrane and shingles were yet to be 
installed. Director Shea confirmed the contractor decided to proceed without 
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District authorization. He indicated the total due for materials would be $1,301.47 
without labor and an extra day of truck. Commissioner Krmenec asked does the 
new total include the 15% upcharge. Director Shea stated it does include the 
upcharge but also includes the extra day of truck. If the extra day of truck was to 
be removed, the total is $1,176.47. 

 
Commissioner Krmenec made a motion to amend the additional work for the 
River Heights Clubhouse roof to the amount of $1,176.47 for materials only, 
seconded by Commissioner Grada. 

 
Motion carried by roll call vote. Aye: Young, Grada, Krmenec. Nay: Fagan 
Absent: French. (3-1-1) 

 
b. Action on Buena Vista and River Heights Irrigation Design Drawings 

Commissioner Young made a motion to accept the proposal from EC Design 
Group, of Des Moines IA, in the amount of $105,500.00, seconded by 
Commissioner Krmenec. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
VI. New Business 

a. Discussion on Contract with Larson and Darby for Professional 
Architectural and Engineering Services 
Along with a timeline, Steve Nelson of Larson & Darby presented two 
architectural and engineering services options for the pool rebuild hybrid plan: 
hire a construction manager or opt for a design bid build. The construction 
manager approach is more piecemeal, where each component of the pool is bid. 
The design bid build results in a single bid cost, without the ability to determine 
costs for the various construction components. In response to Commissioner 
Krmenec’s question of whether each bid initiated by a construction manager must 
come before the Board for approval, Mr. Nelson indicated they come in packages 
that would need approval. President Fagan asked about problems that might arise 
with the proposed timeline. Mr. Nelson indicated that under normal 
circumstances the timeline is generous, but likely something will go wrong. The 
company tries to foresee issues and will have contingency plans in place. A 
general budget allowance can be established to address certain unforeseen 
conditions to allow the administration to make decisions without having to wait 
for a Board meeting. Alternatives can be built in so that if the budget is trending 
high or low, plans can be adjusted. Commissioner Krmenec commented on the 
timeline, which she thought optimistic. She hopes we’re not just trying to stick to 
a plan to meet a timeline, especially since a pool committee for community input 



DEKALB PARK DISTRICT PUBLIC MEETING 4/28/22 PAGE 4 

 

 

has not yet been formed. Mr. Nelson said the hardest part of any project is 
aligning client expectations with the budget. 

 
b. Discussion on Personnel Policy Updates 

Director Shea stated one of his goals was to review and update the District’s 
policy manuals, starting with the Personnel Policy Manual. Updated sections will 
be brought to the Board at least twice for discussion and a third time for action. 
President Fagan reminded everyone this is a starting point. Commissioner 
Krmenec indicated she has many comments. The comments she would like to 
share at this time are more content- and policy-related, although she marked up 
the entire section. She prefaced her remarks saying that the intent of her 
comments is to make the best product possible for the District. Overall, the Policy 
Manual seems rather disorganized in terms of certain chapters or sections that are 
included or excluded. She suggested that an outline be put together as a rough 
draft and the individual chapters be placed in the correct sections. She provided 
several specific examples of how the manual could be better (re)organized. She 
also suggested possible section additions on employee relations, recruitment, 
labor management, and Prohibited Personnel Practices, adopted from 5 U.S.C 
2302 (b). The manual could be more professional in appearance and structure, 
including a cover, index, hyperlinks to references in other sections, illustrations, 
and appendices. There is no table of contents and no organizational chart, which 
could be an appendix. The chapter titles could be condensed or shortened. The 
manual is inconsistent in terms or referring to employees as him or her or he or 
she, but not always. The language suggested was the gender neutral they/them or 
their/theirs. She pointed out that the terms for seasonal and short term employees 
are not defined. She thought the hours on duty policy in section 1-4 should be 
reviewed for accuracy. She suggested a policy change for Transfer and 
Promotion, suggesting the District should be transparent in hiring and promotion. 
All position vacancies should be open, and all internal candidates can and should 
apply. President Fagan suggested that Commissioner Krmenec give her comments 
to Director Shea and work with him since these are valid points and we want to 
ensure the manual is correct. Director Shea said this is a starting point, all changes 
will be presented to the Board, which then has to approve any changes. President 
Fagan reiterated that Commissioner Krmenec should work with Director Shea, as 
she has the expertise. Commissioner Krmenec stated she wanted to be clear with 
the rest of the board that some of her suggestions are policy-related, and she 
doesn’t want the board to think she is doing something on her own. Commissioner 
Krmenec stated if rest of the Board is okay with her sharing her comments and 
corrections with Director Shea, including policy changes, she is comfortable with 
doing so. President Fagan stated he is okay with Commissioner Krmenec sharing 
her comments with Director Shea. He inquired about which policies she was 
recommending changes, since the Board needs to be aware of them to state any 
concerns. Commissioner Krmenec stated one policy change recommendation is 



DEKALB PARK DISTRICT PUBLIC MEETING 4/28/22 PAGE 5 

 

 

that position transfers and promotions should follow regular hiring procedures, 
through Human Resources, not through an employee’s supervisor, as currently 
outlined. President Fagan agreed with the proposed change. A second 
recommendation was for Board approval for hiring a Superintendent before a job 
offer was made. Director Shea stated he will meet with Commissioner Krmenec 
regarding corrections and changes. Policy changes have yet to be reviewed by 
legal counsel, but he will give his professional opinion on recommended changes. 
He can provide a PowerPoint for the Board at subsequent meetings regarding any 
suggested policy changes. Commissioner Grada stated style and structure is one 
item, and each individual policy change is a separate item. President Young stated 
the Board does approve policy changes but the administration should be is 
comfortable with changes. He doesn’t want staff to feel pressured to change 
anything. President Fagan reiterated these are suggestions. 

 
c. Discussion of Job Description Updates 

Commissioner Krmenec suggested that an up-to-date organizational chart be 
included in the board packet when discussing job descriptions, which would be 
helpful to the Board. 

 
 

d. Action to Establish a DeKalb Community Pool Advisory Committee 
Commissioner Krmenec made a motion to establish a DeKalb Community Pool 
Advisory Committee, seconded by Commissioner Grada. 

 
President Fagan wanted to keep the committee to a smaller group. Director Shea 
said there were 11 residents on the committee. President Fagan there is a diverse 
group of people on the committee. The committee will meet the first Thursday of 
every month, starting next month. In response to Commissioner Young’s question 
about the committee timeline, President Fagan said the committee should be 
finished by September. Commissioner Krmenec asked who the committee chair is 
because it seems the committee members have already been appointed. She stated 
that policy is the committee chair establishes the committee. President Fagan said 
he will be the committee chair. He invited others to serve on the committee. 
Commissioner Grada said he would like to be involved, but as a non-voting 
member. Commissioner Krmenec added that by default every Board member is an 
ex-officio member. Commissioner Grada questioned whether it might be 
advisable to increase the number of meetings from 1 to 2 times a month to move 
this along for a July decision. President Fagan was concerned if there were too 
many meetings people would not be interested in serving on the committee. 
Meetings can be increased as necessary. After Director Shea recommended a co- 
chair, stating typically that is board member. Commissioner Krmenec 
volunteered. Commissioner Grada asked whether there is defined focus for the 
committee, will it present a report, and whether there is a finite end date. 
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President Fagan indicated the end date will be September and the committee will 
first address the important items, including pool design, by July to meet the 
proposed timeline. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
e. Action on Contract with Larson and Darby for Professional Architectural 

and Engineering Services 
Removed from the agenda under item II, Action on the Agenda. 

 
f. Action on Fireworks Display Contract 

Commissioner Krmenec made a motion to approve the contract with RKM 
Fireworks Company in the amount of $15,570 for the 2022 Fourth of July display, 
seconded by Commissioner Young. 

 
Matthew Beamsley spoke about the importance of community and his monetary 
donation towards the cost of the fireworks. President Fagan said he is an 
inspiration and thanked him. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
g. Action on Alcohol Permit for 2022 Music at the Mansion and for Throwback 

at the Park 
Commissioner Young made a motion to approve the Alcohol Permit for Alcohol 
Sales at Music at the Mansion and for Throwback at the Park, pending 
procurement of a City of DeKalb Outdoor Special Event Permit, seconded by 
Commissioner Krmenec. 

 
Commissioner Grada asked about a free range permit for the Throwback event, 
which would allow attendees to have alcohol throughout the park. Although 
allowed by the City, Andrea Juricic said since this is a family friendly event, the 
District plans to fence the area where alcohol is allowed, which includes a 
generous area around the shelter and band shell. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
h. Action on Security Cameras and Keyless Door Entries 

Commissioner Krmenec made a motion to approve the bid from Security 101 in 
the amount of $105,979.00 for the purchase and installation of security cameras 
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and keyless door entries for District shelters and facilities, seconded by 
Commissioner Young. 

 
Director Shea indicated that the District last year received a $50,000 matching 
grant from City of DeKalb towards the cameras purchase. President Fagan stated 
that the police department will be able to access our cameras, and will not just 
have to rely on tape. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
i. Action on Proposal for 2022 Paving Engineering Firm 

Commissioner Young made a motion to approve the proposal from ARC Design 
Resources Inc. for engineering and design for the District’s 2022 paving program 
for the not-to-exceed price of $31,000, seconded by Commissioner Krmenec. 

 
Commissioner Young asked for clarification regarding the path extension from 
the shelter to the base of the sled hill. Superintendent Mat Emken said it would be 
from the little circle in the parking area to the sled hill to make it easier for people 
to walk to the hill. When asked whether this meets ADA accessibility standards, 
Superintendent Emken indicated that the grade is too steep to be considered ADA 
accessible, but the path width is a standard 8 foot path. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
j. Action on DeKalb Park District Digital Marquee at River Heights 

Commissioner Krmenec made a motion to approve the Alternates 1, 2, and 4 from 
Complete Digital Displays in the amount of $44,962.00 for the procurement and 
installation of a digital marquee at the River Heights Golf Course, seconded by 
Commissioner Grada. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
k. Action on Hopkins Park Playground Design Consultant 

Commissioner Krmenec made a motion to approve the proposal from Upland 
Design for design and oversite services for the replacement of the Hopkins Park 
Playground in the amount of $32,600 plus reimbursable expenses, seconded by 
Commissioner Grada. 
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President Fagan asked when the current playground would be dismantled and the 
new one installed. Mat Emken said equipment is not planned to be removed until 
fall, and the new one should be installed by the end of the year. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: 
None. Absent: French. (4-0-1) 

 
l. Items over $10,000 

i. Bandshell Painting 
Commissioner Krmenec made a motion to approve the quote from Elite 
Finishes in the amount of $23,440.00 to paint the Hopkins Park bandshell, 
seconded by Commissioner Young. 

 
President Fagan questioned when painting would be completed, to which 
Superintendent Emken stated prior to the first band concert on June 7th, 
weather permitting. President Fagan further questioned whether there was 
a guarantee on the paint. Superintendent Emken stated that the paint 
products themselves have a warranty. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. 
Nay: None. Absent: French. (4-0-1) 

 
ii. Terrace Room Awning 

Commissioner Young made a motion to authorize the Executive Director 
to accept the quote from Johnson Seat & Canvas Shop Inc. in the amount 
of $14,100 for the materials and labor for the Terrace Awning, seconded 
by Commissioner Krmenec. 

 
President Fagan recused himself from the discussion and vote. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, and Young. Nay: 
None. Absent: French. (3-0-1) 

 
iii. John Deere Gator TX Utility Vehicle 

Commissioner Krmenec made a motion to approve the purchase of a John 
Deere Gator TX Utility Vehicle from Revels Turf and Tractor, of Elgin, IL 
for the amount of $10,809.05, seconded by Commissioner Grada. 

 
Golf Maintenance Superintendent Mike Siefken said John Deere can 
deliver the vehicle in August. The other vendors can’t provide a date when 
the vehicles would be delivered. 



DEKALB PARK DISTRICT PUBLIC MEETING 4/28/22 PAGE 9 

 

 

Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. 
Nay: None. Absent: French. (4-0-1) 

 
VII. Financial Reports 

Commissioner Young made a motion to accept the monthly financial reports presented 
in April 2022, seconded by Commissioner Krmenec. 

 
Commissioner Young said he likes the new reports. Commissioner Krmenec said the 
new reports are very helpful and appreciates all the work. Mike Rock indicated he and 
another member of Lauderbach and Amen have been reviewing data entries for the end 
of the FY to ensure accuracy. Any feedback is appreciated. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Fagan, Young. Nay: None. 
Absent: French. (4-0-1) 

a. Monthly Paid Bills Listing 
b. Monthly Financial Summary 
c. IT Summary 
d. Board & Staff Travel Expense Summary 
e. FOIA Report 

 
VIII. Open Comments from Commissioners and Director 

Director Shea thanked the staff for wrapping up FY22 and the start of FY 23 budget. He 
reminded everyone that by the next meeting in May he will have been at the District for 
one year, and again thanked the staff as well as Board members for their support. 
Commissioner Krmenec thanked Executive Director Shea and Mat Emken for keeping 
tabs on Nature Trail tree trimming. She thought the Easter egg hunt crowd was the largest 
she’s seen. She appreciates all the new programs and events as reflected in the latest 
District program guide. She suggested that the District consider a new PA system. As far 
as programming, Director Shea highlighted that the staff are planning activities for all age 
groups. Superintendent of Chrissy Tluczek was on an active adult field trip to a play that 
day. Commissioner Young said no news is good news, as he continues to hear no 
complaints from the public. Commissioner Grada said John covered it; he continues to 
see new programming. President Fagan said he has received good responses about the 
new program brochure. He mentioned Matthew Beamley’s address to the Board 
regarding the fireworks and thought Matthew sold himself short regarding his donation. 
He suggested that the District highlight his generosity in some way to let the community 
about him. 

 
IX. Adjourn Public Meeting 

Commissioner Krmenec made a motion to adjourn the meeting, seconded by 
Commissioner Young. 

 
Motion carried by roll call vote. Aye: Grada, Krmenec, Young and Fagan. Nay: None. 
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Absent: French. (4-0-1) 

Meeting adjourned at 8:30 p.m. 



SUBJECT: Discussion of Personnel Policy Updates. 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
Staff have begun the process of reviewing and updating the Park District’s Personnel Policy Manual. The 
manual is divided into six sections: 1) Employment Policies; 2) Compensation Policies; 3) Employee Conduct 
Policies; 4) Employee Leave Policies; 5) Park District Property and Facilities; and 6) Employee Benefits. 

Each section of the policy manual will be reviewed and adopted within three Board of Commissioners 
meetings. The first two meetings will be designed for Board review and input and staff will seek formal 
approval adoption of the updated section at the third Board meeting. 

Since presenting to the Board of Commissioners during the April meeting, staff have discussed with legal 
counsel regrading recommendations to incorporate or omit within Section 1 of the Personnel Manual. 
Additionally, feedback from the April Meeting have been incorporated. Edits include consistent job titles 
throughout the policy, grammar changes, changing he/she to they and theirs, ensuring internal candidates 
follow the proper channels when applying for open positions, and correctly defining seasonal employees. 
Additionally, after discussing with legal counsel staff reverted policy 1-12, Employee Transgender Policy to it’s 
original content. This policy was created by legal counsel previously and there is not a need to alter the current 
content. Staff will present a brief PowerPoint presentation to discuss any questions the Board of 
Commissioners may and review any proposed policy changes suggested by the Board of Commissioners. 

Following the Board’s second review, staff will make any additional edits and seek formal adoption from at the 
June Board of Commissioners meeting. This process will continue for each successive section of the policy 
manual. 

Board of Commissioners Meeting 

Agenda Item, VI.a. 
May 26, 2022 
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INTRODUCTION AND AT-WILL DISCLAIMER/CONSTRUCTION OF MANUAL 
 

The DeKalb Park District (“Park District” or “District”) has prepared this Personnel Policy Manual 
("Manual") as a reference guide for its employees.  It includes a summary of the Park District's basic 
policies and rules as well as benefits that the Park District makes available to its employees.  This 
Manual is not intended to be comprehensive, all-inclusive, or to address all of the possible 
applications of, or exceptions to, the general policies and procedures described. It supersedes all 
prior manuals, handbooks, policy statements, practices, or customs.  An employee’s dYour decision 
to continue their  his or her your employment with the Park District after this revision and any future 
revision to this Manual shall be deemed to constitute the employee’syour agreement with all such 
revisions.  Please note that this Manual does not purport to be an all-encompassing statement of the 
Park District's policies, rules and benefits.    

The Park District and the Board of Commissioners (“Board”) reserve the right to unilaterally revise, 
supplement or discontinue any of the policies, guidelines or benefits described in this 
mManual.The Park District may, from time to time, modify, revise, add to, supplement, delete or 
discontinue any of the policies, rules or benefits described in this mManual.  Whenever possible, the 
Park District we will attempt to give employeesyou advance notice of such changes, however the 
lack of change notification our failure to do so does not affect the change’s their applicability to an 
employee’syour employment. 

EmployeesYou should review this mManual and become familiar with its contents.  EmployeesIf you 
who havehave any comments, suggestions or questions about any aspect of theiryour employment, 
areyou are encouraged to discuss them with theiryour Departmentivision Superintendent, the 
Human Resource and Payroll Manager, or the Executive Director.  These individualsy  will listen to 
employeeyour concerns, take appropriate action if necessary, and provide employeesyou with the 
information theyyou need or direct themyou to someone who can provide themyou with that 
information.  After reading and reviewing the contents of this Manual, employees areyou must to 
sign, date, and return the Employee Acknowledgement Form found on the last page of this Manual 
to their Supervisor or Department Superintendent. This signed form will be maintained in the Park 
District’s files and the employee’s personnel file. 

The Executive Director shall be responsible for overseeing the enforcement of the policies contained 
in this Manual, the employment of all personnel unless otherwise prescribed by the Board, and for 
the general direction of the activities of all employees, except those whose appointment is 
otherwise prescribed by the Board.  Should any question arise as to the proper interpretation of any 
provision of this Manual, or any other personnel policy, the decision of the Executive Director shall 
be final. 
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This manual utilizes the gender-neutral plural pronouns “they”, “their”, and “them” to refer to an 
employee or employees. Where the context of this mManual permits, words in the masculine 
gender shall include the feminine and neutral genders and words in the singular number shall 
include the plural number.  The descriptive headings of the various sections or parts of this mManual 
are for convenience only.  They shall not affect the meaning or construction or be used in the 
interpretation of this mManual or any of its provisions. 

Finally, if any policy or procedure or part thereof contained in this Manual is determined invalid in a 
court of law, or by another appropriate judicial body or agency, such determination will not affect 
the validity of the remaining policies and procedures or parts thereof. 

 
 
AT-WILL DISCLAIMER:  
NOTHING CONTAINED IN THIS MANUAL OR ANY WRITTEN OR ORAL STATEMENT CONTRADICTING, 
MODIFYING, INTERPRETING, EXPLAINING OR CLARIFYING ANY PROVISION OF THIS MANUAL IS 
INTENDED TO CREATE NOR SHALL CREATE AN EMPLOYMENT CONTRACT, EITHER EXPRESS OR 
IMPLIED, BETWEEN THE PARK DISTRICT AND AN EMPLOYEE.  YOUR EMPLOYMENT IS NOT FOR ANY 
SPECIFIC TIME AND MAY BE TERMINATED AT WILL, WITH OR WITHOUT CAUSE AND WITHOUT 
PRIOR NOTICE BY THE PARK DISTRICT, OR YOU MAY RESIGN FOR ANY REASON AT ANY TIME. AS A 
PARK DISTRICT EMPLOYEE, YOU MAY TERMINATE YOUR EMPLOYMENT AT ANY TIME, WITH OR 
WITHOUT CAUSE OR NOTICE AND THE PARK DISTRICT RETAINS A SIMILAR RIGHT. NO SUPERVISOR, 
DEPARTMENT HEAD, EXECUTIVE DIRECTOR, OR OTHER REPRESENTATIVE OF THE PARK DISTRICT 
(EXCEPT AS DELEGATED AND APPROVED BY THE BOARD OF COMMISSIONERS) HAS THE 
AUTHORITY TO ENTER INTO ANY AGREEMENT FOR EMPLOYMENT FOR ANY SPECIFICED PERIOD OF 
TIME, OR TO MAKE AN AGREEMENT CONTRARY TO THE ABOVE. 
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1-1 POLICY ON POSITION CLASSIFICATION OF POSITIONS POLICY 
Personnel of the Park District shall be classified in one of the following position classifications: 

Full-time Employees:  Employees who are designated as full-time by the Executive Director or the 
Board and who have completed their Introductory Period.   Full-time eEmployees are generally 
scheduled to work at least 40 hours per workweek for fourmore than two consecutive calendar 
quarters during a calendar year.  Full-time eEmployees may be required to work additional hours as 
necessary to complete properly complete all assigned tasks and as needed during busy periods.  
Seasonal Short-term (seasonal) and pPart-time eEmployees are excluded from the fFull-time 
eEmployees classification regardless of the number of hours worked. 

 

Introductory Employees:  During the first six (6) months 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 willmay also include employees 
who have previously served with the Park District and are beginning a new position. 

Introductory Period:  All employees are appointed on a six (6) month introductory basis.  An 
employee’sYour iImmediate Supervisor and/or Departmentivision Superintendent will utilize an 
employee’syour Introductory Period for theiryour orientation, training, if any, and determining if the 
employeeyou appears to possess the aptitude and attitude necessary for themyou to meet the 
required standards of the position theyyou have been offered.  An employee’sYour iImmediate 
Supervisor and/or Departmentivision Superintendent may extend the employee’syour Introductory 
Period to a maximum of an additional three (3) months.  Employees who are If you are reassigned or 
promoted to another position with the Park District, you willmay be required to serve an 
Introductory Period, not to exceed six (6) months, in theiryour new position, unless specified 
differently in a collective bargaining agreement. 

SUCCESSFUL COMPLETION OF THE INTRODUCTORY PERIOD DOES NOT GUARANTEE 
CONTINUED EMPLOYMENT FOR ANY SPECIFIC PERIOD OF TIME OR OTHERWISE CREATE AN 
EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEEYOU AND THE PARK DISTRICT. 

Part-time Employees:  Employees who are designated as pPart-time by the Park District or the Board 
and who have completed their Introductory Period.Director, the Division Superintendent, or the 
Board.  Part-time eEmployees are generally scheduled to work less than forty (40) hours per 
workweek.  However, pPart-time eEmployees may be required to work forty (40) hours or more per 
workweek during busy periods.  The number of hours that a pPart-time eEmployee actually works 
will not change theirhis or her status as a pPart-time eEmployee.  Short-term eEmployees are 
excluded from the pPart-time eEmployees classification regardless of the number of hours worked. 

Regular Part-time Employees:  Part-time employees generally scheduled to work at least 1,000 hours 
from their date of hire on an annual basis. on an annual basis.  Employees who are designated as 
regular part-time employees by the Executive Director, Division Superintendent or the Board are 
scheduled to work, on average,  28.5 hours per workweek year-round. Regular part-time employees 
may be required to work more than their generally scheduled hours during busy periods. The 
number of hours a regular part-time employee actually works on occasion will not change the 
employee's status of classification as a regular part-time employee. 

Short-term or Seasonal Employees:  Employees who are designated as short-term seasonal by the 
Executive Director or the Board.  Short-term Seasonal eEmployees are employees whose work is 

Formatted: Strikethrough

Formatted: Strikethrough

Formatted: Indent: Left:  0.25"



 

2 
 

dependent upon or accompanying the seasons of the year or some particular season, and that is 
repeated or intended to be repeated annually.employed for a specific function, part-time or full-
time, and for a temporary and limited period of time generally not-to-exceed two consecutive 
calendar quarters during a calendar year.  The number of hours a seasonal employee actually works 
will not change their status as a seasonal employee. However, any short-term Employee who works 
more than two (2) consecutive calendar quarters shall not become a Full-time or Part-time Employee 
unless so designated in writing by the Director or the Board.  The Park District does not guarantee 
that Short-term seasonal eEmployees will be rehired in a subsequent season calendar year or if 
rehired, for the same position.  Seasonal hort-term eEmployees are not considered fFull-time or 
regular pPart-time eEmployees for benefit purposes.  

 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting  
Revised on: 4/09/09 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-2 STATEMENT ON INDEPENDENT CONTRACTORS 
 
Independent cContractors are not employees of the Park District. Rather, iIndependent cContractors 
are individuals or companies that entering into a contract with the Executive Director or Board of 
Commissioners to provide a service to the Park District. Independent cContractors are paid pursuant 
to the terms of their service agreement with the Park District, provide their own equipment and 
materials to perform their services and are not eligible for benefits from the Park District. The Park 
District does not withhold employment taxes from their pay for services.  The terms of their services 
are governed by their agreement with the Park District 

Adopted on: 7/14/05 - DeKalb Park District Board Meeting 
Revised on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-3 POLICY ON JOB DESCRIPTIONS POLICY 

Full-Time, Regular Part-Time, and Seasonal Appointed personnel shall generally have job 
descriptions whichthat include the following: 

a. Department    
a.b. Title 
c. Position Classification 
b.d. Position Summary 
c.e. Supervision Structure 
f. Essential Duties and Responsibilities 
g. Peripheral or Marginal Duties 
d.h. Minimum Qualifications and Required Knowledge 
e.a. Essential Duties and Responsibilities 
f.a. Peripheral or Marginal Duties 
g.i. Physical, Psychological, Environmental Demands 

Job dDescriptions can be added to and deleted from this document manual without affecting the 
remainder of this ordinance,  Policy by resolution of the Board. Job descriptions specify the chain of 
job authority in the Park District. 

Job dDescriptions may be changed by the Executive Director for the purpose of clarification or ease 
of reading. Any changes which alter meaning of the items listed A-IG above for full-time employees 
require approval of the Board of Commissioners. 

Adopted on: 7/14/05 - DeKalb Park District Board Meeting  
Revised on: 9/17/15 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-4 POLICY ON HOURS ON DUTY POLICY 

It is the policy of the Park District to arrange employee work schedules as necessary to 
accommodate the requirements of the Park District’s operations and the needs of the Park District’s 
residents and users. Therefore, it is the normal practice of the Park District to have staff available as 
necessary and appropriate from Monday through Sunday. 

Department work schedules are established by your immediate a Ssupervisor or Departmentivision 
Superintendent based on the needs of the Park District. The number of working hours that will be 
scheduled areis 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 employees work schedules. 

Full-time personnel are required to work a schedule that fulfillings the objective of the Park District 
and the Ddepartment in which they are assigned. Due to the nature of an employee’s job their jobs, 
it may be necessary to work in excess of forty (40) hours per week. It is understood that this 
additional time may be after regular business hours during the weekday, as well as on weekends and 
holidays. As a result of this arrangement, full-time personnel may, on occasion, deviate from the 
regular office hours if requested by an employee and approved in advance by their Supervisor, 
Department Superintendent or Executive Director, if approved, in advance, by their Supervisor, 
Departmentivision Superintendent, or Executive Director, and as long as the employee works a 
minimum of forty (40) hours per week. 

Exempt and non-exempt employees must keep a record of hours worked using the Park District’s 
time keeping system. Hours worked must be approved by a Supervisor, Department Superintendent 
or the Executive Director prior to payroll processing dates. Salaried personnel must  keep a record of 
hours worked and benefit time taken and submit it monthly to the Executive Director. All hourly 
employees must maintain Park District standard form timecards and submit them to their supervisor 
five days before payroll dates. 
 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-5 POLICY ON EMPLOYMENT AND VACANT POSITIONS POLICY 

Employment will be based upon the selection and recommendations of the individual’s immediate 
superior, as defined in the job descriptions. 

The Park District attempts to hire and retain the best available, suitable and qualified individuals for 
all staff positions determined at its sole discretion. The District may need to reorganize Departments 
or reassign responsibilities within a Department or position from time to time in order to best serve 
the public and better utilize its limited resources. staff who are certified and/or professionally 
trained and who fulfill the qualifications of the position as determined by the Park District. 

Position Vacancies: Prior to recruiting for vacant fullill-time positions, Park District Staff shall review 
the Ddepartment structure and operational needs, job description, qualifications desired, salary 
grade and pay range, and budget to determine if it is beneficial to and demand of the position to 
determine whether the Park District has need to reorganize the Ddepartments or reassign 
responsibilities. within the division, department, or position in order to best serve the public and 
better utilize limited resources. The supervising staff shall present a justification for replacing the 
vacant position to their Departmentivision Superintendent and the Executive Director for approval. 
The justification statement must include the  anticipated starting salary range and budget 
implications for the position. All vacancies (full-time, part-time, and seasonal) will be The Park 
District will attempt to posted full-time position vacancies toon the Park District’s Facility bulletin 
boards and web site. Part-time and short-term openings are usually not posted, but a list of these 
positions, if available, may be obtained from the appropriate Supervisor or the Administration 
Office. The Park District may also recruit applicants for position vacancies from outside of the 
organization. 

Transfer and Promotion: Staff will be notified of all full-time open positions. Employees interested in 
a particular opening should apply, in writing, to  for the open position using the Park District’s 
website.  to the position's Ssupervisor or notify their immediate Ssupervisor.  All All transfers and 
advancement will be made on the basis of past performance, ability, attitude, aptitude and other 
relevant job-related criteria as determined by the Park District in its sole discretion. Whenever, in 
the sole discretion of the Park District, there are two equally qualified candidates, of which their 
educational background, experience, skills, ability to perform the essential duties of the job with or 
without accommodation, attitude and suitability for the job closely match, preference may be given 
to the Park District employee. Please Nnote, that employees requesting a transfer or promotion are 
subject to the same selection process and employment test requirements as outside applicants. 

Advertisement: All full-time personnel position openings will be advertised on various park district 
association websites and as well as the DeKalb Park District’s websitewebsite and may be posted on 
various employment websites as well.. Part- time and seasonal jobs may be advertised in a local 
newspaper at the discretion of the Executive Director. 

The Application Process: All full-time, part- time, and seasonal personnel candidates must submit a 
standard application via the Park District’s website, which utilizes the District’s applicant tracking 
software. to online. A cover letter and resume will be requested along with the application for 
vacancies related to management and administration positions, including the only when hiring the 
Executive Director, or a Department Superintendent, Manager, Supervisor, or Coordinator 
positionss. All application forms will be retained at the Administration Office. 

False or Misleading Information: The provision of false, incomplete, or misleading information in the 
employment application or other materials submitted in connection with an application or in 

Formatted: Strikethrough

Formatted: Strikethrough



 

7 
 

response to any questions, no matter when discovered, may result in a non-hire decision, rescission 
of an offer of employment, or dismissal of an employee. 

The Interview Process: Department Superintendent candidates who are considered primary 
candidates must be interviewed by the Executive Director prior to employment. Positions reporting 
directly to a Superintendent and are considered primary candidates may be interviewed by the 
Executive Director at his or/ her discretion.  

The Selection Process: The selection process involves an evaluation of the applicant's apparent 
qualifications for the position sought. This includes, but is not limited to, a review of the application 
materials, one or more interviews by video conferencing, phone or in person, verification of 
information obtained from the application or interview, checking of references, testing and/or any 
other means required to adequately evaluate an applicant's apparent qualifications and suitability to 
perform properly the necessary and essential functions of the particular position. Upon selection of 
a candidate for positions other than Superintendent, the Executive Director will notify the Board at 
the upcoming Board of Commissioners Meeting that ashe/he has made a job offer has been made.   
For Superintendent positions, the Executive Director will present the selected candidate for Board 
approval before a job offer is made. 

Notification of Acceptance or Rejection: The selected applicant will bemay be given a formal, written 
offer of employment which will include the job title, expected starting date, starting rate of pay and 
any other details related to the position. The offer of employment will be contingent upon the 
individual's successful completion of one or more pre-employment tests and criminal background 
checks applicable to the position. A copy of the offer letter, signed by the applicant's immediate 
supervisor, will be sent to the Human Resource and Payroll ManagerAdministration Office for 
inclusion in the employee's personnel file. This employment offer does not constitute an offer for an 
actual or implied employment contract and will not change or modify the at-will employment 
relationship between employees and the Park District. Candidates interviewed will must be notified 
in writing regarding the hiring decision  outcome.  

Minimum Standard for Employment: All new employees are subject to certain minimal standards for 
employment. Within three business days of the date employment begins, Park District employees 
are required to provide adequate documentation of their eligibility to work in the United States. All 
new employees will be required to furnish the Park District proof of citizenship or right to work by 
completing the Federal Form I-9 and providing appropriate supporting documentation within the 
first three days of employment. Employees must possess a valid driver’s license appropriate for any 
vehicle which may be operated in the course of performing job duties. Employees must be physically 
and mentally fit to perform assigned job duties with or without accommodations. 

Driver’s License Abstract:  Although employees are not generally required to have a driver’s license 
as a condition of their employment, any employee who may be expected to drive either their his 
personal vehicle or a Park District vehicle in the course of theirhis normal duties will be required to 
have a valid driver’s license with proper classification for the vehicle (s) the employee is expected to 
operate. Before such an employee has started work, and generally on an annual basis thereafter, the 
Park District will request a driver’s license abstract review from the Illinois Secretary of State’s office. 

Introductory Period:  Every individual selected for a full-time or part-time position with the Park 
District must successfully complete an introductory period of (6) months. (Including transfers or 
promotions) .Successful completion of the introductory period does not guarantee continued 
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employment for any specific period of time or otherwise create and employment contract between 
the employee and Park District. 

Violations of the Law: Police citations, summons to appear in court, or tickets for violations of the 
law issued to employees during the course of their duties as a Park District employee are the 
responsibility of the employee. The Park District shall not compensate an employee for expenses 
related to the citation, a summons or ticket, unless the Board determines that the citation, summons 
or ticket occurred within the scope of the Park District employee’s employment. 

Outside Work: All employees will be allowed to secure employment outside of the Park District 
provided it does not conflict with duties associated with their Park District employment. 
Superintendents shall not accept employment outside the Park District without first obtaining 
written permission from the Executive Director, and the Executive Director shall not accept 
employment outside the Park District without first obtaining written permission from the Board, of 
which permission shall not be unreasonably withheld provided such employment does not interfere 
with the discharge of their duties with the Park District nor create a conflict of interest. 

From time to time, Park District employees may be required to work beyond their normally 
scheduled hours. Employees must perform this work when requested. In cases of conflict with any 
outside activity, the employee’s obligations to the Park District must be given priority. Employees 
are hired and continue in the District’s employ with the understanding that the Park District is their 
primary employer and that other employment or commercial involvement which is in conflict with 
the business interests of the Park District is strictly prohibited. 

Further, employees shall not enter into any contracts with an individual or company for the 
performance of services while on duty or while using Park District vehicles, equipment, or other Park 
District property. No employee shall receive pay other than Park District pay, for performing services 
while on duty. 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting  
Revised on: 7/16/12 - DeKalb Park District Board Meeting  
Revised on: 9/17/15 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
Revised on: 6/17/21 – DeKalb Park District Board Meeting 
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1-6 POLICY ON CHILD LABOR LAW POLICY SAND: EMPLOYMENT OF MINORS 

The Park District complies with all Federal and Illinois Child Labor Laws regarding the employment of 
minors. A minor is defined as any employee under the age of 18.  All minors must obtain a work 
permit from their school district prior to beginning work. 

1. A “letter of intent to hire” must be obtained by the minor from the Park District. The letter 
will outline hours worked. The Park District will also provide the minor with a statement 
describing the specific nature of the work to be performed. 

2. The minor and parent or guardian must bring the letter and statement of work to an issuing 
officer at the minor’s school or school district to obtain the required work permit.All minors 
under age 16 must have an Employment Certificate before they will be allowed to work 
for the Park District. The Employment Certificates are issued by the Superintendent of 
Schools or a duly authorized agent. 

3. The issuing officer will review the criteria and verify the safety before issuing the work permit. 

2.  
3. For purposes of this policy, “School Day” means any day when school is in session and “School 

Week” means any week where one or more days are school days. 

4. 3. Federal and Illinois Child Labor Laws mandate the following hours restrictions for minors:at 
a minor cannot work the following hours: 

 When school is in session, minors under the age of 16 may work: 
o Up to 3 hours per day; 
o Up to 24 hours per week; and 
o The combined hours of school and work may not exceed 8 hours per day. 

 When school is not in session (including summer vacations, holidays, and weekends), 
minors under the age of 16 may not work: 

o More than 8 hours per day; 
o More than 6 days per week; and 
o More than 48 hours per week. 

 Allowed hours of work are at 7:00 am to 7:00 pm except between June 1st and Labor Day, 
when working hours may be extended to 9:00 pm. 

 A scheduled meal period of at least 30 minutes shall be provided no later than the 5th 
consecutive hour of work. 

 
a. During school hours when school is in session; 
b. More than six (6) consecutive days in a calendar week; 
c. Over forty (40) hours in a calendar week and over eight (8) hours a day when school is 

out; 
d. Earlier than 7 am and later than 7 pm, except from June 1 to Labor Day, when the minor 

may work up to 9 pm; 
e. Over three (3) hours a day when school is in session; 
f. Over eight (8) hours a day combining school and work; and 
g. Over eighteen (18) hours in a calendar week when school is in session. 
h. An unpaid meal period of at least thirty (30) minutes must be provided to minors no 

later than the fifth consecutive hour of work. 
5. Employees under age 16 are not permitted to supervise any part of the transportation of 

camp, field trips, or other Park District sponsored program participants to or from Park District 
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sponsored activities, including loading participants or materials onto a bus prior to departure, 
supervising the participants (or performing any other work) during the ride to and from the 
activity, and unloading participants or materials upon arrival at the activity or back at the point 
of departure. Employees underage of 16 are relieved of all duties during this time and are not 
to resume their duties until all participants and materials have been unloaded from the bus. 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-7 POLICY ON CRIMINAL BACKGROUND INVESTIGATIONS POLICY 

The Park District is required by state statute (70 ILCS 1205/8-23) to obtain criminal conviction 
information concerning all applicants and shall perform a criminal background check for applicants 
for all positions. Pursuant to statute, any conviction of offenses enumerated in subsection (c) of said 
stature  statute shall automatically disqualify the applicant from consideration for working for the 
Park District. Any other conviction (s) shall not automatically disqualify the applicant from 
consideration, but rather, the conviction (s) will be considered in relationship to the specific job and 
approved by the Eexecutive Ddirector. Applicants are not required to disclose sealed or expunged 
records or corrections. Applicants will sign the Park District’s National Background Screening 
Consent Form prior to the Park District conducting a background check.  

Applicants may be required to submit fingerprints and/or other identification or information in order 
to facilitate an investigation. All information concerning the record of convictions shall be 
confidential and will only be transmitted to those persons who are necessary to the decision 
process. 

The applicant or prospective employee is may be hired by the Park District as an introductory 
probationary employee, contingent upon the results of  the completion of a criminal background 
investigation. Consent to a background investigation by the Park District or its designated 
representative shall be a condition of employment. 

The Park District shall incur no liability as a result of refusing employment or terminating the 
employment of an introductory a probationary employee for whom a criminal background 
investigation reveals the conduct  a conviction as designated above. 

Adopted on: 7/14/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-8 PRE-EMPLOYMENT TESTING 

Various Ddepartments within the Park District may require different forms of tests, at the 
determination of the Departmentivision Superintendent or Executive Director, whenin  interviewing 
prospective employees to determine basic knowledge and skills that are job related. When 
necessary, all reasonable accommodations willshould be made to evaluate applicants with 
disabilities. 

The Park District requires all full-time employees and other positions deemed appropriate, to 
successfully complete a medical examination after a position has been offered to the employee, but 
prior to starting employment. This medical examination is necessary to determine if the employee 
can perform the essential functions of the job offered to them him or her with or without 
reasonable accommodations on the part of the Park District. 

Employees who are required to have a commercial driver’s license (CDL) for their position with the 
Park District will be tested in accordance with 3-17 Policy D.O.T Drug and Alcohol Procedures for CDL 
Employees. 

The Park District will also require drug testing for all applicants offered a full-time position with the 
Park District and other applicants based upon the position offered. A physician or clinic of the Park 
District’s choice and at Park District expense will perform the examination. Employees must consent 
to the disclosure of the physician’s findings, conclusions, and opinions to the Park District. 

The employee’s medical records will be maintained in a separate confidential file. Information 
contained in this medical file will not be released or disclosed without the employee’s written 
consent, by court order, or except to persons with a lawful right or need to know. 

Employees may be required to undergo subsequent medical examinations when such examinations 
are job-related and consistent with business necessity. Such examinations will be conducted under 
the same procedures and guidelines as outlined above for pre-employment medical examinations. 

Applicants determined unable to perform the essential duties of their position, with or without a 
reasonablean accommodation will not be hired, and employees determined unable to perform the 
requirements of their positions will be terminated. 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-9 POLICY ON AMERICANS WITH DISABILITIES ACT POLICY 

The Park District is committed to complying with all applicable provisions of the Americans with 
Disabilities Act (“ADA”). It is the Park District’s policy not to discriminate against any qualified 
employee or applicant with regard to any terms or conditions of employment because of such 
individual’s disability or perceived disability so long as the employee can perform the essential 
functions of the job. Consistent with this policy of non-discrimination, the Park District will provide 
reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who 
has made the Park District aware of theirhis or her disability, provided that such accommodation 
does not constitute an undue hardship on the Park District. 

The Park District will make all decisions concerning recruitment, placement, selection, training, 
hiring, advancement, discharge or other terms, conditions, or privileges of employment based on 
job-related qualifications and abilities. 

Employees with a disability who believe they need a reasonable accommodation to perform the 
essential functions of their job should contact theirhis or her  Departmentivision Superintendent. 
The Park District encourages individuals with disabilities to come forward and request reasonable 
accommodation. If an employee feels uncomfortable making an accommodation request to theirhis 
or her Departmentivision Superintendent or believes that the accommodation request was not 
properly handled, the matter should be reported to the Executive Director. 

Upon receipt of an accommodation request, an employee’s Departmentivision Superintendent and 
immediate Ssupervisor will meet with the employee to discuss and identify the precise limitations 
resulting from the disability and the potential accommodations available  to help overcome those 
limitations so that the essential job functions of the position can be performed. 

The Park District will determine the feasibility of the requested accommodation considering various 
factors, including, but not limited to the nature and cost of the accommodation, the Park District’s 
overall financial resources, the accommodation’s impact on the operation of the an employee’s 
Ddepartment, including the ability of other employees to perform their duties, and on the Park 
District’s ability to provide its services to the public. 

What is considered a reasonable accommodation will be based on evaluated on a case-by-case 
analysis. The Park District will inform the employee of its decision on the accommodation request or 
on how to make the accommodation. If the accommodation request is denied, employees will be 
advised of their right to appeal the decision by submitting a written statement explaining the 
reasons for the request. If the request on appeal is denied, theat decision is final. 

The ADA does not require the Park District to make the best possible accommodation, to reallocate 
essential job functions, to create new positions, or to provide personal personnel use items (i.e., 
eyeglasses, hearing aids, wheelchairs, etc.) 

An employee or job applicant who has questions regarding this policy or believes that they  he or she 
had been discriminated against based on a disability should immediately notify the Human Resource 
and Payroll Manager Finance Department or the Executive Director. All such inquiries or complaints 
will be treated as confidential to the extent permissible by law. 

Adopted on: 7/14/05 - DeKalb Park District Board Meeting  
Revised on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-10 POLICY ON EQUAL EMPLOYMENT OPPORTUNITY POLICY 

Equal Employment Opportunity has been, and will continue to be, a fundamental principal at the 
DeKalb Park District, where employment is based upon personal capabilities and qualifications 
without discrimination because of race, color, religion, sex, national origin, citizenship status, 
ancestry, age, marital status, physical or mental disability unrelated to an individual’s ability to 
perform the essential functions of the job, association with a person with a disability, unfavorable 
discharge from military service or military status, sexual orientation, genetic information, pregnancy,  
order of protection status, or any other category protected by state or federal law. 

