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AGENDA
DEKALB PARK DISTRICT BOARD OF COMMISSIONERS

Hopkins Community Center
1403 Sycamore Road
Thursday, October 1, 2020

6:00 pm Public Meeting

I
V.

V.

VI.

Meeting Called to Order, Roll Call, Pledge of Allegiance
Action on the Agenda
Public Comments
Old Business
New Business
a. Discussion of Nature Trail Master Plan Update (pgs. 1-6)
Discussion of RFP for Comprehensive Master Plan (pgs. 7-15)
Discussion on Superintendent of Finance & Administration Job Description (pgs.
16-23)
d. Action on Filling Superintendent of Finance & Administration Position (pg. 24)
Adjourn Public Meeting

Date of Notice: September 29, 2020
Date of Next Regular Board Meeting: October 15, 2020



Board of Commissioners Meeting

DEKALB October 1, 2020

PARK DISTRICT
Explore & Engage!

SUBIJECT: Discussion of the Nature Trail Restoration Phase 3 Plan
SUBMITTING DEPARTMENT: Parks

BACKGROUND INFORMATION:

In the spring of 2017, Encap was hired to develop a restoration plan for the Nature Trail. The plan was
formally approved by the Board in November 2017. The District has phased the completion of the
restoration work and phases 1 and 2 have been completed and are now in the maintenance stage.

In 2019 the District acquired an additional 8.5 acres adjacent to the Nature Trail between Country Club
Lane and the Kishwaukee River. Prior to embarking on final phase of the Nature Trail restoration, the
District contracted with Encap to expand the restoration plan to include the additional acreage. Sam
DeDina from Encap will make a presentation to the Board of the enhanced plan and answer any
questions the Board may have.
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NATIVE LANDSCAPE SPECIFICATIONS
DEKALB NATURE TRAIL- PHASE IIl RESTORATION PLAN UPDATE
DEKALB PARK DISTRICT

1.0 PURPOSE

The DeKalb Park District acquired an additional 8.5 acre parcel directly east of the
Kishwaukee River and south of the existing Nature Trail. This plan outlines restoration
activities to improve the ecological value and function of this parcel. The parcel appears
to have high-quality native flora intact, and the purpose of this plan is primarily to target
the presence of mild invasive species infestations and introduce some higher quality
woody plantings into the canopy and understory.

2.0 CONTRACTOR QUALIFICATIONS

1. The Native Landscape Contractor chosen for the establishment and
enhancement of the natural areas must be experienced in the restoration,
installation, and management of said areas. They must have a minimum of five
years experience conducting ecological restoration and management projects.

2. There shall be a supervisor available at all times that can identify non-native and
native plants by genus and species. The goal of installing successful native plant
communities is a long-term process. Therefore, it is imperative that a qualified
Native Landscape Contractor perform the initial installation and maintenance.

3.0 SITE PREPARATION

1. Site will receive woody clearing treatment and selective herbicide application to
existing non-native and invasive species prior to planting any trees or shrubs. At
least one initial treatment and one follow-up treatment shall be performed prior to
planting.

4.0 PLANT MATERIALS

Table 1. Native Tree & Shrub Plantings

Scientific Name Common Name Quantity
Cephalanthus occidentalis Buttonbush 20
Cornus sericea Red Twig Dogwood 15
Celtis occidentalis Hackberry 5
Cercis canadensis Redbud 5

Total 45

5.0 TREE & SHRUB INSTALLATION

1. Trees (minimum 1.5” caliper or plant height of 6 feet) and shrubs (minimum 5-
gallon container with a plant height of at least 3 feet as measured above the
planted ground level) shall be installed. The Ecologist or DeKalb Park District
Representative must approve substitutions. Exact locations appropriate to site
conditions will be determined by the Native Landscape Contractor in the field,
and approved by the DeKalb Park District prior to planting.



2. The ideal time to plant trees and shrubs is during the fall after leaf drop or early
spring before bud-break. Weather conditions are cool and allow plants to
establish roots in the new location. However, trees and shrubs properly cared for
can be planted throughout the growing season.

3. Trees and shrubs will be installed in the plumb position at the same depth as
grown at the nursery. Backfill material will be installed around the roots to cover
all sides equally. After planting, trees and shrubs shall be thoroughly watered, to
the point of saturation. Additional back fill material should be installed following
settling.

8.0 CLEAN-UP AND PROTECTION

1. During landscape work, store materials and equipment where directed. Keep
pavements clean and work areas and adjoining areas in an orderly condition.

2. Protect landscape work and materials from damage due to landscape operations
or operations by other trades and trespassers. Maintain protection during
installation and maintenance periods. Treat, repair, or replace damaged
landscape work as directed by the Ecologist or DeKalb Park District
Representative.

