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1. BACKGROUND 

1.1 STATUTORY AUTHORITY 

A park district is a municipal corporation created for the purpose of providing recreation 

services and acquiring and maintaining parks, and is separate and distinct from the city, county 

or any other political body.  It is an agency through which in part, the people of the state carry 

on government.  It is not purely local in function, for the courts have held that the park property 

is held in trust for the use of the people of the state at large and not for the exclusive use of the 

people of the district. (Quinn v. Irving Park District, 207 Ill. App. 449). 

 

A park district is purely a creation of the legislature, and has no inherent powers, but only such 

powers as have been granted it by the legislature, or as are necessarily implied to give effect to 

the powers specifically granted. 

 

In 1947, the legislature enacted “The General Park District Code.”  This was the first step in 

codifying the laws pertaining to park districts which served a population of less than 500,000, 

and it incorporated all of the basic laws of the three different types of park districts which 

existed. This legislation is contained in Chapter 105 of the Illinois Revised Statutes. 

 

Many of the legislative changes in the basic code are prepared by the Illinois Association of Park 

Districts, and the Schaumburg Park District is a member of that Association.  Current revised 

copies of the Park District Code are available, and the Code explains in detail the authority and 

responsibilities of an Illinois park district. 

 

This manual provides guidance and presents duties and policies for the conduct of Board level 

business. In addition, it also presents the general policies used to administer the District as a 

whole. 

 

1.2 HISTORY 

Schaumburg Park District is a nationally-recognized and pace-setting organization that is 
committed to providing quality recreation and leisure opportunities, beautiful parks and open 
spaces and state-of-the-art facilities to the community. Schaumburg Park District jurisdiction 
covers approximately twenty-three square miles including virtually all of Schaumburg and small 
portions of Elk Grove Village, Hanover Park, Roselle, Streamwood and Rolling Meadows. Today, 
Schaumburg has a population of 74,227.  
 
Schaumburg Park District is the sixth largest park district in Illinois with over 70 full-time 
employees and more than 500 part-time and seasonal staff. It has won the National Gold Medal 
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Award three times -- 1988, 1995 and 2004. The District also has won various national and 
regional awards for facility management, aquatics and innovative programming and delivery. In 
2010 and again in 2016, Schaumburg attained Illinois Distinguished Accredited Agency status 
from the Illinois Association of Park Districts (IAPD) and the Illinois Parks and Recreation 
Association (IPRA). In 2018, Schaumburg Park District joined the ranks of elite park and 
recreation agencies across the country by earning recognition through the Commission for 
Accreditation of Park and Recreation Agencies (CAPRA) and the National Recreation and Park 
Association (NRPA).  
 
Schaumburg Park District was originally formed in 1963. By 1970, the Park District had passed a 
tax levy, hired a Director of Parks and Recreation and a Superintendent of Parks, and passed a 
$1.25 million referendum for park development. During the 1970s, through the foresight and 
flexibility of the Board of Commissioners and the overwhelming support of the community, 
Schaumburg Park District rose to a widely acknowledged preeminence among "young" park 
districts in Illinois. The District extended its professional staff, passed additional referendums for 
development ($2.5 million in 1973 and $7.5 million in 1978), built neighborhood parks, opened 
Meineke Recreation Center and four pools, and began an aggressive grant application program. 
Despite the tax levy and referendum, funding the community's recreational and open space 
needs necessitated seeking outside funding for key projects.   
 
With technical assistance and matching grants from the Illinois Department of Conservation, the 
District was able to develop the community’s only water-related recreational facility at 
Volkening Lake and to preserve one of the finest examples of native plant communities at Spring 
Valley Nature Sanctuary. In addition, the Schaumburg Bikeway System was developed through a 
cooperative effort between the Village and the Park District. This Bikeway System consists of 
bike lanes and off-street bike paths as a prime example of the integration of recreational needs 
into a highly urbanized area. It currently has 85 miles of bike lanes or paths. The Bikeway 
provides a safe and easily accessible avenue to Schaumburg’s recreational, cultural, business, 
residential and educational facilities.  
 
Schaumburg Park District continued to flourish in the early 1980s with the grand opening of the 
Community Recreation Center, Bock Neighborhood Center, Meineke Recreation Center 
gymnasium addition, Walnut Greens Golf Course (9 hole, par 3), and the construction of 26 new 
park sites.  
 
The Schaumburg Park Foundation was formed in 1981 and supports fundraising efforts for 
District initiatives, particularly recreation scholarships for families based on need. The 
Foundation's largest projects to date include raising $500,000 for Volkening Heritage Farm at 
Spring Valley and $150,000 to renovate the Spring Valley Nature Center museum. The 
Foundation's most successful events include the Links Technology Cup and Solstice Hop & Vine 
Fest.  
 
The Board of Commissioners further prioritized Spring Valley in 1983 by creating a full-time 
naturalist/curator position to ensure that the development of Spring Valley was accomplished in 
a manner compatible with its inherent natural elements. The Spring Valley Nature Center (Vera 
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Meineke Nature Observation Building) was built, and the site was developed with parking, paths 
and prairie plantings.  
 
In the late 1980s and the 1990s, the District acquired Golden Acres Golf Course (now called 
Schaumburg Golf Club) and proceeded to renovate the 27-hole course and construct a new 
clubhouse and maintenance facility. A private indoor tennis facility, Woodfield Athletic Club, LLC 
(now called Schaumburg Tennis Plus), was also acquired and renovated. An indoor lap pool was 
added in 2005.  
 
Major new construction during the 1990s included the Jerry Handlon Administration Building, 
development of an 1880s farm site (Volkening Heritage Farm at Spring Valley), a District-wide 
maintenance facility, The Water Works indoor water park, Ken Alley Safety Park, and various 
other neighborhood park development projects. An existing preschool (now named the Pat 
Shephard Early Childhood Center) was purchased to house preschool classes and programs for 
young children.  
 
Schaumburg Regional Airport is jointly owned by the District and the Village of Schaumburg. A 
new $1.7 million terminal building was dedicated in 1998.  
 
The Park District was also able to lease six acres of land from the Village of Schaumburg at the 
Schaumburg Regional Airport and 73 acres of land from the Metropolitan Water Reclamation 
District (MWRD). At the airport site, the District constructed The Sport Center, a 100,000 sq. ft. 
multi-use indoor sports facility that includes indoor soccer, softball, volleyball, basketball and 
gymnastics. The Sport Center opened in 2003. At the MWRD site, the District constructed 
Olympic Park, which includes eight synthetic turf and four grass soccer fields, five softball fields, 
two concession stands, a skate park, basketball courts and garden plots.   
 
During the 2000s, the District continued to expand its services by opening Atcher Island Water 
Park and installing synthetic fields and a skate park at Olympic Park. The District also celebrated 
the renovation of the nature museum at Spring Valley and the renovation of Volkening Lake 
Recreation Area to include Tribute Park.  
 
In 2010, the District won the National Recreation and Parks Association's Award for Excellence in 
Aquatics. The District’s extensive aquatic program includes lessons, water safety classes, aqua 
aerobics and the very successful Barracuda Swim Team.  
 
In 2017, The District opened Bison’s Bluff Nature Playground at Spring Valley. This unique, 
custom-designed play area includes natural materials (logs, boulders, sand, water, etc.) as well 
as nature-themed play structures and manufactured features. The park inspires youth to remain 
active, develop agility, learn resilience, discover the benefits of cooperation and 
experimentation, solve problems and learn to navigate the world around them confidently. 
Bison’s Bluff has become one of the District’s biggest attractions. 
 
In 2020, a major course renovation project was completed at Schaumburg Golf Club as well as a 
multi-year improvement project at the Community Recreation Center. 
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The District acquired 80 percent of its land through donations from local developers and 
through intergovernmental cooperative agreements. Included in this acreage are four nature 
preserves -- Gray Farm Park, Ruth Macintyre Conservation Area, the Kay Wojcik Conservation 
Area and Spring Valley. Spring Valley, the largest of these natural areas, encompasses 135 acres 
of fields, forests, marshes and streams with 3.5 miles of accessible trails. The District's Green 
Light Sustainability Plan guides the use of sustainable practices in an environmentally sound 
manner.  
 
Through Board direction, staff dedication, community support, private donations, state and 
federal grants, and tax dollars, Schaumburg Park District has grown to become one of Illinois’ 
largest and most highly-used park districts. 

2. MISSION, VISION, & VALUES 

2.1 MISSION 

The Schaumburg Park District is dedicated to serving the community by providing versatile 

leisure opportunities through enriching programs, quality facilities and environmental 

stewardship. 

 

2.2 VISION 

Making life better through parks and recreation. 

 

2.3 VALUES 

Values are important and lasting beliefs or ideals shared by the members of a culture. Values 

have a major influence on a person’s behavior and attitude and serve as broad guidelines in all 

situations. 

 

Our values are our framework, our base, our fundamentals. They guide how we work with the 

community, customers and each other. 

 

Residents receive top service, professionalism thrives and success flourishes in our organization 

through these values: Service Excellence, Accountability, Teamwork, Sustainability and 

Dedication. 

 

2.3.1 Service Excellence 

We exceed expectations. 

A. Deliver excellent customer service by responding to and anticipating needs 

B. Make our programs and facilities the best in parks and recreation 
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C. Commit to providing an unparalleled experience for our residents 

D. Be proactive in making change for progress 

E. Go above and beyond to deliver more than expected 

 

2.3.2 Accountability 

We are ethical.  

A. Demonstrate honesty, trust, integrity and transparency 

B. Be open to change and continuous improvement 

C. Respect individuals for their diverse backgrounds, experiences, styles, 

approaches and ideas 

D. Focus on finding solutions 

E. Responsible for our work and results 

 

2.3.3 Teamwork 

Great parts make a great whole. 

A. Work across organizational/departmental boundaries 

B. Build collaborative relationships with community members 

C. Promote and implement creative and innovative ideas and solutions 

D. Work together to successfully achieve common goals 

E. Achieve results and celebrate when we do 

1. Have a positive attitude 

2. Learn from mistakes and successes 

 

2.3.4 Sustainability 

Today for tomorrow’s people and places. 

A. Commit to across-the-board operational standards that protect the 

environment. 

B. Preserve open space and natural areas 

C. Promote programs that enhance personal wellness 

 

2.3.5 Dedication 

We care deeply about our agency, who we serve and what we do. 

A. Show pride in the SPD “brand” 

B. Delight residents with the quality of our programs and services 
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C. Promote a positive, energetic, optimistic and fun environment 

D. Make our residents/customers feel valued and appreciated 

E. Seek to continually improve our “product” and how it is delivered 

F. Maintain a reputation of reliability 

G. Face challenge as an opportunity for innovation 

3. ORGANIZATION 

3.1 BOARD OF PARK COMMISSIONERS 

3.1.1 Duties and Powers 

It is within the duties and powers of the Board of Park Commissioners to approve the 

basic policy for the present and future operation, control, improvement, and planning of 

the park and recreation facilities and activities within the Park District. As set forth in 

The Park District Code, general corporate powers include but are not limited to the 

following responsibilities: 

 

3.1.1.1 Selection of Executive Director  

The Park Board shall select an Executive Director as the chief administrative officer and 

professional advisor of the Park District; and delegate to him/her the authority and 

responsibility to execute policy, provide leadership, develop strategies, create annual 

work plans, establish operating procedures, enforce rules and regulations, and 

administer the daily operations of the parks and recreation facilities, programs and 

services and manage personnel within budget. The Executive Director may delegate 

his/her authority but shall nevertheless be responsible to the Park Board. The Board 

shall perform an annual written evaluation of the Executive Director or more often as 

may be deemed necessary. 

 

Additionally, the Executive Director will oversee the implementation of the policies of 

the Board of Commissioners through the creation of procedures for the District. A 

procedure is a method of carrying out policies. The Executive Director will also oversee 

the recruitment and hiring of staff. The Executive Director has the authority to approve 

the Emergency Operations Plan and Business Continuity Plan. Again, however, the 

essential job functions of the Executive Director consist of supervising day-to-day 

operations, preparing board materials, and supervising the recreation programs, 

financial procedures, safety and fundraising efforts of the District. 

 

3.1.1.2 Tax Levy  

The Park Board shall levy taxes in order that funds may be available for the operation 

and maintenance of parks, recreation facilities, programs and services. This will be done 
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through the annual approval of a tax levy ordinance, prepared and presented by the 

Executive Director. 

 

3.1.1.3 Budget  

The Park Board shall annually adopt the “Budget and Appropriation Ordinance” which 

will be the budget for the operations of the District for the next fiscal year. 

 

3.1.1.4 Policies  

The Park Board shall develop policies in accordance with the Federal, State and Park 

District Ordinance laws, which will satisfy the park and recreation needs of the 

community, see that the policies are effectively administered, and continually appraise 

and evaluate the effects of established policies in consultation with and 

recommendations from the Executive Director. 

 

3.1.1.5 Public Information  

The Park Board shall assume the responsibility for keeping the Park District residents 

informed on matters concerning the Park District. This will include information on 

recreational programming, finances and proposed capital projects. 

 

3.1.1.6 Official Actions 

While discharging their responsibilities through official actions of the Park Board as a 

whole, Board members may be considered to have Park District jurisdiction over the 

execution of the State of Illinois’ park and recreation laws. In the discharge of their 

duties, Park Board members shall act as an entire Board. 

 

3.1.1.7 Evaluations and Planning 

The Park Board shall assume the responsibility to appraise and evaluate the District’s 

recreation programs, the physical condition of facilities and parks, and the efficiency of 

operations and communication, and to establish goals for recreational programs, land 

development, capital expenditures and delivery of same. 

 

3.1.2 Ethics and Conduct 

3.1.2.1 Non-Compensatory Service 

Board members shall serve without compensation. 
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3.1.2.2 Legal Authority 

As an individual, a Park Board member has no legal authority to make any commitments 

on behalf of the Board as a whole or the Park District. This includes legal agreements, 

purchases and facility usage. Apart from his/her position as a member of the Board, the 

individual has no more authority over park and recreation programs or personnel than 

any other citizen. Board members speak for the Park District as its Board when 

specifically authorized to do so by the Board as a whole. 

 

3.1.2.3 Representation 

The District’s authority reaches into organizations such as the Northwest Special 

Recreation Association, Village of Schaumburg committees, Schaumburg Regional 

Airport Advisory Commission and the Illinois Association of Park Districts. The Park 

Board shall designate a Commissioner or staff representative who shall be authorized to 

represent the District at these organizations’ boards. Pertinent issues shall be submitted 

to the Park Board to determine action to be taken. 

 

3.1.2.4 Board Decisions 

Park Board members will make decisions involving welfare of the community based on 

study data and evidence rather than feelings, prejudices, personal opinions and other 

similar factors. 

 

3.1.2.5 Board Unity 

Park Board members should accept the principle of Board unity and the subordination 

of personal interests by accepting and supporting majority decisions of the Board and 

aligning themselves with Board policies and actions. Park Board members represent all 

resident of the Park District and therefore should avoid partnerships and association 

based on special interests. 

 

3.1.2.6 Relationship to Executive Director 

Park Board members should honor and respect the Board’s delegation of authority and 

responsibility to the Executive Director by:  

A. requesting desired information directly from him/her 

B. referring to his/her recommendations for policies, programming and 

finances,  

C. refraining from acting on any complaint until after the Executive Director 

has had an opportunity to investigate fully and report; and  

D. supporting approved actions of the administration. 



9 
 
 

 

 

3.1.2.7 Campaigns 

Park Commissioners shall abide by the State Official and Employees Ethics Act and shall 

not, under any circumstances, request or demand Park District staff to assist with their 

campaigns for election, or those of any other candidate for public office. 

 

3.1.2.8 Gifts and Gratuities 

Park Commissioners shall abide by the State Officials and Employees Ethics Act and Park 

District Ethics Ordinance 04-5-4P. In brief, the Gift Ban allows item(s) from any one 

prohibited source during any calendar year having a cumulative total value of less than 

$100, and food or refreshments less than $75 in value on a single calendar day. 

 

3.1.2.9 Liability Insurance 

The Park District shall provide liability insurance to protect Park Board members from 

legal action that may be taken against them due to their actions as Schaumburg Park 

District Commissioners. 

 

3.1.2.10 Conflict of Interest 

Park Board members must avoid conflicts of interest by disclosing their financial 

interests with companies and organizations conducting District business and abstaining 

from voting on any such action that might involve such companies and organizations. In 

the event a financial or pecuniary interest may be involved, the Park Board member 

with such interest shall notify the Park District attorney prior to taking part in any 

deliberation or vote with respect to issue. 

 

3.1.2.11 Commissioner Non-Employee and Nepotism 

Under no circumstances can a sitting Commissioner be an employee of the District. 

Further, a Commissioner cannot be retained as an independent consultant or contractor 

by the District.  

 

In addition, no relative of a sitting Commissioner can be hired into a District position. 

 

3.1.2.12 Volunteer Organizations and On-site Volunteers 

   3.1.2.12.1 DEFINITIONS 
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3.1.2.12.1.1 “Volunteer Organization” for purposes of this section 
means any incorporated organization, such as a not-for-
profit corporation, or any unincorporated association, 
club, or organization that utilizes, or has an accepted 
proposal to utilize, or have any of its officers, members, 
or affiliated volunteers utilize any specific SPD property, 
or portion thereof, and/or facilities or portion thereof, 
on a frequent and ongoing or seasonal basis.  “Frequent 
and ongoing” for purposes of this subsection and 
subsection 3.1.2.12.9.2 means used at least one day per 
week for at least two consecutive months, and does not 
mean or include the occasional rental of a room in an 
SPD facility held out to the public for rent and used for 
the purpose of holding the organization’s meetings. 

 
3.1.2.12.1.2 “On-Site Volunteer” for purposes of this section means 

any officer, director, board member, employee, 
representative, or volunteer of any Volunteer 
Organization. 

 
3.1.2.12.1.3 “Relative” for purposes of this section means and 

includes the following relationships, whether by blood, 
marriage, or legal action, such as adoption, and also 
includes step and general relationships:  spouse and civil 
union partner; parent; grandparent; sibling; child; 
aunt/uncle; nephew/niece; cousin; or any relative living 
in a Park Commissioner’s residence. 

 
3.1.2.12.1.4 “SPD Vendors or Contractors” for purposes of this 

section means any individual, company, firm, or entity 
with whom or from whom the SPD is under contract 
with, or has entered a contract with, or has issued a 
purchase order or purchase orders for any personal 
property, supplies, materials, equipment, goods, 
services, or work, or for improvements to any SPD 
property or facilities totaling in excess of $25,000 in any 
calendar year  within the preceding five (5) years, or any 
bank with whom the SPD has a current banking services 
relationship, or any individual company, firm, or entity 
with whom or with which the SPD has a current 
professional services agreement.  For purposes of this 
subsection, vendor does not include any nationally 
franchised store, such as Home Depot, or online 
shopping websites, such as amazon.com.  
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3.1.2.12.1.5 “SPD Vendor” for purposes of this Section means 
volunteers under the supervision and control of the SPD 
and who perform volunteer work as directed by the full 
time Supervisor who is responsible for the program area 
to which such volunteers are assigned, and does not 
include On-Site Volunteers under the direction and 
control of Volunteer Organizations. 

 
3.1.2.12.2 REQUEST FOR ASSISTANCE. Any requests for on-site assistance 

(including space and supplies) shall be submitted in advance, in 
writing to the SPD full time Supervisor who is responsible for the 
program area involved in the request.  

 
3.1.2.12.3 ON-SITE VOLUNTEER’S AGREEMENT TO COMPLY WITH SPD 

POLICIES.  As with all SPD volunteers, all On-Site Volunteers shall 
also agree to comply with District policies concerning EEO, 
harassment, and safety, and shall have authorized a criminal 
background investigation to determine if each volunteer of the 
Volunteer Organization has been convicted of any of the 
enumerated criminal or drug offenses listed in Section 8-23 of 
the Park Code (70 ILCS 1205/23). 

 
3.1.2.12.4 NO AUTHORIZATION TO DIRECT STAFF OR RESIDENTS.  No 

Volunteer Organization, On-Site Volunteer, or SPD volunteer, 
shall be authorized to direct any SPD employee or resident, or 
speak as an agent of the SPD to anyone. 

 
3.1.2.12.5 NO REPRESENTATION OF EMPLOYMENT OR AGENT OF SPD OR 

SPF.  No Volunteer Organization, nor shall any officer, director, 
board member, employee, member, or volunteer of any such 
Volunteer Organization, nor shall any SPD volunteer, hold itself, 
themselves, himself or herself out to the public as being 
employed by, a representative of, or agent for the SPD or the 
SPF.  

 
3.1.2.12.6 NO SOLICITATION OF SPD STAFF.  No Volunteer Organization or 

On-Site Volunteer, or SPD volunteer, shall solicit SPD employees 
for financial support or donations of monies or goods. 

 
3.1.2.12.7 NO SOLICITATION ON BEHALF OF SPD OR SPF.  No Volunteer 

Organization or On-Site Volunteer shall solicit any financial 
support or donations for monies or goods on behalf of the SPD 
or the SPF.  Any solicitation communications of monies and/or 
goods shall identify the recipient Volunteer Organization.  
Neither the SPD name nor the SPF name shall be used on any 
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solicitation communication or in connection with any 
solicitation. 

 
3.1.2.12.8 NO SOLICITATION OF SPD VENDORS OR CONTRACTORS.  No 

Volunteer Organization, On-Site Volunteer, or SPD volunteer 
shall solicit any SPD Vendor or Contractor for financial support or 
donations of monies or goods for any Volunteer Organization. 

 
3.1.2.12.9 VOLUNTEER ORGANIZATION DOCUMENTATION REQUIREMENTS.      

Prior to entering upon and using SPD property, or any portion 
thereof, on a regular or seasonal basis, the Volunteer 
Organization shall have filed with the SPD the following 
documentation: 

 
3.1.2.12.9.1 Corporate Documents or Assumed Name Filing.   

 
1. Copies of its articles of incorporation as a not-for-

profit corporation and its bylaws; OR 
 

2. If the Volunteer Organization is not incorporated, 
evidence that the name under which the Volunteer 
Organization does business has complied with and is 
registered in Cook County under the provisions of 
the Assumed Business Name Act, together with 
copies of its constitution and all amendments and 
bylaws of the association. 

 
3.1.2.12.9.2 Written License Agreement Unless Waived.  Volunteer 

Organizations shall enter a written license agreement 
with the SPD to use any park property on a frequent and 
ongoing or seasonal basis, which shall include that the 
Volunteer Organization procure and maintain its own 
commercial general liability insurance, unless the Park 
Board determines that the size of the property or space 
is de minimis, and the activities of the Volunteer 
Organization and its On-Site Volunteers and potential 
liability arising out of its activities are, will or can be 
covered by the SPD’s insurance or risk management 
agency/insurance pool at no or minimal cost to the SPD. 

 
3.1.2.12.9.3 Documents Required Prior to Solicitation of Donations.  

If the Volunteer Organization intends to use, or is 
utilizing, any specific SPD property, or portion thereof, 
on a frequent and ongoing or seasonal basis, then before 
the Volunteer Organization solicits any donations of 
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funds or goods it shall have first filed with the SPD the 
following documentation: 

 
1. Proof of registration with the Illinois Attorney 

General’s Office (the “AGO”) under both the 
Charitable Trust Act (760 ILCS 55/1, et seq.) and the 
Solicitation for Charity Act (225 ILCS 460/1, et seq.) 
(collectively referred to herein as the “Charitable 
Organization Laws”) by filing with the SPD a copy of 
the Charitable Organization Registration Statement 
(Form CO-1) that has been filed with the AGO. 

 
2. If the Volunteer Organization intends to solicit 

charitable donations of money or property, and 
represent to the public that donations to the 
Volunteer Organization will be tax deductible for 
federal income tax purposes, then also furnish a 
copy of the IRS Determination Letter with respect to 
501(c)(3) or 501(c)(4) status, or if pending, a copy of 
IRS Form 1023 or 1024.  If not available, provide 
written explanation. 

 
3.1.2.12.10 NO PARK COMMISSIONER OR RELATIVE SHALL SOLICIT 

DONATIONS FROM SPD VENDORS OR CONTRACTORS.  No Park 
Commissioner or relative of any Park Commissioner shall 
knowingly solicit donations of funds or goods on behalf of any 
Volunteer Organization from any SPD vendors or contractors, or 
represent or infer to any such vendors or contractors that the 
Volunteer Organization is in any way affiliated with the SPD or 
the SPF so as to avoid any actual, or even the appearance of, any 
undue influence, conflict of interest, or impropriety. 

 

3.1.2.12.11 NO PARK COMMISSIONER’S RELATIVE SHALL ACT AS 
REPRESENTATIVE OF ANY VOLUNTEER ORGANIZATION IN 
DEALING WITH DISTRICT.  Family relationships in the workplace 
create the perception of favoritism, questions regarding 
impartiality of workplace decisions, conflicts of interest, and with 
respect to relatives of Park Commissioners, fear of reprisals.  
While the relative of a Park Commissioner may be an On-Site 
Volunteer for other purposes, no relative of a Park 
Commissioner shall act as the representative or spokesperson 
for the Volunteer Organization in any dealings between the SPD 
and the Volunteer Organization, including, without limitation, 
making any request for assistance on behalf of the Volunteer 
Organization as provided in Section 3.1.2.12.2, nor shall the 
relative of any Park Commissioner participate in any negotiations 
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between the Volunteer Organization and the SPD with respect to 
any license agreement or request for waiver thereof as provided 
in Section 3.1.2.12.9.2, or in any negotiations with regard to any 
service agreement or other agreement that establishes the 
terms and conditions as between the SPD and the Volunteer 
Organization that utilizes or intends to utilize any SPD property, 
or portion thereof, or SPD facilities on an ongoing or seasonal 
basis. 

 
3.1.2.12.12 POLICY VIOLATIONS – DISRUPTION OF OPERATIONS.  The SPD’s 

Executive Director reserves the right to limit the use of SPD 
property and/or facilities in the event of any policy violation, or 
disruption in the operations of the SPD.  The Park Board reserves 
the right to terminate any right or privilege of a Volunteer 
Organization to possess, occupy, or utilize any SPD property, or 
any portion thereof, or any facilities of the SPD in the event of 
any policy violation on not less than 30 days’ written notice, 
unless expressly provided otherwise in a written license 
agreement, lease or easement or other written agreement. 

 

3.1.3 Park Board Membership 

3.1.3.1 Number of Commissioners 

The Park Board shall consist of five members elected by the Park District residents in 

April of any year in which a Commissioner’s four-year term expires. 

 

3.1.3.2 Commissioner Term 

 A Park Commissioner shall be elected to serve for a term of four years. 

 

3.1.3.3 Election of Commissioner on the Consolidated Election Ballot 

The Schaumburg Park District shall adhere to all statutes of the State of Illinois governing 

election of open seats on the Board of Commissioners. The Executive Director shall place 

a notice in a newspaper of local circulation indicating how many seats and what terms 

are available to be filled and inviting interested residents of the Schaumburg Park 

District to file. The election information packet shall be available for those individuals 

who pull petitions for the office of Commissioner. Those packets shall include 

information to assist a prospective candidate in running for Commissioner. Below are 

examples of what might be provided: 

A. Letter from the Executive Director on how and when to file 

B. Receipt for Election Documents 
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C. Statement of Candidacy 

D. Notice of Obligation; Letter from State Board of Elections 

E. State Candidate’s Guide 

F. Statement of Economic Interest Form 

G. Loyalty Oath 

H. Petition for Nomination Forms 

I. Policy of Powers and Duties of the Board 

J. Code of Fair Campaign Practices 

For those candidates who have filed petitions for the office of Commissioner, the 

Schaumburg Park District shall have packets of information available to assist them in 

learning about the District. Examples of what the District would provide are: 

A. History of the Schaumburg Park District 

B. Mission, Vision, and Values 

C. Organizational Charts 

D. Board and General Policy Manual 

E. Agency Goals and Objectives 

F. Calendar of Regular Meetings 

G. Previous 12 months of Program Guides 

 

3.1.3.4 Removal of Commissioner from Office 

An office of Park Commissioner will be declared vacant if one of the following occurs to a 

current member: 

A. Death 

B. Resignation 

C. Commissioner no longer residing within District boundaries 

D. Commissioner no longer legally entitled to vote 

E. Convicted of a crime that violates the official oath 

F. Refusal to take the oath of office 

G. Neglects to perform duties of office by missing at least four consecutive 

regularly scheduled meetings 

H. Removal from office by the courts 

I. Violation of the SPD Electronic Policies for Elected Officials 

J. Election of Commissioner legally declared void 

K. Any other reason specified by law 

 

3.1.3.5 Filling Vacancies 

In the event of a vacancy on the Schaumburg Park District Board of Commissioners, the 

Board may elect, at their discretion, to fill the vacancy by appointment, as set forth in 
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the Park District Code (2-25). Below are the procedures to follow for appointment 

vacancy: 

 

A.   Press Notice: A press release will be given to a newspaper of local circulation 

to advise of a vacancy and request interested citizens to apply for the 

position. Such notice will also be published on the District’s website 

(parkfun.com). A minimum of two weeks will be allowed to give interested 

parties time to send in resumes. The names of those who apply will not be 

made public until the appointment is made. 

B.   Interview of Candidates: An interview may be arranged with selected 

applicants at a special meeting held for the purpose of filling the vacancy on 

the Board. At this meeting, or a subsequent special meeting, the sitting 

Board members will select an applicant by a simple majority vote. 