In accordance with federal, state, and local laws, it is the policy of the Park District to provide equal 
employment opportunities to all qualified persons. All of our personnel policies, procedures and 
decisions pertaining to hire, promotion, transfer, layoff, rates of pay, discipline, discharge and other 
terms and conditions of employment are made and executed without regard to race, color, religion, 
sex, national origin, citizenship status, ancestry, age, marital status, physical or mental disability 
unrelated to an individual’s ability to perform the essential functions of the job, association with a 
person with a disability, unfavorable discharge from military service or military status, sexual 
orientation, genetic information, pregnancy, order of protection status, or any other category 
protected by state or federal law. 

The Park District willWe make reasonable accommodations when necessary for all employees 
and/or applicants with disabilities, provided the individual is able to perform the essential functions 
of the job with or without reasonable accommodation. Such individuals are encouraged to discuss 
their need for a reasonable accommodation with the Human Resource and Payroll Manager or 
Executive DirectorFinance Department. 

The Administration Finance Department has overall responsibility for this policy and maintains 
reporting and monitoring procedures. An eEmployee’s questions or concerns should be referred to 
the AdministrationFinance Department, which includes the Executive Director and Human Resource 
and Payroll Manager. If the employee is uncomfortable reporting to the Finance Department, the 
employee should report to the Executive Director.  Employees who are If the employee is 
uncomfortable reporting to the Administration Department Executive SuperintendentDirector, the 
employee should report to the President of the Board of Commissioners. 

Adopted on: 12/14/06 - DeKalb Park District Board Meeting  
Revised on: 1/9/09 - DeKalb Park District Board Meeting 
Revised on: 4/9/09 - DeKalb Park District Board Meeting 
Revised on: 12/10/09 - DeKalb Park District Board Meeting  
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-11 POLICY ON PREGNANCY DEISCRIMINATION POLICY  

The Park District prohibits and does not tolerate discrimination against anyone on the basis of 
pregnancy. The Park District will treat all applicants and employees who are pregnant in the same 
manner as any other applicant or employee with regard to job related functions, benefits, 
opportunities, and purposes. No person or employee, no matter their  his or her title or position, 
may discriminate against a pregnant employee or applicant. 

The Park District will not deny or remove a pregnant employee from a position because the 
employee is pregnant, considering pregnancy, or experiencing any pregnancy related problems. All 
decisions regarding a pregnant employee’s placement in or continuation in a job will be based on the 
same consideration that governs all employment decisions:- the employee’s ability to satisfactorily 
perform the essential duties of the job in question, with or without a reasonable accommodation. 

Employees who believe they need a reasonable accommodation to perform the essential functions 
of their  job as a result of pregnancy or childbirth should contact their appropriate 
Departmentivision Superintendent.  Employees may be required to provide medical documentation 
establishing the need for an accommodation or specific job-related restrictions, and the estimated 
length of time for which accommodation is needed. 

On receipt of an accommodation request, the Department Superintendent or Executive Executive 
Director or their his or her designee will meet with the employee to discuss and identify the precise 
limitations resulting from the pregnancy and the potential reasonable accommodations available.  

What is considered a reasonable accommodation will be evaluatedbased on a case-by-case analysis. 
The Park District will inform the employee of its decision on the accommodation request or on how 
to make the accommodation. If the accommodation request is denied, the employee will be advised 
of their right to appeal the decision by submitting a written statement explaining the reasons for the 
request to the Executive Director, whose decision will be final. 

If an employeeyou hasve a question, complaint, or problem related to pregnancy discrimination, 
they he or sheyou should relate such question, complaint, or problem to their  his or heryour 
Departmentivision Superintendent. Employees who If you feel uncomfortable doing so, or if 
theiryour Departmentivision Superintendent is the source of the problem, condones the problem or 
ignores the problem, should report to the Human Resource and Payroll Manager or the Executive 
Director. If neither of these alternatives is satisfactory, then an employee can direct  their his or her 
questions, problems, complaints, or reports to the President of the Board of Park Commissioners. 
Employees are not required to directly confront the person who is the source of the your report, 
question, or complaint before notifying any of those individuals listed. 

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 of Park Commissioners. 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. 

Policy  

Adopted: 12/14/06 - DeKalb Park District Board Meeting  
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-12 EMPLOYEE TRANSGENDER POLICY 
 
Discrimination Prohibited: 

This policy is designed to create a safe, inclusive working environment in which staff can be honest 
and open about who they are. It will act as a guideline; each situation that occurs will need to be 
evaluated on a case by case basis. It is the District’s policy to treat all of its employees with dignity 
and respect and to provide a workplace that is free of discrimination whether that discrimination is 
based upon race, color, gender (including pregnancy, gender identity, gender expression, gender 
change, gender orientation, gender stereotyping or transgender status), national origin, disability, 
parental status, political affiliation, genetic information, marital status, membership in an employee 
organization, age, reprisal, or other non-merit factors. All District employees are expected to 
conduct themselves in the workplace in such a manner that is consistent with their obligation to 
maintain a work environment that is free of discrimination, including discrimination that is based 
upon gender identity or perceived gender non-conformity. 

The following definitions are not provided to label individuals but rather to assist in understanding 
this policy and the obligations of Staff. These terms may or may not be used by transgender 
individuals to describe themselves.  

  

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

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

 “Transgender” describes people whose gender identity is different from their gender 
assigned at birth. 

 “Transgender Man” is a term used to describe an individual who currently identifies as a 
woman. 

 “Transgender Woman” is a term used to describe an individual who currently identifies as a 
man.  

 “Gender nonconforming” describes people whose gender expression differs from 
stereotypical societal expectations related to gender. 

 “Gender expression” refers to the way a person expresses gender identity to others, such as 
clothing, hairstyles, activities, voice or body characteristics, behavior or mannerisms.  

 “Transition” is the time when a person begins to live as the gender with which they identify 
instead of the gender that they were assigned at birth. This may include changing one’s 
name, dressing and grooming differently. Transitioning may also include such medical and 
legal aspects as taking hormones, having surgery or changing identity documents to reflect 
one’s gender identity. 
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Transitioning Employee Responsibilities 
Any employee planning a transition should notify the employer at least sixty (60) days prior to the 
planned transition so that the employer can prepare a transition plan and address the necessary 
logistics of the transition. Employees may speak with their direct supervisor, human resource 
manager or upper level administrative staff. Remember the employer may not be educated about 
what an employee may need during the transition time. The employee should be prepared to 
educate the employer to the best of their ability.  
 

Co-Worker Responsibilities 

Be open, honest and supportive. If a co-worker is divulging information confidentially, be sure to 
keep the information confidential. Feel free to ask questions and allow the co-worker to educate 
you, but only do so if the co-worker expressed a willingness or desire to speak about the transition 
or gender identification. Employees shall not question other employees about suspected gender 
identity issues. Employees should use the appropriate male or female pronouns and the appropriate 
name is all official and unofficial communications. Employees must also be aware of the District’s 
anti-harassment and discrimination policies. Co-workers must remember that discrimination based 
upon gender identity or express is prohibited by the District. This prohibition applies not only to 
discrimination but also to harassment based upon an individual’s gender identity or expression, as 
part of the prohibition based on gender. Failure to adhere to the District’s non-discrimination policy 
may result in disciplinary action up to and including dismissal. If a co-worker is uncomfortable the 
District can assist them in learning more about the transition process or transgender issues in 
general. 

District Responsibilities 

The District will remain supportive of a transitioning employee and his/her needs. The District 
enforces its non-discrimination policies uniformly.  

The District, its managers and supervisors are prepared to listen and be open-minded to 
transgender, non-conforming and transitioning employee issues. Conversations will be kept 
confidential from anyone who is not directly involved with the issues. 

Personnel Documentation 

All Employees should be in the payroll system with their assigned gender and legal name. Once an 
employee has proof of changing their gender marker in the Social Security Administration records it 
may be changed in payroll. Health insurance records should also include the assigned gender until a 
medical provider approves the affirmed gender to be used. However, preferred names can be used 
for name tags, phone lists and other internal documents. The District will make every effort to 
recognize a transgender employee’s preferred name. 

Names/Pronouns 

Employees should be addressed by a name and pronoun that corresponds to their affirmed gender. 
This name does not need to be the name under which the person is employed. Intentional or 
persistent refusal to respect an individual’s gender identity through the use of names and pronouns 
not correlated with the affirmed gender is a violation of this policy and may lead to disciplinary 
action up to and including dismissal.  
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Restroom/Locker Room Accessibility  

Once a transitioning employee begins living and working full-time in the gender that reflects the 
employee’s gender identity and presentation, the employee may choose to use the restrooms and (if 
provided to other employees) locker rooms that correspond to the employee’s full-time gender 
identity. Reasonable accommodations which provide access to restrooms or locker rooms may be 
necessary to ensure the privacy, dignity, and respect of all employees. The objection of co-workers 
to a transgender or non-conforming gender employee using the same restroom or locker room 
facility shall not be the basis for denying the transgender or non-conforming gender employee use of 
that facility. Rather, the District may designate a different restroom or locker room facility for the 
objecting co-worker if available and reasonable.  

Dress Code 

Transgender and non-conforming gender individuals are entitled to dress as their affirmed gender 
within the District dress code. A transitioning employee’s attire should remain professional and in 
conformance with required District dress code standards. Dress codes shall be applied to all 
employees equally. 

Discrimination/Harassment 

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

Adopted on: 3/16/17 – DeKalb Park District Board Meeting 
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1-13 POLICY ON PARK DISTRICT PROPERTY POLICY 

Employees should understand, that while certain Park District property such as desks, locker(s), 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. 

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 premises. 

The Park District reserves the right to inspect an employee’s office, desk, files (electronic and paper), 
locker(s), District-issued computer/laptop and cell phone (including text messages), email, or other 
area or article on Park District premises. As noted above, all lockers, offices, desks, telephones 
(including District-issued cell phones), computers/laptops, 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 Administrative Staff of the Park 
District. The Park District is not responsible for the loss of personal property. 

Employees working on Park District premises or entering or leaving the premises who refuse to 
cooperate in any 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. 

Adopted on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting 
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1-134 MODIFIED DUTY PROGRAM POLICY 

The District is committed to providing employees with available, reasonable opportunities to 
maintain career and employment status and benefits. To thisat end, the Districtwe hasve developed 
a Modified Duty Program for employees who have sustained injuries or illnesses arising out and in 
the course of their employment with the Park District (“work related injury”). The Park DistrictWe 
believes feel that a Modified Duty Program is mutually beneficial and may aid in the employee’s 
recovery. 

The purpose of the Modified Duty Program  is to provide a temporary modified work assignment, 
when feasible, available, and applicable.  The feasibility of Modified Duty will be determined atin the 
sole discretion of the Park District. Noncompliance or failure to cooperate with the Modified Duty 
Policy may result in a reduction of workers compensation benefits, and possible disciplinary action, 
up to and including dismissal.. 

For purposes of this policy, the following definitions apply: 

“Park District Employee” means any individual who is employed by the Park District in a valid, 
authorized position. 

“Modified Duty Program” is a temporary assignment of duties to a worker with an occupational 
injury or illness whose doctor indicates that the worker may return to work subject to specified 
restrictions, and who has not yet reached a level of maximum recovery enabling the employee to 
return to regularly assigned duties. Modified duty may only be applicable to those employees who 
are eligible for temporary total disability benefits under the Illinois Workers Compensation or 
Occupational Disease Acts (hereafter “Acts”) or whose asserting that their injury or illness is 
compensable under the Acts. 

“Occupational Injury or Illness” means and injury or illness arising out of and in the course of the 
employee’s employment and compensable under the Illinois Workers’ Compensation Act or 
Occupational Disease Act. All claims for workers compensation benefits are subject to initial and 
continuing investigation. 

Policy Objectives 

1. To return occupationally injured or ill employees to work as soon as possible provided there 
is not a probability of re-injury or aggravation of an injury/illness to themselves, and the return 
to work does not directly or indirectly adversely jeopardize the safety of others or is otherwise 
potentially detrimental to the Park District. 

2. To minimize financial hardship and emotional stress to the employee who has sustained an 
occupational injury. 

3. To assist employees in returning to work at a level close to their pre-injury earnings and 
productivity. 

4. To retain qualified and experienced Park District employees. 
5. To further the Park District’s commitment and obligation to provide recreational programs, 

services, and facilities to the public. 

Program Requirements: 

1. Employees may be designated assigned to a Modified Duty assignment when temporarily 
unable to perform the essential functions of their regular position due to occupational injury 
or illness, provided that the Modified Duty assignment fulfills a job function (s) useful to the 
Park District and is within limitations set by treating and/or evaluating physicians. Modified 
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Duty assignments will not create a new job, but instead will incorporate or modify an existing 
position on a temporary basis. The assignment may include duties anywhere within the Park 
District. 

2. A time limit will be established on a case-by-case basis for the length of time that modified 
duty will be made available. This time limit shall be subject to review and revision at the sole 
discretion of the Park District. 

3. The Park District will compensate an employee on modified duty at the employee’s regular 
pay rate if possible. If this is not possible and if the injury/illness is compensable under the 
workers’ compensation laws the employee will be compensated no less than 2/3 of what the 
employee’s average weekly regular wage (excluding overtime) was prior to the accident, 
injury, or illness. Compensation may be made by the Park District and/or the Park District’s 
workers’ compensation coverage provider. 

4. There should be regular communication among the Human Resource and Payroll 
ManagerFinance Department, the employee’s immediate Ssupervisor, the physician, and 
workers’ compensation coverage provider throughout the course of treatment and recovery. 

Employee Responsibilities: 

It is the employees responsibility to participatents in the Modified Duty program as assigned by:; 
reporting any problems with Modified Duty assignment to their immediate Ssupervisor; to promptly 
notifyingy ies the immediate Ssupervisor of any and all changes or modifications to the employee’s 
work restrictions; providinges all original copies of physician releases and reports and all medical 
records and forms to the Human Resource and Payroll Manager Finance department promptly when 
received; and if an employee you isare asked to complete a task that they you cannot complete or in 
any way adversely affects their your injury/illness, the employeeyou must immediately notify the 
person who assigned them you the task. In addition, if an employee’syour injury/illness requires that 
them you to see a physician for subsequent visits for the same injury, the employeeyou must inform 
their your immediate Ssupervisor prior to any and all appointmentsvisits (except in emergencies), so 
the employee’s your immediate Ssupervisor can complete the necessary forms and make the 
necessary make arrangements for the employee’syour absence if they you must visit the doctor 
during your working hours. If an employee’syour immediate Ssupervisor is unavailable, they you 
must contact the Ssupervisor at the succeeding level of authority in the employee’syour 
Ddepartment/agency. 

In order to avoid disruption of Park District operations, employeesyou should attempt to schedule 
doctor’s appointments during non-work hours. Please note, under the Illinois Workers’ 
Compensation Act (820 ILCS 305/12), the Park District may ask an employee entitled to receive 
disability payments under the Act to undergo an examination by a duly qualified medical practitioner 
or surgeon selected by the Park District at any time and place reasonably convenient to the 
employee to determine, for the purpose of determining the nature, extent, and probable duration of 
the injury received by the employee, and for purposes of to ascertaining the amount of 
compensation which may be due to the employee from time to time for disability according to the 
provisions of the Act. 

An employee who declines a Modified Duty position, which is within the limitations, as 
determined by the treating or evaluating physician, may be subject to disciplinary action and 
possible dismissal. The employee may also lose eligibility for workers compensation benefits. 

Periodic review maywill be conducted while an employee is onno Modified Duty status to determine 
the appropriateness and reasonableness of continuing the employee in the assignment. A review 
may be conducted at any time. 
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Procedure: 

The Departmentivision Superintendent is typically responsible for the management of employees on 
Modified Duty status. They He or she may also coordinate Modified Duty assignments with the 
Human Resource and Payroll Managerother departments and the Finance Department. Each 
Departmentivision Superintendent is responsible for maintaining an updatedkeeping a list of 
Modified Duty assignments and communicating any changes to the Modified Duty list to the Human 
Resource and Payroll Manager. 

When an employee is injured, the attending physician will be asked to complete a Physician’s 
Evaluation of Functional Capabilities Form. This fForme, sent to the physician by the  Department 
Superintendent or the Human Resource and Payroll Manager, Finance Department will requests a 
list of the duties the employee is capable of performing and any physical limitations he or she may 
have. This information must be returned by the employee to the Human Resource and Payroll 
ManagerFinance Department, who will contact the employee’s Departmentivision Superintendent. 
The Departmentivision Superintendent will assign Mmodified Dduty to the employee, if possible or 
applicable. 

In some cases, Ddepartments may not have any available Modified Duty tasks. If so, the Human 
Resource and Payroll ManagerFinance department will be contacted to work with other 
Ddepartments to arrange Modified Duty assignments in their facility/program. 

All Modified Duty aAssignments are subject to continuing review of the existing medical restrictions 
of the employee, as well as Ddepartmental needs.  Departments will continue to develop and 
coordinate appropriate duty assignments with the Human Resource and Payroll ManagerFinance 
Department and monitor ongoing medical status and work adjustments. 

While the Park District is committed to an appropriate Modified Duty Program, it cannot guarantee a 
Modified Duty Assignment in every instance. Generally, a Modified Duty Assignment will last no 
more than 12 weeks, unless extended by the Executive Director. or the Finance Department.  

Employees will be compensated at the pre-determined rate of pay while performing Modified Duty 
assignments, including time necessary to report to a physician’s office for further review. Time 
above and beyond that which is necessary for the doctor’s visit, including reasonable transportation 
time, will be charged against the employee’s available personal or other time off. If the employee 
does not have any available time, he or she will receive compensation be compensated for such time 
only to the extent required by law. 

Justification: Benefits the employee and the District when there is injury.  

Adopted on: 12/14/06 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-145 POLICY ON PERSONNEL FILES POLICY 

A personnel file will be established for each employee and will be maintained in a secured location 
at the Aadministrative offices of the DeKalb Park District. The Human Resource and Payroll Manager 
is the primary custodian of employee personnel files. All pertinent employment information and 
forms, including without limitation, employment application, references, evaluations, 
commendations, disciplinary actions, and other employment records will be contained in this file. 

The following information will be retained in files segregated from employee personnel files: 

 Medical records or records containing medical information (such as leave requests, requests 
for accommodation, and doctor’s notes explaining an absence) must be kept in separate files 
under the ADA. 

 Sexual harassment investigation documentation except those documentsat memoranda 
which presentdocumenting the results of the investigation, whether the accused is disciplined 
or not, should be kept in the file of the accused. Nothing related to the complaint, the 
investigation, or the results of the investigation will be kept in the complaint’scomplainant’s 
file. 

 I-9 forms and supporting documentation. 

 Written records of grievances/complaints. Where the grievance involves or implicates an 
employee’s medical condition, the file containing the grievance should be maintained with 
any other medical files. 

 Documents concerning employment-related lawsuits or charges. 

Employee personnel files are the property of the DeKalb Park District; however, the Illinois 
Personnel Records Review Act requires that the Park District to allow employees to review their 
personnel records. The rights under the Act are conferred to current employees, laid-off employees 
subject to recall, employees on a leave of absence, and former employees terminated within the 
preceding year.  

Employees are entitled to two (2) inspections of their current records, at reasonable intervals, within 
a calendar year, unless a collective bargaining unit agreement provides otherwise. An employee may 
review theirhis or her personnel file by contacting the Human Resource and& Payroll Manager who 
will provide the appropriate request form. to complete. In the absence of the Human Resource and& 
Payroll Manager, the Executive Director should be contacted. 

The Park District will respond to the employee’s request to review personnel records within seven 
days of receiving such requestit, subject to an additional seven days if the District is unable to 
establish that it cannot comply within the initial seven-day period. The inspection will take place 
during regular business hours in the office of the  Human Resource and& Payroll Manager. If an 
employee disagrees with a personnel record and the District does not agree to change or remove it, 
the employee may attach a written statement of theirhis or her position to the record. 

The employee does not have the right to remove the original records from the file but may obtain 
copies of these records. The District may charge a reasonable fee; not exceeding the actual cost, if 
the documents are were commercially copied. 
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The DeKalb Park District will provide a written notice to an employee prior to when disclosing any 
personnel record to a third party, with the exception of agents of the DeKalb Park District, as 
provided in the Illinois Personnel Records Review Act if the documents are provided in a legal 
proceeding, or to a governmental agency, or if the employee waiveds the notice requirement. 

It is to an employee’s advantage to see that that all of theirhis or her personnel records are accurate 
and up to date. An employee is responsible for and must promptly advise the Park District of any 
changes in: 

 Name  

 Address and/or telephone number 

 Number# of eligible dependents 

 W-4 deductions 

 Person(s) to contact in case of emergency 

 Other personal information that the Park District needs to know to contact the employee or 
properly administer its benefits programs or general operational concerns 

 Immigration status (if eligibility for employment in the United States is affected). 

Employees should immediately notify the  Human Resource and& Payroll Manager of any changes in 
pertinent information. 

 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 07/13/10 - DeKalb Park District Board Meeting 
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-156 POLICY ON SEPARATIONS 

Employment with the Park District is on an at-will basis. This means that both employees and the 
Park District have the right to terminate employment at any time with or without cause or notice. 

Lay Offs: The Park District may, in its sole discretion, reduce the number of employees in any given 
department area at any time. Employees may be laid-off whenever there is a lack of work, lack of  or 
funds,  or a change in functions that directly or indirectly creates a surplus of employees for the 
workload of the Park District. Although the Park District is under no obligation to do so, every 
reasonable effort will be made to transfer full-time employees to another Ddepartment rather than 
laying them off. When this is impractical, the Departmentivision Superintendent will consider 
seniority, among other factors, where qualifications, ability, attitude, and performance factors are 
substantially the same in determining whom to lay off. The District Members of the collective 
bargaining unit will follow the lay-off procedures identified in the Collective Bargaining Agreement 
for collective bargaining unit members. 

Resignations:  As an Aat-will employees, an employee you may resign their his or heryour position 
with the Park District at any time, with or without notice or cause. However, the Park District 
requests that an employee give theirhis or her immediate Ssupervisor sufficient notice of an 
intention to resign to enable the Park District to minimize Ddepartmental hardship and to make 
proper provisions for the filling of the position. The Park District requests that a resigning employee 
give written notice to theirhis or her immediate Ssupervisor at least ten (10) working days prior to 
the last workday; however, twenty working days’ notice is preferred. (vacation days or personal days 
may not be included in the ten10- day notice period) The employee may leave anytime during the 
ten (10) days with the immediate Ssupervisor's consent and remain in good standing. If the 
employee fails to resign in good standing,  continue to work for ten (10) days or otherwise fails to 
receive consent to leave prior to ten (10 days), theyhe or she may not be eligible for rehire unless 
good cause for leaving early is demonstrated. Seasonal Short-term employees will not be in good 
standing or eligible for rehire if they leave their employment before the end of their assignment 
without good cause for leaving early. 

Retirement: Employees may retire for the purpose of collecting retirement or Social Security. An 
employee intending to retire should contact the their Department Superintendent or the Human 
Resource and Payroll Manager Administration Office so that the appropriate paperwork can be 
completed in a timely manner. 

Return of Park District Property: Before officially separating from the Park District's employment for 
any reason, an employee must return all Park District property, including without limitation vehicles, 
tools, keys, District issued laptops and cell phones, uniforms, equipment, Districtand identification 
cards, credit cards, and insurance cards. District phones must be reset, or passwords given to the 
Human Resource and & Payroll Manager.  An employee may be held responsible to reimburse the 
Park District for costs associated with lost or damaged property.  

Upon Separation of Service: Upon separation, unused earned vacation leave will be paid to the 
employee or the employee’s heirs at theirhis or her rate of pay as of the separation date. The 
employee’s health insurance may be continued under applicable law. The Executive Director or 
designee will provide the employee with the appropriate information when he or she separates from 
the Park District. 

References: Information provided by the Park District in response to requests for employment 
references will generally be limited to the employee’s starting date, ending date, job title, and job 
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description. An employee should complete and deliver a written release to the Park District, in the 
form required by the Park District, before any additional information will be provided. 

Exit Interview: Every effort will be made by the departing employee's immediate Ssupervisor  or 
Ddepartment Superintendenthead  to conduct an exit interview when separating from the Park 
District. On or before the employee’s last day of employment, the employee is required At this 
meeting, the employee is required to return all Park District property not previously returned, such 
as nametags, keys, security cards, and all other Park District property. Additionally, the employee 
should speak with the  Human Resource and& Payroll Manager regarding required completion of 
forms for insurance continuation, IMRF, and other termination related matters. 

Adopted on: 11/10/05 - DeKalb Park District Board Meeting  
Revised on: 3/16/17 - DeKalb Park District Board Meeting
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1-17 POLICY ON GRADE AND SALARY SCHEDULE 
 

The Park District Board haves adopted the DeKalb Park District Pay Grade Schedule which consists of 
10 separate grades.  (sSee attached). The minimum and maximum compensation for each grade will 
be established by the Board of Commissioners. Compensation will be determined based on the 
relative difficulty and responsibility of the position; prevailing rates of pay for similar employment in 
the private sector; and pay rates in other districts of comparable size and complexity; along with the 
financial ability of the Park District to balance salary and other benefits against other obligations. The 
Park District Pay Grade Schedule shall be uniform, equitable, and administered on a non-
discriminatory manner. 

 
Starting sSalaries may be no higher than 120% of the minimum starting salary for that position. 
Starting salaries higher than 120% of the minimum must receive Board approval. 

 
Salary increases within appropriate grades shall be given as a result of the employee’s written 
performance evaluation prepared by the employee’s immediate Supervisor and approved by the 
Executive Director. exhibited by the employee since the last pay increase, as well as available funds. 
Each employee shall be evaluated by his immediate supervisor, on the appropriate evaluation form 
and reviewed by the Executive Director. Other adjustments to an employee’s wage are subject to 
approval by the Executive Director. 

 
Adopted on: 1/9/08-DeKalb Park District Board Meeting 
Revised on: 2/9/12-DeKalb Park District Board Meeting 
Revised on: 9/17/15-DeKalb Park District Board Meeting 
Revised on: 1/11/17-DeKalb Park District Board Meeting 
Revised on: 9/21/17-DeKalb Park District Board Meeting 
Revised on: 1/22/20-DeKalb Park District Board Meeting 
Revised on: 4/15/21-DeKalb Park District Board Meeting 

Formatted: Strikethrough

Commented [JSJ3]: MOVE TO SECTION 2 

Commented [Kf4]: This should be based on the 
employee’s  written performance evaluation that has been 
approved by the Executive Director. 

Commented [MC5R4]: Agreed. 



 

28 
 

DeKalb Park District Pay Grade Schedule 
 

FLSA Classification: NE (non-exempt, overtime pay eligible), E (exempt,  not eligible for overtime 
pay) 

 
Grade FLSA Position Title 

1 NE Parks Maintenance Level I Staff 

1 NE Facility Maintenance Level 1 Staff 

2 NE Parks Maintenance Level II Staff 

2 NE Facility Maintenance Level II Staff 

2 NE Golf Maintenance Level II Staff 

3 NE Parks Maintenance Level III Staff 

3 NE Accounting & Administrative Assistant 

3 NE Recreation Office Coordinator 

3 NE Golf Maintenance Assistant Superintendent 

3 E Aquatics Coordinator 

4 NE Parks Maintenance Team Leader Staff 

4 E Golf Clubhouse Operations Manager 

4 E Golf and Rental Facilities Operations Manager 

4 E Human Resource and Payroll Manager 

4 E Athletic Coordinator 

4 NE Mechanic 

4 E Marketing Coordinator 

5 E Recreation Supervisor 

5 E Parks Supervisor 

5 E Golf Maintenance Superintendent 

5 E Athletic Supervisor 

7 E Superintendent of Finance and Administration 

7 E Superintendent of Parks and Development 

7 E Superintendent of Recreation and Facilities 
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7 E Superintendent of Golf 

8 E Hold for Restructuring 

9 E Hold for Restructuring 

10 E Executive Director 
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1-18 POLICY ON COMPENSATION INCREASE LIMITATIONS POLICY 

Notwithstanding any other policy or practice to the contrary, the Park District recognizes that 
compensation increases paid during the final years of employment with the purpose of increasing a 
participant's pension beyond the limitations of section 7-116 of the Illinois Pension Code, as 
amended from time to time, are not compatible with good pension plan administration and may be 
one cause of pension plan underfunding. Therefore, all compensation increases authorized or 
granted to Park District employees in their final years of employment as defined in the Pension Code 
will not exceed the limitations defined by that statute for the purpose of increasing a participant's 
pension beyond the limitations of 7-116. This prohibition includes, but is not limited to, payment of 
accrued but unused vacation or other benefit time prior to an employee’s actual date of retirement 
or separation, payment of a bonus at retirement, as well as granting a wage increase which exceeds 
the statutory limitations when not the result of a promotion or transfer to a new position, or 
pursuant to an employment or collective bargaining agreement entered into prior to February 1, 
2012. Any practice or other policy which is contrary to this policy is void as of the date of adoption of 
this policy. 

Adopted on: 3/16/17 - DeKalb Park District Board Meeting
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1-189 PERSONNEL ACTION FORM POLICY 

Purpose 

The purpose of this policy is to establish procedures for the documentation of personnel action 
requests for all Park District employees. 

Policy 

It is the policy of the District that the The Personnel Action Form (PAF) shall beis the official District 
document to initiate new personnel actions, personnel and payroll related changes, and 
employment separations. 

PAF’s are required to document approval of newly hired or rehired employees, pay changes, position 
changes, suspensions, or separations. The employee’s immediate Supervisor, Department 
Superintendent, or the Human Resource and Payroll Manager are responsible for preparing PAF’s. 
All PAF’s must be approved by the Executive Director or Designee prior to initiating the desired 
personnel action. Completed PAF’s are kept in the employee’s personnel file. PAF’s are required to 
be signed by the employee, employee’s supervisor, Department Superintendent, and Executive 
Director.     

Responsibilities 

a. It is the responsibility of the hiring supervisor to prepare all Personnel Action Forms. 
b. It is the responsibility of the Department Superintendent to approve all Personnel Action Forms 

and is responsible to ensure all personnel actions fall within District Policy and appropriate pay 
ranges. 

c. It is the responsibility of the Executive Director or Human Resource designee to process all 
Personnel Action Forms and to maintain completed Personnel Action Forms for all district 
employees. 

Procedures 

1. Departments are required to submit a Personnel Action Form to the Executive Director to initiate 
new personnel actions and to process personnel change actions. 

2. All Personnel Action Forms must be completed and approved by the Executive Director or 
Designee prior to initiating the desired personnel action. 

 

Adopted on: 08/14/2014 – DeKalb Park District Board Meeting 
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1-20 ANTI-NEPOTISM POLICY 

The employment of relatives can cause various problems, including charges of favoritism, conflicts of 
interest, family discord, and scheduling conflicts that working to the disadvantage of both the Park 
District and its employees. Therefore, it is the policy of the DeKalb Park District not to hire a close 
relative of any current full-time employee, or regularIMRF part-time employee if employment would 
create a direct or indirect Ssupervisor/subordinate relationship between close relatives, or if it will 
create an actual conflict of interest, or the appearance of a conflict of interest. 

Similarly, employees may not be assigned, transferred, or promoted to a position if it will create a direct 
or indirect Ssupervisor/subordinate relationship between close relatives, or if it will create an actual 
conflict of interest, or the appearance of a conflict of interest. 

For the purpose of this policy, the term “close relative” includes the following relationships: whether 
established by blood, marriage, or other legal action: mother, father, husband, wife, civil union partner, 
son, daughter, sister, brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, 
daughter-in-law, step-parent, half-sibling, step-childstepchild, grandparent, grandchild, aunt, uncle, 
niece, nephew, and members of household. It also includes individuals in a romantic relationship 
(Employees must Please review the District’s Policy on Romantic or Sexual Relationships [Policy 3-12]). 

When a situation occurs which results in a violation of the anti-nepotism policy (whether because of the 
marriage or, civil union of two employees, or some other circumstance), attempts may will be made to 
adjust the working environment to avoid these conditions. If adjustments cannot be made to the 
satisfaction of the Park District, one or both of the individuals may be subject to reassignment or 
termination. 

Relatives of current full-time or regularIMRF part-time employees may work for the District in seasonal 
positions in effort to increase the available workforce of responsible Ppark Ddistrict employees. Any full-
time or regularIMRF part-time employee’s relation must go through the standard hiring process 
including an application, interview, and reference checks. The seasonal relation cannot work in  the 
same Ddepartment as their full-time or regularIMRF part-time relative and may not involve any of the 
conditions sited above. Additionally, the relationship must be noted on a Personnel Action Form and the 
full-time or regularIMRF part-time staff member must sign an agreement stating there will be no 
interference in the employment of the seasonally employed relative. Relatives of Park Board 
Commissioners are only eligible for employment in a position to not extend beyond seasonal 
employment. Relatives of the Executive Director are not eligible for any employment. 

Exception: This policy does not apply to full-time and IMRF part-time employees employed at the 
District as of March 1, 2015. However, if an employment relationship develops with employees falling 
within this pre-March 1, 2015 exception and (a) creates a supervisor subordinate relationship; (b) has 
the potential for creating an adverse impact on work performance; or (c) creates either an actual 
conflict of interest or the appearance of a conflict of interest, the District will require one of the two 
effected employees to resign or otherwise be terminated. 

Adopted on: 2/12/15 – DeKalb Park District Board Meeting 
 

 



SUBJECT:  Action on Security Camera Change Order for Hopkins Park Shelter 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
During the April 28, 2022, Board of Commissioners Meeting, the Board approved the contract with 
Security 101 in the amount of $105,979, for the implementation of new security cameras and keyless 
door entries.  Security cameras were to be installed at the following locations Hopkins Community 
Center, Hopkins Park Shelter, Lions Shelter, and Welsh Park.  Security 101 has begun running wires at 
Hopkins Community Center for the keyless entry and security camera sytstem. The next location to have 
wires ran will be Hopkins Park Shelter. Additionally, Security 101 has been reviewing the visual coverage 
of the security cameras.  

When reviewing the visual coverage for the security cameras, at Hopkins Park Shelter, the cameras do 
not cover the west and east sides of the building. This includes the bathrooms on the west corner. 
Recently we have been experiencing vandalism to these bathrooms. Security 101 recommends installing 
two additional cameras, one at each side of the building. By adding the cameras, this will increase the 
visual coverage to include the west and east sides of the building. This change order will increase the 
overall project by $3,449.94. 

RECOMMENDED ACTION: Staff recommends the Board of Commissioners to approve the change order 
for two additional security cameras at Hopkins Park Shelter in the amount of $3,449.94 to Security 101, 
of Libertyville, IL. 

1 2 Y  N 1 2 Y N 
President Patrick Fagan Commissioner Gail A. Krmenec 
Commissioner Dag Grada Commissioner Joel French 
Commissioner Phil Young 

Board of Commissioners Meeting 

Agenda Item, VI.b. 
May 26, 2022 







SUBJECT: Ellwood Mansion Project 1879 Discussion 

SUBMITTING DEPARTMENT: Parks 

Board of Commissioners Meeting 

Agenda Item, VII.a.
May 26, 2022 

BACKGROUND INFORMATION: 
In 2017, the Jeffris Family Foundation granted the Ellwood House Association $75,000 for the creation of 
a Historic Structures Report for the Ellwood Mansion. This comprehensive report provided a complete 
history of the mansion along with detailed drawings, photos, and cost estimates for necessary 
restoration work. Upon completion of the report in 2018, the foundation offered $325,000 towards 
phase 1 of the restoration work, provided local fundraising could come up with $650,000 within three 
years. The Project 1879 campaign was created and was a huge success, with the necessary money plus 
more raised in just over one year. The Park District was responsible for $120,000 of that number which 
was budgeted last year for the A&E work which is nearing completion by Sullivan Preservation. 

The total construction budget after fundraising was set at $1,150,000. The main objectives outlined for 
Project 1879 include restoration of the 1st and 2nd floor hallways and rotunda to their original 1879 
colors and stenciling, replacement of the remaining old style electrical wiring, restoration of the dining 
room, living room, and library, repair of the upper balustrades, the addition of geothermal air 
conditioning to the 3rd floor, restoration of the conservatory, as well as some general plumbing and 
electric. The complete list of proposed elements and costs has been included in your packets. 

Due to current markets, several items needed to be pushed from the initial scope of work to later 
phases in order to meet our construction budget. Some of the elements include restoration of the 
bedrooms on the 2nd floor, restoration of the original frescoes in the rotunda dome, laundry room ADA 
access, and air conditioning to the 2nd floor. A complete list has been included in your packets for 
review. 

The Jeffris Family Foundation has signed off on the proposed scope of work and Sullivan Preservation is 
currently preparing several bid packages covering the various disciplines which will be coming before 
you for approval in the coming months. Brian Reis, Executive Director of the Ellwood House Association, 
will be in attendance at the meeting to provide a short presentation and slides outlining the project and 
to answer any questions you may have. 



SUBJECT: EC Design Group, Ltd. 

SUBMITTING DEPARTMENT: Golf 

BACKGROUND INFORMATION: 

Board of Commissioners Meeting 

Agenda Item, VII.b.
May 26, 2022 

During the April 28, 2022, Board of Commissioners Meeting, the Board approved the contract to hire EC 
Design Group, Ltd. to design the new irrigation system for River Heights and Buena Vista golf courses. 
Larry Collins, V.P. Field Operations for EC Design Group, Ltd., will be attending the May 26, 2022, Board 
of Commissioners Meeting to discuss the steps for design and installation of the new irrigation systems. 
Larry will be meeting with staff prior to the meeting for a tour of the courses to gain input on specifics 
aspects to be included in the design phase of the irrigation systems. After completion of the design 
phase, a cost estimate will be generated. Questions related to each phase of the projects and the 
project timeline provided by EC Design will be answered during the meeting. 



Board of Commissioners Meeting 

Agenda Item, VII.c.
May 26, 2022 

SUBJECT: Discussion Contract with Larson and Darby for Professional Architectural and Engineering 
Services 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
During 2020, the District contracted Larson and Darby teamed with Counsilman Hunsaker to conduct a 
Hopkins Pool Study. The team of Larson and Darby with Counsilman Hunsaker last presented during the 
December 17, 2020, Park Board of Commissioner’s meeting where they presented a fourth option of 
renovation titled the “Hybrid Option.” The Board was receptive of this design but it was never formally 
approved. 

When staff presented the FY23 Budget at the January 8, 2022, Board of Commissioners meeting, staff 
allocated $700,000 for architectural and engineering services. This amount was generated from the 
preliminary budget for the “Hybrid Option” as presented to the Board a year prior. At the March 10, 
2022, meeting the Board formally approved Ordinance 22-02: Budget and Appropriation Ordnance for 
the Fiscal Year Beginning March 1, 2022, Ending February 28, 2023. This included the amount of 
$700,000 for the architectural and engineering services for DeKalb’s Community Pool. 

Following the approval of the FY23 Budget staff engaged with Larson and Darby to prepare a proposal 
for the next steps. When discussing with Larson and Darby, the first step of the process is to formally 
create and approve a renovation design. Staff informed Larson and Darby that the District is looking to 
establish a public advisory committee to assist with the next steps regarding the pool. With Board 
approval, if an advisory committee was established, Larson and Darby would be present during these 
meetings to engage with the advisory committee members to ensure feedback is received to create a 
design which meets the needs of our residents. 

Following our meeting, Larson and Darby generated a proposal for professional services. Their proposal 
begins with Schematic Designs, to finalize a renovation design, and concludes with Construction 
Administration. Below represents the five proposed professional services: 

1. Schematic Designs
2. Design Development
3. Construction Documents
4. Bidding/Procurement Phase
5. Construction Administration



Larson and Darby’s proposal is based off of the timeline where the District, will bid the pool renovation 
project in early 2023, begin construction in August of 2023, and finish construction in early summer of 
2024.This timeline is subject to change due to the District’s ability to secure funding for the project. The 
District will be invoiced at the end of each phase and reserves the right to stop the project at any time. 

Larson and Darby’s proposed pricing is 8% of the overall construction cost and have preliminarily used 
the overall construction cost of $8 million, resulting in a total price of $640,000 for the five proposed 
professional services. These services can range as high as 15% of the total construction cost. The entire 
$640,000 will not use funds solely from the FY23 budget but FY24 and FY25. The civil engineer cost is not 
included within the $640,000. Below, the table represents the breakdown of fees and proposed fiscal 
year: 

Larson and Darby Scope of Services Fee Charges 
Scope of Service Percentage of 

$640,000 
Total Amount Fiscal Year 

Schematic Design 15% $96,000 FY23 
Design Development 20% $128,000 FY23 
Construction 
Documents 

35% $224,000 FY23 

Bidding 5% $32,000 FY23 
Construction 
Administration 

25% $160,000 FY24 and FY25 

The above rates are subject to change based on the overall price of construction which will be 
completed at the end of the first scope of services, schematic design. Since the April 28, 2022, staff have 
meet with Larson and Darby to finalize the contract for the project. When reviewing the contract it was 
discovered the civil engineer cost was not included in the project. This will not be reflected in the 
contract. The price for the civil engineer will now be include in the contract. Additionally, staff have 
renegotiated the percentage of the scope of work. Previously, Construction Documents were 40% and 
no is 35%, and construction Administration was 25% and now is 30%. This is represented in the table 
above. Representatives from Larson and Darby will be present during the May 26,2022, Board of 
Commissioners meeting to review their proposal, address any changes, and answer and the Board’s 
questions. 

The contract has been reviewed and approved by legal counsel. 



Board of Commissioners Meeting 

Agenda Item, VII.d.
May 26, 2022 

SUBJECT: Action on American Youth Soccer Organization, Region 193 Memorandum of Understanding 

SUBMITTING DEPARTMENT: Recreation 

BACKGROUND INFORMATION: 
The fields at Kiwanis Park have long hosted both practice and game play for the American Youth Soccer 
Organization, Region 193 (AYSO). In June of 2021, staff met with AYSO representatives to discuss 
opportunities the two organizations could better work together to serve the community. During this 
time, it was discovered a contract for field use had never been implemented. On April 26, 2022, 
following a series of meetings and review from legal counsel, a newly proposed affiliate agreement was 
drafted. Affiliate groups are often recognized when outside groups within the community serve to 
enhance recreational opportunities through joint effort or by providing unique services. 

In summary, this drafted agreement covers the 2022 spring and fall season of youth outdoor soccer 
hosted by AYSO. At the conclusion of the 2022 season, a meeting with staff will be scheduled to discuss 
the current season with an option to renew this contract for an additional year. AYSO will be given first 
initial rights to schedule their games and will be charged a rate of $45.00 per game. 



American Youth Soccer Organization, Region 193 
Memorandum of Understanding 

PURPOSE 

The DeKalb Park District (hereafter “the Park District”) recognizes certain organizations exist within the community whose 
purpose is to serve and enhance recreation opportunities for a specific purpose and group. These organizations are separate 
and independent from the Park District and provide for their own leadership, organizational, and operational structure. 
Although the stated missions of the organizations may differ, public investment in public recreational facilities and 
programs creates a mutually beneficial environment in which to provide quality recreation for all individuals served by 
the parties, as well as the general public. 

The Park District recognizes at times it is in the best interest of the community that the Park District work with outside 
organizations in coordinating, integrating, and consolidating the planning and provision of recreation facilities and 
programs when basic functions are compatible and a public benefit may be derived. Through working relationships with 
outside organizations and joint efforts, each party can contribute to greater public service without relinquishing its 
separate identity or any of its individual responsibilities. 

To this end, the Park District is willing to establish a working relationship and cooperative agreement with the American 
Youth Soccer Organization, Region 193 and its officials, officers, members, employees, and volunteers (hereafter collectively 
“AYSO”). With this Agreement, the parties will define the working relationship, mutual expectations, and individual 
responsibilities however, this Agreement cannot be considered absolute; it shall serve as a frame of reference. Standards 
outlined herein ensure that the parties’ concept of joint planning, use, and maintenance is followed to the maximum 
extent possible, while retaining the essential freedom of discretion, decision and action in planning, developing and 
maintaining recreational programs. 