9.0 INSPECTIONS AND ACCEPTANCE

1. Owner reserves the right to inspect all seeds and plants either at place of growth
or at site before planting for compliance with requirements for name, variety,
size, quantity, quality or mix proportion.

2. Native Landscape Contractor is to keep records of the certificates of composition
or invoices of seed mixtures and integrity of plant materials with respect to
species, variety, and source after purchase.

3. Native Landscape Contractor is to notify Owner within five days after completing
initial and/or supplemental plantings in each area.



MANAGEMENT PLAN
DEKALB PARK DISTRICT NATURE TRAIL
PHASE 1l RESTORATION PLAN UPDATE

1.0 WATERING MANAGEMENT PLAN

1.

First Year. Water newly planted trees and shrubs every week during the first 3
months after initial planting or as necessary to keep adequate soil moisture.
During the remaining growing season months (May-October), water trees and
shrubs as necessary to keep adequate soil moisture. Prune any dead, diseased,
or damaged branches from the planted trees and shrubs as necessary. Replace
any dead trees or shrubs as necessary.

2. Long Term. As the trees and shrubs mature, required supplemental management

will be significantly reduced. Watering may be reduced to drier months during
the growing season (May-October) for 3-5 years after initial planting.

2.0 INVASIVE WOODY VEGETATION REMOVAL

This section includes the selective cutting and disposal of woody brush primarily
targeting non-native shrubs located within the native woodland enhancement areas.
Woody clearing also targets aggressive Sumac within the proposed open prairie areas
and existing ComEd right-of-way, as they can out-compete other species and have been
designated undesirable for planting beneath power lines.

1.

Work shall be supervised by a certified arborist who is competent at the
identification of plant materials to be removed and native species to be
preserved.

Herbicide to be used for basal applications of cut stumps shall be triclopyr: 3,5,6-
trichloro-2-pyridinyloxyacetic acid, butoexyethyl ester, trade name Garlon 4 or
equivalent.

Contractor will cut all woody species to be removed with hand tools including but
not limited to gas powered chainsaws, gas powered clearing saws, bow saws,
and loppers.

All stumps shall be cut flat with no sharp points, and to within two inches of
surrounding grade. Stumps shall be painted with Garlon 4, or equivalent,
immediately after cutting.

A supply of chemical absorbent shall be kept on-site. Spills shall be properly
cleaned up and reported immediately to the owner.

The contractor shall maintain copies at the project site of all current pesticide
applicator’s licenses, herbicide labels, and MSDS’s (Material Safety Data Sheets)
for all chemicals utilized during completion of work.

Removal of undesirable woody species shall preferentially occur when ground is
frozen, or outside of the growing season.



8. Species Designated for Removal:

Scientific Name Common Name Disposition
Rhamnus spp. Buckthorn species Remove all
Lonicera spp. Honeysuckle species Remove all
Prunus serotina Black Cherry Remove all
under 6” DBH
Rosa multiflora Multiflora Rose Remove all

10. Repair: Repair any damages caused by Contractor during completion of the

work. Said damages may include but are not limited to tire ruts in the ground,
damage to lawn areas, damage to trails, etc. In the event any vegetation to be
preserved is damaged, notify the owner within 24 hours. The Contractor will be
liable for remedying damages to plant materials to the satisfaction of the owner.

11. Habitat Trees: Dead trees within the parcel that are determined to not pose a

significant risk to human safety shall remain as habitat for birds and other wildlife.

3.0 HERBICIDE APPLICATION AND MOWING

This section includes the selective application of herbicide to existing non-native
herbaceous vegetation primarily targeting Reed Canary Grass (Phalaris arundinacea),
Garlic Mustard (Alliaria petiolata) and invasive woody resprouts.

1.

Herbicide should be applied by a trained and licensed applicator with knowledge
of plants occurring in lllinais.

Non-selective herbicides can be used but with utmost caution. Non-selective
herbicides are absorbed through the plant tissues and work their way into the
root system, effectively killing the plant. The only acceptable herbicides are
glyphosate based such as RoundUp, Rodeo, and Razor.

Planting areas and target species should be treated with selective herbicide
treatment a minimum of two times prior to preparing for seed installation.
Treatments should occur a minimum of two weeks apart prior to planting.

Cutting or hand-pulling, primarily when targeting Garlic Mustard, shall take place
prior to plant flowering to prevent seed set. Plants should be cut as low to the
ground as possible to stunt regrowth. Several cutting treatments may be
necessary within a season to prevent plant spread.