C.   Notification of Candidate: After selection of the new Commissioner, the 

President of the Board will notify the chosen applicant. Upon acceptance of 

the position by the chosen applicant, the other applicants will then be 

notified. No new release will be issued until all applicants are notified. 

D.   Swearing-In of Appointee: The chosen applicant will be sworn in at a board 

meeting and will sign an “Oath of Office”. The appointed Commissioner shall 

hold office until the next regularly- scheduled election of Commissioners per 

Park District Code. 

3.1.4 Officer Appointments and Duties 

3.1.4.1 Elections and Appointments 

At the Board annual meeting each May, the Board shall elect its officers. At the Board 

regular meeting each June, the Board shall make appointments to committees to 

outside agencies requiring Park District representation. 

 

3.1.4.2 Term of Office  

The term for officers and appointees shall begin upon their election or appointment 

respectively and shall continue for the period of one year or until their successors shall 

be elected or appointed and qualified. 

 

3.1.4.3 President 

The President shall serve as the executive officer of the Board, and as such has the 

following duties: 

A. Preside at all meetings of the Board. The President is considered to be a 

member of the full Board and therefore able to vote on all matters before it. 
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B. Establish and maintain an effective working relationship with the Executive 

Director. 

C. Communicate with all other Board Commissioners on information and 

issues affecting the District. 

D. Serve as the primary spokesperson for the Board. 

E. Appoint the members and chair persons of the standing and ad hoc 

committee, as well as representatives of outside organizations, all subject to 

approval by the Board as a whole. 

F. Oversee compliance with all ordinances and policies of the Board and 

ensure that Boards are faithfully executed. 

3.1.4.4 First Vice President 

In the absence of the president or in the event of the president’s refusal or inability to 

act, it shall be the duty of the first vice-president to preside at meetings of the Board and 

to perform such duties as pertain to that office. 

 

3.1.4.5 Second Vice President 

The second vice-president shall, in the absence of the of the first vice president, perform 

such duties as pertain to that office. 

 

3.1.4.6 Treasurer 

The treasurer acts as the financial officer of the Park Board and works directly with the 

Administrative staff in concerning the District’s budget, audit, financial position and all 

other related policies. He or she will also sign all financial documents as needed. 

 

3.1.4.7 Secretary 

It shall be the duty of the secretary to be present at all meetings of the Board and to 

keep an accurate record of all official proceedings of the Board; to keep and sign 

minutes at each regular meeting, and to record and securely maintain closed session 

recordings. These duties may be delegated to an employee of the District. 

 

3.1.4.8 Attorney(s) 

The attorney(s) shall be the advisor(s) of the Board and staff in all legal matters 

concerning Park District affairs. The remuneration and working arrangements of the 

attorney(s) shall be reviewed yearly by the Board of Commissioners via an annual 

appointment and execution of a contract agreement. 
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3.1.4.9 Assistant Treasurer 

Per Ordinance 12-10-2P, the assistant treasurer shall have all the powers and duties of 

the treasurer in the event the treasurer is unable to perform the duties of that office. 

 

3.1.4.10 Assistant Secretary 

Per Ordinance 12-10-3P, assistant secretary shall have all the powers and duties of the 

secretary in the event the secretary is unable to perform the duties of that office. 

 

3.1.5 Meetings 

3.1.5.1 Organizational Meetings 

The organization meeting of the Park Board shall be the first regular meeting date in 

May. Board officers are elected and appointments to the Board are made at this annual 

meeting. 

 

3.1.5.2 Regular Meetings 

The regular meeting of the Park Board shall be held on the second Thursday of each 

month in the board room at the Jerry Handlon Administration Building at 235 E. Beech 

Drive, at 7:00 p.m. unless the Board designates some other place, date or time 

consistent with the requirements of the Illinois Open Meetings Act. If the designated 

meeting falls on a holiday, the meeting date shall be reassigned accordingly by the Park 

Board. 

 

3.1.5.3 Special and Emergency Meetings 

Special meetings may be called by the President or any two members of the Board. 

Notice of such meetings, stating the purpose, date, time and location shall be served 

upon members through the secretary, by delivering a copy of such notice to each 

member at least one day prior to said meeting. When it is not feasible to deliver written 

notice, a telephone call shall be made to each member, one day prior to such meetings. 

The news media must receive a 48-hour advance notice of any special meeting called by 

the Park Board. 

 

Notice of a meeting for a bona-fide emergency shall be given as soon as practicable, 

even if less than 48-hours prior to the meeting. 

 

3.1.5.4 Quorum 
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The presence of the majority (3) of the five Park Board members shall constitute a 

quorum. 

 

3.1.5.5 Closed Session 

Such session may be requested in motion from by any Board member during the course 

of any regular or special meeting, or for a future regular or special meeting, as defined 

by the Illinois Open Meetings Act. Notice must be passed by a roll call vote. Close 

Sessions shall be tape recorded per Illinois Open Meetings Act. All Board action must be 

conducted in open meeting. 

 

3.1.5.6 Rules of Order 

The Board shall follow “Robert’s Rules of Order” in all questions of meeting procedure 

not otherwise provided herein. 

 

3.1.5.7 Agenda 

The agenda of Park Board meetings shall be prepared by the Executive Director and 

distributed to Commissioners, the press, and posted at the administration building no 

less than 48 hours prior to the meeting. The agenda shall be in the following format: 

 

  A. Opening Items 

1. Call to Order  

2. Roll Call 

3. Pledge of Allegiance 

4. Approval of Agenda 

B. Presentations/Introductions 

C. Approval of Minutes 

1. Approval of Minutes of Previous Regular Meeting 

D. Communications 

1. Mail 

2. Audience Comments 

E. Committee Reports 

1. Finance Committee 

F. Bill List  

1. Approval of Approved & Previously Pail Bill List 

G. Information Items 

1. Department Updates & Upcoming Events 

H. Action Items 

I. New Business 

J. Other Items 
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K. Adjournment to Executive Session 

L. Adjournment 

 

3.1.5.8 Meeting Records 

All minutes, ordinances, resolutions and other proceedings of the Board will be in 

writing and kept in a regular book of records open to public inspection at all reasonable 

and proper times as prescribed by law. Copies of the foregoing will be available, as 

provided in the Public Records Act (Chapter 116, Illinois Revised Statutes). 

 

3.2 PARK BOARD COMMITTEES 

3.2.1 Committee Creation 

Standing and ad hoc committees shall be created by the Park Board on 

recommendations by the Park District staff, existing Board committees, or citizens. 

 

3.2.2 Function 

Board committees shall serve the Park Board in an advisory capacity without legal 

authority and make recommendations to the Board as a whole concerning Park District 

matters assigned to their investigation or review. 

 

3.2.3 Issues and Topics 

All issues and topics investigated by committees shall be analyzed from the standpoint 

of Park Board policy to direct and assist the staff in the administration of Park District 

affairs. The conclusions arrived at by the various committees concerning all matters 

assigned to them for analysis shall then be presented by the committee chairperson to 

the Park Board as a whole for consideration and official action. 

 

The president of the Park Board appoints committee members and may be a member of 

any such committee. The Schaumburg Park District operates on a committee structure 

which uses appointed citizens from the community to serve on an advisory committee. 

The recommendations of these committees are not binding at the board level but are 

seriously considered. Members of the Park Board sit on each advisory committee. 

 

3.2.4 Standing Advisory Committees 

Standing committees are created by an ordinance approved by the Park Board. This 

ordinance sets forth for each standing committee its purpose, number and makeup of 

members, their terms, meeting times, quorum requirements and duties. In general, 
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standing committees have a mix of Park Commissioners, citizens and staff who are 

appointed for a one-year term. They meet to provide input and advice to the Park Board 

on a particular topic. The current standing committees are Finance, Joint Advisory and 

Naming, all created by Ordinance 13-6-5P and amended by Ordinance 20-3-2P. 

 

3.2.5 Ad Hoc Committees 

Ad hoc committees shall be created by the Park Board to study a specific Park District 

issue and shall terminate at the completion of the study at hand. Ad hoc committee 

members shall be appointed by the Board president. 

 

3.2.6 Joint Committees 

Joint committees may be created by the Park Board and consist of two or more standing 

committees and their members. Joint committees may also be formed to study specific 

issues concerning the Park District and therefore perform similar functions as described 

above. 

 

3.3 EMPLOYEES 

The District’s organizational charts can be found in the Appendices section of this document. 

 

4. POLICY DEVELOPMENT, IMPLEMENTATION, AND DISTRIBUTION 

4.1 POLICY DEVELOPMENT 

The Board of Commissioners will determine Park District policies (approved rules or regulations) 

governing such things as the approval of contracts, budget, revisions to the General Use 

Ordinance, by-laws, audits, legal and other professional services, tax levies, recreation, 

investment and other policies as needed. Policies are created and approved based on 

ordinances, resolutions and generally accepted practices in the field of parks and recreation in 

order to serve the community and conduct in a fair, transparent and consistent manner. All 

policies of the Board will follow applicable state statutes.  

 

4.2 POLICY IMPLEMENTATION 

The Executive Director will oversee the implementation of the polices of the Board of 

Commissioners through the procedures of the District. A procedure is a method of carrying out 

policies. The Executive Director will also oversee the recruitment and hiring of staff, supervision 

of day-to-day operations, preparation of board materials, and supervision of the recreation 

programs, financial procedures, safety, and fund-raising efforts of the District. 
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4.3 POLICY AND MANUAL DISTRIBUTION 

The Board and General Policy manual will be distributed to all Board members and employees of 

the District. The Employee Manual will also be distributed to all employees. Other policy and 

departmental operations manuals will be distributed to full-time and part-time staff as needed. 

Furthermore, the manuals will be redistributed as any changes or updates occur. Department 

Heads will be responsible for distribution and sign off sheets for manual distributions within 

their areas of responsibility. Personnel and related manuals distribution and sign off will be 

managed by the Director of Human Resources. 

5. POLICIES 

5.1 BOARD OF PARK COMMISSIONERS POLICIES 

5.1.1 Dissemination of Information to the Board and Committees 

It is the policy of the District to provide sufficient, timely, and appropriate information 

and analysis to the Board in order to allow them to conduct the business of District at 

public meetings. Such information, in general, will be provided for agenda items for each 

public meeting, public hearing, etc., at a minimum of six days prior to the Board 

meeting. For committee meetings, the information will be provided at least three days 

prior to the meeting. Each Commissioner shall have this information electronically or 

available for pick up by request. In addition, packets are made available to the press on 

the day of the meeting. 

 

5.1.2 Board Professional Development Policy 

The District encourages the professional development of Commissioners in the field of 

recreation services. As such, opportunities to attend and participate in professional 

conferences, conventions, workshops, seminars and technical meetings offered by 

organizations like the Illinois Park and Recreation Association (IPRA), National 

Recreation and Park Association (NRPA) and Illinois Association for Park Districts (IAPD) 

and other similar associations shall be provided at District expense subject to budgetary 

constraints and in accordance with the District’s Ordinance Regulating and Establishing 

Procedures for Reimbursement of Travel, Meal and Lodging of Officers and Employees 

of the Schaumburg Park District and the Per Diem Policy. Attendance at these sessions 

helps to improve the Board’s general knowledge of recreational issues and trends. 

 

5.1.3 Board Professional Associations Policy 

The District shall establish membership in and pay dues for Park Board members to the 

National Recreation and Park Association (NRPA) and the Illinois Association of Park 
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Districts (IAPD) or any other professional association approved by the Park Board. 

Because both the NRPA and IAPD serve the educational, legislative and research needs 

of the Park Board which subsequently benefit the District, and because members of the 

NRPA and IAPD boards of directors and committees are drawn from commissioners 

from throughout the nation and state, the Park Board encourages its members to serve 

on the boards and committees of the NRPA and the IAPD, and the District shall 

reimburse any and all usual and customary expenses incurred by Park Board members 

which are directly related to their involvement with NRPA and IAPD boards and 

committees. 

 

5.1.4 Policy Regarding Use of E-mail and Cell Phone Text Communications for the Members of 

the Board of Park Commissioners and Its Subsidiary Committees 

5.1.4.1 Statement of Purpose 

The Illinois Open Meetings Act (5 ILCS 120/1, et seq.) (the “OMA”), the Illinois Freedom 

of Information Act (5 ILCS 140/1, et seq.) (the “FOIA”), and the Local Records Act (50 

ILCS 205/1, et seq.) (the “LRA”), have been amended to expressly apply to the use or 

preservation of e-mail and cellular phone texting and other electronic communication. 

 

The OMA defines a “meeting” as follows:  “Meeting” means any gathering, whether in 

person or by video or audio conference, telephone call, electronic means (such as, 

without limitation, electronic mail, electronic chat and instant messaging), or other 

means of contemporaneous interactive communication, of a majority of a quorum of 

the members of a public body held for the purpose of discussing public business or, for a 

5-member public body, a quorum of the members of a public body held for the purpose 

of discussing public business. (5 ILCS 120/1.02) (emphasis added). 

 

The FOIA defines “public records” as follows:  “Public Records” means all records, 

reports, forms, writings, letters, memoranda, books, papers, maps, photographs, 

microfilms, cards, tapes, recordings, electronic data processing records, electronic 

communications, recorded information and all other documentary materials pertaining 

to the transaction of public business, regardless of physical form or characteristics, 

having been prepared by or for, or having been or being used by, received by, or in the 

possession of, or under the control of any public body. (5 ILCS 140/2(c)) (emphasis 

added). 

 

The LRA defines “public record” in relevant part as follows:  “Public record” means any 

book, paper, map, photograph, digitized electronic material, or other official 

documentary material, regardless of physical form or characteristics, made, produced, 

executed or received by any agency or officer pursuant to law or in connection with the 

transaction of public business and preserved or appropriate for preservation by such 

agency or officer, or any successor thereof, as evidence of the organization, function, 
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policies, decisions, procedures, or other activities thereof, or because of the 

informational data contained therein. 

 

In order to avoid complaints and charges of violations of the OMA, it is desirable to 

adopt a policy limiting the use of such means of communication to matters that would 

not constitute the discussion of public business so as to come within the scope of OMA. 

 

With regard to the Freedom of Information Act (5 ILCS 140/1, et seq.) (“FOIA”), public 

records are matters subject to production to members of the public and the media 

under the FOIA.  Also, the Illinois Attorney General’s Office issued its binding Public 

Access Opinion No. 11-006 in which it determined that e-mails and text messages that 

related to the transaction of public business, but were sent from and received by the 

private e-mail accounts and private cellular phones of elected officials, were 

nevertheless “public records” and were subject to disclosure under Section 2(c) of the 

FOIA.  The Fourth District Appellate Court in a case entitled City of Champaign v. Lisa 

Madigan, Case No. 2013 Ill.App. 4th 120662, issued an opinion that holds to the 

contrary, in part, and is limited by the fact that much of the holding is dicta.  It is 

anticipated that that case will be appealed to the Illinois Supreme Court, and that the 

legislature will ultimately amend the OMA and the FOIA to clarify the law in the future.  

In the interim, Public Access Opinion No. 11-006 stands as the law at least to the extent 

it is not expressly contradicted by the holding in the City of Champaign case, supra. This 

means that e-mail and/or text messages that an elected official receives, even if 

directed to his or her private e-mail address, or his or her private cell phone number, 

will likely be subject to disclosure under the FOIA if the communication pertains to Park 

District business.  To the extent that use of e-mail, text messaging or other electronic 

communication may constitute a gathering of a majority of a quorum of a particular 

public body if communication concerning public business takes place, it constitutes a 

meeting, requires that minutes be taken, and the records surrounding it would also 

become public records.  This means that in the event of an FOIA request or litigation or 

governmental inquiry concerning conformance with the OMA or other related subjects, 

the e-mail, text message or other electronic communication in question will have to be 

disclosed unless it is otherwise exempt under the FOIA, and may be discoverable, along 

with the computer hardware or cell phone on which the e-mail or text message is or was 

at one time stored in litigation.   

 

Moreover, to the extent e-mail communications, text messages or other electronic 

material constitute a public record, they must be permanently maintained by the Park 

District in accordance with the LRA and shall be subject to the Schaumburg Park District 

Electronic Mail (“E-Mail”) Retention Policy. 

 

5.1.4.2 Scope of Policy 
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This policy is intended to cover e-mail, meaning electronic message, whether text, 

graphics, attachments or other, transmitted through the Internet, an intranet, a wireless 

voice/data carrier or service or other similar means.  Use of the term “e-mail” 

throughout this policy shall be interpreted to refer to all the aforesaid, and any other 

similar or new technologies. 

 

This policy is intended to include, without limitation, e-mail sent by and between all 

members of all public bodies and subsidiary advisory committees of the Schaumburg 

Park District, including the Board of Park Commissioners (the “Board”), and the Board’s 

various standing committees, and ad hoc committees and other advisory or subsidiary 

bodies and subcommittees, as the case may be, each of which is referred to herein as a 

“Public Body” to which this policy shall be applicable. 

 

This policy does not restrict e-mail communication between a member of a Public Body 

and a public employee of the Park District, unless the public official and the public 

employee in question are both a member of a Public Body whose business to which the 

communication relates.  This policy also does not restrict e-mail communication 

between two members of the Board, or between two members of any five member 

advisory committee, or between less than a majority of a quorum of any such Public 

Body or between two members, for example, between two Park Commissioners to 

discuss public business, but e-mail communications between three or more Park 

Commissioners, three members of a five member advisory committee, or a majority of a 

quorum or more of any such advisory committee, i.e., Public Body, about public 

business shall be prohibited. 

 

5.1.4.3 Prohibited Use of E-Mail by Board and Committee Members 

E-mail shall not be used to discuss or transmit messages discussing public business 

among a majority of a quorum or more members of any District standing or ad hoc 

advisory committees, subsidiary bodies, or subcommittees of each such Public Body. 

Members of committees which are made up of three or fewer members shall be 

prohibited from the use of e-mail communications to discuss public business with 

another member of their committee.  

 

In order to comply with the prohibitions set forth in the OMA, the Board, and each of its 

members, and each of its advisory committees and the members of each advisory 

committee, shall not e-mail messages and/or send other communications or 

attachments concerning Park District business to other Park Commissioners, or advisory 

committee members, except as provided in the Permitted Uses of E-Mail section. 

 

5.1.4.3.1 Prohibited Uses of E-Mail by Other Public Bodies 
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No member of any Board, committee, advisory or subsidiary body or 

subcommittee of the Park District shall e-mail and/or send other 

communications regarding Park District business to any other members of the 

Public Body of which he or she is a member, except as provided in the Permitted 

Uses of E-Mail section. 

 

5.1.4.3.2 Electronic Chat Rooms/Instant Messaging/Social Networking 

Prohibited 

Electronic chat rooms/instant messaging, and social networking sites (e.g., 

Facebook and LinkedIn), are inherently detrimental to the open meetings 

process and members of Public Bodies shall not utilize any such social media to 

conduct or otherwise communicate Park District business, except as provided in 

the Permitted Uses of E-Mail section. 

 

5.1.4.3.3 Bulletin Boards and Blogs Prohibited 

Bulletin boards, microblogging sites (e.g., Twitter), photo and video-sharing sites 

(e.g., YouTube), wikis (e.g., Wikipedia), blogs or other similar formats, which 

permit the development of “discussion threads” shall not be utilized by 

members of a Public Body to conduct or otherwise communicate Park District 

business, except as provided in the Permitted Uses of E-Mail section. 

 

Because chat rooms, instant messaging, bulletin boards, blogging and other 

social networking sites and similar formats involve real time communication, 

great care should be used by Public Body members utilizing these methods of 

communication to be certain that not more than a majority of a quorum of any 

Public Body of the District are ever communicating together at the same time 

utilizing such method. 

 

5.1.4.4 Permitted Uses of E-Mail 

E-mail may be used for routine communications from the Executive Director, Director of 

Finance & Administration, Department Heads and/or Park District support staff to 

members of a Public Body, however, if such communications request or are intended to 

elicit a reply from members of a Public Body, the reply should be sent only to the sender 

if it contains discussion of public business.  E-mail by and between a majority of a 

quorum or more members of any Public Body shall be limited to dissemination of 

information and may not include deliberation, debate or decision making. 

 

Examples of acceptable e-mail subjects by and between a majority of a quorum or more 

members of any other Public Body include: 
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A. Requests for available dates and times for meetings. 

B. Meeting reminders. 

C. Transmittal of agenda materials in advance of a meeting. 

D. Communication with Park District staff and other messages to staff, 

provided they do not involve deliberation, debate or discussion of public 

business relating to the public body. 

 

Two Board members, two Finance Committee members (as long as it remains a five 

member committee), and three members of the Joint Advisory Committee (as long as it 

remains a seven member committee), may correspond among themselves regarding 

matters of Park District business.  Members of other Park District boards, commissions, 

committees, subcommittees, advisory or subsidiary boards and subcommittees may 

correspond among themselves regarding matters of Park District business, provided that 

any such communication does not involve a group of such board, commission, advisory 

or subsidiary board or subcommittee members that constitutes a majority of a quorum 

of such Public Body or more.  Members of the Naming Committee and the Ethics 

Committee (assuming they each remain three member committees) may not 

communicate among themselves about Park District committee business by electronic 

means and may only discuss public business relating to that committee at a duly held 

public meeting in accordance with the OMA.  What constitutes a majority of a quorum 

of a particular Public Body can change if the number of members of that committee are 

changed by the Board, and from time to time depending on the number of vacancies on 

such Public Body.  Generally, however, the majority of a quorum for each of the 

following Public Bodies of the Park District shall be as follows: 

 

 Number of Members  Majority of a 

SPD Public Body (Assuming No Vacancies) Quorum Quorum 

    

Board of Park Commissioners 5 3 3* 

Finance Committee 7 4 3 

Joint Advisory Committee 10 6 4 

Ethics Committee 3 2 2 

Naming Committee 3 2 2 

 

*The Open Meetings Act was amended to provide a special exception for five (5) 

member Public Bodies.  For a five (5) member Public Body, a quorum of the 

members of such Public Body is necessary to discuss public business and the 

affirmative vote of three (3) members is necessary to adopt any motion, resolution, 

or ordinance unless a greater number is otherwise required.  Hence, for the five (5) 

member Board and any five member advisory committee, two members are 

allowed to communicate about Park District or committee business. 
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5.1.4.5 E-Mail from the Public to Members of Public Bodies 

This policy does not apply to e-mail messages sent by staff, citizen(s) or individual(s) 

who is or are not members of the Board or other Public Body with regard to the OMA.  

Nevertheless, such communications with staff, citizens or other individuals would fall 

within the definition of public records under both the FOIA and LRA and are subject to 

disclosure and must be retained by the Park District.  This e-mail policy applies not only 

to Park Commissioners utilizing [insert name of Park Commissioner @parkfun.com] e-

mail address but also to Park Commissioners’ personal e-mail addresses used by said 

individuals at home or work, if the electronic communication arguably concerns Park 

District business.  Accordingly, if a Board member or member of an advisory committee 

receives an e-mail concerning Park District business from another member of the same 

Public Body of which he or she is a member or from a citizen or other third party (other 

than from staff), the recipient shall forward said e-mail message promptly after opening 

it to the Executive Director for preservation.  In the event a member of the public posts 

a message with the Park District through the Park District’s website, and said message is 

directed to the entire Board or one or more Board members, the Executive Director will 

forward said message to the member(s) to whom it is directed or if not so restricted, to 

the whole Board.   

 

5.1.4.6 Caution in Use of E-Mail; No “Reply to All” or “CC” to Other Members of a Public 

Body 

Because of the ease with which e-mail can be forwarded, copied or misdirected, either 

intentionally or inadvertently, use of e-mail should be avoided whenever the subject of 

the e-mail is a sensitive or confidential matter. The Executive Director may provide 

information relating to Park District business to the Board members, attachments or 

other electronic methods. Any response thereto from the Board members regarding 

these communications involving Park District business shall be sent only to the Executive 

Director, and no “reply to all” responses, “forward”, or “cc” of the response shall be 

sent, forwarded or copied to other members of the Board or to other members of 

another Public Body (i.e., an advisory committee) if it pertains to the Park District 

business or the business of that committee.  An appropriate record of these 

communications, if they relate to public business and are public records within the 

definition thereof set forth in the OMA, FOIA and/or the LRA, shall be retained by the 

Park District in accordance with the LRA and the Schaumburg Park District Electronic 

Mail (“E-Mail”) Retention Policy. 

 

5.1.5 Technology Resource Policy for Elected Officials 

mailto:Commissioner@parkfun.com
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This policy addresses use of the Park District’s Technology Resources and governs use by 

elected officials of all Park District owned networks and devices attached to those 

networks, and all Park District owned electronic devices used by elected officials of the 

Park District.  This policy is subject to revision only by approval of the Board of Park 

Commissioners by a duly adopted Resolution of the Board.  The term “technology 

resources” refers to telephones, voice mail, computers (including desk top and portable 

computers, servers, networks, printers, software and storage media), facsimiles, E-mail, 

Internet use, cell phones or other similar network systems and communication devices.  

This policy applies to all elected officials who are authorized to use the Park District’s 

technology resources (referred to as “Elected Official Users”).  Any Elected Official User 

who is granted access to District technology resources through mobile or offsite devices 

is responsible for securing District information and data, including through the use of 

passwords, and will be required to provide the District with access to such devices as 

necessary to protect, retrieve or otherwise use District information created or stored 

on, accessed through or transmitted by such devices.  Unauthorized access to data or 

unauthorized use of technology resources is prohibited.   

 

All District issued technology resources are the property of the Schaumburg Park District 

and as such are to be used for purposes related to Park District business, policy, and 

operations, and upon leaving office because of death, disability, removal from office, 

resignation, or the expiration of the elected official’s term of office, any and all such 

Park District owned devices, such as, but not limited to, a District purchased iPad and/or 

similar device for use by a duly elected Park Commissioner during his or her term in 

office, and all software applications, files and documents thereon, shall be returned to 

the Park District.  All communications and information created on, transmitted by, 

received from, or stored in these technology resources or through the District’s network 

systems may be accessed by authorized Park District personnel.  Elected Official Users 

shall have no ownership or proprietary interests in the Park District’s technology 

resources, whether or not the users have private access or any entry code into such 

resources.  Users specifically consent to the access by and disclosure to the Park District 

of information created, entered, transmitted or received via the Park District’s 

technology resources that is stored by a third-party electronic communication service or 

remote computing service and have no expectation of privacy in such information. 

 

The Park District’s technology resources may not be used to intentionally or 

unintentionally violate any local, state or federal civil or criminal law.  Elected Official 

Users are strictly forbidden from copying or downloading any applications from the 

computer network, copying or loading any applications onto the computer network, or 

the Park District owned device that have not been preloaded on each such electronic 

device and distributed to each of the Elected Official Users for Park District business.  

Elected Official Users may download authorized updates to such programs, software 

and applications.  Elected Official Users shall not disclose information regarding the 
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computer network to, or allowing the use of the computer network or District owned 

device by, any third party.  Elected Official Users are absolutely forbidden from using the 

Park District’s technology resources in any way that may be construed to violate the 

Schaumburg Park District Policy Regarding Use of E-Mail and Cell Phone Text 

Communications for the Members of the Board of Park Commissioners and its 

Subsidiary Committees, the Schaumburg Park District Social Media Policy for Employees 

and Officials, or any other policies of the Park District as may be amended or adopted by 

the Park District from time to time.   

 

Elected Official Users likewise may not transmit any data that is harmful, threatening, 

abusive, malicious, tortious, defamatory, libelous, vulgar, obscene, or invasive of 

another’s privacy.  Elected Official Users are required to take all reasonable steps to 

avoid, eliminate and cease receipt of any potentially improper material.  The E-mail 

system shall not be used to send (upload) or receive (download) copyrighted materials, 

trade secrets, proprietary financial information or similar materials without prior 

authorization from Park District management. If uncertain about whether certain 

information is copyrighted, proprietary, or otherwise inappropriate for transfer, Elected 

Officials should resolve all doubts in favor of not transferring the information and 

consult the Executive Director. Claiming to be a passive recipient of improper material is 

unacceptable. 

 

Users are absolutely forbidden from using the Park District’s technology resources in 

any way that may be construed to engage in or promote discrimination, harassment, or 

otherwise violate any other workplace policies. 

 

The ensure that the use of technology resources is consistent with the Park District’s 

legitimate business interests, the policies of the District, the Open Meetings Act, the 

Freedom of Information Act, and the Local Records Act, the Executive Director may be 

required to request the return of such equipment from time to time to the extent 

permitted or required by applicable state and federal law.  Elected Official Users should 

not have any expectation of privacy with respect to any materials and information 

created on, transmitted by, received from or stored on these systems.  Personal use of 

the District owned equipment or network should be limited and adding or accessing and 

Elected Official User’s private e-mail address or account is discouraged.  Elected Official 

Users acknowledge that the Park District may purge files on its computer at any time, 

without notice.  The Park District is not responsible for any personal files or outside 

project files that may be purged or lost. 

 

These limitations on permissible personal use of the District’s technology resources 

include use of social networking websites.  Elected Official Users are expected to 

maintain a clear line between individual activities and actions as an elected official.  As 

with other personal computer usage, elected officials are advised that the District’s rules 
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and policies apply to social media conduct, including any and all anti-harassment, and 

prohibitions on releasing confidential information.  Before using social media, Elected 

Official Users should review the District’s policies and regulations.   