I. Criteria and Conditions

1. AYSO shall provide its own leadership, structure, and must delegate operational duties to its membership.

2. AYSO shall conduct its own financial business and be financially self-supporting.

3. AYSO shall have its own volunteer governing board with adopted written bylaws or guidelines to guide the
board in policy-making decisions, and: 

a. Is a not-for-profit corporation or organization dedicated to offering and promoting recreational
activities which are compatible with and supplement Park District programs.

b. If requested, provide the latest AYSO filed IRS Form 990 to the Park District showing all anticipated
revenue and expenditures.

4. AYSO must submit a written request to the Park District seeking approval to enter local sponsorship
agreements with potential third-party partners. The Park District must approve all potential local
sponsor partners prior to the execution of a sponsorship agreement. The Park District has the right in its
sole discretion to deny any sponsorship agreement that may not be in the best interest of the Park
District. This section does not apply to AYSO National Sponsors.

5. AYSO shall provide a list of its board members/officers, including addresses, email addresses, and
telephone numbers.

6. AYSO shall designate both a liaison and an alternate liaison and provide the individuals’ telephone
numbers and other contact information to the Park District.

7. AYSO agrees and understands that AYSO is not entitled to any benefits or protections afforded
employees or volunteers of the Park District and is not bound by any obligations as employees of the



 

 

Park District. AYSO will not be covered under provisions of the unemployment compensation insurance 
of the Park District or the workers’ compensation insurance of the Park District and any injury or 
property damage arising out of any AYSO activity will be AYSO’s sole responsibility and not the Park 
District’s responsibility in any manner. In addition, it is understood that AYSO is not protected as an 
employee or as a person acting as an agent or employee under the provisions of the general liability 
insurance of the Park District and, therefore, AYSO will be solely responsible for its own actions and 
liability. The Park District will in no way defend AYSO in matters of liability. 

 
8. AYSO shall fully cooperate with any investigation conducted by or on behalf of the Park District and/or 

the Park District Risk Management Agency "PDRMA". Failure to fully cooperate with any such 
investigation shall constitute a breach of agreement and, in the sole discretion of the Park District, may 
result in revocation or suspension of any AYSO privileges under this Agreement, including but not limited 
to prohibiting use of Park District’s facilities. 

 
9. AYSO shall not represent itself or members of AYSO as employees, elected officials, volunteers, or agents 

of the Park District. 
 

10. AYSO or members of AYSO will not advertise or solicit participants using the name or logo of the Park 
District without prior written permission of the Park District. 

 
11. All fees, charges, monies, and expenditures shall be handled by AYSO, with its own accounts in AYSO’s 

name. AYSO shall have a written policy regarding refunds. All requests for refunds shall be addressed in 
a timely manner. 

 
12. Cost of any maintenance or damage of equipment and/or Park District’s property and/or facilities that 

occurs during or as result of AYSO’s usage of such property and/or facilities will be charged to AYSO. 
 

13. AYSO acknowledges and agrees that AYSO is responsible for any and all expense, including, but not 
limited to, the provision of equipment and materials, related to AYSO activities and use of Park District 
property and facilities, unless otherwise specified and agreed to in writing. 

 
14. Activities, programs, and events sponsored by AYSO shall not, other than to adhere to specific 

membership guidelines, program requirements, or minimum residency standards, discriminate against 
or exclude any individual, for participation for reasons of race, color, creed, national origin, gender, 
sexual orientation, disability, or any other characteristic protected by local, state, or federal law. 

 
15. AYSO agrees to conduct criminal background checks for all employees and volunteers eighteen years of 

age or older and who directly supervise individuals under the age of eighteen (18) years. AYSO is solely 
responsible for determining whether any conviction disqualifies any employee/volunteer. If requested, 
AYSO will provide confirmation of approved background checks to the Park District. 

 
16. AYSO agrees to cross-reference all employees, elected officials, and volunteers with the state and/or 

local Child Sex Offender Database. AYSO shall not employ or allow a person to volunteer, including but 
not limited to, coaching or assisting at games or practices, if a person has been convicted of or found to 
be a Child Sex Offender in this state or comparable crime in another state. If requested, AYSO will 
provide confirmation of the approved cross-reference checks to the Park District. 

 
17. AYSO understands and agrees that it is solely responsible for determining whether any staff, employee, 

or volunteer is qualified and suitable for any AYSO position and/or activity and that the Park District is 
not responsible for any employment-related decision of any kind. 

 
18. Registration for membership/tryouts must not exclude qualified residents of the Park District. 



 

 

II. Facility Use 
 

1. Requests shall be made at least 2 months in advance to ensure availability. Park District programs take 
precedence. AYSO is considered an Affiliate Group and accordingly will receive priority for use of fields, 
courts, rooms, or other Park District facilities. 

 
2. It is the sole responsibility of AYSO to determine whether any facility, field, or location is safe and/or 

appropriate for any intended use. 
 

3. AYSO shall inspect each facility, field, or other location prior to and subsequent to each use and shall 
promptly report any unsafe condition (holes in sports fields, broken equipment, etc.) to the Park District 
liaison. 

 
4. Any holes or low spots on any field should be marked with flags/cones and the Park District shall be 

notified as soon as practical for park maintenance crew to repair as soon as practical. This shall be 
performed on an as-needed basis. 

 
5. AYSO is solely responsible for providing supervision and security services, as needed, for any and all AYSO 

activities. 
 

6. The Park District does not assume any responsibility, care, custody, or control of any AYSO property or 
equipment brought upon or stored upon Park District property. AYSO is solely responsible for the safety 
and/or security of any property or equipment brought upon or stored on Park District property. AYSO shall 
store all equipment in a clean and tidy fashion. 

 
7. AYSO may store a 12’ AYSO trailer at Kiwanis Park in a predetermined location designated by the Park 

District. The Park District reserves the right to request this trailer be moved at any time. AYSO will have 5 
business days to comply with relocating the trailer. The trailer must be removed from Park District 
property at the conclusion of each fall season. 

 
8. AYSO shall adhere to all applicable facility and Park District ordinances, rules, regulations, policies, and 

procedures. AYSO shall not conduct any maintenance or repairs to any fields on Park District property. 
 

III. Rental/Usage Fee 
 

In accordance with the DeKalb Park District User/Fee Policy: 
 

1. For all room and field house rentals, AYSO shall reimburse the Park District for all direct costs including 
supplies and labor. 

 
2. AYSO will be charged the following rate for the natural grass athletic fields at Kiwanis Park for the 2022 

season: 
 

a. Spring/Summer and Fall 2022 Seasons - $45.00/game. 
 

3. Payment will be due no later than 30 days following, after the invoice has been received, at the end of 
each season. After the 30 days, if not paid in full, a 5% fee will be applied to the invoice. Additional 5% 
charge will continue to be applied after 60, 90 and every 30 days thereafter until the invoice is paid in full. 

 
4. AYSO must provide final field requirements and a tentative season start and end date two weeks before 

the season starts for scheduling of the fields and for the user field fees. 24-hour notice is required by the 
Park District for any field reservation that is cancelled. If proper notice is not given, the field reservation 
will be charged for that day/night. If there is a weather-related cancellation, the fields will not be charged. 

 
5. Any damages/lost items to the Park District fields or equipment that occurs during or as a result of AYSO’s 

usage of such fields or equipment will be charged to and shall be paid by AYSO. The field rules must be 
followed at all times. 



IV. Advertisement

The Park District will permit AYSO to display 24” x 12” yard signs on game days. Each sign must include the
following verbiage, “Fields prepared by the DeKalb Park District”. Any additional field advertisement must be
submitted for review and approval by the Park District.

V. Insurance and Indemnification

AYSO shall procure and maintain for the duration of this Agreement the following insurance against claims for
injuries to persons or damages to property which may arise from or in connection with any of AYSO activities:

A. Commercial General and Umbrella Liability Insurance

AYSO shall maintain commercial general liability (CGL) and, if necessary, commercial umbrella insurance with a 
limit of not less that $1,000,000 each occurrence. If such CGL insurance contains a general aggregate limit, it 
shall apply separately to this Agreement. 

CGL insurance shall be written on Insurance Services Office (ISO) occurrence form CG 00 01 10 93, or a 
substitute form providing equivalent coverage, and shall cover liability arising from premises, operations, 
independent contractors, products-completed operations, personal injury and advertising injury, liability 
assumed under an insured contract (including the tort liability of another assumed in a business contract), and 
shall not be endorsed to exclude claims arising from athletic participation. 

The Park District shall be included as an additional insured under the CGL, using ISO additional insured 
endorsement CG 20 26 or a substitute providing equivalent coverage, and under the commercial umbrella, if 
any. This insurance shall apply as primary insurance with respect to any other insurance or self-insurance 
afforded to the Park District. Any insurance or self-insurance maintained by the Park District shall be in excess 
of the AYSO insurance and shall not contribute with any AYSO insurance. 

The CGL policy must include individuals for athletic participation. 

B. Business Auto and Umbrella Liability Insurance

If applicable, AYSO shall maintain business auto liability and if necessary, commercial umbrella liability 
insurance with a limit of not less than $1,000,000 each accident, for each such policy. Such insurance shall 
cover liability arising out of any auto including owned, hired and non-owned autos. 

Business auto insurance shall be written on Insurance Services Office (ISO) form CA 00 01, CA 00 05, CA 00 12, 
CA 00 20, or a substitute form providing equivalent liability coverage. If necessary, the policy shall be endorsed 
to provide contractual liability coverage equivalent to that provided in the 1990 and later editions of CA 00 01. 

C. Workers Compensation Insurance

If applicable, AYSO shall maintain workers compensation and employers liability insurance. The commercial 
umbrella and/or employers liability limits shall not be less than $1,000,000 each accident for bodily injury by 
accident or $1,000,000 each employee for bodily injury by disease. 

D. Other

AYSO waives all rights against the Park District and its officers, officials, employees, volunteers and agents for 
recovery of damages arising out of or incident to the AYSO use of any Park District property or facility, except in 
the event of gross negligence or willful misconduct on the part of the Park District. 



E. General Insurance Provisions

1. Evidence of Insurance

Prior to exercising any rights under this Agreement, AYSO shall furnish the Park District with a 
certificate(s) of insurance and applicable policy endorsement(s), executed by a duly authorized 
representative of each insurer, showing compliance with the insurance requirements set forth above. 

All certificates shall provide for 30 days written notice to the Park District prior to the cancellation or 
material change of any insurance referred to therein. Written notice to the Park District shall be by 
certified mail, return receipt requested. 

Failure of the Park District to demand such certificate, endorsement or other evidence of full 
compliance with these insurance requirements or failure of the Park District to identify a deficiency 
from evidence that is provided shall not be construed as a waiver of the AYSO’s obligation to maintain 
such insurance. 

The Park District shall have the right, but not the obligation, of prohibiting AYSO from using the 
premises until such certificates or other evidence that insurance has been placed in complete 
compliance with these requirements is received and approved by the Park District. 

Failure to maintain the required insurance may result in termination of this Agreement at the Park 
District’s discretion. 

AYSO shall provide certified copies of all insurance policies required above within 10 days of the Park 
District’s written request for said copies. 

2. Acceptability of Insurers

For insurance companies which obtain a rating from A.M. Best; that rating should be no less than A VII 
using the most recent edition of the A.M. Best’s Key Rating Guide. If the Best’s rating is less than A VII 
or a Best’s rating is not obtained; the Park District has the right to reject any AYSO insurance written 
by an insurer it deems unacceptable. 

3. Cross-Liability Coverage

If the AYSO liability policies do not contain the standard ISO separation of insured’s provision or a 
substantially similar clause, they shall be endorsed to provide cross-liability coverage. 

4. Deductibles and Self-Insured Retentions

Any deductibles or self-insured retentions must be declared to the Park District. At the option of the 
Park District, AYSO may be asked to eliminate such deductibles or self-insured retentions as respects 
the Park District, its officers, officials, employees, volunteers and agents or required to procure a bond 
guaranteeing payment of losses and other related costs including, but not limited to investigations, 
claim administration and defense expenses. 

F. Indemnification

AYSO shall indemnify and hold harmless the Park District and its officers, officials, employees,
volunteers and agents from and against all claims, damages, losses and expenses, including but not
limited to legal fees (reasonable attorney’s and paralegals’ fees and court costs), arising from or in any
way connected with (i) the conduct or management of the premises or of any business or activity
therein, or any work or thing whatsoever done, or condition created in or about the premises during
the term of this agreement by AYSO; (ii) any act, omission wrongful act or negligence in connection
with conduct of AYSO activities by AYSO or any of the AYSO partners, directors, officials, officers,
agents, employees, members, volunteers, participants, family members of participants, invitees,
licensees, contractors, or subcontractors or any of the AYSO partners, directors, officials, officers,



 

 

agents, employees, members, volunteers, participants, family members of participants, invitees, 
licensees, contractors, or subcontractors on the subject premises; (iii) any accident, injury or damage 
whatsoever occurring in or upon any Park District property or facility regardless of whether or not it is 
caused in part by a party indemnified hereunder during the course of AYSO activities; and (iv) any 
violation of civil rights or anti-discrimination laws, including but not limited to the Civil Rights Act of 
1964, the Americans With Disabilities Act, and Illinois Human Rights Act. Such obligation shall not be 
construed to negate, abridge, or otherwise reduce any other right or obligation of indemnity which 
would otherwise exist as to any party or person described in this Paragraph. AYSO shall similarly 
protect, indemnify and hold and save harmless the Park District, its officers, officials, employees, 
volunteers and agents against and from any and all claims, costs, causes, actions and expenses 
including but not limited to legal fees, incurred by reason of the AYSO breach of any of its obligations 
under, or the AYSO default of, any provision of this Agreement. 

 

VI. Other 
 

1. During its activities, AYSO is responsible for ensuring that soccer goals are securely anchored before all 
games and practices. AYSO shall follow the Illinois Movable Soccer Goal Safety Act (Also known as Zach’s 
Law). 

 
2. AYSO is responsible for following the DeKalb Park District’s lightning policy. 

 
It is the policy of the DeKalb Park District that all persons supervising and/or officiating outdoor activities 
be aware that when lightning or thunder is observed or heard, outdoor programs should be suspended 
immediately, and everyone should seek appropriate shelter. The following guidelines should be enforced 
by the program supervisor and/or official when lightening/thunder or severe weather is observed: 

 
• Clear fields and playing areas of all players and spectators immediately. 

 
• Advise that everyone take shelter in cars or available shelters. 

 
• DO NOT take shelter under trees. 

 
• Activities will be suspended for a minimum of 20 minutes after the last sign of lightning or 

thunder is observed. 
 

• If constant lightning and thunder continue or if the fields become unsafe for play due to excessive 
rain, the games will be canceled. 

 
3. AYSO shall respect the neighborhoods surrounding the soccer parks while complying and abiding by all 

posted park rules and regulations, see Addendum A. 
 

4. AYSO agrees to work with the Park District and other groups to strategize field layouts, sizes and problem 
solve any conflicts. 

 
5. The District will supply Kiwanis Park with two porta-potties which shall be serviced regularly. Any 

additional needs must be supplied in full by AYSO. 
 

VII. No Third Party Beneficiary 
 

This Agreement is entered into solely for the benefit of the contracting parties, and nothing in this Agreement is 
intended, either expressly or implied, to provide any right or benefit of any kind whatsoever to any person or 
entity who in not a party to this Agreement or to acknowledge, establish or impose any legal duty to any third 
party. 

 
1. AYSO will have financial responsibility to the Park District for any outstanding fees and/or money owed to 

the Park District and shall promptly reimburse the Park District. Any money owed to AYSO by the Park 
District shall be promptly reimbursed. 



 

 

2. The Agreement may be amended by the written approval of both Parties. 
 
 
 
 

VIII. ADA Polley/Requirements 

1. Activities, programs, and events sponsored by AYSO shall not, other than to adhere to specific and 
essential eligibility criteria, program requirements, or minimum residency standards, discriminate against 
or exclude any individual, for participation for reasons of race, color, creed, national origin, gender, sexual 
orientation, disability, or any other characteristic protected by local, state, or federal law. 

 
2. AYSO shall comply with all applicable local, state, and federal laws, including, but not limited to the Illinois 

Human Rights Act, the American with Disabilities Act, and the Civil Rights Act of 1964. The Affiliate shall 
base employment, volunteer, and participation criteria upon personal capabilities and qualifications 
without discrimination because of race, color, religion, disability, sexual orientation, gender (except as an 
appropriate division for athletics programming), national origin, age (except as an appropriate division of 
programming levels for youth athletics programming), marital status, or any other protected characteristic 
as established by law. 

 
3. AYSO shall adhere to all applicable facility and Park District, rules, regulations, policies, and procedures, 

including, but not limited to providing inclusion services and reasonable accommodations under the 
Americans with Disabilities Act and Illinois Human Rights Act. 

 
 

IX. Termination and Duration 
 

1. The initial term of this Agreement shall commence April 1, 2022 and expire on November 30, 2022. 
 

2. At the conclusion of the 2022 season, a meeting will be scheduled to discuss the season and the option to 
renew this contract for (1) additional year which would include the spring/summer and fall seasons for 
2023. 

 
3. The Park District retains the right to alter the terms and conditions of this Agreement upon seven (7) days' 

notice to AYSO and to terminate this Agreement, as provided herein. In the event of a breach of this 
Agreement by AYSO which the Park District reasonably finds may be cured by AYSO, the Park District shall 
provide notice to AYSO and AYSO shall have fourteen (14) days to remedy the breach. In the event AYSO 
fails to remedy the breach to the reasonable satisfaction of Park District within the fourteen (14) day time 
period, the Park District may terminate this Agreement. In the event of a breach of this Agreement which 
in the Park District's reasonable discretion it determines to be material and not subject to cure, then the 
Park District may terminate this Agreement immediately. 

 
4. AYSO may terminate this Agreement at the end of the season by providing a minimum of 45 days written 

notice. 
 

IN WITNESS WHEREOF, each of the Parties has caused this Agreement to be executed by a duly authorized officer 
thereof as of the date first above written. 

 
 
 
 

 

Athorized Signature of 
American Youth Soccer Organization, Region 193 

Authorized Signature of 
DeKalb Park District 

 

  
Date Date 



 

 

ADDENDUM A 
 

Addendum A: General Park Rules 
 

• Unless posted, parks are open from 30 minutes before sunrise to 30 minutes after sunset. Overnight camping 
or vehicle parking is not permitted. 

 
• Please do not litter. Help keep our parks and facilities clean and enjoyable for everyone. 

• Dogs and/or domestic animals must be leashed. 

• Pet owners are required to pick up and properly dispose of animal waste. 

• Alcoholic beverages and the selling and/or solicitation of goods or services is prohibited. 

• No person shall operate any device which is designed for the detection of metal objects on or below District 
property. 

 
• Skate boarders are encouraged to use Katz Park Skate Park on Dresser Road. 

• For a complete list of park rules please refer to Chapter VIII of the DeKalb Park District Ordinance Code found 
below. 

• For a complete list of park rules and regulations please refer to Chapter VII of DeKalb Park District Ordinance 
Code, see Addendum B. 



 

 

ADDENDUM B 
 
 

Addendum B: Rules and Park Regulations 

Section 8.01 Abandonment of Property 

It is unlawful for any person to abandon any personal property on District property, including, but not limited to, cars, 
boats, appliances, garbage, furniture or refuse. The District may remove and destroy such property and assess the costs 
for such removal to the person abandoning the property. 

 
Section 8.02 Advertising 

 
Advertising of a permanent form will be allowed only with Board approval. No person shall display, distribute, post or fix 
any placard, sign, handbill, pamphlet, circular, or any other written or printed material or objects containing advertising 
matter or announcements of any kind whatsoever in the property owned or controlled by the DeKalb Park District 
without prior permission of the Director and then only in full compliance with the terms of a valid contract or permit 
allowing the same. Displays may remain in view for the duration of the activity. 

 
Section 8.03 Aircraft Control 

 
No person shall fly, cause to be flown, or permit any aircraft of any kind to be flown over the park system at any time at 
an elevation less than the minimum safety requirements established by the Civil Aeronautics Administration or other 
governmental authority or less than is reasonable and proper, or so as to endanger the safety of any person or property. 
No person shall land, cause to be landed, or permit any aircraft to land in the park system, except when required by 
unavoidable emergency. Sky diving over or onto lands owned or operated by the Park District is not permitted without 
advance approval by the Board of Commissioners. No person shall fly, cause to be flown, or permit any model craft or 
hang-gliding device of any kind to be flown in the park system without a permit and then only in such places and times as 
the Park District may from time to time designate for the purpose. 

 
Section 8.04 Alcohol, Drugs and Narcotics 

 
No person under the influence of alcohol, drugs or narcotics shall enter, be, or remain in the Park System. No person 
shall use or possess alcohol, drugs or narcotics as defined in the Illinois Revised Statutes on Park District properties 
except as the ordinance allows. Wine intended for use in services by religious organizations is permitted along with 
alcoholic beverages sold by the Park District as a duly licensed distribution point, including but not limited to the 
Community Center, Ellwood House Meeting Room and Golf Courses. 

 
Section 8.05 Animals 

 
It shall be unlawful for any person having control of any dog or other animal to cause or permit such animal to be on any 
lands or properties owned by the DeKalb Park District including without limitation any street, sidewalk, path, parking lot 
or other public place or facility, unless it is on a leash not longer than fifteen feet and which leash is held by such 
individual, or if the dog or other domesticated animal is specially trained to assist the visually impaired or other persons 
with disabilities when the animal is accompanying the person with a disability for the purpose of providing such 
assistance. Such individual having control of such dog or animal must be in possession of a device for the removal of, and 
depository for the transportation of, animal excrement from the property and must remove any animal excrement 
deposited on Park District premises by such dog or animal in his control. No person shall lead or allow being loose upon 
District property any horse, pony or other riding animal. No person shall trap, catch, wound or kill, or treat cruelly, or 
attempt to trap, catch, wound or kill any bird or animal in any park. No person may feed any wildlife including ducks, 
geese, squirrels or any other wildlife within the park system. Any animal found within the park system, in violation of this 
section, may be apprehended, removed to an animal shelter, public pound, or any other place provided for that purpose, 
impounded, all at the expense of the owner. 

 
Section 8.06 Bicycles 

 
Paved pathways in the parks are provided for use by pedestrians and bicyclists. Bicycles may be used elsewhere in the 
parks provided their use will not interfere with other park patrons or activities and provided that their use does not tend 



 

 

to injure, damage or destroy park land or park property. The permitted use of bicycles other than on paved path is 
intended for the convenience of the bicyclist, who should exercise due regard for and to the extent reasonably 
convenient should use existing bicycles paths, roadways, parking lots and bicycle racks wherever possible. 

 
Section 8.07 Camping 

 
No person shall place, erect or use any hammock, swing, tent or other shelter or otherwise camp or sleep in the park 
system, except upon written permission of the Director. 

 
Section 8.08 Closing Hours 

 
The District’s parks shall be closed from 30 minutes after sunset, until 30 minutes before sunrise the following morning 
except parks having lighted athletic fields which shall close at 11:00 PM on days which have scheduled games and the 
Katz Dog Park which shall be open from sunrise until the lights are turned off in the evening, but no later than 9:00 PM. 
Closing hours of community recreation centers, rental shelters, and special events shall be specified from time to time by 
the Director. No person or property of any kind shall remain in the parks after closing time without permission from the 
Director. The District may close one or more District parks, building and facilities for any interval of time as deemed 
advisable and in the best interest of the public and the District. 

 
Section 8.09 Clothing 

 
No person shall enter, appear, be or remain anywhere in the park system in a state of nudity or in an indecent or lewd 
attire. 

 
Section 8.10 Commercial Photography 

 
No person shall take or cause to be taken any still or motion pictures (including video tapes), for purposes of advertising 
without first obtaining permission from the District. 

 
Section 8.11 Damage to Property 

 
Unless authorized by a written agreement with the District or otherwise expressly permitted by the District, no person 
while on District property: (i) deface, disfigure, break, cut, tamper with or displace or remove in or from any District 
property or building, (ii) destroy, cut, break, injure, disturb, sever from the ground or remove any sod, soil, earth, rock, 
timber, wood , material, or growing thing including but not limited to any plant, flower, flower bed, shrub, tree growth or 
bring any tool or instrument intended to be used for cutting thereof, (iii) set fire to any trees, shrubs, plants, flowers, 
grass, or plant growth or allow any fire upon land to extend to the District property. 

 
Section 8.12 Disorderly Conduct 

 
No person shall commit any act or use language which may be considered abusive, threatening, indecent, or a breach of 
peace or any act which may be defined as disorderly conduct under the Illinois Criminal Code, 720 ILCS 5/26-1,2,3, or 4. 

 
Section 8.13 Electronic Devices 

 
No person shall use (i) any electronic, mechanical, manual, electric, digital, voltaic or other device, instrument or means 
capable of recording, producing, duplicating, reproducing, storing, copying, transmitting or displaying any visual, video, 
photographic, electronic, digital, recorded, or other visual image, picture, or representation, including but not limited to 
any camera, photographic camera, video camera, fiber optic camera, motion picture camera, television camera, 
camcorder, or videotaping device, or (ii) any cell phone of any type or kind regardless of its capacity or lack thereof to 
produce a visual image, in any restroom, locker room, lavatory, bathroom, shower facility, or dressing room, in any 
building or facility owned or under the control of the Park District. 

 
Section 8.14 Encroachment, Unlawful Construction or Maintenance 

 
No Person shall upon or in connection with any property owned and/or managed by the District: (a) Erect, construct, 
install, or place any structure, building, improvement, shed, fence, wall, dog run, dog house, tree house, playhouse, play 
equipment, TV or radio reception device, machinery, equipment, or apparatus of any type, whether stationary or 



moveable and whether permanent or temporary in character, or stockpile, store or place any organic or inorganic 
material used for the construction of such items on, below, over or across District property without the written 
authorization from the District, and then only in accordance with the terms and conditions set forth in a license 
agreement, easement or other written agreement. Corporations may be prosecuted for a violation of this Section when 
an agent of the corporation performs the conduct that is prohibited. (b) Perform, cause or authorize any mowing, 
trimming, cutting, or grooming of District property, or perform any similar grounds maintenance for any purpose, or in 
any like manner encroach onto District property from privately or publicly owned lands. (c) Place, stockpile or store any 
gravel, stone, dirt, sand, wood, lumber or any other organic or inorganic material on District Property. (d) Place any 
electrical wire, conduit, or pipe, or any public service or private utility, into, upon, above, or across or beneath District 
Property, unless a Permit, License, or Contract therefor has first been obtained from the District. (e) Plant vegetation of 
any kind on District Property without written authorization of the District. (f) Allow, authorize, build, construct, or place 
the discharge point of any sump pump, pool, water feature, or foundation drainage, or any storm water management 
measures, including but not limited to swales, drains and contouring, that directs or is intended to direct sump pump, 
foundation drainage discharge or storm water drainage, onto District Property. All discharge of sump pumps and 
foundation drainage adjacent to Park property, shall be setback from the Park property line, in such a manner that the 
water flow is discharged onto the originating property and flows in accordance with Illinois drainage law. (g) Any person, 
who violates any part of this Section shall remove any encroachment from District Property, after receiving written 
notification of violation from the District and in accordance with the timeframe and removal specifications outlined in 
such notification. Any person receiving a notice of violation shall have 10 business days to appeal in writing to the 
District’s Executive Director, who will rule on the merits of the appeal and determine necessary actions. If dissatisfied 
with the Executive Director’s decision, the appellant(s) may appeal to the District’s Board of Park Commissioners. The 
Board of Commissioners, in consultation with legal counsel if necessary, will make a final ruling on the merits of the 
appeal and respond in writing to the appellant(s). (h) The District may remove any encroachment(s) from District 
Property and assess the person(s) who violated this Section the cost of removing such encroachment(s), and such charge 
shall be in addition to and not in lieu of any other penalties or remedies provided for in this Ordinance or any applicable 
City of DeKalb ordinance and/or State law. (i) Any person who commits a violation of any part of this, in addition to any 
other civil or criminal penalty imposed, may be subject to a District ordinance fine of not more than five hundred dollars 
($500.00). 

Section 8.15 False Pretenses 

It shall be unlawful for any person to use any pass, ticket, or identification card other than his or her own pass, ticket or 
identification card to gain entry or attempt to gain entry to, use or participate in any Park District program, league, 
facility grounds or event. It shall be unlawful for any person to alter, change, modify or copy any pass, ticket or 
identification card for the purpose of gaining entry to or entering or allowing another or others to gain entry to or to 
enter, use, or participate in any Park District programs, league, facility, grounds or event under false pretenses. 

Section 8.16 Fireworks and Fires 

No person shall light or make use of any fires in the park system, except at such places as may be established for such 
purposes. Every fire shall be continuously under the care and direction of a competent person from the time it is kindled 
until it is completely extinguished. Dumping of ashes from grills is prohibited unless designated containers are available. 
No person shall drop, throw away or otherwise scatter lighted or smoking material within the park system. It shall be 
unlawful for any person to start or spread any false alarm of fire within the park system. No person shall fire, discharge 
or set-off any rocket, cracker, torpedo, squib or other fireworks or any substance unless written permission is given by 
the Executive Director. 

Section 8.17 Fishing 

No person shall have in his possession or take or attempt to take any fish in any waters of the park system, except in 
designated areas and subject to rules as may be promulgated by the District and State of Illinois and subject to such rules 
set by the District form time to time. No person shall ice fish on the waters of the park system. 

Section 8.18 Gambling 

No person shall gamble, as defined in Section 28-1, Chapter 38, Illinois Revised Statutes, within the park system. 



 

 

Section 8.19 Games and Sports 
 

No person shall engage in any sport, game or amusement on District property except at such places and times as may be 
designated by the District and then only under such rules as are prescribed. Nor shall any person walk, remain or conduct 
themselves upon such portion of the park system designated for any particular game, sport or amusement in such a way 
as to interfere with the use of such portion by persons who are using the park system for a particular sport, game or 
amusement for which it has been designated. No person shall engage in any activity in a manner so as to endanger, 
injure, or damage persons or property in any way engaged in the proper use of the park system. 

 
Section 8.20 Gifts and Gratuities 

 
No person may promise or tender to, nor may any park employee, officer or commissioner accept any property or 
personal advantage from any person which would influence the employment of function of the park employee, officer or 
commissioner. 

 
Section 8.21 Golfing 

 
No person shall golf or practice golf on any property owned or controlled by the District, except at River Heights Golf 
Course and Buena Vista Golf Course, or in conjunction with organized, authorized supervised recreation programs 
approved by the District. 

 
Section 8.22 Landscape 

 
No person within the park system shall damage, destroy, deface, or remove any temporary or permanent structures or 
landscaping placed there by the District. No person shall excavate or take soil of any kind from the park system. 

 
Section 8.23 Loitering Ordinance 

 
No person shall loiter or remain on District property either alone or in consort with other persons in such a manner that: 
(1) unreasonably obstructs the usual use of entrances, hallways, corridors, stairways, or rooms designated for specific 
purposes; (2) impedes or disrupts the performance of official duties by District employees; (3) prevents the general 
public from obtaining the administrative or recreational services provided on District property in a timely manner; (4) 
restrict vehicular or pedestrian or restrict free ingress to and egress from District property; after being requested to 
leave, move, or disperse by any employee of the District, or where the District has posted a sign or signs that prohibit 
loitering. 

 
Section 8.24 Metal Detectors 

 
No person shall operate any device which is designed for the detection of metal objects on or below District property. 

 
Section 8.25 Minors 

 
No parent, guardian, or custodian of a minor shall knowingly assist or allow such minor to do any acts on District 
property in violation of any law ordinance or rule of the District. A minor is defined herein as any person who is under 
the age of eighteen (18) years. The parent or legal guardian of an un-emancipated minor who resides with such parent or 
legal guardian shall be liable for damages caused by the willful or malicious acts of such minor as provided in the Illinois 
Parental Responsibility Act, 740 ILCS 115/1, et seq. This section shall not affect the recovery of damages in any other 
course of action where the liability of the parent or legal guardian is predicated on a common law basis. 

 
Section 8.26 Mob Action 

 
No person shall engage in mob action. Mob action consists of any of the following: (i) the use of force or violence 
disturbing the public peace by two or more persons acting together without authority of the law; or (ii) the assembly of 
two or more persons to do an unlawful act; or (iii) the assembly of two or more persons, without authority of law, for the 
purpose of doing violence to the person or property of any one supposed to have been guilty of violation of the laws or 
for the purpose of exercising correctional powers or regulative posers over any person by violence. 



Section 8.27 Obstructing Travel 

No person shall set, or cause to be set or placed, any goods, wares, merchandise or property of any kind so as to obstruct 
travel on District property. 

Section 8.28 Parking Lots 

No person shall, either alone or in consort with, or in conjunction with or together with, another or others, remain in or 
on, or loiter on or near, or congregate or assemble on, or play on any parking lot maintained by the District, or remain in, 
or near any parked motorized or non-motorized vehicle in or on any such parking lot, it being the declared intent of the 
Board that parking lots of the District are for the sole and exclusive purposes of the parking of motorized and non- 
motorized vehicles in an unoccupied state and for providing ingress and egress to the respective park properties. The 
playing of radios or other similar audio-electronic devices on, in or upon motorized or non-motorized vehicles parked on 
a parking lot of the District, or at a level in excess of 30 decibels on any parking lot, and the possession, use or 
consumption of alcoholic beverages, liquor or controlled substances or narcotics in, on or near a parking lot of the 
District are each hereby prohibited. 

Section 8.29 Permits 

Applications for Permits shall be filed with the Director not less then fourteen (14) days nor earlier than the first Monday 
in the February of the applicable calendar year of the date on which it is proposed to conduct any activity in a park 
requiring a permit. Such application shall be sworn to and shall state: 1. The name of the person or organization wishing 
to conduct such activity; 2. If the organization is proposed to be conducted for, on behalf of, or by an organization, the 
name, address and telephone number of the headquarters of the organization, and of the authorized and responsible 
head of such organization; 3. The name, address and telephone number of the person who will be the chairman of such 
activity and who will be responsible for its conduct; 4. The name, address and telephone number of the person or 
organization to whom the Permit is desired to be issued; 5. The date when such activity is to be conducted; 6. The 
portion of the Park System for which such Permit is desired; 7. An estimate of anticipated attendance; and 8. The hour 
when such activity will start and terminate. The Director may grant and issue the Permit if: 1. The proposed activity or 
use of the Park System will not unreasonably interfere with or detract from the general public enjoyment of the Park 
System; 2. The proposed activity and use will not unreasonably interfere with or detract from the promotion of public 
health, welfare, safety and recreation; 3. The facilities desired have not been reserved for other use at the day and hour 
required in the application; 4. The conduct of such activity will not substantially interrupt the safe and orderly movement 
of traffic; 5. The conduct of such activity will not require the diversion of so great a number of peace officers to properly 
police such activity and the areas contiguous thereto, as to prevent normal police protection to the City; 6. The conduct 
of such activity is not reasonably likely to cause injury to persons or property, incite violence, crime or disorderly 
conduct; 7. Such activity is not to be held for the sole purpose of advertising any product, goods, or event, and is not 
designed to be held purely for private profit; 8. The person or organization desiring to engage in said activity, shall post 
with the Director, cash or surety bond in an amount sufficient to cover the costs of cleaning up all debris and trash that 
results from this activity and restoring the premises to neat and good order. Each permit shall state the following: 1. 
Date of such activity; 2. The portion of the Park System thereof to be used; and 3. Hour when such activity will start and 
terminate. The application may contain a requirement for an indemnity bond to protect the Park District from any 
liability of any kind or character, and to protect the Park District from property damage. 

Section 8.30 Picnics 

No person without a permit shall hold a gathering at a District picnic shelter when said shelter has been reserved on a 
specific date at a specific time by an individual or group with a permit. Permit holders would be entitled to use of the 
designated area for the time as listed on the permit. All other use is on a first come first served basis. 

Section 8.31 Play Classes and Camps 

No person or organization shall bring or cause to be brought into the park system any play class, camp, or other 
organized group of any kind, organized for profit except into the swimming pools of the District where each person 
entering must pay a daily admission. Not for profit agency day camps, play classes or organized groups may use the 
facilities of the park system with the written permission of the Director. 



 

 

Section 8.32 Power Driven Mobility Device 
 

No person shall upon, within or connection with property of the District: (i) Operate a Power-Driven Mobility Device 
unless said person is qualified under the ADA. (ii) Operate a Power-Driven Mobility Device except in a park or facility in 
which the general public is allowed. (iii) If used in a facility exceed 4mph or be operated in a manner that might 
jeopardize the safety of the operator, employees or participants. (iv) If used in a park or outside, exceed 6mph, posted 
park operating hours or be operated in a manner that might jeopardize the safety of the operator, employees or 
participants. (v) Carry another person on the frame of the device or any object on the frame that would make the device 
less stable. Power Driven Mobility Device where used means wheelchairs, mobility scooters, electronic personal assistive 
mobility devices (EPAMDs) and specifically excludes riding lawn mowers, golf carts, wheelchairs with rubber tracks, 
gasoline powered, two wheeled scooters. 

 
Section 8.33 Public Assemblies 

 
No person shall engage in, participate in, aid, form, or organize any assembly or group of people or make any speeches, 
or conduct any parades, musical program or festivals, in any park unless a Permit has been obtained from the Director, 
and unless that Permit is carried by the person heading or leading such activity; provided, however, that the provisions 
hereof shall not apply to students’ work when constituting a part of their educational activities and under the immediate 
direction and supervision of the proper school authorities; nor to any governmental agency within the scope of its 
functions. 

 
Section 8.34 Refuse 

 
No person shall deposit or leave any garbage, debris, refuse or other material of any kind on the park system grounds or 
waters, nor discharge any injurious or vile substance of any kind upon the property of the District. Paper, glass, cans, 
garbage and other refuse of every kind, resulting from picnics or other proper use of the park system, shall be deposited 
only in receptacles provided for the purpose, and no person shall litter, suffer or cause the park system to be littered in 
any way. 

 
Section 8.35 Restricted Areas 

 
No person shall enter upon any portion of the park system where entry is prohibited by the District by sign or other 
suitable notice. No person shall enter or attempt to enter any building area or facility in the park system which is closed 
to the public, or is under construction in an unfinished state, or scheduled for a specific group or activity unless invited to 
same; nor shall any person not invited or not having paid an admission fee, when such is charge, enter an area, building 
or place when it has been rented or otherwise reserved. 

 
Section 8.36 Selling 

 
No peddler, vendor or any other person involved in an endeavor for profit shall engage in the commercial sale, rental, 
exhibition, or distribution of goods or services, including without limitation the giving of instruction or lessons for a fee, 
upon District Property unless he has received a permit, license or contract therefore from the District. No person 
engaged in the sale or distribution of goods or services under this section shall obstruct or impede pedestrians or 
vehicles, harass park visitors with physical contact or persistent demands, misrepresent the affiliations of those engaged 
in such activities, misrepresent whether the goods or services are available without cost or donation, or interfere, 
interrupt, or engage in conduct incompatible with the purpose of, any program, activity, function, and/or special event 
conducted, sponsored, licensed or otherwise permitted by the District. 

 
Section 8.37 Skating and Sledding 

 
No person shall skate, sled, toboggan, ski, slide, snowboard, inner tube, or carry on to similar activity in the park system 
except as such places and times as the District may designate for the purpose. No person, while engaged in such activity 
shall conduct himself in such a manner as to annoy others or endanger, injure or damage persons or property in any way. 

 
Section 8.38 Skateboarding 

 
No person using roller skates, in-line skates, skateboards, roller skis, coasting vehicles, or similar devices on District 
property shall interfere with pedestrian use of sidewalks or use of the streets by vehicles or otherwise act negligently, 



 

 

recklessly or without due caution or in any manner so as to endanger any person or property. No person shall use such 
devices on District property where such use has been posted and prohibited. No person shall violate the rules 
established for the Skate Park: (i) Protective equipment is required to be used during skating activities; (ii) Personally 
owned ramps, boxes, or other devices may not be brought to the facility, (iii) Glass objects and containers are prohibited, 
(iv)Participants skate at their own risk and are responsible for inspecting equipment prior to use. 

 
Section 8.39 Sleeping in the Park System 

 
No person shall place, swing, occupy or use a hammock in the Park System, nor shall any person, sleep or otherwise 
remain in the Park System between the hours of dusk and dawn, unless a Permit has been obtained from the Director. 
No person shall use District property in a manner designed or calculated to act as a substitute for a residence or means 
of support. 

 
Section 8.40 Smoking Section 

 
8.40(A): Definitions “Enclosed area” means all space between a floor and a ceiling that is enclosed or partially enclosed 
with (i) solid walls or windows, exclusive of doorways, or (ii) solid walls within partitions and no windows, exclusive of 
doorways that extend from the floor to the ceiling. 

 
“Enclosed or partially enclosed park facility” means any sports pavilion, stadium gymnasium, health spa, arena, 
swimming pool, skating rink or other similar space where members of the public assemble to engage in physical exercise 
or participate in athletic or recreational activities or to witness sports, cultural, recreational or other events and which 
constitutes an enclosed or partially enclosed sports arena under the Smoke Free Illinois Act (410 ILCS 82/1, et seq.). 

 
“Park property” means any land, building, enclosed or partially enclosed park facility, or other public place which is 
owned, leased or operated by the DeKalb Park District, and includes portions of land and buildings owned by the park 
district which is leased to a private third party individual or entity or to which a private third party individual or entity has 
been granted a license by the park district to use all or a portion of its land, buildings and/or enclosed or partially 
enclosed park facilities. 

 
“Smoke” or “smoking” means the carrying, smoking, burning, inhaling or exhaling of any kind of lighted pipe, cigar, 
cigarette, hookah, tobacco, weed, herbs or any kind of smoking equipment (i.e. E-cigarettes, or other vaporizing devices). 
Smoke or smoking does not include smoking that is associated with a native recognized religious ceremony, ritual or 
activity by American Indians that is in accordance with the federal American Indian Religious Freedom Act, 42 U.S.C. 
1996 and 1996a, for which all applicable federal, state, county, local and park district permits, if any, have been 
procured. E-cigarettes are battery-powered devices that are designed to mimic cigarettes by vaporizing a nicotine-laced 
liquid that is inhaled by the user. The use of e-cigarettes in workplaces and public places is a significant public health 
concern, not only because of their unregulated constituents and the potential health impact of the vapor on users and 
bystanders, but also because e-cigarette use causes public confusion as to where smoking is allowed, resulting in 
compliance problems with smoke free laws. 

 
The definitions of “enclosed or partially enclosed sports arena” and “public place” set forth in Section 10 of the Smoke 
Free Illinois Act (410 ILCS 82/10) are hereby adopted and are expressly incorporated herein and made a part of this 
Ordinance by reference. 

 
Section 8.40 (B): Smoking in Park District Buildings 

 
Prohibited Smoking in park district buildings, enclosed facilities on park property, enclosed or partially enclosed park 
facility, or within fifteen (15) feet of any entrance, exit, window that opens or ventilation intake that serve any park 
district building, enclosed area on park property, or enclosed or partially enclosed park facility, is prohibited. No person 
shall smoke in any park district building, enclosed facility on park property, or enclosed or partially enclosed park facility, 
or within fifteen (15) feet of any entrance, exits, window that opens or air intake that serve a park district building, 
enclosed area, or enclosed or partially enclosed park facility where smoking is prohibited. 

 
Section 8.40 (C): Designation of Other Non-Smoking Areas Smoking is prohibited in the following designated areas of 
non-enclosed areas of park property, including outdoor areas: (i) Within fifty (50) feet of all athletic fields, bleachers, 
hard court play surfaces, swimming pools, playgrounds, shelters and dog park, unless specifically exempted within the 
Ordinance. (ii) Within fifty (50) feet from a designated park program being operated on park property at which members 



of the public are visibly present. (iii) Within fifty (50) feet of the area in which a park district special event is conducted 
on park property. (iv) On other non-enclosed areas of park property where smoking is prohibited and said areas are 
conspicuously marked by no smoking signs. 

Section 8.40 (D): Exemptions Notwithstanding any other provisions of this Ordinance, smoking is only allowed in the 
following areas on park district property and in the following park district vehicles: (i) On the River Heights and Buena 
Vista golf courses and in golf carts operated on the golf courses. 