Board of Commissioners Meeting

DEKALB

PARK DISTRICT
Explore & Engage! OCtOber 1 ’ 2020

SUBJECT: Discussion of RFP for Comprehensive Master Plan
SUBMITTING DEPARTMENT: Administration

BACKGROUND INFORMATION:

One of the key strategies in the District’s strategic plan is to update the District’s Comprehensive Master
Plan. The District completed an Outdoor Parks and Recreation Open Space Master Planin 2012. This
plan will provide a foundation for the District as we create a comprehensive mater plan.

Staff are recommending that the District contract with a consultant to assist the District in updating this
plan and expanding upon it. In addition to updating the 2012 plan, the new plan would also provide
recommendations for operations, staffing, maintenance, technology, programming and services, and
funding.

After discussion at the Board of Commissioners meeting on September 3™, the RFP has been revised to
reflect that the expertise of all of the District’s staff should be utilized throughout the master planning
process. The RFP was also updated to request that the proposals include options for cost savings to the
District by having District staff complete portions of the work of updating the master plan rather than
the consultant.



Development of a Comprehensive Master Plan
Request for Proposals

DEKALB

PARK DISTRICT
Explore & Engage!
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DeKalb Park District
Comprehensive Master Plan Development
Request for Proposals

Introduction

The DeKalb Park District seeks proposals from consultants interested in designing and facilitating a
comprehensive master plan process for the District. Proposals are due by 5:00 pm on G¢teber
6November 3, 2020 at 5:00 pm. The proposed project timeline is expected to begin in Nevember
December 2020.

Introduction

The DeKalb Park District is requesting proposals from qualified consulting firms to provide professional
services to the District to develop a Comprehensive Master Plan. The selected firm will have proven
experience and knowledge in park and recreation planning, project management, and effective public
involvement processes and work closely with District staff and the Park Board in preparing the Plan.

The Comprehensive Master Plan will drive District long-range planning and direct decision-making and
resources toward a clearly defined vision for its future, including development and redevelopment of
the parks, facilities, open space, and recreation system over the next five years.

The planning process will consist of the following components: needs assessment, visioning, identifying
and evaluating community needs, priorities and opportunities, and creating a phased implementation
and financial plan. The firm will create a document which summarizes the planning process, data
collected, the analysis of forecasted needs and implementation strategies and present it to the Park
Board for review and approval.

Background

The City of DeKalb was the first provider of park and recreation services to the community beginning in
1935. Spearheaded by the League of Women’s Voters, the citizens of DeKalb formalized their need for
recreation and parks by establishing the DeKalb Park District as a separate governmental entity with its
own tax base in 1935. The first significant improvement project was the opening of the community
swimming pool in Hopkins Park. As the community grew, so did the Park District.

The Park Board of Commissioners consists of five elected individuals who serve uncompensated four-
year terms. The Park Board of Commissioners is responsible for administering the policies of the District
while the day to day operations are the responsibility of the Executive Director. The DeKalb Park District
employs 25 full-time and over 250 part-time, seasonal, and temporary staff members.

The DeKalb Park District boundaries are nearly coterminous with the City of DeKalb and encompass 14.6
square miles.

The mission of the DeKalb Park District to connect the community, enhance the quality of life, and
improve the environment, by conserving and protecting natural resources, and providing recreational
and wellness opportunities for all members of our diverse community.



The District completed an Outdoor Parks & Recreation Open Space Master Plan in July 2012 and a
Strategic Plan in April 2019. In 2019 the District had an assessment of the District’s golf courses done by
Billy Casper Report that was followed by a Golf Advisory Committee report. In July of 2020, the Board of
Commissioners voted to approve a Hopkins Pool Analysis to assist the District in making a decision about
the future of the Hopkins Pool facility.

2019-2024 Strategic Plan:

The District hired a firm to assist with developing the District's Strategic Plan with the goal of creating a
community-based vision for the future of park and recreation services for the residents we serve. As a
part of the process, the District conducted a scientific community-wide survey in 2018 to assess the
community’s preferences, opinions, and interests. The Board approved the District’s Strategic Plan in
April 2019 and it is being used to guide District goals, work plans, and financial priorities.

Scope of Work:

The specific work to be undertaken by the successful firm for the comprehensive master planning
process is described in this Section, and respondents should include in their proposals how they will
assist the District with completing this work. Respondents should also include in their proposals how
District staff and board will be involved in the process. The work described in this Section is considered
to be the minimum required to complete this process. In their submittals, firms should propose
additions or edits to this scope that lend to the best process. Following the firm selection process, a
meeting will be held with the successful firm to negotiate the final scope of work and a contract for
services. Therefore, the District reserves the right to revise the final scope of work.