 

The violation of this Technology Resources Policy for Elected Officials, the Schaumburg 

Park District Policy Regarding Use of E-Mail and Cell Phone Text Communications for the 

Members of the Board of Park Commissioners and its Subsidiary Committees, the 

Schaumburg Park District Social Media Policy for Employees and Officials, and the 

Schaumburg Park District Records Management and Disaster Mitigation Policy, or any of 

them, and each of which is expressly incorporated herein and are sometimes collectively 

referred to herein as the “SPD Electronic Policies Applicable to Elected Officials”, shall 

be grounds for public censure an Elected Official User, and in the event the underlying 

conduct were to also result in the conviction of an infamous crime or an offense 

involving the elected official’s oath, and he or she were to plead guilty to an underlying 

offense which upon conviction would disqualify the elected official from holding office, 

then the Elected Official User could be removed from office. 

 

5.1.6 Commissioner Use of District Facilities, Programs, and Services 

The expectation is that each Commissioner will become familiar with Park District 

facilities and programs based on his or her own personal use and participation in the 

District’s facilities and programs and input from his or her immediate family members 

and others who use District facilities and/or participate in District programs. In fact, 

Commissioners are encouraged to experience District facilities and programs on a 

regular basis based on availability and may do so at no cost to the Commissioner 

provided the use of the District facilities or participation in District programs does not 

compete with revenue generating operations of the District or cause the displacement 

of District revenue through their own use and participation or the use and 

participation by a Commissioner’s immediate family member(s). Such use and 

participation is desirable so that Commissioners are able to reach sound decisions for 

budgeting and necessary changes to maintenance and operations of the District’s 

facilities and programs. To accomplish this, the following privileges are intended for a 

Park District Commissioner’s personal use and use by a Commissioner’s “immediate 

family members” (which for this policy shall mean a Commissioner’s spouse and 

children only unless expressly stated otherwise herein) and does not apply to groups, 

organizations or clubs with which a Commissioner may be associated: 

5.1.6.1 Golf 

See Schaumburg Golf Club & Walnut Greens Policy Regarding Complimentary Golf 

During Non-Peak Hours. 

 

5.1.6.2 Fitness Centers and Pools 
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Commissioners are entitled to a “Premium Plus Family Pass” that allows them and their 

respective immediate family members fitness center membership, which includes use of 

swimming pools, at no charge. In addition, a Commissioner’s respective grandchildren 

and grandchildren’s parents are entitled to swimming pool admission at no charge when 

accompanied by a Commissioner or a Commissioner’s immediate family member. 

 

5.1.6.3 Recreation Programs 

Commissioners and their respective immediate family members are entitled to 

participate in Park District programs at no charge or at “cost”, depending on whether 

the program is wholly a District program or is contracted. Commissioners are 

responsible for the District’s out-of-pocket expense in connection with contracted 

programs or services (e.g., contractual instructors, third party activity and admission 

fees, personal trainers, masseurs, etc.) 

 

5.1.6.4 Boomers Baseball and Schaumburg Stadium Events 

Use of the 25-person suite at the Schaumburg Stadium is available to the District at no 

cost per the Intergovernmental Agreement between the Village of Schaumburg and the 

Schaumburg Park District as amended. 

 

5.2 BUSINESS OPERATIONS POLICIES 

5.2.1 Community Assessment Policy 

The District believes it is important to study the demographics of the community in 

order to more effectively plan and provide leisure services and facilities. Therefore, it is 

the policy of the District to conduct a community wide needs assessment in order to 

accomplish this goal. Such study will be conducted at least once every ten years and be 

updated as needed in conjunction with the strategic plan. 

 

5.2.2 Citizens Input Policy 

In order to ensure that the Schaumburg Park District continues to provide quality park 

and recreation services for the residents of the community, it is the policy of the District 

to involve residents in the planning process for District programs and facilities. Such 

involvement constitutes an interaction between staff and the community for purposes 

of gathering pertinent information. Involvement shall include but not be limited to the 

formation of Board-appointed advisory committees, notification of planning meetings, 

staff and/or Board attendance at neighborhood and community meetings, the 

conducting of seasonal participant program evaluations, and periodic surveying of 

community interests. 
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5.2.3 Gifts, Donations, and Bequests Policy 

The District welcomes and encourages the community’s donation of land, services and 

money for the enhancement of the community. Such donations are to be accepted 

under the following guidelines: 

A. The donation must further the interests of the District’s mission, being  

something that can be utilized recreationally (e.g. land for a park). 

B. Future expenditures for donation, such as clean up or maintenance, must be 

considered by District staff before acceptance of the donation can be 

considered. 

C. Stipulations for acceptance must be reviewed by staff and formally 

approved by the Board in accordance with Ordinance 79-9-2. Stipulations 

are such items as naming, free or other special use by the donor or their 

family, expenditures only for specified items, etc. 

5.2.4 Americans with Disabilities Act (ADA) and Inclusion Policy 

The Americans with Disabilities Act (ADA) was enacted by the Federal government to 

require units of local government to accommodate and attend to the needs of persons 

with a disability.  The District fully supports this Act, and so will constantly strive to 

remove any barriers to participation and facility usage through reasonable 

accommodations. Further, it is the District’s policy to be responsive to the questions and 

needs of citizens with disabilities by appointing an ADA coordinator, as described further 

below in this section. Other policies on accommodations are also set forth. 

 

The Schaumburg Park District believes in the right to an excellent recreational 

experience for all individuals from all backgrounds and ability levels. For individuals that 

require special accommodations, the District is a member of a cooperative agreement 

among 17 districts which form the Northwest Special Recreation Association (NWSRA). 

NWSRA’s team of full-time therapeutic recreation professionals offer safe, quality year-

round opportunities to individuals with disabilities of all ages and ability levels. Activities 

benefit participants through increased self-esteem, physical, social and recreation skills 

development, and improved fitness and health. To inform the public of this service, 

informational brochures will be made available at Schaumburg Park District facilities, or 

at the NWSRA office at Park Central, 3000 W. Central Road in Rolling Meadows. 

 

5.2.4.1 Section One: Service Animals 

The Schaumburg Park District (the “District”) authorizes persons with a disability to use 

service animals (as defined under Title II of the ADA) in District facilities and sites subject 

to the following restrictions: 

http://nwsra.org/
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A. The handler of the service animal must be a person with a disability, and 

upon request by District officials, shall show that the animal qualifies as a 

service animal. The District shall ask if the animal is required because of the 

disability and what work or task the animal has been trained to perform; 

B. Individuals with disabilities accompanied by their service animal, if using a 

facility or in a park, are allowed in any part of the facility or park which the 

general public is allowed, with the exception of employee only spaces, and 

identified hazardous areas; 

C. The service animal, if used in a facility, in a park or out of doors must be 

controlled by the handler. The District may ask an individual with a disability 

to remove a service animal from the premises if: 

1. The animal is out of control and the animal’s handler does not take 

effective action to control it; 

2. The animal is not housebroken; 

3. For miniature horses, the District can determine whether: 

a. The facility can accommodate the type, size, and weight of 

the miniature horse; 

b. The handler has sufficient control of the miniature horse; 

c. The miniature horse is housebroken; 

d. The miniature horse’s presence in a building compromises 

legitimate safety requirements that are necessary for safe 

operation. 

D. If the District properly excludes the service animal, it shall give the individual 

with a disability the opportunity to participate in the service, program, or 

activity without having the service animal on the premises. 

E. The District shall not ask or require an individual with a disability to pay a 

surcharge, even if people accompanied by pets are required to pay fees, or 

to comply with other requirements generally not applicable to people 

without pets.  If the District normally charges individuals for the damage 

they cause, an individual with a disability may be charged for damage 

caused by his or her service animal. 

F. The service animal shall be under the control of its handler. A service animal 

shall have a harness, leash, or other tether, unless either the handler is 

unable because of a disability to use a harness, leash or other tether, or the 

use of a harness, leash, or other tether would interfere with the service 

animal’s safe, effective performance of work or tasks, in which case the 

service animal must be otherwise under the handler’s control. 

G. The District is not responsible for the care or supervision of a service animal. 

H. The District accepts no responsibility for storage of the service animal. 

I. The District accepts no liability for damage to the service animal, or injury to 

the handler, whether caused by the service animal, the handler, another 

visitor to a District facility or site, or any other circumstance. 
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J. The District accepts no liability for damage caused by the handler of the 

service animal, or injury to others caused by the handler of the service 

animal. 

K. The District reserves the right to suspend the use of the facilities or sites by 

the handler if doing so is in the best interests of the District and its 

participants to the extent permitted by law. 

L. The District reserves the right to change, modify, or amend this policy at any 

time, as it would any other policy. 

 

5.2.4.2 Section Two: Telecommunications 

The Schaumburg Park District shall use text telephones (TTYs) or equally effective 

telecommunications systems to communicate with individuals who are deaf or hard of 

hearing or have speech impairments. 

 

When the District uses an automated-attendant system, including, but not limited to 

voice mail and messaging, or an interactive voice response system, for receiving and 

directing incoming telephone calls, that system must provide effective real-time 

communication with individuals using auxiliary aids and services, including TTYs and all 

forms of FCC-approved telecommunications relay systems, including Internet-based 

relay systems. 

 

The District shall respond to telephone calls from a telecommunications relay service 

established under Title IV of the ADA in the same manner that it responds to other 

telephone calls. 

 

5.2.4.3 Section Three: Ticketed Events 

The Schaumburg Park District shall ensure that individuals with disabilities have an equal 

opportunity to purchase tickets for accessible seating, defined as wheelchair spaces and 

companion seats: 

A. During the same hours; 

B. During the same stages of ticket sales, including, but not limited to, pre-

sales, promotions, lotteries, wait-lists, and general sales; 

C. Through the same methods of distribution; 

D. In the same types and numbers of ticketing sales outlets, including 

telephone service, in person ticket sales at the facility, or third-party 

ticketing services, as other patrons; and 

E. Under the same terms and conditions as other tickets sold for the same 

event or series of events. 
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When selling or distributing tickets for a single event or a series of events, the District, 

upon inquiry: 

A. Shall inform individuals with disabilities, their companions, and third parties 

purchasing tickets for accessible seating on behalf of individuals with 

disabilities of the locations of all unsold or otherwise available accessible 

seating for any ticketed event or events at the facility; 

B. Identify and describe the features of available accessible seating in enough 

detail to reasonably permit an individual with a disability to access 

independently whether a given accessible seating location meets his or her 

accessibility needs; and 

C. Provide materials, such as seating maps, plans, brochures, pricing charts, or 

other information, that identify accessible seating and information relevant 

thereto with the same text or visual representations as other seats, if such 

materials are provided to the general public. 

The price of tickets for accessible seating for a single event or series of events shall not 

be set higher than the price for other tickets in the same seating section for the same 

event or series of events. Tickets for accessible seating must be made available at all 

price levels for every event or series of events. If tickets for accessible seating at a 

particular price level are not available because of inaccessible features, then the 

percentage of tickets for accessible seating that should have been available at that price 

level (determined by the ratio of the total number of tickets at that price level to the 

number of tickets in the assembly area) shall be offered for purchase, at that price level, 

in a nearby or similar accessible location. 

 

For each ticket for a wheelchair space purchased by an individual with a disability or a 

third-party purchasing such a ticket at his or her request, the District shall make 

available for purchase three (3) additional tickets for seats in the same row that are 

contiguous with the wheelchair space, provided that at the time of purchase there are 

three (3) such seats available. The District is not required to provide more than three (3) 

contiguous seats for each wheelchair space. Such seats may include wheelchair spaces. 

If patrons are allowed to purchase at least four (4) tickets, and there are fewer than 

three (3) such additional contiguous seat tickets available for purchase, the District shall 

offer the next highest number of such seat tickets available for purchase and shall make 

up the difference by offering tickets for sale for seats that are as close as possible to the 

accessible seats. 

 

If the District limits sales of tickets to fewer than four (4) seats per patron, then the 

District is obligated to offer as many seats to patrons with disabilities, including the 

ticket for the wheelchair space, as it would offer to patrons without disabilities. 
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If patrons are allowed to purchase more than four (4) tickets, the District shall allow 

patrons with disabilities to purchase up to the same number of tickets, including the 

ticket for the wheelchair space. 

 

If a group includes one or more individuals who need to use accessible seating because 

of a mobility disability or because their disability require the use of the accessible 

features that are provided in accessible seating, the group shall be placed in a seating 

area with accessible seating so that, if possible, the group can sit together. If it is 

necessary to divide the group, it should be divided so that the individuals in the group 

who use wheelchairs are not isolated from their group. 

 

Tickets for accessible seating may be released for sale in certain limited circumstances. 

The District may release unsold tickets for accessible seating for sale to individuals 

without disabilities for their own use for a single event or series of events only under the 

following circumstances: 

A. When all non-accessible tickets excluding luxury boxes, club boxes, or 

suites have been sold; 

B. When all non-accessible tickets in a designated seating area have been sold 

and the tickets for accessible seating are being released in the same 

designated area; or 

C. When all non-accessible tickets in a designated price category have been 

sold and the tickets for accessible seating are being released within the 

same designated price category. 

 

The District is not required to release tickets for accessible seating to individuals without 

disabilities for their own use. 

 

When series-of-events tickets are sold out and the District releases and sells accessible 

seating to individuals without disabilities for a series of events, the District shall 

establish a process that prevents the automatic reassignment of the accessible seating 

to such ticket holders for future seasons, future years, or future series so that 

individuals with disabilities who require the features of accessible seating and who 

become newly eligible to purchase tickets when these series-of-events tickets are 

available for purchase have an opportunity to do so. 

 

When series-of-events tickets with an ownership right in accessible seating areas are 

forfeited or otherwise returned to the District, the District shall make reasonable 

modifications in its policies, practices, or procedures to afford individuals with mobility 

disabilities or individuals with disabilities that require the features of accessible seating 

an opportunity to purchase such tickets in accessible seating area. 
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Individuals with disabilities who hold tickets for accessible seating shall be permitted to 

transfer tickets to third parties under the same terms and conditions and to the same 

extent as other spectators holding the same type of tickets, whether they are for a 

single event or series of events. 

 

The District shall modify its policies, practices, or procedures to ensure that an individual 

with a disability may use a ticket acquired in the secondary ticket market under the 

same terms and conditions as other individuals who hold a ticket acquired in the 

secondary ticket market for the same event or series of events. 

If an individual with a disability acquires a ticket or series of tickets to an inaccessible 

seat through the secondary market, the District shall make reasonable modifications to 

its policies, practices, or procedures to allow the individual to exchange the ticket for 

one to an accessible seat in a comparable location if accessible seating is vacant at the 

time the individual presents the ticket to the District. 

 

For the sale of single-event tickets, it is permissible to inquire whether the individual 

purchasing the tickets for accessible seating has a mobility disability or a disability that 

requires the use of accessible features that are provided in accessible seating, or is 

purchasing the tickets for an individual who has a mobility disability or a disability that 

requires the use of accessible features that are provided in the accessible seating. 

For series-of-events tickets, it is permissible to ask the individual purchasing the tickets 

for accessible seating to attest in writing that the accessible seating is for a person who 

has a mobility disability or a disability that requires the use of accessible features that 

are provided in accessible seating. 

 

The District may investigate the potential misuse of accessible seating where there is 

good cause to believe that such seating has been purchased fraudulently. 

 

5.2.4.4 Section Four: Electronic Personal Assistive Mobility Devices (EPAMDs) 

An Electronic Personal Assistive Mobility Device (EPAMD) is defined as a device used by 

a person with mobility impairment for ambulation. This definition does NOT include 

gasoline powered devices, golf cars, or riding lawn mowers. 

 

The Schaumburg Park District authorizes persons with mobility impairments to use 

EPAMDs in District facilities and sites subject to the following restrictions: 

A. The operator of the device must be a person with a mobility impairment, 

and upon request by District officials, shall produce proof of such status 

within 24 hours; 

B. The device, if used in a facility or in a park, is allowed in any part of the 

facility or park which the general public is allowed, with the exception of 

employee only spaces, stairways, and identified hazardous areas; 
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C. The device, if used in a facility, must be controlled by the operator. It: 

1. May not exceed 4 mph; 

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

3. Is prohibited from carrying another person on the frame, or any 

object on the frame that may make the EPAMD less stable; 

4. Must not be operated in a dangerous or reckless manner that 

jeopardizes the safety of the operator, District employees, District 

participants or property. 

D. The device, if used in a park or out of doors, must be controlled by the 

operator. It: 

1. May not be operated between dusk and dawn; 

2. May not exceed 6 mph; 

3. Must remain on paths of posted conservation areas; 

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

5. Is prohibited from carrying another person on the frame, or any 

object on the frame that may make the EPAMD less stable; 

6. Must not be operated in a dangerous or reckless manner that 

jeopardizes the safety of the operator, District employees, District 

participants or property. 

E. The District accepts no responsibility for storage of the device. 

F. The District accepts no liability for damage to the device or injury to the 

operator whether caused by the operator, another visitor to a District 

facility or site, or any other circumstance. 

G. The District accepts no liability for damage caused by the operator of the 

device or injury to others caused by the operator of the device. 

H. The District reserves the right to suspend the use of the facilities or sites by 

the operator if doing so is in the best interests of the District and its 

participants to the extent permitted by law. 

I. The District reserves the right to change, modify, or amend this policy at any 

time, as it would any other policy. 

Access to golf for persons with physical disabilities is a component in the Park District’s 

ADA plan. An “all access golf cart” is designed to transport and support golfers who 

require aid to stand and/or walk. The cart can be driven over course terrain without 

damage to turf. The cart is available for use at both Schaumburg Golf Club and Walnut 

Greens. Advance notice may be required. 

 

The “all access golf cart” rules and fees are the same as those that apply to the regular 

carts. The all access rider must adhere to the cart path only rule as the regular carts do 

on days when course conditions are too wet to allow carts off paths. Areas noted as 

ground under repair and out of bounds are to be avoided. In normal playing conditions, 

the all access rider may drive the cart on all course playing areas, including tee boxes, 

greens and bunkers. 
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5.2.5 Service Animal Policy 

5.2.5.1 Introduction 

The Schaumburg Park District, through these policies, intends to address compliance 

with the Americans with Disabilities Act (the “ADA”) and Section 504 of the 1973 

Rehabilitation Act (“Section 504”). The following procedures implement this policy with 

regard to the use of service animals by persons with disabilities who are registered 

participants in Schaumburg Park District programs or authorized users of Schaumburg 

Park District parks and facilities, by Schaumburg Park District employees with 

disabilities, and by visitors with disabilities in Schaumburg Park District parks and 

facilities. 

 

The purpose of these procedures is to ensure that participants and authorized users, 

employees, and visitors with disabilities who have service animals can participate in and 

benefit from Schaumburg Park District services, programs, and activities, and to ensure 

that the Schaumburg Park District does not discriminate on the basis of disability as 

identified in Titles I and II of the ADA. 

 

5.2.5.2 Primary Schaumburg Park District Contacts 

5.2.5.2.1 Participants and Authorized Users 

Participants and authorized users may have a service animal accompany them in 

parks and facilities where they are authorized users as a reasonable 

modification. Persons with disabilities are invited to contact the Schaumburg 

Park District ADA coordinator at 847-985-2455. 

 

5.2.5.2.2 Employees 

Employees may have a service animal as a workplace accommodation. Please 

contact the Schaumburg Park District Human Resources Department for 

information regarding this process. 

 

5.2.5.2.3 Visitors 

Visitors may be accompanied by a service animal when observing programs and 

activities, or enjoying Schaumburg Park District parks and facilities, as a 

reasonable modification. Persons with disabilities are invited to contact the 

Schaumburg Park District ADA coordinator at 847-985-2455. 

 

5.2.5.3 Definitions 
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“Service Animal”:  A dog or miniature horse that has been individually trained to 

perform tasks for the benefit of a person with a disability. Exceptions may be 

made by the Schaumburg Park District on a case-by-case basis in accordance 

with the law. Tasks may include, but are not limited to, guiding individuals with 

impaired vision, alerting individuals with impaired hearing to sounds, pulling a 

wheelchair, or retrieving dropped items. 

 

Dogs or miniature horses that are not trained to perform tasks that mitigate the 

effects of a disability, including dogs or miniature horses that are used purely for 

emotional support, are not considered service animals and are not allowed at 

Schaumburg Park District parks and facilities premises, unless otherwise 

specifically permitted, such as at the dog park or farm. 

 

“Partner/Handler”:  A person with a disability who uses a service animal as a 

reasonable modification, or a trainer. 

 

“Team”:  A partner/handler and a service animal. The two work as a cohesive 

team in accomplishing the tasks of daily living. 

 

“Trainee”:  A dog or miniature horse being trained to become a service animal 

has the same rights as a fully trained service animal when accompanied by a 

partner/handler and identified as such. 

 

5.2.5.4 General Rule Regarding Service Animals 

As a general rule, the Schaumburg Park District will modify policies, practices and 

procedures to permit the use of a service animal when accompanied by an individual 

with a disability. 

 

5.2.5.5 Restrictions/Areas of Safety 

The Schaumburg Park District may impose some restrictions on service animals for 

safety reasons. Restrictions are considered individually to determine if the animal poses 

a danger to others at Schaumburg Park District sites, or could be in danger itself, and to 

determine if other reasonable modifications can be provided to assure that the 

individual enjoys access to the park, facility, or program. Questions about restrictions on 

service animals should be directed to the contacts listed in the section below. 

 

5.2.5.6 Responsibilities of Individuals Using Service Animals 

An individual with a service animal is responsible for the following: 
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A. Responding truthfully to the limited and appropriate inquiries that may be 

made by employees regarding the service animal. 

B. Ensuring that the animal meets any local licensing requirements, including 

maintenance of required immunizations for that type of animal. 

C. Service animal dogs are required to wear a dog license tag at all times. 

D. Partners/handlers must ensure that the animal is in a harness or on a leash 

or tether at all times. Exceptions may be considered individually and require 

the demonstration of control of the service animal by the handler. 

E. Partners/handlers must ensure that the animal is under control and behaves 

properly at all times. The supervision of the animal is solely the 

responsibility of its partner/handler. If the animal’s behavior results in a 

hygiene problem, or the animal acts in a threatening manner, the 

Schaumburg Park District may require the partner/handler to remove the 

service animal from the site. 

F. Partners/handlers must ensure that all local ordinances or other laws 

regarding cleaning up after the animal defecates are strictly adhered to. 

Individuals with disabilities who cannot clean up after their own animals are 

not required to pick up and dispose of feces; however, these individuals 

should use marked service animal toileting areas where provided. 

G. Partners/handlers must keep the service animal in good health. If the 

service animal becomes ill, the partner/handler must remove it from the 

area. If such action does not occur, Schaumburg Park District staff may 

require it to leave. 

H. The Schaumburg Park District may exclude a service animal from all parts of 

its property if a partner/handler fails to comply with these restrictions, and 

in failing to do so, fundamentally alters the nature of programs, services, or 

activity offered by the Schaumburg Park District. 

I. The Schaumburg Park District may exclude a service animal from all parts of 

its property if a partner/handler fails to control the behavior of a service 

animal and it poses a threat to the health or safety of others. 

5.2.5.7 Requirements for Schaumburg Park District Staff, Registrants, and Visitors 

Members of the Schaumburg Park District staff, participants and authorized users, and 

visitors in Schaumburg Park District sites, are responsible for the following: 

A. Allow service animals to accompany the partner/handler at all times and 

anywhere at a site except where animals are specifically prohibited, such as 

at specific areas of a farm. 

B. Refrain from distracting a service animal in any way. Do not pet, feed, or 

interact with the animal without the partner/handler’s invitation to do so. 

C. Shall not separate a partner/handler from a service animal. 
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D. The Schaumburg Park District may take disciplinary action against any 

individual who fails to abide by these guidelines. 

 

5.2.5.8 Temporary Exclusion of Service Animals 

A participant or authorized user, employee, or visitor may report a concern regarding a 

service animal to Schaumburg Park District staff. 

 

5.2.5.8.1 Temporary Exclusion of a Service Animal Used by a Participant or  

Visitor 

A. In response to an immediate concern, Schaumburg Park Distract 

staff may determine that a service animal must be temporarily 

removed from parks, sites, or facilities. The employee authorized to 

make such decisions at the site, park or facility shall notify the 

participant or visitor of this decision and that the incident will be 

reported immediately to the Schaumburg Park District ADA 

coordinator. The employee shall then report the incident to the ADA 

coordinator. 

B. The ADA coordinator (or designee) will investigate all reported 

concerns and incidents where service animals have been 

temporarily removed from sites, parks, and facilities. The ADA 

coordinator (or designee) will consult with appropriate Schaumburg 

Park District personnel and determine whether or not the animal 

should be excluded from sites, parks, and facilities for an extended 

period of time, or permanently. The ADA coordinator (or designee) 

will notify the participant, authorized user, or visitor of his or her 

decision. 

C. If it is appropriate for the service animal to be excluded from sites, 

parks, or facilities permanently, the ADA coordinator (or designee) 

will work with other Schaumburg Park District staff to ensure the 

participant, authorized user, or visitor receives appropriate 

reasonable modifications in place of the use of a service animal. 

D. A participant, authorized user, or visitor who does not agree with 

the decision regarding removal from the premises may file an 

accessibility complaint with the Schaumburg Park District ADA 

coordinator by calling 847-985-2455. 

 

5.2.5.8.2 Temporary Exclusion of an Employee’s Service Animal 
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A. In response to an immediate concern regarding lack of control of a 

service animal, or lack of bowel or bladder control by a service 

animal, the Schaumburg Park District Human Resources Department 

may determine that a service animal must be temporarily removed 

from sites, parks, or facilities. The Human Resources Department 

Director (or designee) shall notify the employee of this decision, and 

that the incident will be reported immediately to the ADA 

coordinator. The Human Resources Department Director (or 

designee) shall then report the incident to the Schaumburg Park 

District ADA coordinator. 

B. The ADA coordinator will investigate all reported concerns and 

cases where service animals have been temporarily removed from 

sites, parks, and facilities. The ADA coordinator will consult with 

appropriate staff and determine whether or not the animal should 

be excluded for an extended period of time or permanently. The 

ADA coordinator shall notify the employee of his or her decision. 

C. If it is appropriate for the animal to be excluded from sites, parks, 

and facilities permanently, the ADA coordinator will ensure the 

employee receives appropriate accommodations in place of the use 

of a service animal. 

D. An employee who does not agree with the resolution may file an 

appeal or formal complaint following the ADA process. 

5.2.5.9 Conflicting Disabilities 

Individuals with medical issues (such as respiratory diseases) who are affected by 

animals should contact the ADA coordinator or Human Resources if they have a concern 

about exposure to a service animal. The individual will be asked to provide medical 

documentation that identifies a disability and the need for a modification. The 

appropriate Schaumburg Park District staff will facilitate a process to resolve the conflict 

that considers the need and conditions of all persons involved. 

 

5.2.5.10 Clarifying an Animal’s Status 

A service animal is not required to wear a cape, vest, or other symbols. It may not be 

easy to discern whether or not an animal is a service animal by observing the animal’s 

conduct, or the partner or handler. However, in other cases, an animal may only have a 

leash, and in still other situations, the partner/handler’s disability is not apparent. 

Therefore, it may be appropriate for designated Schaumburg Park District staff such as 

facility managers, site directors, area staff, or administrative staff to ask (1) whether the 

animal is required because of a disability, and (2) what work or task the animal has been 

trained to perform. 

 



45 
 
 

 

5.2.5.11 Emergency Situations 

Emergency Responders (ERs) are trained to recognize service animals and to be aware 

that animals may try to communicate the need for help. Also, an animal may become 

disoriented from the smell of smoke in a fire or facility emergency, or from sirens, wind 

noise, or shaking and moving ground. 

A partner/handler, service animal, and team may be confused in any stressful 
situation. ERs will remember that an animal may be trying to be protective and, 
in its confusion, should not be considered harmful. ERs should make every effort 

to keep a service animal with its partner/handler; however, the ER’s first effort 
should be toward the partner/handler, which may result in the animal being left 

behind in some emergency evacuation situations. 

 

5.2.6 Safety Committee Policy 

It is the policy of the District to do everything reasonably possible to ensure the safety 

and well-being of our patrons, visitors and employees. As such, key staff (those most 

likely needed to deal with safety issues) will conduct monthly meetings with the goal of 

maintaining adequate safety, monitoring training and addressing any outstanding safety 

problems that have arisen. The meeting shall have an established regular time and date, 

along with an agenda. In addition, minutes of the meeting will be taken and distributed 

subsequent to the meeting. The meeting will be chaired by the safety coordinator who is 

designated by the Executive Director. Any and all safety issues will be discussed, a plan 

of action created, and then follow up reported. 

 

In addition, the District has adopted and maintains a comprehensive risk management 

program. The District is a member of the Metro Risk Management Agency (MRMA) 

whose agents monitor and review on a comprehensive, holistic level. This includes 

minimizing risk through the procurement of various types of insurance coverages to 

protect financial resources from various types of claims. 

 

5.2.7 Closed-Circuit Television (CCTV) Policy 

5.2.7.1 Policy & Purpose 

The purpose of this policy is to provide guidance regarding the use of closed-circuit 

television (CCTV) at Schaumburg Park District (“District”).  CCTV is used to enhance 

security, safety and the quality of life of the District community by integrating the best 

practices of “virtual policing” with state-of-the-art technology. 

 

5.2.7.2 Definitions 
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“CCTV”:  CCTV (closed-circuit television) is a generic term used to describe a variety of 

video surveillance technologies.  More specifically, CCTV refers to a system in which one 

or more video cameras are connected in a closed circuit or loop, with the images 

produced being sent to a central television monitor or recorded.  As used in this policy, 

the term CCTV applies only to video recordings.  The electronic interception and/or 

recording of audio are outside the scope of this policy. 