Section 8.41 Snowmobiles 

No person shall drive, ride, or otherwise operate a snowmobile on District property. A snowmobile is defined as any self- 
propelled vehicle intended for travel primarily on snow, driven by a track or tracks in contact with snow, and steered by 
ski or skis in contact with snow. 

Section 8.42 Soccer Goals 

No person shall move or alter goals in any manner except in case of emergency or with the permission of the DeKalb 
Park District. 

Section 8.43 Soliciting 

No person shall solicit, peddle, or beg for any purposes within the park system. No person shall take up any collection or 
solicit or receive contributions of money or anything else of value in the park system without first obtaining a permit 
from the Director. 

Section 8.44 Sound and Energy Amplification 

No person shall play or operate any sound amplification devices including public address systems, musical instruments 
and the like, or operate any other energy amplification device or musical instrument without permission from the 
Executive Director or his/her designee. Permission will not be granted when it is deemed that sound produced by such 
devices is a public annoyance. No person shall make or cause to be made any excessively loud or unreasonable noise 
which disturbs the peace. Excessively loud or unreasonable noise is defined as noise inconsistent with or not reasonable 
to park and recreation activities. This shall include the loud or amplified playing of any type of audio equipment, radio, or 
stereo, noisemakers, musical instrument, or sound equipment. This section will not apply to activities conducted, 
sponsored, licensed or otherwise permitted by the District. 

Section 8.45 Swimming 

No person shall bathe, swim, wade, float, splash, or otherwise enter District waters other than that designated as a 
swimming pool. Users shall comply with all policies, rules and regulations as the District may designate for those 
pertaining to swimming pools. 

Section 8.46 Traffic 

(a) Speed Limit: No person operating a vehicle shall violate regulatory and speed restrictions which may be from time to
time adopted by the District and posted. No person shall operate any bicycle, motor vehicle or other conveyance on any
roadway, sidewalk, driveway or parking lot in the Park System faster than 15 miles per hour or in any manner
endangering persons or property. The speed limit for a Power Driven Mobility Device will not exceed 6mph. (b)
Roadways: Unless authorized by the Director, no person shall operate any motor vehicle except upon the parking lots
and roadways provided for driving or parking the same. (c) Rules and Regulations: No person shall operate or park any
motor vehicle except in accordance with the laws of the City of DeKalb. (d) Obstructing Travel: No person shall set or
place or cause to be set or placed, any goods, wares or merchandise or property of any kind so as to obstruct travel in
any park. (e) Parking of Vehicles: No person shall park a vehicle on District property in such a manner as to obstruct
traffic flow. No person shall park a vehicle overnight between 2:00 AM and 5:00 AM or as posted, on District property
without prior written permission from the Director, except in the event of an emergency situation, in which the person
shall notify the District of the nature of the emergency through any one of its agents and/or employees. Emergency
parking shall be no longer than 48 hours. The District shall not be liable for any damage occurring to any vehicle and/or
property contained in it. Vehicles improperly parked in the park system shall be towed away at the owner’s expense. (f)



 

 

All Terrain Vehicles are prohibited in the park system with the exception of those utilized by the District for programming 
and maintenance purposes. 

 
Section 8.47 Tree Protection 

 
Definitions: 

 
Diameter at Breast Height (DBH): The diameter in inches of a tree as measured through the main trunk at a point four 
and one-half feet (4.5’) above the natural grade level. Protected Tree: A “protected tree” means any desirable tree that 
has a DBH between ten (10”) and twenty inches (20”). Heritage Tree: A “heritage tree” means any desirable tree that has 
a DBH of greater than twenty inches (20"). Trees that have received special care provided by the DeKalb Park District for 
the treatment or prevention of disease or infestation may also be considered a heritage tree. Hazard Tree Assessment: 
International Society of Arboriculture Tree Hazard Evaluation Form, 2nd Edition. This form will be used by trained Park 
District staff when evaluating trees for removal and accompanied by at least three photos documenting tree issues. Drip 
Line: A vertical line run through the outermost portion of the canopy of a tree and extending down to the ground. 
Protective/Temporary Fencing: A snow fence, chain link fence, orange vinyl construction fence or other similar fencing 
with a minimum four foot (4') height. Tree Removal Authorization: Permission granted by the DeKalb Park District to 
remove a protected tree or a heritage tree. Tree Protections Prior to starting a construction or park improvement 
project, tree protections for the project will be outlined in a tree protection plan. This plan will outline what steps need 
to be taken in order to protect trees while the project is ongoing. The plan will be implemented prior to any construction 
beginning. It is the responsibility of DeKalb Park District Staff, the developer and/or contractor and his/her 
subcontractors to take appropriate action to protect and preserve all trees outlined in the tree protection plan and 
during all phases of construction. A. Protective/Temporary Fencing shall be required for any protected trees and heritage 
trees within the active construction zone to prevent infringement on the root system from any construction related 
activities. The protective fencing must encompass no less than 75% of the radius of the drip line of the protected tree, 
excluding any pre-existing structures, foundations, slabs, roadways, highways, and driveways. All fencing must appear on 
construction documents and shall be installed prior to any other construction related activity. The fencing shall remain in 
place until all other construction related activity has been completed. B. Prohibited activities adjacent to trees shall 
include but not limited to the following: 1. Material Storage: No materials for construction or waste accumulated due to 
excavation, demolition, or construction shall be placed under the canopy of any tree. 2. Equipment Cleaning/Liquid 
Disposal: No equipment shall be cleaned or other materials or liquids deposited or allowed to flow over land within the 
limits of the canopy of any tree. This includes, without limitation, paint, old solvents, asphalt, concrete, mortar or any 
other material. 3. Tree Attachments: No signs, wires or other attachments other than those of a protective nature shall 
be attached to any tree. 4. Vehicular Traffic: No vehicular and/or construction equipment traffic or parking shall take 
place within the limits of the protective fencing. 5. Grade Changes: No grade changes in excess of two inches (cut or fill) 
shall be allowed within the limits of the drip line of any tree. 6. New Impervious Paving: No new paving with asphalt, 
concrete or other impervious materials in a manner which may be expected to severely damage or kill a tree shall be 
placed within the limits of the drip line of any tree. If efforts are made to protect the tree roots, such as root pruning, an 
exception may be made by the DeKalb Park District Executive Director or designee. 

 
Tree Removal Authorization A. Authorization. No person shall cut down, destroy, move, remove, or effectively destroy, 
any tree located on district property without first obtaining tree removal authorization. See Park District ordinance code 

 
Section 8.11 Damage to Property 

 
B. Process. Tree removal request must be submitted in writing to the Superintendent of Parks and Development. C. 
Authority to Review and Approval. The Superintendent of Parks and Development shall be responsible for the review and 
approval of all requests for tree removal authorizations submitted in accordance with the requirements specified herein. 
The Superintendent of Parks and Development may take one of the following actions: 1. Approve - The Superintendent 
of Parks and Development shall issue tree removal authorization. 2. Deny - The Superintendent of Parks and 
Development can deny the request. Reasons for denials can be obtained by request. 3. Defer- If the removal request is 
for a heritage tree or there are other concerns that deem it necessary the Superintendent of Parks and Development 
shall defer the decision to the DeKalb Park District Board of Commissioners. D. Authorization Expiration. Tree removal 
authorization issued in connection with an approved site plan shall be valid for the period of the site plan’s validity. A 
tree removal authorization not issued in connection with a site plan shall become void after 90 days after the date of 
approval. E. Authorization for Removal of a Heritage Tree - A heritage tree may only be removed with approval from the 
DeKalb Park District Board of Commissioners. The following exceptions for removal must be approved by the DeKalb Park 
District Executive Director or designee and be accompanied by a Hazard Tree Assessment and photo documentation: 1. 



The tree is dead and has no ecological, cultural or other value to the park district. 2. The tree is diseased or dying and 
constitutes a threat to healthy trees, to property, or to public safety. Tree Removal in Parks by DeKalb Park District staff 
or contractors: When park staff or a contractor are performing tree removal in DeKalb Park District parks, park staff must 
complete a Tree Hazard Evaluation form with photo documentation attached and submit documentation to the Park 
Forman prior to removal. If tree is a heritage tree this documentation must be submitted to the Executive Director or 
designee prior to tree removal. The following exceptions may apply: 1. Removal of dead trees in parks. 2. Removal of 
trees infected with a pest or disease (e.g. Emerald Ash Borer, Dutch Elm Disease, etc.) 3. Removal of Hazard trees in 
parks and along district trail system that pose an immediate threat to healthy trees, property, or public safety. 4. Clearing 
or tree removal in Park District owned woodlands and natural areas in conjunction with an approved natural areas 
management plan. 

Section 4. Severability. In the event that any section, clause, provision, or part of this Ordinance shall be found and 
determined to be invalid by a court of competent jurisdiction, all valid parts that are severable from the invalid parts 
shall remain in full force and effect. 

Section 5. Repeal and Savings Clause. All Ordinances or parts of Ordinances in conflict herewith are hereby repealed; 
provided, however, that nothing herein contained shall affect any rights, action, or causes of action which shall have 
accrued to the DeKalb Park District prior to the effective date of this Ordinance. 

Section 6. Effective Date. This Ordinance shall be in full force and effect from and after its passage, approval and 
publication in pamphlet form as provided by law. 

Section 8.48 Unclaimed Articles 

The officer or any employee so designated who shall find any bicycle, wagon, or other toy or attire in the park system 
violating any provision hereof shall impound and place same in an area designated by the District. 

Section 8.49 Watercraft 

No person shall operate a boat in, on or upon any waters of the park district except for programs under the supervision 
of the District or without first obtaining a permit from the Director. 

Section 8.50 Yard Waste 

No person shall bring in, dump, deposit or leave any landscape waste, yard waste, grass clipping, leaves, trees, bushes, 
shrubbery, or clippings from same in any Park. 

Section 8.51 Weapons 

No person shall bring, carry or use projectiles, knives, firearms, explosive substances or weapons of any kind in the park 
system. 



SUBJECT: DeKalb Township IGA Discussion 

SUBMITTING DEPARTMENT: Parks 

Board of Commissioners Meeting 

Agenda Item, VII.e.
May 26, 2022 

BACKGROUND INFORMATION: 
Throughout the years, the District has maintained a relationship with DeKalb Township. Informal 
agreements in the past have allowed both taxing bodies to assist each other for mutual benefit. Both 
parties are now looking to formalize our relationship with a written Intergovernmental Agreement. 

Some of the elements to be included in this proposed IGA include use of various tractor and skid steer 
implements between entities, District use of the Township’s gravel contract, Township grading of the 
gravel parking lot at DeKalb Kiwanis Park and locating one light pole on Township property at Oakwood 
Cemetery. 

The referenced light pole is the final pole in the new string of lights being added to the path through the 
woods from the Ellwood Mansion to the church parking lot. When the lights were staked out, this pole 
ended up being staked approximately two feet onto the Oakwood Cemetery property which is owned by 
the Township. Upon review of the staking by both entities, the location of the pole actually makes a lot 
of sense. The Township recently paved the entry to the cemetery and created a large landscape bed 
where our path intersects their driveway. Having the light at this location will clearly illuminate the 
entry/exit of our path to the parking lot as well as provide additional security for the cemetery. 
Additionally, they want to install a flagpole in the same area and would be able to pull power from our 
pole in order to properly illuminate their flag. They have agreed to pay for any extra electricity their 
spotlight would require. 

Staff will work with legal counsel to draft the proper IGA language in order to solidify our relationship. 
Staff plan on having this document available for review and acceptance at the June 23, 2022, Board 
meeting. 



SUBJECT: Discussion of Job Description Updates. 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
Staff have begun the process of reviewing and updating job descriptions for all full-time positions. The goal of 
these updates is to ensure that each job description accurately reflects the work currently being performed by 
the employees who fill these positions and that the Desired Minimum Qualifications for each position is 
accurate so the District can recruit and hire qualified candidates. 

The following job descriptions for the Parks Planning and Development Department are submitted for the 
Board’s review: 

1. Park Maintenance Level I 
2. Park Maintenance Level II
3. Park Maintenance Level III
4. Facility Maintenance Level II
5. Mechanic (shared between the Golf and Parks Planning and Development Departments)
6. Park Supervisor
7. Team Leader – Facilities
8. Team Leader – Landscape and Horticulture
9. Team Leader – Park Maintenance and Special Projects
10. Administrative Assistant

Board of Commissioners Meeting 

Agenda Item, VII.f.
 May 26, 2022 
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DeKalb Park District 
Position Description 

DEPARTMENT: Golf Course Operations and& Parks Planning and Development 

TITLE: Mechanic 

CLASSIFICATION: Full-Time, Non-Exempt 

SUMMARY OF POSITION: The Mechanic position is shared between the Golf Department and the Parks 
Planning and Development Department. This individualposition provides service, repairs, and 
maintenance of golf, turf, and landscape equipment, and/ vehicles used at the District’s River Heights 
and Buena Vista golf courses. at River Heights and Buena Vista. This individual will also services and 
repairsr the maintenance equipment and/ vehicles used by the Parks Planning and Development 
Ddepartment. This includes making major and minor repairs on a variety of gasoline, diesel, and electric 
powered vehicles and equipment. This individual is also responsible for administering the District’s 
preventive maintenance program for equipment and vehicles. This position is part of the collective 
bargaining unit. 

SUPERVISION RECEIVED: Reports to Responsible to the Superintendent of Parks and Development and 
the Golf Maintenance Superintendent of Golf 

SUPERVISION EXERCISED: May supervise part-time or seasonal workers as required and assigned. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

1. Responsible for the inspection, diagnoses, and repair of mechanical defects in all Ggolf 
and Parks, Planning and Development equipment and vehicles. turf, landscape, and parks
maintenance equipment and vehicles. 

2. Responsible for creating, performing, and documenting the preventative maintenance and 
/service program for all District equipment and vehicles. This includes maintaining records 
for equipment and parts inventory, equipment conditions, cost of repairs, and service 
schedules, etc. 

3. Instructs District golf and parks maintenance staff on preventative maintenance procedures 
and the proper cleaning and safe operation of equipment and/ vehicles. 

4. Performs small engine repairs on mowers, blowers, weed whips, and other equipment. 
Rebuilds equipmentRebuilds equipment as needed. 

5. Performs frequent routine safety checks on vehicles and equipment; makes repairs as 

Commented [ME1]: Probably need to mention this a union 
position 
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needed; and files safety reports as required. 

6. Assists in the maintenance and repair of irrigation systems. 

7. Routinely communicates to management the vehicles and equipment in need of repair and a 
timeline for making the repairs. 

8. Advises management regarding equipment needs and capital purchases.

9. Directs the operation of the golf cart maintenance and repair program. 

10. Responsible for ordering and maintaining an inventory of parts and supplies needed to 
repair District vehicles and/ equipment while adhering to the District’s purchasing
procedures and guidelines. 

11. Transports vehicles and equipment to the shop for repairs and back to their original location 
upon completion. 

12. Incorporates the District’s risk management policies and procedures in all work practices. 

13. Responsible for organizing the District’s maintenance shops to ensure tools are stored 
properly and that the shop is clean and free of debris and/ clutter. 

14. Participates in snow removal activities to include snow plowing, blowing, shoveling, and 
salting, etc. as necessary. 

15. Other duties as assigned.

PERIPHERAL DUTIES: 

1. Serves on internal agency committees or project teams with other District employees
for the benefit of the entire Park park Ddistrict. 

2. Attends conferences, seminars, and education sessions as they pertain to area of
responsibility. 

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:

A. High School DiplomaGraduation from high school or GED equivalent, and. 

B. Three (3) years’ experience in vehicle and equipment repair, or. 

C. Any equivalent combination of relevant education and experience.
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D. Mechanic’s school certification a plus. 

 
2. Necessary Knowledge, Skills and Abilities: 

 
A. Ability to safely operate, maintain and repair the vehicles, tools, and equipment 

used in the maintenance of the District’s parks and golf courses. 
 

B. Knowledge of the methods, materials, equipment, and tools used in vehicle and 
equipment maintenance and repair. 

 
C. Mechanical aptitude, knowledge, and skill to diagnose and repair vehicles and 

equipment. 
 

D. Ability to multi-task and complete projects and /repairs in a timely manner. 
 

E. Ability to communicate clearly and concisely, both orally and in writing. 
 

F. Ability to work independently and to complete daily activities according to a work 
schedule. 

 
G. Ability to establish effective working relationships with employees, supervisors, 

and the public. 
 

SPECIAL REQUIREMENTS: 
 

A. Valid State of Illinois driver’s license. Must have the ability to obtain an Illinois 
Class B CDL with airbrake within one (1) year of employment. 

 

B. Must have or obtain certification in CPR and AED within six (6) months of 
employment. 

 
C. Forklift certification within 60 days of employment. 

 
 

PHYSICAL DEMANDS: 
 

The physical demands described herein are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to reach with hands and arms. 
The employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, 
tools, or controls. The employee is occasionally required to sit, push, pull, climb or balance; stoop, kneel, 
crouch, or crawl; and talk and hear. The employee must frequently lift and/or move up to 50 pounds by 
themselves and occasionally lift and/or move more than 75 pounds with assistance. Specific vision abilities 
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required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus. 
While performing the duties of this job, the employee is required to have sufficient physical ability to work 
in a mechanic shop environment; walk, stand, and sit for prolonged periods of time; frequently stoop, bend, 
kneel, crouch, crawl, climb, reach, and twist; push, pull, lift, and/or carry up to 75 pounds; operate assigned 
equipment and vehicles; and to verbally communicate to exchange information. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is primarily in a shop environment and; occasional 
field environment with some drivingtravel from site to site. The employee may be ; exposured to noise, 
dust, grease, smoke, and fumes; and all types of weather conditions. The employee regularly works 
near moving mechanical parts; occasionally near noise or vibration; operating construction equipment; 
and electrical, mechanical, chemical, or explosive hazards. The noise level may be loud. 

SELECTION GUIDELINES: 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

APPROVALS: 

  Human Resource & Payroll Manager Date 

Executive Director Date 

Board Approvals:BOARD APPROVALS: 
Effective Date: 01/22/2020 

xx/xx/xxxx 
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DeKalb Park District 
Position Description 

DEPARTMENT: Parks Planning and Development 

TITLE: Facility Maintenance Level II 

CLASSIFICATION: Full-Time, Non-Exempt 

SUMMARY OF POSITION: Responsible for the District’s facility maintenance, including HVAC, electrical, and 
plumbing maintenance and repairs, swimming pool maintenance and repairs, snow removal, and risk 
management. This position is part of the collective bargaining unit. 

SUPERVISION RECEIVED: Reports to Responsible to the Superintendent of Parks and Development. 

SUPERVISION EXERCISED: None typically but may train and supervise seasonal workers and custodial 
workers as assigned. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

1. Performs semi-skilled facility repair and maintenance activities such as painting, 
plumbing, HVAC, pool operations, carpentry, electrical, and other semi-skilled trades
work. 

2. Assists in facility and field preparations necessary for the opening day of outdoor athletic
programs, shelters and other park facilities. Leads facility preparations for opening day at
Hopkins Pool. Participates in the preparations necessary for community events and other
District activities. 

3. Assists in Ddepartment risk management activities associated with Ddistrict 
playgrounds, parks, facilities, and trees, etc., updates Safety Data Sheets, prepares
reports and other documentation related to risk management assessments and 
activities. 

4. Assists with planning, scheduling, and implementing a preventive maintenance 
program for equipment, facilities, and park amenities. 

5. Responds to alarm calls at District facilities. 

6. Supports District efforts in complying with city, state, and federal regulations
related to facilities and infrastructure. 

7. Performs seasonal water turn-ons and shut-downs and /winterizations.
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8. Participates in district snow removal activities to include snow plowing, blowing, shoveling, 

and salting etc. 

8. 
9. Assists with setting up and taking down equipment for planned programs and events.

10. Inspects, cleans, and performs routine maintenance of District shelters, restrooms, and 
other park amenities. 

11. Participates in building maintenance activities to include painting, carpet cleaning, 
and window cleaning etc. 

12. Other duties as assigned.

PERIPHERAL DUTIES: 

1. Serves on internal agency committees or/ project teams with other District 
District employees for the benefit of the entire Ppark Ddistrict. 

2. Attends conferences, seminars, education sessions and other training as they pertain to
area of responsibility. 

3. Responds to emergency and weather-related calls during off-duty hours as required.

4. Completes written reports and manuals as directed.

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience: 

A. High School DiplomaGraduation from high school or GED equivalent, and. 

B. Two (2) – Four (4) years’ experience in facility repair and maintenance work.,or 

C. Any equivalent combination of relevant education and experience.

2. Necessary Knowledge, Skills and Abilities:

A. Ability to maintain and repair HVAC systems, plumbing and electrical systems,
fountains, pumps, and lighting. 

B. Knowledge of swimming pool maintenance and operations.

C. Ability to safely operate and maintain the tools necessary to perform the 
necessary job functions. 
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D. Ability to work independently and to complete daily activities according to a work 
schedule. 

 
E. Ability to effectively communicate and build strong working relationships with 

other District staff. 

 
F. Ability to occasionally work nights, weekends, and holidays as assigned. Will 

also be part of a rotating “on-call” schedule. 
 

SPECIAL REQUIREMENTS: 
 

A. Valid State of Illinois driver’s license. Must have the ability to obtain an Illinois Class 
B CDL with airbrake within one (1) year of employment. 

 

B. State of Illinois Pesticide Operator license or obtain within six (6) months 
of employment 

 
C. Must have or obtain CPR/AED certification within six (6) months of employment. 

 

D. Must have or obtain CPO (Certified Pool Operator) certification within one (1) year 
of employment. 

 
PHYSICAL DEMANDS: 

 
The physical demands described herein are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is required to: stand,; walk,; stoop,; kneel,; crouch,; 
twist, crawl; use hands to finger, handle, feel or operate objects, tools, or controls; walk up and down stairs; 
climb ladders; drive to District facilities; and talk and hear. The employee is occasionally required to climb 
up and down structures within a facility and be able to handle heights not exceeding sixty-five feet. The 
employee must frequently lift and/or move up to 50 pounds by themselves and occasionally lift and/or move 
more than 75 pounds with assistance. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, a significant amount of time may be spent working in a shop  
environment, being outdoors in inclement weather, and in confined spaces for extended periods of time.  
The employee may work in high, precarious places and may also work near fumes or airborne particles,  
toxic or caustic chemicals; occasional extreme noise or vibration; around operating construction  
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SELECTION GUIDELINES: 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be  
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

APPROVALS:

Human Resource & Payroll Manager Date 

Executive Director Date 

Board Approval: 
Effective Date 01/22/2020 

xx/xx/xxxx 

equipment; and electrical, mechanical, chemical or explosive hazards. The noise level in the work  
environment may be loud.  

While performing the duties of this job, the employee regularly works near moving mechanical parts and 
in outside weather conditions. The employee may work in high, precarious places and may be frequently 
exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, 
occasional extreme noise or vibration, may work around operating construction equipment, electrical,  
mechanical, chemical or explosive hazards. The noise level in the work environment is usually moderate  
to loud. 
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DeKalb Park District 
Position Description 

 
DEPARTMENT: Parks Planning and Development 

TITLE: Park Supervisor 

CLASSIFICATION: Full-Time, Exempt 

SUMMARY OF POSITION: The Park Supervisor is responsible for the development, implementation 
and supervision of the day-to-day operations of the Parks Planning and Development Department 

 
SUPERVISION RECEIVED: Reports tosponsible to the Superintendent of Parks and& Development 

 

SUPERVISION EXERCISED: Supervises the Ddepartment’s Team Leaders and other District staff as 
assigned. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

  
1. Oversees construction projects including: the installation of playgrounds, shelters 

and other park amenities and supervising and directing other on-site District staff. 
 

2. Schedules park maintenance activities to include: park maintenance and 
improvement projects, vehicle and equipment repairs, grounds, athletic field, and 
facility maintenance, tree planting and care, turf applications, sanitation/custodial, 
the operation of vehicles, tools and equipment, and other duties as assigned. 

 

3. Plans, organizes, and supervises the maintenance, operation, inspection, installation 
and repair of facilities as assigned; prepares work plans and schedules, develops 
programs, administers policies and procedures, ensures compliance with state and 
federal regulations. Coordinates District snow removal activities. 

 
4. Works in collaboration with the Superintendent of Parks and& Development in 

developing long and short-term plans, status reports, and other reports as 
required. 

 
5. Recruits, hires, trains and evaluates full-time and seasonal staff; maintains Ddistrict 

as well as state and federal employment policies and procedures; prepares training 
manuals; assigns employee work projects; monitors performance; conducts 
evaluations; reviews and approves time sheets; and conducts exit interviews. 

 
6. Assists the Superintendent of Parks and Development in the development ofDevelops 

budgets, the approval of expenditures, the development of bid and contract 
documents, monitoring accounts related to Department division expenditures and 
the execution of contractual payouts according to contract documents. 
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A. Minimum High School Diploma. with two years of college level course work in  
horticulture or a related field. 

 
B. An AAssociate’s A degree in horticulture or othera closely related field is 

desirable.. 

Formatted: Indent: Left: 1.07", No bullets or 
numbering 

Formatted: Font: Not Bold 

Formatted: Font: +Body (Calibri) 

Formatted: Normal, Indent: Left: 1.07", Right: 0", No 
bullets or numbering 

 

 
 

 
 
 
 
 

7. Develops project plans and specifications, schedules, coordinates and supervises 
work between trades while maintaining appropriate records, ensures that all work is 
performed according to project specifications, secures necessary permits and forms 
of consent. 

 
8. Incorporates risk management practices, including the development of safety  

reports and, documentation, and District-wide safety assessments. Complies with 
overall risk management goals and objectives. 

 
9. 

 
 

10. 

 
11. 

 
 
 

12. Conducts scheduled documented inspections of park properties and amenities. 
 

12.13. Other duties as assigned. 
 

13. Other duties as assigned. 

 
 

PERIPHERAL DUTIES: 
 

1. Serves on internal agency committees or project teams with other Ppark Ddistrict 
employees for the benefit of the entire Dpark district. 

 

2. Acts as a resource for other Ddistrict staff. 
 

3. Attends conferences, seminars and education sessions and participates in 
professional associations as they pertain to area of responsibility. 

 
DESIRED MINIMUM QUALIFICATIONS: 

 
1. Education and Experience: 

Investigates resident complaints and recommends corrective actions; when 
requested serves as liaison to community groups or, clubs etc.. 
 
Evaluates equipment for purchase and assists in the development of specifications; 
orders materials and supplies. 
 
Operates all vehicles and equipment associated with park maintenance activities as  
necessary; Kkeeps abreast of and maintains knowledge of latest technology and 
applications related to park maintenance operations. 
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C. Five (5) years of increasingly responsible related experience, including two years of 
administrative and supervisory responsibility. 

 

A.D.  or Aany equivalent combination of relevant education and experience. which  
would provide the applicant with the desired skills, knowledge and ability required 
to perform the job. 

 

2. Necessary Knowledge, Skills and Abilities: 
 

A. A thorough knowledge of parks maintenance administration and operations,  
including and skill in  planning and, budgeting, along withand organizing a parks 
department including basic knowledge in landscape, turf maintenance, 
scheduling, vehicle and& equipment maintenance, construction, HVAC, 
plumbing, electrical, safety practices and procedures, and the operation of 
small and large equipment. 

 
B. Knowledge of pPark and recreation resource management including methods 

of developing, preserving, and enhancing natural resources.; 
  

C. Knowledge in blueprint interpretation, project specifications, construction 
processes and methods, maintenance techniques, mechanical systems 
maintenance and repair, plumbing, electrical, welding, carpentry, the operation 
of power tools, the operation of small and large equipment, and construction 
techniques. 

 
D. Possess the kKnowledge and ability to supervise construction projects. 

 

E. Knowledge of safety rules and regulations as they pertain to capital projects, 
maintenance activities, and the operation of construction tools and equipment. 

 

F. Ability to work independently and to complete daily activities according to work 
schedule. 

 
G. Ability to establish effective working relationships with employees, 

supervisors, and the public. 
 

SPECIAL REQUIREMENTS: 
 

1. State of Illinois Class B CDL driver’s license with air-brake or ability to obtain 
within six (6) months of employment. 

 

2. Must have or obtain CPR/AED certification within six (6) months of employment. 
 

3. The ability to obtain CPSI certification (Certified Playground Inspector). 
 

4. The ability to obtain an Applicator Spray license issued by the State of Illinois within 
one (1) year of employment. 
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PHYSICAL DEMANDS: 
 

The physical demands described here are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to reach with hands and arms. 
The employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, 
tools, or controls. The employee is required to use a computer, sit, push, pull, climb or balance, stoop,  
kneel, crouch, or crawl; and talk and hear. The employee is required to drive to other facilities and work 
sites. The employee must frequently lift and/or move up to 50 pounds by themselves and occasionally lift 
and/or move more than 75 pounds with assistance. Specific vision abilities required by this job include close 
vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
While performing duties of this job, the employee is frequently required to work in a combination of  
office and field environments; travel to/from work sites, spend considerable time hearing, speaking,  
standing, sitting, walking, driving, kneeling, stooping, crouching, squatting, climbing ladders,  
crawling, and twisting of upper body. The employee must occasionally lift and/or move up to 25 lbs.  
by themselves or 50 lbs. with assistance and possess average hearing acuity. Specific vision abilities  
required by this position include close vision, distance vision, color vision, peripheral vision, depth 
perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, a significant amount of time may be spent sitting in an office, 
working in a shop environment, being outdoors and in inclement weather, and working in confined 
spaces for extended periods of time; being around chemicals; being around occasional extreme noise 
or vibration, operating construction equipment; being around electrical, mechanical, chemical or 
explosive hazards; working in wet and/or humid conditions; being exposed to fumes or airborne 
particles and toxic or caustic chemicals, and risk of electrical shock. The employee may be required to  
work in high, precarious places. The employee may be required to operate heavy equipment. In 
addition, the employee is required to utilize a computer and certain software applications. 

 
 

SELECTION GUIDELINES: 
 

Formal application, rating of education and experience; oral interview and reference and/or 
background check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related, or a logical assignment to the position. 
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DeKalb Park District 
Position Description 

 
DEPARTMENT: Parks Planning and Development 

 
TITLE: Park Maintenance Level I 

 
CLASSIFICATION: Full-Time, Non-Exempt  

 
SUMMARY OF POSITION: Parks Maintenance Level I staff perform a variety of unskilled and semi-skilled 
work activities related to the maintenance of Ddistrict parks and facilities and the use of associated tools, 
vehicles, and equipment. This position is part of the collective bargaining unit. 

 

SUPERVISION RECEIVED: Reports to the Responsible to assigned Team Leader 
 

SUPERVISION EXERCISED: None typically, but may supervise seasonal workers as assigned. and/or 
community service workers if assigned. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

 
1. Maintains playgrounds and performs minor repairs such as removing graffiti, swing 

replacement, raking and& adding playground surfacing, replacing bolts, and fasteners. etc. 
 

2. Mows and maintains park and open space areas; removes weeds; cleans and maintains 
basketball and& tennis courts, parking lots, trails, and other paved park areas. 

 

3. Participates in district snow removal activities to include snow plowing, blowing, shoveling, 
and salting etc. 

 

4. Assists in facility and field preparations necessary for the opening day of outdoor athletic 
programs, swimming pool, shelters and other park facilities. Participates in preparations 
necessary for community events and other District activities including working assigned 
events 

 
5. Inspects, cleans, and performs routine maintenance of district shelters, restrooms, and 

other park amenities. 
 

6. Participates in building maintenance activities to include custodial, painting, carpet 
cleaning, and window cleaning etc. 

 

7. Performs routine maintenance on lawn, power and vehicular equipment such as cleaning, 
lubrication, and checking fluids and filters etc. 

 

8. Assists in District gardening and other park and& facility beautification activities; assists in 
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the care and removal of trees; performs turf and pest control applications. 

 
9. Participates is Ddistrict sanitation activities to include routine maintenance of Ddistrict 

shelters, restrooms and other park amenities; emptying trash cans and& picking up litter; 
and District recycling activities. 

 

10. Participates in Ddistrict risk management activities and documents daily work activities. 
 

11. Other duties as assigned. 
 

PERIPHERAL DUTIES: 
 

1. Serves on internal agency committees or project teams with other Ppark Ddistrict 
employees for the benefit of the entire park Ddistrict. 

 

2. Attends conferences, seminars, education sessions and other training as they pertain to 
area of responsibility. 

 
3. Participates in Ddistrict risk management activities and documents daily work activities. 

 

DESIRED MINIMUM QUALIFICATIONS: 
 

1. Education and Experience: 
 

A. High School Diploma Graduation from high school or GED equivalent., and 
 

B. Two (2) years’ experience in repair and maintenance work., or 
 

C. Any equivalent combination of relevant education and experience. 
 

2. Necessary Knowledge, Skills and Abilities: 
 

A. Knowledge of equipment, materials, and methods utilized to perform facility and 
grounds maintenance. 

 
B. Possess the Kknowledge and ability or have the ability to learn how to safely 

operate, maintain, and repair the tools and equipment necessary to perform the 
job. 

 
C. Maintains current skills and knowledge in techniques related to building and 

grounds maintenance functions and the operation of tools and equipment. 
 

D. Ability to work independently and to complete daily activities according to work 
schedule. 

 
E. Ability to establish effective working relationships with employees, supervisors, 
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and the public. 

 
F. Will have to occasionally work nights, weekends, and holidays as assigned. Will 

also be part of a rotating “on-call” schedule. 
 

SPECIAL REQUIREMENTS: 
 

A. Valid State of Illinois driver’s license 
 

B. State of Illinois Pesticide Operator license or obtain within six (6) months of 
employment 

 
C. Must have or obtain CPR/AED certification within six months of employment. 

 
TOOLS AND EQUIPMENT USED: 

 

The following list of tools and equipment as described herein are representative, and not a complete 
listing of those tools and equipment an employee may encounter while performing the essential 
functions of this job: Pickup trucks, trucks with trailers; lawn and landscaping equipment including tractors, 
mowers, snow blowers, skid-steer loaders and attachments, back hoe, front loaders, stumper, chipper, 
airifier, chainsaws, edgers, weed trimmers, sprinkler and irrigation equipment; equipment used for applying 
wet or dry turf and pest control products including broadcast and drop spreaders and nozzle type sprayers; 
hand tools and other tools associated with carpentry, plumbing, electrical and cement work; janitorial 
equipment including floor buffers, steam cleaners, carpet cleaners, washers and vacuums. 

 

PHYSICAL DEMANDS: 
 

The physical demands described herein are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to reach with hands and arms. 
The employee frequently is required to stand,; walk,; and use hands to finger, handle, feel or operate 
objects, tools, or controls. The employee is occasionally required to sit,; push, pull, climb or balance; stoop, 
kneel, crouch, or crawl; and talk andor hear. The employee must frequently lift and/or move up to 50 
pounds by themselves and occasionally lift and/or move more than 75 pounds with assistance. Specific 
vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
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While performing the duties of this job, a significant amount of time may be spent working in a shop 
environment, being outdoors in inclement weather, and in confined spaces for extended periods of 
time. the employee regularly works near moving mechanical parts and in outside weather conditions. 
The employee may work in high, precarious places and may also work near be frequently exposed to 
wet and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals;, occasional 
extreme noise or vibration;, may work around around operating construction equipment; and, electrical, 
mechanical, chemical or explosive hazards. The noise level in the work environment mayis usually  be 
loud. 

 
SELECTION GUIDELINES: 

 
Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 

 
  Human Resource & Payroll Manager Date 

 
 

 Executive Director Date 

 
Board Approvals: 
Effective Date: 12/01/2006 
Revised Dates: 10/01/2009 

10/31/2011 
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 xx/xx/xxxx 
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DeKalb Park District 
Position Description 

 
DEPARTMENT: Parks Planning and Development 

 
TITLE: Park Maintenance Level II 

 
CLASSIFICATION: Full-Time, Non-Exempt  

 
SUMMARY OF POSITION: Parks Maintenance Level II staff perform a variety of semi-skilled activities 
related to the maintenance of District parks and facilities and use of associated tools, vehicles, and 
equipment. Level II staff possess are distinguished from Parks Maintenance Level I staff in that they are 
expected to perform with more advanced skill and specialized knowledge in the equipment, techniques, 
and tools used in the construction, maintenance, and repair of parks, facilities, systems, vehicles and 
equipment. Parks Maintenance Level II staff perform a variety of work activities related to the maintenance 
and operation of district parks, facilities, tools, vehicles and equipment. This position is part of the collective 
bargaining unit. 

 

SUPERVISION RECEIVED: Reports to the Responsible to assigned Team Leader. 
 

SUPERVISION EXERCISED: May supervise Parks Maintenance Level I staff,, seasonal workers, , and other 
District staff ascommunity service workers or temporary employees as required and assigned. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all of the duties and responsibilities of this 
position. 

 
1. Assists in the training and/or directs the work of Level I staff, seasonal workers, and 

other District staff as assigned. 
 

2. Maintains playgrounds and performs playground audits, safety inspections, and repairs 
such as component replacement and, structural supports etc. 

 

3. Mows and maintains park and open space areas; removes weeds; cleans and maintains 
basketball and& tennis courts, parking lots, trails and other paved park areas; maintains 
irrigation systems and assists in the repair and installation of sprinkler lines and heads. 

 
4. Participates in district snow removal activities to include snow plowing, blowing, shoveling, 

and salting, etc. 
 

5. Assists in facility and field preparations necessary for the opening day of outdoor athletic 
programs, swimming pool, shelters, and other park facilities. Participates in preparations 
necessary for community events and other District activities, including working assigned 
events. 

 
6. Participates in shelter and building maintenance activities to include winterization, door 
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and& window repair, drywall and& ceiling repairs, roof and& siding repairs, servicing 
district mechanical systems and& equipment, carpentry, plumbing, and electrical repairs 
etc. 

 

7. Performs routine and more complex maintenance related to the servicing and repair of 
vehicles and equipment such as inspections, cleaning, lubrication, checking fluids and 
filters, oil changes, repairs, and trouble shootingtroubleshooting etc. 

 

8. Assists in District gardening and other park and& facility beautification activities; assists in 
the care and removal of trees; performs turf and pest control applications. 

 
9. Participates ins Ddistrict sanitation activities to include routine maintenance of Ddistrict 

shelters, restrooms and other park amenities; emptying trash cans and& picking up litter; 
and District recycling activities. 

 

10. Performs routine and seasonal custodial work as required; picks up litter, collects and 
disposes of solid waste from District parks and facilities; and participates in District 
recycling activities. 

 
11. Assists in the construction of new park facilities to include: the operation of tools and 

equipment necessary for the installation of park amenities, clearing, rough and finish 
grading, drainage, and other associated work. 

 
12. Other duties as assigned. 

 
PERIPHERAL DUTIES: 

 
1. Participates in Ddistrict risk management activities and documents daily work activities. 

 

2. Serves on internal agency committees or project teams with other Ppark Ddistrict 
employees for the benefit of the entire park Ddistrict. 

 

2. Attends conferences, seminars, and education sessions and participates in 
professional associations as they pertain to area of responsibility. 

 
DESIRED MINIMUM QUALIFICATIONS: 

 
1. Education and Experience: 

 
A. High School DiplomaGraduation from high school or GED equivalent, and 

 

B. Five (5) years experience in repair and maintenance work, or 
 

C. Any equivalent combination of relevant education and experience. 
 

2. Necessary Knowledge, Skills and Abilities: 
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A. Knowledge of equipment, materials, and methods utilized to perform facility and 
grounds maintenance. 

 
 

B. Possess the kKnowledge and ability or have the ability to learn how to safely 
operate, maintain, and repair the tools and equipment necessary to perform the 
job. 

 
C. Maintains current skills and knowledge in techniques related to building and 

grounds maintenance functions and the operation of tools and equipment. 
 

D. Ability to work independently and to complete daily activities according to work 
schedule. 

 
E. Ability to establish effective working relationships with employees, supervisors, 

and the public. 
 

F. Will have to occasionally work nights, weekends, and holidays as assigned. Will 
also be part of a rotating “on-call” schedule. 

 
SPECIAL REQUIREMENTS: 

 
A. Valid State of Illinois driver’s license. 

 
B. Valid State of Illinois Class B CDL driver’s license with air brakes or obtain within six 

(6) months of employment. 
 

C. State of Illinois Pesticide Applicator license or obtain within six (6) months of 
employment. 

 
D. Must have or obtain CPR/AED certification within six (6) months of employment. 

 
E. Certificates: Other specialized certifications in areas such as pest control, 

landscaping and tree maintenance, safety, park, and& facility maintenance are 
desirable. 

 
 
 

TOOLS AND EQUIPMENT USED: 
 

The following list of tools and equipment as described herein are representative, and not a complete 
listing of those tools and equipment an employee may encounter while performing the essential 
functions of this job: Dump trucks, pickup trucks, trucks with trailers; lawn and landscaping equipment 
including tractors, mowers, snow blowers, skid-steer loaders and attachments, back hoe, front loaders, 
stumper, chipper, airifier, chainsaws, edgers, weed trimmers, sprinkler and irrigation equipment; 
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equipment used for applying wet or dry turf and pest control products including broadcast and drop 
spreaders and nozzle type sprayers; hand tools and other tools associated with carpentry, plumbing, 
electrical and cement work; janitorial equipment including floor buffers, steam cleaners, carpet cleaners, 
washers and vacuums. 

PHYSICAL DEMANDS: 

The physical demands described herein are representative of those which that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to reach with hands and arms. 
The employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, 
tools, or controls. The employee is occasionally required to sit, push, pull, climb or balance; stoop, kneel, 
crouch, or crawl; and talk and hear. The employee must frequently lift and/or move up to 50 pounds by 
themselves and occasionally lift and/or move more than 75 pounds with assistance. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus.While performing the duties of this job, the employee is regularly required to 
reach with hands and arms. The employee frequently is required to stand; walk; and use hands to finger, 
handle, feel or operate objects, tools, or controls. The employee is occasionally required to sit; climb or 
balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must frequently lift and/or move up 
to 50 pounds by themselves and occasionally lift and/or move more than 75 pounds with assistance. 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, a significant amount of time may be spent working in a shop 
environment, being outdoors in inclement weather, and in confined spaces for extended periods of 
time. The employee may work in high, precarious places and may also work near fumes or airborne 
particles, toxic or caustic chemicals; occasional extreme noise or vibration; around operating 
construction equipment; and electrical, mechanical, chemical or explosive hazards. The noise level in 
the work environment may be loud. 
While performing the duties of this job, the employee regularly works near moving mechanical parts and 
in outside weather conditions. The employee may work in high, precarious places and may be frequently 
exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, 
occasional extreme noise or vibration; may work around operating construction equipment, electrical, 
mechanical, chemical or explosive hazards. The noise level in the work environment is usually loud. 
Upon occasion the employee may be required to interact with individuals with varying dispositions. 
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SELECTION GUIDELINES: 
 
 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
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DeKalb Park District 
Position Description 

 
DEPARTMENT: Parks Planning and Development 

 
TITLE: Park Maintenance Level III 

 

CLASSIFICATION: Full-Time, Non-Exempt  
 

SUMMARY OF POSITION: Park Maintenance Level III staff perform a variety of semi skilledsemiskilled and 
skilled work activities related to the maintenance of District property and implementation and construction of 
capital improvement projects occurring within the Park District. This position is part of the collective 
bargaining unit. 

 

SUPERVISION RECEIVED: Reports sponsible to the assigned Team Leader. 
 

SUPERVISION EXERCISED: May supervise Park Maintenance Level I and II staff, seasonal workers, or other 
District staff community service workers or temporary employees as required and assigned. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative only 
and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this position. 

 
1. Assists in the training and/or directs the work of Level I and II staff, seasonal staff, and other District 

staff as assigned. 
 

2. Maintains playgrounds and performs playground audits, safety inspections and repairs such as 
component replacement, and structural supports. etc. 

 

3. Mows and maintains park and open space areas; removes weeds; cleans and maintains basketball 
and& tennis courts, parking lots, trails and other paved park areas; maintains irrigation systems and 
assists in the repair and installation of sprinkler lines and heads. 