Project Kick-off

The first step in the project will be to hold an onsite meeting with District staff to establish objectives for
the project, including confirming roles and responsibilities and finalizing the project methodology, scope
of services, timeline and format and content of deliverables.

Conduct a Needs Assessment

A key component in creating the Plan will be a needs assessment process that taps the opinions and
ideas of the community, Park Board, and staff. -ane-The needs assessment should also includes a
comprehensive inventory of the current state of the District, including its financial condition, operations,
park system, facilities, programs, and services. The needs assessment also entails a review of current
and projected demographics, current planning standards, regional and national trends and how facilities
owned by other entities factor into the park and recreation needs of the community. It will provide the
data and information necessary to evaluate how District park and recreation facilities meet current and
future needs and whether modifications and/or additions will be required. An overview of each facet of
the needs assessment is as follows:

Develop and Implement Public Involvement Strategy

The planning process must result in a shared, clearly defined vision for the District driven by input from
the community. Public involvement is extremely important to the District and informs decision making
processes. The successful firm will propose a robust and innovative public outreach strategy that
describes how the community, staff, and Board will be provided opportunities to participate in the
development of the Plan. In their submittals, firms should at a minimum provide the following:
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Identify and describe a comprehensive strategy and methodology for citizen, participant, and
stakeholder involvement (e.g. proposed outreach process, methods of outreach, outreach tools,
anticipated schedule)

Ensure the residents, user groups, and other stakeholders are provided an opportunity to
participate in the development of the Plan

Describe how the expertise of the District’s professional staff will be utilized in the development
of the plan:

Act as professional facilitators to gather specific information about services, use, preferences
and any agency strengths, weaknesses, opportunities, and threats

Provide well-organized and directed activities, techniques and formats that will ensure that a
positive, open, and proactive public participation process is achieved

Provide written records and summaries of the results of all public process and communication
strategies

Develop and manage any online public involvement tools and data

Throughout the entire process, help to build consensus and agreement of the plan and if
consensus is not possible, provide information for informed decision making for the staff and
Park Board

Collect & Analyze Data

Review current long-range plans and related documents such as, but not limited to, the District’s
2019-2024 Strategic Plan including the data collected in the scientifically valid survey conducted
as a part of that process; 2012 Open Space Master Plan; FY 2021 Budget; FY 2020
Comprehensive Annual Financial Report (CAFR); District’s Capital Plan; 2020 Hopkins Pool
Analysis Report; the 2020 Tree Inventory; the District’s GIS; the Billy Casper Golf Assessment of
River Heights & Buena Vista Golf Courses; the Golf Advisory Committee report

Review comprehensive plans of other local government entities, including the City of DeKalb,
DeKalb County, and the DeKalb School District and assess their impact on the DeKalb Park
District

Compile data on participation, operations, technology, programming, programming space, and
land use trends and acquisition opportunities

Compile an inventory of indoor and outdoor facilities, including capacity of each amenity found
within the park system as well as its functionality, accessibility, condition, and convenience, etc.
Review available funding and financing strategies that are options for funding future
improvements-

Develop Level of Service (LOS) standards to meet community needs. Standards should consider
geographic distribution of indoor and outdoor facilities and their amenities

Provide usable and workable definitions and recommendations for designated park and open
space with acreages and parameters defined as appropriate

Develop Recommendations and Implementation Strategies

To ensure that the Plan is implementable upon its adoption by the Park Board, it must include realistic,
feasible, and clearly defined planning scenarios. Based on the outcomes of the needs assessment, the
input of the District’s staff and board, and the District’s strategic direction, the firm will be expected to

develop the following:
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e Prioritized recommendations to meet current and future needs through, but not limited to, land
acquisition, construction or redevelopment of indoor and outdoor facilities, development of
additional recreational amenities, park maintenance, etc.

e Estimates of the capital and operational costs for land acquisition, construction, or
redevelopment of indoor and outdoor facilities, development of additional recreational
amenities, park maintenance, etc. The analysis should be designed to connect with the District’s
capital plan.

e Recommendations for addressing operations, staffing, maintenance, technology, programming
and services and funding needs to support implementation of this Plan.

e Evaluation of the feasibility and cost-effectiveness/return on investment of suggested strategies
and recommendations.

Create Action Plan

The firm must work with the District’s staff to develop an action plan which includes strategies,
priorities, timelines, budget support, and funding mechanisms for the short term, mid-term, and long
term, which were developed during the previous stage in the process. The Action Plan must be a phased
approach with prioritized recommendations and a capital projects prioritization process/ranking system
for future strategic investments and level-of-service/reoccurring capital needs.