 

“Public Areas”:  Video surveillance will normally be restricted to areas of general public 

areas; it will not be used to view or record workstations, including private offices, desks 

or cubicles; rooms not generally open to the public where staff commonly work; or 

other areas where a reasonable expectation of privacy exists.  Exceptions may include 

areas where cashiering services are performed or money is stored/exchanged, as well as 

other areas containing valuable equipment or objects such as equipment and supplies. 

 

“Video Surveillance”:  The use of image capture, processing, transmission and storage 

equipment for authorized monitoring of public areas.  This includes full-motion and still 

images, use of network transmission capacity, and digital storage and retrieval software. 

 

5.2.7.3 Applicability 

This policy applies to all District departments, staff, and patrons with regard to the use 

of CCTV monitoring and recording.  This policy does not address the use of general-

purpose web cameras for special interest applications or District promotion purposes, 

but it should be noted that such cameras must not be used as a substitute for a security 

system.  In addition, this policy does not apply to videography and filming for 

entertainment or promotional purposes. 

 

5.2.7.4 Procedures 

The District is using CCTV to monitor selected public areas in order to deter crime in 

providing for the security and safety of individuals and property of the Park District.  Any 

diversion of security technologies for other purposes would undermine the acceptability 

of these resources for critical safety goals and is therefore prohibited. All video security 

applications must conform to federal and state law in addition to Park District policy.   

 

The use of temporary CCTV monitoring (such as mobile video equipment or covert 

surveillance cameras) used by the District for criminal investigations or specific court 

order is exempt from this policy. 

 

Legitimate safety and security purposes for CCTV monitoring include, but are not limited 

to the: 
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A. Protection of persons, property and buildings (e.g., may include things such 

as building perimeter, entrances and exits, lobbies and corridors, receiving 

docks, cashier locations, reception areas, access control points, etc.) 

B. Confirmation of security alarms (e.g., may include intrusion alarms, door 

controls, panic alarms, hold-up alarms, etc.) 

C. Video patrol of Public Areas (e.g., parking lots and facilities, streets and 

ways, commercial areas, public gathering locations, etc.) 

D. Criminal investigation (e.g., robbery, burglary, theft surveillance, etc.) 

E. Protection of pedestrians (e.g., pedestrian and vehicle traffic activity, etc.) 

 

Video monitoring for security purposes at the District will be conducted in a 

professional, ethical and legal manner.  Monitoring individuals based on characteristics 

of race, gender, ethnicity, sexual orientation, disability, or other protected classifications 

is prohibited. 

 

Information obtained through video monitoring will generally be used exclusively for 

safety, security, and law enforcement purposes.  Recorded images will be 

retained/stored for approximately 30 days based on individual Network Video Recorder 

(NRV) storage capabilities. After 30 days, the recording will be destroyed (or recorded 

over) unless retained for review as part of a disciplinary matter, a criminal investigation, 

a civil or criminal court proceeding, or pursuant to a preservation or legal hold notice.  

No attempt shall be made to alter any recording. 

 

Video security records shall not be used for purposes related to the routine evaluation 

of employee job performance, nor shall they be used as a means to track employee 

attendance and/or as a timekeeping record.  However, the Park District may use such 

records, obtained through the course of a police investigation, in support of disciplinary 

proceedings against staff, or in a civil suit involving person(s) whose activities are shown 

on the recording and are relevant to the suit. 

 

Information obtained in violation of this District policy may not be used in a disciplinary 

proceeding against a member of the District’s staff.  It is not the intent of this policy to 

use video cameras for the monitoring of employees for disciplinary purposes, 

performance evaluation or corrective action. 

 

Any person who tampers with or destroys a camera or any part of an electronic 

surveillance system may be prosecuted in the criminal justice system as well as through 

an internal discipline process. 

 

5.2.8 Sponsor Promotion Guidelines 
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The Schaumburg Park District (the “Park District”) seeks to generate income or in-kind 

goods and/or services that result in significant cost savings to the Park District through 

sponsorship by third parties. Sponsorship means cash paid or in-kind goods and/or 

services provided to the Park District by businesses or organizations in exchange for 

publicity through the Park District and limited access to advertise on and/or through 

certain Park District property, facilities, events, programs, activities, promotions and 

media, subject to the terms of the Schaumburg Park District Advertising Guidelines and a 

written agreement between the sponsor and the Park District. 

 

5.2.8.1 Definitions 

“Advertising Guidelines”:  The Schaumburg Park District Advertising Guidelines 

approved by the Board of Park Commissioners as the same may be amended 

from time to time. 

 

“Business Entity”:  Any for profit corporation, partnership, joint venture, 

organization, association, limited liability company, or limited liability 

partnership that conducts or operates a business. 

 

“Governmental Entity”:  Any federal, state, county or local governmental body, 

agency or entity, special district, park district, municipality, school district or 

township. 

 

“Not-For-Profit Entity”:  Any entity organized and registered as a not-for-profit 

corporation, association or organization that operates without a profit which is a 

bona fide charitable, educational or veterans organization which has been in 

existence continuously for a period of not less than five (5) years, with a bona 

fide membership engaged in carrying out its objectives, or to not-for-profit fund 

raising organization that the Executive Director determines is organized for the 

sole purpose of providing financial assistance to an identified individual or group 

of individuals suffering extreme financial hardship as a result of illness, disability, 

accident or disaster. For purposes of this policy, not-for-profit entity shall not 

include religious, political, labor, business or fraternal organizations. 

 

“Park District Activities”:  Any recreational program, athletic program, fitness 

program or other program, activity, production, or special event which is run or 

operated entirely by the Park District using its own employees or independent 

contractors or third party contractual services, or run or operated by the Park 

District in conjunction with any other Governmental Entity, Not-For-Profit Entity 

or Business Entity, on Park District Property using Park District facilities, or on 

off-site property or at off-site facilities. 
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“Park District Promotional Materials”:  Flyers, posters, fitness passes, programs, 

invitations, tickets and other written promotional materials or items for the Park 

District’s special events, athletic programs, fitness programs, productions, 

facilities, amenities, or other Park District Activities that are emailed, delivered, 

circulated or handed out by the Park District. 

 

“Park District Property”:  All improved and unimproved real property owned, 

leased, licensed, operated and/or used by the Park District, including active and 

passive recreational parks, athletic fields, golf courses, walking/bike trails, 

passive use trails, nature trails, buildings, facilities and structures on real 

property owned, leased, licensed, operated and/or used by the Park District. 

 

“Permanent Sign(s)”:  A name, logo, trademark, trade name, identification, 

description, message, display, or illustration, not exceeding twenty-four (24) 

square feet in size, which is affixed to or represented directly or indirectly upon 

a pole, post, mounting structure, or supported directly upon the ground of any 

Park District Property, or which is affixed to an existing Park District sign, so as to 

be seen from out of doors and which directs attention to a Business Entity, or its 

product, place or activity, authorized to be affixed, erected or mounted on Park 

District Property, or to an existing Park District sign, pursuant to a written 

sponsorship agreement. Permanent Signs do not include Seasonal Banners, nor 

do Permanent Signs include Temporary Signs for which a permit has been issued 

by the Executive Director or his designee, nor does it include Temporary Signs 

held by a person in a designated area on Park Property or erected and attended 

to in a designated area in conjunction with an outdoor Park District sponsored 

program or special event for the duration of that program or special event not 

exceeding 72 consecutive hours. 

 

“Seasonal Banner(s)”:  A banner displaying a sponsor’s name, logo, trademark, 

trade name, identification message, or illustration not exceeding 75 S.F., made 

of cloth, canvas, nylon or other lightweight weather proof material, without any 

structural frame, which is affixed to an existing vinyl or chain link fence, 

backstop or other structure on Park District Property at such location(s) mutually 

agreed upon and intended to be displayed for a seasonal period not exceeding 

eight (8) consecutive months. Seasonal Banners shall only be erected annually 

by Park District staff in the spring and will be removed by Park District staff prior 

to winter each year, or sooner if the Seasonal Banner becomes torn, frayed, 

faded or otherwise damaged, and will not be re-erected unless a replacement 

banner is furnished by the Sponsor. 

 

“Sponsorship”:  The donation of cash or in-kind goods and/or services to the 

Park District by a Business Entity and may include in return limited promotion 
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through the Park District and limited access to advertise on or utilizing various 

Park District Property and/or Park District Activities, and limited access to Park 

District media, publications, and promotional materials used by the Park District 

to advertise and promote Park District Activities and/or Park District Property, 

pursuant to a written sponsorship agreement consistent with these Schaumburg 

Park District Sponsor Promotion Guidelines (the “Sponsor Guidelines”) and the 

Schaumburg Park District Advertising Guidelines (the “Advertising Guidelines”). 

 

“Temporary Sign(s)”:  Any sign, banner, placard, poster, or other advertising 

device or display constructed of paper, cardboard, cloth, canvass, nylon, or other 

light temporary materials with or without structural frame, intended for a 

temporary period of display, which is held or erected and is continuously 

attended to by the holder or owner thereof on Park Property, or is erected or 

affixed to a table or booth in a designated are on Park Property by a participant 

in any Park District Activities or pursuant to a permit therefor issued by the 

Executive Director in connection with an (outdoor) Park District program or Park 

District special event not exceeding 72 consecutive hours. Temporary Signs do 

not include Permanent Signs or Seasonal Banners. 

 

5.2.8.2 Sponsor Categories 

5.2.8.2.1 Park Partner Sponsors  

A person or Business Entity that donates and/or agrees to donate more than 

$25,000 per year to the Park District in cash and/or in in-kind goods and/or 

services for a term of not less than one (1) year pursuant to a written 

sponsorship agreement that includes or incorporates the Advertising Guidelines 

as terms and which may include, for the term of the agreement, such of the 

following promotional benefits as the parties mutually agree: 

A. Placement of up to twelve (12) Permanent Signs and/or up to 

twenty (20) Seasonal Banners at agreed upon locations to be 

determined per contract in up to twelve (12) parks, and/or along 

walking/bike trails and/or passive use trails on Park District Property 

not exceeding in the aggregate one thousand two hundred (1,200) 

S.F. of signage. 

B. Include Park Partner Sponsor’s name or logo in Park District 

Promotion Materials. 

C. Include Park Partner Sponsor’s name or logo advertisements and/or 

promotional content of one (1) full page in each Park District 

seasonal program guide. 

D. Place Park Partner Sponsor plaques inside the major Park District 

facilities selected by the Park District. 
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E. Display Park Partner Sponsor Temporary Signage during all Park 

District Activities selected by the sponsor. 

F. Run such Park Partner Sponsor promotional content on Park District 

cable TV channel. 

G. Park Partner Sponsor name or logo displayed on Park District’s 

websites. 

H. Park Partner Sponsor’s website linked to Park District’s websites. 

I. Park Partner Sponsor’s messages will be displayed quarterly on Park 

District marquees in conjunction with sponsor event. 

J. Park Partner Sponsor will be announced and recognized during Park 

District special events selected by the sponsor. 

K. Park Partner Sponsor will be recognized as the exclusive sponsor in 

a particular category, type or field in which the Park Partner 

Sponsor is regularly and primarily engaged in its principal business 

operations, with the exception of then pre-existing sponsorship 

agreements (e.g., web based technology and health care). The 

approval and determination of the scope of any such exclusivity as 

to a proposed Park Partner Sponsor and/or whether it conflicts with 

a then existing Park Partner Sponsor category type or field shall be 

in the reasonable discretion of the Board of Park Commissioners of 

the Park District. 

 

5.2.8.2.2 Gold Sponsor   

A person or Business Entity that donates and/or agrees to donate between 

$15,000 and $24,000 per year to the Park District in cash and/or in in-kind goods 

and/or services for a term of not less than one (1) year pursuant to a written 

sponsorship agreement that includes or incorporates the Advertising Guidelines 

as terms and which may include, for the term of the agreement, such of the 

following promotional benefits as the parties mutually agree: 

A. Placement of up to two (2) Permanent Signs and/or up to ten (10) 

Seasonal Banners at a mutually agreed upon location(s) in up to ten 

(10) parks (excluding Olympic Park), not exceeding in the aggregate 

five hundred (500) S.F. in signage. 

B. Include Gold Sponsor’s name or logo in Park District Promotional 

Materials. 

C. Include Gold Sponsor’s name or logo advertisements and/or 

promotional content of one-half (1/2) page in each Park District 

seasonal program guide. 

D. Display Gold Sponsor Temporary Signage during all Park District 

Activities selected by the sponsor. 
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E. Run such Gold Sponsor promotional and/or educational segments 

on Park District cable TV shows as selected by the sponsor. 

F. Gold Sponsor name or logo displayed on Park District’s websites. 

G. Gold Sponsor’s messages will be displayed quarterly on Park District 

marquees in conjunction with sponsor events. 

H. Gold Sponsor will be announced and recognized during Park District 

special events selected by the sponsor. 

 

5.2.8.2.3 Silver Sponsor   

A person or Business Entity that donates and/or agrees to donate between 

$5,000 and $14,999 per year to the Park District in cash and/or in in-kind goods 

and/or services for a term of not less than one (1) year pursuant to a written 

sponsorship agreement that includes or incorporated the Advertising Guidelines 

as terms and which may include, for the term of the agreement, such of the 

following promotional benefits as the parties mutually agree; 

A. Placement of up to one (1) Permanent Sign (or incorporation of a 

Business Entity name or logo preceded by the words “As Presented 

By” on a Park District park identification sign in one (1) park 

(excluding Olympic Park), with the size of such statement as 

determined by the Park District in its sole discretion), or up to one 

(1) seasonal banner in one (1) park (excluding Olympic Park). 

B. Include Silver Sponsor’s name or logo in Park District Promotional 

Materials for Park District Activities specifically agreed to by the 

sponsor and the Park District. 

C. Include Silver Sponsor’s name or logo advertisements and/or 

promotional content of one-half (1/2) page in each Park District 

seasonal program guide a maximum of twice per year. 

D. Display Silver Sponsor Temporary Signage during such Park District 

Activities selected by the Silver Sponsor, at which it has a 

representative present. 

 

5.2.8.2.4 Sponsors under $5,000 

The following sponsorship opportunities in the discretion of the Park District 

may be available to a person or Business entity that donates or agrees to donate 

under $5,000 in cash and/or in in-kind goods and/or services, pursuant to a 

written sponsorship agreement that includes or incorporates the Advertising 

Guidelines, and which may include the following promotional benefits as the 

parties mutually agree: 

A. Single event Temporary Signs. 
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B. Single event promotional advertising. 

C. Sponsor presence at events, including mascots, promotional item 

giveaways, access to program participants during the event, e-mail 

gathering and surveys. 

D. Sponsor presence at a Park District park or facility for selected Park 

District Activities. 

 

5.2.8.2.5 Adopt-a-Park Sponsors   

Existing Adopt-a-Park agreements with Business Entities will be phased out as 

those agreements expire. Adopt-a-Park agreements with Not-For-Profit Entities 

may continue and future Adopt-a-Park agreements with Not-For-Profit Entities 

are not prohibited by these Sponsor Promotion Guidelines. 

 

5.2.8.3 Sponsor Signs in Parks 

Only Park Partner Sponsors, Gold Sponsors, and Silver Sponsors shall be eligible to erect 

any Permanent Sign, or to affix its logo, name, trade name or trademark to any existing 

Park District sign on any Park District Property, and only Park Partner Sponsors, Gold 

Sponsors and Silver Sponsors shall be eligible to erect any Seasonal Banner(s) in or on 

Park District Property. 

 

Only Park Partner Sponsors shall be eligible to erect any Permanent Sign or affix its logo, 

name, trade name or trademark to any existing Park District sign along any walking/bike 

path or passive use park path on Park District Property. No Permanent Signs or sponsor 

signs shall be affixed to any existing Park District signs along any nature trails. 

 

5.2.8.4 Park District Website 

Only Park Partner Sponsors may place a link to its own website on any Park District 

website, provided the Park Partner’s website remains compliant with the Advertising 

Guidelines. 

 

Only Park Partner Sponsors and Gold Sponsors may place its own advertisement or 

promotional material on any Park District website, subject to the prior review and 

determination that any such advertisement or promotional material meets the 

requirements of the Advertising Guidelines. 

 

5.2.8.5 No Naming Rights   
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Nothing contained in these Sponsor Promotion Guidelines shall authorize or be 

construed to authorize or grant a sponsor any naming rights with respect to any park, 

Park District Property or any building or other improvement on Park District Property. 

 

5.2.8.6 Not Applicable to Governmental nor Not-For-Profit Entities   

These Sponsor Promotion Guidelines shall not be applicable to Governmental Entities, 

except that the advertising and promotion of joint special events with a Governmental 

Entity, and/or a Not-For-Profit Entity, may be included in Park District Promotional 

Materials and advertised on the Park District’s website and/or placed on the Park 

District’s marquees, and the special events of a Governmental Entity or a Not-For-Profit 

Entity may be advertised on the Park District’s website and/or on the Park District’s 

marquees if authorized by the Executive Director. 

 

5.2.9 Advertising Guidelines 

5.2.9.1 Purpose  

The purpose of allowing advertising in or upon Schaumburg Park District (the “Park 

District”) brochures, website, and/or other Park District property is not to provide a 

public forum for dissemination, debate or discussion of public issues, but to provide 

additional opportunities for revenues to support dissemination of the brochures, and to 

support other programs and services, and to minimize the burden on Park District tax 

payers. It is the intent of the Park District to provide guidelines and standards for 

advertising that are to be applied consistently and within constitutional parameters. The 

purpose of seeking additional revenue must be balanced with the Park District’s need to 

protect the health, safety, and welfare of Park District residents exposed to such 

advertising, many of whom are minors. 

 

5.2.9.2 Guidelines 

Advertising in Park District brochures, website and/or upon Park District property is 

subject to the following policy and guidelines: 

A. Each sponsor shall indemnify and hold the Park District, its officials, officers, 

employees, representatives, and agents harmless and assume all liability for 

content of advertising, and assume all responsibility for any claims, 

demands, liabilities, and causes of action of any kind arising from the 

sponsor’s advertising, including attorney’s fees and court cost associated 

with defending against such claims. 

B. All advertising must be truthful. False, deceptive or misleading advertising is 

not permitted. All advertising must comply with all applicable laws and 
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regulations. Advertising offering premiums or gifts must not misstate their 

value. Advertising may not infringe and/or otherwise constitute a wrongful 

use of any copyright, trade or service mark, title, or slogan, registered 

industrial design, and/or any other right of third party. 

C. If an advertisement contains a testimonial then, upon request, the sponsor 

shall provide to the Park District documentation that the person making the 

testimonial has authorized its use in the advertisement. The sponsor must 

indemnify the Park District against any legal action by any person quoted or 

referred to in any testimonial advertisement. Such indemnity shall be in a 

form and substance acceptable to the Park District. 

D. Advertisements advocating or proposing transactions which would 

constitute unlawful discrimination, or which would be illegal for any other 

reason, are not permitted. Advertisements which are directed at inciting or 

producing imminent lawless or discriminatory action and which are likely to 

incite or produce such action are not permitted. Advertisements containing 

profanity, defamatory or inflammatory statements directed to any 

individual or group, including but not limited to statements based on a 

person’s or people’s race, color, sex, age, religion, disability, national origin, 

ancestry, sexual orientation, marital or parental status, military discharge 

status, source of income, or any other basis of discrimination prohibited by 

federal and/or Illinois law are not permitted. 

E. Advertising for any article, the possession of which is prohibited by Illinois 

law, is not permitted. Advertising of inherently dangerous products is not 

permitted. Advertising that encourage persons to refrain from using safety 

precautions normally used in an activity is not permitted. 

F. Because Park District brochures are disseminated throughout the 

community and advertisements on Park District property are seen by 

children, advertising for tobacco products and/or alcohol beverage products 

is not permitted; advertising for products or services that include massage 

parlors, escort services and/or matters with sexual overtones is not 

permitted; advertising containing copy and/or art which portrays violent 

acts or other graphic violence, including the depiction of bodies, body parts 

and fetuses which are in states of mutilation, dismemberment, 

disfigurement and/or decomposition, is not permitted. 

G. No implied or declared endorsement of any product or service by the Park 

District is permitted. 

H. Use of Park District graphics, explicit Park District representations or indirect 

references to the Park District or its employees in advertising is not 

permitted. 
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I. No advertisements of a political nature or containing statements of public 

policy, opinion or public matters are permitted. 

J. All advertising must comply with all applicable laws and with all ordinances, 

rules, regulations, requirements, and specifications promulgated by the Park 

District. 

K. All advertising must be produced through a process that ensures 

reproduction of good quality, on materials of specific quality and size, all 

according to uniform specifications promulgated by the Park District. 

L. The Park District shall not be liable for errors in advertisements. 

M. The Park District reserves the right to reject any advertising that does not 

comply with these guidelines. The Park District Executive Director or his 

designee shall make the final determination as to whether advertising 

complies with these guidelines. 

N. Except as provided in this section, advertising in Park District brochures, 

website and/or on other Park District property shall be limited to Park 

District sponsors who have entered a sponsorship agreement or similar 

agreement with the Park District and shall be subject to the terms of said 

agreement and these guidelines. Nothing herein shall be construed as 

preventing the following: 

1. Use of banners, placards, and attended temporary signs in public 

parks during park hours provided that they do not unreasonably 

interfere with the public’s use of said park and comply with Village 

of Schaumburg ordinances; and 

2. Hand billing and other dissemination of lawful printed material 

and/or communications in public parks; however, the Park District 

may limit hand billing to entrances and exits to Park District 

property and/or from booths during Park District events to avoid 

unreasonable interference with Park District events and/or the 

public’s use of Park District property. 

O. The Park District Board of Commissioners reserves the right to amend these 

guidelines at any time. 

 

5.2.10 Film and Photography Policy 

In response to the many and varied requests the Park District receives for filming and 

photographing on park property, the following sets forth the policy on such requests. 

Fees will be charged by the District at rates established by staff and approved by the 

Park Board. Fees can be found within the Schaumburg Park District Film/Photography 

Permit Application. 
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A. All film and photography projects conducted by professionals for business 

or profit-making purposes must have applied for and received an 

appropriate permit to conduct film shoots or photography sessions on 

Schaumburg Park District property. 

B. Commercial advertising photography is defined as any professional 

photoshoot intended as part of product marketing or advertising. 

Schaumburg Park District reserves the right to reject any permit application 

intended to market or advertise products deemed inconsistent with the 

values espoused by Schaumburg Park District. 

C. All film and photography shoots must be scheduled in advance in order to 

avoid conflict with other public or private uses of the site or facilities. 

D. Permit applications should be submitted at least two (2) weeks prior to the 

desired date. 

E. A damage deposit and certificate of insurance is required at the time of 

application for some permits as outlined in the Schaumburg Park District 

Film/Photography Permit Application. 

F. Full payment is required on or before the day of the proposed shoot. 

Damage deposit may be applied to the fee at the conclusion of the project. 

G. No permits will be granted for projects which conflict with scheduled 

Schaumburg Park District programs, events or activities. Site/facility 

managers reserve the right to reject applications on this basis. 

H. No permitted film or photography project may impede access to public 

areas by other park users unless exclusive access has been specifically 

outlined in the permit and/or contract between the permit holder and 

Schaumburg Park District. 

I. Vehicles are not permitted on trails or in areas normally restricted to visitors 

unless access has been specifically outlined in the permit and/or contract.  

J. Permit holders may not impact off-trail areas at Spring Valley which are 

normally off limits to visitors unless permission has been outlined in the 

permit and/or contract.  

K. Permit holders may not carry onto or consume alcoholic beverages on 

Schaumburg Park District property.  

L. Smoking or vaping is prohibited throughout all Schaumburg Park District 

parks.  

M. The following special rules apply at Spring Valley Nature Center and 

Heritage Farm:  

1. Permit holders must carry the approved permit or a staff-issued 

lanyard on their persons at any time they are present and putting 

their permit to use at Spring Valley.  

2. No amplified music is permitted at Spring Valley.  

3. Animals (pets) or bicycles are not permitted at Spring Valley.  
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4. No open fires are permitted, except within designated fire pit during 

a shelter rental.  

5. Collecting of plants and animals or harvesting of garden produce is 

not permitted.  

6. All film production permit fees apply to normal operating hours (8 

a.m.-5 p.m.). There will be an additional charge to cover staff 

expenses outside of operating hours. 

 

5.2.11 Policy on Closed Session Minutes 

It is the policy of the District to follow the Open Meetings Act pertaining to the 

recording, maintenance, and disposal of the minutes of closed sessions. Specifically, a 

verbatim audio recording and detailed written minutes will be made for all closed 

sessions. These records will be preserved in the care of the secretary or their designee. 

Further, these minutes will be reviewed by the Board of Commissioners at least once 

every six months to determine if they should be made available to the public. Finally, 

the recordings (only) will be permitted to be destroyed in compliance with section eight 

of Ordinance 04-2-2P. 

 

5.2.12 Records Management and Disaster Mitigation Policy 

It is the policy of the District to maintain and dispose pf records generated and collected 

by the District per the State Local Records Act. Records, in whatever format, will be 

stored in an organized fashion for at least as long as required by this Act. If staff in 

charge of records feels that items are due to be destroyed, they shall coordinate the 

removal with the Business department which will file the actual request with the State. 

Only with approval will records be removed and destroyed. 

 

5.2.13 Social Media Policy for the Public 

5.2.13.1 Applicability 

This policy applies to the use of the Schaumburg Park District (the “Park District”) social 

media accounts by the Public. (This policy does not apply to Schaumburg Park District 

employees, elected officials or individuals that represent the Park District, and are 

governed by the separate Schaumburg Park District Social Media Policy for its 

Employees and Officials.) 

 

5.2.13.2 Purpose 

The Schaumburg Park District understands that social networking, such as Facebook and 

Twitter, have become a common form of communication among residents, media 
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outlets and other stakeholders. Social networks are online communities of people or 

organizations that share interests and/or activities and use a wide variety of technology 

to make the interaction a rich and robust experience; while fostering openness and 

transparency. Using this technology, the Park District has the ability to publish news 

releases, photographs, highlight events, ordinances and positive media coverage as well 

as other information that supports the goals and mission of the Park District, and 

receive public comment on a variety of Park District related topics. 

 

5.2.13.3 Definitions 

“Blog”: A self-published diary or commentary on a particular topic that may allow 

visitors to post responses, reactions, or comments. The term is short for “Web log”. 

 

“Page”:  The specific portion of a social media website where content is displayed and 

managed by an individual or individuals with administrator rights. 

 

“Post”:  Content an individual shares on a social media site or the act of publishing 

content on a site. 

 

“Profile”:  Information that a user provides about himself or herself on a social 

networking site. 

 

“Social Media”:  A category of Internet-based resources that integrate user-generated 

content and user participation. This includes, but is not limited to, social networking 

sites (Facebook, LinkedIn), microblogging sites (Twitter), photo and video sharing sites 

(Instagram, YouTube), wikis (Wikipedia), blogs, and news sites. 

 

“Social Media Account”:  Any of the Park District’s accounts on online services that allow 

for interaction with the Park District, its appointed and elected officials and employees, 

and the general public. 

 

“Social Networks”:  Online platforms where users can create profiles, share information, 

and socialize with others using a range of technologies. 

 

“Speech”:  Expression or communication of thoughts or opinion in spoken words, in 

writing, by expressive conduct, symbolism, photographs, videotape, or related forms of 

communication. 

 

“Wiki”:  Web page(s) that can be edited collaboratively. 

 

5.2.13.4 Limited Public Forum 
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The Park District’s social media accounts are limited public forums. The Park District 

does not make its social media accounts available for general public discourse, but 

rather reserves and limits the topics that may be discussed on the social media 

accounts. 

 

5.2.13.5 Content Restrictions 

Because communications via the Park District’s social media accounts constitute a 

limited public forum, the Park District reserves the right to restrict or remove any 

content that is deemed in violation of this policy or any applicable law. Content that is 

deemed not suitable for posting by the Park District’s Executive Director or Director of 

Communication and Marketing because it is not topically related to the particular 

subject being commented upon, or is deemed prohibited content based on the criteria 

defined below, shall be removed from the Park District’s social media account but shall 

be retained by the Park District within the social media account history in accordance 

with the State’s record retention schedule along with a description of the reason the 

specific content was deleted. The Park District social media account content and 

comments containing any of the following forms of content shall not be allowed for 

posting: 

 

A. Any libelous, slanderous, malicious, obscene or otherwise unlawful 

information or materials of any kind or which involve the privacy or rights of 

a third party.  References to the personality of individuals or personal 

attacks on individuals will not be permitted. 

B. Harassing, intimidating, threatening, profane or otherwise unlawful 

materials or content. 

C. Comments not topically related to the particular site or blog article being 

commented upon. 

D. Content that promotes, fosters, or perpetuates discrimination on the basis 

of race, creed, color, age, religion, gender, marital status, status with regard 

to public assistance, national origin, physical or mental disability or sexual 

orientation. 

E. Obscene, pornographic, or sexually explicit images, cartoons, jokes or 

content, or links to obscene, pornographic, or sexually explicit images, 

cartoons, jokes or content. 

F. Solicitations of commerce or industry. 

G. Personally identifiable information, such as an address, phone number, 

social security number or other sensitive information. 

H. Comments cannot represent a person other than the one posting the 

comment. 

I. Links to outside websites. 
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J. Content in support of or opposition to political campaigns or ballot 

measures, or political links. 

K. Conduct or encouragement of illegal activity. 

L. Information that may tend to compromise the safety or security of the 

public or public systems. 