 
4. Participates in district snow removal activities to include snow plowing, blowing, shoveling, and 

salting etc. 
 

5. Assists in supervising work between trades and insuringensuring that all work is performed 
according to project specifications. 

 
6. Assists in the maintenance of records associated with the construction and development of parks 

and facilities. 
 

7. Assists in incorporating risk management practices, the development of safety reports and, 
documentation, and District wide safety assessments. Complies with overall risk management goals 
and objectives. 

 
8. When assigned, acts as site foreman during construction projects and actively participates in the 

construction process to include: the installation of playgrounds, shelters and other park amenities; 
the operation of tools and & equipment to perform site excavation, backfill, rough and final grading 
work; the operation of tools and& equipment to perform concrete work, rough and& finish 
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carpentry work, and other forms of construction work; supervising and directing other on-site 
District staff. 

9. Participates in shelter and building repairs to include winterization, door and& window repair, 
drywall and& ceiling repairs, roof and& siding repairs, servicing district mechanical systems and&
equipment, carpentry, plumbing, and electrical repairs etc. 

10. Assists in facility and field preparations necessary for the opening day of outdoor athletic programs,
swimming pool, shelters and other park facilities. Participates in preparations necessary for 
community events and other District activities, including working assigned events. 

11. Performs routine maintenance on tools, vehicles, and equipment such as inspections, cleaning,
lubrication, checking fluids, and filters etc. 

12. May be required to utilize district software applications in order to generate reports, maintain 
records, or perform various duties. 

13. Documents daily work activities.

14. Other duties as assigned.

PERIPHERAL DUTIES: 

1. Serves on internal agency committees or project teams with other park district employees for the 
benefit of the entire park Ddistrict. 

2. Acts as a resource for other Ddistrict staff.

3. Attends conferences, seminars and education sessions and participates in professional associations 
as they pertain to area of responsibility. 

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience: 

A. High School Diploma or, G.E.D. equivalent. or any combination of education and 
experience which would provide the applicant with the desired skills, knowledge 
and ability required to perform the job. 

B. Minimum five (5) years experienceyears’ experience in repair and maintenance 
work with documentable increasing job responsibilities. 

B.C. Any equivalent combination of relevant education and experience. 

2. Necessary Knowledge, Skills and Abilities:

A. Knowledge in blueprint interpretation, project specifications, construction
processes and methods, maintenance techniques, mechanical systems 
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maintenance and repair, plumbing, electrical, welding, carpentry, the operation of 
power tools, the operation of small and large equipment. 

 
B. Possess the kKnowledge and ability to supervise and actively participate in 

maintenance and construction projects. 
 

C. Knowledge of safety rules and regulations as they pertain to capital projects, 
maintenance activities, and equipment. 

 

D. Ability to work independently and to complete daily activities according to work 
schedule. 

 
E. Ability to establish effective working relationships with employees, supervisors, and 

the public. 
 

F. Will have to occasionally work nights, weekends, and holidays as assigned. Will also 
be part of a rotating “on-call” schedule. 

 
SPECIAL REQUIREMENTS: 

 
A. State of Illinois Class B CDL driver’s license with air-brake or ability to obtain within six 

(6) months of employment. 
 

B. State of Illinois Pesticide Applicator License or obtain within six (6) months of 
employment. 

 
C. Obtain and maintain at least one (1) national level certification as approved by the 

District (Certified Playground Safety Inspector, Certified Pool Operator, Certified 
Arborist, etc.) 

 

D. Must have or obtain CPR/AED certification within six (6) months of employment. 
 

TOOLS AND EQUIPMENT USED: 
 

The following list of tools and equipment as described herein are representative, and not a complete listing 
of those tools and equipment an employee may encounter while performing the essential functions of this 
job: Dump trucks, pickup trucks, trucks with trailers; lawn and landscaping equipment including tractors, 
mowers, snow blowers, skid-steer loaders and attachments, back hoe, front loaders, stumper, chipper, airifier, 
chainsaws, edgers, weed trimmers, sprinkler and irrigation equipment; equipment used for applying wet or dry 
turf and pest control products including broadcast and drop spreaders and nozzle type sprayers; hand tools and 
other tools associated with carpentry, plumbing, electrical and cement work; janitorial equipment including 
floor buffers, steam cleaners, carpet cleaners, washers and vacuums. 

 

PHYSICAL DEMANDS: 
 

The physical demands described here are representative of those whichthat must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
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While performing the duties of this job, the employee is regularly required to reach with hands and arms. The 
employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, tools, 
or controls. The employee is occasionally required to sit, push, pull, climb or balance; stoop, kneel, crouch, or 
crawl; and talk and hear. The employee must frequently lift and/or move up to 50 pounds by themselves and 
occasionally lift and/or move more than 75 pounds with assistance. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 
focus. 
While performing duties of this job, the employee is frequently required to work in a combination of shop 
and field environments; travel to and from work sites. Must lift moderate to heavy objects, materials, tools 
and equipment weighing up to 50 pounds by themselves or 75 pounds with assistance; considerable time 
standing, sitting, walking, driving, kneeling, stooping, crouching, squatting, climbing ladders, crawling, and 
twisting of upper body. Specific vision abilities required by this position include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 
 
 

WORK ENVIRONMENT: 
 

The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, a significant amount of time may be spent working in a shop 
environment, being outdoors in inclement weather, and in confined spaces for extended periods of time. 
The employee may work in high, precarious places and may also work near fumes or airborne particles, 
toxic or caustic chemicals; occasional extreme noise or vibration; around operating construction 
equipment; and electrical, mechanical, chemical or explosive hazards. The noise level in the work 
environment may be loud.While performing duties of this job, a significant amount of time may be spent 
working in a shop environment, being outdoors and in inclement weather and confined spaces for 
extended periods of time; being around chemicals; occasional extreme noise or vibration; being around 
operating construction equipment, electrical, mechanical, chemical or explosive hazards, wet and/or humid 
conditions, fumes or airborne particles and toxic or caustic chemicals. The employee is occasionally 
exposed to risk of electrical shock. 

 
 

SELECTION GUIDELINES: 
 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 
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DeKalb Park District 
Position Description 

DEPARTMENT: Parks Planning and Development 

TITLE: Administrative Assistant 

CLASSIFICATION: Regular Part-Time (IMRF), Non-Exempt 

SUMMARY OF POSITION: The Administrative Assistant performs duties to provide analytical, 
administrative, and operational support to the Superintendent of Parks and Development and other 
Parks Planning and Development staff to include the collection and input of data, reviewing and 
assessing expenditures, ordering and procuring parts and supplies, soliciting equipment and supply 
quotes, inventory control, scheduling vehicle and& equipment maintenance, personnel, maintaining 
records, and implementing policies and procedures. etc. 

SUPERVISION RECEIVED: Reports to and works under the immediate supervision of the Superintendent 
of Parks and Development. 

SUPERVISION EXERCISED: Nnone. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all of the duties and responsibilities of this 
position. 

1. Coordinates and schedules staff training initiatives and orientation, rRecords staff work
activities, maintains department files and inspection records.

2. Receives calls and provides information and assistance by routing calls to appropriate
individuals and departments, takes messages, and responds to routine inquiries.

3. Monitors department expenditures; codes invoices for payment;, procures parts,
supplies, and materials; and maintains supply inventories.

4. Utilize district software applications in order to generate reports, maintain records or
perform various duties.

5. Schedules vehicle and equipment for service, maintains service records, catalogs
vehicle, and equipment acquisitions.

6. Assists in facility and field preparations necessary for the opening day of outdoor
athletic programs, swimming pool, shelters and other park facilities. Participates in the
preparations necessary for community events and other District activities.

7. Assists in the development and implementation of long and short-term plans.
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8. Assists in incorporating risk management practices, the development of safety reports,
and documentation, and participates in District wide safety assessments. Complies
with overall risk management goals and objectives.

9. Performs lightmoderate custodial and maintenance tasks at the maintenance
shopdepartment includingto include: general cleaning of office and other areas.

10. Performs other duties as assigned.

PERIPHERAL DUTIES: 

1. Participates in Ddistrict risk management activities.

2. Serves on internal agency committees or project teams with other Ppark Ddistrict
employees for the benefit of the entire D park district.

3. Attends conferences, seminars and education sessions.

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience:

A. High School DiplomaGraduation from high school or G.E.D. equivalent.

B. Two (2) years’ experience working in an office environment using computers
and performing to include computing, clerical and general office tasks.

C. Any equivalent combination of relevant education and experience.

2. Necessary Knowledge, Skills and Abilities:

A. Some general knowledge of parts used in vehicle and equipment repair along
with, scheduling, ordering, and billing practices.

B. Some kKnowledge of office duties, methods and procedures, and the use of
computers, printers, word processing, and spreadsheet software for data entry.

C. Ability to work independently and to complete daily activities according to work
schedule.

D. Ability to establish effective working relationships with employees, supervisors,
and the public.

SPECIAL REQUIREMENTS: 

1. Valid State of Illinois driver’s license
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2. Must have or obtain CPR/AED certification within six (6) months of employment.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

While performing duties of this job, the employee is frequently required to work in a combination of 
office, shop and field environments, and may travel to/from work sites. The employee must be able to 
lift moderate to moderately heavy objects, materials, tools and equipment weighing up to 30 pounds 
and will spend considerable time standing, sitting, walking, driving, kneeling, stooping, crouching, and 
squatting, twisting, and working on a computer; using hands to finger, handle, feel, or operate objects.. 
Specific vision abilities required by this position include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing duties of this job, the employee is frequently required to work in a combination of 
office, shop, and field environments, and may drive to and from work sites.While performing duties of 
this job, the employee may experience the following work environments The employee will spend a 
considerable amount of time: a significant amount of time will be spent sitting in an office and working 
at a computer, working in a shop environment, and occasionally being outdoors and/or in inclement 
weather. At times, the individual may work ne; being araround chemicals and occasional extreme noise 
or vibration; being around operating construction equipment;, electrical, mechanical, chemical or 
explosive hazards;, wet and/or humid conditions, fumes or airborne particles;, and toxic or caustic 
chemicals. 

SELECTION GUIDELINES: 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

APPROVALS: 

Human Resource & Payroll Manager Date 
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xx/xx/xxxx 
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DeKalb Park District 
Position Description 

DEPARTMENT: Parks Planning and Development 

TITLE: Team Leader – Facilities 

CLASSIFICATION: Full-Time, Non-Exempt 

SUMMARY OF POSITION: Responsible for assisting the Superintendent of Parks and DevelopmentPark 
Supervisor in the management and operation of the Parks Planning and Development department to 
include facility and equipment maintenance, facility custodial duties, building HVAC and plumbing 
maintenance and repairs, swimming pool maintenance and repairs, snow removal, staffing, and risk 
management. This position is part of the collective bargaining unit. 

SUPERVISION RECEIVED: Reports to the Superintendent of Parks and DevelopmentPark Supervisor 

SUPERVISION EXERCISED: Responsible for the supervision of full-time and seasonal employees assigned 
to the area of responsibility. 

ESSENTIAL DUTIES AND RESPONSIBILTIES: The duties and responsibilities listed below are illustrative only 
and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this position. 

1. Participates in the recruitment, training, supervision and evaluation of full-time and 
seasonal staff. Will assign work projects and closely monitor performance. 

2. Evaluates requirements for the completion of projects and daily functions, and accordingly 
configures the most efficient use of time, effort, materials, and equipment. 

3. Assists in Ddepartment risk management activities associated with district playgrounds, 
parks, facilities, and trees; etc., updates Safety Data Sheets;, prepares reports and other 
documentation related to risk management assessments and activities. 

4. Responsible for the general planning and coordination of facility custodial responsibilities,
including such areas as personnel, budget, and inventory. 

5.4. Assists in planning, scheduling, and implementing a repair and preventive maintenance 
program for equipment, facilities, and park amenities. 

6.5. Assists in facility and field preparations necessary for the opening day of outdoor athletic 
programs, shelters and other park facilities. Leads facility preparations for opening day at 
Hopkins Pool. Participates in the preparations necessary for community events and other District 
activities. 

7.6. Coordinates on-call schedules for facility maintenance, custodial, and pool maintenance 
staff. 
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8.7. Responds to alarm calls at District facilities. 

9.8. Instructs personnel in proper, effective, and safe operation of equipment. 

10.9. Incorporates risk management practices in all operations. 

10. Performs semi-skilled to skilled facility maintenance such as painting, plumbing, electrical, 
HVAC, pool operations, carpentry, and other skilled and semi-skilled trades work. 

11. Assists with the creation of the Ddepartmental budget. 

12. Assist in compliance with city, state, and federal regulatory agencies. 

13. Assists with setting up and taking down equipment for planned programs and events. 

14. Other duties as assigned. 

PERIPHERAL DUTIES: 

1. Responds to emergency and weather-related calls during off-duty hours as required. 

2. Completes written reports and manuals. 

3. Attends conferences, seminars and educational session and participates in professional 
associations as they pertain to area of responsibility. 

4. Serves on internal agency committees or project teams with other Ppark Ddistrict employees for
the benefit of the entire Ddistrict. 

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience 

A. High school diploma or G.E.D. equivalent. 

A.B.Degree or certificate in park or facility areas such as HVAC, plumbing, or electrical is 
desirable. 

B.C.A minimum of five (5) years of field experience with increasing responsibilities. 

2. Necessary Knowledge, Skills and Abilities: 

A. Knowledge of equipment, materials and methods utilized to perform facility and grounds
maintenance. 

B. Good understanding of maintenance operations. 
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C. Knowledge of swimming pool maintenance and operations

D. Knowledge of HVAC, electrical, and plumbing. 

E. Possess the Kknowledge and ability to safely operate, maintain and repair tools and 
equipment. 

F. Ability to establish effective working relationships with employees, supervisors, and the
public. 

G. Working knowledge of construction materials and techniques with regard to park
maintenance operations. 

H. Ability to communicate effectively both orally and in written format. 

I. Ability to make sound decisions and follow through on all decisions. 

J. Basic computer skills to include word processing, email and website navigation. 

SPECIAL REQUIREMENTS: 

1. Possession of a valid driver’s license. Must have the ability to obtain an Illinois Class B CDL with 
airbrake within one (1) year of employment 

2. Evenings, weekend, and holiday hours may be required. Will also be part of a rotating “on-call”
schedule. 

3. Possession of an Illinois Pesticide Applicator License or the ability to obtain one within six (6)
months of employment. 

4. Must have or obtain CPR/AED certification within six (6) months of employment. 

5. Must have or obtain CPO (Certified Pool Operator) certification within one (1) year of
employment. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to reach with hands and arms. 
The employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, 
tools, or controls. The employee is required to use a computer, sit, push, pull, climb or balance, stoop, kneel, 
crouch, or crawl; and talk and hear. The employee is required to drive to other facilities and work sites. The  
employee must frequently lift and/or move up to 50 pounds by themselves and occasionally lift and/or move 
more than 75 pounds with assistance. Specific vision abilities required by this job include close vision, 
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distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
While performing the duties of this job, the employee is frequently required to sit or stand for long  
periods of time, walk up and down stairs, use a computer extensively, and drive to other facilities and 
businesses as needed to perform this job. The employee is occasionally required to climb up/ down  
various structures within a facility and work in high places not exceeding sixty-five feet. The  
employee must occasionally lift and/or move up to 50 lbs by themselves or 75 lbs with assistance. 
Specific vision abilities required by this job include close vision, distance vision, color vision,  
peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, time may be spent sitting in an office, working in a shop 
environment, being outdoors and in inclement weather, and working in confined spaces for extended 
periods of time; being around chemicals; being around occasional extreme noise or vibration, operating 
construction equipment; being around electrical, mechanical, chemical or explosive hazards; working 
in wet and/or humid conditions; being exposed to fumes or airborne particles and toxic or caustic 
chemicals, and risk of electrical shock. The employee may be required to work in hire, precarious  
places. In addition, the employee is required to utilize a computer and certain software 

applicationsWhile performing the duties of this job, the employee regularly works near moving  
mechanical parts and in outside weather conditions. The employee may work in high, precarious  
places; may be frequently exposed to wet and/or humid conditions, fumes or airborne particles,  
toxic or caustic chemicals and extreme noise or vibration; may work around operating construction 
equipment, electrical, mechanical, chemical or explosive hazards. The noise level in the work  
environment may be loud. 

SELECTION GUIDELINES: 

Formal application, rating of education and experience: oral interview and reference and/or 
background check: job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related, or a logical assignment to the position. 

APPROVALS: 

  Human Resource & Payroll Manager Date 

Executive Director Date 
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DeKalb Park District 
Position Description 

DEPARTMENT: Parks Planning and Development 

TITLE: Team Leader – Landscape and& Horticulture 

CLASSIFICATION: Full-Time, Non-Exempt 

SUMMARY OF POSITION: Responsible for assisting the Superintendent of Parks and DevelopmentPark 
Supervisor in the management and operation of the Parks Planning and Development department to 
include overseeing grounds and equipment maintenance, construction and special projects, special 
event coordination, landscaping, flower beds, snow removal, staffing, and risk management. This  
position is part of the collective bargaining unit. 

SUPERVISION RECEIVED: Reports to the Superintendent of Parks and DevelopmentPark Supervisor 

SUPERVISION EXERCISED: Responsible for the supervision of full-time and seasonal employees 
assigned to the area of responsibility. 

ESSENTIAL DUTIES AND RESPONSIBILTIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

1. Participates in the recruitment, training, supervision and evaluation of full-time and 
seasonal staff. Will Aassigns work projects and closely monitor performance. 

2. Evaluates requirements for the completion of projects and daily functions, and accordingly 
configures the most efficient use of time, effort, materials, and equipment. 

3. Assists in Ddepartment risk management activities associated with district playgrounds, 
parks, facilities, and trees; etc., updates Safety Data Sheets;, prepares reports and other 
documentation related to risk management assessments and activities. 

4. Assists in the general planning and coordination of a parksparks maintenance program, 
including such areas as personnel, budget, and inventory. 

5. Assists in planning, scheduling, and implementing a repair and preventive maintenance
program for equipment, facilities, and park amenities. 

6. Assists in facility and field preparations necessary for the opening day of outdoor athletic 
programs, swimming pool, shelters and other park facilities. Participates in the preparations
necessary for community events and other District activities. 

7. Instructs personnel in proper, effective, and safe operation of equipment.
Incorporates risk management practices in all operations. 
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8. Performs semi-skilled to skilled interior building maintenance such as painting,
plumbing, carpentry, and other skilled and semi-skilled trades work. 

9. Participates in the designing and construction of landscape areas, gardens, wildlife areas, and
other projects as assigned. 

10. Assists in the development and oversees the District’s athletic field and turf management 
program, including, overseeding, fertilization, top dressing, and herbicide applications. 

11. Assist in compliance with city, state, and federal regulatory agencies. 

11.12. Assists with the creation of Ddepartmental budget. 

12.13. Assists with setting up and taking down equipment for planned programs and events. 

14. Other duties as assigned 

PERIPHERAL DUTIES: 
13. 

1. Responds to emergency and weather-related calls during off-duty hours as required. 

2. Completes written reports and manuals. 

3. Attends conferences, seminars and educational session and participates in professional 
associations as they pertain to area of responsibility. 

4. Serves on internal agency committees or project teams with other Ppark Ddistrict employees
for the benefit of the entire Ddistrict. 

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience 
1. 

A. High school diploma or G.E.D. equivalent. 

A.B.Degree or certificate in parks maintenance, turf care, arboriculture, landscaping, or 
related field is desirable. 

B.C.A minimum of five (5) years of field experience with increasing responsibilities. 

2. Necessary Knowledge, Skills and Abilities: 

A. Knowledge of equipment, materials and methods utilized to perform facility and
grounds maintenance. 

B. Good understanding of maintenance operations. 
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C. Knowledge in the care of trees, plants and turf. 
 

D. Possess the kKnowledge and ability to safely operate, maintain and repair tools and 
equipment. 

 
E. Ability to establish effective working relationships with employees, supervisors, and 

the public. 
 

F. Working knowledge of construction materials and techniques with regard to park 
maintenance operations. 

 
G. Ability to communicate effectively both orally and in written format. 

 
H. Ability to make sound decisions and follow through on all decisions. 

 
I. Basic computer skills to include word processing, email, and website navigation. 

 
 

SPECIAL REQUIREMENTS: 
 

1. Possession of a valid driver’s license. Must have the ability to obtain an Illinois Class B CDL 
with airbrake within one (1) year of employment 

 

2. Possession of an Illinois Pesticide Applicator License or the ability to obtain one within six (6) 
months of employment. 

 
3. Evenings, weekend, and holiday hours may be required. Will also be part of a rotating “on-call” 

schedule. 
 

4. Must have or obtain CPR/AED certification within six (6) months of employment. 

 
PHYSICAL DEMANDS: 

 

The physical demands described here are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to reach with hands and arms. The 
employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, tools, 
or controls. The employee is required to use a computer, sit, push, pull, climb or balance, stoop, kneel, crouch, 
or crawl; and talk and hear. The employee is required to drive to other facilities and work sites. The employee 
must frequently lift and/or move up to 50 pounds by themselves and occasionally lift and/or move more than 
75 pounds with assistance. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 

While performing the duties of this job, the employee is frequently required to sit or stand for long 
periods of time, walk up and down stairs, use a computer extensively, and drive to other facilities and 
businesses as needed to perform this job. The employee is occasionally required to climb up and down 
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various structures within a facility and work in high places not exceeding sixty-five feet. The employee 
must occasionally lift and/or move up to 50 lbs. by themselves or 75 lbs. with assistance. Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
 

While performing the duties of this job, time may be spent sitting in an office, working in a shop 
environment, being outdoors and in inclement weather, and working in confined spaces for extended 
periods of time; being around chemicals; being around occasional extreme noise or vibration, operating  
construction equipment; being around electrical, mechanical, chemical or explosive hazards; working in 
wet and/or humid conditions; being exposed to fumes or airborne particles and toxic or caustic  
chemicals, and risk of electrical shock. The employee may be required to work in high, precarious places.  
The employee may be required to operate heavy equipment. In addition, the employee is required to  
utilize a computer and certain software applications. 

While performing the duties of this job, the employee regularly works near moving mechanical parts 
and in outside weather conditions. The employee may work in high, precarious places; may be 
frequently exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic 
chemicals, and extreme noise or vibration; may work around operating construction equipment and 
electrical, mechanical, chemical or explosive hazards. The noise level in the work environment may 
be loud. 

 
SELECTION GUIDELINES: 

 
Formal application, rating of education and experience: oral interview and reference and/or background 
check: job related tests may be required. 

  
The duties listed above are intended only as illustrations of the various types of work that may be  
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 

 
  Human Resource & Payroll Manager Date 

 
 

 Executive Director Date 
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CLASSIFICATION: Full-Time, Non-Exempt 

 
 
 
 

 
 

DeKalb Park District 
Position Description 

 
 

DEPARTMENT: Parks Planning and Development 
 

TITLE: Team Leader – Park Maintenance and& Special Projects 
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SUMMARY OF POSITION: Responsible for assisting the Superintendent of Parks and DevelopmentPark 
Supervisor in the management and operation of the Parks Planning and Development department to  
include park amenity and equipment maintenance, construction and special projects, special event 
coordination, playground installation, trash removal, snow removal, staffing, and risk management. 
This position is part of the collective bargaining unit. 

 
SUPERVISION RECEIVED: Reports to the Superintendent of Parks and DevelopmentPark Supervisor  

 
SUPERVISION EXERCISED: Responsible for the supervision of full- time and seasonal employees 
assigned to the area of responsibility. 

 
ESSENTIAL DUTIES AND RESPONSIBILTIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

 
1. Participates in the recruitment, training, supervision and evaluation of full-time and 

seasonal staff.  Will Aassigns work projects and closely monitors performance. 
 

2. Evaluates requirements for the completion of projects and daily functions, and accordingly 
configures the most efficient use of time, effort, materials, and equipment. 

 
3. Assists in Ddepartment risk management activities associated with Ddistrict playgrounds, 

parks, facilities, and trees; etc., updates Safety Data Sheets;, prepares reports and other 
documentation related to risk management assessments and activities. 

 
4. Assists in the general planning and coordination of special projects, including such areas as 

personnel, budget, and inventory. 
 

5. Responsible for planning, scheduling, and implementing a repair and preventive maintenance 
program for equipment, facilities, and park amenities. 

 
6. Assists in facility and field preparations necessary for the opening day of outdoor athletic programs, 

swimming pool, shelters, and other park facilities. Participates in the preparations  necessary for 
community events and other District activities. 
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10. Assist in compliance with city, state, and federal regulatory agencies. 

10.11. Assists with the creation of Ddepartmental budget. 

11.12. Assists with setting up and taking down equipment for planned programs and events. 

13 . Other duties as assigned. 

PERIPHERAL DUTIES: 
12. 

1. Responds to emergency and weather-related calls during off-duty hours as required. 

7. Instructs personnel in proper, effective, and safe operation of equipment. IIncorporates risk 
management practices in all operations. 

8. Performs semi-skilled to skilled exterior and interior building maintenance such as
painting, masonry, concrete, plumbing, carpentry, and other skilled and semi-skilled 
trades work. 

9. Participates in the designing and construction of special projects in District parks and 
facilities. 
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2. Completes written reports and manuals. 

3. Attends conferences, seminars and educational session and participates in professional 
associations as they pertain to area of responsibility. 

4. Serves on internal agency committees or project teams with other Ppark Ddistrict employees
for the benefit of the entire Ddistrict. 

DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience 

A. High school diploma or G.E.D. equivalent. 

A.B.Degree or certificate in park or facility areas such as HVAC, plumbing, electrical, or 
construction trades is desirable. 

B.C.A minimum of five (5) years of field experience with increasing responsibilities. 

2. Necessary Knowledge, Skills and Abilities: 

A. Knowledge of equipment, materials and methods utilized to perform facility and 
grounds maintenance. 

B. Good understanding of maintenance operations.
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C. Knowledge of construction trades, tool and equipment operations, blueprint reading,
and preventative maintenance of parks infrastructure. 

D. Possess the Kknowledge and ability to safely operate, maintain and repair tools and 
equipment. 

E. Ability to establish effective working relationships with employees, supervisors, and
the public. 

F. Working knowledge of construction materials and techniques with regard to ppark
maintenance operations. 

G. Ability to communicate effectively both orally and in written format. 

H. Ability to make sound decisions and follow through on all decisions. 

I. Basic computer skills to include word processing, email, and website navigation. 

SPECIAL REQUIREMENTS: 

1. Possession of a valid driver’s license. Must have the ability to obtain an Illinois Class B CDL
with airbrake within one (1) year of employment 

2. Evenings, weekend, and holiday hours may be required. Will also be part of a rotating “on- 
call” schedule. 

3. Possession of an Illinois Pesticide Applicator License or the ability to obtain one within six (6)
months of employment. 

4. Must be a Certified Playground Safety Inspector within one (1) year of employment. 

5. Must have or obtain CPR/AED certification within six (6) months of employment. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those whichthat must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to reach with hands and arms. The 
employee frequently is required to stand, walk, and use hands to finger, handle, feel or operate objects, tools, 
or controls. The employee is required to use a computer, sit, push, pull, climb or balance, stoop, kneel, crouch, 
or crawl; and talk and hear. The employee is required to drive to other facilities and work sites. The employee 
must frequently lift and/or move up to 50 pounds by themselves and occasionally lift and/or move more than 
75 pounds with assistance. Specific vision abilities required by this job include close vision, distance vision, 
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color vision, peripheral vision, depth perception, and the ability to adjust focus. 
While performing the duties of this job, the employee is frequently required to sit or stand for long 
periods of time, walk up and down stairs, use a computer extensively, and drive to other facilities and 
businesses as needed to perform this job. The employee is occasionally required to climb up and down 
various structures within a facility and must be able to work in high places up to sixty-five feet. The 
employee must occasionally lift and/or move up to 50 lbs by themselves or 75 lbs with assistance. 
Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, time may be spent sitting in an office, working in a shop 
environment, being outdoors and in inclement weather, and working in confined spaces for extended 
periods of time; being around chemicals; being around occasional extreme noise or vibration, operating 
construction equipment; being around electrical, mechanical, chemical or explosive hazards; working 
in wet and/or humid conditions; being exposed to fumes or airborne particles and toxic or caustic 
chemicals, and risk of electrical shock. The employee may be required to work in high, precarious places.  
The employee may be required to operate heavy equipment. In addition, the employee is required to  
utilize a computer and certain software applications. 

While performing the duties of this job, the employee regularly works near moving mechanical parts and  
in outside weather conditions. The employee may work in high, precarious places; may be frequently 
exposed to wet and/or humid conditions, fumes or airborne particles, toxic or caustic chemicals, 
occasional extreme noise or vibration; may work around operating construction equipment and 
electrical, mechanical, chemical or explosive hazards. The noise level in the work environment may be 
loud. 

SELECTION GUIDELINES: 

Formal application, rating of education and experience: oral interview and reference and/or background 
check: job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be  
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

APPROVALS: 

  Human Resource & Payroll Manager Date 
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Board of Commissioners Meeting 

Agenda Item, VII.g.
May 26, 2022 

SUBJECT: Action Contract with Larson and Darby for Professional Architectural and Engineering Services 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
During 2020, the District contracted Larson and Darby teamed with Counsilman Hunsaker to conduct a 
Hopkins Pool Study. The team of Larson and Darby with Counsilman Hunsaker last presented during the 
December 17, 2020, Park Board of Commissioner’s meeting where they presented a fourth option of 
renovation titled the “Hybrid Option.” The Board was receptive of this design but it was never formally 
approved. 

When staff presented the FY23 Budget at the January 8, 2022, Board of Commissioners meeting, staff 
allocated $700,000 for architectural and engineering services. This amount was generated from the 
preliminary budget for the “Hybrid Option” as presented to the Board a year prior. At the March 10, 
2022, meeting the Board formally approved Ordinance 22-02: Budget and Appropriation Ordnance for 
the Fiscal Year Beginning March 1, 2022, Ending February 28, 2023. This included the amount of 
$700,000 for the architectural and engineering services for DeKalb’s Community Pool. 

Following the approval of the FY23 Budget staff engaged with Larson and Darby to prepare a proposal 
for the next steps. When discussing with Larson and Darby, the first step of the process is to formally 
create and approve a renovation design. Staff informed Larson and Darby that the District is looking to 
establish a public advisory committee to assist with the next steps regarding the pool. With Board 
approval, if an advisory committee was established, Larson and Darby would be present during these 
meetings to engage with the advisory committee members to ensure feedback is received to create a 
design which meets the needs of our residents. 

Following our meeting, Larson and Darby generated a proposal for professional services. Their proposal 
begins with Schematic Designs, to finalize a renovation design, and concludes with Construction 
Administration. Below represents the five proposed professional services: 

1. Schematic Designs
2. Design Development
3. Construction Documents
4. Bidding/Procurement Phase
5. Construction Administration



Larson and Darby’s proposal is based off of the timeline where the District, will bid the pool renovation 
project in early 2023, begin construction in August of 2023, and finish construction in early summer of 
2024.This timeline is subject to change due to the District’s ability to secure funding for the project. The 
District will be invoiced at the end of each phase and reserves the right to stop the project at any time. 

Larson and Darby’s proposed pricing is 8% of the overall construction cost and have preliminarily used 
the overall construction cost of $8 million, resulting in a total price of $640,000 for the five proposed 
professional services. These services can range as high as 15% of the total construction cost. The entire 
$640,000 will not use funds solely from the FY23 budget but FY24 and FY25. The civil engineer cost is not 
included within the $640,000. Below, the table represents the breakdown of fees and proposed fiscal 
year: 

Larson and Darby Scope of Services Fee Charges 
Scope of Service Percentage of 

$640,000 
Total Amount Fiscal Year 

Schematic Design 15% $96,000 FY23 
Design Development 20% $128,000 FY23 
Construction 
Documents 

35% $224,000 FY23 

Bidding 5% $32,000 FY23 
Construction 
Administration 

25% $160,000 FY24 and FY25 

The above rates are subject to change based on the overall price of construction which will be 
completed at the end of the first scope of services, schematic design. Since the April 28, 2022, staff have 
meet with Larson and Darby to finalize the contract for the project. When reviewing the contract it was 
discovered the civil engineer cost was not included in the project. This will not be reflected in the 
contract. The price for the civil engineer will now be include in the contract. Additionally, staff have 
renegotiated the percentage of the scope of work. Previously, Construction Documents were 40% and 
no is 35%, and construction Administration was 25% and now is 30%. This is represented in the table 
above. Representatives from Larson and Darby will be present during the May 26,2022, Board of 
Commissioners meeting to review their proposal, address any changes, and answer and the Board’s 
questions. 

The contract has been reviewed and approved by legal counsel. 

RECOMMENDED ACTION: 
Staff recommends the Park Board approve and sign the contract with Larson and Darby, of Rockford, Illinois for 
Professional Architectural and Engineering Services. 

1 2 Y N 1 2 Y N 
President Patrick Fagan Commissioner Gail A. Krmenec 
Commissioner Dag Grada Commissioner Joel French 
Commissioner Phil Young 



SUBJECT: Action on Park Location Signs 

SUBMITTING DEPARTMENT: Marketing 

Board of Commissioners Meeting 

Agenda Item, VII.h.
May 26, 2022 

BACKGROUND INFORMATION: 
The DeKalb Park District refreshed and replaced the District logo more than five years ago, however, the 
logo was not replaced District-wide. The current ‘tombstone’ style park location signs display the former 
District logo and are one of the final areas where that logo is still prominently displayed. As part of the 
Logo Replacement Project, Marketing has made efforts to replace or eliminate areas where the former 
logo is displayed for best practice brand recognition. $60,000 was included in this year’s Capital Projects 
Budget for the purchase of half (phase 1) of the District park location signs and site work/demolition of 
the existing park location signs. Staff will be conducting the demolition of current signs and the 
installation of the new park location signs. 

Replacement of the park location signs with text-only provides the opportunity to eliminate the need to 
replace the signs when a logo replacement occurs in the future and add the required OSLAD/LWCF 
grant panel inlays at select park locations. Replacement also provides the opportunity to adjust the 
orientation of park location signs from parallel to perpendicular at select locations for better visibility. A 
refresh to the overall park location sign design will also provide interest by standing out more and 
creating a welcoming environment. 

A legal notice was posted in the Daily Chronicle and the District website on April 19, 2022. Ten (10) 
vendors requested the bid documents, with one vendor, The Prestwick Group DBA Max-R, submitting 
a bid for the project on May 16, 2022. The base bid was for the fabrication and design of twenty-three 
(23) park location signs and forty-six (46 posts), with eleven (11) signs being single-sided and twelve
(12) signs being double-sided. The base bid was for PVC laminate signs with carved lettering. Alternate
1 was to substitute the sign materials for a bi-color HDPE, Alternate 2 was to expand the single posts
to a stepped-style post, and Alternate 3 was for a logo inlay option in the sign panel.

Base bid 
(*PVC Laminate) 

Alternate 1 
(Bi-color HDPE) 

Alternate 2 
(Stepped-Style Posts) 

Alternate 3 
(Logo Inlay) 

$43,099.61 n/a $45,330.84 $45,778.51 

*Max-R submitted the bi-color HDPE as their base bid as they did not offer PVC laminate as an option. We have
previously worked with Max-R with the replacement of the Wright Farm Park with an HDPE sign several years
ago and had a positive experience. Staff have thoroughly reviewed the submission, and portfolio, and are
recommending that the Park Board approve the base bid (with bi-color HDPE) and Alternate 2 with the stepped- 
style posts at a total of $45,330.84.



RECOMMENDED ACTION: Approve the base bid and Alternate 2 from The Prestwick Group DBA Max-R 
in the amount of $45,330.84 for the fabrication and design of the park location signs and posts. 
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President Patrick Fagan Commissioner Joel French 
Commissioner Dag Grada Commissioner Phil Young 
Commissioner Gail Krmenec 



Board of Commissioners Meeting 

Agenda Item, VII.i.
May 26, 2022 

SUBJECT: Action on American Youth Soccer Organization, Region 193 Memorandum of Understanding 

SUBMITTING DEPARTMENT: Recreation 

BACKGROUND INFORMATION: 
The fields at Kiwanis Park have long hosted both practice and game play for the American Youth Soccer 
Organization, Region 193 (AYSO). In June of 2021, staff met with AYSO representatives to discuss 
opportunities the two organizations could better work together to serve the community. During this 
time, it was discovered a contract for field use had never been implemented. On April 26, 2022, 
following a series of meetings and review from legal counsel, a newly proposed affiliate agreement was 
drafted. Affiliate groups are often recognized when outside groups within the community serve to 
enhance recreational opportunities through joint effort or by providing unique services. 

In summary, this drafted agreement covers the 2022 spring and fall season of youth outdoor soccer 
hosted by AYSO. At the conclusion of the 2022 season, a meeting with staff will be scheduled to discuss 
the current season with an option to renew this contract for an additional year. AYSO will be given first 
initial rights to schedule their games and will be charged a rate of $45.00 per game. 

RECOMMENDED ACTION: 
Staff recommends the Park Board approve and sign the American Youth Soccer Organization, Region 
193 Memorandum of Understanding for the 2022 spring and fall season. 
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President Patrick Fagan Commissioner Gail A. Krmenec 
Commissioner Dag Grada Commissioner Joel French 
Commissioner Phil Young 



American Youth Soccer Organization, Region 193 
Memorandum of Understanding 

PURPOSE 

The DeKalb Park District (hereafter “the Park District”) recognizes certain organizations exist within the community whose 
purpose is to serve and enhance recreation opportunities for a specific purpose and group. These organizations are separate 
and independent from the Park District and provide for their own leadership, organizational, and operational structure. 
Although the stated missions of the organizations may differ, public investment in public recreational facilities and 
programs creates a mutually beneficial environment in which to provide quality recreation for all individuals served by 
the parties, as well as the general public. 

The Park District recognizes at times it is in the best interest of the community that the Park District work with outside 
organizations in coordinating, integrating, and consolidating the planning and provision of recreation facilities and 
programs when basic functions are compatible and a public benefit may be derived. Through working relationships with 
outside organizations and joint efforts, each party can contribute to greater public service without relinquishing its 
separate identity or any of its individual responsibilities. 

To this end, the Park District is willing to establish a working relationship and cooperative agreement with the American 
Youth Soccer Organization, Region 193 and its officials, officers, members, employees, and volunteers (hereafter collectively 
“AYSO”). With this Agreement, the parties will define the working relationship, mutual expectations, and individual 
responsibilities however, this Agreement cannot be considered absolute; it shall serve as a frame of reference. Standards 
outlined herein ensure that the parties’ concept of joint planning, use, and maintenance is followed to the maximum 
extent possible, while retaining the essential freedom of discretion, decision and action in planning, developing and 
maintaining recreational programs. 

I. Criteria and Conditions

1. AYSO shall provide its own leadership, structure, and must delegate operational duties to its membership.

2. AYSO shall conduct its own financial business and be financially self-supporting.

3. AYSO shall have its own volunteer governing board with adopted written bylaws or guidelines to guide the
board in policy-making decisions, and: 

a. Is a not-for-profit corporation or organization dedicated to offering and promoting recreational
activities which are compatible with and supplement Park District programs.

b. If requested, provide the latest AYSO filed IRS Form 990 to the Park District showing all anticipated
revenue and expenditures.

4. AYSO must submit a written request to the Park District seeking approval to enter local sponsorship
agreements with potential third-party partners. The Park District must approve all potential local
sponsor partners prior to the execution of a sponsorship agreement. The Park District has the right in its
sole discretion to deny any sponsorship agreement that may not be in the best interest of the Park
District. This section does not apply to AYSO National Sponsors.

5. AYSO shall provide a list of its board members/officers, including addresses, email addresses, and
telephone numbers.

6. AYSO shall designate both a liaison and an alternate liaison and provide the individuals’ telephone
numbers and other contact information to the Park District.

7. AYSO agrees and understands that AYSO is not entitled to any benefits or protections afforded
employees or volunteers of the Park District and is not bound by any obligations as employees of the



 

 

Park District. AYSO will not be covered under provisions of the unemployment compensation insurance 
of the Park District or the workers’ compensation insurance of the Park District and any injury or 
property damage arising out of any AYSO activity will be AYSO’s sole responsibility and not the Park 
District’s responsibility in any manner. In addition, it is understood that AYSO is not protected as an 
employee or as a person acting as an agent or employee under the provisions of the general liability 
insurance of the Park District and, therefore, AYSO will be solely responsible for its own actions and 
liability. The Park District will in no way defend AYSO in matters of liability. 

 
8. AYSO shall fully cooperate with any investigation conducted by or on behalf of the Park District and/or 

the Park District Risk Management Agency "PDRMA". Failure to fully cooperate with any such 
investigation shall constitute a breach of agreement and, in the sole discretion of the Park District, may 
result in revocation or suspension of any AYSO privileges under this Agreement, including but not limited 
to prohibiting use of Park District’s facilities. 

 
9. AYSO shall not represent itself or members of AYSO as employees, elected officials, volunteers, or agents 

of the Park District. 
 

10. AYSO or members of AYSO will not advertise or solicit participants using the name or logo of the Park 
District without prior written permission of the Park District. 

 
11. All fees, charges, monies, and expenditures shall be handled by AYSO, with its own accounts in AYSO’s 

name. AYSO shall have a written policy regarding refunds. All requests for refunds shall be addressed in 
a timely manner. 

 
12. Cost of any maintenance or damage of equipment and/or Park District’s property and/or facilities that 

occurs during or as result of AYSO’s usage of such property and/or facilities will be charged to AYSO. 
 

13. AYSO acknowledges and agrees that AYSO is responsible for any and all expense, including, but not 
limited to, the provision of equipment and materials, related to AYSO activities and use of Park District 
property and facilities, unless otherwise specified and agreed to in writing. 

 
14. Activities, programs, and events sponsored by AYSO shall not, other than to adhere to specific 

membership guidelines, program requirements, or minimum residency standards, discriminate against 
or exclude any individual, for participation for reasons of race, color, creed, national origin, gender, 
sexual orientation, disability, or any other characteristic protected by local, state, or federal law. 

 
15. AYSO agrees to conduct criminal background checks for all employees and volunteers eighteen years of 

age or older and who directly supervise individuals under the age of eighteen (18) years. AYSO is solely 
responsible for determining whether any conviction disqualifies any employee/volunteer. If requested, 
AYSO will provide confirmation of approved background checks to the Park District. 

 
16. AYSO agrees to cross-reference all employees, elected officials, and volunteers with the state and/or 

local Child Sex Offender Database. AYSO shall not employ or allow a person to volunteer, including but 
not limited to, coaching or assisting at games or practices, if a person has been convicted of or found to 
be a Child Sex Offender in this state or comparable crime in another state. If requested, AYSO will 
provide confirmation of the approved cross-reference checks to the Park District. 

 
17. AYSO understands and agrees that it is solely responsible for determining whether any staff, employee, 

or volunteer is qualified and suitable for any AYSO position and/or activity and that the Park District is 
not responsible for any employment-related decision of any kind. 

 
18. Registration for membership/tryouts must not exclude qualified residents of the Park District. 



 

 

II. Facility Use 
 

1. Requests shall be made at least 2 months in advance to ensure availability. Park District programs take 
precedence. AYSO is considered an Affiliate Group and accordingly will receive priority for use of fields, 
courts, rooms, or other Park District facilities. 

 
2. It is the sole responsibility of AYSO to determine whether any facility, field, or location is safe and/or 

appropriate for any intended use. 
 

3. AYSO shall inspect each facility, field, or other location prior to and subsequent to each use and shall 
promptly report any unsafe condition (holes in sports fields, broken equipment, etc.) to the Park District 
liaison. 

 
4. Any holes or low spots on any field should be marked with flags/cones and the Park District shall be 

notified as soon as practical for park maintenance crew to repair as soon as practical. This shall be 
performed on an as-needed basis. 

 
5. AYSO is solely responsible for providing supervision and security services, as needed, for any and all AYSO 

activities. 
 