Final Report and Presentation

The selected firm shall submit a draft and final report which summarizes the findings and conclusions

and includes a clear demonstration that the firm has fulfilled all the elements contained in the agreed
upon scope of work. The Plan must include written goals, plans, objectives, and policy statements that
articulate a clear vision and “road map” for the District’s future.

The firm will make two (2) on-site presentation to report and summarize findings to the Park Board and
staff. The reports must be in an easy-to-understand format with charts, graphs, maps, and other data as
needed to support the plan and its presentation to the appropriate audiences. The final report must be
submitted as follows:
e A color version of the draft Master Plan document consisting of one (1) printed and bound color
copy and an electronic copy in a format compatible with the District’s software.
e A color version of the final Master Plan document consisting of fifteen (15) printed and bound
color copies, one (1) printed and unbound copy and an electronic copy in a format compatible
with the District’s software.

Services Provided by Staff and Progress Reporting

The DeKalb Park District professional staff will provide input throughout the Comprehensive Master
Planning process. Itis important that staff at all levels of the organization are included in the process
and contribute to the overall comprehensive master plan.

The DeKalb Park District will assist the firm in managing the operational aspects of the project and
coordinating work with the relevant parties. The District will provide overall support for project tasks
and the Executive Director will serve as the lead liaison for the project. The Executive Director will
provide all existing documentation (as requested by the consultant during final scope review) and
compile contact information for staff and local organizations. District staff, primarily the Executive
Director, will also schedule, coordinate the availability of staff based on their work schedules and make
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all necessary arrangements for meetings and interviews conducted by the consultant during the course
of this project.

The firm and the Executive Director will hold progress meetings in person or over the phone as often as
necessary, but in no case less than once per month until a final plan is approved by the Park Board. The
Executive Director shall schedule the progress meetings, as necessary, at key times during the
development of the Plan. The firm shall provide the Executive Director with at least one (1) copy of all
completed or partially completed reports, studies, forecasts, maps, or plan as deemed necessary by the
Executive Director.

Instructions for Submitting Proposals, Proposal Components and Evaluation Criteria

All respondents to the RFP must include the items provided in the following list. All the listed items
should be addressed completely and should follow, as closely as possible, the order and format in which
it is listed below. These categories and criteria will be major considerations in the evaluation and
determination of the most qualified and capable firm(s). The sequence of the listing is not intended to
reflect the relative weight of each category.

1. Letter of transmittal
a. Statement indicating an understanding of the work to be performed and interest in
performing the scope of work.
b. Discuss consultants’ availability over the next 6-12 months.
c. ldentification of key contact person for communicating with the District on the proposal
and all project-related matters.
2. Qualifications/Project Portfolio
a. Areas of specialization.
b. Practice philosophy.
c. Years in the business and history of firm. Examples of three (3) to five (5) projects the
firm took a lead role in the preparation of a Comprehensive Master Plan and a
community-wide scientific survey. The projects should be comparable in complexity,
size, scope, and discipline (as described in the Scope of Work section) and been
undertaken during the past five years.
3. Project Management
a. Introduction to the team (all firm staff and sub-consultants assigned to complete work
on the project), including resumes for all the key personnel, which provide educational
background/training, experience, and detailed descriptions of roles played on past
projects.
b. Services/functional roles to be performed by each team member (including all sub-
consultants).
c. Location of each team member.
d. Availability and commitment of assigned professionals who will undertake the scope of
work.
e. Technical resources of the firm and any sub-consultants.
4. Methodology and Process to Complete all Phase of Project
a. Describe the vision, strategic overview, and approach to the project.
b. Express how the components above reflect your qualifications for this project.
c. Discuss what parameters you will engage to develop a project that will be creative,
logical, and engaging.
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d.

d-e.

Include detailed descriptions of the procedures and methods you propose to use to

complete all tasks within the scope of work.

Describe how the input of District staff at all levels of the organization will be included in

the project.

ef.
fg.

gh.

Discuss tasks, timelines, and anticipated deliverables for each phase of the project.
Include the proposed process and methods to assure quality, cost, and schedule control.
Include in the proposal possible cost savings by the District for staff completing various

parts of the project rather than your firm.

Explain in the proposal all supporting studies, models, and assumptions that will be
developed or used as part of the study.

5. References

a. List at least three (3) to five (5) references we may contact (preferably from the projects
provided in 2(d) of this section that have been undertaken during the past five years)
with client contact information (current email and telephone).

b. Indicate project names and the personnel assigned to this project (including all sub-
consultants) roles and involvement in each project.