M. Content that violates a legal ownership interest of any other party. 

 

Users and visitors to the Park District’s social media accounts shall be notified that the 

intended purpose of the site is to serve as a mechanism for communication of Park 

District news, services and events, and that it is a limited public forum.   

 

5.2.13.6 No Expectation of Privacy 

All communications on the District’s social media accounts are subject to being accessed 

and reviewed by the Park District management without notice and may be viewed 

publicly.  Users should not assume that any such communications are or shall remain 

private. 

 

5.2.13.7 Disclaimer of Liability 

The Park District shall not be responsible for any losses or damages resulting from or 

relating to any use of the Park District’s social media accounts which violate this policy. 

The Park District will not be responsible for any damages whatsoever which individuals 

or entities may suffer arising from or related to their use of any Park District social 

media accounts or other Park District electronic information resources, whether such 

damages be incidental, consequential or otherwise, or whether such damages include 

loss of data resulting from delays, non-deliveries, mistaken deliveries, service 

interruptions or damages to third parties, whether caused by the Park District’s 

negligence, errors or omissions. Users must recognize that the use of the Park District’s 

social media accounts is a limited public forum and that the policies implementing usage 

are requirements that mandate adherence. The Park District makes no warranties of any 

kind, whether express or implied, for the Park District social media accounts that is the 

subject of this policy.   

 

5.2.14 Social Media Policy for Employees and Officials 

5.2.14.1 Applicability 

This policy applies to all employees, elected officials or other individuals that represent 
the Schaumburg Park District (the “Park District”) through the use of social media. (This 
policy does not apply to the public, who are governed by the separate Schaumburg Park 
District Social Media Policy for the Public.) 
 



62 
 
 

 

5.2.14.2 Purpose 

Social media is defined as a media outlet that allows users to generate their own 
content and share content while networking with other users, including Facebook and 
Twitter, among others. The purpose of this policy is to provide guidance to employees 
who represent the Park District and/or its message through the use of social media – via 
the Park District’s social media program, or personal social media pages.  This policy is 
not meant to address one particular form of social media, rather social media in general, 
as advances in technology will occur and new tools will emerge. 
 

5.2.14.3 Definitions 

“Blog”: A self-published diary or commentary on a particular topic that may allow 

visitors to post responses, reactions, or comments. The term is short for “Web log”. 

 

“Page”:  The specific portion of a social media website where content is displayed and 

managed by an individual or individuals with administrator rights. 

 

“Post”:  Content an individual shares on a social media site or the act of publishing 

content on a site. 

 

“Profile”:  Information that a user provides about himself or herself on a social 

networking site. 

 

“Social Media”:  A category of Internet-based resources that integrate user-generated 

content and user participation. This includes, but is not limited to, social networking 

sites (Facebook, LinkedIn), microblogging sites (Twitter), photo and video sharing sites 

(Instagram, YouTube), wikis (Wikipedia), blogs, and news sites. 

 

“Social Networks”:  Online platforms where users can create profiles, share information, 

and socialize with others using a range of technologies. 

 

“Speech”:  Expression or communication of thoughts or opinion in spoken words, in 

writing, by expressive conduct, symbolism, photographs, videotape, or related forms of 

communication. 

 

“Wiki”:  Web page(s) that can be edited collaboratively. 

 

5.2.14.4 Policy – Park District Social Media Program 

The objective of the Park District’s social media program is to deliver information to 

residents and businesses in a timely and/or engaging manner via relevant social 

networking tools. 
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5.2.14.4.1 Standards 

A.  The Park District’s website will be the organization’s primary 
Internet presence. Social media outlets will be supplementary to the 
organization’s website.  

1. The best, most appropriate uses of social media tools fall 
generally into two categories: 

a. As channels for disseminating time-sensitive 
information as quickly as possible (e.g., emergency 
information). 

b. As marketing/promotional channels, which increase 
the Park District’s ability to broadcast its messages 
to the most appropriate audience. 

2. As much as is practicably possible, content posted to the 
Park District’s social media sites will be available on the Park 
District’s website. 

3. Whenever possible, content posted to social media sites 
should contain links directing users back to the Park 
District’s official website for in-depth information, forms, 
documents or online services when possible. 

4. On any Park District social media site, whenever possible, 
links to the Park District’s official website will be provided. 

 
B.   The Park District’s social media program will be managed and 

executed by the Executive Director or his designee, including 
management of the design/layout of account(s), posting updates 
and monitoring any comments/feedback.  

1. All authorized individuals granted permission to use these 
social media outlets are responsible for complying with 
applicable federal, state, county, local and Schaumburg Park 
District laws, ordinances, regulations, and policies. This 
includes adherence to established laws and policies 
regarding copyright or plagiarism, the First Amendment of 
the United States Constitution, and privacy and information 
security policies and protocols established by the Park 
District or imposed by existing laws. 

 
C.    For any social media sites selected for use, the Park District will use 

a single account.  Additional accounts may be considered after 
review and approval by the Executive Director.  No unauthorized 
pages are permitted.  

 
D.   Content posted to social media sites will not include: 
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1. Content in support of or opposition to political campaigns 
or ballot measures; 

2. Content that promotes, fosters, or perpetuates 
discrimination on the basis of race, creed, color, age, 
religion, gender, marital status, status with regard to public 
assistance, national origin, physical or mental disability or 
sexual orientation; 

3. Content that conducts or encourages illegal activity; 
4. Information that may tend to compromise the safety or 

security of the public, employees or public systems;  
5. Content that violates a legal ownership interest of any other 

party, including any material or content protected by 
copyright, patent, confidentiality, trade secret, trademark, 
privacy or other intellectual property or proprietary rights 
without first obtaining sufficient legal consent or written 
permission from the owner thereof;  

6. Content that seeks gift support using the Schaumburg Park 
District’s name that is inconsistent with the Park District’s 
Ethics Ordinances; 

7. Content that involves the sharing of personal opinions or 
highly subjective information;  

8. Content that involves a direct conversation with any 
individual, organization/affiliate, business, or other outside 
party;  

9. Any libelous, slanderous, obscene or otherwise unlawful 
information or materials of any kind or any information 
which invades the privacy or rights of a third party; 

10. Harassing, intimidating, profane or otherwise unlawful 
materials or content; 

11. Content that violates any applicable telecommunications 
license or laws that govern trans-border data flow, i.e., laws 
dealing with data collection protection, privacy, 
confidentiality or security; 

12. Anonymous posts; 
13. Solicitations of commerce, industry or to solicit others for 

activities unrelated to Park District business; or 
14. Obscene, pornographic or sexually explicit images, cartoons, 

jokes or content, or links to obscene, pornographic or 
sexually explicit images, cartoons or jokes or content. 

 
Users and visitors to the Schaumburg Park District’s social media 
sites are responsible for their behavior or posting of any commentary 
regarding the Park District or the contents of the social media site 
per the guidelines stated within this Policy. Content that contains 
prohibited material will be deleted. 
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5.2.14.4.2 Procedure for Posting to Park District’s Social Media Program 

Should a Park District department wish to post information on a program, 
upcoming event or other general announcement, a posting request should be 
forwarded to the Communication and Marketing department. The request 
should include relevant information (i.e., event name, date, time, location) and 
any photos, artwork or logos associated with the request. Requests may also 
include a preferred number of announcements and timing (i.e., two weeks prior 
to the event, one week prior to the event and the day of the event). If 
applicable, the request should also include a link to a section of the Park District 
website where readers can find more information about the topic.  Messages 
will be posted on relevant social channels throughout the week to avoid 
releasing information all at one time. 

 

5.2.14.4.3 Public Records Law 

The Schaumburg Park District is subject to the Illinois Freedom of Information 
Act. 

 

5.2.14.4.4 Retention 

Relevant Schaumburg Park District records retention schedules apply to 
electronic content that constitutes public records.  Public records required to be 
maintained pursuant to the relevant records retention schedule shall be 
retained for the required retention period in a format that preserves the 
integrity of the original record in accordance with the State of Illinois Records 
Act. 

 
5.2.14.4.5 E-Mail Addresses 

E-mail addresses obtained through social media will not be sold or given to 
private companies or organizations. The information collected is subject to 
access and confidentiality provisions of the Illinois Freedom of Information Act, 
the Illinois Local Records Act, as well as Federal laws.  E-mail or other 
information requests sent to the Park District will be maintained in order to 
respond to the request, forward that request to the appropriate Park District 
Department(s), communicate updates to the Park District page that may be of 
interest to citizens, or to provide the Park District with valuable customer 
feedback to assist in improving the site.  Individuals can cancel any future 
communications at any time. 

 

5.2.14.4.6 Linking 
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Although most of the content contained on the Park District website or Park 
District social media or social network, blog, page, profile or post is created by 
Park District staff and/or officials, there are at times reasonable and desirable 
needs for links to websites outside the control the Park District with the 
approval of the Executive Director.  It is the intent of the Park District that its 
website is not generally available for linkage to an entire class of speakers, but 
its Park District programs and activities, as well as websites owned and operated 
by other local, state and federal government organizations. 

 

5.2.14.4.7 E-mail Blasts 

Email blasts are defined as e-mail communications sent by the Park District to 
50 or more recipients.  The Park District will utilize email blasts to provide 
citizens with information about activities and events going on within the Park 
District.  Email blasts created by the Park District are intended to provide 
information about the Park District, subject to the following rules: 

A. Content is from a Park District Department or a sponsor to promote 
a specific activity, meeting, event or ongoing program when it is 
deemed a community benefit.  Preference is given to Park District 
content. 

B. All email blast users and content group must be approved by the 
Executive Director or his designee. 

C. Email blasts must comply with the Federal Trade Commission’s CAN-
SPAM Act and adhere to the Standards set forth in this Social Media 
Policy. 

 

5.2.14.4.8 Social Networking 

The Park District’s present and future social media and social networking sites 
(including, but not limited to, Twitter and Facebook) provide Park District 
Departments and officials with the ability to have conversations or direct 
electronic communication with members of the public in relation to the 
governance of the Park District. These conversations and communications 
provide the public with the opportunity to submit comments. Submission of 
comments by the general public constitutes participation in a limited public 
forum.  All future Park District social networking pages, sites and profiles must 
be approved by the Park District Executive Director before being created. 

 
5.2.14.5 Policy – Personal Social Media Pages 

Park District employees, during and after work hours, are representatives of the Park 
District.  The Park District has established the standards below regarding the use of 
personal social media pages by employees.   
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A. If an employee lists the Schaumburg Park District as an employer on a 
private social media page, careful consideration should be given to posts 
and photos uploaded to pages.  

B. The Park District logo may not be used by employees on personal social 
media pages. 

C. Employees should consider customizing their privacy settings to determine 
what and with whom personal comments are shared.  

D. All Park District rules/policies apply to social media conduct, including 
any/all anti-harassment and prohibitions on releasing confidential 
information. 

E. Nothing in this policy shall be deemed or interpreted as governing the 
private activities of these individuals when using social media websites for 
their own personal and private use provided that it is clear from such use 
that they are acting in a personal and private capacity and not for or on 
behalf of the Schaumburg Park District.   

F. Employees are reminded that Park District rules and policies apply to social 
media conduct to the same extent as other off-duty conduct. 

 

5.2.14.6 No Expectation of Privacy 

 
All communications via the computer, computer system, e-mail, internet or facsimile 
transmission, regardless of business or personal nature of the communication, 
transmitted, received and/or stored using any of the Park District’s electronic 
communications tools are subject to being accessed and reviewed by the Park District 
management without notice and may be viewed publicly.  Users should not assume that 
any such communications are or shall remain private. 
 

5.2.14.7 Disclaimer of Liability 

 
The Park District shall not be responsible for any losses or damages resulting from or 
relating to any use of the Park District’s communications tools which violate this policy.  
The Park District will not be responsible for any damages whatsoever which individuals 
or entities may suffer arising from or related to their use of any Park District electronic 
information resources, whether such damages be incidental, consequential or 
otherwise, or whether such damages include loss of data resulting from delays, non-
deliveries, mistaken deliveries, or service interruptions, whether caused by the Park 
District’s negligence, errors or omissions.  Users must recognize that the use of the Park 
District’s electronic information resources is a privilege and that the policies 
implementing usage are requirements that mandate adherence.  The Park District 
makes no warranties of any kind, whether express or implied for the service that is the 
subject of these guidelines.   
 

5.2.15 Electronic Mail (“E-mail”) Retention Policy 
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5.2.15.1 Purpose 

The purpose of this policy is to establish an e-mail policy regarding the retention of 

certain records by all Park District and employees that create, use, and/or manage e-

mail in accordance with the Local Records Act (50 ILCS 205/1 et. seq.) (the “LRA”).  

Additionally, this policy will set forth some general guidelines as to what constitutes a 

“public record.” 

 

5.2.15.2 Intent 

To establish guidelines that will promote the effective capture, management, and 

retention of e-mail messages which are public records in compliance with LRA.  This 

policy is not intended to discourage the use of e-mail to conduct Park District business, 

but rather to establish a framework for its proper use as a communications tool.  E-mail 

can still function as a viable, efficient means to conduct business. Consistency, 

predictability, and reliability in the manner in which the e-mail system is used and in 

which public records are maintained within the Park District are the primary focuses of 

this policy. 

 

5.2.15.3 Policy 

All Park District records should be inventoried and analyzed for administrative, legal, 

financial and historical values to ensure that: 

A. Valuable records are adequately preserved; and 

B. Obsolete public records are destroyed in accordance with the below 

described Record Retention Schedule and after approval is received from 

the Local Records Commission. 

5.2.15.4 Scope 

This policy applies to all e-mail and e-mail attachments circulated within the Park 

District. 

 

5.2.15.5 Definitions 

E-mail messages are text documents which are created, stored and delivered in an 

electronic format. As such, e-mail messages are similar to other forms of communicated 

messages, such as correspondence, memoranda, and circular letters. 

 

Non-public record messages are e-mail messages that do not set policy, establish 

guidelines or procedures, certify a transaction, or become a receipt.  Rather, they are 

informal communications that are similar to communications during telephone 

conversations or conversations in an office hallway.  Generally, non-public record 
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messages are short-lived, with no historical significance or public importance, and need 

not be retained after they have fulfilled their purpose.  Examples include: 

A. Routine requests for information or publications which require no 

administrative action, policy decision, or special compilation or research, 

and copies of replies. 

B. Originating office copies of letters of transmittal that do not add any 

information to that contained in the transmittal material. 

C. Quasi-official notices including memoranda and other records that do not 

serve as the basis of official actions (i.e., holiday notices, meeting 

confirmations, etc.). 

 

5.2.15.6 Access and Privacy 

Users should take note that the information generated on e-mail may be a public record 

subject to public inspection. 

 

5.2.15.7 Retention 

Generally, e-mail messages are temporary communications which are non-vital and may 

be discarded routinely.  However, depending on the content of the e-mail, it may be 

considered public record.  Accordingly, public officials (who receive messages through 

the Park District’s website) and employees have the same responsibilities for e-mail 

messages as they do for any other public record and must distinguish between public 

records and non-public record information. 

 

Non-public record messages should be deleted from files as soon as they have fulfilled 

their purpose.  These are records that are not required to be kept under law or whose 

preservation is not necessary or convenient to conduct Park District business.  On the 

other hand, messages determined by users to be public records should be properly 

preserved and disposed of as specified in the State’s records retention schedule and 

following approval by the Local Records Commission as provided for herein.  LRA defines 

public records to include digitized electronic material, made, produced, executed, or 

received by the Park District or an elected or appointed official or officer of the Park 

District pursuant to law in connection with the transaction of public business and 

preserved or appropriate for preservation by the Park District or officer as evidence of 

the organization, function, policies, decisions, procedures or activities thereof or 

because of the informational data contained therein and expressly includes reports and 

records regarding the obligation, receipt and use of public funds of the Park District, 

including certified audits, management letters and audit reports. Examples of messages 

considered to be public records might include policy documents or contract related 

documents. 
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Messages and attachments should be reviewed at a minimum of every 15 days and, if 

they are determined to be public records, archived either digitally or in paper format if 

unable to store digitally. 

 

The Park District may delete all messages from the server thirty (30) days after they 

have been opened provided any public records are archived digitally or in paper format 

if unable to store digitally. 

 

Factors to consider in deciding whether a document is a public record are: 

A. Is it in connection with the transaction of public business (this eliminates all 

e-mails which do not relate to public business, i.e., personal notes, etc.)? 

B. Is it official documentary material (a draft of a letter vs. the letter itself)? 

C. Is it FOIAable?  For example, “preliminary drafts, notes, recommendations, 

memoranda and other records in which opinions are expressed, or policies 

or actions are formulated” need not be produced under FOIA, “except that a 

specific record or relevant portion of a record shall not be exempt when the 

record is publicly cited and identified by the head of the public body.”  

Therefore, unless staff wishes to keep their preliminary drafts, notes, etc., 

there seems to be no point in keeping these documents and presumably 

they may be destroyed if paper or deleted if e-mail. 

D. Is the material “appropriate for preservation by such agency or officer, or 

any successor thereof, as evidence of the organization, function, policies, 

decisions, procedures, or other activities thereof, or because of the 

informational data contained therein”?  These would eliminate the 

necessity of keeping documents which do not reflect the official actions of 

the Park District, but rather the comments or actions of individuals which 

reflect not the policy of the Park District but the thought of the individual. 

E. Does the document have any historical significance?  Is the document 

evidence of the function, policies, decisions, procedures or other activities 

of the Park District or of just an individual? 

F. Many e-mail documents rapidly become stale and do not reflect “function, 

policies, decisions, procedures, etc.”  when a matter is finalized.  Therefore, 

only the final document need be kept. 

G. Are the records duplicative?  Only one copy need be retained. 

 

NOTE:  A public record that is stored and accessible after this time is still a public record 

and must be produced upon request, if it does fall within one of FOIA’s exemptions or is 

otherwise exempt from disclosure by law.  Accordingly, a systematic deletion program 

that eliminates obsolete documents should be implemented in conjunction with the 

system administrator. 
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5.2.15.8 Examples of E-Mails that Generally Constitute Public Records 

A. E-mail created or received by Park District employees and/or officials at the 

Park District in connection with Park District business. 

B. E-mail that facilitates action, such as initiating, authorizing or completing a 

transaction in connection with Park District business. 

 

5.2.15.9 Examples of E-Mails that Generally do not Constitute Public Records 

A. Personal e-mail messages and announcements not related to Park District 

business 

B. Copies or extracts of documents e-mailed for convenience or reference 

C. Internal e-mails created by employees on work-related topics which do not 

facilitate action (i.e., cover notes, etc.). 

D. E-mails containing drafts, notes or inter-office memoranda that are not 

retained by the Park District in the ordinary course of business. 

 

5.2.15.10 Examples of E-Mails that may Constitute Public Records 

A. E-mail that provides substantive comments on an action taken by the Park 

District (i.e., comments that add to a proper understanding of the execution 

of the final Park District action). 

B. E-mail providing documentation of significant official decisions and 

commitments reached orally and not otherwise documented in the Park 

District’s files. 

 

5.2.15.11 Responding to FOIA Requests 

If an e-mail does fall within the definition of a public record it may not be deleted, 

except as provided in the Record Retention Schedule and following written approval 

from the Local Records Commission unless the record has been retained in accordance 

with the procedures herein.  Further, these e-mails should be reviewed prior to release 

under the Freedom of Information Act (5 ILCS 140/1 et. seq.) (“FOIA”) so that any 

exempt information contained in them may be redacted.  Finally, if the e-mail falls 

within one of the FOIA exemptions, or is otherwise exempt by law from disclosure, it 

need not be produced.  All FOIA requests must be responded to in accordance with the 

requirements of FOIA and the Park District’s Ordinance Regarding Freedom of 

Information Requests. 
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If in doubt as to whether an e-mail message is a public record or contains exempt 

information, contact the Park District Attorney. 

 

5.2.15.12 Copy of Record 

Where e-mail communication is between a sender and a recipient, who are both 

employees and/or officials of the Park District, the sender’s copy is designated as the 

copy of record.  In other words, it is the sender’s copy to which any retention 

requirements would apply.  All other copies are merely “duplicates” and can be 

disposed of at will.  Cases where this principle does not apply include e-mail received 

from other agencies or from the public. 

 

5.2.15.13 Review 

A periodic review of this Policy shall be undertaken to keep the Policy current with best 

practices and new technology. 

 

5.2.16 Succession Policy 

In the event the Executive Director designates a temporary successor or is otherwise 

unable to fulfill duties, the chain of succession shall be the Deputy Director, the Director 

of Operations, the Director of Human Resources, and then the Director of Parks and 

Planning, in that order. Note, however, that in the event of an emergency or other 

urgent situation, the Executive Director should be reached by phone. Further, in a crisis 

situation, the Emergency Operations Plan and Business Continuity Plan will also be 

consulted and implemented where appropriate. 

 

In addition, the chain of succession for department heads is:  

The Controller will fill in for the Deputy Director, the Superintendent of Facility 

Operations for the Director of Operations, the Human Resources Generalist for the 

Director of Human Resources, the Park Planner for the Director of Parks & Planning, the 

Communications Assistant for the Director of Communications and Marketing, and the 

Head Golf Professional for the Director of Golf Operations. 

 

5.2.17 Professional Staff Policy 

It is the policy of the District that professional, appropriately degreed and certified 

individuals be recruited and selected for District jobs whenever possible. “Professional” 

shall include experience and training in the field and/or a four year college degree in the 

field of Parks and Recreation. Certifications such as Certified Parks and Recreation 

Professional (CPRP) are also required where appropriate. 
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5.2.18 Consultant Retention Policy 

The Board may retain, or authorize the Executive Direct to retain, consultants and other 

independent contractors, from time to time, as may be required or deemed desirable, 

defining and prescribing their respective duties and services and compensation. Such 

consultants may be required due to specialized skills or the retention of such constitutes 

a more cost effective solution to completing a project or study.  The process of retention 

will be in compliance with the Illinois Park Code, section 8-1( c), concerning bid 

requirements unless the service required is so specialized that bids are deemed 

impractical.   

 

5.2.19 Salary Range Policy 

It is the policy of the District to establish and maintain fair and competitive pay for all 

positions within the District. This policy will be accomplished through the establishment 

of salary ranges for each position, with these ranges reflecting both market and 

comparable positions outside of the District. The Board is responsible for approving part-

time and full-time pay ranges that are fiscally responsible, competitive with external job 

market, and ensure equity and fairness in pay and pay actions. Once ranges are 

established, they will be maintained as follows: 

A. All ranges will be reviewed at least annually and may be adjusted as 

necessary based on changes in labor market conditions, economic factors, 

and the Park District’s financial conditions. 

B. Regardless of the above, the Board will annually approve the full-time salary 

structure and rates of pay as part of the budget review meeting. 

 

5.2.20 Employment of Relatives 

Family relationships in the workplace can create the perception of favoritism, questions 

regarding impartiality of workplace decisions and the potential for conflicts of interest. 

 

For this reason, the Park District prohibits the hiring of any relative of a full-time 

employee or Park Board Commissioner. 

 

The Park District will, however, permit the hiring of related part-time employees. 

 

Relatives of part-time employees are ineligible for consideration for full-time 

employment absent resolution of the conflict under this policy. 

 

Should any employee have a relative elected to the Board of Park Commissioners, the 

employee will be asked to resign within 90 days from the beginning of such 

commissioner's term to prevent any conflict of interest.   
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Should any part-time employee have a relative obtain full-time employment, the 

employee will be asked to resign within 90 days from the beginning of such employment 

to prevent any conflict of interest.  

 

Further, employees and Board members may not influence the hiring of others known 

to them. 

 

For the purposes of this policy, relative includes the following relationships, whether 

established by blood, marriage or other legal action and also includes step- and 

generational relationships: spouse and civil union partner; parent; grandparent; sibling; 

child; aunt/uncle; niece/nephew; cousin; or any other relative living at employee's 

residence. 

 

In the event that a full-time employee becomes related to another current employee in 

a manner that conflicts with this policy, the following shall apply: 1) It will not be 

permissible for those employees to work in the same department or facility, 2) One may 

not directly, or indirectly, supervise the other, 3) One may not have any input to 

performance reviews or personnel related matters of the relative.  In the event these 

employees currently work in the same department or facility, the Park District will 

attempt to move either to another department and location if a vacancy exists. If no 

comparable vacancy exists, one of the employees must resign within 90 days. If both 

employees refuse to relocate to another position, location, and do not resign, the Park 

District in its sole discretion will decide who will remain employed. 

 

5.2.21 Identity Protection Policy 

5.2.21.1 Introduction and Identification of Act 

This Identity-Protection Policy is adopted pursuant to the Illinois Identity Protection Act, 

5ILCS 179/1 et seq. The Identity Protection Act requires Schaumburg Park District (the 

“District”) to draft, approve, and implement this Identity-Protection Policy to ensure the 

confidentiality and integrity of Social Security numbers (SSNs) that the District collects, 

maintains, and uses. It is important to safeguard SSNs against unauthorized access 

because SSNs can be used to facilitate identity theft. One way to better protect SSNs is 

to limit the widespread dissemination of those numbers. The Identity Protection Act was 

passed in part to require the District and other local and State government agencies to 

assess their personal information collection practices and make necessary changes to 

those practices to ensure confidentiality. All District officers, employees, and agents 

shall comply with the Identity Protection Act and this Policy at all times. 

 

5.2.21.2 Definitions 
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The following words shall have the following meanings when used in this Policy: 

 

“Act” means the Illinois Identity Protection Act, 5 ILCS 179/1 et seq. 

 

“Board” means the Board of Park Commissioners of the District. 

 

“District” means the Schaumburg Park District. 

 

“Person” means any individual in the employ of the District. 

 

“Policy” means this Identity-Protection Policy. 

 

“Publicly post” or “publicly display” means to intentionally communicate or 

otherwise intentionally make available to the general public. 

 

“Redact” means to alter or truncate data so that no more than five sequential 

digits of a SSN are accessible as part of personal information. 

 

“SSN(s)” means any Social Security number provided to an individual by the Social 

Security Administration. 

 

“Statement of Purpose” means the statement of the purpose or purposes for 

which the District is collecting and using an individual’s SSN that the Act requires 

the District to provide when collecting a SSN or upon request by an individual. An 

example of a Statement of Purpose for the District is attached to this Policy. 

 

5.2.21.3 Statement of Purpose 

The District shall provide an individual with a Statement of Purpose (Attachment 1) 

anytime an individual is asked to provide the District with his or her SSN or if an 

individual requests it. 

 

5.2.21.4 Prohibited Activities 

A. Neither the District nor any person may: 

1. Publicly post or publicly display in any manner an individual’s SSN. 

2. Print an individual’s SSN on any card required for the individual to 

access products or services provided by the person or entity. 

3. Require an individual to transmit a SSN over the Internet unless the  

       connection is secure or the SSN is encrypted. 

4. Print an individual’s SSN on any materials that are mailed to the 

individual, through the U.S. Postal Service, any private mail service, 
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electronic mail, or any similar method of delivery, unless State or 

federal law requires the SSN to be on the document to be mailed. 

Notwithstanding the foregoing, SSNs may be included in 

applications and forms sent by mail, including, but not limited to: (i) 

any material mailed in connection with the administration of the 

Unemployment Insurance Act; (ii) any material mailed in connection 

with any tax administered by the Department of Revenue; and (iii) 

documents sent as part of an application or enrollment process or 

to establish, amend, or terminate an account, contract or policy or 

to confirm the accuracy of the SSN. A SSN that is permissibly mailed 

pursuant to this paragraph will not be printed, in whole or in part, 

on a postcard or other mailer that does not require an envelope or 

be visible on an envelope without the envelope having been 

opened. 

B. Except as otherwise provided in below or unless otherwise provided in the 

Act, neither the District nor any person may: 

1. Collect, use, or disclose a SSN from an individual, unless; (i) required 

to do so under State or federal law, rules, or regulations, or the 

collection, use, or disclosure of the SSN is otherwise necessary for 

the performance of the District’s duties and responsibilities; (ii) the 

need and purpose for the SSN is documented before collection of 

the SSN; and (iii) the SSN collected is relevant to the document need 

and purpose. 

2. Require an individual to use his or her SSN to access an Internet 

website. 

3. Use the SSN for any purpose other than the purpose for which it 

was collected. 

C. The prohibitions in above do not apply in the following circumstances: 

1. The disclosure of SSNs to agents, employees, contractors, or 

subcontractors of a governmental entity or disclosure by a 

governmental entity to another governmental entity or its agents, 

employees, contractors, or subcontractors if disclosure is necessary 

in order for the entity to perform its duties and responsibilities; and, 

if disclosing to a contractor or subcontractor, prior to such 

disclosure, the governmental entity first receives from the 

contractor or subcontractor a copy of the contractor’s or 

subcontractor’s policy that sets forth how the requirements 

imposed under this Act on a governmental entity to protect an 

individual’s SSN will be achieved. 

2. The disclosure of SSNs pursuant to a court order, warrant, or 

subpoena. 
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3. The collection, use or disclosure of SSNs in order to ensure the 

safety of: State and local government employees; persons 

committed to correctional facilities, local jails, and other law-

enforcement facilities or retention centers; wards of the State; and 

all persons working in or visiting a State or local government agency 

facility. 

4. The collection, use, or disclosure of SSNs for internal verification or 

administrative purposes. 

5. The disclosure of SSNs by a State agency to the District for the 

collection of delinquent child support or of any State debt or to the 

District to assist with an investigation or the prevention of fraud. 