6. The Park District does not assume any responsibility, care, custody, or control of any AYSO property or 
equipment brought upon or stored upon Park District property. AYSO is solely responsible for the safety 
and/or security of any property or equipment brought upon or stored on Park District property. AYSO shall 
store all equipment in a clean and tidy fashion. 

 
7. AYSO may store a 12’ AYSO trailer at Kiwanis Park in a predetermined location designated by the Park 

District. The Park District reserves the right to request this trailer be moved at any time. AYSO will have 5 
business days to comply with relocating the trailer. The trailer must be removed from Park District 
property at the conclusion of each fall season. 

 
8. AYSO shall adhere to all applicable facility and Park District ordinances, rules, regulations, policies, and 

procedures. AYSO shall not conduct any maintenance or repairs to any fields on Park District property. 
 

III. Rental/Usage Fee 
 

In accordance with the DeKalb Park District User/Fee Policy: 
 

1. For all room and field house rentals, AYSO shall reimburse the Park District for all direct costs including 
supplies and labor. 

 
2. AYSO will be charged the following rate for the natural grass athletic fields at Kiwanis Park for the 2022 

season: 
 

a. Spring/Summer and Fall 2022 Seasons - $45.00/game. 
 

3. Payment will be due no later than 30 days following, after the invoice has been received, at the end of 
each season. After the 30 days, if not paid in full, a 5% fee will be applied to the invoice. Additional 5% 
charge will continue to be applied after 60, 90 and every 30 days thereafter until the invoice is paid in full. 

 
4. AYSO must provide final field requirements and a tentative season start and end date two weeks before 

the season starts for scheduling of the fields and for the user field fees. 24-hour notice is required by the 
Park District for any field reservation that is cancelled. If proper notice is not given, the field reservation 
will be charged for that day/night. If there is a weather-related cancellation, the fields will not be charged. 

 
5. Any damages/lost items to the Park District fields or equipment that occurs during or as a result of AYSO’s 

usage of such fields or equipment will be charged to and shall be paid by AYSO. The field rules must be 
followed at all times. 



 

 

IV. Advertisement 
 

The Park District will permit AYSO to display 24” x 12” yard signs on game days. Each sign must include the 
following verbiage, “Fields prepared by the DeKalb Park District”. Any additional field advertisement must be 
submitted for review and approval by the Park District. 

 
V. Insurance and Indemnification 

 
AYSO shall procure and maintain for the duration of this Agreement the following insurance against claims for 
injuries to persons or damages to property which may arise from or in connection with any of AYSO activities: 

 
A. Commercial General and Umbrella Liability Insurance 

 
AYSO shall maintain commercial general liability (CGL) and, if necessary, commercial umbrella insurance with a 
limit of not less that $1,000,000 each occurrence. If such CGL insurance contains a general aggregate limit, it 
shall apply separately to this Agreement. 

 
CGL insurance shall be written on Insurance Services Office (ISO) occurrence form CG 00 01 10 93, or a 
substitute form providing equivalent coverage, and shall cover liability arising from premises, operations, 
independent contractors, products-completed operations, personal injury and advertising injury, liability 
assumed under an insured contract (including the tort liability of another assumed in a business contract), and 
shall not be endorsed to exclude claims arising from athletic participation. 

 
The Park District shall be included as an additional insured under the CGL, using ISO additional insured 
endorsement CG 20 26 or a substitute providing equivalent coverage, and under the commercial umbrella, if 
any. This insurance shall apply as primary insurance with respect to any other insurance or self-insurance 
afforded to the Park District. Any insurance or self-insurance maintained by the Park District shall be in excess 
of the AYSO insurance and shall not contribute with any AYSO insurance. 

 
The CGL policy must include individuals for athletic participation. 

 
B. Business Auto and Umbrella Liability Insurance 

 
If applicable, AYSO shall maintain business auto liability and if necessary, commercial umbrella liability 
insurance with a limit of not less than $1,000,000 each accident, for each such policy. Such insurance shall 
cover liability arising out of any auto including owned, hired and non-owned autos. 

 
Business auto insurance shall be written on Insurance Services Office (ISO) form CA 00 01, CA 00 05, CA 00 12, 
CA 00 20, or a substitute form providing equivalent liability coverage. If necessary, the policy shall be endorsed 
to provide contractual liability coverage equivalent to that provided in the 1990 and later editions of CA 00 01. 

 
C. Workers Compensation Insurance 

 
If applicable, AYSO shall maintain workers compensation and employers liability insurance. The commercial 
umbrella and/or employers liability limits shall not be less than $1,000,000 each accident for bodily injury by 
accident or $1,000,000 each employee for bodily injury by disease. 

 
D. Other 

 
AYSO waives all rights against the Park District and its officers, officials, employees, volunteers and agents for 
recovery of damages arising out of or incident to the AYSO use of any Park District property or facility, except in 
the event of gross negligence or willful misconduct on the part of the Park District. 



 

 

E. General Insurance Provisions 
 

1. Evidence of Insurance 
 

Prior to exercising any rights under this Agreement, AYSO shall furnish the Park District with a 
certificate(s) of insurance and applicable policy endorsement(s), executed by a duly authorized 
representative of each insurer, showing compliance with the insurance requirements set forth above. 

 
All certificates shall provide for 30 days written notice to the Park District prior to the cancellation or 
material change of any insurance referred to therein. Written notice to the Park District shall be by 
certified mail, return receipt requested. 

 
Failure of the Park District to demand such certificate, endorsement or other evidence of full 
compliance with these insurance requirements or failure of the Park District to identify a deficiency 
from evidence that is provided shall not be construed as a waiver of the AYSO’s obligation to maintain 
such insurance. 

 
The Park District shall have the right, but not the obligation, of prohibiting AYSO from using the 
premises until such certificates or other evidence that insurance has been placed in complete 
compliance with these requirements is received and approved by the Park District. 

 
Failure to maintain the required insurance may result in termination of this Agreement at the Park 
District’s discretion. 

 
AYSO shall provide certified copies of all insurance policies required above within 10 days of the Park 
District’s written request for said copies. 

 
2. Acceptability of Insurers 

 
For insurance companies which obtain a rating from A.M. Best; that rating should be no less than A VII 
using the most recent edition of the A.M. Best’s Key Rating Guide. If the Best’s rating is less than A VII 
or a Best’s rating is not obtained; the Park District has the right to reject any AYSO insurance written 
by an insurer it deems unacceptable. 

 
3. Cross-Liability Coverage 

 
If the AYSO liability policies do not contain the standard ISO separation of insured’s provision or a 
substantially similar clause, they shall be endorsed to provide cross-liability coverage. 

 
4. Deductibles and Self-Insured Retentions 

 
Any deductibles or self-insured retentions must be declared to the Park District. At the option of the 
Park District, AYSO may be asked to eliminate such deductibles or self-insured retentions as respects 
the Park District, its officers, officials, employees, volunteers and agents or required to procure a bond 
guaranteeing payment of losses and other related costs including, but not limited to investigations, 
claim administration and defense expenses. 

 
F. Indemnification 

 
AYSO shall indemnify and hold harmless the Park District and its officers, officials, employees, 
volunteers and agents from and against all claims, damages, losses and expenses, including but not 
limited to legal fees (reasonable attorney’s and paralegals’ fees and court costs), arising from or in any 
way connected with (i) the conduct or management of the premises or of any business or activity 
therein, or any work or thing whatsoever done, or condition created in or about the premises during 
the term of this agreement by AYSO; (ii) any act, omission wrongful act or negligence in connection 
with conduct of AYSO activities by AYSO or any of the AYSO partners, directors, officials, officers, 
agents, employees, members, volunteers, participants, family members of participants, invitees, 
licensees, contractors, or subcontractors or any of the AYSO partners, directors, officials, officers, 



 

 

agents, employees, members, volunteers, participants, family members of participants, invitees, 
licensees, contractors, or subcontractors on the subject premises; (iii) any accident, injury or damage 
whatsoever occurring in or upon any Park District property or facility regardless of whether or not it is 
caused in part by a party indemnified hereunder during the course of AYSO activities; and (iv) any 
violation of civil rights or anti-discrimination laws, including but not limited to the Civil Rights Act of 
1964, the Americans With Disabilities Act, and Illinois Human Rights Act. Such obligation shall not be 
construed to negate, abridge, or otherwise reduce any other right or obligation of indemnity which 
would otherwise exist as to any party or person described in this Paragraph. AYSO shall similarly 
protect, indemnify and hold and save harmless the Park District, its officers, officials, employees, 
volunteers and agents against and from any and all claims, costs, causes, actions and expenses 
including but not limited to legal fees, incurred by reason of the AYSO breach of any of its obligations 
under, or the AYSO default of, any provision of this Agreement. 

 

VI. Other 
 

1. During its activities, AYSO is responsible for ensuring that soccer goals are securely anchored before all 
games and practices. AYSO shall follow the Illinois Movable Soccer Goal Safety Act (Also known as Zach’s 
Law). 

 
2. AYSO is responsible for following the DeKalb Park District’s lightning policy. 

 
It is the policy of the DeKalb Park District that all persons supervising and/or officiating outdoor activities 
be aware that when lightning or thunder is observed or heard, outdoor programs should be suspended 
immediately, and everyone should seek appropriate shelter. The following guidelines should be enforced 
by the program supervisor and/or official when lightening/thunder or severe weather is observed: 

 
• Clear fields and playing areas of all players and spectators immediately. 

 
• Advise that everyone take shelter in cars or available shelters. 

 
• DO NOT take shelter under trees. 

 
• Activities will be suspended for a minimum of 20 minutes after the last sign of lightning or 

thunder is observed. 
 

• If constant lightning and thunder continue or if the fields become unsafe for play due to excessive 
rain, the games will be canceled. 

 
3. AYSO shall respect the neighborhoods surrounding the soccer parks while complying and abiding by all 

posted park rules and regulations, see Addendum A. 
 

4. AYSO agrees to work with the Park District and other groups to strategize field layouts, sizes and problem 
solve any conflicts. 

 
5. The District will supply Kiwanis Park with two porta-potties which shall be serviced regularly. Any 

additional needs must be supplied in full by AYSO. 
 

VII. No Third Party Beneficiary 
 

This Agreement is entered into solely for the benefit of the contracting parties, and nothing in this Agreement is 
intended, either expressly or implied, to provide any right or benefit of any kind whatsoever to any person or 
entity who in not a party to this Agreement or to acknowledge, establish or impose any legal duty to any third 
party. 

 
1. AYSO will have financial responsibility to the Park District for any outstanding fees and/or money owed to 

the Park District and shall promptly reimburse the Park District. Any money owed to AYSO by the Park 
District shall be promptly reimbursed. 



 

 

2. The Agreement may be amended by the written approval of both Parties. 
 
 
 
 

VIII. ADA Polley/Requirements 

1. Activities, programs, and events sponsored by AYSO shall not, other than to adhere to specific and 
essential eligibility criteria, program requirements, or minimum residency standards, discriminate against 
or exclude any individual, for participation for reasons of race, color, creed, national origin, gender, sexual 
orientation, disability, or any other characteristic protected by local, state, or federal law. 

 
2. AYSO shall comply with all applicable local, state, and federal laws, including, but not limited to the Illinois 

Human Rights Act, the American with Disabilities Act, and the Civil Rights Act of 1964. The Affiliate shall 
base employment, volunteer, and participation criteria upon personal capabilities and qualifications 
without discrimination because of race, color, religion, disability, sexual orientation, gender (except as an 
appropriate division for athletics programming), national origin, age (except as an appropriate division of 
programming levels for youth athletics programming), marital status, or any other protected characteristic 
as established by law. 

 
3. AYSO shall adhere to all applicable facility and Park District, rules, regulations, policies, and procedures, 

including, but not limited to providing inclusion services and reasonable accommodations under the 
Americans with Disabilities Act and Illinois Human Rights Act. 

 
 

IX. Termination and Duration 
 

1. The initial term of this Agreement shall commence April 1, 2022 and expire on November 30, 2022. 
 

2. At the conclusion of the 2022 season, a meeting will be scheduled to discuss the season and the option to 
renew this contract for (1) additional year which would include the spring/summer and fall seasons for 
2023. 

 
3. The Park District retains the right to alter the terms and conditions of this Agreement upon seven (7) days' 

notice to AYSO and to terminate this Agreement, as provided herein. In the event of a breach of this 
Agreement by AYSO which the Park District reasonably finds may be cured by AYSO, the Park District shall 
provide notice to AYSO and AYSO shall have fourteen (14) days to remedy the breach. In the event AYSO 
fails to remedy the breach to the reasonable satisfaction of Park District within the fourteen (14) day time 
period, the Park District may terminate this Agreement. In the event of a breach of this Agreement which 
in the Park District's reasonable discretion it determines to be material and not subject to cure, then the 
Park District may terminate this Agreement immediately. 

 
4. AYSO may terminate this Agreement at the end of the season by providing a minimum of 45 days written 

notice. 
 

IN WITNESS WHEREOF, each of the Parties has caused this Agreement to be executed by a duly authorized officer 
thereof as of the date first above written. 

 
 
 
 

 

Athorized Signature of 
American Youth Soccer Organization, Region 193 

Authorized Signature of 
DeKalb Park District 

 

  
Date Date 



 

 

ADDENDUM A 
 

Addendum A: General Park Rules 
 

• Unless posted, parks are open from 30 minutes before sunrise to 30 minutes after sunset. Overnight camping 
or vehicle parking is not permitted. 

 
• Please do not litter. Help keep our parks and facilities clean and enjoyable for everyone. 

• Dogs and/or domestic animals must be leashed. 

• Pet owners are required to pick up and properly dispose of animal waste. 

• Alcoholic beverages and the selling and/or solicitation of goods or services is prohibited. 

• No person shall operate any device which is designed for the detection of metal objects on or below District 
property. 

 
• Skate boarders are encouraged to use Katz Park Skate Park on Dresser Road. 

• For a complete list of park rules please refer to Chapter VIII of the DeKalb Park District Ordinance Code found 
below. 

• For a complete list of park rules and regulations please refer to Chapter VII of DeKalb Park District Ordinance 
Code, see Addendum B. 



 

 

ADDENDUM B 
 
 

Addendum B: Rules and Park Regulations 

Section 8.01 Abandonment of Property 

It is unlawful for any person to abandon any personal property on District property, including, but not limited to, cars, 
boats, appliances, garbage, furniture or refuse. The District may remove and destroy such property and assess the costs 
for such removal to the person abandoning the property. 

 
Section 8.02 Advertising 

 
Advertising of a permanent form will be allowed only with Board approval. No person shall display, distribute, post or fix 
any placard, sign, handbill, pamphlet, circular, or any other written or printed material or objects containing advertising 
matter or announcements of any kind whatsoever in the property owned or controlled by the DeKalb Park District 
without prior permission of the Director and then only in full compliance with the terms of a valid contract or permit 
allowing the same. Displays may remain in view for the duration of the activity. 

 
Section 8.03 Aircraft Control 

 
No person shall fly, cause to be flown, or permit any aircraft of any kind to be flown over the park system at any time at 
an elevation less than the minimum safety requirements established by the Civil Aeronautics Administration or other 
governmental authority or less than is reasonable and proper, or so as to endanger the safety of any person or property. 
No person shall land, cause to be landed, or permit any aircraft to land in the park system, except when required by 
unavoidable emergency. Sky diving over or onto lands owned or operated by the Park District is not permitted without 
advance approval by the Board of Commissioners. No person shall fly, cause to be flown, or permit any model craft or 
hang-gliding device of any kind to be flown in the park system without a permit and then only in such places and times as 
the Park District may from time to time designate for the purpose. 

 
Section 8.04 Alcohol, Drugs and Narcotics 

 
No person under the influence of alcohol, drugs or narcotics shall enter, be, or remain in the Park System. No person 
shall use or possess alcohol, drugs or narcotics as defined in the Illinois Revised Statutes on Park District properties 
except as the ordinance allows. Wine intended for use in services by religious organizations is permitted along with 
alcoholic beverages sold by the Park District as a duly licensed distribution point, including but not limited to the 
Community Center, Ellwood House Meeting Room and Golf Courses. 

 
Section 8.05 Animals 

 
It shall be unlawful for any person having control of any dog or other animal to cause or permit such animal to be on any 
lands or properties owned by the DeKalb Park District including without limitation any street, sidewalk, path, parking lot 
or other public place or facility, unless it is on a leash not longer than fifteen feet and which leash is held by such 
individual, or if the dog or other domesticated animal is specially trained to assist the visually impaired or other persons 
with disabilities when the animal is accompanying the person with a disability for the purpose of providing such 
assistance. Such individual having control of such dog or animal must be in possession of a device for the removal of, and 
depository for the transportation of, animal excrement from the property and must remove any animal excrement 
deposited on Park District premises by such dog or animal in his control. No person shall lead or allow being loose upon 
District property any horse, pony or other riding animal. No person shall trap, catch, wound or kill, or treat cruelly, or 
attempt to trap, catch, wound or kill any bird or animal in any park. No person may feed any wildlife including ducks, 
geese, squirrels or any other wildlife within the park system. Any animal found within the park system, in violation of this 
section, may be apprehended, removed to an animal shelter, public pound, or any other place provided for that purpose, 
impounded, all at the expense of the owner. 

 
Section 8.06 Bicycles 

 
Paved pathways in the parks are provided for use by pedestrians and bicyclists. Bicycles may be used elsewhere in the 
parks provided their use will not interfere with other park patrons or activities and provided that their use does not tend 



 

 

to injure, damage or destroy park land or park property. The permitted use of bicycles other than on paved path is 
intended for the convenience of the bicyclist, who should exercise due regard for and to the extent reasonably 
convenient should use existing bicycles paths, roadways, parking lots and bicycle racks wherever possible. 

 
Section 8.07 Camping 

 
No person shall place, erect or use any hammock, swing, tent or other shelter or otherwise camp or sleep in the park 
system, except upon written permission of the Director. 

 
Section 8.08 Closing Hours 

 
The District’s parks shall be closed from 30 minutes after sunset, until 30 minutes before sunrise the following morning 
except parks having lighted athletic fields which shall close at 11:00 PM on days which have scheduled games and the 
Katz Dog Park which shall be open from sunrise until the lights are turned off in the evening, but no later than 9:00 PM. 
Closing hours of community recreation centers, rental shelters, and special events shall be specified from time to time by 
the Director. No person or property of any kind shall remain in the parks after closing time without permission from the 
Director. The District may close one or more District parks, building and facilities for any interval of time as deemed 
advisable and in the best interest of the public and the District. 

 
Section 8.09 Clothing 

 
No person shall enter, appear, be or remain anywhere in the park system in a state of nudity or in an indecent or lewd 
attire. 

 
Section 8.10 Commercial Photography 

 
No person shall take or cause to be taken any still or motion pictures (including video tapes), for purposes of advertising 
without first obtaining permission from the District. 

 
Section 8.11 Damage to Property 

 
Unless authorized by a written agreement with the District or otherwise expressly permitted by the District, no person 
while on District property: (i) deface, disfigure, break, cut, tamper with or displace or remove in or from any District 
property or building, (ii) destroy, cut, break, injure, disturb, sever from the ground or remove any sod, soil, earth, rock, 
timber, wood , material, or growing thing including but not limited to any plant, flower, flower bed, shrub, tree growth or 
bring any tool or instrument intended to be used for cutting thereof, (iii) set fire to any trees, shrubs, plants, flowers, 
grass, or plant growth or allow any fire upon land to extend to the District property. 

 
Section 8.12 Disorderly Conduct 

 
No person shall commit any act or use language which may be considered abusive, threatening, indecent, or a breach of 
peace or any act which may be defined as disorderly conduct under the Illinois Criminal Code, 720 ILCS 5/26-1,2,3, or 4. 

 
Section 8.13 Electronic Devices 

 
No person shall use (i) any electronic, mechanical, manual, electric, digital, voltaic or other device, instrument or means 
capable of recording, producing, duplicating, reproducing, storing, copying, transmitting or displaying any visual, video, 
photographic, electronic, digital, recorded, or other visual image, picture, or representation, including but not limited to 
any camera, photographic camera, video camera, fiber optic camera, motion picture camera, television camera, 
camcorder, or videotaping device, or (ii) any cell phone of any type or kind regardless of its capacity or lack thereof to 
produce a visual image, in any restroom, locker room, lavatory, bathroom, shower facility, or dressing room, in any 
building or facility owned or under the control of the Park District. 

 
Section 8.14 Encroachment, Unlawful Construction or Maintenance 

 
No Person shall upon or in connection with any property owned and/or managed by the District: (a) Erect, construct, 
install, or place any structure, building, improvement, shed, fence, wall, dog run, dog house, tree house, playhouse, play 
equipment, TV or radio reception device, machinery, equipment, or apparatus of any type, whether stationary or 



moveable and whether permanent or temporary in character, or stockpile, store or place any organic or inorganic 
material used for the construction of such items on, below, over or across District property without the written 
authorization from the District, and then only in accordance with the terms and conditions set forth in a license 
agreement, easement or other written agreement. Corporations may be prosecuted for a violation of this Section when 
an agent of the corporation performs the conduct that is prohibited. (b) Perform, cause or authorize any mowing, 
trimming, cutting, or grooming of District property, or perform any similar grounds maintenance for any purpose, or in 
any like manner encroach onto District property from privately or publicly owned lands. (c) Place, stockpile or store any 
gravel, stone, dirt, sand, wood, lumber or any other organic or inorganic material on District Property. (d) Place any 
electrical wire, conduit, or pipe, or any public service or private utility, into, upon, above, or across or beneath District 
Property, unless a Permit, License, or Contract therefor has first been obtained from the District. (e) Plant vegetation of 
any kind on District Property without written authorization of the District. (f) Allow, authorize, build, construct, or place 
the discharge point of any sump pump, pool, water feature, or foundation drainage, or any storm water management 
measures, including but not limited to swales, drains and contouring, that directs or is intended to direct sump pump, 
foundation drainage discharge or storm water drainage, onto District Property. All discharge of sump pumps and 
foundation drainage adjacent to Park property, shall be setback from the Park property line, in such a manner that the 
water flow is discharged onto the originating property and flows in accordance with Illinois drainage law. (g) Any person, 
who violates any part of this Section shall remove any encroachment from District Property, after receiving written 
notification of violation from the District and in accordance with the timeframe and removal specifications outlined in 
such notification. Any person receiving a notice of violation shall have 10 business days to appeal in writing to the 
District’s Executive Director, who will rule on the merits of the appeal and determine necessary actions. If dissatisfied 
with the Executive Director’s decision, the appellant(s) may appeal to the District’s Board of Park Commissioners. The 
Board of Commissioners, in consultation with legal counsel if necessary, will make a final ruling on the merits of the 
appeal and respond in writing to the appellant(s). (h) The District may remove any encroachment(s) from District 
Property and assess the person(s) who violated this Section the cost of removing such encroachment(s), and such charge 
shall be in addition to and not in lieu of any other penalties or remedies provided for in this Ordinance or any applicable 
City of DeKalb ordinance and/or State law. (i) Any person who commits a violation of any part of this, in addition to any 
other civil or criminal penalty imposed, may be subject to a District ordinance fine of not more than five hundred dollars 
($500.00). 

Section 8.15 False Pretenses 

It shall be unlawful for any person to use any pass, ticket, or identification card other than his or her own pass, ticket or 
identification card to gain entry or attempt to gain entry to, use or participate in any Park District program, league, 
facility grounds or event. It shall be unlawful for any person to alter, change, modify or copy any pass, ticket or 
identification card for the purpose of gaining entry to or entering or allowing another or others to gain entry to or to 
enter, use, or participate in any Park District programs, league, facility, grounds or event under false pretenses. 

Section 8.16 Fireworks and Fires 

No person shall light or make use of any fires in the park system, except at such places as may be established for such 
purposes. Every fire shall be continuously under the care and direction of a competent person from the time it is kindled 
until it is completely extinguished. Dumping of ashes from grills is prohibited unless designated containers are available. 
No person shall drop, throw away or otherwise scatter lighted or smoking material within the park system. It shall be 
unlawful for any person to start or spread any false alarm of fire within the park system. No person shall fire, discharge 
or set-off any rocket, cracker, torpedo, squib or other fireworks or any substance unless written permission is given by 
the Executive Director. 

Section 8.17 Fishing 

No person shall have in his possession or take or attempt to take any fish in any waters of the park system, except in 
designated areas and subject to rules as may be promulgated by the District and State of Illinois and subject to such rules 
set by the District form time to time. No person shall ice fish on the waters of the park system. 

Section 8.18 Gambling 

No person shall gamble, as defined in Section 28-1, Chapter 38, Illinois Revised Statutes, within the park system. 



 

 

Section 8.19 Games and Sports 
 

No person shall engage in any sport, game or amusement on District property except at such places and times as may be 
designated by the District and then only under such rules as are prescribed. Nor shall any person walk, remain or conduct 
themselves upon such portion of the park system designated for any particular game, sport or amusement in such a way 
as to interfere with the use of such portion by persons who are using the park system for a particular sport, game or 
amusement for which it has been designated. No person shall engage in any activity in a manner so as to endanger, 
injure, or damage persons or property in any way engaged in the proper use of the park system. 

 
Section 8.20 Gifts and Gratuities 

 
No person may promise or tender to, nor may any park employee, officer or commissioner accept any property or 
personal advantage from any person which would influence the employment of function of the park employee, officer or 
commissioner. 

 
Section 8.21 Golfing 

 
No person shall golf or practice golf on any property owned or controlled by the District, except at River Heights Golf 
Course and Buena Vista Golf Course, or in conjunction with organized, authorized supervised recreation programs 
approved by the District. 

 
Section 8.22 Landscape 

 
No person within the park system shall damage, destroy, deface, or remove any temporary or permanent structures or 
landscaping placed there by the District. No person shall excavate or take soil of any kind from the park system. 

 
Section 8.23 Loitering Ordinance 

 
No person shall loiter or remain on District property either alone or in consort with other persons in such a manner that: 
(1) unreasonably obstructs the usual use of entrances, hallways, corridors, stairways, or rooms designated for specific 
purposes; (2) impedes or disrupts the performance of official duties by District employees; (3) prevents the general 
public from obtaining the administrative or recreational services provided on District property in a timely manner; (4) 
restrict vehicular or pedestrian or restrict free ingress to and egress from District property; after being requested to 
leave, move, or disperse by any employee of the District, or where the District has posted a sign or signs that prohibit 
loitering. 

 
Section 8.24 Metal Detectors 

 
No person shall operate any device which is designed for the detection of metal objects on or below District property. 

 
Section 8.25 Minors 

 
No parent, guardian, or custodian of a minor shall knowingly assist or allow such minor to do any acts on District 
property in violation of any law ordinance or rule of the District. A minor is defined herein as any person who is under 
the age of eighteen (18) years. The parent or legal guardian of an un-emancipated minor who resides with such parent or 
legal guardian shall be liable for damages caused by the willful or malicious acts of such minor as provided in the Illinois 
Parental Responsibility Act, 740 ILCS 115/1, et seq. This section shall not affect the recovery of damages in any other 
course of action where the liability of the parent or legal guardian is predicated on a common law basis. 

 
Section 8.26 Mob Action 

 
No person shall engage in mob action. Mob action consists of any of the following: (i) the use of force or violence 
disturbing the public peace by two or more persons acting together without authority of the law; or (ii) the assembly of 
two or more persons to do an unlawful act; or (iii) the assembly of two or more persons, without authority of law, for the 
purpose of doing violence to the person or property of any one supposed to have been guilty of violation of the laws or 
for the purpose of exercising correctional powers or regulative posers over any person by violence. 



 

 

Section 8.27 Obstructing Travel 
 

No person shall set, or cause to be set or placed, any goods, wares, merchandise or property of any kind so as to obstruct 
travel on District property. 

 
Section 8.28 Parking Lots 

 
No person shall, either alone or in consort with, or in conjunction with or together with, another or others, remain in or 
on, or loiter on or near, or congregate or assemble on, or play on any parking lot maintained by the District, or remain in, 
or near any parked motorized or non-motorized vehicle in or on any such parking lot, it being the declared intent of the 
Board that parking lots of the District are for the sole and exclusive purposes of the parking of motorized and non- 
motorized vehicles in an unoccupied state and for providing ingress and egress to the respective park properties. The 
playing of radios or other similar audio-electronic devices on, in or upon motorized or non-motorized vehicles parked on 
a parking lot of the District, or at a level in excess of 30 decibels on any parking lot, and the possession, use or 
consumption of alcoholic beverages, liquor or controlled substances or narcotics in, on or near a parking lot of the 
District are each hereby prohibited. 

 
Section 8.29 Permits 

 
Applications for Permits shall be filed with the Director not less then fourteen (14) days nor earlier than the first Monday 
in the February of the applicable calendar year of the date on which it is proposed to conduct any activity in a park 
requiring a permit. Such application shall be sworn to and shall state: 1. The name of the person or organization wishing 
to conduct such activity; 2. If the organization is proposed to be conducted for, on behalf of, or by an organization, the 
name, address and telephone number of the headquarters of the organization, and of the authorized and responsible 
head of such organization; 3. The name, address and telephone number of the person who will be the chairman of such 
activity and who will be responsible for its conduct; 4. The name, address and telephone number of the person or 
organization to whom the Permit is desired to be issued; 5. The date when such activity is to be conducted; 6. The 
portion of the Park System for which such Permit is desired; 7. An estimate of anticipated attendance; and 8. The hour 
when such activity will start and terminate. The Director may grant and issue the Permit if: 1. The proposed activity or 
use of the Park System will not unreasonably interfere with or detract from the general public enjoyment of the Park 
System; 2. The proposed activity and use will not unreasonably interfere with or detract from the promotion of public 
health, welfare, safety and recreation; 3. The facilities desired have not been reserved for other use at the day and hour 
required in the application; 4. The conduct of such activity will not substantially interrupt the safe and orderly movement 
of traffic; 5. The conduct of such activity will not require the diversion of so great a number of peace officers to properly 
police such activity and the areas contiguous thereto, as to prevent normal police protection to the City; 6. The conduct 
of such activity is not reasonably likely to cause injury to persons or property, incite violence, crime or disorderly 
conduct; 7. Such activity is not to be held for the sole purpose of advertising any product, goods, or event, and is not 
designed to be held purely for private profit; 8. The person or organization desiring to engage in said activity, shall post 
with the Director, cash or surety bond in an amount sufficient to cover the costs of cleaning up all debris and trash that 
results from this activity and restoring the premises to neat and good order. Each permit shall state the following: 1. 
Date of such activity; 2. The portion of the Park System thereof to be used; and 3. Hour when such activity will start and 
terminate. The application may contain a requirement for an indemnity bond to protect the Park District from any 
liability of any kind or character, and to protect the Park District from property damage. 

 
Section 8.30 Picnics 

 
No person without a permit shall hold a gathering at a District picnic shelter when said shelter has been reserved on a 
specific date at a specific time by an individual or group with a permit. Permit holders would be entitled to use of the 
designated area for the time as listed on the permit. All other use is on a first come first served basis. 

 
Section 8.31 Play Classes and Camps 

 
No person or organization shall bring or cause to be brought into the park system any play class, camp, or other 
organized group of any kind, organized for profit except into the swimming pools of the District where each person 
entering must pay a daily admission. Not for profit agency day camps, play classes or organized groups may use the 
facilities of the park system with the written permission of the Director. 



 

 

Section 8.32 Power Driven Mobility Device 
 

No person shall upon, within or connection with property of the District: (i) Operate a Power-Driven Mobility Device 
unless said person is qualified under the ADA. (ii) Operate a Power-Driven Mobility Device except in a park or facility in 
which the general public is allowed. (iii) If used in a facility exceed 4mph or be operated in a manner that might 
jeopardize the safety of the operator, employees or participants. (iv) If used in a park or outside, exceed 6mph, posted 
park operating hours or be operated in a manner that might jeopardize the safety of the operator, employees or 
participants. (v) Carry another person on the frame of the device or any object on the frame that would make the device 
less stable. Power Driven Mobility Device where used means wheelchairs, mobility scooters, electronic personal assistive 
mobility devices (EPAMDs) and specifically excludes riding lawn mowers, golf carts, wheelchairs with rubber tracks, 
gasoline powered, two wheeled scooters. 

 
Section 8.33 Public Assemblies 

 
No person shall engage in, participate in, aid, form, or organize any assembly or group of people or make any speeches, 
or conduct any parades, musical program or festivals, in any park unless a Permit has been obtained from the Director, 
and unless that Permit is carried by the person heading or leading such activity; provided, however, that the provisions 
hereof shall not apply to students’ work when constituting a part of their educational activities and under the immediate 
direction and supervision of the proper school authorities; nor to any governmental agency within the scope of its 
functions. 

 
Section 8.34 Refuse 

 
No person shall deposit or leave any garbage, debris, refuse or other material of any kind on the park system grounds or 
waters, nor discharge any injurious or vile substance of any kind upon the property of the District. Paper, glass, cans, 
garbage and other refuse of every kind, resulting from picnics or other proper use of the park system, shall be deposited 
only in receptacles provided for the purpose, and no person shall litter, suffer or cause the park system to be littered in 
any way. 

 
Section 8.35 Restricted Areas 

 
No person shall enter upon any portion of the park system where entry is prohibited by the District by sign or other 
suitable notice. No person shall enter or attempt to enter any building area or facility in the park system which is closed 
to the public, or is under construction in an unfinished state, or scheduled for a specific group or activity unless invited to 
same; nor shall any person not invited or not having paid an admission fee, when such is charge, enter an area, building 
or place when it has been rented or otherwise reserved. 

 
Section 8.36 Selling 

 
No peddler, vendor or any other person involved in an endeavor for profit shall engage in the commercial sale, rental, 
exhibition, or distribution of goods or services, including without limitation the giving of instruction or lessons for a fee, 
upon District Property unless he has received a permit, license or contract therefore from the District. No person 
engaged in the sale or distribution of goods or services under this section shall obstruct or impede pedestrians or 
vehicles, harass park visitors with physical contact or persistent demands, misrepresent the affiliations of those engaged 
in such activities, misrepresent whether the goods or services are available without cost or donation, or interfere, 
interrupt, or engage in conduct incompatible with the purpose of, any program, activity, function, and/or special event 
conducted, sponsored, licensed or otherwise permitted by the District. 

 
Section 8.37 Skating and Sledding 

 
No person shall skate, sled, toboggan, ski, slide, snowboard, inner tube, or carry on to similar activity in the park system 
except as such places and times as the District may designate for the purpose. No person, while engaged in such activity 
shall conduct himself in such a manner as to annoy others or endanger, injure or damage persons or property in any way. 

 
Section 8.38 Skateboarding 

 
No person using roller skates, in-line skates, skateboards, roller skis, coasting vehicles, or similar devices on District 
property shall interfere with pedestrian use of sidewalks or use of the streets by vehicles or otherwise act negligently, 



 

 

recklessly or without due caution or in any manner so as to endanger any person or property. No person shall use such 
devices on District property where such use has been posted and prohibited. No person shall violate the rules 
established for the Skate Park: (i) Protective equipment is required to be used during skating activities; (ii) Personally 
owned ramps, boxes, or other devices may not be brought to the facility, (iii) Glass objects and containers are prohibited, 
(iv)Participants skate at their own risk and are responsible for inspecting equipment prior to use. 

 
Section 8.39 Sleeping in the Park System 

 
No person shall place, swing, occupy or use a hammock in the Park System, nor shall any person, sleep or otherwise 
remain in the Park System between the hours of dusk and dawn, unless a Permit has been obtained from the Director. 
No person shall use District property in a manner designed or calculated to act as a substitute for a residence or means 
of support. 

 
Section 8.40 Smoking Section 

 
8.40(A): Definitions “Enclosed area” means all space between a floor and a ceiling that is enclosed or partially enclosed 
with (i) solid walls or windows, exclusive of doorways, or (ii) solid walls within partitions and no windows, exclusive of 
doorways that extend from the floor to the ceiling. 

 
“Enclosed or partially enclosed park facility” means any sports pavilion, stadium gymnasium, health spa, arena, 
swimming pool, skating rink or other similar space where members of the public assemble to engage in physical exercise 
or participate in athletic or recreational activities or to witness sports, cultural, recreational or other events and which 
constitutes an enclosed or partially enclosed sports arena under the Smoke Free Illinois Act (410 ILCS 82/1, et seq.). 

 
“Park property” means any land, building, enclosed or partially enclosed park facility, or other public place which is 
owned, leased or operated by the DeKalb Park District, and includes portions of land and buildings owned by the park 
district which is leased to a private third party individual or entity or to which a private third party individual or entity has 
been granted a license by the park district to use all or a portion of its land, buildings and/or enclosed or partially 
enclosed park facilities. 

 
“Smoke” or “smoking” means the carrying, smoking, burning, inhaling or exhaling of any kind of lighted pipe, cigar, 
cigarette, hookah, tobacco, weed, herbs or any kind of smoking equipment (i.e. E-cigarettes, or other vaporizing devices). 
Smoke or smoking does not include smoking that is associated with a native recognized religious ceremony, ritual or 
activity by American Indians that is in accordance with the federal American Indian Religious Freedom Act, 42 U.S.C. 
1996 and 1996a, for which all applicable federal, state, county, local and park district permits, if any, have been 
procured. E-cigarettes are battery-powered devices that are designed to mimic cigarettes by vaporizing a nicotine-laced 
liquid that is inhaled by the user. The use of e-cigarettes in workplaces and public places is a significant public health 
concern, not only because of their unregulated constituents and the potential health impact of the vapor on users and 
bystanders, but also because e-cigarette use causes public confusion as to where smoking is allowed, resulting in 
compliance problems with smoke free laws. 

 
The definitions of “enclosed or partially enclosed sports arena” and “public place” set forth in Section 10 of the Smoke 
Free Illinois Act (410 ILCS 82/10) are hereby adopted and are expressly incorporated herein and made a part of this 
Ordinance by reference. 

 
Section 8.40 (B): Smoking in Park District Buildings 

 
Prohibited Smoking in park district buildings, enclosed facilities on park property, enclosed or partially enclosed park 
facility, or within fifteen (15) feet of any entrance, exit, window that opens or ventilation intake that serve any park 
district building, enclosed area on park property, or enclosed or partially enclosed park facility, is prohibited. No person 
shall smoke in any park district building, enclosed facility on park property, or enclosed or partially enclosed park facility, 
or within fifteen (15) feet of any entrance, exits, window that opens or air intake that serve a park district building, 
enclosed area, or enclosed or partially enclosed park facility where smoking is prohibited. 

 
Section 8.40 (C): Designation of Other Non-Smoking Areas Smoking is prohibited in the following designated areas of 
non-enclosed areas of park property, including outdoor areas: (i) Within fifty (50) feet of all athletic fields, bleachers, 
hard court play surfaces, swimming pools, playgrounds, shelters and dog park, unless specifically exempted within the 
Ordinance. (ii) Within fifty (50) feet from a designated park program being operated on park property at which members 



 

 

of the public are visibly present. (iii) Within fifty (50) feet of the area in which a park district special event is conducted 
on park property. (iv) On other non-enclosed areas of park property where smoking is prohibited and said areas are 
conspicuously marked by no smoking signs. 

 
Section 8.40 (D): Exemptions Notwithstanding any other provisions of this Ordinance, smoking is only allowed in the 
following areas on park district property and in the following park district vehicles: (i) On the River Heights and Buena 
Vista golf courses and in golf carts operated on the golf courses. 

 
Section 8.41 Snowmobiles 

 
No person shall drive, ride, or otherwise operate a snowmobile on District property. A snowmobile is defined as any self- 
propelled vehicle intended for travel primarily on snow, driven by a track or tracks in contact with snow, and steered by 
ski or skis in contact with snow. 

 
Section 8.42 Soccer Goals 

 
No person shall move or alter goals in any manner except in case of emergency or with the permission of the DeKalb 
Park District. 

 
Section 8.43 Soliciting 

 
No person shall solicit, peddle, or beg for any purposes within the park system. No person shall take up any collection or 
solicit or receive contributions of money or anything else of value in the park system without first obtaining a permit 
from the Director. 

 
Section 8.44 Sound and Energy Amplification 

 
No person shall play or operate any sound amplification devices including public address systems, musical instruments 
and the like, or operate any other energy amplification device or musical instrument without permission from the 
Executive Director or his/her designee. Permission will not be granted when it is deemed that sound produced by such 
devices is a public annoyance. No person shall make or cause to be made any excessively loud or unreasonable noise 
which disturbs the peace. Excessively loud or unreasonable noise is defined as noise inconsistent with or not reasonable 
to park and recreation activities. This shall include the loud or amplified playing of any type of audio equipment, radio, or 
stereo, noisemakers, musical instrument, or sound equipment. This section will not apply to activities conducted, 
sponsored, licensed or otherwise permitted by the District. 

 
Section 8.45 Swimming 

 
No person shall bathe, swim, wade, float, splash, or otherwise enter District waters other than that designated as a 
swimming pool. Users shall comply with all policies, rules and regulations as the District may designate for those 
pertaining to swimming pools. 

 
Section 8.46 Traffic 

 
(a) Speed Limit: No person operating a vehicle shall violate regulatory and speed restrictions which may be from time to 
time adopted by the District and posted. No person shall operate any bicycle, motor vehicle or other conveyance on any 
roadway, sidewalk, driveway or parking lot in the Park System faster than 15 miles per hour or in any manner 
endangering persons or property. The speed limit for a Power Driven Mobility Device will not exceed 6mph. (b) 
Roadways: Unless authorized by the Director, no person shall operate any motor vehicle except upon the parking lots 
and roadways provided for driving or parking the same. (c) Rules and Regulations: No person shall operate or park any 
motor vehicle except in accordance with the laws of the City of DeKalb. (d) Obstructing Travel: No person shall set or 
place or cause to be set or placed, any goods, wares or merchandise or property of any kind so as to obstruct travel in 
any park. (e) Parking of Vehicles: No person shall park a vehicle on District property in such a manner as to obstruct 
traffic flow. No person shall park a vehicle overnight between 2:00 AM and 5:00 AM or as posted, on District property 
without prior written permission from the Director, except in the event of an emergency situation, in which the person 
shall notify the District of the nature of the emergency through any one of its agents and/or employees. Emergency 
parking shall be no longer than 48 hours. The District shall not be liable for any damage occurring to any vehicle and/or 
property contained in it. Vehicles improperly parked in the park system shall be towed away at the owner’s expense. (f) 



 

 

All Terrain Vehicles are prohibited in the park system with the exception of those utilized by the District for programming 
and maintenance purposes. 

 
Section 8.47 Tree Protection 

 
Definitions: 

 
Diameter at Breast Height (DBH): The diameter in inches of a tree as measured through the main trunk at a point four 
and one-half feet (4.5’) above the natural grade level. Protected Tree: A “protected tree” means any desirable tree that 
has a DBH between ten (10”) and twenty inches (20”). Heritage Tree: A “heritage tree” means any desirable tree that has 
a DBH of greater than twenty inches (20"). Trees that have received special care provided by the DeKalb Park District for 
the treatment or prevention of disease or infestation may also be considered a heritage tree. Hazard Tree Assessment: 
International Society of Arboriculture Tree Hazard Evaluation Form, 2nd Edition. This form will be used by trained Park 
District staff when evaluating trees for removal and accompanied by at least three photos documenting tree issues. Drip 
Line: A vertical line run through the outermost portion of the canopy of a tree and extending down to the ground. 
Protective/Temporary Fencing: A snow fence, chain link fence, orange vinyl construction fence or other similar fencing 
with a minimum four foot (4') height. Tree Removal Authorization: Permission granted by the DeKalb Park District to 
remove a protected tree or a heritage tree. Tree Protections Prior to starting a construction or park improvement 
project, tree protections for the project will be outlined in a tree protection plan. This plan will outline what steps need 
to be taken in order to protect trees while the project is ongoing. The plan will be implemented prior to any construction 
beginning. It is the responsibility of DeKalb Park District Staff, the developer and/or contractor and his/her 
subcontractors to take appropriate action to protect and preserve all trees outlined in the tree protection plan and 
during all phases of construction. A. Protective/Temporary Fencing shall be required for any protected trees and heritage 
trees within the active construction zone to prevent infringement on the root system from any construction related 
activities. The protective fencing must encompass no less than 75% of the radius of the drip line of the protected tree, 
excluding any pre-existing structures, foundations, slabs, roadways, highways, and driveways. All fencing must appear on 
construction documents and shall be installed prior to any other construction related activity. The fencing shall remain in 
place until all other construction related activity has been completed. B. Prohibited activities adjacent to trees shall 
include but not limited to the following: 1. Material Storage: No materials for construction or waste accumulated due to 
excavation, demolition, or construction shall be placed under the canopy of any tree. 2. Equipment Cleaning/Liquid 
Disposal: No equipment shall be cleaned or other materials or liquids deposited or allowed to flow over land within the 
limits of the canopy of any tree. This includes, without limitation, paint, old solvents, asphalt, concrete, mortar or any 
other material. 3. Tree Attachments: No signs, wires or other attachments other than those of a protective nature shall 
be attached to any tree. 4. Vehicular Traffic: No vehicular and/or construction equipment traffic or parking shall take 
place within the limits of the protective fencing. 5. Grade Changes: No grade changes in excess of two inches (cut or fill) 
shall be allowed within the limits of the drip line of any tree. 6. New Impervious Paving: No new paving with asphalt, 
concrete or other impervious materials in a manner which may be expected to severely damage or kill a tree shall be 
placed within the limits of the drip line of any tree. If efforts are made to protect the tree roots, such as root pruning, an 
exception may be made by the DeKalb Park District Executive Director or designee. 