6. Schedule

a. Provide a proposed detailed project work schedule with a start date of November 16,
2020 (contingent upon negotiation of a final scope of work); all meetings that need to
be scheduled should be built into the timeline (e.g., initial meeting with staff to review
project schedule, strategic direction review, presentations of the final report, etc.).

b. Include time frames for each major component of the scope of work and target dates

for completing each phase of the project.

7. Fee Proposal - one (1) copy in a sealed envelope (see also Fee Proposal section following this

list)
a.

|®

ef.

Include a total “not to exceed” figure for the scope of work (based on the estimated
level of effort to be spent on each task).

Include itemized schedule of all expenses by phase (reimbursable expenses listed
separately), including a composite schedule of hours estimated for included tasks.
Provide hourly rates for all team members, sub-consultants, and staff levels.

Describe the methodology for billing reimbursable expenses (such as travel, production
of documents, purchase of data, etc.).

__Describe method for billing additional services beyond the initial scope of work (beyond

approved not-to-exceed amount).
The District will consider options for cost savings by completing portions of the

Comprehensive Master Plan development by District staff. Please include these options
in the fee proposal.

Fee Proposal: One (1) copy of the cost of services must be included in a separate, sealed envelope with

appropriate det
process. Do not
this provision w
portion of the fi

Understanding
work described

ail reflecting all costs. The firm is required to separate cost by the major phases of the
include any reference to fees in the body of your RFP response. Failure to comply with
ill result in disqualification of your firm. The District reserves the right not to fund any
rm’s proposal.

and Approach of Scope of Work: Proposal shall describe the approach to the scope of
in the Scope of Work section of this RFP, including process and schedule. Firms are

encouraged to make suggestions to amend the scope of work to achieve the project goals. This criterion

will be evaluate

d based on the proposer’s understanding of the project objectives and ability to
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demonstrate a process that efficiently and effectively achieves the desired outcomes. Reasoned
creativity is encouraged. The District anticipates modifying, where appropriate, the objectives and/or
scope of work listed in this RFP based on the firm’s experience and expertise in completing similar
projects.

Disclosure: Proposal will disclose any professional or personal financial interest which could be a
possible conflict of interest in contracting with the District. Consultant shall further disclose
arrangements to derive additional compensation from various products or services, including financial.
The firm must also list all current and unresolved litigations, arbitrations, or mediations of the firm in its
proposal.

Selection of Consultant

The DeKalb Park District will select a firm on the basis of its ability to respond to the Request for
Proposal (RFP) requirements, the qualifications and expertise of the team working on this project, past
performance on similar projects, the time required to complete project, methodology, firm resources
and the firm’s willingness to negotiate and execute an acceptable written agreement. The District
reserves the right to reject any, some portions of or all proposals and supporting material and to request
written clarification of any portion or section of proposals and support materials. The District reserves
the right to negotiate with more than one potential respondent after the submission of all proposals.
The District also reserves the first right-of-refusal to work with any sub-consultant proposed by the firm.
After a thorough review by District staff of the proposals submitted by respondents to this RFP, a short
list will be created of the firms that meet the requirements outlined in this RFP and those firms will be
required to make a presentation on their qualifications and proposals to the staff. Based on these
interviews, the staff will recommend to the Board the firms that are the best fit for the District and this
project. The Board will interview these firms and formally approve the selection of a firm. The Board
makes all final assessments and judgments regarding selection.

All proposals will be afforded fair and equal treatment with respect to any opportunity for discussion
and revision. Any such revision may be permitted after submission and prior to award for the purpose
of obtaining the best and final offer at the discretion of the District. When conducting negotiations, the
District will not disclose information from proposals submitted by competing firms.

Timeline
The timeline is as follows:

Deadline for Proposal Submission: OeteberbNovember 3, 2020

Firm Oral Presentations/Interviews with the Staff: Octoberd2-16November 9-13, 2020
Board Interviews: Oectober26-30November 30-December
4,2020

Potential Approval of Firm by DeKalb Park District Board: Nevember5December 17, 2020
Project Start Date: Nevember16December 21, 2020
Complete Project: OetoberNovember 2021

Questions about the RFP:
All questions about this RFP should be directed to Amy Doll, DeKalb Park District, 779/777-7265 or
adoll@dekalbparkdistrict.com.
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Board of Commissioners Meeting

DEKALB October 1, 2020

PARK DISTRICT
Explore & Engage!

SUBJECT: Discussion on Changes to the Superintendent of Finance and Administration Job Description
SUBMITTING DEPARTMENT: Administration

BACKGROUND INFORMATION:

The Superintendent of Finance & Administration left the District on September 25, 2020. Personnel
Policy 1-5 requires that prior to filling any vacant position that the staff shall review the department
structure and demands of the position to determine whether the Park District has need to reorganize
departments or reassign responsibilities within the division, department, or position in order to best
serve the public and better utilize limited resources.