6. The collection or use of SSNs to investigate or prevent fraud, to 

conduct background checks, to collect a debt, to obtain a credit 

report from a consumer reporting agency under the federal Fair 

Credit Reporting Act, to undertake any permissible purpose that is 

enumerated under the federal Gramm-Leach-Bliley Act, or to locate 

a missing person, a lost relative, or a person who is due a benefit, 

such as a pension benefit or an unclaimed property benefit. 

 

5.2.21.5 Coordination with The Freedom of Information Act and Other Laws 

The District shall comply with the provisions of the Illinois Freedom of Information Act, 5 

ILCS 140/1 et seq., and any other State law with respect to allowing the public 

inspection and copying of information or documents containing all or any portion of an 

individual’s SSN. However, the District shall redact SSNs from the information or 

documents before allowing the public inspection or copying of the information or 

documents. 

 

When collecting SSNs, the District shall request each SSN in a manner that makes the 

SSN easy to redact if required to be released as part of a public records request. 

 

5.2.21.6 Limited Employee Access to Social Security Numbers 

Only employees who are required to use or handle information or documents that 

contain SSNs will have access. All employees who have access to SSNs shall first be 

trained to protect the confidentiality of SSNs. The training will include instructions on 

proper handling of information that contains SSNs from the time of collection through 

destruction of the information. 

 

5.2.21.7 Embedded Social Security Numbers 
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Neither the District nor any person shall encode or embed a SSN in or on a card or 

document, including but not limited to, using a bar code, chip, magnetic strip, RFID 

technology, or other technology, in place of removing the SSN as required by the Act 

and this Policy. 

 

5.2.21.8 Applicability 

If any provision of this Policy conflicts with any provision of the Act, the provisions of the 

Act shall prevail. 

 

This Policy does not apply to: 

A. The collection, use, or disclosure of a SSN as required by State or federal 

law, rule, or regulation; or 

B. Documents that are recorded with a county recorder or required to be open 

to the public under a State or federal law, rule, or regulation, applicable 

case law, Supreme Court Rule, or the Constitution of the State of Illinois; 

provided, however, that the District shall redact the SSN from such 

document if such law, rule or regulation permits. 

 

5.2.21.9 Availability of Policy 

The Policy shall be filed with the Board within 30 days of its approval. All District 

employees shall be advised of the existence of this Policy. 

 

District employees who are required to use or handle information or documents that 

contain SSNs have been provided a copy of this Policy, which each shall maintain at all 

times. A copy of the Policy is available to all other employees via the employee intranet 

and any member of the public via the District’s website, parkfun.com.  

 

5.2.21.10 Amendments 

This Policy may be amended by the District at any time. If the Policy is amended, the 

District shall file a written copy of the Policy, as amended, with the Board and shall also 

advise all District employees of the existence of the amended Policy. A copy of the 

amended Policy will be made available to District employees and the public as set forth 

in the preceding section above. 

 

5.2.21.11 Effective Date 

This Policy became effective June 1, 2011, other than the Embedded Social Security 

Numbers section which became effective on March 10, 2011. 
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ATTACHMENT 1 OF IDENTITY PROTECTION POLICY 

 

STATEMENT OF PURPOSE FOR COLLECTION OF SOCIAL SECURITY NUMBERS 
BY THE SCHAUMBURG PARK DISTRICT 

 
The Identity Protection Act, 5 ILCS 179/1 et seq., and the Identity-Protection Policy of 
the Schaumburg Park District (“District”) require the District to provide an individual 
with a statement of the purpose or purposes for which the District is collecting and 
using the individual’s Social Security number (“SSN”) anytime an individual is asked to 
provide the District with his or her SSN or if an individual requests it. This Statement of 
Purpose is being provided to you because you have been asked by the District to provide 
your SSN or because you requested a copy of this statement. 
 
Why do we collect your Social Security number? 
You are being asked for your SSN for one or more of the following reasons: 

• IL-W-4 Employee’s Withholding Allowance Certificate 

• Federal Form W-4 Employee’s Withholding Allowance Certificate 

• Form I-9 – Employment Eligibility Verification 

• Criminal Background Check Form 

• Illinois Dept. of Employment Security New Hire Reporting Form 

• PDRMA Health Eligibility Form 

• PDRMA Health Program Coordination of Benefits Form 

• Standard Insurance Company Enrollment & Change Form (Voluntary Life) 

• Illinois Form 45: Employer’s First Report of Injury (Worker’s Comp) 

What do we do with your Social Security Number? 
We will only use your SSN for the purpose for which it was collected. 
We will not: 

• Sell, lease, loan, trade, or rent your SSN to a third party for any purpose; 

• Publicly post or publicly display your SSN; 

• Print your SSN on any card required for you to access our services; 

• Require you to transmit your SSN over the Internet, unless the connection is 
secure or your SSN is encrypted; or 

• Print your SSN on any materials that are mailed to you, unless State or 
Federal law requires that number to be on documents mailed to you. If 
mailed, your SSN will not be visible without opening the envelope in which it 
is contained. 

Questions or Complaints about this Statement of Purpose 
Write to: SCHAUMBURG PARK DISTRICT 

   235 EAST BEECH DRIVE 
   SCHAUMBURG, ILLINOIS 60193 
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5.2.22 Mandated Reporter Policy 

It is the policy of the Schaumburg Park District that all employees upon employment sign 

and date an Illinois Department of Children and Family Services Acknowledgement of 

Mandated Reporter Status form. This form affirms that the employee has read a 

statement informing them of their reporting requirements under the Abused and 

Neglected Child Reporting Act. The forms are signed by all employees and put in the 

Schaumburg Park District personnel files. 

 

5.2.23 Travel and Per Diem Policy 

To advance the mission of the District, employees and Park Board members may need to 

travel for business or education related functions. When travel and lodging are required, 

the District shall pay the costs associated with appropriate out-of-pocket expenditures 

by allocating a per diem amount established in Ordinance 16-12-4P and listed below. 

A. The District will provide a per diem allocation of $60.00 per day to 

employees attending District-approved functions in Illinois. 

B. If the function is out of state, a per diem allocation of $85.00 per day will be 

provided. 

C. Department Heads must approve functions qualifying for per diem 

allocations subject to final approval by the Director of Finance. 

D. Functions not qualifying for per diem allocations may still qualify for 

reimbursement for actual costs associated with the function if budgeted 

and approved by a Department Head. 

Per diem allocations are provided to reimburse the employee for all costs other than 

direct costs (see below) associated with the function. These costs include meals, tips, 

phone calls and incidental expenses that are incurred by the employee. Per diem 

expenditures do not require receipts. 

 

Direct costs are registration, transportation (airfare, cab fare, train fare or mileage), 

lodging, rental car (and fuel), parking and tolls. These costs are paid (or reimbursed) at 

actual costs through District purchasing procedures. 

 

Travel and lodging reservations and coordination are done by the Executive Director’s 

Administrative Assistant. 

A. Travel should be planned well in advance in order to take advantage of the 

lowest economy class airfare or train fare and registration fees as approved 

by the Department Head. 
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B. Accommodations should be made at hotels designated by the functions 

sponsoring organization at the lowest available rate and as approved by the 

Department Head. 

C. Rental cars should be utilized only when other means of transportation 

would be burdensome and as approved by the Executive Director. 

Intermediate or small cars should be used and shared by employees. 

 

In accordance with Ordinance 16-12-4P, the Board must formally approve all expense 

budgets for overnight stays at their regularly scheduled monthly meeting at least one 

month in advance of the scheduled conference.  

The Park Board is also governed by the standards outlined in this policy in addition to all 

employees. 

 

5.2.24 Wellness Policy 

An employee’s professional productivity, job satisfaction, performance and morale are 

directly related to the level of their health and well- being. In acknowledgement of 

this, the Schaumburg Park District is committed to providing an environment that 

promotes and protects health, well-being and the ability to learn by fostering such 

dimensions of wellness as physical, occupational, social, intellectual, and emotional 

health. Such efforts will include wellness programs, health screenings and health 

brochures. 

 

5.2.25 Schaumburg Golf Club and Walnut Greens Policy Regarding Complimentary Golf During 

Non-Peak Hours 

5.2.25.1 Peak Hours 

For purposes of this policy, “peak hours” means from the opening of the golf course 

until 11:59 a.m. on Saturdays, Sundays and holidays. 

 

5.2.25.2 Non-Peak Hours 

For purposes of this policy, “non-peak hours” and “non-peak times” means any time 

Monday through Friday, and from 12:00 noon to the closing of the golf course on 

Saturdays, Sundays and holidays. 

 

5.2.25.3 Current Board Members 

Commissioners are permitted to make reservations and to golf (with cart) during non-

peak hours at no cost. A Commissioner’s immediate family members are permitted to 

golf with the Commissioner during non-peak hours and may golf once per week (with 
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cart) unaccompanied by the Commissioner during non-peak hours at no cost. 

Commissioners are also given twelve (12) individual guest passes (with cart) per year for 

the Schaumburg Golf Club and Walnut Greens, or either of them, for distribution to 

individuals for the purpose of promoting the courses. Commissioner’s escorted guests 

who are non-residents (up to 3 per round) will be charged resident rates. 

Commissioner’s escorted guests who are residents (up to 3 per round) will be charged 

the lowest available rate. Any requests received by a Commissioner from a charity for 

golf shall be forwarded to the Executive Director. Approved charity requests will be sent 

out on behalf of the District.   

 

Commissioners may reserve permanent tee times for themselves and up to three guests 

during non-peak hours. Commissioners may not reserve permanent tee times for 

themselves or their guests during peak hours, unless they pay the regular fee therefor, 

and agree to pay and in fact pay the full resident greens fee for himself or herself. A cart 

will be provided to Commissioners at no cost during peak hours provided there are a 

sufficient number of carts then available to the public, otherwise the Commissioner shall 

also pay for the cart at the regular charge therefor. During peak hours Commissioners’ 

escorted guests who are non-residents (up to 3 per round) will be charged resident 

rates, and the cart fee for a second cart (if applicable). Commissioners’ escorted guests 

who are residents (up to 3 per round) will be charged the lowest available rate, and the 

cart fee for a second cart (if applicable). 

 

5.2.25.4 Past Board Members 

A past Board member with less than eight (8) years of service will receive twelve (12) 

complimentary rounds of golf (with cart) during non-peak hours per year. Escorted 

guests who are non-residents (up to 3 per round) will be charged resident rates. 

Escorted guests who are residents (up to 3 per round) will be charged the lowest 

available rate. 

 

A past board member with eight (8) or more years of service will receive one (1) 

complimentary round of golf (with cart) per week during non-peak hours, and their 

respective immediate family member(s) will receive a complimentary round of golf 

during non-peak hours if and when accompanied by the former Commissioner. Escorted 

guests other than immediate family members who are non-residents (up to 3 per round) 

will be charged resident rates.  Escorted guests other than immediate family members 

who are residents (up to 3 per round) will be charged the lowest available rate. 

 

5.2.25.5 Executive Director 

Executive Director has full golf and cart privileges for guests and immediate family at 

any time at no cost. Executive Director will have full access to complimentary golf 
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coupons for purposes of promotion of the Schaumburg Park District. Executive Director 

will approve charity golf donations and complimentary golf requests. Executive Director 

will be empowered to host more than three guests per round accompanied or 

unaccompanied to promote the Schaumburg Park District. The Executive Director’s 

spouse may golf (with cart) during non-peak times at any time at no cost. Escorted 

guests of the Executive Director’s spouse who are non-residents (up to 3 per round) will 

be charged resident rates. Escorted guests of the Executive Director’s spouse who are 

residents (up to 3 per round) will be charged the lowest available rate. 

 

A past Executive Director may golf at any time with up to three (3) escorted guests, with 

up to two (2) carts, at no cost, and said past Executive Director’s spouse or civil union 

partner may golf at any time with a cart without any guests at no cost pursuant to an 

existing contractual obligation. 

 

5.2.25.6 Schaumburg Park District Committees 

Joint Advisory and Finance Committee members may request for themselves six (6) 

weekday (Monday through Friday) golf rounds during non-peak hours (no cart) per 

season at no cost. 

 

5.2.25.7 Schaumburg Park Foundation 

Foundation Trustees (who are not current Park Commissioners) may request either: 

 

A. Premium Plus Family Pass at no cost; or 

B. Twelve (12) seasonal golf passes to Schaumburg Golf Club or Walnut Greens 

(weekdays with cart) plus an individual Combo Pass (CRC and MCR Fitness 

and The Water Works) at no charge. 

 

5.2.25.8 Full-Time Park District Staff 

The Deputy Director can golf during non-peak times with cart and have up to three (3) 

escorted guests at no cost. Immediate family of the Deputy Director may golf with cart 

during non-peak times at no cost. 

 

A Department Head can golf during non-peak times with cart and have up to three (3) 

escorted guests at no cost. Immediate family of a Department Head may golf with cart 

during non-peak times at no cost. 

 

SPD full-time staff can golf during non-peak times at no cost. Immediate family or live-in 

tenant and escorted guests of a full-time staff member can golf at any time provided 

they pay the applicable resident fee for the day and time they golf. 
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5.2.25.9 Schaumburg Golf Club Part-Time and Seasonal Golf Staff  

Schaumburg Golf Club part-time and seasonal staff are eligible for golf privileges at a 

discounted rate or at no cost. Numbers of golf passes received is dependent upon the 

number of days worked per week. Employee cost is dependent upon the number of 

hours worked per season. Benefit details can be found in the Golf Department Standard 

Operating Procedures Manual and the Internal Benefits for Schaumburg Golf Club Staff 

documents. 

 

5.2.25.10 PGA Golf Professionals and GCSAA Superintendents 

PGA Professionals and GCSAA Superintendents may play SGC/WG with a cart providing 

they contact the club professional or superintendent. The privilege is extended to them 

only. 

 

This privilege is extended during non-peak times. 

 

5.2.25.11 Professional Golf Staff 

The Director of Golf Operations and the Head Golf Professional have golf and cart 

privileges for themselves and for their guests and immediate family at no cost at any 

time. 

 

The Director of Golf Operations has the ability to extend complimentary golf to 

organizations, outings and customers (excluding Commissioners, Commissioners’ guests, 

employees, employee guests, Schaumburg Park District committee members or 

Schaumburg Park Foundation members in contravention of this policy), to promote the 

Schaumburg Park District and SGC/WG at any time during peak hours or non-peak 

hours. 

 

The Golf Course Superintendent can golf, with cart, with up to three (3) guests, and his 

or her immediate family, at no cost during non-peak times. 

 

The Golf Course Superintendent can extend golf privileges to area superintendents at no 

cost during non-peak times. The Professional Golf Staff (i.e., Schaumburg Park District 

Golf Pros) may golf with cart and may have up to three (3) escorted guests during non-

peak times at no cost. 

 

5.2.25.12 Ala Carte Entertainment 
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Ala Carte Entertainment will receive a maximum of 25 complimentary coupons per 

season. All Ala Carte employees will need a complimentary coupon for golf, no signing 

privileges. 

 

5.2.25.13 Complimentary Golf and Golf Coupons 

Complimentary golf coupons will be limited to weekdays. The Executive Director will 

send out complimentary golf coupons that are approved for donation. Complimentary 

golf coupons include an expiration date. Any existing/outstanding complimentary golf 

coupons will be valid at the discretion of the Executive Director and/or the Director of 

Golf Operations. 

 

5.2.26 Non-Discrimination, Anti-Harassment and No Sexual Harassment Policy 

The Schaumburg Park District is committed to a work environment in which all 

individuals are treated with respect and dignity. Each individual has the right to work in 

a professional atmosphere that prohibits discriminatory practices, including harassment. 

Therefore, the Park District expects that all relationships among persons in the 

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

 

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

agent, volunteer and vendor of the Park District, as well as anyone using the Park 

District's facilities, to refrain from sexual and other harassment. The Park District will not 

tolerate sexual or any other type of harassment of or by any of its employees and 

elected officials or others. Actions, words, jokes, or comments based on an individual's 

gender, sexual orientation, color, disability, race, national origin, age, religion, civil union 

partnership, or any other legally protected characteristic will not be tolerated. 

   

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

individuals of a particular gender, civil union partnership, or any other protected 

characteristic, from participating in business or work-related social activities or 

discussions in order to avoid allegations of harassment. The law and policies of the Park 

District prohibit disparate treatment on the basis of sex, civil union partnership, or any 

other protected characteristic, with regard to terms, conditions, privileges and 

prerequisites of employment. The prohibition against harassment, discrimination and 

retaliation are intended to complement and further these policies, not to form the basis 

of an exception to them. 

 

The Park District takes complaints seriously, and any employee engaging in any form of 

conduct, including harassment or sexual harassment, that violates this policy will be 

subject to disciplinary action, up to and including dismissal. 
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Unprofessional conduct is unacceptable not only in the workplace but also any work-

related setting outside the workplace, such as during work-related meetings, 

conferences, training programs, trips, and social events. 

 

Even conduct which does not rise to the level of unlawful harassment is still prohibited 

by this policy. 

 

5.2.26.1 Annual Training Requirement 

In accordance with the Illinois Human Rights Act and Public Act 101-0221, all employees 

must complete annual sexual harassment prevention training, which shall include: 

A. an explanation of sexual harassment; 

B. examples of conduct that constitutes unlawful sexual harassment; 

C. a summary of relevant state and federal laws prohibiting sexual harassment 

and the remedies for violations of these laws; and 

D. a summary of the employer’s responsibility to prevent, investigate, and 

correct sexual harassment. 

5.2.26.2 Prohibited Harassment 

Harassment may occur as a result of conduct that: 

A. Denigrates or shows hostility or aversion toward an individual (or that of 

his/her relatives, friends, or associates) because of a legally protected actual 

or perceived class such as race, color, religion, sex, age, national origin, 

marital status, military or veteran status, pregnancy, disability, sexual 

orientation, or any other class protected by law; AND 

B. Has the purpose or effect of unreasonably interfering with an individual’s 

work performance or otherwise adversely affects an individual’s 

employment opportunities; OR 

C. Has the purpose or effect of creating an offensive, intimidating, or hostile 

work environment. 

 

5.2.26.3 Examples of Harassing Conduct 

Harassing conduct includes, but is not limited to: 

A. epithets, offensive jokes, slurs or negative stereotyping; 

B. taunting, badgering, or stalking; 

C. displaying or distributing offensive material (including email, text messages, 

flyers, posters, etc.) 

D. threatening words/deeds, intimidation or hostility (bullying);  
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E. graphic or degrading comments about an individual or the individual’s 

appearance; 

 

5.2.26.4 Prohibited Sexual Harassment 

This policy specifically forbids harassment based on gender regardless of whether the 

offensive conduct is sexual in nature and regardless of whether the individual being 

harassed is of the same or different gender. Sexual harassment may occur as a result of 

unwelcome sexual advances, requests for sexual favors, or any other conduct of a sexual 

nature: 

A. When submission to the conduct is made a term or condition of 

employment or used as a basis for employment decisions (either implicitly 

or explicitly); OR 

B. That substantially and unreasonably interferes with an individual’s work 

performance; OR 

C. Creates an offensive, intimidating, or hostile work environment. 

 

5.2.26.5 Examples of Sexual Harassment 

Sexual harassment may include subtle and not-so-subtle behaviors and may involve 

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

behaviors may include, but are not limited to: 

A. unwanted sexual advances or requests for sexual favors; 

B. sexual jokes and innuendo; 

C. verbal abuse of a sexual nature; 

D. commentary about an individual’s body, sexual prowess or sexual 

deficiencies, or asking questions about sexual conduct; 

E. leering, catcalls or touching, like patting, hugging, pinching, or brushing 

against a person; 

F. repeated requests for dates, stalking; 

G. insulting or obscene comments or gestures; 

H. displaying or distributing sexually offensive material (including email and 

text messages) 

I. other physical, verbal or visual conduct of a sexual nature. 

 

5.2.26.6 Reporting Procedure 

All employees are encouraged to promptly report incidents of harassment and sexual 

harassment, regardless of who the offender may be or whether or not you are the 
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intended victim.  Any supervisory employee who becomes aware of any harassment or 

sexual harassment must immediately advise Human Resources. 

 

Employees are expected to come forward promptly and report any violations of this 

policy before the alleged offending behavior becomes severe or pervasive. 

 

Employees should promptly report the offending behavior to their immediate supervisor 

or Department Head (both of which will notify Human Resources) or directly to Human 

Resources.  If any of these employees is the offender, condones the problem or ignores 

the problem, employees should report to the Executive Director.  If the Executive 

Director is the offender, condones the problem, or ignores the problem, employees 

should report to the Park Board President who will promptly consult the Park District 

Attorney. If a Park Commissioner is the offender, employees should report to the 

Executive Director who will promptly consult with the Park District Attorney. 

 

5.2.26.7 Harassment Allegations Against Non-Employees/Third Parties 

If an employee makes a complaint alleging harassment or discrimination against an 

agent, vendor, supplier, contractor, volunteer or person using Park District programs or 

facilities, Human Resources will investigate the incident(s) and take appropriate 

responsive action. 

 

5.2.26.8 The Investigation 

All complaints will be investigated promptly and every effort will be made to conduct 

the investigation in a confidential manner; however, because the investigation may 

include individual interviews with the parties involved and witnesses, it is impossible to 

guarantee absolute confidentiality. The Park District also reserves the right to use third 

parties to investigate. 

 

5.2.26.9 Elected Official Complaint Process 

The Park District promotes civility and respectful interactions at all levels of the 

organization.  Elected officials are prohibited from engaging in harassing behavior 

toward Park District employees.  Elected officials also are expected to treat each other 

in a manner consistent with the Park District’s no-harassment policy. Any elected official 

who believes he or she has experienced behavior by another elected official that is 

inconsistent with the Park District’s policy against harassment may notify the Park Board 

President or (if the Park Board President is the alleged harasser, to the Executive 

Director). After receipt of the complaint, an investigation will be initiated through the 

use of an independent third party investigator experienced in investigating workplace 

harassment complaints. 
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5.2.26.10 Responsive Action 

The Park District may put reasonable interim measures in place, such as a leave of 

absence or a transfer, while the investigation takes place. Based on the facts and 

circumstances of each situation, the Park District will determine what constitutes 

harassment or sexual harassment in violation of this policy. Once a complaint has been 

thoroughly investigated, the Park District may conclude that a violation of this or other 

Park District policy occurred, or that no violation of policy occurred or that the Park 

District cannot conclude whether or not a violation occurred.  Responsive action may 

include training or re-training, referral to counseling, and/or disciplinary action, up to 

and including discharge. 

 

It is critical in establishing a workplace free of harassment that a victim of an incident 

perceived as being harassing has access to a mechanism for reporting such incidents.  At 

the same time, the purposes of this policy are not furthered where a complaint is found 

to be false and frivolous and made to accomplish some other end than stopping 

harassment.  A complaint that is determined to be false and frivolous can result in a 

severe level of discipline or discharge.  A false or frivolous complaint does not refer to 

complaints made in good faith that cannot be proven.   

 

5.2.26.11 Retaliation Is Prohibited 

The Park District prohibits retaliation against any individual who reports discrimination 

or harassment whether internally or with an external agency, or files a charge of 

discrimination or harassment or provides information in a proceeding related to 

violations of discrimination or harassment laws. Retaliation against an individual is a 

serious violation of this policy and, like harassment itself, is grounds for disciplinary 

action, up to and including discharge.  Examples of the types of retaliation that are 

prohibited include intimidation; discrimination; verbal or physical abuse; adverse 

actions with respect to pay, work assignments, and other terms of employment; 

termination of employment; or threats of any such actions. Anyone experiencing or 

witnessing any conduct he or she believes to be discriminatory or retaliatory should 

immediately report such conduct using the complaint procedure set forth above. 

Employees may also be able to seek relief for such retaliatory conduct under the Illinois 

Whistleblower’s Act and the Illinois Human Rights Act.  

 

5.2.26.12 Recourse to EEOC, IDHR & HRC 

Employees are encouraged to use the above complaint procedure(s) to report and 

resolve their complaints of harassment or retaliation to promote prompt resolution of 
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any problems. Employees may also contact the following agencies regarding a 

harassment complaint within 300 days of the date the alleged harassment took place: 

 

Illinois Department of Human Rights 

100 W. Randolph Street, Suite 10-100 

Chicago, IL 60101 

(312) 814-6200 

 

Illinois Human Rights Commission 

100 W. Randolph Street, Suite 5-100 

Chicago, IL 60101 

(312) 814-6269 

 

Equal Employment Opportunity Commission 

230 S. Dearborn St., Suite 1866 

Chicago, Illinois  60604 

800-669-4000  

 

The Department of Human Rights investigates complaints of harassment under Illinois 

law and determines whether there is substantial evidence to support a charge of 

discrimination. The Illinois Human Rights Commission adjudicates complaints of 

harassment under Illinois law to determine whether a violation of the Illinois Human 

Rights Act has occurred. Similarly, the EEOC investigates complaints of harassment 

under federal law, and determines whether there is substantial evidence to support a 

charge of discrimination. 

 

5.3 RECREATION OPERATIONS POLICIES 

5.3.1 Recreational Programming Policy 

It is the policy of the District to create, plan, organize and/or implement recreational 

programs and leisure services that service the largest constituent base possible. 

Important components of the programming will include variety for participants and 

inclusion for special needs to the fullest reasonable extent possible. Appropriate staff 

will periodically, but at least annually, review the mix of programs and services being 

offered to the community to ensure current needs are being met. 

 

5.3.2 Statistics Analysis for Recreational Policy 

The District will regularly and routinely gather and analyze statistical data pertinent to 

the effective management of leisure services to our constituents. This data collection 

will be done with the goal of providing the best customer service possible. It will also be 
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gathered to ensure the proper mix of services is offered to the community on a cost 

effective basis. 

 

5.3.3 Program Evaluation Policy 

It is the policy of the Schaumburg Park District to encourage participants in recreation 

program areas to complete evaluation forms. These forms provide feedback to program 

supervisors for improvements and changes. Program evaluation statistics are compiled 

quarterly and forwarded to the Director of Operations and Executive Director. 

Evaluation feedback is also forwarded to the Communication and Marketing department 

in order for them to better evaluate the effectiveness of the marketing plan. 

 

5.3.4 Cooperative Operations Policy 

It is the policy of the District that, whenever possible, it may establish arrangements, 

understandings, contracts or leases with other organizations (either government, not-

for-profit, or for-profit) in order to provide the most effective recreational service 

delivery possible. Such relationships must provide a benefit such as efficiency, serving an 

unmet public need, a cost benefit, or other advantage as determined by the Board and 

staff. 

 

5.3.5 Youth Weight Room Usage Policy 

In order to encourage fitness among young people, it is the District’s policy that 

individuals 12 or 13 years old can use Schaumburg Park District fitness centers after 

completing a two-hour education program. The education program is a combination of 

classroom work and hands-on instruction in the fitness center. There is a nominal charge 

for the class to offset the cost of personal trainer instruction. Class is offered twice a 

month. A code of conduct needs to be signed by child and parent. Individuals who pass 

the course are flagged in the computer system so the counter staff can identify those 

who have passed the course. 12 and 13-year-olds are wrist banded while working out. 

Note that individuals 14 and over using fitness centers do not fall under this policy. 

 

5.3.6 Soccer Goal Safety and Education Policy  

5.3.6.1 Introductions and Identification of Act 

This Soccer Goal Safety and Education Policy (“Policy”) is adopted pursuant to the Illinois 
Movable Soccer Goal Safety Act, also known as Zach’s Law, 430 ILCS 145 (the “Act”). The 
Act required Schaumburg Park District to create a policy to outline how it will specifically 
address the safety issues associated with movable soccer goals. 
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5.3.6.2 Definitions 

The following words shall have the following meanings when used in this Policy: 
 

“Act” means the Illinois Movable Soccer Goal Safety Act, also known as Zach’s 
Law, 460 ILCS 145. 
 
“Authorized Personnel” means Permitted Users and all District employees who 
have responsibility for or contact with Movable Soccer Goals. 
 
“Board” means the Board of Commissioners of the District. 
 
“District” means Schaumburg Park District. 
 
“Movable Soccer Goal(s)” means a freestanding structure consisting of at least 2 
upright posts, a crossbar, and support bars that is designed: (1) to be used for 
the purposes of a soccer goal: (2) to be used without any form of support or 
restraint other than pegs, stakes, augers, counter-weights, or other types of 
temporary anchoring devices; and (3) to be able to be moved to different 
locations. 
 
“Organization” means any unit of local government other than the District, and 
any school district, sporting club, soccer organization, religious organization, 
business, or other similar organization. 
 
“Permitted User(s)” means the employees, agents, coaches and volunteers of an 
organization that use Property for Soccer-Related Activities who have been 
authorized by the District to move and secure Movable Soccer Goals in 
accordance with Attachment 1 and have signed Attachment 4. 
 
“Policy” means this Soccer Goal Safety and Education Policy. 
 
“Property” means real property owned or leased by the District where Movable 
Soccer Goals are used. 
 
“Safety Guidelines” mean the Guidelines for Safely Securing Movable Soccer 
Goals attached to this Policy as Attachment 1. 
 
“Soccer-Related Activity” means use of Movable Soccer Goals on Property, 
including without limitation, soccer games, scrimmages, practices and the like. 
 

5.3.6.3 Moving and Securing Movable Soccer Goals; Warning Labels 

Prior to the commencement of the soccer season each year, the District will place and 
secure Movable Soccer Goals on its Property in accordance with the Safety Guidelines. 
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Only the District and Authorized Personnel shall be permitted to move any Movable 
Soccer Goal the District owns, installs, or places on its Property. 
 