 
Tree Removal Authorization A. Authorization. No person shall cut down, destroy, move, remove, or effectively destroy, 
any tree located on district property without first obtaining tree removal authorization. See Park District ordinance code 

 
Section 8.11 Damage to Property 

 
B. Process. Tree removal request must be submitted in writing to the Superintendent of Parks and Development. C. 
Authority to Review and Approval. The Superintendent of Parks and Development shall be responsible for the review and 
approval of all requests for tree removal authorizations submitted in accordance with the requirements specified herein. 
The Superintendent of Parks and Development may take one of the following actions: 1. Approve - The Superintendent 
of Parks and Development shall issue tree removal authorization. 2. Deny - The Superintendent of Parks and 
Development can deny the request. Reasons for denials can be obtained by request. 3. Defer- If the removal request is 
for a heritage tree or there are other concerns that deem it necessary the Superintendent of Parks and Development 
shall defer the decision to the DeKalb Park District Board of Commissioners. D. Authorization Expiration. Tree removal 
authorization issued in connection with an approved site plan shall be valid for the period of the site plan’s validity. A 
tree removal authorization not issued in connection with a site plan shall become void after 90 days after the date of 
approval. E. Authorization for Removal of a Heritage Tree - A heritage tree may only be removed with approval from the 
DeKalb Park District Board of Commissioners. The following exceptions for removal must be approved by the DeKalb Park 
District Executive Director or designee and be accompanied by a Hazard Tree Assessment and photo documentation: 1. 



The tree is dead and has no ecological, cultural or other value to the park district. 2. The tree is diseased or dying and 
constitutes a threat to healthy trees, to property, or to public safety. Tree Removal in Parks by DeKalb Park District staff 
or contractors: When park staff or a contractor are performing tree removal in DeKalb Park District parks, park staff must 
complete a Tree Hazard Evaluation form with photo documentation attached and submit documentation to the Park 
Forman prior to removal. If tree is a heritage tree this documentation must be submitted to the Executive Director or 
designee prior to tree removal. The following exceptions may apply: 1. Removal of dead trees in parks. 2. Removal of 
trees infected with a pest or disease (e.g. Emerald Ash Borer, Dutch Elm Disease, etc.) 3. Removal of Hazard trees in 
parks and along district trail system that pose an immediate threat to healthy trees, property, or public safety. 4. Clearing 
or tree removal in Park District owned woodlands and natural areas in conjunction with an approved natural areas 
management plan. 

Section 4. Severability. In the event that any section, clause, provision, or part of this Ordinance shall be found and 
determined to be invalid by a court of competent jurisdiction, all valid parts that are severable from the invalid parts 
shall remain in full force and effect. 

Section 5. Repeal and Savings Clause. All Ordinances or parts of Ordinances in conflict herewith are hereby repealed; 
provided, however, that nothing herein contained shall affect any rights, action, or causes of action which shall have 
accrued to the DeKalb Park District prior to the effective date of this Ordinance. 

Section 6. Effective Date. This Ordinance shall be in full force and effect from and after its passage, approval and 
publication in pamphlet form as provided by law. 

Section 8.48 Unclaimed Articles 

The officer or any employee so designated who shall find any bicycle, wagon, or other toy or attire in the park system 
violating any provision hereof shall impound and place same in an area designated by the District. 

Section 8.49 Watercraft 

No person shall operate a boat in, on or upon any waters of the park district except for programs under the supervision 
of the District or without first obtaining a permit from the Director. 

Section 8.50 Yard Waste 

No person shall bring in, dump, deposit or leave any landscape waste, yard waste, grass clipping, leaves, trees, bushes, 
shrubbery, or clippings from same in any Park. 

Section 8.51 Weapons 

No person shall bring, carry or use projectiles, knives, firearms, explosive substances or weapons of any kind in the park 
system. 



SUBJECT: Action of Job Description Updates 

SUBMITTING DEPARTMENT: Administration 

BACKGROUND INFORMATION: 
Staff have begun the process of reviewing and updating job descriptions for all full-time positions. The goal of 
these updates is to ensure that each job description accurately reflects the work currently being performed by 
the employees who fill these positions and that the Desired Minimum Qualifications for each position is 
accurate so the District can recruit and hire qualified candidates. 

The following job descriptions are submitted for the Board’s review: 

1. Superintendent of Recreation
2. Superintendent of Parks Planning and Development
3. Golf Maintenance Superintendent
4. Marketing Coordinator
5. Human Resource and Payroll Manager

RECOMMENDED ACTION: 
Staff recommends the Park Board approve and accept the changes made to the job descriptions. 

1 2 Y N 1 2 Y N 
President Patrick Fagan Commissioner Gail A. Krmenec 
Commissioner Dag Grada Commissioner Joel French 
Commissioner Phil Young 

Board of Commissioners Meeting 

Agenda Item, VII.j. 
May 26, 2022 
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DeKalb Park District 
Position Description 

DEPARTMENT: Recreation 

TITLE: Superintendent of Recreation 

CLASSIFICATION: Full-Time, Exempt 

SUMMARY OF POSITION: Responsible for developing and implementing a comprehensive, 
diversified, and innovative menu of recreation programs that engages and meets the needs of 
the community. 

SUPERVISION RECEIVED: Reports to the Executive Director 

SUPERVISION EXERCISED: Oversees the recreation, athletic and aquatic programs, and special 
events as well as the operation of the recreation facilities. Directly supervises the Recreation 
Supervisor, Athletic Coordinator(s), Recreation Supervisor, Recreation Office Coordinator, 
Aquatic Supervisor, and Soccer Coordinatorand Recreation Office Coordinator. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are 
illustrative only and are not meant to be a full and exhaustive listing of all the duties and 
responsibilities of this position. 

1. Responsible for Pplannsing,  organizesing, supervisesing and evaluatesing recreation
programs, activities, events, facilities, and procedures.

2. Responsible for dDevelopsing new and innovative programs/events that are relevant to
the community and promotes engagement with our customers.

3. Actively seeks feedback from the public to ensure continuous improvement in District
programs, events and services.

4. Takes a lead role in community events and committees, including but not
limited to Live Healthy DeKalb County, 4th Street Family Fair, National Night Out,
Kitefest, Community Expo, and STEMfest. 4th of July, Music at the Mansion

4. Maintains and builds relationships with other community organizations including, but
not limited to,  the DeKalb Community School District 428school district, Ccity of DeKalb,
DeKalb Chamber of Commerce, American Youth Soccer OrganizationAYSO, and
Northern Illinois University. 

5. Coordinates long term contracts with facility users and establishes factily use
agreements as needed.

5.6. Collaborates with assigned staff to developwrite, review, and revise policies and 
procedures for use within Rrecreation facilities. 
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6.7. Supervises and supports District sponsored community and/ special events. including 
Movies in the Park, 4th of July at Hopkins Park, Poolapalooza, Cardboard Boat Regatta, 
Dive-in-Movies, Daddy Daughter Date Night, Mother-Son Event, Family Campout, Easter 
Egg Hunt; Howl-o-Ween, Breakfast with Santa, Clean the Kish, and Polarpalooza. 

8. Responsible for the overall operations of the Recreation Department, including but not
limited to:  including, but not limited to, budget preparation and monitoring financial
performance; facility management\supervision; hiring, new employee orientation,
training, supervision, and performance reviews of departmental personnel; scheduling
and timesheet approval; and purchasing of facility supplies.

7.9.; eEnsuresing the District’s internal controls for cash handling are followed within the 
Department.; scheduling and timesheet approval; and purchasing of facility supplies. 

8.10. Reviews and analyzes revenue, expenses, participation, admission  and 
registration reports and makes effective adjustments to operations as necessary to 
achieve District objectives for effective and efficient operations. 

9.11. Prepares and issues Rrecreation Ddepartment  reports operational reports and 
regular updates to the Executive Director. and attend meetings as requested by the 
Executive Director. 

10.12.   Communicates formally and informally with Recreation staff on a regular basis 
to einsure efficient administration and operation of the Recreation Department and its 
activities. 

13. Provides and Ppromotes a positive image and excellent customer service for the District
by ensuring the Park District’s Customer Service Practices and Procedures are followed
by staff. and responding to inquiries and complaints are responded to in a timely and
professional manner.

14. Responds to and resolves, in a professional and timely manner, customer complaints,
questions and suggestions related to the recreations, facilities, programs, activities, 
services, and special events. 

11. 

15. Incorporate risk management practices in the implementation of programs and facility
operations.

12.16. Completes safety reports, documentation, and District wide assessments. 
Complies with overall District risk management goals and objectives. 

13.17. Works closely and cooperatively with in a team environment with the Executive 
Director, Department leaders and administrative staff District Superintendents and staff 
in the allocation of staffing, budget managementfiscal, material ,and equipment 
resources to maximize the benefit of the Ppark Ddistrict. 
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14.18. Regularly communicates with the Executive Director Communicates on a regular 
basis with the Executive Director to ensure he/she is informed regarding all areas of 
responsibilities. 

 
15.19. Responsible Assists the Marketing Coordinator with for the District’s 

sponsorship program, including evaluating sponsorship needs and seeking sponsorships 
and maintaining District relationship with sponsor businesses and organizations. 

 
16.20. Identify and seek grants and other funding sources to support financing of 

District projects and objectives. 
 

21. Attends DeKalb Park District Board meetings and other meetings as requested by the 
Executive Director. 

 

17.22.  Other duties as assigned. 
 

PERIPHERAL DUTIES: 
 

1. Attend Park Board meetings and reports on area of responsibility. 
 

1. 3. Participate in community groups and committees that relate to areas of 
responsibility. 

 
2. 4. Serve on internal agency committees or project teams with other Ppark Ddistrict 

employees for the benefit of the entire Ppark Ddistrict. 
 

3. 5. Attend conferences, seminars and educational sessions and participates in 
professional associations as they pertain to area of responsibility. 

 
DESIRED MINIMUM QUALIFICATIONS: 

1. Education and Experience: 
 

A. Bachelor’s Degree in Parks and Recreation or related field. 
 

B. Three (3) - five (5) years experience as a Superintendent of Recreation 
or as a senior manager at a park district. 

 
C. Certified Park and Recreation Professional (CPRP) desired. certified or 

willingness to obtain certification. 
 

D. Certified Pool Operator (CPO) (desired). 
 

E. Lifeguard Instructor Trainer (desired) 
 
 

2. Necessary Knowledge, Skills, and Abilities: 
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A. Excellent communication skills, both oral and written. 
 

B. Knowledge of managing the operations of a multiple facility Recreation 
Department. 

 

C. Proven skills in developing and implementing successful new programs and 
events. 

 

B. Knowledge of community-based recreation and aquatic facilities. 
D.  

 

B. Ability to solicit public input for evaluating community interest in programs 
and events. 

E.  
 

C.F. KnowledgeA basic understanding of financial information/reports and 
budgeting. Ability to analyze financial information to evaluate if a program is 
financially viable. 

 
D.G. Ability to deploy District personnel and resources effectively and 

efficiently in operating the Recreation Department and District programs 
and events. 

 
E.H.Possess effective leadership, management, and supervisory skills. 

 

F.I. Ability to exhibit good problem-solving skills and judgment in making 
informed decisions. 

 
SPECIAL REQUIREMENTS: 

 
1. Possession of a valid driver’s license. 

 
2. Must have or obtain certification in First Aid, CPR, and AED. 

 

3. Eveningss, weekendss, and holiday hours are frequently required. 
 
 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
aaccommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 
While performing the duties of this job, the employee is frequently required to sit and stand for 
extended periods of time. The individual is regularly required to speak, hear, walk, use fingers, 
hands, and arms; frequently required to kneel, twist, push/pull, bend, and crouch; and 
occasionally lift up to 35 pounds. The employee is required to travel to and from park district 
facilities and other sites for events or meetings. Specific vision abilities required by this job 



5 

 

 

 
 

include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
ability to adjust focus. 
While performing the duties of this job, the employee is frequently required to drive, stand, 
walk, climb stairs, see, hear and speak. The position requires substantial time on the phone, 
sitting in front of a computer and sitting at a desk. The employee must occasionally lift and/or 
move up to 25 lbs. by themselves or 50lbs with assistance. Specific vision abilities required by 
this job include close vision, distance vision, color vision, peripheral vision, depth perception, 
and the ability to adjust focus. 

 

WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is frequently required to work in 
combination of an office, recreation facility, or aquatic center. The individual may occasionally 
work near open water and near pipes, pumps, heaters, air conditioners, and other equipment 
associated with a mechanical room of a pool facility or recreation facilitycommunity center. 
The employee is occasionally exposed to diatomaceous earth, to chlorine gas, caustic soda, 
muriatic acid and other chemicals or cleaning agents associated with an aquatic facility or 
recreation facilitycommunity center. The position is exposed to a variation in temperature and 
inclement weather. The employee may occasionally be exposed to loud noises such as music or 
crowds.. 

 

SELECTION GUIDELINES: 
Formal application, rating of education and experience; oral interview, reference 
and background check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 

 
 
 
 
 
 
 

APPROVALS: 
 
 

Human Resource & Payroll Manager Date 
 
 
 

Executive Director Date 
 

Board Approvals: 
Effective Date: March 17, 2014 



6 

 

 

 
 

Revised Dates: May 19, 2016 
December 20, 2018 

 xx/xx/xxxx 
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DeKalb Park District 
Position Description 

 
 

DEPARTMENT: Parks Planning and Development 
 

TITLE: Superintendent of Parks & Development 
 

CLASSIFICATION: Full-Time, Exempt 
 

SUMMARY OF POSITION: Administers and directs the overall activities and operations of the Parks, 
Planning and Development Department to include park and facility maintenance, capital projects and 
improvements, and support for District programs and community events. 

 

SUPERVISION RECEIVED: Reportssponsible to the Executive Director 
 

SUPERVISION EXERCISED: Directly supervises the Park SupervisorLandscape and Horticulture Team 
Leader, Park Maintenance and Special Projects Team Leader, Facilities Team Leader,  and the Parks 
Division Planning and Development Administrative Assistant. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

 
1. Plans, manages, and evaluates the activities of the Parks Planning and Development Department 

within the framework of the policies enacted by the Park District Board. 
 

2. Oversees a comprehensive maintenance and preventive maintenance schedule and 
preventative maintenance schedule to assure safe, well maintainedwell-maintained parks and 
facilities. 

 
3. Oversees a comprehensive capital asset replacement program to assure assets are in safe, 

proper working order. 
 

4. Participates in planning meetings, negotiations, and activities associated with the expansion of 
park and recreation services. 

 
5. Recruits, hires, trains, supervises, and evaluates staff. 

 

5.6. Communicates formally and informally with Parks Planning and Development staff on a regular 
basis to ensure efficient administration and operation of the Department and its activities. 

 

6.7. Administers the Ddepartment in conformance with all statutory laws and regulations governing 
park district programs and operations. 
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8. Incorporates and implements risk management practices and procedures within the 
implementation of the Parks, Planning and Development Department. 

 

7.9. Completes safety reports, documentation, and District wide assessments. Complies with overall 
risk management goals and objectives. 

 
8.10. Responsible for the maintenance of all records related to the operations of the Parks, 

Planning and Development Department, capital improvements, cost analysis, annual budget, 
and grantsany grants associated with the Districtepartment. 

 

9.11. Responsible for the Ddevelopsment and implementsation of the budget for the Parks 
Planning and Development Department, the Ellwood Museum, Hopkins Pool maintenance, and 
Capital Projects. Monitors expenditures and prepares reports as requested. Authorizes 
purchases within policy limitations. Oversees the Parks, Museum, Cultural and Tourism Center, 
Pool Maintenance and Capital Projects budgets. 

 

10. Administers the data collection for the Parks and Development department. 
 

11.12. Develops plans and specifications, insuresensures contract compliance, coordinates and 
supervises tradescapital projects and contractors. , Kkeeps accurate records and complies with 
all permitting and/or other forms of consent. 

 
12.13. Promotes a positive image for the District by providing excellent customer service and 

responding to inquiries and complaints in a timely and professional manner. 
 

14. Attends meetings of the DeKalb Park District Board and responds to Board inquiries regarding 
policies, personnel, operations. and other concerns of the Board. 

 

15. Works closely and cooperatively with the Executive Director, Department leaders and 
administrative staff in the allocation of staffing and fiscal, material, and equipment resources to 
maximize the benefit to the Park District. 

 

16. Regularly communicates with the Executive Director regarding all areas of responsibilities. 
13.  

 

14.17. Develops program proposals for grants and other funding sources. 
 

15.18. Other duties as assigned. 
 

PERIPHERAL DUTIES: 
 

1. Serves on internal agency committees or project teams with other Ppark Ddistrict 
employees for the benefit of the entire park district. 

 
1.2. Permanent member of the District’s Safety Committee and the Ellwood House Association 

Board of Directors. 
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2.3. Attends conferences, seminars and education sessions and participates in professional 
associations as they pertain to area of responsibility. 

 
4. Prepares or causes to be prepared records or reports of Park District operations. 
 

5. Assists the Executive Director and Human Resource and Payroll Manager with items related 
to staff membership in the International Brotherhood of Teamsters Local 330 including, but 
not limited to, grievance investigations and contract negotiations. 

 

 
DESIRED MINIMUM QUALIFICATIONS: 

 
1. Education and Experience: 

 
A. Bachelor’s degree in parks, recreation, planning or related field. 

 
B. Experience: Three (3) -to five (5) years of Parks management experience preferably 

as a department head. 
 

C. Certified Park and Recreation Professional (CPRP) desired. 
 

D. Certified Playground Safety Inspector (CPSI) desired. 
 

E. Certified Pool Operator (CPO) desired. 
B. 

 
2. Necessary Knowledge, Skills and Abilities: 

 
A. A thorough knowledge in planning, budgeting, and managing capital programs. 

 

B. Good Uunderstanding of safety rules and regulations as they pertain to the 
administration of capital projects, maintenance activities and equipment. 

 
C. Basic knowledge of construction trades and construction techniques. 

 
D. Understanding of the basic principles of park and recreation resource management 

including methods of developing, preserving, and enhancing natural resources. 
 

 
SPECIAL REQUIREMENTS: 

 
1. State of Illinois driver’s license. 

 

2.  2. Must have or obtain certification in CPR/AED within 6 months of employment. 
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3. Evening, weekend, and holiday hours are frequently required. 
 
 

PHYSICAL DEMANDS: 
 

The physical demands described herein are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
While performing duties of this job, the employee is frequently required to sit or stand for long periods 
of time, climb stairs and ladders, use a computer extensively, and drive to other facilities, work sites, 
and businesses as needed., the employee is frequently required to work in a combination of office and 
field environments; The individual is regularly required to speak, hear, stand, walk, use fingers, hands, 
and arms; frequently required to kneel, twist, push/pull, bend, and crouch. The employee is occasionally 
required to climb up and down various structures. travel to and from work sites, spend considerable 
time hearing, speaking, standing, sitting, walking, driving, kneeling, stooping, crouching, squatting, 
climbing ladders, crawling, and twisting of upper body. The employee must occasionally lift and/or 
move up to 5025 lbs. by themselves or 7550 lbs. with assistance. and possess average hearing acuity. 
Specific vision abilities required by this position include close vision, distance vision, color vision, 
peripheral vision, depth perception, and the ability to adjust focus. 

 
WORK ENVIRONMENT: 

 
The work environment characteristics described herein are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 
While performing duties of this job, the employee is frequently required to work in a combination of 
office and field environments. Aa significant amount of time may be spent sitting in an office 
environment, being outdoors, and/or in inclement weather, and confined spaces; being around 
chemicals; occasional extreme noise or vibration; being around operating construction equipment and 
electrical, mechanical, chemical, or explosive hazards. When not working around equipment, the noise 
level is usually minimal to moderate. On rare occasions, may be required to operate heavy equipment. 

 

SELECTION GUIDELINES: 
 

Formal application, rating of education and experience; oral interview and reference and/or background 
check; job related tests may be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 
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Human Resource & Payroll Manager Date 
 
 
 

Executive Director Date 
 

 
Board Approvals:  

Effective Date: 09/01/2006 
Revised Dates: 10/01/2009 

 10/24/2011 
 04/10/2014 
 09/20/2018 
 xx/xx/xxxx 
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DeKalb Park District 
Position Description 

 

DEPARTMENT: Golf Course Operations 
 

TITLE Golf Maintenance Superintendent 
 

CLASSIFICATION: Full-Time, Exempt 
 

SUMMARY OF POSITION: Responsible for the overall management of the golf course 
maintenance at River Heights Golf Course and Buena Vista Golf Course. Duties include 
overseeing daily Golf Maintenance operationsactivities,; facility scheduling; repair and 
maintenance of Golf Maintenance equipment, hiring and training of staffbuilding and course 
maintenance; staffing;, oversight of capital projects and upkeep of the golf courses, 
incorporating the Park District’s risk management policies and procedures within daily 
operations,; and assisting with preparing and monitoring the Golf Maintenance budget. 

 

SUPERVISION RECEIVED: Reports to the Superintendent of GolfExecutive Director 
 

SUPERVISION EXCERCISED: Directly supervises the Golf Maintenance Assistant Superintendent, 
Golf Course Grounds and Equipment Specialist,Golf Maintenance Assistant Superintendent (in 
training), and , and seasonal Golf Mand year-round facilities and maintenance staff. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are 
illustrative only and are not meant to be a full and exhaustive listing of all the duties and 
responsibilities of this position. 

 
 

1. Develops long and short-term plans for the maintenance, capital improvements, and 
management of River Heights Golf Course and Buena Vista Golf Course. 

 
2. Responsible for the planning, construction, and maintenance of putting greens, 

tees, fairways, roughs, bunkers, shelters, fences, bridges, irrigation systems, cart 
paths, ponds and streams, and other related areas. Maintains all records as 
required by State and local government. 

 
3. Responsible for the planting and horticultural practices involved in growing various 

turf grasses, trees, and ornamental plants. 
 

4. Responsible for the maintenance and repair of all golf course equipment and 
facilities. 

 
5. Develops plans and specifications, ensures contract compliance, coordinates, and 

supervises capital projects and contractors related to the golf courses. 
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6. Keeps accurate records and complies with all permitting and/or other forms of 
consent. 

 

5.7. Assists in the active marketing of the River Heights and Buena Vista Golf Course 
facilities and programs. 

 
6.8. Assists with the dDevelopsment and implementsation of the Golf Maintenance 

budget. Monitors expenditures and prepares reports as requested. Authorizes 
departmental purchases within policy limitations. Makes recommendations for 
capital improvements and purchases. 

 
9. Recruits, hires, trains, supervises, and evaluates Golf Maintenance staff. 
 

10. Communicates formally and informally with Golf Maintenance staff on a regular 
basis to ensure efficient administration and operation of the Department and its 
activities. 

 

7.11. Promotes a positive image for the District by providing excellent customer service 
and responding to inquiries and complaints in a timely and professional manner. 

 

8.12. Incorporates risk management practices in golf maintenancefacility operations. 
Completes reports, documentation, and District-wide assessments. Complies with 
overall District risk management goals and objectives. 

 
9.13. Works closely and cooperatively with the Executive Director and other Ddepartment 

leaders and administrative staffheads in the allocation of staffing and, fiscal, 
material, and equipment resources to maximize the benefit of the Ppark Ddistrict. 

 

14. Attends all meetings as requested. 
 

15. Regularly communicates with the Executive Director regarding all areas of 
responsibilities. 

 

10. Keeps the Superintendent of GolfExecutive Director informed regarding all areas of 
responsibility. Communicates problems and successes in a timely fashion 

 

11.16. Other duties as assigned. 
 

PERIPHERAL DUTIES: 
 

1. Attends park board meetings and reports on area of responsibility as required. 
 

2. Oversees the ordering of golf maintenance equipment and supplies. 
 

3. Completes written weekly updates to the Executive Director and compiles necessary 
information for the monthly board meetingreports and manuals as required. 
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4. Serves on internal agency committees or project teams with other Ppark Ddistrict 
employees for the benefit of the entire Ppark Ddistrict. 

 

5. Attends conferences, seminars, and educational sessions, and participates in 
professional associations as they pertain to area of responsibility. 

 
DESIRED MINIMUM QUALIFICATIONS: 

 
1. Education and Experience: 

 
A. Associates Degree in Turf Management or related field or equivalent. 

 
B. At least threetwo  (32) years experienceyears’ experience as a senior 

manager directing all phases of golf course maintenance operations. 
 

C. Or a combination of six (6) years of education and experience. 
 

2. Necessary Knowledge, Skills and Abilities: 
 

A. Knowledge of golf course turf maintenance practices to include daily and 
seasonal maintenance needs, fertilization, and pest management. 

 
B. Good uUnderstanding of the operation and maintenance of irrigation 

systems including wells, pumps, and automated systems. 
 

C. Skill and knowledge of the mechanical operations of golf course equipment. 
 

D. Working knowledge of construction materials and techniques with regard 
toregarding golf course operations. 

 

E. Staff supervisory skills. 
 

F.E. Ability to communicate effectively both orally and in written format. 
 

G.F.Ability to make informed decisions and follow through on actions. 
 

H.G. Basic computer skills to include word processing, email, and website 
navigation. 

 
I.H. Ability to implement a facility budget and to be fiscally accountable for all 

areas of responsibility. 
 

SPECIAL REQUIREMENTS: 
 

1. Possession of a valid driver’s license. 
 

2. Illinois Spray Applicator license. 
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3. Must have or obtain CPR, AED, and First Aid certification within 6 months of 
employment. 

 
4. Evenings, weekends, and holiday hours are frequently may be required. 

 

PHYSICAL DEMANDS: 
 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

 
While performing the duties of this job, the employee is frequently required to sit or stand for 
long periods of time, climbwalk up and down stairs and ladders, use a computer extensively, 
operate utility vehicles, and drive to other facilities and businesses as needed to perform this 
job. The individual is regularly required to speak, hear, stand, walk, use fingers, hands, and arms; 
frequently required to kneel, twist, push/pull, bend, and crouch. The employee is occasionally 
required to climb up and down various structures within thgolf is facilities andy, be able work 
athandle heights not exceeding fifty feet. The employee must occasionally lift and/or move up 
to 50lbs by themselves or 75lbs with assistance. Specific vision abilities required by this job 
include close vision, distance vision, color vision, peripheral vision, depth perception, and the 
ability to adjust focus. 

 
 
 

WORK ENVIRONMENT: 
 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is frequently required to work in a 
combination of office and field environments. The employee will works near people playing golf, 
high-pressure irrigation systems, pumps and motors, high voltage areas, mowing and 
construction equipment, HVAC systems, motorized golf carts, hydraulics under pressure, fuels, 
oils, and cleaning products. Additionally, the employee works near several golf course 
ponds/lakes. The employee works with hot and cold surfaces and equipment associated with 
food preparation, and equipment associated with concessions. The employee is occasionally 
exposed to fertilizers and pesticides used in the operation of a golf course. The employee works 
in adverse weather conditions. The noise level in the work environment is usually moderate to 
high. 

 

SELECTION GUIDELINES: 
 

Formal application, rating of education and experience; oral interview and reference and /or 
background check; job related tests may be required. 
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The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 
 
 

Human Resource & Payroll Manager Date 
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DeKalb Park District 
Position Description 

 
DEPARTMENT: Administration 

 
TITLE: Marketing Coordinator 

 
CLASSIFICATION: Full-Time, Exempt 

 
SUMMARY OF POSITION: Responsible for the overall design, creation, and implementation of the 
District’s strategic marketing initiatives and public communications that inform and engage the DeKalb 
community. 

 
SUPERVISION RECEIVED: Reports to the Executive Director 

 
SUPERVISION EXCERCISED: Digital Media and Marketing Specialist, part-time marketing staff and 
Mmarketing intern(s)s. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative 
only and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this 
position. 

 
1. Develops, implements, and manages the District’s strategic marketing initiatives and activities. 

 
2. Produces written copy for marketing/promotional materials and public communications 

including, but not limited to, press releases, local newspapers, broadcast, social media, 
brochure/flyer content, and digital promotions. 

 

3. Creates, maintains, and strengthens the District’s overall brand through promotions in all media 
avenues and acts as the District’s designated marketing spokesperson.. 

 

4. Develops new and innovative marketing promotions and campaigns that are relevant to the 
community and promotes engagement with our customers. 

 
5. Develop Designs and enforces graphic standards and consistency of all marketing materials 

throughout the District, including the design of the quarterly Program Guide.. 
 

6. Manages the District’s and Golf DeKalb’s websites and social media accounts. Delivers regular 
content to social media platforms. accounts via Facebook, Instagram, Twitter, etc. 

 

7. Archives and organizes inventory of digital files, photographs, and videos. 
 

8. Generates and pPromotes the District’s sponsorship and advertising program. This includes, but 
is not limited to,, including assisting in evaluating sponsorship needs, barter opportunities, and 
seeking sponsorships/advertisers,, while and maintaining District relationships with partnering 
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sponsor businesses and organizations. 
 

9. Develops and maintains effective professional working relationships with the District’s staff and 
community organizations. 

 
10. Actively seeks feedback from the public to ensure continuous improvement in the District’s 

marketing efforts and objectives. 
 

11. Tracks and analyzes marketing data to determine effectiveness of the District’s marketing 
programs. 

 
12. Assists in developing and promoting District-sponsored community special events and programs. 

 
13. Manages workflow to ensure timely delivery of marketing materials and content. 

 

13.14. Prepares, submits, and oversees a District-wide annual budget for marketing and public 
relations needs. across multiple departments. 

 

15. Incorporates the District’s risk management policies and procedures in all work practices. 
 

16. Regularly communicates with the Executive Director regarding all areas of responsibilities. 
14.  

 
 

15.17. Other duties as assigned. 
 

PERIPHERAL DUTIES: 
 

1. Have a basic knowledge of all District programs, special events, and facilities. 
 

2. Attend meetings and serve on District committees as necessary. 
 

DESIRED MINIMUM QUALIFICATIONS: 
 

1. Education and Experience: 
 

A. A minimum of two (2) years of relevant experience. 
 

B. A Bachelor’s degree in Marketing, Graphic Design, Public Relations, or 
Communications. 

 
B.C. Certified Park and Recreation Professional (CPRP) desireda plus. 

 

2. Necessary Knowledge, Skills and Abilities: 
 

A. Ability to develop, implement and manage the District’s social media strategy. 
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B. Excellent customer service and oral/written communication skills. Strong writing and
proofreading skills.

C. Ability work collaboratively with District staff and community organizations.

D. Proven ability for successful promotion of events, and sponsorship, and/ advertising
recruitments.

E. Detail- oriented, and organized;organized, with ability to multi-task.

F. Proficiency in Adobe Creative Suite/Cloud, Microsoft Office, Dropbox, Constant
Contact, and website Content Management System.

G. Knowledge of basic photography and videography skills.

H. Ability to work weekends and nights.

I.H. Ability to work independently while managing time and projects efficiently.

SPECIAL REQUIREMENTS: 

1. Possession of a valid Illinois driver’s license.

1.2. Must have or obtain certification in First Aid, CPR, and AED. 

3. Evenings, weekends, and holiday hours are frequently required.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to sit and stand for an 
extended period of time. work in an office and spend a considerable amount of time sitting at a 
computer. The individual is regularly required to speak, hear, walk, use fingers, hands, and arms; 
frequently required to kneel, twist, push/pull, bend, and crouch; and occasionally lift up to 35 pounds. 
The employee is occasionally required to travel to and from park district facilities and other sites for 
events or meetings. Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
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made to enable individuals with disabilities to perform the essential functions. 

 
This job is performed in a professional office environment and routinely works near and uses standard 
office equipment such as computers, phones, photocopiers, copiers, and fax machines. While performing 
the duties of this job, the Marketing Coordinator is regularly required to talk and hear and is frequently 
required to sit; stand; walk; use hands and arms; and, requires the ability to occasionally lift office 
products and special event supplies up to 25 pounds alone or 35 pounds with assistance. the employee 
often works near computers, printers, fax machines, telephones, copiers, and other office machinery. The 
employee may also be required to attend special events that are outdoors and may be exposed 
inclement weather conditions. The noise level in the work environment is minimal to moderate. 

 
SELECTION GUIDELINES: 

 
Formal application, rating of education and experience, oral interview and reference, background check, 
and job-related tests might be required. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. 

 
 

APPROVALS: 
 
 

Human Resource & Payroll Manager Date 
 
 
 

Executive Director Date 
 

Board Approvals: 
Effective Date: 01/22/2020 

01/21/2021 
 xx/xx/xxxx 
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DeKalb Park District 
Position Description 

 

DEPARTMENT: Finance & Administration 
 

TITLE: Human Resource & Payroll Manager 
 

CLASSIFICATION: Full-Time, Exempt 
 

SUMMARY OF POSITION: Responsible for the overall administration and coordination of the human 
resource and payroll functions of the District. including the hiring and recruitment of employees, the 
employee benefits program, payroll tax reporting, maintaining and updating personnel policies and 
procedures, and maintaining personnel files and training records.  

 

SUPERVISION RECEIVED:  Reports to the Executive Director Superintendent of 
 

Finance 
 

SUPERVISION EXCERCISED: None. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: The duties and responsibilities listed below are illustrative only 
and are not meant to be a full and exhaustive listing of all the duties and responsibilities of this position. 

 
1. Plans and directs all activities related to administration and maintenance of payroll and employee 

benefit programs. 
 

2. Updates and maintainsDevelops, recommends and assists in implementing the District’s personnel 
and administrative policies and procedures. 

 

3. Oversees aAnnually reviews of the and implements the District’s compensation programs, including 
salary grades and pay ranges for full-time staff and pay ranges for seasonal/part-time staff. 

 

4. Reviews and updates District-wide job descriptions. 
 

5. Supports hiring and recruitment efforts for the District’s exempt and non-exempt staff; posts 
positions on the District website and other job search websites; assists with onboarding efforts; 
conducts reference and background checks; ensures all required paperwork is completed; and 
conducts exit interviews. 

 
6. Administers the District’s applicant tracking and timekeeping software. 

 

6.7. Ensures that monthly, quarterly, and annual payroll tax reportsing are filed correctly. 
 



2 

 

 

8. Prepares the annual payroll and insurance benefits budget for full-time and part-time IMRF staff. 
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9. Administers the District’s unemployment, COBRA, and FMLA plans. 

 

10. Initiates criminal background checks for new hires and processes driver’s license abstracts for 
required employees. 

 

11. Files incident/accident claim forms with PDRMA and administers the claim process. 
 

12. Ensures the Teamsters Local 330 collective bargaining agreement provisions related to payroll and  
benefits are followed. 

 

13. Prepares annual audit documents for accrued payroll and compensated absences. 
 

14. Promotes a positive image for the District by providing excellent customer service and responding 
to inquiries and complaints in a timely and professional manner. 

 

15. Administers the District’s personnel functions to include record keeping and reporting, insurance 
and IMRF pension benefits, open enrollment meetings, EAP program, drug free workplace, sexual 
harassment prevention training programs, and workers’ compensation program. 

 

7.16. Establishes and maintains personnel and training records for District staff. 
 

8.17. Ensures compliance with federal, state, and local employment laws. 
 

9.18. Coordinates and supports the District’s training efforts of staff for human resource  
including supervisor training, seasonal staff supervisor training, and safety training. 

 

19. Chairs the Safety Committee and coordinates and supports the District’s safety program. 
 

20. Regularly communicates with the Executive Director regarding all areas of responsibilities. 
10.  

 

11.21. Other duties as assigned. 
 

DESIRED MINIMUM QUALIFICATIONS: 
 

1. Education and Experience: 
 

A. Bachelor’s Degree in human resource management, business, or related field. 
finance, human resource management, business or related field or Associates 
Degree with an emphasis in accounting 

 

B.  or related field with a minimum of Threetwo (32) – five (5) years  experience in 
human resource management and payroll administrationof similar experience. 
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A.C.Human Resources cCertification preferreddesired. 
 

2. Necessary Knowledge, Skills and Abilities: 
 

A. Excellent written and oral communication skills. 
 

B. Working knowledge of payroll softwarecomputer programs and applicant tracking 
and timekeeping systems. 

 
C. Knowledge and understanding of federal and state employment laws, including 

unemployment, COBRA, and FMLA. 
 

D. Knowledge of health insurance and pension plans administration. 
 

D.E. Knowledge of risk management and safety program concepts. 
 

E.F. Knowledge of recruitment techniques, onboarding, and new hire processing. 
 

SPECIAL REQUIREMENTS: 
 

1.  Possession of a valid driver’s license. 
 

1.2. Must have or obtain certification in CPR and AED within six months of employment. 
 

PHYSICAL DEMANDS: 
 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 
While performing the duties of this job, the employee is frequently required to sit and stand for an  
extended period of time.work in an office and spend a considerable amount of time sitting at a  
computer. The individual is regularly required to speak, hear, walk, use fingers, hands, and arms;  
frequently required to kneel, twist, push/pull, bend, and crouch; and occasionally lift up to 35  
pounds. The employee is occasionally required to travel to and from park district facilities and 
other sites for meetings. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT: 
 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
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This job is performed in a professional office environment and routinely works near and uses standard 
office equipment such as computers, phones, photocopiers, copiers, and fax machines.While performing 
the duties of this job the employee works near computers and data processing equipment, fax machines, 
telephones, copiers, and other office machinery. The noise level in the work environment is usually 
conducive to office work. 

SELECTION GUIDELINES: 

Formal application, rating of education and experience, oral interview and reference, 
background check, and job-related tests might be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related, or a logical assignment to the position. 