Staff have evaluated the responsibilities of the position, the needs of the District, and reviewed the job
description. The proposed changes to the job description include splitting the essential duties and
responsibilities into the following categories: Accounting and Financial Responsibilities, Administration
Responsibilities, Human Resource Responsibilities, Information Technology Responsibilities, and Other
Responsibilities. Duties in each of these areas have been detailed more clearly in the proposed job
description.
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DeKalb Park District
Position Description

DEPARTMENT: Finance & Administration
TITLE: Superintendent of Finance and Administration
CLASSIFICATION: Full-Time, Exempt

SUMMARY OF POSITION: Responsible for the financial and administrative functions of the
DeKalb Park District, including payrel; accounts payable, cash receipts, general ledger, record
keeping, budget development, external financial reporting, internal audit controls, and
development of the annual audit. Supervises the Human Resource and payroll functions.
Serves as a liaison to the Park District Risk Management Agency (PDRMA). Assists in
coordination of the District’s Information Technology (IT) resources through internal
oversight and partnerships with third party IT providers.

SUPERVISION RECEIVED: Reports to the Executive Director

SUPERVISION EXERCISED: Directly supervises the Human Resource and Payroll Manager,
Accounting and Administrative Assistant, finance department and Hopkins office 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.

Accounting & Financial Responsibilities:

1. Establish and maintain District accounting and reporting systems pursuant to
Government Accounting Standards Board (GASB) rules and Generally Accepted
Accounting Principles (GAAP) standards.

2. Supervise, plan, and coordinate fiscal and financial operations for the District.

1.3.  Develops and implements short term and long-term financial plans to meet the
goals and objectives of the agency, including the development of annual fund
balance projections, department operating budgets, cash flow projections, and
the planning for capital projects, equipment acquisition, and debt.

24. Knows/understands the legal requirements of operating a park district including:

Budget and Appropriation Ordinance, Prevailing Wage Notice, Bond Hearings,
Notices and Ordinance requirements, Tax Levy Hearing and Ordinances,
1
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3-5.

4-6.

5:7.

68.

+9.

Comprehensive Annual Financial Report, etc. Preparesand-maintainsfinancial-

Prepares and evaluates financial reports, including monthly, annual, and other
reports, and special project analysisfor board and staff review.

Leads the department in conformance with all statutory lawsand
regulations, including the annual audit.

Responsible for the administration and maintenance of financial records
related to the operations of the District.

Directs the daily financial operations for the District including receipts,
disbursements, deposits, account reconciliations; and develops the internal
controls system and performs internal audit functions with special emphasis
on cash receipts. irternaland-external-finanecialcontrols

Understands, implements, and recommends improvements to the District’s

10.

primary fiscal software system for accounting and financial reporting

purposes. Maintainstheintegrity-ofthe financialreportingsystem-

Responsible for the investment of all available cash balances of the District, which

11.

will be made within the District’s Investment Policy and conforms to guidelines in
the lllinois State Statues.

Responsible for coordinating with the District’s bond advisor and bond counsel to

issue annual general obligation debt as well as other special long-term debt, as
necessary.

&———Coordinates the District’s operating and capital budget process, including

12.

developing budgetschedule
and budget documents for board review.

Administration Responsibilities:

13.

Assists the Executive Director in development, implementation, and evaluation

of the various business decisions and strategic outlook of the District, while
adhering to the specified budget.
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9:14. Administers banking functions including completion of bank transfers and
reconciliationsand oversees investment activities.

15. Oversees District’s document archive records management system and
coordinates record disposal activities with the State of lllinois.

16. Serves as a Freedom of Information Act (FOIA) Officer and Open Meetings

Act (OMA) Designee and ensuresrequired training is completed.
10—

17. Manages purchasing functions at the District and reviews, monitors, and
recommends changes to the District’s Purchasing Policy as heeded.

18. Oversees and updates District Administrative Policies and Procedures as needed.-

s this Positi ible for the wholod 2

19. Works with the District’s insurance agency (PDRMA) to report and manage claims.

Oversees the District’s annual Property/Casualty insurance renewal.

20. Hires, trains, supervises, and evaluates departmental staff.

21. Incorporates agency risk management practices in the implementation of the
finance and administration department. Completes reports, documentation,
and District wide assessments.