Thereafter, if a Movable Soccer Goal becomes unanchored or improperly secured, only 
the District and Authorized Personnel shall be permitted to re-secure it in accordance 
with the Safety Guidelines. 
 
A warning label such as the following shall be posted on all Movable Soccer Goals: 
 

ONLY AUTHORIZED PERSONNEL MAY MOVE AND ANCHOR THIS GOAL. IF THIS 
GOAL IS NOT ANCHORED DOWN, DO NOT USE IT AND CONTACT SCHAUMBURG 
PARK DISTRICT AT 847-985-2115. SERIOUS INJURY INCLUDING DEATH CAN 
OCCUR IF IT TIPS OVER. 
 

5.3.6.4 Routine Inspections by District 

The District shall routinely inspect all Movable Soccer Goals that the District has 
installed or placed onto its Property to verify that they are properly secured and 
document such inspection in writing. A sample notice is attached hereto as Attachment 
2. 
 

5.3.6.5 Permitted User Inspections, Placement in Non-Use Position and Notice to Players 

As a condition of the use of Property, before and after any Soccer-Related Activity, 
Permitted Users shall make a physical inspection of each Movable Soccer Goal to assure 
that the goal is secure in accordance with the Safety Guidelines. If any Movable Soccer 
Goal is not properly secured, the Permitted User shall secure the goal in accordance 
with the Safety Guidelines. If the Permitted User does not have the necessary 
equipment to secure the goal in accordance with the Safety Guidelines, the Permitted 
User shall place the goal in a non-use position by laying it forward onto its front bars and 
crossbar and shall immediately notify the District of the location of the goal. 
 
As a condition of the use of Property and prior to the commencement of the soccer 
season each year, each Organization shall advise their players and the players’ parents 
and guardians that Movable Soccer Goals may not be moved and that any use of a 
Movable Soccer Goal that is inconsistent with Soccer-Related Activity is strictly 
prohibited, including without limitation, playing, climbing, or hanging on any part of the 
Movable Soccer Goal. According to the U.S. Consumer Product Safety Commission, 
these activities can result in serious injury, including death. A sample notice is attached 
as Attachment 2. 
 

5.3.6.6 Use of District Property by Permitted Users 

A copy of this Policy shall be provided to all Organizations using the Property for Soccer-
Related Activity. Prior to using Property for Soccer-Related Activity, each Organization 
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shall provide each of its Permitted Users with a copy of this Policy and shall require that 
each of its Permitted users comply with all applicable provisions of this Policy. 
 

5.3.6.7 Off Season 

At the conclusion of each soccer season, the District will either remove all Movable 
Soccer Goals to a secure location or place the soccer goals face to face and chain them 
together or continue to inspect the goals and make sure that they are properly 
anchored during the off season per Attachment 1. 
 

5.3.6.8 Acquisition of Tip-Resistant Movable Soccer Goals 

After the effective date of this Policy, the District will not purchase any Movable Soccer 
Goal unless it is tip resistant. A Movable Soccer Goal whose inside measurements are 
6.5 to 8 feet high and 19 to 24 feet wide is not tip-resistant unless it conforms to the 
American Society for Testing and Materials (ASTM) standard F2673-08 for tip-resistant 
Movable Soccer Goals or is otherwise equipped with another design-feature approved 
by the U.S. Consumer Product Safety Commission. Notwithstanding the foregoing 
provisions, the District may continue to use its existing goals in a manner consistent with 
this Policy. 
 

5.3.6.9 Applicability 

If any provision of this Policy conflicts with any provision of the Act, the provisions of the 
Act shall prevail. 
 
This Policy shall not create any new liability or increase any existing liability of the 
District, or any of its officers, employees, or agents, which exists under any other law, 
including but not limited to the Local Governmental and Governmental Employees Tort 
Immunity Act, 745 ILCS 10/1-101 et seq. Nor shall this Policy alter, diminish, restrict, 
cancel, or waive any defense or immunity of the District or any of its officers, 
employees, or agents, which exists under any other law, including but not limited to the 
Local Governmental and Governmental Employees Tort Immunity Act, 745 ILCS 10/1-
101 et seq. 
 

5.3.6.10 Availability of Policy 

All District employees who have responsibility for or contact with Movable Soccer Goals 
shall be advised of this Policy. This Policy will be attached to soccer field rental permits 
and contracts. 
 
A copy of the Policy is available to all other employees via the District’s employee 
intranet and website and any member of the public via the District’s website, 
parkfun.com.  
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5.3.6.11 Amendments 

This Policy may be amended by the District at any time. 
 

5.3.6.12 Effective Date 

 This Policy becomes effective September 8, 2011. 
 

5.3.6.13 Attachments  
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ATTACHMENT 1 OF SOCCER GOAL SAFETY AND EDUCATION POLICY 

 

Note:  The following guidelines are taken from the U.S. Consumer Product Safety 

Commission (CPSC) recommendations for Anchoring/Securing/Counterweighting goals. It 

is advisable to adapt Attachment 1 to the extent the recommendations are appropriate 

to a District’s particular situation. 

 

GUIDELINES FOR SAFELY SECURING MOVABLE SOCCER GOALS 

 

According to the U.S. Consumer Product Safety Commission (CPSC), a properly 

anchored/counterweighted Movable Soccer Goal is much less likely to tip over. 

Accordingly, it is imperative that all movable soccer goals are always anchored property 

(e.g., see Figure 2 below) and that they are secured to the ground (preferably at the rear 

of the goal), making sure the anchors are flush with the ground and clearly visible. 

There are several different ways to secure a Movable Soccer Goal. The number and type 

of anchors to be used will depend on a number of factors, such as soil type, soil 

moisture content, and total goal weight. Each goal shall be secured in accordance with 

the appropriate anchoring system as set forth below. 

 

In addition, warning labels required by the District’s Soccer Goal Safety and Education 

Policy will be attached to each goal. Nets shall be secured to posts, crossbars, and 

backdrops with tape or Velcro straps, net clips and zip ties at intervals of no less than 

one every four feet. 

 

Illustrations and Recommendations according to 

The U.S. Consumer Product Safety Commission 
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Anchor Types 

1. Auger Style 

This style anchor is “helical” shaped and is screwed into the ground. A flange is 

positioned over the ground shoes (bar) and rear ground shoe (bar) to secure them to 

the ground. A minimum of two auger-style anchors (one on each side of the goal) are 

recommended. More may be required, depending on the manufacturer’s 

specifications, the weight of the goal, and soil conditions. 

 

2. Semi-permanent 

This anchor type is usually comprised of two or more functional components. The 

main support requires a permanently secured base that is buried underground. One 

type (Figure 3.2a) of semi-permanent anchor connects the underground base to the 

soccer goal by means of two tethers. Another design (Figure 3.2b) utilizes a buried 

anchor tube with a threaded opening at ground level. The goal is positioned over the 

buried tube and the bolt is passed through the goal ground shoes (bar) and rear 

ground shoe (bar) and screwed into the threaded hole of the buried tube. 
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3. Peg or Stake style (varying lengths) Anchor 

Typically, two or four pegs or stakes (more for heavier goals) are used per goal 

(Figure 3.3). The normal length of a peg or stake is approximately 10 inches 

(250mm). Care should be taken when installing pegs or stakes. Pegs or stakes should 

be driven into the ground with a sledgehammer as far as possible and at an angle if 

possible, through available holes in the ground shoes (bar) and rear ground shoe 

(bar) to secure them to the ground. If the peg or stake is not flush with the ground, it 

should be clearly visible to persons playing near the soccer goal. Stakes with larger 

diameters or textured surfaces have greater holding capacity. 

 

4. J-Hook Shaped Stake Style 

This style is used when holes are not pre-drilled into the ground shoes (bars) or rear 

ground shoe (bar) of the goal. Similar to the peg or stake style, this anchor is 

hammered, at an angle if possible, directly into the earth. The curved (top) position 

of this anchor fits over the goal member to secure it to the ground (Figure 3.4). 

Typically, two to four stakes of this type are recommended (per goal), depending on 

stake structure, manufacturers specifications, weight of goal, and soil conditions. 

Stakes with larger diameters or textured surfaces have greater holding capacity. 
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5. Sandbags/Counterweights 

Sandbags or other counterweights could be an effective alternative on hard surfaces, 

such as artificial turf, where the surface cannot be penetrated by a conventional 

anchor (i.e., an indoor practice facility) (Figure 3.5). The number of bags or weights 

needed will vary and must be adequate for the size and total weight of the goal 

being supported. 

 

6. Net Pegs 

These tapered, metal stakes should be used to secure only the net to the ground 

(Figure 3.6). Net pegs should NOT be used to anchor the Movable Soccer Goal. 
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ATTACHMENT 2 OF SOCCER GOAL SAFETY AND EDUCATION POLICY 

SAMPLE NOTICE 

 

JANUARY 1, 2021 

 

TO WHOM IT MAY CONCERN:   

All parents and guardians of soccer players: 

One of the Park District’s primary objectives is that children have safe recreation areas. 

To that end, soccer goals should remain securely anchored to the ground and nets firmly 

attached to the goals. 

In an effort to keep the goals and nets secure and children safe, you are required to 

advise your children/soccer players and any other person accompanying you for whom 

you are responsible that the following is strictly prohibited:  moving any soccer goals 

and any use of a soccer goal that is inconsistent with soccer-related activity, including 

without limitation, playing, climbing, or hanging on any part of the soccer goal. This 

especially applies to children climbing on or hanging from nets or goal frames. According 

to the U.S. Consumer Product Safety Commission, these activities can result in serious 

injury, including death. 

If you observe any child inappropriately using a soccer goal or net, immediately and 

politely ask the child to stop. If the activity continues, please notify a coach or referee as 

soon as possible. Players violating this rule may be forced to sit out, at the coach’s 

discretion. 

Finally, if you see any soccer goal that is not anchored down or any net that is not firmly 

secured to the goal, please notify a coach or referee immediately. 

 

Sincerely, 

 

Schaumburg Park District 

847-985-2115 
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ATTACHMENT 3 OF SOCCER GOAL SAFETY AND EDUCATION POLICY 
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ATTACHMENT 4 OF SOCCER GOAL SAFETY AND EDUCATION POLICY 

 

SCHAUMBURG PARK DISTRICT 

SOCCER SAFETY AND EDUCATION POLICY 

PERMITTED USER(S) SIGN OFF FORM 

 

I, the undersigned, have read and understand the Schaumburg Park District’s Soccer 

Goal Safety and Education Policy. I take full responsibility as a Permitted User for my 

organization, ____________________________________ to comply with this policy. 

 

Name _____________________________________________ 

 

Signature __________________________________________ 

 

Date ______________________________________________ 
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5.3.7 Scholarship Policy 

It is the policy of the Schaumburg Park District to provide recreation programs to all 

residents regardless of economic situation via a scholarship program available to 

qualified residents through the Schaumburg Park Foundation. The Schaumburg Park 

Foundation attempts to provide recreation opportunities to residents facing financial 

hardships for preschool, before and after school care, recreation programs, pools and 

fitness center memberships. 

 

5.3.8 Volunteer Policy 

The District recognizes the importance of volunteers in providing recreational 

programming to the community. Volunteers can provide expertise and support groups 

to supplement the District’s staff. As such, it is the policy of the District to establish 

volunteer groups whenever possible and to provide a program to both safely utilize their 

services and recognize their donation of time and effort. 

 

5.4 FINANCIAL OPERATIONS POLICIES 

5.4.1 Purchasing Policy 

The District will at all times maintain the following policy guidelines concerning 

purchases made by employees for the District. Such a policy, along with related 

procedures, is necessary both for appropriate accounting controls and the wide variety 

of items purchased by a Park District. The guidelines are as follows: 

A. Only designated administrative and recreational staff have authority to 

initiate purchases via P.O. request. 

B. Purchasing limits will be within the Board approved budget. 

C. All purchases over $25,000 will require bids. Proposed purchases under 

$25,000 but above $5,000 require three written quotes whenever practical. 

A proposed purchase under $5,000 requires at least three verbal quotes 

followed by a written quote from the approved vendor. 

D. Contracts for supplies, materials or work will be done in accordance with 

Park District Code. 

E. All purchases, regardless of amount, require the approval of the department 

head and Director of Finance and Administration. Exceptions to requiring a 

P.O. are 1) utility payments, 2) debt payments and 3) payroll. 

F. Equipment (only) can be purchased from a Board approved co-op 

purchasing organization, such as the Illinois State Bid List, without requiring 

bids. This can be done due to the fact that the co-op has already completed 

the bidding process and the Board has approved the use of the co-op. 



104 
 
 

 

Construction projects, including installation costs of equipment purchased 

this way, can NOT use the co-op process 

5.4.2 Emergency Expenditures Policy 

Emergency expenditures are defined as amounts that need to be spent in so short a 

time period that the normal approval process cannot be used. Examples of such items 

would be expenses to complete repairs to stop further damage, to repair or fix utility 

lines, and to remove items such as trees or other damage posing an immediate threat to 

safety. 

 

The sole purpose of spending outside of normal approval procedures is to protect assets 

and/or remove safety threats. However, subsequently, the normal approval procedure, 

up to and including Board approval, must still be followed as soon as is possible. For 

contracts and expenditures above $25,000, this means at the next Board meeting. For 

items below $25,000, the Executive Director should retroactively approve as soon as he 

can be contacted.  

 

5.4.2.1 Emergency Expenditures Below $25,000  

All Directors have the authority to authorize an emergency expenditure up to $25,000.  

(The Executive Director and Finance Director authority extends beyond $25,000 – see 

below).  Such expenses should be documented as to why there was an emergency, 

along with all pertinent vendor information including quotes, estimates and invoices.  If 

time permits, competitive quotes should be obtained. 

 

5.4.2.2 Emergency Expenditures Over $25,000 

Such expenditures can only be undertaken with the advance approval of at least 3/4 of 

the Board.  Subsequent to the approval, and after the emergency has been dealt with, 

the expenses should be documented with explanation and contract, which are to be 

approved at the earliest next Board meeting. 

 

5.4.3 Economy of Resource Policy 

It is the policy of the District that tax payer and patron provided resources be used in the 

most economical way possible. The following methods, historically shown to save 

money, will be used whenever feasible: 

A. Centralized purchasing, where orders for goods and supplies from different 

departments are consolidated into a larger order. 

B. Entering into, or enrolling, in joint purchasing agreements with other 

agencies such as the State of Illinois, IPRA, etc. 
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C. Combining programs with other governmental agencies (such as school 

districts) to reduce costs from duplicate staff and space. 

 

5.4.4 Comprehensive Revenue Policy 

The budget philosophy of the District is to provide a balanced budget that meets the 

overall recreational and leisure needs of the community. This is accomplished by a 

combination of user fees, tax dollars, developer donations, interest income and other 

miscellaneous income. Our goal is to maximize revenues from sources other than tax 

dollars. Traditionally, the District has maintained approximately 48-52% of its revenues 

from tax dollars, 48-49% from user fees, and the balance from other miscellaneous 

income. 

 

The District provides a wide range or recreational and leisure opportunities, which can 

only be offered with the financial support of fees and charges. A comprehensive fees 

and charges policy helps to ensure that the District has the capacity to maintain current 

facilities and to offer new programs and services, which are responsive to the changing 

needs of the community. Fees and charges shall be based upon the District’s need to 

generate revenue to offset direct and indirect costs, or in the case of revenue producing 

facilities, to generate excess revenue to be used for other District operations. 

 

Non-residents, by definition, do not pay property taxes to the District. They will also be 

asked to pay their fair share through non-resident rates. Non-residents will be charged 

an additional fee of up to 50% more than the resident rate for most programs. In the 

event that an additional charge of up to 50% more is not feasible or will harm or cancel 

the program thus denying residents in the program a chance to participate, the 

Executive Director, Director of Finance and Administration, and Director of Operations 

may approve a fee modification. 

 

The District recognizes that in order to offer a wide range of recreational programs, a full 

utilization of all of the District’s facilities is anticipated. It is essential for the overall good 

of the District that regular and productive discussions among Directors occur concerning 

the use and maintenance of the facilities of the District. Specifically, the use of revenue 

facilities by the Recreation Department in the development of their programs will 

require discussions with the Facilities and Business Departments relative to the 

availability of the space and the financial impact such use may have on the operations of 

those facilities. The overriding concern during such discussions must relate back to the 

essential mission of the District. 

 

5.4.4.1 Recreation Program Fees and Charges Pricing 
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The Director of Operations is authorized to establish and approve recreation program 

fees and charges in accordance with the District’s policy guidelines. Any exceptions must 

be approved in advance by the Executive Director. The Recreation Department offers a 

wide range of recreational and leisure opportunities for the various age segments of the 

community. The objectives and content of these programs vary and therefore have been 

classified into various categories to achieve consistency in establishing fees and charges. 

Each recreation program is classified as one of the following so that the appropriate fee 

can be determined: 

 

A.   Classification A Programs: Programs and services that are primarily 

considered a community service. The participant usually pays no fee, or a 

nominal fee, which is less than the direct cost of providing the program. 

Staff may continue to offer these programs as long as funds remain 

available. 

B.   Classification B Programs: New or experimental programs offered on a trial 

basis for a specific period of time (usually one fiscal year). At the end of this 

time period, these programs are moved to another classification or dropped 

from the program offerings. The fees for these programs will equal the 

direct costs of the program offerings or less and may be offered even when 

participation does not meet a minimum. 

C.   Classification C Programs: Programs and services that are geared to the 

specific needs and interests of the participants. The goal for setting the user 

fee for these programs shall cover all direct program costs plus a 15% gross 

margin to help offset indirect costs. 

D.   Classification D Programs: Programs and services that are geared to the 

specific needs and interests of the participants and have large indirect costs 

associated with them such as maintenance or utilities. The goal for setting 

the user fee for these programs will cover all direct costs plus a 30% gross 

margin to help offset indirect costs. 

E.   Classification E Programs: Programs and services that are geared to the 

specific needs and interests of the participants and are provided by the 

District through an independent contractor at our location. The goal for 

setting the user fee shall cover all direct costs plus a 20% - 30% gross margin 

to help offset indirect costs. Those programs offered at offsite locations 

have a 20% gross profit margin. 

 

5.4.4.2 Facility Fees and Charges Pricing 

The Director of Operations is authorized to establish and approve program fees and 

charges for all facilities in accordance with the District’s policy guidelines. Any exceptions 

must be approved in advance by the Executive Director. 
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The District, for financial planning purposes, divides its operating facilities between 

those that are expected to generate a surplus and those that are expected to run at a 

deficit. The overall goal is that surplus generated by some facilities offset deficits 

generated by others. 

 

Reasons for defining facilities this way revolve around the purpose of the facility, its size 

relative to the types of services it offers, market conditions and staffing requirements. In 

general, facilities required to serve a wide variety of community needs will run a deficit. 

Facilities more narrowly focused will run a surplus. In addition, the District defines 

facilities to include outdoor field complexes. 

 

Thus, facilities and programs that will be programmed to generate a surplus are 

Schaumburg Tennis Plus, KASPER, The Sport Center, outdoor programming of fields and 

the Olympic Park soccer complex. Facilities that may run a deficit are the Community 

Recreation Center, Pat Shephard Center, Bock Neighborhood Center, Meineke 

Recreation Center and Atcher Pool. 

 

Exceptions to the above policy may be created by the Executive Director, in consultation 

with the Board, when it is deemed to be in the best interests of the community to do so. 

 

5.4.5 Resources Revenue Policy 

5.4.5.1 Grants 

Federal, state and private grants are available to fund specific interest areas. The 

District’s diverse activities and land development pursuits meet the eligibility 

requirements for many of these grants. The District should research grant opportunities 

to enhance recreation pursuits, open space acquisition and development. 

 

5.4.5.2 Sponsor 

Corporate and private enterprises are interested in reaching markets served by the 

District. The District should pursue these avenues when appropriate and offer 

proportional value in return for remuneration or in-kind product or service. At no time 

should the image of the District or privacy of volunteers, co-workers or participants be 

jeopardized. 

5.4.6 Investment Policy  

5.4.6.1 Scope of Investment Policy 

This investment policy applies to the investment activities of all funds of the 

Schaumburg Park District. All financial assets shall be administered in accordance with 

the provisions of this policy. 
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5.4.6.2 Objectives of Investment Policy 

The purpose of this policy is to establish investment guidelines for Park District officials 

who are responsible for safekeeping of public funds. 

A. The District’s investment portfolio shall be managed in a manner to avoid 

any transaction that might impair public confidence in the District. 

Investments shall be made with judgement and care, not for speculations 

but for investment, considering the probable safety of the principal as well 

as the probable income to be derived. 

B. Safety of principal is the foremost objective of the Investment Policy of the 

Schaumburg Park District. Each transaction shall first ensure that principal 

losses, whether through defaults or erosion of value via fluctuations in 

market prices, are avoided. 

C. The District’s investment portfolio shall remain sufficiently liquid to enable 

the District to meet present and anticipated cash flow requirements. 

D. The investment portfolio should be designed with the objective of 

maximizing return while securing both safety and liquidity. 

 

5.4.6.3 Responsibility for the Investment Program 

Responsibility for the investment program will be delegated to the Executive Director 

and the Director of Finance and Administration. No person, unless authorized by the 

Executive Director and the Director of Finance and Administration, shall make 

investment transactions on behalf of the Schaumburg Park District. 

 

The Executive Director and the Director of Finance and Administration shall be 

responsible for all investment transactions undertaken and shall establish a system of 

internal controls to regulate the activities in the portfolio. 

 

5.4.6.4 Investment Selection 

While striving to achieve the objective of this Investment Policy, and limited by the State 

statutes, the Park District has approved the following for investment of public funds: 

A. Bonds 

B. Notes 

C. Treasury bills 

D. Other securities which are guaranteed by the full faith and credit of the 

United States of America 

E. Interest-bearing savings and money-market accounts 

F. Interest-bearing certificates of deposit 
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G. Interest-bearing time deposits constituting direct obligations of any bank as 

defined by the Illinois Banking Act and insured by the Federal Deposit 

Insurance Corporation 

All investments must be denominated in U.S. Dollars. 

 

5.4.6.5 Collateral  

The Park District may require that funds on deposit in excess of insured limits be secured 

by a form of collateral. The District will accept any of the following assets as collateral: 

A. U.S. Government Securities 

B. Obligations of Federal Agencies 

C. Obligations of the State of Illinois 

D. General Obligation Municipal Bonds rated “A” or better issued by a 

governing body in the State of Illinois 

The amount of collateral provided shall not be less than 110 percent of the fair market 

value of the net amount of District funds on deposit at each financial institution. 

Pledged collateral shall be held by the Schaumburg Park District, the Federal Reserve or 

kept in a safekeeping account by a third party and evidenced by a safekeeping receipt. 

Said collateral must be in the name of the Schaumburg Park District. 

 

5.4.6.6 Financial Institutions 

With respect to bank accounts maintained at financial institutions, it shall be the policy 

that the Park District will not maintain funds on deposit in any financial institutions that 

is not a member of the F.D.I.C. 

 

5.4.6.7 Location 

The Schaumburg Park District will maintain operating and investment accounts in 

financial institutions within the Schaumburg Park District boundaries whenever possible. 

 

5.4.6.8 Maturity 

The maximum maturity of individual securities will be three (3) years from the 

settlement date. The maximum weighted average maturity of the portfolio will not 

exceed eighteen (18) months. 

 

5.4.6.9 Credit Quality 
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At the time of purchase, all issues with short-term ratings must be rated at least P-1, A-1 

or F-1 by one of three rating agencies: Moody’s, Standard & Poor’s or Fitch. All issues 

with long-term ratings must have at least one rating that is at least A-2 by Moody’s or A 

by Standard & Poor’s or Fitch. For split rated securities, the lowest rating shall prevail. 

 

The Investment Manager shall notify the District if any security held in the portfolio is 

downgraded below the minimum rating set forth in this policy and shall advise the 

District as to a recommended course of action. 

 

5.4.6.10 Diversification 

Single issuers are limited to 5% of the total market value of the portfolio. Obligations of 

the US Treasury, US Agencies, tri-party repurchase agreements and money market 

mutual funds are exempted from this diversification limit. 

 

Investment in corporate debt obligations shall not exceed 50% of the total market value 

of the portfolio. 

 

5.4.7 Bond Rating Policy 

The Board and staff believe that every effort should be made to conserve the financial 

resources of the District. Part of that effort concerns the bond rating the District 

maintains when it sells its debt securities. Since a higher rating helps to lower interest 

rates on debt, it is the policy of the District to maintain at least an Aa3 bond rating, as 

rated by Moody’s. Such maintenance will be accomplished by prudent debt 

management and achievement of budgeted financial results.  

 

5.4.8 Fund Balance Policy 

5.4.8.1 General Corporate Fund 

Fund balance shall be equal to 45-50% of budgeted expenditures for emergency and cash 

flow needs. Above and beyond the amounts above, an additional portion of fund balance 

is to be reserved for short-term liabilities (payroll and accounts payable due within 30 

days). 

 

5.4.8.2 Recreation Fund 

Fund balances shall be equal to 25-30% of budgeted expenditures for emergency and cash 

flow needs and revenue shortfall. 

 

5.4.8.3 IMRF and Insurance Funds 
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Fund balance shall be equal to 5-10% of budgeted expenditures for emergency needs and 

cash flow. 

 

5.4.8.4 Audit Fund 

Fund balance shall be equal to 1-2% of budgeted expenditures. 

 

5.4.8.5 Special Recreation Fund 

Fund balance shall be equal to 1-2% of budgeted expenditures. 

 

If the balance for any fund(s) are below the above stated minimum(s), a plan will be 

developed to achieve said minimum balance(s) within a reasonable period of time. If a 

fund balance(s) exceeds the above stated maximum, the Board of Park Commissioners 

will determine a plan to transfer the excess amount to another fund as evidenced by a 

duly adopted resolution, and/or to use said excess to keep future rate increases lower. 

 

5.4.9 Bill Payment Policy 

 It is the policy of the District to pay all bills and related financial obligations in 

compliance with the “Prompt Payment Act” (50ILCS, Par. 505/2). Such bills will be for the 

receipt of goods and services from vendors which have been appropriately ordered and 

inspected by staff.  All such bills will be vouched by complete paperwork evidencing 

proper procurement. Further, such bills will be approved for payment by the Board of 

Commissioners at a regularly scheduled meeting. 

 

5.4.10 Debt Policy 

It is the policy of the District to incur debt in order to acquire, construct, or renovate 

capital assets. Staff will arrange to borrow money for these items in the least expensive 

method available (e.g. bonds, installment contracts, certificates of debt, etc.) The 

payback term shall be no longer than thirty (30) years. Finally, the District shall follow all 

applicable statutes on debt limits and debt insurance. 

 

5.4.11 Capital Asset Policy 

5.4.11.1 Purpose 

The purpose of this Capital Asset Policy is to provide control and accountability over 

capital assets and to gather and maintain information needed for the preparation of 

financial statements. The Schaumburg Park District Capital Asset Policy is herein 

established to safeguard assets to ensure compliance with in the Governmental 
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Accounting Standards Board (GASB) Statement No. 34 (GASB34) for governmental 

financial reporting. 

 

5.4.11.2 Overview 

This policy is herein established to safeguard and address the Schaumburg Park District’s 

investment in property, which comprises a significant resource. This policy is meant to 

ensure compliance with various accounting and financial reporting standards including 

Generally Accepted Accounting Principles (GAAP), and Governmental Account, Auditing, 

and Financial Reporting (GAAFR). 

 

Further, this policy is meant to reflect the Schaumburg Park District’s desire to meet the 

reporting requirements set forth in the Governmental Accounting Standards Board 

(GASB) Statement. Specifically, the GASB Statement No. 34 states that governments 

should provide additional disclosures in their summary of significant accounting policies 

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

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

disclosure of major classes or assets, beginning and end-of-year balances, capital 

acquisition, sales/dispositions, and current-period depreciation expense. 

 

5.4.11.3 Inventory 

Responsibility for control of capital assets will rest with the operating department 

wherein the asset is located. The Finance Department shall ensure that such control is 

maintained by establishing an inclusive capital asset inventory schedule. Asset 

purchases, which fall below the capitalization threshold, will not be included in the 

capital asset inventory. 

 

Each department will be responsible for control of capital assets for their department. 

The Department Head shall ensure that such control is maintained by establishing a 

capital asset inventory schedule. The inventory schedule will include the following for 

each asset: 

A. Asset description including serial number, model number, etc. 

B. Asset classification (Land and Land Improvements, Building and Building 

Improvements, Vehicles, Machinery and Equipment, and Infrastructure 

Assets) 

C. Department name and physical location of asset 

D. Date asset was purchased/acquired and or disposed 

E. Cost of asset 

F. Method of acquisition (purchased or donated) 

G. Estimated useful life 
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This list will be maintained, updated, and reviewed by the Department head and given 

to the Finance Department on an ongoing basis. 

 

5.4.11.4 Valuing Capital Assets 

Capital assets should be valued at cost or historical costs, plus those costs necessary to 

place the asset in its location (i.e. freight, installation charges). In the absence of 

historical costs information, a realistic estimate will be used. Donated assets will be 

recorded at the estimated current fair market value. 

 

5.4.11.5 Capitalizing 

5.4.11.5.1 Assets Not Capitalized 

 

Capital assets below the capitalization threshold (see schedule to follow) on a 

unit basis but warranting “control” shall be inventoried at the department level 

and an appropriate list will be maintained. 

 

5.4.11.5.2 When to Capitalize Assets 

 

Assets are capitalized at the time of acquisition. To be considered a capital asset 

for financial reporting purposes, an item must be at or above the capitalization 

threshold (see schedule to follow) and have a useful life of at least one year. 