Board Approvals: 
Effective Date: June 27, 2016 
Revision Date(s): February 7, 2019 

xx/xx/xxxx 



DEKALB PARK DISTRICT
PAID INVOICES FOR: APRIL 28, 2022

VendorName01 InvoiceNum ItemDesc DisplayAccountNum ItemAmt Column1
ACUSHNET COMPANY 912946403 GOLF BALLS 50-52-650-6503 467.47
ACUSHNET COMPANY 913077007 GOLF BALLS 50-52-650-6503 467.45
AIRGAS, INC. 9987153625 FORKLIFT RENTAL FEE 10-12-660-6607 21.01
ALARM DETECTION SYSTEMS, INC 219079-1026 LIONS PARK MAY-JUL 10-12-660-6604 155.01
ALARM DETECTION SYSTEMS, INC 219079-1026 ELLWOOD MAY -APR 25-25-660-6604 125.04
ALLIED PRODUCTS CORPORATION IN-271186 PARK FLAGS 10-12-660-6607 679.18
AMAZON CAPITAL SERVICES 11MJ-TNRF-3NFV FLOOR MAT 10-01-610-6105 39.99
AMAZON CAPITAL SERVICES 14J3-4RLV-MXY1 WELDING SUPPLIES 10-12-660-6607 41.65
AMAZON CAPITAL SERVICES 16HW-V6MD-HNVP WET FLOOR SIGN 50-52-660-6607 33.49
AMAZON CAPITAL SERVICES 1DMJ-MLWC-JW76 1ST AID & SAFETY SUPPLIES 21-01-610-6143 132.65
AMAZON CAPITAL SERVICES 1DY9-Q7JM-Q7NK MINECRAFT WKSHP 20-02-620-4205 42.67
AMAZON CAPITAL SERVICES 1GGM-GDL3-DFQQ EGG HUNT/TEEN EGG HUNT 20-02-620-4202 504.99
AMAZON CAPITAL SERVICES 1J7W-MP73-4QWH MOTHER'S DAY WALK 20-02-620-4202 37.70
AMAZON CAPITAL SERVICES 1L4D-9MXR-F499 DRAFT BEER REGULATOR 10-62-660-6604 58.49
AMAZON CAPITAL SERVICES 1QFP-FXHR-1DDX OFFICE SUPPLIES 20-01-610-6105 140.07
AMAZON CAPITAL SERVICES 1T1H-K4GD-4KH6 FLOOR CLEANER 50-52-650-6504 22.65
AMAZON CAPITAL SERVICES 1T1H-K4GD-4KH6 FLOOR CLEANER 10-62-660-6607 22.65
AMAZON CAPITAL SERVICES 1TVM-HQ61-3WL3 CHAIR COVERS 10-62-660-6607 189.98
AMAZON CAPITAL SERVICES 1XP6-63JC-3G1P A FRAME SIGN HOLDERS 20-01-610-6103 225.00
ANCEL GLINK, P.C. 042722 LEGAL SERVICES MARCH 10-01-640-6401 675.00
AUCA 610000277264 CLEANING OF RAGS AND LINENS 50-52-660-6607 137.22
AUCA 610000278267 CLEANING OF RAGS AND LINENS 10-62-660-6607 139.81
ARMOR TECHNOLOGIES 10089 DISTRICT WIDE DIGITAL PROMOS 10-01-610-6103 425.00
ARMOR TECHNOLOGIES 10089 DISTRICT WIDE DIGITAL PROMOS 20-01-610-6103 425.00
ASSETWORKS RISK MANAGEMENT INC AMP-522 ANNUAL FIX ASSET MODULE 10-01-610-6107 2,100.00
NICOLE BACHERT 042822 REFUND GLOW EGG HUNT 10-00-200-2001 23.00
EK KUHN INC 77213 NO DUMP SIGNS 10-12-660-6607 216.00
KEVIN BEVERLEY 042822 TIPS CERTIFICATION KB 50-51-610-6104 40.00
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 60-61-610-6103 637.92
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 20-01-610-6103 956.88
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 10-62-610-6103 79.74
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 50-52-610-6103 398.96
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 50-51-610-6103 318.96
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 10-01-610-6103 1,594.80
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 26-01-610-6105 159.48
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 25-25-610-6103 318.96
CASTLE PRINTECH 25829 SUMMER GUIDE 2022 20-02-610-6103 3,189.30
CITY OF DEKALB 22-0003688 MAINT. FUEL 10-12-660-6601 1,270.63
CITY OF DEKALB MARCH 2022 FOOD AND BEVERAGE TAX 10-62-650-6502 33.00
CITY OF DEKALB MARCH 2022 FOOD AND BEVERAGE TAX 50-52-650-6501 6.00
CITY OF DEKALB MARCH 2022 FOOD AND BEVERAGE TAX 50-52-650-6502 17.00
COMCAST CABLE 0727563 04-22 RH 4/11-5/10 50-52-630-6304 175.75
COMCAST CABLE 0998537 05-22 PPD 4/17-5/16 10-12-630-6301 236.76
COMCAST BUSINESS 143572982 ADMIN OFFICE TRUCK SERVICE 10-01-630-6301 416.32
COMED 0558742000 04-22 CC/POOL 02/28-03/29 10-62-630-6304 123.08
COMED 0767590009 04-22 BV 03/04-04/04 50-51-630-6304 460.79
COMED 1346820005 04-22 RH 03/02-03/31 50-52-630-6304 358.68
COMED 1346821002 04-22 RH 03/02-03/31 50-52-630-6304 289.80
COMED 2205132021 05-22 HOPKINS ROYAL 3/14-4/12 10-62-630-6304 177.97
COMED 3120191007 04-22 BV 03/04-04/04 50-51-630-6304 103.25
COMED 3351103013 04-22 RH 03/02-03/31 50-52-630-6304 28.43
CONSERV FS, INC. 113016728 UNLEADED FUEL 50-51-660-6601 759.66
CONSERV FS, INC. 113016729 DIESEL FUEL 50-51-660-6601 677.34
CONSERV FS, INC. 113016738 DIESEL FUEL 50-52-660-6601 565.66
CONSERV FS, INC. 113016739 UNLEADED FUEL 50-52-660-6601 1,145.37
CONSERV FS, INC. 40015085 FUEL TANK REPAIR 50-51-660-6603 22.40
CRITERION PICTURES P442206 MOVIES IN THE PARK 20-02-640-4202 975.00
ERIC L. ALMBURG 1592 BRODY BALLFIELD PROJECT 30-15-740-7442 510.00
DEKALB LAWN AND EQUIPMENT 83815 FILLER CAP 50-52-660-6603 5.45
DEKALB WATER CONDITIONING INC 042722 ADMIN WATER COOLER SRVCE/SALT 10-01-610-6105 211.00
FLOODS ROYAL FLUSH INC I13549 TOILETS @ BV 50-51-660-6604 144.00
FLOODS ROYAL FLUSH INC I13550 TOILETS @ RH 50-52-660-6604 144.00
FLOODS ROYAL FLUSH INC I13838 TOILETS @ HOPKINS BALLFIELDS 20-11-660-6604 72.00
GORDON HARDWARE 916244 LIONS SHELTER 10-12-660-6607 2.49
GORDON HARDWARE 916268 FITTINGS 50-52-660-6607 80.66
GORDON HARDWARE 916273 SCREWS, BULBS 50-52-660-6607 57.52
GORDON HARDWARE 916363 SCREWS, KEYS 50-52-660-6607 37.60
GORDON HARDWARE 916508 LIONS SHELTER 10-12-660-6607 11.99
GORDON HARDWARE 916512 LIONS SHELTER 10-12-660-6607 5.99

BOARD REPORT BY VENDOR
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GORDON HARDWARE 916553 TOOL PARTS/SUPPLIES 10-12-660-6607 7.68
STEVE GREER 042822 REFUND SOFTBALL 10-00-200-2001 220.00
CHRIS GUIO 042822 CONT 4/9-4/22 20-03-640-4266 189.00
ROBERT J. HAMMON 042822 cont 4/9-4/22 20-03-640-4258 160.00
HARRIS COMPUTER SYSTEMS MSIMN0000323 ACCOUNTING SOFTWARE 3/22-08/22 10-01-610-6107 7,530.95
HARRIS COMPUTER SYSTEMS MSIXT0000251 MSI CONNECTION FEE 10-01-610-6107 375.00
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 10-00-140-1405 625.56
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 10-00-210-2105 2,016.69
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 10-01-610-6102 1,834.08
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 10-12-610-6102 5,793.99
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 10-62-610-6102 284.67
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 20-01-610-6102 1,149.56
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 20-03-610-6102 553.07
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 20-10-610-6102 56.01
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 20-11-610-6102 926.66
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 21-01-610-6102 71.17
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 25-25-610-6102 194.00
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 26-01-610-6102 71.17
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 50-51-610-6102 991.18
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 50-52-610-6102 1,520.22
HEALTH CARE SERVICE CORP. MAY 2022 MAY HEALTH INSURANCE PREMIUM 60-61-610-6102 467.71
ILLINOIS DEPARTMENT OF REVENUE MARCH 2022 SALES TAX MARCH 2022 10-62-650-6502 130.93
ILLINOIS DEPARTMENT OF REVENUE MARCH 2022 SALES TAX MARCH 2022 50-52-650-6501 24.45
ILLINOIS DEPARTMENT OF REVENUE MARCH 2022 SALES TAAX MARCH 2022 50-52-650-6502 64.21
ILLINOIS DEPARTMENT OF REVENUE MARCH 2022 SALES TAX MARCH 2022 50-52-650-6503 27.41
IMPACT NETWORKING, LLC 2517988 ADMIN COPIER 4/21-5/20 10-01-640-6402 196.00
INBODEN'S MEATS, LTD. 287-00063 BEEF 10-62-650-6502 136.64
JUSTIN KECK 042822 TIPS CERTIFICATION JK 50-52-610-6104 40.00
KIWANIS CLUB OF DEKALB 042722 KIWANIS 3RD QTR DUES- ME 10-12-610-6104 60.00
KONE INC. 962178967 ADMIN ELEVATOR 4/1-4/30 10-62-660-6604 307.18
KONE INC. 962178967 ELLWOOD ELEVATOR 4/1-4/30 25-25-660-6604 204.78
APC STORES INC. 416-337994 VEHICLE REPAIR- TRUCK 16 10-12-660-6603 441.82
APC STORES INC. 416-338004 VEHICLE REPAIR TRUCK 16 10-12-660-6603 244.06
APC STORES INC. 416-338006 VEHICLE REPAIR TRUCK 16 10-12-660-6603 (139.98)
APC STORES INC. 416-338385 VEHICLE REPAIR TRUCK 16 10-12-660-6603 4.59
TEAMSTERS LOCAL 330 APR 2022 UNION DUES 10-00-210-2130 775.00
LOVELL'S DISCOUNT TIRE 66955 VEHICLE REPAIR TRUCK 16 10-12-660-6603 219.28
ANDREW MARATTO 042822 CONT 4/9-4/22 20-03-640-4266 54.00
MARK'S MACHINE SHOP, INC. 40093 VEHICLE TOOL BOXES TRUCK 8 10-12-660-6607 2,213.70
MASTERBLEND INTERNATIONAL 61750 FERTILIZER 50-51-660-6612 840.67
MASTERBLEND INTERNATIONAL 61750 FERTILIZER 50-52-660-6612 1,681.33
MELISSA MCINTYRE 042822 REFUND TUMBLING 10-00-200-2001 16.00
JESSICA MCQUILLIAN 042822 REFUND GLOW EGG HUNT 10-00-200-2001 69.00
MELIN'S LOCK AND KEY 24995 WELSH KEY 10-12-660-6607 1.85
MENARDS-SYCAMORE 65117 KATZ SHELTER LIGHT 10-12-660-6607 16.99
MENARDS-SYCAMORE 65625 LIONS SHELTER 10-12-660-6607 106.33
MENARDS-SYCAMORE 65677-2 GRILL SUPPLIES 10-12-660-6607 120.56
MENARDS-SYCAMORE 65677-2 WORK GLOVES 21-01-610-6143 46.90
ELBURN NAPA 816321 FILTERS, SILICON 50-52-660-6603 19.79
BRUCE NAUMANN 042822 FOOD CERTIFICATION BN 50-51-610-6104 7.00
NCPERS GROUP LIFE INS. 3776052022 MAY ADDT'L LIFE 10-00-210-2107 32.00
NICHOLE NEALE 042822 CONT 4/9-4/22 20-03-640-4270 22.50
NICOR GAS 13591810000 04-22 DUPLEX 2/18-3/21 50-52-630-6302 115.19
NICOR GAS 61044410001 04-22 RH 2/18-3/21 50-52-630-6302 144.56
NICOR GAS 98642270262 04-22 DUPLEX 2/18-3/21 50-52-630-6302 73.87
OFFICE DEPOT, INC. 237472942-1 TONER 10-12-610-6105 91.89
PCC ENTERPRISES LLC 368103 CC/POOL 10-62-660-6604 80.00
PCC ENTERPRISES LLC 368103 BV 50-51-660-6604 30.00
PCC ENTERPRISES LLC 368103 RH 50-52-660-6604 30.00
PCC ENTERPRISES LLC 368103 SRC 20-11-660-6604 50.00
PCC ENTERPRISES LLC 368103 HAISH 20-10-660-6604 40.00
PCC ENTERPRISES LLC 368103 ELLWOOD 25-25-660-6604 70.00
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 10-00-210-2105 660.19
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 10-01-610-6102 159.19
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 10-12-610-6102 356.56
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 20-01-610-6102 84.08
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 20-03-610-6102 98.92
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 20-10-610-6102 2.47
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 20-11-610-6102 46.99
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PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 21-01-610-6102 4.95
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 25-25-610-6102 10.88
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 26-01-610-6102 4.95
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 50-51-610-6102 50.84
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 50-52-610-6102 84.66
PRINCIPAL LIFE INSURANCE CO. MAY 2022 MAY 2022 PREMIUM 60-61-610-6102 27.19
R&R PRODUCTS, INC. CD2656923 BEARINGS 50-52-660-6603 123.49
R&R PRODUCTS, INC. CD2657696 REEL NUT 50-52-660-6603 26.35
R&R PRODUCTS, INC. CD2658080 BEDKNIVES 50-51-660-6603 202.75
R&R PRODUCTS, INC. CD2658708 DEW WHIPS 50-51-660-6607 66.10
R&R PRODUCTS, INC. CD2658708 DEW WHIPS 50-52-660-6607 132.20
REINDERS, INC. 1912818-00 GASKETS 50-52-660-6621 72.57
REINDERS, INC. 4067440-00 MIDMOUNT TOOLBAR 30-37-740-7454 2,397.72
REINDERS, INC. 6009289-00 SPRAY NOZZLES 50-52-660-6603 216.34
RH PRINTS CO. 1314 GENERAL STAFF T-SHIRTS 10-12-610-6125 787.60
EMMA ROURKE 042822 TIPS CERTIFICATION ER 50-52-610-6104 40.00
SERVICE CONCEPTS 29159 SHOP EXHAUSE FAN REPAIR 10-12-660-6603 2,483.99
SKATEBOARD LOVE LLC 041422 DISC. SKATEBOARDING 20-02-640-4219 64.80
STEINER ELECTRIC S007115195.004 EW LIGHT POLES 25-25-760-7627 6,046.92
STEINER ELECTRIC S007115195.006 EW LIGHT POLE ANCHORS 25-25-760-7627 429.44
SUNDOGIT, INC. CW54277 MARKETING LAPTOP 30-01-740-7458 106.18
COURTNEY VOGEL 042822 REFUND TINY SOCCER 10-00-200-2001 68.00
CAPITAL ONE 1641458367 SYCAMORE/DEK PICKLEBALL 20-03-620-4272 107.15
CAPITAL ONE 1641458367 CHOCOLATE, CANDY 50-52-650-6501 106.36
CAPITAL ONE 1641458367 FARMHOUSE WINDOW/ART CLASSES 20-02-620-4214 81.29
CAPITAL ONE 1641458367 FOIL, FUEL, PASTA 10-62-650-6502 54.48
CAPITAL ONE 1641458367 BREAKFAST W BUNNY 20-02-620-4202 115.02
CAPITAL ONE 1641458367 EGG HUNT 20-02-620-4202 76.88
CAPITAL ONE 1641458367 MINECRAFT WKSP 20-02-620-4205 10.86
CAPITAL ONE 1641458367 BREAKFAST W BUNNY 20-02-620-4202 9.36
CAPITAL ONE 1641458367 HAISH EQ. 20-10-660-6607 2.48
CAPITAL ONE 1641458367 FARMHOUSE WINDOW 20-02-620-4214 6.24
WAREHOUSE DIRECT 5213303-0 RIVER HEIGHTS 50-52-660-6607 281.80
WASTE MANAGEMENT 0000007-2011-0 LANDSCAPE WASTE DUMPSTER 10-12-660-6602 592.18
WASTE MANAGEMENT 3670030-2011-5 RECYCLING BV 50-51-660-6602 133.60
WASTE MANAGEMENT 3670032-2011-1 GARBAGE RH 50-52-660-6602 271.40
W.M. F. MEYER CO. S4170090.001 HOPKINS SHELTER INSIDE BATHRM 10-12-660-6607 30.01
ACUITY SPECIALTY PRODUCTS, INC 9007323674 RH 50-52-660-6607 204.55
ACUITY SPECIALTY PRODUCTS, INC 9007323674 BV 50-51-660-6607 100.71

TOTAL: 75,158.32$  



DEKALB PARK DISTRICT
PAID INVOICES FOR: May 11, 2022

VendorName01 InvoiceNum ItemDesc DisplayAccountNum ItemAmt Column1
ACRODAZZLE ENTERTAINMENT LLC 220010 4TH OF JULY ENTERTAINMENT 20-02-640-4201 2,625.00
ADVANCED TURF SOLUTIONS SO1000585 FLAG STICKS 50-51-660-6607 444.65
ADVANCED TURF SOLUTIONS SO1002868 FUNGICIDES, HERBICIDES 50-52-660-6612 2,750.66
ADVANCED TURF SOLUTIONS SO1002868 FUNGICIDES, HERBICIDES 50-51-660-6612 1,375.34
ALUMNI AWARD SERVICES 4475 MEMORIAL TREE PLAQUES 10-12-660-6630 441.18
AMAZON CAPITAL SERVICES 116R-M76K-DQYN OTHER ATHLETIC PROGRAM EXPENSE 20-03-620-4270 22.98
AMAZON CAPITAL SERVICES 19DM-Y9RD-3VXV SWIM BANDS 20-02-620-4215 32.77
AMAZON CAPITAL SERVICES 1LW3-R9GH-WJTV VACUUM BAGS 10-62-660-6604 34.99
AMAZON CAPITAL SERVICES 1WG7-9LN1-1M1G SEWING CLASS 20-02-620-4205 33.47
AMAZON CAPITAL SERVICES 1WG7-9LN1-1M1G SEWING CLASS SUPPLIES 20-02-620-4205 11.98
AUCA 610000283394 CLEANING OF RAGS AND LINENS 50-52-650-6504 162.26
AUCA 610000284023 CLEANING OF RAGS AND LINENS 10-62-660-6604 139.81
AUCA 610000286306 CLEANING OF RAGS AND LINENS 50-52-660-6604 162.26
BOCKMAN'S INC 47446 EQUIPMENT INSPECTION T6 10-12-660-6604 47.00
BOCKMAN'S INC 47452 EQUIP MAINT T7 10-12-660-6604 47.00
BOCKMAN'S INC 47454 VEHICLE MAINT #6 10-12-660-6604 47.00
TOM BOYCE 051022 CLOTHING ALLOWANCE 10-12-610-6125 141.43
CITY OF DEKALB 050922A BV 50-51-630-6303 35.91
CITY OF DEKALB 050922B MEMORIAL PARK 10-12-630-6303 13.46
CITY OF DEKALB 050922C WELSH PARK 10-12-630-6303 30.17
CITY OF DEKALB 050922D DEKALB SQ PARK 10-12-630-6303 13.46
CITY OF DEKALB 050922E ANNIES WOODS 10-12-630-6303 13.46
CITY OF DEKALB 050922F ELLWOOD 25-25-630-6303 122.87
CITY OF DEKALB 050922G ELLWOOD CARRIAGE HOUSE 25-25-630-6303 75.56
COMCAST BUSINESS 145639611 ADMIN OFFICE MAY 10-01-630-6301 414.05
COMED 0558742000 05-22 KATZ PARK 3/29-4/27 10-12-630-6304 577.72
COMED 1017237009 05-22 CC/POOL 3/28-4/26 10-12-630-6304 1,326.73
COMED 1346816001 05-22 HOPKINS BALLFIELDS 3/30-4/28 20-11-660-6604 385.01
COMED 1677034008 05-22 WELSH 3/30-5/2 10-12-630-6304 71.68
COMED 1903236001 05-22 ELLWOOD 3/29-4/27 25-25-630-6304 639.51
COMED 2187673018 05-22 PPD 3/30-4/28 10-12-630-6304 384.71
COMED 2271298001 05-22 HUNTLEY PARK 3/30-4/28 10-12-630-6304 37.10
COMED 2691277006 05-22 LIONS 3/31-4/29 10-12-630-6304 260.54
COMED 2691794002 05-22 MEMORIAL PARK 3/30-4/28 10-12-630-6304 56.31
COMED 2691796006 05-22 DEKALB SQ PARK 3/30-4/28 10-12-630-6304 33.24
COMED 2950153001 05-22 LIBERTY 3/31-4/29 10-12-630-6304 40.84
COMED 3255001004 05-22 DEKALB SQ FOUNTAIN 3/30-4/28 10-12-630-6304 19.52
CONSERV FS, INC. 40015182 RH 50-52-660-6607 16.14
CONSERV FS, INC. 40015274 TURF SUPPLIES 10-12-660-6607 2,452.60
CONSERV FS, INC. 40015274 LANDSCAPE 10-12-670-6701 273.04
C.S.R. BOBCAT 01-7322 EQUIP REPAIR S250 10-12-660-6603 94.08
DEKALB LAWN AND EQUIPMENT 84287 WEED WHIP SUPPLY 10-12-660-6607 53.95
DEKALB PARK DISTRICT 051022 POOL STARTUP BAGS 60-00-110-1120 600.00
DEKALB WATER CONDITIONING INC 050922 SRC WATER COOLER SERVICE 20-01-610-6105 55.15
ELGIN BEVERAGE CO. 44476 BEER @ RH 50-52-650-6502 295.30
ELITE FINISHES 1 BANDSHELL PAINT DEPOSIT 30-15-740-7442 11,720.00
EUCLID BEVERAGES LIMITED W-2859682 BEER @ TR 10-62-650-6502 85.00
EUCLID BEVERAGES LIMITED W-2879206 BAR @ RH 50-52-650-6502 610.90
FLOODS ROYAL FLUSH INC I14012 TOILETS @ HOPKINS PLAYGROUND 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14012 TOILETS @ HOPKINS PLAYGROUND 10-12-660-6604 144.00
FLOODS ROYAL FLUSH INC I14176 TOILETS @ KIWANIS PARK 20-11-660-6604 144.00
FLOODS ROYAL FLUSH INC I14176 TOILETS @ KIWANIS PARK 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14177 TOILETS @ KATZ BALLFIELDS 20-03-640-4251 144.00
FLOODS ROYAL FLUSH INC I14178 TOILETS @ PRAIRIE PARK 10-12-660-6604 72.00
FLOODS ROYAL FLUSH INC I14181 TOILETS @ WELSH PARK 10-12-660-6604 72.00
FLOODS ROYAL FLUSH INC I14222 TOILETS @ KATZ DOG PARK 10-12-660-6604 72.00
FLOODS ROYAL FLUSH INC I14222 TOILETS @ KATZ DOG PARK 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14229 TOILETS @ BV 50-51-660-6604 144.00
FLOODS ROYAL FLUSH INC I14230 TOILETS @ RH 50-52-660-6604 144.00
FLOODS ROYAL FLUSH INC I14231 TOILETS @ PRATHER PARK 20-11-660-6604 72.00
FLOODS ROYAL FLUSH INC I14231 TOILETS @ PRATHER PARK 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14232 TOILETS @ DEPRIN 20-11-660-6604 144.00
FLOODS ROYAL FLUSH INC I14232 TOILETS @ DEPRIN 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14233 TOILETS @ HOPKINS BALLFIELDS 20-11-660-6604 144.00
FLOODS ROYAL FLUSH INC I14233 TOILETS @ HOPKINS BALLFIELDS 26-01-660-6607 28.00
FLOODS ROYAL FLUSH INC I14234 TOILETS @ ROTARY PARK 10-12-660-6604 72.00
FLOODS ROYAL FLUSH INC I14239 TOILETS @ HOPKINS BALLFIELDS 20-11-660-6604 72.00
FRONTIER MAY 2022 HOPKINS ELEVATOR PHONE 10-62-630-6301 47.41
GOLF ASSOCIATES SCORECARD CO. 284503 RH SCORECARDS 50-52-650-6504 347.34
GORDON HARDWARE 916734 SCREWS 50-52-660-6607 26.78

BOARD REPORT BY VENDOR



DEKALB PARK DISTRICT
PAID INVOICES FOR: May 11, 2022

VendorName01 InvoiceNum ItemDesc DisplayAccountNum ItemAmt Column1

BOARD REPORT BY VENDOR

GORDON HARDWARE 916802 THERMOMETER, RAIN GUAGE 50-52-660-6607 17.98
GORDON HARDWARE 916845 PRATHER BALLFIELD PROJECT 30-35-740-7442 41.90
GORDON HARDWARE 916882 POOL SPLASH PAD 60-61-660-6607 16.99
GORDON HARDWARE 916902 EQUIP REPAIR E2 10-12-660-6603 1.19
GORDON HARDWARE 917111 LIONS SHELTER 10-12-660-6607 22.36
GORDON HARDWARE 917174 POOL 60-61-660-6607 6.00
CHRIS GUIO 051022 CONT 4/23-5/6 20-03-640-4266 81.00
ROBERT J. HAMMON 051022 CONT 4/23-5/6 20-03-640-4258 160.00
STEPHANIE HILL 051022 REFUND BASEBALL 10-00-200-2001 180.00
BOBBY HIRST 051022 CONT 4/23-5/6 20-03-640-4258 100.00
HILLARY HOSHAW 051022 HOPKINS POOL PASS CORRECTION 10-00-200-2001 12.00
INBODEN'S MEATS, LTD. 288-00026 HOT DOGS 50-52-650-6501 176.70
INTERSTATE BATTERIES 300393758 BATTERIES 50-52-660-6603 157.23
INTERSTATE BATTERIES 300393758 BATTERIES 50-51-660-6603 78.62
JERRY AUGSBURGER 042922 BEAVER REMOVAL RH 50-52-660-6604 200.00
JOHNSON TRACTOR 051022 KUBOTA TRACTOR w CAB&SNOWBLOWE 30-23-740-7454 22,400.11
JOHNSON TRACTOR IR77857 EQUIPMENT REPAIR 10-12-660-6603 4.98
LAUTERBACH & AMEN, LLP 66469 Superintendent of Finance 2/22 10-01-640-6406 8,333.33
APC STORES INC. 416-338641 VEHICLE REPAIR TRUCK 16 10-12-660-6603 143.98
APC STORES INC. 416-338677 VEHICLE REPAIR TRUCK 16 10-12-660-6603 (134.98)
APC STORES INC. 416-338678 EQUIP REPAIR BALLFIELD GATOR 10-12-660-6603 62.99
APC STORES INC. 416-339048 VEHICLE REPAIR TRUCK 16 10-12-660-6603 (96.99)
APC STORES INC. 416-339049 VEHICLE REPAIR TRUCK 16 10-12-660-6603 81.59
TEAMSTERS LOCAL 330 MAY 2022 UNION DUES 10-00-210-2130 975.00
LOVELL'S DISCOUNT TIRE 67108 EQUIP REPAIR E2 10-12-660-6603 22.95
LOWE'S CREDIT SERVICES 042522 RH BAR 50-52-660-6607 122.12
LOWE'S CREDIT SERVICES 042522 TOOL SUPPLIES 10-12-660-6607 36.05
LOWE'S CREDIT SERVICES 042522 HOP SHELTER WATER LINE 10-12-660-6607 9.84
LOWE'S CREDIT SERVICES 042522 CONCRETE FORMS SUPPLIES 10-12-660-6607 66.47
LOWE'S CREDIT SERVICES 042522 MCCORMICK SHELTER 10-12-660-6607 16.14
LOWE'S CREDIT SERVICES 042522 BATTERIES, RATCHET 50-52-660-6607 155.69
LOWE'S CREDIT SERVICES 042522 CHEMICALS 10-12-670-6701 27.04
LOWE'S CREDIT SERVICES 042522 LIONS SHELTER 10-12-660-6607 22.53
LOWE'S CREDIT SERVICES 042522 BV PATIO 30-04-740-7458 1,383.20
LOWE'S CREDIT SERVICES 042522 WELDING PPE 21-01-610-6143 150.11
LOWE'S CREDIT SERVICES 042522 KATZ WELL 10-12-660-6607 12.34
LOWE'S CREDIT SERVICES 042522 GRAFFITI SUPPLIES 10-12-660-6607 23.03
LOWE'S CREDIT SERVICES 042522 COMPRESSOR 50-52-660-6603 213.05
LOWE'S CREDIT SERVICES 042522 SUPPLIES 50-52-660-6607 226.10
MASTERBLEND INTERNATIONAL 62103 CHEMICALS, FERTILIZER 50-51-660-6612 260.00
MASTERBLEND INTERNATIONAL 62103 CHEMICALS, FERTILIZER 50-52-660-6612 520.00
MELIN'S LOCK AND KEY 25143 ED KEY 10-62-660-6607 1.85
MELIN'S LOCK AND KEY 25160 ELLWOOD MANSION DOOR 25-25-660-6607 96.21
MENARDS-SYCAMORE 66424 POOL 60-61-660-6603 29.23
JEN MOORE 051022 CREDIT FROM ACCOUNT 10-00-200-2001 67.00
ELBURN NAPA 818478 OIL FILTER/AIR 50-52-660-6603 44.62
ELBURN NAPA 818478 TOWELS/GLOVES 50-52-660-6607 60.47
ELBURN NAPA 818478 OIL 50-52-660-6601 13.38
ELBURN NAPA 818478 PLIERS 50-52-660-6607 33.99
NICHOLE NEALE 051022 CONT 4/23-5/6 20-03-640-4270 22.50
NEWTONS REFIGERATION 866000 RH ICE MACHINE 50-52-650-6504 820.04
NANCY PERKINS 4981 DAY CAMP 20-02-620-4215 300.00
NANCY PERKINS 4981 HOPKINS POOL 60-61-610-6103 300.00
NANCY PERKINS 4981 ADMIN MARKETING 10-01-610-6103 300.00
NANCY PERKINS 4981 REC MARKETING 20-01-610-6103 300.00
NORTHERN ILLINOIS 73807 RH CLUBHOUSE CAMERA 50-52-660-6604 270.00
NICOR GAS 00559810007 05-22 ELLWOOD 3/22-4/20 25-25-630-6302 82.89
NICOR GAS 50659810001 05-22 ELLWOOD 3/22-4/20 25-25-630-6302 324.36
NICOR GAS 51894622516 05-22 PPD 4/6-5/5 10-12-630-6302 393.96
NICOR GAS 62089710008 05-22 PPF 3/22-4/20 10-12-630-6302 230.17
NICOR GAS 69459810003 05-22 ELLWOOD 3/22-4/20 25-25-630-6302 274.50
OFFICE DEPOT, INC. 237468082001 CAMP BACKPACK 1ST 21-01-610-6143 55.44
OFFICE DEPOT, INC. 237472942001 TONER 10-12-610-6105 91.89
PEPSI BEVERAGES COMPANY 26853362 HOP TR PEPSI 10-62-650-6502 341.70
PEPSI BEVERAGES COMPANY 26853363 HOP TR PEPSI 10-62-650-6502 791.70
PHYSICIANS IMMEDIATE CARE 4260975 CDL TEST 21-01-610-6144 86.00
PINKSTON TADD 17643 RIVER HEIGHTS ROOF REPAIRS 30-99-740-7459 1,176.47
PURE IMAGINATION, INC. 7983 ANNUAL WEB HOSTING FEE 10-01-610-6103 1,140.00
R&R PRODUCTS, INC. CD2665472 BUSHING 50-52-660-6603 18.60
REINDERS, INC. 1912786-00 BALL MARK REPAIR TOOL 50-52-660-6607 179.20



DEKALB PARK DISTRICT
PAID INVOICES FOR: May 11, 2022

VendorName01 InvoiceNum ItemDesc DisplayAccountNum ItemAmt Column1

BOARD REPORT BY VENDOR

REINDERS, INC. 1912818-01 GASKET 50-52-660-6621 23.76
REINDERS, INC. 6006994-01 HYDRAULIC FILTER 50-52-660-6603 12.88
REINDERS, INC. 6008251-00 SIDEPLATE, BEARINGS 50-52-660-6603 125.08
REINDERS, INC. 6008251-01 BEARING 50-52-660-6603 47.80
REINDERS, INC. 6010246-00 DRAG MAT SPIKES 50-52-660-6603 170.57
REINDERS, INC. 6010246-01 NUTS, WASHERS 50-52-660-6603 17.33
REVELS TURF AND TACTOR, LLC 211670 SEAT GATOR 50-51-660-6603 199.62
REVELS TURF AND TACTOR, LLC 212838 JOHN DEERE GATOR TX TURF 30-04-740-7454 9,364.68
REVELS TURF AND TACTOR, LLC 213165 MOTOR MOUNT BOLT 50-52-660-6603 100.74
LAUREN SCHNEIDER 051022 REFUND JR SOCCER 10-00-200-2001 54.00
SCHNUCK MARKETS, INC. 701 PICKLES, CHIPS, KETCHUP, ONION 50-52-650-6501 121.48
SCHNUCK MARKETS, INC. 701 BAR SUPPLIES 10-62-650-6502 31.22
SCHNUCK MARKETS, INC. 701 MARGARITA MIX, GINGER 50-52-650-6502 42.75
SCHNUCK MARKETS, INC. 701 MARGARITA MIX, GINGER 10-62-650-6502 42.75
SCHNUCK MARKETS, INC. 701 OJ, PINEAPPLE, GINGER BEER 10-62-650-6502 42.91
SCHNUCK MARKETS, INC. 701 OJ, PINEAPPLE, GINGER BEER 50-52-650-6501 42.91
RITLAND HOLDINGS P1010 SECURITY CAMERAS AND KEYLESS 30-01-740-7458 20,087.81
RITLAND HOLDINGS P1011 SECURITY CAMERAS AND KEYLESS 30-01-740-7458 14,216.60
RITLAND HOLDINGS P1012 SECURITY CAMERAS AND KEYLESS 30-01-740-7458 18,685.52
SHAW SUBURBAN MEDIA 10025626-2 PARENT SOURCE 60-61-610-6103 145.00
SHAW SUBURBAN MEDIA 10025626-2 PARENT SOURCE 50-52-610-6103 145.00
SHAW SUBURBAN MEDIA 10025626-2 PARENT SOURCE 50-51-610-6103 145.00
SHAW SUBURBAN MEDIA 10025626-2 PARENT SOURCE 20-02-620-4215 145.00
SHAW SUBURBAN MEDIA 134568 BID-SIGN REPLACEMENT 10-01-640-6404 72.54
SOUTHERN ALUMINUM 149500 HOPKINS SHELTER TABLES/CHAIRS 30-15-740-7442 10,375.00
SPEER FINANCIAL INC 235-20 2020 BOND PROCEEDS 30-99-740-7451 7,700.00
NCSI 21002 BACKGROUND CHECKS DPD 21-01-610-6144 481.00
NCSI 21002 BACKGROUND CHECKS KSRA 10-00-140-1405 37.00
SULLIVAN PRESERVATION LLC 06 PAY AP 6 25-25-760-7626 14,925.25
SUNDOGIT, INC. CW54398 MAY 2022 IT 10-01-640-6403 400.00
SUNDOGIT, INC. CW54398 MAY 2022 IT 10-01-480-4804 241.45
SUNDOGIT, INC. CW54398 MAY 2022 IT 10-01-610-6107 2,980.88
SUNDOGIT, INC. CW54471 OFFICE 365 10-01-610-6107 485.00
SUNDOGIT, INC. CW54471 OFFICE 365 10-01-480-4804 58.00
SUPERIOR BEVERAGE CO., INC. 448572 BEER @ BV 50-51-650-6502 242.35
SUPERIOR BEVERAGE CO., INC. 455129 BEER @ RH 50-52-650-6502 257.00
SYNDEO NETWORKS, INC. 15561 FIBER OPTIC INTERNET 10-01-610-6107 495.00
SYNDEO NETWORKS, INC. 15561 FIBER OPTIC INTERNET 50-52-610-6107 65.00
SYNDEO NETWORKS, INC. 15561 FIBER OPTIC INTERNET 20-11-610-6107 65.00
TIMECLOCK PLUS, LLC INV00182689 MAY 2022 10-01-610-6107 450.00
THE ROCHELLE NEWS-LEADER 051022 MARKETING 50-51-610-6103 155.00
THE ROCHELLE NEWS-LEADER 051022 MARKETING 50-52-610-6103 155.00
THE ROCHELLE NEWS-LEADER 051022 MARKETING 10-01-610-6103 149.50
THE ROCHELLE NEWS-LEADER 051022 MARKETING 20-01-610-6103 149.50
TURF HOLDINGS INV91448 HERBICIDE 50-51-660-6612 740.60
TURF HOLDINGS INV91448 HERBICIDE 50-52-660-6612 1,481.20
TURF HOLDINGS INV91449 INSECTICIDE 50-51-660-6612 371.83
TURF HOLDINGS INV91449 INSECTICIDE 50-52-660-6612 743.17
TURF HOLDINGS INV91450 FUNGICIDE 50-51-660-6612 150.00
TURF HOLDINGS INV91450 FUNGICIDE 50-52-660-6612 300.00
VERIZON WIRELESS 9904620175 CELL PHONE 4/21-5/20 10-01-630-6301 108.84
VERIZON WIRELESS 9904620175 CELL PHONE 4/21-5/20 20-02-640-4220 49.42
VERIZON WIRELESS 9904620175 CELL PHONE 4/21-5/20 10-12-630-6301 292.74
VERIZON WIRELESS 9904620175 CELL PHONE 4/21-5/20 50-51-630-6301 9.88
VERIZON WIRELESS 9904620175 CELL PHONE 4/21-5/20 50-52-630-6301 59.56
WASTE MANAGEMENT 3673491-2011-6 GARBAGE BV 50-51-660-6602 66.80
WASTE MANAGEMENT 3673493-2011-2 GARBAGE RH 50-52-660-6602 135.70
MIDWEST FAMILY MANAGEMENT 15000013060000 REC MARKETING 20-01-610-6103 261.25
MIDWEST FAMILY MANAGEMENT 15000013360000 AQUATIC MARKETING 60-61-610-6103 206.25
ACUITY SPECIALTY PRODUCTS, INC 9007363447 SAFETY SUPPLIES 21-01-610-6143 172.58
ACUITY SPECIALTY PRODUCTS, INC 9007363447 RH 50-52-660-6607 100.36

TOTAL: 184,692.19$  



(unaudited)
General Fund Recreation Fund

   Revenues 146,342    Revenues 158,256            
   Expenditures 275,463    Expenditures 152,941            

Net > (129,121) Net > 5,314                
Fund Balance= 1,576,008 Fund Balance= 708,712 

Insurance Fund Audit Fund
   Revenues -    Revenues - 

   Expenditures 2,903    Expenditures - 
Net > (2,903) Net > - 

Fund Balance= 162,606 Fund Balance= 13,252              

Social Security Fund IMRF Fund
   Revenues -    Revenues - 

   Expenditures 23,457    Expenditures 35,342              
Net > (23,457) Net > (35,342)             

Fund Balance= 130,439 Fund Balance= 255,392 

Museum Fund Special Recreation Fund
   Revenues -    Revenues - 

   Expenditures 74,188    Expenditures 3,066                
Net > (74,188) Net > (3,066)               

Fund Balance= 143,996 Fund Balance= 632,778 

Capital Projects Fund Debt Service Fund
   Revenues -    Revenues - 

   Expenditures 148,372    Expenditures - 
Net > (148,372) Net > - 

Fund Balance= 1,973,598 Fund Balance= 11,867              

Golf Course Fund Aquatic Center Fund
   Revenues 124,024    Revenues 23,070              
   Expenses 93,865    Expenses 12,216              

Net > 30,159 Net > 10,854              
Fund Balance= 125,462 Fund Balance= (57,910)            

TOTAL FUND BALANCE >> 5,676,201       

DEKALB PARK DISTRICT
FY March 1 - February 28, 2023

Year-to-Date Fund Summary Through April 30, 2022



Buena Vista Division Revenue and Expense
    Five Year Comparison YTD FY2019 - FY2023

River Heights Division Revenue and Expense
    Five Year Comparison YTD FY2019 - FY2023
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Aquatics Division Revenue and Expense
    Five Year Comparison YTD FY2019 - FY2023
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DEKALB PARK DISTRICT
Monthly Summary of IT Expenditures
Apr-22

Vendor Description Quantity Price Amount 
Equipment:
Marketing Laptop 106.18$         

106.18$         
Internet: 
Syndeo Networks, Inc. Fiber Optic Internet-February 2022 625.00$         

625.00$         

Software:
Sundog IT (CW)*48276 NetworkCARE Agreement 1
Sundog IT (CW)*48276 ServerCARE Agreement 4
Sundog IT (CW)*48276 SundogDNS Agreement-Cloud 45
Sundog IT (CW)*48276 SundogAV Agreement-Antivirus 45
Sundog IT (CW)*48276 SundogSPAMFILTERING 70
Sundog IT (CW)*48276 SundogPATCHING Agreement 42
Sundog IT (CW)*48276 SundogREMOTE Agreement 42
Sundog IT (CW)*48276 SundogWIRELESS Agreement 3
Sundog IT (CW)*48276 Firewall Service - Maintenance Bldg 1
Sundog IT (CW)*48276 Firewall Service - Haish Gym 1
Sundog IT (CW)*48276 Firewall Service - Buena Vista 1
Sundog IT (CW)*48276 Firewall Service - Admin Bldg 1
Sundog IT (CW)*48276 SundogBACKUP Agreement 4
Sundog IT (CW)*48276 SundogBACKUP Appliance 1
Sundog IT (CW)*48276 SundogVCIO 1
Sundog IT (CW)*48338 Office 365 Business Premium 1 28
Sundog IT (CW)*48338 Office 365 Business 3
Sundog IT (CW)*48338 Office 365 - E1 Plan for Exchange 20

4,165.33$      

4,896.51$      

April Monthly Cost:

TOTAL IT EXPENSES>



DEKALB PARK DISTRICT
Monthly Summary of Travel and Training Expenditures

 April 2022

Vendor Description Amount
none

    TOTAL TRAVEL AND TRAINING EXPENSES > -$             



DeKalb Park District
FOIA Request Report 
Calendar Year 2020

2022 FOIA Request Log
Date Date Staff Staff Attorney IT Other

FOIA Source City of Origin Requested Delivered Hours Cost (Approx.) Department Information Requested Consult? Consult? Consult?

1 DATABID Newtown, PA 1.4.22 1.4.22 < 1 hour 13.66 Parks Maintenance
Awarded contractor for Ellwood House Grounds 
Grant Project No No No

1 DELTEK Herndon, VA 2.7.22 2.8.22 < 1 hour 13.66 Parks Maintenance
Awarded contractor for Ellwood House Mansion 
Project No No No

1 Project Data ??? 2.8.22 2.9.22 < 1 hour 13.66 Parks Maintenance
Planholders/Bidders List for Security Camera & 
Keyless Door Entry project No No No

1 Better Government Association Chicago, IL 2.8.22 2.9.22 3 hours 81.96 Administration Payroll expeditures by individual for year 2020 No No No

1 DATABID Newtown, PA 2.9.22 2.10.22 < 1 hour 13.66 Parks Maintenance
Attendees at mandatory meeting for Security 
Camera & Keyless Door Entry project No No No

1 ConstructConnect Cincinnati, OH 2.10.22 2.10.22 < 1 hour 13.66 Parks Maintenance
Request for addenda to the Security Camera & 
Keyless Door Entry bid No No No

1 Construction Journal ??? 2.10.22 2.10.22 < 1 hour 13.66 Parks Maintenance
Plans/specs & cost estimate for Security Camera & 
Keyless Door Entry project plus Attendees List No No No

1 Construction.com ??? 2.11.22 2.11.22 < 1 hour 13.66 Parks Maintenance

Planholders/Bidders List for Security Camera & 
Keyless Door Entry project plus request for 
addenda No No No

1 Construction Journal ??? 2.16.22 2.16.22 < 1 hour 13.66 Parks Maintenance
Information on the Ellwood House Mansion 
Historic Preservation project No No No

1 DATABID Newtown, PA 2.23.22 2.24.22 < 1 hour 13.66 Parks Maintenance

Bid information for Security Camera & Keyless 
Door Entry project & re-bid documents for Prather 
Ballfield Fencing Replacement No No No

1 ConstructConnect Cincinnati, OH 2.23.22 2.24.22 < 1 hour 13.66 Parks Maintenance
Bid tabulation for Security Camera & Keyless Door 
Entry project No No No

1 DATABID Newtown, PA 3.17.22 3.18.22 < 1 hour 18.04 Parks Maintenance
Submitted bids/base bid amount for Prather Park 
Ballfield Fencing Replacement rebid No No No

1 Construction Journal ??? 3.28.22 3.28.22 < 1 hour 18.04 Parks Maintenance
Bid tabulation & awarded contractor for Prather 
Ballfield Fencing project re-bid No No No

1 DATABID Newtown, PA 3.30.22 3.30.22 < 1 hour 18.04 Parks Maintenance
Current plan holders for Security Camera & Keyless 
Door Entry project No No No

1 ConstructConnect ??? 4.4.22 4.4.22 < 1 hour 18.04 Parks Maintenance
Bid tabulation & awarded contractor for Prather 
Ballfield Fencing project re-bid No No No

1 DATABID Newtown, PA 4.4.22 4.4.22 < 1 hour 18.04 Parks Maintenance
Bid documents & current plan holders for Digital 
Marquee project No No No

1 Peerless Fence West Chicago, IL 4.8.22 4.8.22 < 1 hour 18.04 Parks Maintenance
Bid tabulation & awarded contractor for Prather 
Ballfield Fencing project re-bid No No No

1 Construction Journal ??? 4.13.22 4.13.22 < 1 hour 18.04 Parks Maintenance

Attendees for Security Camera & Keyless Door 
Entry project pre-bid meeting & bidders/plan 
holders list No No No

1 Construction.com ??? 4.14.22 4.14.22 < 1 hour 18.04 Parks Maintenance
Bid date & project budget for Security Camera & 
Keyless Door Entry project re-bid No No No

1 North American Procurement Council ??? 4.19.22 4.19.22 < 1 hour 18.04 Parks Maintenance
Plan holder, bid tabulation, & contract award 
information for Digital Marquee project No No No

1 North American Procurement Council ??? 4.19.22 4.19.22 < 1 hour 18.04 Parks Maintenance

Plan holder, bid tabulation, & contract award 
information for Security Cameras & Keyless Door 
Entries project No No No

1 DATABID Newtown, PA 4.19.22 4.19.22 < 1 hour 18.04 Parks Maintenance
Submitted bids/base bid amount for Security 
Cameras & Keyless Door Entries project No No No

1 chicagolandconstruction.com ??? 4.22.22 4.25.22 < 1 hour 18.04 Parks Maintenance

Bid results/tabluations for Digital Marquee Project 
and Security Cameras and Keyless Door Entry 
Project No No No

1 Construction Journal ??? 4.26.22 4.27.22 < 1 hour 18.04 Parks Maintenance
Bid tabulation & awarded amount for Security 
Cameras & Keyless Door Entries project No No No

FOIA 1 of 2



DeKalb Park District
FOIA Request Report 
Calendar Year 2020

2022 FOIA Request Log
Date Date Staff Staff Attorney IT Other

FOIA Source City of Origin Requested Delivered Hours Cost (Approx.) Department Information Requested Consult? Consult? Consult?

1 ConstructConnect ??? 4.27.22 4.27.22 < 1 hour 18.04 Parks Maintenance
Bid documents & cost estimate for DPD Location 
Sign Replacement No No No

1 DATABID Newtown, PA 4.28.22 4.29.22 < 1 hour 18.04 Parks Maintenance
Awarded contractor for Security Cameras & 
Keyless Door Entries project No No No

1 construction.com ??? 5.9.22 5.9.22 < 1 hour 18.04 Parks Maintenance
Planholders/bidders list, cost estimate, and bid 
date for Park Location Sign Replacement project No No No

1 Construction.com ??? 5.12.22 5.12.22 < 1 hour 18.04 Parks Maintenance
Planholders/bidders list, bid date, and time for 
Park Location Sign Replacement project No No No

28 Calendar Year-to Date Total 525.24 

The Freedom of Information Act is not intended to compel public bodies to interpret or advise requesters as to the meaning or significance of the public records or to answer
 specific questions. For cost purposes, assumed 30 mintues if request took less than one hour.  Assumed Superintendent of Finance's rate of pay for all cost estimtates.

FOIA 2 of 2
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