Human Resource Responsibilities:

22. Supervises the Human Resource and Payroll Manager.

23. Oversees the Human Resource functions of the District including payroll,
recruitment and retention of staff, employee benefit plans, compensation
programs, job descriptions, personnel policies and procedures, employee training

programs, employee onboarding and orientation, FMLA, workers’ compensation,
and employee safety programs.

24. Oversees reporting payroll taxes and ensures the District complies with State and

Federal laws.

Information Technology Responsibilities:

25. Works with third-party IT providers to oversee and coordinate all IT and
communication functions at the District.

3
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11.26. Maintains, updates, and manages the District’s technology efforts to streamline
business processes for employees and stakeholders.

27. Assists in the oversight of the network administration, phone system, and website
hosting. Works with third-party providers and District staff to identify and resolve

technical problems.

12.28. Oversees the purchasing of District hardware and software.

29. Assists in advising and training District staff on utilization of software, file
organization, and IT related policies and procedures.

13-30. A55|sts W|thGee¢eLma%es |mplementat|on of Dlstrlct software programs in all

Other Responsibilities:

16.31. Promotes a positive image for the District by providing excellent customer service
and responding to inquiries and complaints in a timely and professionalmanner.

17.32. Attends meetings of the DeKalb Park District Board and responds to Board
inquiries regarding policies, personnel, operations, and other concerns of
the Board.

19.33. Assists departments with researching alternate sources of funding,

including, corporate sponsorships, donations, revenue sharing, grants, and

foundation contributions. ldentifies-and-seeksgrantsand-otherfunding
G . f Distri . | obiectives.
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20:34. Other duties as assigned.

PERIPHERAL DUTIES:

1. Serves as liaison to other governmental units, community groups, clubs,
and organizations.

2. Serves as a member of the District’'s management team.

2:3.  Serves as board member to the Kishwaukee Special Recreation Association.

3:4. Serves on internal agency committees or project teams with other park

district employees for the benefit of the entire park district.

4.5.  Attends conferences, seminars and educational sessions and participate

in professional associations as they pertain to area of responsibility.

DESIRED MINIMUM QUALIFICATIONS:
1. Education and Experience:

A. Bachelor's degree with a major in accounting or business administration is
required and a CPA is desirable.

B. Must have a minimum of five years of progressive experience in governmental
accounting.

C. Minimum of three years of supervisory experience preferred.
2. Necessary Knowledge, Skills and Abilities:

A. Knowledge of and skill in government fund accounting, finance,budgeting,
and internal controls

B. Excellent communication skills. Ability to provide clear and concise
communications and reports (oral, written, and visual) to the staff and/or
Board.

C. Ability to project a professional image by demonstrating integrity, honesty,
and accountability.
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D. Ability to be a team player and demonstrate, lead, support, and administer
the District’s mission statement, vision, core values, and policies and

procedures.

B.E. Working knowledge of computerized financial systems and must be proficient
in Microsoft Office

C.F. Ability Able to prepare budgets, financial statement reports,
presentations, ordinances, payroll, and payroll tax reports.

DB.G.Able-Ability to handle cash in an accurate and safe manner.

SPECIAL REQUIREMENTS:

1. Certified Public Accountant (CPA) is preferred.
2. Must have or obtain certification in CPR and AED within six months.
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 work in an
office and spend a considerable amount of time sitting at a computer. 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.

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
6
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the work environment is usually conducive to office work.
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: September 1, 2006

Revision Date(s): October 24, 2011
April 10,2014
April 21,2016
February 7, 2019
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DEKALB

PARK DISTRICT
Explore & Engage!

Board of Commissioners Meeting

October 1, 2020

SUBJECT: Action on Filling Superintendent of Finance & Administration Position
SUBMITTING DEPARTMENT: Administration

BACKGROUND INFORMATION:

The Superintendent of Finance & Administration left the District on September 25, 2020. Personnel
Policy 1-5 requires that prior to filling any vacant position that the staff shall review the department
structure and demands of the position to determine whether the Park District has need to reorganize
departments or reassign responsibilities within the division, department, or position in order to best
serve the public and better utilize limited resources.

Staff have evaluated the responsibilities of the position, the needs of the District, and reviewed the job
description and are recommending that this position be filled. This position is a salary grade 7 as noted
in Personnel Policy 1-17. This policy also states that starting salaries may be no higher than 120% of the
minimum starting salary for that position without Board approval. The starting salary range for this
salary grade is $65,700 to $78,840.

RECOMMENDED ACTION: Authorize the Executive Director to Fill the Superintendent of Finance &
Administration Position at a starting salary not to exceed $78,840.

Y

N

President Phil Young

Commissioner Gail A. Krmenec

Commissioner Dag Grada

Commissioner Doug Eaton

Commissioner Dean Holliday
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