A. Capital assets should be capitalized if they meet the following 

criteria: 

1. Tangible 

2. Useful life of more than one (1) year (benefit more than a 

single fiscal period) 

3. Cost exceeds designated threshold (see schedule to follow) 

B. Capital assets include the following major classes of assets: 

1. Land and Land Improvements: Capitalized value is to include 

the purchase price plus costs such as legal fees and filing 

fees; improvements such as parking lots, fences, pedestrian 

bridges, and landscaping. 

2. Building and Building Improvements: Costs include purchase 

price plus costs such as legal fees and filing fees; 

improvements include structures and all other property 

permanently attached to, or an integral part of the 

structure. These costs include re-roofing, 

electrical/plumbing, carpet replacement, and HVAC. 
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3. Vehicles: Costs include purchase price plus costs such as 

title and registration. 

4. Machinery and Equipment: Assets included in this category 

are heavy equipment, traffic equipment, generators, office 

equipment, phone systems, and kitchen equipment. 

5. Infrastructure Assets: Infrastructure assets are long-lived 

capital assets that are stationary in nature and normally can 

be preserved for a significantly greater number of years 

than most capital assets. 

5.4.11.6 Depreciation 

Depreciation is computed on a straight-line method on a monthly basis from the month 

of acquisition. Additions and improvements will only be capitalized if the cost either 

enhances the asset’s functionality or extends the asset’s useful life. 

Projects in process will be added to the asset base as the projected expenses are 

incurred. However, the project will first need to meet its individual threshold. 

Capital assets useful lives are as follows: 

 

 Useful 

Life 

Capitalization 

Threshold 

Inventory 

Threshold 

Land (and Inexhaustible Land Improvements) N/A $ $ 

Buildings 45 50,000  

Building Improvements  50,000  

 HVAC 20   

 Re-Roofing 20   

 Electrical/Plumbing 30   

 Carpet Replacement 10   

Vehicles  10,000  

 Vehicles-Police Squads 3   

 Vehicles-General 7   

 Small Trucks 7   

 Large Trucks 10   

Machinery & Equipment  25,000 1,000 

 Police Equipment (comm. equip) 5   

 Heavy Equipment 15   

 Recreational Equipment 20   

 Generators 20   

Furniture & Fixtures  15,000 5,000 

 Office Furniture 20   

 Office Equipment 5   

 Phone System 10   
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 Kitchen Equipment 10   

Infrastructure 50 250,000  

 

 

5.4.11.7 Removing Capital Assets from Inventory 

Capital assets are to be removed from inventory once they are obsolete or claimed as 

surplus property. The item must be removed from the department inventory listing and 

reported to the Finance department. 

 

5.4.11.8 Donations or Transfer 

Each department must add additions and deletions from donated or transferred assets 

to the inventory listing. 

 

5.4.11.9 Surplus Property 

Each department must report all capital assets classified as surplus to the Parks and 

Finance departments. The Schaumburg Park District will utilize an auction company to 

sell the surplus property.  

 

5.4.11.10 Lost or Stolen Property 

When suspected or known losses of inventoried assets occur, the department should 

conduct a search for the missing property. The search should include transfer to another 

department, storage, scrapping, and surplus property. If the missing property is not 

found, the department must contact the Finance department. 

 

5.4.12 Credit Card Data Security Policy 

It is the policy of the Schaumburg Park District to comply with the Payment Card 
Industry Data Security Standards (PCI-DSS) for the protection and security of payment 
card (credit card) information. 

The following items are considered specific guidelines associated with this policy and 
shall be assigned to corresponding procedures as developed: 

A. In order to minimize risk, only those data elements on the payment card 

that are needed for District business should be stored. 

B. Access to payment cardholder data should be limited to District employees 

requiring such information to complete assigned job tasks. 
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C. Payment card data on an internet connected computer or processed 

through the internet should be protected through a secure network with 

periodic monitoring of its security. 

D. Paper and electronic media that contain cardholder data should be 

physically secured and identified as confidential information. 

E. Payment card data on documents should be redacted, if feasible, when no 

longer needed for District business. Documents with legible payment card 

data should be destroyed in accordance with the Illinois Records Retention 

Act with appropriate security handling. 

F. Security awareness training should be provided for District employees 

involved in payment card processing. 

G. The District should assure that its relationships with payment card service 

providers comply with PCI-DSS. 

H. The Executive Director should be promptly notified of any information 

security breach. 

 

5.5 PARKS AND FACILITIES POLICIES 

5.5.1 Land Cash Donation Policy 

Park District facilities and parks are built for present and future use by residents. Owners 

of newly built residential units benefit from existing facilities and warrant a 

proportionate contribution. Donations of land, site improvements and cash from active 

developers are a sound means of maintaining existing facilities and providing new 

facilities and open space for additional residents. The District is to work cooperatively 

with the Village of Schaumburg and developers on an individual project basis to 

negotiate site improvements, land/cash donations and per-unit cash donations in 

accordance with Ordinance 79-10-2. 

 

5.5.2 Park Property Naming Policy  

The purpose of this policy is to provide a consistent future direction for naming and 

renaming park property and improvements within the Schaumburg Park District. 

Any Board member, resident or group of residents may submit a proposed name for a 

park, facility, or amenity within a park at any time. Such proposals shall be in written 

form setting forth the proposed name and the justification for the proposal. The 

proposal shall be submitted to the Executive Director who shall convene the Naming 

Committee within 45 days. 

The Naming Committee shall review the proposed name based on the criteria and 

merits. The Committee shall recommend to approve or reject the name to the Park 

Board. The Park Board may approve the name by majority vote. 
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The following criteria shall be considered in name selection: 

A. Features, such as topography, natural features, the purpose of the park or 

facility, activities held therein. 

B. Names of surrounding streets or areas, such as the neighborhood or 

subdivision where the park/facility is located, provided the name meets 

other criteria. 

C. Presidents of the United States or significant historical events. 

D. Any person living or deceased who has made a significant contribution in 

support of the mission of the Schaumburg Park District, the state or national 

park system, preservation of natural resources, or recreation. 

E. Any organization that has contributed significantly to improving the quality 

of life for residents of the Schaumburg Park District, the state or national 

park system, preservation of natural resources, or recreation in general. 

F. No park property shall be named or renamed after any public official 

currently holding office or any person currently employed by the 

Schaumburg Park District. 

G. The proposed name for any park property must be approved in writing by 

the person whose name is proposed or, if the person is deceased, the 

person’s remaining immediate family. 

5.5.2.1 Tribute Stones 

The Schaumburg Park Foundation offers Tribute Stones to commemorate and honor the 

memories, special events, and achievements of Schaumburg residents and others who 

make a positive impact on the community. These bricks are engraved with personalized 

messages and placed at one of two Schaumburg Park District locations: Bison’s Bluff 

Nature Playground at Spring Valley Nature Center or Tribute Park which is part of the 

Volkening Lake Recreation Area. Additional sites may be established at a later date.  

  

Bricks are available in several standard sizes. Proceeds benefit the Schaumburg Park 

Foundation, a 501(c)3 organization. Donations are tax deductible and cover the cost of 

the original brick and a second brick if needed over time. 

  

Bricks are ordered by the Schaumburg Park District’s Communication and Marketing 

department and placed by the Parks department in the spring and fall. The Schaumburg 

Park District reserves the right to relocate bricks for park improvements. Furthermore, 

the District reserves the right to refuse inappropriate words or phrases. 

  

This program is promoted through pamphlets and on the District and Foundation’s 

websites. Tribute Stones serve as an alternative should a park naming request be 

denied. 
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5.5.3 Communicable Diseases Policy  

It is the policy of the District to establish appropriate guidelines and procedures for the 

management of communicable diseases among patrons and staff of the Park District. 

The guidelines and procedures created will be in accordance with all applicable local, 

state and federal laws. Further, the policy will be to constantly train staff and provide 

timely updates based on changes in law or accepted practice, as well as customize 

procedures as needed in each department or program area of the District. 

 

5.5.4 Environmental Policy 

5.5.4.1 Statement of Purpose 

This policy will serve to guide the district in its operations and programming and 

ensure the use of sound environmental policies, practices and procedures. As the 

community's primary provider of versatile leisure opportunities, outdoor recreation, 

and environmental awareness, and as the primary preserver of open space, the 

Schaumburg Park District is uniquely positioned to serve as a leader in the 

stewardship of our environment and as a proponent of environmental integrity and 

sustainable lifestyles. 

 

This policy outlines six basic categories, each of which includes specific directives 

intended to guide the formation of action plans and procedures. These categories 

include: Open Space Planning & Preservation to protect and restore indigenous natural 

communities and promote the reclamation, acquisition, preservation and 

management of river corridors, greenways and trails; Environmental Education & 

Interpretation to provide education and interpretation opportunities for staff and the 

public which increase appreciation for the natural world and promote environmentally 

conscious lifestyles; Wise Use & Protection of Air, Water, Soil & Wildlife to seek and 

implement ways of conserving natural resources and protecting our air, soil and water 

from pollution; Wise Use of Energy Resources to actively seek and implement ways to 

conserve energy and investigate the application of alternative energy technologies; 

Reduction & Handling of Waste to reduce waste production through purchase of 

reusable and recyclable items and insure safe and responsible handling of hazardous 

wastes; and Purchase & Use of Environmentally Safe Products to minimize negative 

environmental impacts, taking into account the effects of product production, use, 

storage and disposal. 

 

5.5.4.2 Open Space Planning and Preservation 

A. Develop and implement plans for the re-establishment and/or 

restoration of native grasslands, woodlands and wetland 
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ecosystems through appropriate means such as replanting, 

prescribed burning and monitoring. 

B. Re-establish and protect river corridors, wetlands and other open space 

greenways that facilitate safe movement of wildlife and provide habitat. 

Support local efforts to establish greenways. 

C. Provide appropriate recreational access to and enhance public awareness 

of such restored and protected natural sites. 

D. Develop relationships with land trusts and 

preservation/conservation organizations to assist in open 

space and natural habitat preservation. 

E. Develop site management plans which balance appropriate 

recreational use of environmentally sensitive lands with 

preservation goals. 

F. Utilize native species for landscaping within active use parks and near 

facilities where possible. 

G. Develop wildlife habitat areas within traditional park settings 

where this does not interfere with that park site's primary 

function. 

 

5.5.4.3 Environmental Education and Interpretation 

A. Promote appreciation for and stewardship of the natural 

environment via programs, presentations, signage and brochures. 

B. Develop and implement programs for employees and park/facility 

users that provide information on energy conservation, waste 

reduction, recycling, and other sustainable lifestyle choices. 

C. Develop a public relations program to inform the public about the 

agency's environmental efforts, provide community leadership and 

serve as a role model. 

D. Promote leisure activities that minimize environmental impact and 

energy use. 

E. Promote the safe use of conservation areas and outdoor 

environments through educational programs, signage, brochures, 

etc. 

F. Work with other interested community agencies and organizations 

to develop and enhance a strong environmental ethic. 

G. Ensure that contractors and vendors comply with the agency's 

adopted environmental policies. 

 

5.5.4.4 Wise Use and Protection of Air, Water, Soil and Wildlife 
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A. Reduce vehicle emissions through regular tune-ups and other 

applicable vehicle maintenance. 

B. Establish a comprehensive integrated pest management (IPM) program 

for facilities and park grounds, to include preventive maintenance, early 

detection of problems, natural control methods, minimized use of 

pesticides, and staff training and awareness. 

C. Use turf fertilizers conservatively in order to avoid pollution of 

streams, ponds and groundwater. 

D. Investigate alternative snowmelt products, using those that have the least 

impact upon the surrounding soil, water and plant life. Use these products 

as conservatively as possible to maintain safe conditions. 

E. Use drought resistant native species for landscaping, 

especially in areas where supplemental watering is costly and 

labor intensive. 

F. Practice soil conservation management and utilize appropriate 

landscaping to prevent erosion. 

G. Incorporate environmental impact considerations in the design process 

of facilities and parks. 

H. Eliminate or control, by approved methods, exotic and invasive plant and 

animal species which inhibit ecological diversity and negatively impact 

the health of the environment and park patrons. This should include 

over-populations of native species such as Canada geese. Wherever 

possible, utilize habitat modification or other biological controls to 

accomplish this. 

I. Resolve conflicts between wildlife and human uses of the land through 

education. Where necessary, staff may manage populations of wildlife 

through habitat modification, use of approved deterrents or by removing 

wildlife. Removal of native wildlife will always be a solution of last resort 

and will utilize methods approved by state wildlife officials and 

accomplished by a state licensed animal removal specialist. 

J. Retrofit all facilities with water conservation hardware and develop a 

water conservation plan for swimming pools and irrigation systems. 

K. Identify sources of indoor air pollution and implement a prevention 

program. 

 

5.5.4.5 Wise Use of Energy Resources 

A. Design and build energy efficient buildings, giving consideration to 

insulation and energy efficient appliances and incorporating alternative, 

renewable technologies such as solar, wind, and geothermal energy 

systems. 
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B. Design landscaping around buildings so that shade trees are planted 

along southern exposures to reduce energy consumption due to 

summer air conditioning, and that evergreens and shrubs are planted 

as windbreaks along north and west walls to reduce winter energy 

consumption. 

C. Conduct energy audits and retrofit buildings with energy saving devices 

such as energy efficient lighting, motion sensors, etc. 

D. Properly maintain refrigerators and air conditioners for more energy 

efficient cooling. 

E. Establish minimum and maximum thermostat temperature settings for 

all facilities and reduce heating and cooling usage when buildings are 

unoccupied. 

F. Insulate hot water heaters and pipes and reduce temperature settings. 

G. Maintain vehicles to reduce fuel consumption and implement 

energy saving fleet operation procedures. 

H. Replace older vehicles with energy efficient and/or alternative fuel 

vehicles whenever possible. 

I. Support the use of transportation alternatives such as bicycles, mass 

transit, carpooling, and walking, and provide incentives for staff and 

patrons to use these. 

 

5.5.4.6 Reduction and Handling of Waste 

A. Investigate source reduction of waste in all aspects of operations 

including bulk purchasing, minimizing packaging, reducing excess use of 

paper, and choosing reusable and recyclable products for office use, 

programs and special events. 

B. Reduce paper use through duplexing of documents and use of electronic 

communication and file sharing. 

C. Continue our comprehensive in-house recycling program, continue to 

monitor effectiveness of program, and seek ways to improve staff and 

patron participation and expand number of materials collected. In 

particular, an effort should be made to increase efficiency and availability 

of recycling in all parks as well as at large special events. 

D. Make use of re-usable food and beverage supplies wherever possible. 

E. Recycle batteries, antifreeze, motor oil, refrigerants, and other automotive 

by-products. 

F. Compost or otherwise reuse all landscape waste. 

G. Maintain up-to-date GHS (Globally Harmonized System – formerly MSDS) 

database and train staff in the proper handling, use, storage and disposal 

of hazardous materials. 
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5.5.4.7 Purchase and Use of Environmentally Safe and Sensitive Products 

A. Purchase products with recycled and recyclable content wherever 

possible for use in programs, offices, park maintenance and 

development projects. 

B. Encourage the conservative use of paper and wood in place of plastics 

and other non- renewable and non-biodegradable products for 

programs, park maintenance and development projects. 

C. Minimize the use of petroleum-based products such as inks, stains 

and plastics, and replace with water-based, less toxic, and/or 

sustainable products. 

D. Reduce wherever possible the use of disposable products by staff, 

concessionaires and patrons. 

E. Reduce the use of all hazardous materials including cleaners, paints, 

solvents, sealants, wood preservatives, and office products, and 

investigate environmentally sensitive alternatives such as those which 

are water-based and/or low VOC. 

F. Avoid or minimize the purchase and use of chlorine-bleached paper 

products. 

G. Minimize indoor and outdoor pesticide use by incorporating integrated 

pest management within all facilities and parks. Utilize biological and 

cultural control measures whenever possible. 

H. Develop an agency environmental policy statement for use in bidding 

documents. 

 

5.5.5 Integrated Pest Management Policy 

The Schaumburg Park District (“District”) is committed to providing a safe environment 

for the patrons and staff that use our facilities.  The District seeks to prevent patrons 

and staff from being exposed to pests and pesticides and therefore have adopted the 

Integrated Pest Management (IPM) approach to pest control.  The IPM approach 

minimizes the exposure of patrons and staff to pesticides and a variety of non-chemical 

and chemical methods to prevent and eradicate pests.  While pesticides may be used to 

remediate infestations of pests (such as insects and rodents) that may be found in the 

facility, only the least toxic products will be considered and combined with non-

chemical methods. 

 

Structural and landscape pests, as well as the pesticides used to control them, can pose 

significant hazards to people, property and the environment.  The District is 

implementing this IPM program to effectively manage pests while reducing the chance 

of accidental exposure of pesticides to patrons and staff.  Over time, this proactive 

approach will control pests more effectively than just using pesticides alone.  It is, 
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therefore, the policy of this District to utilize Integrated Pest Management (IPM) 

procedures for control of structural and landscape pests. 

 

As defined by the Structural Pest Control Act (225 ILCS 235/3.24), IPM is a pest 

management system that includes the following elements whenever possible. 

A. identifying pests and their natural enemies 

B. establishing an ongoing monitoring and record keeping system for regular 

sampling and assessment of pest and natural enemy populations 

C. determining the pest population levels that can be tolerated based on 

aesthetic, economic and health concerns, and setting action thresholds 

where pest populations or environmental conditions warrant remedial 

action 

D. preventing pest problems through improved sanitation, management of 

waste, addition of physical barriers, and the modification of habitats that 

attract or harbor pests 

E. relying to the greatest extent possible on nontoxic, biological, cultural or 

mechanical pest management methods, or on the use of natural control 

agents 

F. when necessary, using chemical pesticides, with preference for products 

that are the least harmful to human health and environment 

G. record keeping and reporting of pest populations, surveillance techniques 

and remedial actions taken 

5.5.5.1 Pests 

Pests include arthropods (insects, spiders, mites, ticks, and related pests), wood-

infesting organisms such as fungi, rats, mice, nuisance birds and any other undesirable 

organisms in, on, or under structures, excluding bacteria and other microorganisms on 

or in humans or other living animals. 

 

5.5.5.2 IPM Coordinator 

The Superintendent of Facilities Operations shall act as IPM coordinator and shall have 

primary responsibility for ensuring that this IPM policy is carried out. 

 

5.5.5.3 Roles and Responsibilities 

Specific roles and responsibilities for the development, implementation and 

maintenance of the IPM program will be established, communicated and enforced by 

the District to ensure the proper implementation of the IPM program. 

 

5.5.5.4 Pest Management Objectives 
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The objectives of the IPM program are: 

A. Manage pests found on District sites to prevent interference with District 

programming 

B. Prevent injury to patrons, staff and other occupants 

C. Preserve the integrity of facilities or structures 

D. Prevent pests from spreading in the community or to plant and animal 

populations beyond the side 

 

5.5.5.5 Integrated Pest Management Procedures 

Integrated Pest Management is an effective and environmentally sensitive approach to 

pest management that relies on a combination of common-sense practices.  IPM 

programs use current, comprehensive information of the life cycles of pests and their 

interactions with the environment.  This information, in combination with available pest 

control methods, is used to manage pest damage by the most economical means, and 

with the least possible hazard to people property and the environment.  IPM programs 

take advantage of all pest management options available, including the judicious use of 

pesticides. 

 

Understanding pest survival needs is essential to implementing IPM effectively.  Pests 

seek habitats that provide basic needs such as air, water, food, and shelter.  Pest 

populations can be prevented or controlled by creating conditions that are not 

conducive to their survival.  This can be accomplished through the removal of pests’ 

basic needs or by simply blocking their access into buildings.  Pests also may be 

managed by using a variety of non-chemical, as well as chemical methods, as needed to 

reduce infestations to acceptable levels and minimize exposure to pesticides. 

 

IPM procedures will determine when to actively control pests and whether to use 

mechanical, physical, chemical, cultural and/or biological means.  Applying IPM 

strategies prevents unacceptable levels of pest activity and damage by the most 

economical means and with the least possible hazard to people, property and the 

environment. 

 

The choice of using a pesticide will be based on a review of all available options and 

determination that these options alone are not acceptable, feasible or adequate.  

Selected non-chemical pest management methods will be implemented whenever 

possible.  It is the policy of this District to utilize IPM strategies and IPM pest outlines as 

a guide to manage pest populations adequately. 

 

When it is determined that a pesticide must be used to meet the IPM objectives, the 

least harmful to human health and the environment will be used judiciously.  The 

application of pesticides is subject to the Federal Insecticide, Fungicide and Rodenticide 
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Act (7 USC 136 et seq.), District policies and procedures, U.S. Environmental Protection 

Agency (U.S. EPA) regulations in 40 CFR, Occupational Safety and Health Administration 

regulations, and state and local regulations. 

 

The District recognizes and adheres to the following procedures: 

A. Integrated Pest Management programs are designed to prevent pest 

problems whenever possible.  This is done through monitoring, regular 

inspections, high standards of sanitation and pest-proofing measures, and 

modification of environmental conditions conducive to pest problems. 

B. The District will establish periodic inspection, monitoring and reporting 

procedures.  All personnel involved in these activities will be informed and 

trained to perform specific roles within the IPM program.  Forms will be 

provided by the District to aid staff and pest professionals in performing and 

recording actions. 

C. The District will establish pest tolerance thresholds and response times for 

common pests.  These thresholds will serve as indicators for the 

implementation of active control measures.  Control measures will not be 

undertaken if pest damage or populations are below threshold levels unless 

special circumstances necessitate reduction of a pest population.  In such 

cases, a review of the tolerance thresholds will be conducted. 

D. When pests exceed tolerance thresholds, non-chemical pest control 

measures and IPM strategies as described in the IPM pest outlines will be 

practiced and action will occur within the specified response time. 

E. Pesticides will be used when appropriate, along with other management 

practices when other pest prevention and non-chemical control measures 

have failed to reduce pests below tolerance thresholds.  When a pesticide 

must be used, products that are the least harmful to human health and the 

environment will be used. 

F. Pesticides will be used only in containerized baits, or for spot treatments 

targeting insect infestations or problem areas where a minimal amount of 

material can be used.  Routine spraying for pests is prohibited.  Rodent baits 

shall not be used unless in tamper-resistant bait boxes.  Bait boxes shall be 

inaccessible to children and secured when appropriate.  Routine general 

spraying of non-target pests is prohibited. 

G. All pesticide applications must be approved by the IPM coordinator prior to 

application.  All notification requirements will be met before the pesticide 

application.  The District will follow all applicable regulations requiring 

applicator licensing, and all personnel will be licensed appropriately before 

being required to administer a pesticide.  Pesticides shall be applied in 

minimum amounts and shall not be used when patrons and staff are 

present in the treatment area.  Toys and other items mouthed or handled 

by children must be removed from the area before pesticides are applied.  
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No one will return to the treated area within two hours after pesticide 

application or as specified on the pesticide label, whichever time is greater. 

H. The application of pesticides is subject to the Federal Insecticide, Fungicide, 

and Rodenticide Act (7 USC 136 et seq.), U.S. EPA regulations, Occupational 

Safety and Health Administration regulations, and state and local 

regulations. 

I. Follow-up inspections and monitoring will be performed to determine the 

effectiveness of the IPM strategies applied.  The IPM coordinator will 

continually update the IPM plan with the knowledge gained from the 

follow-up inspections. 

 

5.5.5.6 Education 

Staff, patrons, IPM coordinator, contractors, and the public will be informed about 

potential pest problems and the IPM policies and procedures set in place to achieve the 

desired pest management objectives. 

A. Parents/guardians of children in our pre-school program will be informed 

about the IPM policy annually 

B. Staff will receive information and/or training on their role in the IMP plan 

 

5.5.5.7 IPM Plan Updates and Review 

The IPM coordinator will continually update the IPM plan with knowledge gained from 

the implementation of IPM strategies.  The IPM plan will be reviewed annually to ensure 

all District activities are included in the plan and the plan contains the most current IPM 

strategies. 

 

5.5.5.8 Record Keeping 

A complete and accurate pest management log will be maintained for each facility and 

kept with the IPM plan.  Pesticide use records also will be maintained to keep a 

historical account of pesticide use.  The District will keep a logbook containing the 

following: 

A. inspection sheets 

B. pest surveillance data sheets that record in systematic fashion the type and 

number of pests or other indicators of pest population levels revealed by 

the monitoring program.  Examples include: date, number, location and 

rodent species trapped or carcasses removed; and date, number and 

location of new rat burrows observed 

C. pest sighting forms and action taken 
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D. a diagram noting the location of pest activity including the location of all 

trapping devices and bait stations in or around the side 

E. a copy of the current EPA-registered label and Safety Data Sheet (SDS) for 

each pesticide product used on the site, records of where each was used, 

and the amount applied. 

 

5.5.5.9 Notification 

The District takes the responsibility to notify patrons and staff of upcoming pesticide 

treatments.  Notification of antimicrobial agents such as disinfectants, sanitizers, 

deodorizers or pesticides in bait form is not required.  The Illinois Structural Pest Control 

Act, the Illinois Child Care Act, and Illinois Lawn Care Products Application and Notice 

Act require prior notification to occupants when pesticides are used.  All applicable rules 

and regulations regarding notification will be adhered to. 

 

5.5.5.10 Pesticide Storage and Purchase 

Pesticide purchases will be limited to the amount authorized for use and safe storage 

during the year.  Pesticides will be stored and disposed of in accordance with the US 

EPA- registered label directions and state regulations.  Pesticides must be stored in an 

appropriate, secure site with proper ventilation and not accessible to patrons or 

unauthorized personnel.  Pesticides will only be stored at 601 Morse Maintenance 

Facility, 405 N. Roselle Road Golf Club Maintenance Facility, or 1115 E. Schaumburg 

Road Spring Valley Maintenance Facility. 

 

5.5.5.11 Pesticide Applicators 

Pesticide applicators must be trained in the principles and practices of IPM and the use 

of pesticides approved by this District and must follow all regulations and label 

directions.  The District will follow all regulations and label directions.  The District will 

follow all applicable regulations requiring applicator licensing, and all personnel will be 

licensed appropriately before being required to administer a pesticide. 

 

Precautionary statements are required on all pesticide labels.  Signal words on each 

label indicate the level of acute toxicity of the pesticide product (see below).  The 

chronic toxicity is not indicated on the label.  Every label bears the child hazard warning: 

“Keep Out of Reach of Children.” 

A. DANGER – A taste to a teaspoonful taken by mouth could kill and average-

sized adult. 

B. WARNING – A teaspoonful to an ounce taken by mouth could kill an 

average-sized adult. 
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C. CAUTION – An ounce to more than a pint taken by mouth could kill an 

average-sized adult. 

 

5.5.5.12 Exemption 

This policy does not apply to the following exempted uses of products: 

A. Germicides, Disinfectants, Bactericides, Sanitizing Agents, Water Purifiers, 

Swimming Pool Chemicals used in normal cleaning activities and water 

disinfection. 

B. Personal insect repellents applied to person.  Minors require parents’ 

consent. 

C. Manufactured enclosed pesticides and crack and crevice application of gel 

baits, where patrons and children do not have access to the bait. 

D. The facility must comply with all usage directions specified by the label. 

 

5.5.6 Wedding Rentals Policy at Spring Valley  

Below are the parameters and guidelines for patrons desiring a wedding rental at Spring 

Valley. Rental and other fees will be charged by District at rates established by staff and 

approved by the Board. 

 

Wedding rental guidelines are as follows: 

A. Maximum size of event, including wedding party and all guests, would need 

to be limited to 100, due to space and parking constraints. 

B. Outdoor wedding rentals are available on weekends only, between the 

hours of 10 a.m. and 8 p.m. 

C. Outdoor weddings may only use designated areas – Nature Center 

backyard, Merkel Cabin grove, Heritage Farm lawn areas. 

D. Rates apply only for use of outdoor areas designated for weddings. Existing 

rental rates for use of the Nature Center classrooms or Merkle Cabin would 

apply to groups wishing to use these facilities for wedding purposes. 

E. Existing Schaumburg Park District requirements concerning alcohol 

consumption (VOS Class D liquor license, proof of liability insurance, and 

approval of Executive Director) would apply to any wedding event where 

alcohol is served. 

1. Additionally, renters would be required to use only BASSET certified 

bartenders and servers. Proof of certification is required. 

2. All alcohol must remain within the designated rental area during the 

rental period. 

F. Tables, chairs, and other needed supplies cannot be supplied by Spring 

Valley and must be obtained from an outside rental company. 
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G. Tents larger than 300 sq. ft. are not permitted. 

H. Restrooms are available at the Nature Center and Heritage Farm only. 

I. Acoustic music is permitted; amplified music is not permitted in outdoor 

areas. 

J. Electricity cannot be provided from adjacent facilities. Generators are not 

permitted. 

K. Parking for weddings is only available onsite at the Nature Center. Renters 

may make their own arrangements to use adjacent church parking lots and 

must present Spring Valley with written acknowledgement of such an 

arrangement at least 48 hours prior to rental. 

L. Renters must make arrangements to transport guests who are unable to 

walk to rental area when using the Cabin area or Heritage Farm using 

available service entrances. No vehicles are permitted onto back service 

road or any pathway. 

M. Renter (or designated catering company) is responsible for removal of all 

trash from rental area and placement within secure containers at the 

conclusion of the rental. 

N. All tables, chairs, decorations, etc. must be removed within 24 hours after 

conclusion of rental. 
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6. RELEVANT ORDINANCES 
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7. APPENDICES 

 


